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LETTER FROM THE PRESIDENT AND CEO


OF THE


ASSOCIATION OF UNITY CHURCHES

The purpose of this manual is to set forth the policies and procedures of Unity of ___________ in order to assure general understanding and effective coordination of personnel, administrative, and Board activities.

These policies and procedures are not intended to restrict or discourage individual or management initiative. Rather, they are designed to improve communication and provide a framework for making sound and equitable decisions. A copy of the manual may be distributed to each department and is available to all employees; additional copies are available through the Association, both in hard copy and on disk.

Situations may arise that are not covered by these policies, and therefore, it may be necessary from time to time to revise or supplement portions of the manual. These policies are intended as a guide, and do not constitute a commitment binding upon the ministry, or create any employment relationship or contractual rights or obligations.

The success of our ministries in serving the needs of our members is measured by how effectively we all work together. With an understanding of and a commitment to the principles that guide the policies in this manual, we are confident that we can maintain our high standards and excellence of service.

(Examples of "mission" and "vision" statements to use in creating a statement for Unity of _____________.)


********************************

VISION XE "Statement:Vision"  / MISSION XE "Statement:Mission"  STATEMENTS XE "STATEMENTS" 

**************************************
******************************************************************************

Mission Statement:  Unity Church in Christ is dedicated to transforming our world through love, one life at a time. 

(Unity Church in Christ - Tallahassee, Florida)

******************************************************************************

Vision Statement:  Unity Center for Positive Living is a spiritual community. We promote self-empowerment through positive, practical, spiritual living! "We walk in the charmed circle of God's Love, and we are divinely irresistible to our Highest Good NOW!"
(Unity Center for Positive Living - Wilkes Barre, Pennsylvania)

*******************************************************************************

Mission Statement XE "Mission Statement" :  Our mission is to be a loving community that nurtures spiritual growth  in our daily living through the Christ Spirit within.

Vision Statement:  Unity Church of Christianity is a radiating Center of the Christ Light, might to attract its good and radiate good to all.

(Unity Church of Christianity - Appleton, Wisconsin)

*******************************************************************************

Vision Statement: XE "Vision Statement\:"  An awakened world celebrating our oneness in Spirit through individual responsibility.

Mission Statement:   Unity Center for Spiritual Growth is dedicated to making the teaching of Jesus Christ practical and relevant to everyday life. Prayer, meditation, love and positive thinking are emphasized as a way of encouraging spiritual growth within each individual.

Inclusion Statement: Unity is a culturally diverse spiritual community promoting positive life transformation. Unity recognizes that all people are one in God and welcomes all people to its services, programs, and activities.

(Unity Center for Spiritual Growth - Mechanicsburg, Pennsylvania)

*******************************************************************************


GOALS BASED ON TRUTH PRINCIPLES XE "TRUTH PRINCIPLES" 

FOR UNITY CHURCH OF _________________________                

Learn about and develop an understanding of the nature of God.

* Develop an understanding of God's power as the One Power operating in all creation.

* Build an understanding of God's laws and the relationship of cause and effect.

* Develop a knowingness and feeling of God's presence.

* Develop an awareness of how others experience God and an understanding of other's motives       and desires.

Learn about and understand one's self.

* Develop an understanding of personal areas for growth such as learning, choosing, appreciating,    and forgiving.

* Develop a trust in self and belief in one's own potential.

* Develop an awareness of divine personal qualities and personal potential.

* Establish a realization of positive self-worth.

Discover one's relationship to God.

* Understand and develop skills in prayer and meditation.

* Understand faith and its practical application.

* Develop and practice the habit of praying.

Understand and practice harmonious living.

* Develop the understanding that God's universe is good.

* Gain understanding of the creative process.

* Establish and live by a set of practical working standards.

Learn how to widen and enhance relationships with others.

* Learn about the many ways in which we show love.

* Understand our own capacity to love and be loved.

* Develop an awareness of good in others.

Learn about the sources of our faith.

* Gain a Unity understanding of the Bible.

* Develop an ability to step out in faith as did the Old Testament prophets.

* Develop a knowledge base of what Unity is and what it teaches.

Learn about the life of Jesus and understand His teachings.

* Gain a general knowledge of Jesus' ministry, his life and activities.

* Develop an awareness of the Christ nature within.

* Develop and practice a personal working plan based upon Jesus' example.

Practice and understand service to others.

* Develop a healthy attitude toward service based upon cause and effect principles.

* Look into the lives of great people and understand their purpose.

* Develop and practice a personal plan for being great in a chosen service activity.


"IF YE KNOW THESE THINGS, BLESSED ARE YE IF YE DO THEM."


John 13:17
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HONORING DIVERSITY XE "HONORING DIVERSITY" 
We believe that all people are created with sacred worth. Therefore, we recognize the importance of serving all people within the Unity family in spiritually and emotionally caring ways. We strive for our ministries, publications, and programs to reach out to all who seek Unity support and spiritual growth. It is imperative that our ministries and outreaches be free of discrimination on the basis of race, color, gender, age, creed, religion, national origin, ethnicity, physical disability, or sexual orientation. Our sincere desire is to ensure that all Unity organizations are nondiscriminatory and support diversity.

In our effort to reach out to all people as did our Way-Shower, Jesus Christ, we support the modification of our facilities to make them accessible to all people, regardless of physical challenges; the translation of our materials into Braille and other languages; and respect for the wonderful variety of human commitments and relationships.

We encourage ministers, teachers, and others within Unity to honor the strength of diversity within their spiritual communities. It is with love and in celebration of our unity, in the midst of our wondrous diversity, that we affirm this position.

JOINT STATEMENT FOR PEACE XE "JOINT STATEMENT FOR PEACE" 
Unity stands for peace in the presence of conflict; for love in the presence of hatred; for forgiveness in the presence of injury. Unity honors the many paths to God, the many ways to worship God’ for there is only one power and presence of God and that God loves each one of us equally. It is therefore the position of the Association of Unity Churches and Unity to urge all nations, their leaders, and their people to turn to God by whatever the name for guidance during these challenging times and pursue peace, not war, for this is what honors the God of all our faith traditions. Unity stands for peace in our lifetime.


OPERATIONAL


AND


ADMINISTRATIVE


POLICIES

EMPLOYEE

OPERATIONAL XE "OPERATIONAL Policies"  AND ADMINISTRATIVE POLICIES XE "ADMINISTRATIVE POLICIES" 

EQUAL OPPORTUNITY EMPLOYMENT XE "EQUAL OPPORTUNITY EMPLOYMENT" 
In accordance with applicable Federal Laws and Regulations, the employment policies and practices of Unity of ______________ are administered without regard to race, color, age, national origin, gender, disability, veterans status, sexual orientation or ethnicity. Although it is legal for religious corporations, associations and educational institutions to discriminate on the basis of religion in the employment of any person in any position, Unity of _______________ has chosen to utilize discretion in this matter. Unity of _____________ discriminates based on religion in hiring for positions in which religious beliefs and/or credentials are essential to the performance of job duties.

Equal opportunity is insured by:

· Assuring that individuals who make or recommend employment decisions and other personnel actions are fully aware of and comply with this policy and the principles of equal opportunity.

· Monitoring Unity of ______________ progress and practices with respect to EEO objectives. 
 

· Investigating employee complaints promptly and thoroughly.

This Equal Employment Opportunity Program will have as its firm objective, equal opportunity in recruitment, hiring, rates of pay, promotion, training, termination, and benefit plans, and all other forms of compensation, conditions, and privileges of employment for all employees and applicants.


OPEN DOOR POLICY XE "OPEN DOOR POLICY" 
Unity of ________________ cannot successfully achieve its individual and collective mission without effective communication.  The church strives to provide a work environment that accomplishes this goal by encouraging dialogue. The most important working relationship occurs between an employee and his/her supervisor. In order for this relationship to remain effective, supervisors must be aware of employee concerns. It is therefore important for employees to discuss their ideas, concerns and suggestions.
AMERICANS WITH DISABILITIES ACT XE "AMERICANS WITH DISABILITIES ACT" 
Unity of ________________ is committed to providing equal employment opportunities to otherwise qualified individuals with disabilities, which may include providing reasonable accommodations where appropriate. The employee will be responsible for notifying their designated supervisor of the need for any such accommodations. The employee may be asked for their input of the type of accommodation necessary, or the functional limitations of the employee's disability. When appropriate, Unity of _______________ may need permission to obtain further information from the employee's physician, or other medical, or rehabilitation professionals.

WORK ENVIRONMENT AND CONDUCT XE "WORK ENVIRONMENT AND CONDUCT" 
It is the intent of Unity of ________________, that the environment be one of informality, friendliness and respect for others. It is our policy to maintain a safe, productive working environment free from sexual harassment, inappropriate and other disruptive behavior. Personal conduct that interferes with operations, creates safety hazards, brings discredit to the fellowship, or is offensive to members or fellow employees will not be tolerated.


PERSONAL CONDUCT XE "PERSONAL CONDUCT" 
It is the policy of Unity of _______________, to list examples of what constitutes serious misconduct. The following list of violations is prohibited and will subject the involved person(s) to disciplinary action up to and including termination. These violations include, but are not limited to, the following:

1.  Theft or unauthorized use of Unity of ____________ property or other employee's personal property.

2.  Willful destruction of Unity of _____________ property.

3.  Falsification of personnel, operational, or Unity of  ___________ records.

4.  Unauthorized release of any confidential information regarding Unity of ______________,

     its employees (past or present), or its members.

5.  Insubordination, including refusal to perform assigned work, refusal to obey safety rules when warned, or repeated failure to cooperate with policies.

6.  Failure to improve performance or attendance when an employee has been made aware of a

     deficiency.

7.  Serious breach of Unity of ___________ practice or conduct.

The Minister has the right to determine if employee actions warrant immediate dismissal. Certain circumstances may be considered such as employee history, extenuating circumstances, and the safe, efficient operation of Unity of _____________.


GRIEVANCES POLICY XE "GRIEVANCES POLICY" 
It is the policy of Unity of ____________ that every employee, regardless of position, shall be treated with respect and in a fair and just manner. If at any time employees believe they are not treated fairly or suspect a mistake in the administration of policy, practice, or condition of employment, employees are responsible for informing the Minister so that problems can be resolved promptly and effectively. The Minister is responsible for investigating and addressing all grievances, questions, or concerns. The Minister will respond to the employee promptly. At no time are employees penalized or subjected to harassment for filing complaints.

Grievance Procedure for a Minister XE "Greivance Policy:Minister" :
If the Minister has a grievance, it is discussed with the President of the Board of Trustees. If the grievance is not resolved, it is filed in writing on a Grievance Review Form (see Personnel Exhibit 10) and given to the Board of Trustees. Copies of all grievances, appeals, evidentiary information, and decisions are placed in a separate file maintained by the Secretary of the Board. No copies are filed in the Board minutes.

Association resources are available to the Minister and Board when there is a dispute. Your Regional Representative and Association staff can clarify policy. If differences between the Minister and Board are significant, consideration might be given to contacting the Director of Peacemaking Services to discuss whether initiating a conflict transformation process might be appropriate.

Grievance Procedure for an Assistant or Associate Minister:

When an Assistant or Associate Minister has a grievance, it is discussed with the Senior Minister in accordance with the Code of Ethics published in the Association of Unity Churches Yearbook. The decision of the Senior Minister is final.

HARASSMENT XE "HARASSMENT"  / SEXUAL HARASSMENT XE "/ SEXUAL HARASSMENT" 
Unity of _________is committed to maintaining a positive, constructive working environment where all employees may pursue personal career satisfaction. Unity of _______ will not tolerate harassment based on race, color, religion, ancestry, national origin, sex, age, disability, veteran status, sexual orientation, or political ideology. Harassment not only violates the church policy but also may be a violation of state and federal law. Both Unity of ________ and each of its employees are responsible and accountable for maintaining an environment free of harassment.

Harassment:

Discriminatory harassment includes verbal or physical conduct intended to threaten, intimidate, offend, demean, or coerce; and may impair an employee's ability to do his/her job. Harassment may take many forms, including:

- gestures, physical acts, slurs, or taunting

- verbal abuse, epithets, comments, or jokes

- displaying derogatory objects, cartoons, posters, drawings, or pictures.

Harassment may also be any unwelcome or offensive conduct relating to an individual's race, color, religion, ancestry, national origin, sexual orientation, sex, age, disability, veteran status, or political ideology.

Sexual Harassment:

Sexual harassment is a form of employee misconduct that undermines the integrity of the employment relationship. It is also a violation of the law and will not be tolerated. Sexual harassment, as defined by the Equal Employment Opportunity Commission and stated below, is expressly prohibited:

"Unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of the individual's employment; (2) submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of unreasonable interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment.: (Equal Employment Opportunity Commission, 29CFR Part   1604.11 45FR25024, "Guidelines on Discrimination Because of Sex.")

Conduct that has the purpose or effect of substantially interfering with an individual's work performance or creates an intimidating, hostile or offensive working environment could also include the following:

- Sexual flirtation, touching, advances, or propositions

- Verbal abuse of a sexual nature

- Graphic or suggestive comments about an individual's dress or body

- Sexually degrading words to describe an individual

- The display in the work place of sexually suggestive objects or pictures.

Steps to take in investigating sexual harassment charges:

- Have the employee put into writing what was done and how they believe this was a form of sexual    harassment. If they do not feel comfortable writing a complaint then summarize in writing for them    and have the employee sign the summary.

· Discuss the complaint with the accused and ask them how they would like to respond. If the   individual admits harassment then disciplinary action should be taken. If they deny the allegation then an investigation should be discreetly conducted.

· An investigation, if necessary, should be conducted in confidence without using the names of the accuser or accused. A decision will be based upon the information attained in the investigation.

· If charges are or are not substantiated and the accuser and accused work together, then a decision must be made as to creative scheduling or transfer of the accused in order to maintain a non-threatening work environment.

Any employee who believes that he/she has been subject to, or has knowledge of harassment, as outlined in this policy should immediately notify his/her supervisor. If the complaint is with the Minister, report the matter to the President of the Board of Trustees. A prompt, thorough and confidential investigation will be conducted. If the investigation substantiates the complaint, corrective action will be taken, up to and including discharge of the offender.  The employee who registered the complaint will be advised of the determination of the investigation. Unity of __________ will not in any way retaliate against an employee who makes a report of discriminatory harassment in good faith, nor will it permit any manager or employee to do so. Retaliation is a serious violation of this policy that should be reported immediately.


EMERGENCY PROCEDURES XE "EMERGENCY PROCEDURES" 
Emergency procedures describing the steps to be taken in case of fire, severe weather (e.g. tornado), medical emergencies, or evacuation are posted and available to all personnel.


SAFETY AND HEALTH XE "SAFETY AND HEALTH" 
Unity of __________ intends to provide a safe place of employment, and maintain sound operating practices which result in safe working conditions and efficient operation.


INJURY ON THE JOB XE "INJURY ON THE JOB" 
Should an injury occur while working, employees are to immediately notify the Minister who will arrange for medical treatment. Worker's Compensation reports are to be filed immediately by the Minister or other designee. In case of serious injury or illness, employees are immediately taken to a hospital emergency room.

DRUG AND ALCOHOL FREE WORK PLACE XE "DRUG AND ALCOHOL FREE WORK PLACE" 
Unity of _________ recognizes that substances such as alcohol and drugs are used by individuals sometimes to an extent that their abilities and senses are impaired. Our position regarding substance abuse is the same whether alcohol, marijuana, illegal drugs, prescription drugs, or controlled substances are involved. This policy is implemented because Unity of ______ believes that the impairment of any employee due to his or her use of substances creates a risk of injury to other employees, the impaired employee, or to third parties.

The employee who begins work while impaired or who becomes impaired while at work is guilty of a major violation of ministry policies and is subject to severe disciplinary action. Severe disciplinary action can include suspension, dismissal, or any other penalty appropriate under the circumstances. Likewise, the use, possession, transfer, or sale of any substance on company premises, or in the parking lot, are subject to severe disciplinary action up to and including termination.

Employees who are taking prescription drugs are under a duty to report this to their Minister. This is for the protection of the employee and for safety purposes in case of an adverse reaction to the drug while at work.  

BULLETIN BOARDS XE "BULLETIN BOARDS" 
All bulletin boards are reserved for ministry and community information, activities, and programs. All items posted on the ministry bulletin boards are subject to review and approval by the Minister.

PERSONAL USE OF TELEPHONE XE "PERSONAL USE OF TELEPHONE" 
Ministry telephones are not used for personal business except for emergency reasons or important matters. If employees must make or receive personal calls, they are expected to limit conversations to less than three minutes.

CONTRIBUTIONS XE "CONTRIBUTIONS"  AND SOLICITATIONS XE "SOLICITATIONS" 
Persons not employed by Unity of _________, may not enter its premises at any time for the purpose of solicitation of employees or distribution of literature to employees.  Prohibited activities include, but are not limited to: soliciting signatures, selling merchandise, distribution of literature, pamphlets, or printed material of any kind on the premises. To provide employees with an atmosphere free of unnecessary interruptions, solicitation and distribution activities by other employees at work areas, or during work time, are prohibited without prior authorization from the Minister.

WORK AREA XE "WORK AREA" 
Each employee is responsible for keeping his/her area and the surrounding work area uncluttered and organized by:

- discarding unneeded items

- returning materials to files or point of origin promptly

- unpacking boxed items and storing properly

- keeping papers and items off the floor and hallways as much as possible

- arranging desks and work situations for efficient operation

- disposing of food and drinks promptly

- all pictures and posters must be framed prior to hanging

- tasteful personal items displayed in work area

- removing unnecessary furniture from work area or hallways.

DRESS CODE XE "DRESS CODE" 
Employees are expected to practice personal cleanliness and conservative good taste in dress and appearance. Casual clothes such as shorts, undershirts, tank tops, or similar items are not considered appropriate for office area, or when visiting members. Personal items such as magazines, posters, "message" t-shirts, etc., which might by their nature offend others, should not be displayed or visible.

GARNISHMENT
The ministry does not wish to become involved in actions that may be taken against the ministry or employee for collection of personal debts or accounts. Therefore, employees are expected to manage their personal financial affairs accordingly.

EMPLOYMENT

PROCEDURES

RECRUITMENT

AND

SELECTION
EMPLOYMENT PROCEDURES XE "EMPLOYMENT PROCEDURES" 
RECRUITMENT AND SELECTION XE "RECRUITMENT AND SELECTION" 
Policy XE "Recruitment and Selection:Policy" :

The policy of Unity of ____________ is to fill all open positions with candidates who best meet the requirements of the position. Selection is based on ability, experience, training, and interest in performing the duties of the position. Management may, on occasion, choose to fill a position from within the ministry, if possible. All such positions are posted in all departments so employees have an opportunity to apply.

Employment Classifications XE "Employment Classifications" :
Employees are hired to fill regular full-time, part-time, or temporary full-time or part-time positions. In certain circumstances, there are staff workers who are volunteers.

Regular full-time XE "employment classifications:full-time"  employee is an individual who works thirty-six (36) to forty (40) hours per week throughout the year with no defined end date to the assignment, and is eligible for all benefits.

Regular part-time XE "employment classifications:part-time"  employee is an individual hired to work less than twenty-seven (27) hours per week throughout the year with no defined end date to the assignment. Employees in this position are eligible for holiday pay, health leave, and vacations all on a prorated basis.

A temporary XE "employment classifications:temporary"  employee is an individual hired either on a part-time or full-time basis for a specified, limited period of time. Individuals hired for this position are made aware of the nature of the project and its expected duration prior to hiring. When the project is completed, canceled or changed, the position may no longer be required. If available, the employee may be assigned to another project. However, if not possible, it may be necessary to release the employee. Full-time temporary employees are eligible for paid holidays that occur during their employment period. Part-time temporary employees are eligible for prorated holiday pay for holidays that occur during their employment period, if the holiday falls on a scheduled workday.

In certain circumstances, there may be staff workers who are "volunteers" and do not receive pay or benefits, but who are subject to employee rules and practices as outlined in this manual.

Contract XE "employment classifications:contract"  employees would include musicians, computer support persons, or consultants and would be dealt with on a case by case basis, and often are self-employed for tax purposes. Rates of pay are negotiated prior to services being rendered and may be hourly or broadly inclusive for the service provided. No benefits would be offered to a contract employee. 

Recruiting XE "Recruiting" :

Recruiting outside applicants to assure a number of qualified candidates from whom to choose is the responsibility of the Minister or other designee. Recruitment may include referrals from current or past employees, walk-in applicants, newspaper advertisements or Internet posting. 

Prior to advertising for a position develop a job description and profile of what is needed. List the five most important job duties and determine the minimum level of skill and ability needed to perform these duties. Remember the job description should describe the job not the person who fills it. Figure out what you need or want the position to do, and then figure out what someone needs to know and understand to do it well.

Consider using local newspapers or trade publications, as opposed to the city newspaper. The best day to run a newspaper advertisement is on Wednesdays and Sundays. All advertisements placed in the paper or on the Internet should contain the phrase "An Equal Opportunity Employer." Beware of wording used in classified ads [i.e. do not use gender specific terms such as male or female]. Insure that the job title of your advertisement accurately reflects the job level [i.e. billing clerk instead of accounting clerk]. 

Interviewing Process XE "Interviewing Process" :

The employment interview is a vital element of the selection process. It allows the applicant an opportunity to demonstrate his or her capabilities to perform the job, and provides adequate information to the candidate about the position and the ministry. It should be conducted in private, without interruption. Telephone pre-screening is another option to interviewing a candidate in person and is helpful in eliminating candidates that may not be qualified for the position, looking for what you are offering within a salary range, or able to work the hours you need.

Interviewers should keep these points in mind when interviewing:

- All questions are job-related, and have a direct bearing on the tasks of the position.

- Interviews and questions for a given position are standardized so that all applicants experience the same     interview content and process.

- Questions that express (directly or indirectly) any preference, limitation, or general reference to race,          national origin, sex, age, or physical handicap are prohibited.

The employee will need to complete an "Application for Employment" form (see Personnel Exhibit 1).

Reference Checks: XE "Reference Checks\:" 
Reference checks are made by the Minister, and conducted only with written permission from the applicant. For some positions, such as bookkeeper or a Youth Director, a background verification check should be conducted. All credit or background verification checks, whether conducted by the ministry or through an outside organization, are approved in advance by the Minister, and conducted only with written consent from the applicant. All credit or background verification checks are filed and maintained separate from personnel paperwork in confidential files. [Note: The Association recommends ChoicePoint® as a possible company to use for outside background reference checks. You can access ChoicePoint® on the Internet at www.screennow.com.]

Tips to keep in mind when conducting reference checks on prospective employees:

· If possible talk to their direct supervisor; try to avoid the Personnel Department, they will be less likely to give much information.

- Verify the employment history [i.e. dates of employment, salary, reason for leaving] and their work record    [attendance, attitude, strong points, weak points]. Ask if the employee is eligible for rehire.

- Try to conduct at least two reference checks on a prospective employee. If possible use previous employers    for the reference checks, but personal references may also be used.

- Document in writing information obtained from reference checks. Be sure to list the name of the person     contacted and their position with the company.

- If hired, written reference checks along with the employee’s application should be placed in the their          personnel file.

Tips to keep in mind if you are contacted for a reference check on a previous employee:

-  Have a designated person responsible, such as the Minister, in giving reference checks on previous             employees.

-  Do not provide information on medical such as illnesses, injuries, diseases, etc., worker’s compensation    claims, or leaves of absence.

-  Consider having an employee sign a consent to release information at the time of their termination.

-  Information can be given to a prospective new employer as long as you can backup the information with    good record keeping. For example you can say that an employee did not meet your requirements for          performance as long as you can prove this through documentation such as previous reviews given to the    employee or corrective action taken.

Testing XE "Testing" :

Skills testing is conducted only if the test is representative of actual job related duties. Clerical tests should be administered by the Minister, or designee, to insure that applicants receive consistent treatment. Tests should be used as a final screening device for your top candidates and before hiring the candidate. Test results are forwarded to the Minister. All tests should be confidential and are filed separately from personnel paperwork, and available only to the employee's supervisor or the Minister.

Selection and Offers of Employment XE "Selection and Offers of Employment" :

After all applicants are considered, the candidate is selected and starting salary rate is determined, consistent with the salary administration program of the ministry. The Minister, or other designee, should make the offer and notify candidates not selected by mail.  

Personnel Action: XE "Personnel Action\:" 
Employees are selected based on their ability to do the job. Selection decisions are made on the basis of job-related requirements. All personnel actions, including terminations, salary administration, and disciplinary actions are conducted fairly and equally, without regard to race, national origin, sex, color, age, or handicap.

Employment At-Will: XE "Employment At-Will\:" 
Except for employees who have a written employment agreement signed by a member of the Board of Trustees or Minister, employment at Unity of ________ is "at-will." This means that either the employee or Unity of _________ may terminate the employment relationship at any time, for any reason, or for no reason at all. No one at Unity of _____________ is authorized to enter into any written (or verbal) employment contracts with any employee without the express written consent of the Board of Trustees or Minister.

This policy will not be modified by any statements contained elsewhere in this manual, or in any employment applications, recruiting materials, memoranda, or other materials provided to employees in connection with their employment. Also, those documents will not create an expressed or implied contract of employment for any period of time. 

ORIENTATION OF NEW EMPLOYEE XE "ORIENTATION OF NEW EMPLOYEE" 
Policy XE "Orientaion of new employee:policy" :

The manner in which new employees are assimilated into the ministry may well influence how long they stay with the ministry and how productive they are. It is important, therefore, that the orientation of new and newly transferred employees, especially during the first week, is well planned and paced so that the employee is not overwhelmed with too much information at once, but is sufficiently informed to perform his or her job.

Objective XE "Orientation of New Employee:Objective" 
The orientation program is designed to meet several objectives:

- Give new employees a clear picture of what the ministry offers and what is expected from them. 

- Introduce new employees to individuals with detailed knowledge of various aspects of the ministry.

- Provide new employees with appropriate channels for problem solving.

Procedure XE "Orientation of New Employee:Procedure" :

On the starting date, the Minister or other designee gives the new employee an "Orientation Packet" which contains:

- Emergency Information Sheet

- Employee benefits and policy explanation (or Employee Handbook)

- Insurance application forms (if applicable)

- Payroll forms (W-4, I-9, Overtime Request, Time Off Request, Weekly Time Sheet) (See Personnel Exhibits    5, 6, 7, 11)

- Personnel Policy Agreement (See Personnel Exhibit 8)

- Unity Brochures and Church Bylaws

Explanation of Packet XE "Orientation of New Employee:Explanation of Packet" :

1. Emergency Information Sheet XE ". Emergency Information Sheet" :  This sheet provides names and telephone numbers to the employee of      ministry staff to be contacted in case of emergency.

2. Employee Benefits Explanation XE "Employee Benefits Explanation" :  This information should cover sick time, vacation time, holidays,         medical and dental coverage if applicable, and personnel policies of the ministry. 

3. Payroll Forms XE "Payroll Forms" :  Office supplies for blank copies of  W-4 and I-9 forms can be ordered through the Internal     Revenue Service. These forms are free of charge and offered on the Internet. 

A new W-4 will need to be filled out by any employee who experiences a change in address, marital status, or deductions. An I-9 form requires Xeroxed copies of the employee’s identification and used for employer verification, then attached to the I-9 form once the employee has completed the form. The use of weekly time sheets, overtime requests and time-off sheets should be explained to the employee.

4. Personnel Policy Agreement XE "Personnel Policy Agreement" : This agreement should be signed by the employee once they have read the     Employee Handbook (if applicable) or the personnel policies and Bylaws of the ministry. 

5. Unity Brochures XE "Unity Brochures"  and Church Bylaws XE "Church Bylaws" :  The employee should have a copy of the church Bylaws to ensure     a working knowledge of the rules governing the organization. The following brochures are helpful to new     employees and are available to order through the Accounting Department of the Association:

    - "My First Unity Experience"

    - "Twenty Questions About Unity"

    - "Unity - A Ministry of Service"

    - "The Association of Unity Churches"

Once employees have completed the pertinent forms and returned them to the Minister or other designee, then the Minister or other designee completes a Personnel Action Form (see Personnel Exhibit 4). After obtaining all the needed information and forms (include "application for employment" form in file), the Minister, or other designee prepares a personnel file which is then filed in the Minister's office. 

PRE-EMPLOYMENT INQUIRY GUIDE XE "PRE-EMPLOYMENT INQUIRY GUIDE" 
This guide is not a complete definition of what can and cannot be asked of applicants. It is illustrative and attempts to answer the questions most frequently asked about equal opportunity law. It is hoped that in most cases the given  rules, either directly or by analogy, will guide all personnel involved in the pre-employment processes of recruiting, interviewing, and selection. This guide pertains only to inquiries, advertisements, etc., directed to all applicants prior to employment. Information required for records such as race, sex, and number of dependents may be requested after the applicant is on the payroll provided such information is not used for any subsequent discrimination, as in upgrading or layoff.

These laws are not intended to prohibit employers from obtaining sufficient job-related information about applicants as long as the questions do not elicit information, which could be used for discriminatory purposes. Applicants should not be encouraged to volunteer potentially prejudicial information. The laws do not restrict the rights of employers to define qualifications necessary for satisfactory job performance, but require that the same standard of qualifications used for hiring be applied to all persons considered for employment. It is recognized that the mere routine adherence to these laws will not accomplish the results intended by the courts and Congress. Employment discrimination can be eliminated only if the laws and regulations are followed in the spirit in which they were conceived.

SUBJECT
PERMISSIBLE INQUIRIES


INQUIRIES TO BE AVOIDED 

1. NAME
"Have you worked for this company under 
Inquiries about name which would indicated

 a different name?" "is any additional infor-
applicant's lineage, ancestry, national

        
mation relative to change of name, use of
origin, or descent. Inquiry into previous

  
an assumed name or nickname necessary to 
 name of applicant where it has been changed 

enable a check on your work and educational
 by court order or otherwise. Inquiries about

record? If yes, explain."


 preferred courtesy title: Miss, Mrs., Ms.

2. MARITAL 
       Whether applicant can meet specified work
 Any inquiry indicating whether an applicant

   AND FAMILY 
schedules or has activities, commitments
is married, single, divorced, engaged, etc.

   STATUS
or responsibilities that may hinder the meeting
Number and age of children. Information

of work attendance requirements. Inquiries
Information on child-care arrangements.

as to a duration of stay on job or anticipated
Any questions concerning pregnancy. Any

absences which are made to males and

such questions which directly or indirectly

 females alike.



result in limitation of job opportunities.

3. AGE

        Requiring proof of age in the form of a work
Requirement that applicant state age or date

permit or a certificate of age - if a minor.
of birth. Requirement that applicant produce

Requiring proof of age by birth certificate
proof of age in the form of a birth certificate

after being hired. Inquiry as to whether or
or baptismal record. The Age Discrimination

not the applicant meets the minimum age
in Employment Act of 1967 forbids

requirements as set by law and requirement
discrimination against persons between the

that upon hire proof of age must be submitted
ages of 40 and 70.

in the form of a birth certificate or other forms

of proof of age. If age is a legal requirement,

"if hired, can you furnish proof of age," or

statement that hire is subject to verification

of age. Inquiry as to whether or not an applicant

is younger than the employer's regular retirement

age.

 4.  HANDICAPS
For employers subject to the provision of the
An employer must be prepared to

Rehabilitation Act of 1973, applicants may be    
prove that nay physical and mental

"invited" to indicate how and to what extent
               requirements for a job are due to "business

they are handicapped. The employer must 

 necessity" and the safe performance of the

indicate to applicants that: 1) compliance with
 job. These inquiries should be avoided as

the invitation is voluntary; 2) the information        
 selection criteria unless it's provable that a

is being sought only to remedy discrimination
 bona fide occupational qualification (BFOQ)

or provide opportunities for the handicapped;
 is involved. A BFOQ is a qualification that

3) the information will be kept confidential;
                is absolutely necessary to perform a job.

and 4) refusing to provide the information

 Except in cases where undue hardship can 

                 
will not result in adverse treatment. All

 be proven. Employers must make reasonable

applicants can be asked if they are able to

accommodations for the physical and mental

carry out all necessary job assignments

limitations of an employee or applicant.

and perform them in a safe manner.

               "Reasonable accommodation" includes 

alteration of duties, work schedules,








              The physical setting, and provision of aids. 

Rehabilitation Act of 1973 forbids employers

from asking job applicants general questions 








or asking about whether they are handicapped 

them about the nature and severity of their

handicaps.

5. SEX


Inquiry or restriction of employment is

Sex of applicant. Any other inquiry which  

               
permissible only where a bona fide occupational
would indicate sex. Sex in not a BFOQ 


               qualification exists. (This BFOQ exception is   
because a job involves physical labor (such 

  
               interpreted very narrowly by the courts and the
as  heavy lifting) beyond the capacity of some

EEOC.) The burden of proof rests on the

women nor can employment be restricted just

employer to prove that the FBOQ does exist
               because the job is traditionally labeled "men's

and that all members of the affected class are  
work" or "women's work." Applicant's sex 

incapable of performing the job. Sex of 

cannot be used as a factor for determining 


               applicant may be requested (preferably not on
 whether or not an applicant will be satisfied 

the employment application ) for affirmative
               in a particular job. Questions about an 

   
               action purposes but may not be used as an

applicant's height or weight, unless 


                              employment criterion.



demonstrably necessary as requirements for 

 
the job. 

6. RACE OR

General distinguishing physical characteristics
Applicant's race. Color of applicant's skin

    COLOR

such as scars, etc., to be used for identification
eyes, hair, etc., or other questions directly

purposes. Race may be requested (preferably
or indirectly indicating race or color.

not on employment application) for affirmative

 


action purposes but not used as employment criterion.

7. ADDRESS

Applicant's address. Inquiry into length of stay
Specific inquiry into foreign address which 

   OF DURATION
at current and previous addresses. "How long
would indicate national origin. Names and

   OF RESIDENCE
a resident of this state or city?"


relationships of persons with whom applicant

resides. Whether applicant owns/rents home. 

8. BIRTHPLACE
               "Can you after employment submit a birth

Birthplace of applicant. Birthplace of 


               certificate or other proof of U.S. citizenship?"  
applicant's parents, spouse, or other relatives.

Requirement that applicant submit birth 








              certificate before employment. 

9. RELIGION
               An applicant may be advised concerning normal
Applicant's religious denomination or

hours and days of work required by the job to
 affiliation, church, pastor, parish, or religious

avoid possible conflict with religious or other
 holidays observed. Any inquiry to indicate

personal convictions. However, except in cases
or identify religious denomination or

where undue hardship can be proven, employers
customs. Applicants may not be told that

and unions must make "reasonable 

               any particular religious groups are required

accommodation" for religious practices of an
 to work on their religious holiday

employee or prospective employee. "Reasonable

accommodation" may include voluntary substitutes,

               flexible scheduling, lateral transfer, or change

 of job assignments.



 10. MILITARY
             Type of education and experience in service
                Type of discharge. 

       RECORD
             as it relates to a particular job.

11. PHOTOGRAPH
May be required for identification after hiring.
 Requirement that applicant affix a photograph

 to his application. Request that applicant at 








                his option, submit photograph.

12. CITIZENSHIP
"Are you a citizen of the United State?" "Do
               "Of what country are you a citizen?" Whether

you intend to remain permanently in the U.S.?"
applicant or his parents or spouse are

"If not a citizen, are you prevented from

 naturalized or native-born U.S. citizens. Date

becoming lawfully employed because of visa
 when applicant or parents or spouse acquired

or immigration status?" Statement that, if

 U.S. citizenship. Requirement that applicant

hired, applicant may be required to submit

 produce his naturalization papers. Whether

proof of citizenship.



applicant's parents or spouse are citizens of 








               the U.S.

13. ANCESTRY    
Languages applicant reads, speaks, or writes
               Inquiries into applicant's lineage, ancestry,

     OR


fluently. (If another language is necessary

national origin, descent, birthplace, or

     NATIONALITY  
to perform the job.)



language. National origin of applicant's

parents or spouse.

14. EDUCATION
Applicant's academic, vocational, or
        
Any inquiry asking specifically the nationality,

professional education; school attended.

racial or religious affiliation of a school.

Inquiry into language skills such as reading,
               Inquiry as to how foreign language ability

speaking, and writing foreign languages.

was acquired.

15. EXPERIENCE
Applicant's work experience, including names

and addresses of previous employers, dates of

employment, reasons for leaving, salary history.

Other countries visited.

16. CONVICTION
Inquiry into actual convictions which relate
               Any inquiry relating to arrests. Any inquiry 

reasonably to fitness to perform a particular
               into or request for a person's arrest, court,

job. (A conviction is a court ruling where the
or conviction record if not substantially,

party is found guilty as charged. An arrest is
               related to functions and responsibilities

merely the apprehending or detaining of the
              of the particular job in question.

person to answer the alleged crime.)

17. RELATIVES

Names of applicant's relative already

Name or address of any relative of adult

employed by this company. Names and

applicant.

address of parents or guardian (if applicant

is a minor).

18. NOTICE IN
 
Name and address of persons to be notified

Name and address of relative to be

     CASE OF

in case of accident or emergency.


notified in case of accident or emergency.

     EMERGENCY

19. ORGANIZ-

Inquiry into any organizations which an

"List all organizations, clubs, societies,

     ATIONS

applicant is a member of providing the name

and lodges to which you belong." The

or character of the organizations does not

names of organizations to which the applicant

reveal the race, religion, color, or ancestry

belongs if such information would indicate

of the membership. "List all professional

through character or name the race, religion,

organizations to which you belong. What

color, or ancestry of the membership.

offices do you hold?"

20. REFERENCES
"By whom were you referred for a position

Requiring the submission of a religious

here?" Names of persons willing to provide

reference. requesting reference from

professional and/or character references

applicant's pastor.

for applicant.

21. CREDIT

None.





Any questions concerning credit rating,                 RATING







charge accounts, etc. Ownership of a car.

22. MISC.

Notice to applicants that any misstatements

or omissions of material facts in the application

may be cause for dismissal.

Any inquiry should be avoided which, although not specifically listed among the above, is designed to elicit information concerning race, color, ancestry, age, sex, religion, handicap, or arrest and court record, unless based upon a bona fide occupational qualification.

SAMPLE INTERVIEW QUESTIONS XE "INTERVIEW QUESTIONS"  AND REASONS FOR ASKING

1.  Tell me about yourself?

     Allows applicant to respond freely, answering some questions you could not ask.

2.  What formal training have you had in this area?

     Allows applicant to respond in more depth than you might be able to ask.

3.  What practical experience have you had in this area?

     Allows applicant to respond in more depth than you might be able to ask.

4.  What are your strengths regarding the position you are applying for?

     Gains insight into applicant's perceived strengths.

5.  What are your limitations regarding the position you are applying for?

     Gains insight into applicant's perceived weaknesses.

6.  Why do you want to work for us?

     A reality check against what the company has to offer.

7.  Why do you want to leave your present job?

     Explores problem areas without asking.

8.  What do you like best about your present job?

     Explores applicant's areas of job satisfaction.

9.  What do you like least about your present job?

     Explores applicant's areas of dissatisfaction.

10. Are there any job conditions or situations that make you feel uneasy?

     Explores potential problem areas.

11. Where would you like to be in one year?

     Explores applicant's level of motivation for achievement.

12. Where would you like to be in five years?

     Explores applicant's level of motivation for achievement.

13. What kind of people do you get along with best?

     Explores potential personality conflicts.

14. What kind of people do you find most difficult to get along with?

     Explores potential personality conflicts.

15. What have you done in your present job that you are proudest of?

     Explores applicant's concepts of achievement.

16. What do you expect to do in the position you are applying for?

      Discovers if applicant's expectations are in line with what position offers.   

17. Are there any things you do not expect to do in the position you are applying for?

     Discovers if applicant is not agreeable to doing some things job may require (i.e., working overtime).

18. What salary range are you looking for?

     Discover if applicant's expectations are in line with what ministry intends to offer.

19. Do you have any questions about this job?

     Check if you have left anything out that applicant might want to know.

* Ask open-ended questions that require explanations rather than those that require a yes or no.

   - Ask:  "Which word processing software do you prefer and why?"

   - Not:  "Have you ever used an IBM personal computer?"

* Set a relaxed conversational tone. Put the applicant at ease. Allow the applicant time to respond. Make comments that encourage the applicant to continue talking.

* Don't force the applicant to become defensive by asking judgmental questions. Keep the questions as open-    ended and positive as possible.

   - Ask:  "Tell me why you would like to work for our company?"

   - Not:   "So, you want to quit your present job? How do I know you won't do that to us?"

* Allow the applicant to respond at his or her own pace. Don't overload the person with several questions at    one time. Give the applicant the opportunity to clarify statements.

   - Ask:  "You have heard good things about our ministry, why do you think you would enjoy working here?"

   - Not:  "What have you heard about our ministry? Who told you? Do you believe it? Why do you want to       work here?"

* Avoid asking questions concerning the following topics:

   -  Age






 -  Race or color

   -  Sexual preference or marital status


 -  Specific travel or overtime limitations

   -  Credit status





 -  Child care responsibilities

   -  Medical information or physical abilities or limitations
 -  Arrest or conviction records


   -  Worker's Compensation claims



 -  Status of Armed Forces service or discharge

   -  Information on children, parents or responsibilities to the parents.

   -  National origin (Can ask if person's visa or immigration status will prohibit legal employment in the          United States.)

*****************************************

Options Available to Field Ministries for Background Reference Checks XE "Background Reference Checks" 
*****************************************

Background Verifications:

Member ministries have two options for obtaining pre-employment background verifications of prospective employees, when hiring for example someone to work in your Youth Education Department. Employment can also be construed to mean engaging the services of volunteers, especially if serving with youths. Some of the background verification reports available are criminal records, education verification, professional licenses and ordination confirmations, social security number trace, previous employment, motor vehicle, and reference interviews.

Internet Agencies:

The Association of Unity Churches highly recommends two options for background verifications with one of the following Internet companies:

First Option:  ChoicePoint Services, Inc.

 1000 Alderman Dr.

 Alpharetta, Georgia 30005

To view this provider log into their secure website at:  www.employment.screennow.com.

As a client of ChoicePoint®, any member ministry agrees to restrict the use of the information in the reports to personnel employment selection or retention purposes only and agrees to abide by the Fair Credit Reporting Act. To use this service log into the Internet site and view information about ChoicePoint® prior to signing up for the service. This will allow you to see if the company will be a helpful resource for what you are seeking. If so then you can sign up [register] with the company. Once you have registered to use ChoicePoint® as your preferred background-screening provider, allow for five working days in order to have your application for registration approved. Approval is necessary due to the confidential information that the company provides on individuals; approval insures that the information sent will go to a legitimate company and contact person. 

ChoicePoint® is a paperless system, dealing with Internet access for your searches, and communication responses by e-mail when your search is completed. New users have access to all background reports available except Motor Vehicle Records and Credit Reports. Additional information confirming your company is needed for these reports along with a call to ChoicePoint® for activation and approval. 

ChoicePoint® is user friendly and provides product descriptions, pricing, sample reports, user guide, information on federal laws pertaining to background searches, customer support services, and authorization forms to allow for easy access to the system. 


Second Option:  www.reducingtherisk.com [making your church safe from child sexual abuse] 

“Reducing the Risk” gives a detailed explanation of the total package in screening starting with an application, interview, references, and then background checks. This Internet service also provides online seminars, library, and a support system. This website enables your ministry to provide comprehensive training to both employees and volunteer workers to reduce risk of child sexual abuse. The annual enrollment fee permits all members of a local congregation to access the site.

The cost to access this website is free for one-year with the purchase of the Reducing the Risk resource kit [$49.95]. After the initial first year, the fee is $25 per year. The resource kit, “Reducing the Risk” includes the following:

· 6 training videos on DVD [“Making Your Church Safe from Child Sexual Abuse,” “Understanding the Profile of Child Molesters,” “Selecting and Screening Workers,” “Principles of Supervision,” “Responding to Allegations of Abuse,” and  “Implementing a Program to Reduce Child Sexual Abuse in Your Church.”]

· A completely revised reference book containing helpful information on each key topic.  

· A new training manual with detailed lesson plans on how to use the kit in your church.

· Plus, 1-year free online support at www.reducingtherisk.com.

This website also includes online seminars with interactive exercises that provide immediate feedback. There is a comprehensive reference library of legal cases and developments that affect churches, and access to hundreds of articles. Also provided is a discussion board to ask questions, solve problems, obtain additional information, and ability to interact with other church leaders across the United States.

For more information regarding Risk Management contact the Association of Unity Churches Education Department.

COMPENSATION


AND


BENEFITS


WAGE AND SALARY


ADMINISTRATION
COMPENSATION XE "COMPENSATION"  AND BENEFITS XE "BENEFITS" 
WAGE AND SALARY ADMINISTRATION XE "WAGE AND SALARY ADMINISTRATION" 
Certain employees perform work that is subject to the Fair Labor Standards Act (Wage and Hour Law) and are referred to as "non-exempt" employees. Employees exempt from certain major parts of the act are known as "exempt" employees. Non-exempt employees are paid a regular rate for the number of hours worked in a pay period and are eligible for overtime pay. Exempt employees are paid a regular salary, regardless of the hours worked. However, the first paycheck for the exempt employee will be paid with a prorated rate according to the employment starting date (number of working days for said pay period).
Policy:

Benefits provided by Unity of __________ are an important part of total compensation. These include Worker's Compensation Insurance as well as Social Security protection (FICA for non-Minister employees, self-employment tax for Ministers), which is paid by the ministry and the employee. Employees are paid in accordance with the ministry's salary administration guidelines, and in compliance with federal, state and local regulations. Employee salary levels are confidential.

Pay Day XE "Pay Day" :

All employees are paid on a schedule determined by the Minister and Board of Trustees of Unity of ____________. Paychecks are distributed by the Minister, or designee. No employee checks are released to individuals other than the employee without the written consent of the employee. 

Time Sheets XE "Time Sheets" :

Employees are responsible for ensuring that time sheets are filled out properly and turned in to their supervisor for approval. (A designated person should total the time sheets and have the Minister approve the totals.)  Employees’ record their hours worked as well as any hours charged to sick leave, vacation, or holiday on the Weekly Time Sheet. (See Personnel Form Exhibit 5.) 

Overtime XE "Overtime" :

On occasion, scheduling overtime may be necessary due to an absence in the department, increase in activity, or various other reasons. Supervisors assign overtime as far in advance as possible. Employees assigned to work overtime are expected to fulfill the assignment. An overtime request form must accompany all Weekly Time Sheets when overtime is worked. No employee may work overtime of his or her own accord. (See Personnel Form Exhibit 7.)

Non-exempt employees are paid one and one-half times their hourly rate for hours worked in excess of forty (40) hours in one week (Sunday through Saturday). Holidays, vacations and paid sick leave which fall within the regular work week will not be included as time worked for purposes of computing overtime hours. All overtime work must be authorized in advance by the Minister.

Confidentiality XE "Confidentiality" :

Information concerning individual salaries and salary ranges is available to those supervisors directly involved in and with authority over the control, budgeting, or administration of salaries. Salary information is confidential, and is released to no one but management and the employee involved.

Salary Reviews: XE "Salary Reviews\:" 
Performance and salaries are reviewed simultaneously annually. Criteria for the review is based upon the duties and responsibilities of the employee's job description. During the review process the employee is asked to give feedback, both written and oral, on there needs, personal development, and investment in their job. The review process between the employee and supervisor will establish performance responsibilities, objectives and standards; provide a uniform method for measurement and assessment; determine department and employee needs; and encourage communication. Adequate uninterrupted time should be scheduled between the employee and supervisor for the review process.
A salary range is established for each position providing a means for salary progression in the position. Progress within the salary range is based on experience and merit. All salaries are reviewed on the employee's anniversary date and annually thereafter. Increases are considered only after the Minister presents the  Performance Review Form (see Personnel Form Exhibit 2) to the Board of Trustees. 

The Minister's Personnel Review (see Job Descriptions: Performance Review Senior Minister) and salary increase considerations are as above except conducted by the Board of Trustees.

EMPLOYEE BENEFITS XE "EMPLOYEE BENEFITS" 
Bonuses XE "Bonuses" :

Bonuses are established at the discretion of the Board of Trustees.

Holidays XE "Holidays" :

The ministry observes the following holidays:

New Year's Day

Labor Day

Good Friday

Martin Luther King Day

Memorial Day


Christmas Day

Independence Day      Thanksgiving Day



To be eligible to receive holiday pay, an employee must work their regularly scheduled day before and after the holiday. If a vacation day or personal day is scheduled in advance on the workday before or after the holiday, the holiday is paid. If the holiday falls on Saturday or Sunday, observance is on the workday closest to the holiday.

Regular full-time employees receive full holiday pay. Eligibility for holiday pay for part-time employees is on a prorated basis and temporary part-time employees is on a prorated basis, if the holiday falls on a scheduled workday.

Personal Holidays XE "Personal Holidays" :
In addition to the above holidays, regular full-time employees receive two personal holidays each year, credited annually on their anniversary date, after one full year of service. Personal holidays are for the regular full-time employee to use at their discretion. Personal holidays may not be carried over into the next anniversary year, nor will payment be given in lieu of time off.

Vacation XE "Vacation" :

Paid vacation is intended to provide the employee with time away to temporarily put aside the demands of the job and enjoy periods of rest and relaxation. Employees are encouraged to take all earned vacation during the year in which it is earned. Vacation pay will not be given in lieu of time off. 

Coordinators/Directors/Managers or equivalent:

First Year:
3 weeks (15 days). (Vacation accrues from date of hire. Can begin to take accrued time after four (4) months.)

Second Year:
16 days vacation in the second year. (Thereafter, one additional vacation day each year up to twenty (20) days.)



Full-time Assistants and Support Staff:
First Year:
2 weeks (10 days). (Vacation accrues from date of hire. Can begin to take accrued time after four (4) months.)

Second Year:
11 days vacation in the second year. (Thereafter, one additional vacation day each year up to fifteen (15) days.)

Part-time Assistants and Support Staff:
Prorated according to average number of hours worked per week.

All vacations, regardless of when scheduled, need to be requested on the Time Off Request Form (see Personnel Form Exhibit 6) and approved in advance by the Minister. Vacation time is taken on a weekly or daily basis. Operating requirements and vacation requests from other employees are also considered. Generally, vacation requests from longer-service employees are given preference. Vacation time for personal business, religious observance, or other unpaid absences is taken with the Minister's approval.

Compensation for vacation time is calculated at the hourly rate in effect at the time of payment, subject to applicable taxes and deductions. Vacation checks are distributed on the regularly scheduled payday.

If an employee has reached the maximum yearly accrual, and is unable to schedule all vacation time during the year, a maximum of five (5) day's vacation may be carried over into the next year, if approved by the Minister.

ATTENDANCE XE "ATTENDANCE"  AND PUNCTUALITY XE "PUNCTUALITY" 
Policy:

Regular attendance and punctuality of employees during scheduled hours of work is essential for the ministry to meet operational demands. All employees are expected to report for work regularly, on time, and remain at work until the end of the workday.

Reporting Absences and Lateness XE "Reporting Absences and Lateness" :

Employees are to notify the Minister, or other designee, at least fifteen (15) minutes before the beginning of their work day or as soon as possible, if they are unable to report to work or will be late for work. If an employee is confined to bed, hospitalized, or otherwise unable to personally report the absence, arrangements should be made to have someone notify the Minister, or other designee, of the employee's situation. In reporting absences, the message should include the reason for the absence, expected time of return to work, and the name of the person reporting the absence. Absences and tardiness should be noted on the employees’ attendance record. An employee who is absent from work for one or more consecutive working days, and has not notified the Minister, or other designee, is considered to have abandoned their job and will be subject to immediate termination.

Excessive Absenteeism XE "Absenteeism" :

Unsatisfactory attendance or excessive absenteeism, including frequently reporting late or quitting early, will be cause for disciplinary action. Employees who are absent or late for more than six (6) days in six (6) months (except for long-term or chronic illnesses) will be counseled by the Minister. Being absent from work for one or more consecutive days for the same reason is considered to be one incident of absence. Absences or tardiness of twelve (12) or more days in one-year will be given a written Performance Improvement Plan. If timeliness/attendance does not improve in the required period of time as outlined in the Performance Improvement Plan, the employee will be dismissed.

Unpaid XE "Absences:unpaid"  Absences:

Absences caused by personal emergency or personal illness that extend beyond accrued paid absence leave are taken without pay or charged against vacation time, subject to approval by the Minister.

Paid XE "Absences:Paid"  Absences:

Paid absence leave, which includes sick leave, is eligible to regular full-time and regular part-time employees only. Regular full-time employees accrue seven (7) hours per month and regular part-time employees accrue three and one-half (3.5) hours per month. Paid absence is provided for employees so they do not have to use vacation time for illnesses or emergencies. Accrued sick leave is not intended as additional time off and can not be used as such. Sick time may accrue to a total of 160 hours. However, accrued sick time is not reimbursed at resignation or termination. A doctor's statement will be required for any illness lasting three (3) continuous days and this statement will be given to the Minister, or other designee, upon returning to work. Medical statements will be filed in the employee’s personnel file. Employees who have more than six (6) separate occurrences of sick leave per year, no matter the duration, may jeopardize a salary increase and will receive disciplinary action.

Paid absence time will not accrue to an employee while he/she is on an extended leave of absence (that is: pregnancy, family/medical leave, worker's compensation or sick leave). If an employee is absent for less than a full day, their paid absence accrual account is charged for the hours of absence.

Absences eligible for accrued pay
Personal Illness:

The number of hours missed during a regularly scheduled work day by an employee for sickness or accident is deducted from accrued paid absence leave.

Illness in Immediate Family:

Absence due to family illness requiring the employee's presence.

Medical or Dental Appointments:
For employee or members of the immediate family when such appointments cannot be scheduled outside of working hours.

Paternity Leave:

Male employees are granted time off for the birth of a child or to attend to important matters resulting from the birth of a child. Approval for paternity leave is obtained in advance and is limited to one (1) week of work.

Absences eligible for pay and not deducted from accrued pay
Approved absences for the following reasons are paid and are not deducted from accrued paid absences leave:

Death XE "Absences:death"  in the Family:

A maximum of three (3) consecutive days is paid in the event of death in an employee's immediate family (spouse, child, parent, brother, sister, grandparent, mother/father-in-law).

Court Duty: XE "Absences:court duty" 
Employees who are subpoenaed to appear in court as witnesses, or called for jury duty, are paid the difference between any fees received (excluding expenses) and regular pay. Please retain your court pay stub, parking receipts, etc. to provide to the Minister, or other designee.

Voting Time: XE "Absences:voting" 
An employee may be granted time off with pay to vote in a national, state, or local election for a period not to exceed two (2) hours. Request for time off must be made to the Minister, or other designee, no later than the day before the election.

Short-term Military Service XE "Absences:Military Service" : 

Required service, such as National Guard duty or reserve duty, when such absence does not exceed two (2) weeks. The employee is paid the difference between regular pay and the amount received for military duty, provided the employee submits all military vouchers to the Minister, or other designee, upon return.

Occupational Injury or Illness XE "Absences:Occupational Injury of Illness" :
Absence due to an injury or illness occurring at or related to the employee's work is paid, less the amount paid by Worker's Compensation Insurance.

Absences Due to Severe Weather: XE "Absences:Severe Weather" 
The ministry is normally open during regular workdays regardless of weather conditions. If extreme conditions force the office to close, the Minister, or other designee, will notify the employees. If the office is not officially closed, employees are expected to report to work within two (2) hours of regular starting time. Payment beyond that time or absence on bad weather days is reviewed on an individual basis, and is dependent upon travel distance, extenuating circumstances, and attendance record.

Leave of Absence XE "Leave of Absence" :

Regular full-time employees who have completed six (6) months of employment may be granted a leave of absence for medical, military, or for personal reasons [which the Minister would deem to be for good cause]. A leave of absence will only be granted with the understanding that the employee will return to work at the end of the designated leave time.

Employees are required to provide notice of their intention of taking a leave of absence at least thirty (30) days prior to the start of the leave. If is it not possible to give a thirty (30) day advance notice then the employee should provide notice as soon as practical. 

Employees returning from leave in less than a six (6) week period of time will normally be returned to their current position. For leaves exceeding six (6) weeks, every effort will be made to reinstate the employee in the same position or one of like status. Alternate employment, extension of the leave or termination may be necessary, if a position is not available when the employee is ready to return. A leave of absence will be cancelled if an employee accepts other employment, becomes self-employed, or continues the leave for purposes other than originally stated. All leaves of absence will be granted without pay; unused accrued sick and vacation time may be used during this time. Vacation and paid absences will not accrue to the employee during this leave time.   

PERSONNEL

POLICIES

PERSONNEL POLICIES

Policy:

All new employees will be oriented as to personnel policies. In order to maintain accurate and timely employee records, the following procedures are followed when a change occurs in:

-  Name

-  Address

-  Home telephone number

-  Education Record

-  Department

-  Employment status (hire, leave of absence, separation, etc.)

-  Job title

-  Number of dependents

-  Payroll deductions

-  Person to notify in case of emergency

-  Salary

Personal Data Changes XE "Personal Data Changes" :

For changes in personal data (listed above), the Minister, or other designee, completes a Personnel Action Form (see Personnel Form Exhibit 4) for the employee changes and retains the original after proper authorization in the employee's personnel file.

Changes in Payroll Deductions XE "Payroll Deductions" :

Changes in withholding deductions require that the employee file revised federal and/or state withholding forms. These forms are available from the church office. They are processed for payroll and filed in the employee's personnel file. 

Changes to Employment Record XE "Employment Record" :

The Minister, or other designee, completes a Personal Action Form (See Personnel Form Exhibit 4) when an employee:

-  is hired or rehired

-  is transferred from one department to another

-  is promoted or demoted

-  changes job classification

-  begins or ends a leave of absence

-  receives a salary change

-  terminates employment

Except in unusual circumstances, the Personnel Action Form is completed and approved prior to the effective date of change. All Personnel Action Forms requesting promotions or salary changes are presented to the Board of Trustees for approval or disapproval. Salary changes are effective on the first day of a pay period. No recommendation for action is communicated to the employee until a decision has been approved or disapproved. The form is then filed in the employee's personnel file.


PERSONNEL RECORDS

Policy:

It is the policy of Unity of _________ to establish personnel records for each employee and maintain within that file the documents and records relevant to the employee's employment and performance.  This policy sets forth the type of information collected, how it is maintained, and what information is disclosed and to whom.

Content of Personnel Files XE "Personnel Files" :

A personnel file is maintained on every employee. It contains a copy of:

-  Employee's employment application and resume 

-  Personnel Action Form

-  Required tax information, benefit enrollment and change forms

-  Emergency information card, personal announcements (birth, marriage, etc.)

-  Performance appraisals and documentation

-  Personnel Policy Agreement

-  I-9 Form (with Xeroxed copies of identification attached) 

-  Any other information relevant to the employee's relationship with the ministry

   (i.e.: test results, acknowledgements, disciplinary action documentation, medical statements, injury reports,     etc.)

Changes to Personnel Files:

Employees are responsible for keeping their personnel records accurate and current with respect to personal information, and are expected to notify the Minister or other designee, of any changes in the following:

-  Name change or emergency name change

-  Address change

-  Telephone number or emergency phone number change

-  Marital status

-  Number of dependents

-  Beneficiary designations for any benefit plans

-  Payroll deductions

Employees who have a change in the number of dependents or marital status must complete a new W-4 Form for federal income tax withholding purposes. These forms are available in the church office.

Maintenance of Personnel Files:

Personnel files are maintained and updated by the Minister or other designee, and kept in a locked file in the Minister's office. Files for background checks, including credit checks, must be maintained separate from the employee's personnel file and kept in a secured area in the Minister's office. I-9 forms must be kept in a separate file. Emergency information cards must also be kept in a separate file.

Access to and Dissemination of Information:

Unless required by law, information regarding an employee will not be released to any public or private agencies and/or persons without prior written authorization from the employee in accordance with the Privacy Act. Upon request of a third party, however, the company may verify dates of employment, positions held, and salary information as shown in company records, without written authorization. This information is to be handled only by the Minister. The Minister will provide requested information in compliance with requests from governmental and law enforcement agencies, if they have furnished proper identification, and proven their legal authority and right to access the requested information.

All employee records are confidential. Access to the files is limited to the Minister and those with a valid business, regulatory, or legal reason to view. Current employees may review their own personnel records. A request to do so should be directed to the Minister who will schedule a time for review. Records may not be removed from the area where they are kept, but copies of portions of those records may be made with permission from the Minister.

Employees should refer all external requests for personnel information concerning applicants, employees, or past employees to the Minister. The Minister will only provide factual information on former employees to external reference checks, for example dates of employment, position held, and salary information. Confidential information regarding the employee's home address or telephone number is released only with the employee's written permission.

PERSONAL

DEVELOPMENT
PERSONAL DEVELOPMENT
EDUCATIONAL PROGRAMS XE "EDUCATIONAL PROGRAMS" 
Policy: 

The ministry encourages employees to improve their capabilities and knowledge to assist both themselves and the ministry toward increased performance and growth. While responsibility for personal development is primarily that of the employee, the ministry may share in financial expense through tuition reimbursement and other educational assistance.

Enrollment Procedure:

To qualify for tuition reimbursement, courses are approved in advance by the Minister or other designee. Employees submit requests in writing, stating course names, the school, beginning and ending dates, and tuition and registration costs. The Minister reserves the right to determine eligibility for educational assistance, and if such assistance is in the best interests of the ministry. After successful completion of the course, attaining a grade of "C" or better, employees submit receipts from the school and copies of grades or certificates of completion to the Minister for payment. The Minister files copies of the receipts and transcripts in the employee's personnel file.

Related Courses:

Courses must be related to present jobs or to jobs the ministry foresees employees assigned to in the near future. Courses not job-related, even though required for a college degree do not qualify. Only courses offered by accredited schools, colleges, or universities qualify for tuition reimbursement.

Course Schedule:

The hours scheduled for course studies may not conflict with work schedules. Employees should limit course schedules to no more than six (6) hours per term or semester. This will enable the employee to handle both class studies and work schedule without adversely affecting either studies or job performance. 

Reimbursement:

Reimbursements are made after satisfactory completion of the courses attaining a grade of "C" or better. No reimbursement is made for failure to complete a course or grades lower than a "C".  Reimbursement covers tuition and registration. Textbooks, course supplies, and laboratory fees are the employee's responsibility. Reimbursement amounts are reduced by the amounts received from sources outside the ministry, such as Veteran's benefits, scholarships, etc.

Seminars or Courses Taken at Minister's Direction:

Courses, seminars, and related expenses that are recommended to the employee by the ministry are determined as eligible for full payment. Such courses and anticipated related expenses must be approved in advance by the Minister.

PERFORMANCE REVIEWS XE "PERFORMANCE REVIEWS" 
The overall accomplishments of individuals including their performance, progress, career interests, and other areas of importance are evaluated on a periodic basis.

The primary objectives for a Performance Review are:

-  Establish performance objectives so those employees know the standards by which performance of job tasks    are measured.

-  Provide uniform methods for evaluating and measuring individual performance.

-  Provide a basis for determining developmental needs and career interests.

-  Provide information to Minister, or other supervisor, for decisions on job assignments, compensation, and    other personnel actions.

Review Schedule:

All employees receive a formal, written Performance Review (See Personnel Form Exhibit 2) annually on the employee's anniversary date of hire.

Procedure:

The Minister or other designee, such as the employee’s direct supervisor, should schedule adequate time for private time to cover the review with the employee. The employee should receive the Self-Appraisal/Employee Development Form (see Personnel Form Exhibit 3) before the review to fill out for discussion. Results of reviews are summarized by the Minister or other designee, on the Performance Review Form (see Personnel Form Exhibit 2).

Reviews should be based upon measurable tasks that the employee performs as part of their job description. 

Once the review is concluded, the Minister or other designee, and the employee signs the form. The employee receives a copy of the review, and a copy is filed in the employee's personnel file.

PROMOTIONS XE "PROMOTIONS" 
Policy:

The intent of Unity of _____________ is to offer promotional opportunities when available to employees who have demonstrated above average skills in their current position, and interest and willingness to assume higher levels of responsibility.

All promotions or transfers are based solely on the individual's ability, experience, training, and interest in performing the work, and is not influenced by race, age, sex, national origin, religion, or physical handicap, except where such handicap prevents the employee from adequately performing the job duties.

Eligibility:

Employees are eligible for a promotion or transfer only after one-year in their present position. Exceptions are granted only with the approval of the Minister and/or the employee's supervisor. Performance and attendance on the current job must be satisfactory to be considered for promotion.

General Information:

"Holding onto good staff is not wholly, nor even largely, a matter of salary and benefits. These people want a sense of purpose, contribution, and fulfillment. In The Motivation to Work, Frederick Herzberg found that achievement recognition, work itself, responsibility, and advancement are the primary sources of job satisfaction (O'Connell, Brian, The Board Member's Book, 75)." This is particularly true of the kind of person who is hired as a staff member in the ministry.

There are few opportunities for promotion within the ministry. Therefore, employee recognition comes by way of verbal encouragement, increased responsibility, offering educational programs, and/or providing salary increases. To help identify the employee's interests and goals see the Self-Appraisal/Employee Development Form (Personnel Form Exhibit 3).

UNSATISFACTORY PERFORMANCE XE "UNSATISFACTORY PERFORMANCE" 
Policy:

It is the intent of the ministry to provide employees every reasonable opportunity to satisfactorily perform their duties. This requires adequate on-the-job training, proper equipment and supplies, periodic performance appraisals, and sufficient guidance. If these conditions are met and employee performance, attendance, or personal conduct still falls below acceptable standards, reprimands and/or implementation of a written performance improvement plan are appropriate. The Minister has the right to determine whether or not employee actions warrant immediate dismissal, based on previous employee history, extenuating circumstances, and the safe, efficient operation of the ministry.

For disciplinary action to be effective with an employee, whether verbal or written warning keep in mind the following tips:

1.
Insure all employees are aware of ministry policies, bylaws, or rules from the time of employment. If rules change then insure employees of updates. Before giving an employee a warning advising them of rules not followed they must be forewarned that the rule even existed.

2.
Disciplinary action should be immediate. However before issuing a warning all incidents should first be thoroughly investigated.

3.
Disciplinary action taken for work performance or behavior should be consistent for all employees. If you are consistent then employees will accept action taken for violation of policies and expect it when they break the rules.

4.
Remember you are criticizing the work behavior not the person. Do not allow personalities to enter into the disciplinary action.

5.  All disciplinary reviews should be written up for documentation purposes.

Verbal Warnings XE "Verbal Warnings" :

Verbal warnings are informal discussions intended to advise employees of undesirable behavior. For verbal warnings to be effective, the following conditions are met:

1.  Tell the employee what is expected and why you expect it.  
  

2.  Discussions are held in private. Employees are to never be reprimanded in the presence of others.

3.  Verbal Warnings take place as soon as possible following undesired behavior. Bringing up month-old        incidents or saving verbal reprimands for periodic performance reviews is unfair and unproductive.

4.  Undesirable behaviors are specific and directed toward the behaviors, not the persons themselves. A 

     so-called "bad attitude" does not state what specific behaviors are undesirable and threatens the "intrinsic      worth" of the person.

5.  The employee should participate in the discussion of the undesirable behavior was, and what should the      outcome have been. Allow the employee to formulate a plan of how to attain the desirable actions in the       future.

6.  Set a follow-up date no later than thirty (30) days after the verbal warning to discuss results since the     verbal warning. At this time either praise the employee for corrected behavior, or follow-up with a written  performance improvement plan. 

The Minister will document the verbal warning for the employee's record. The documentation will include the date the undesirable behavior occurred, specify what the undesirable behavior was, the date of the verbal warning, and what was covered during the discussion. Include also an action plan of how the employee agrees to correct the behavior and a follow-up meeting date. Depending on severity of the issue discussed, the Minister may want to review the verbal warning with the Board President. Documentation of the verbal warning is placed in the employee's personnel file.

Should the Minister's performance necessitate a verbal warning, the Board of Trustees will follow the above procedure, through the direction of the Board President.
Written Performance Improvement Plan XE "Written Performance Improvement Plan" :

If after the verbal warning, the undesirable behaviors continue, or performance does not improve, the Minister initiates a written performance improvement plan. The objective of the written performance improvement plan is to help the employee meet expected performance levels. To accomplish this objective, the following conditions are met:

1.  Mutual understanding of job duties and standards of performance. 

2.  Clear indications of performance deficiencies in the past thirty (30) days are outlined, include original        undesirable behavior discussed in verbal warning.

3.  Specific goals to be accomplished by a pre-determined date. Allow employee to participate in setting the      goals.

4.  Weekly documented follow-up discussions with the employee.

5.  Alternatives at the end of the plan: objectives met, no further action needed at this time; continue plan for      a pre-determined amount of time; or termination. These alternatives should be documented in the               performance improvement plan.

6.  Consistent and fair applications are followed with all written performance improvement plans.

7.  Copy of the written performance improvement plan is given to the employee and a copy placed in the         employee’s personnel file.

The Minister prepares a written performance improvement plan. Preparation should include: specific dates of deficiencies, expected performance levels, and a time period for improvement and follow-up. The length of time allotted for the performance improvement plan is dependent upon the employment position and the difficulty of the job tasks. In most cases a thirty (30) day plan is appropriate. It may be necessary to extend the duration to sixty (60) days if performance shows improvement, but still does not meet desired standards.

At the end of these time frames, a written summary is prepared by the Minister. If performance improved satisfactorily, it is so noted by the Minister in the follow-up meeting, listing specific desired behavior attained. If performance does not meet specific goals set in the pre-determined time, the following alternatives are considered:

1.  Extending the performance improvement plan.

2.  Terminating the employee.

The Minister never terminates employees for unsatisfactory performance without full written knowledge and consideration of the facts and equity of the situation. Copies of the performance improvement plan and follow-up summary meetings are filed in the employee's personnel file with a copy going to the employee.

TERMINATIONS XE "TERMINATIONS" 
Policy:

Employees, who leave Unity of _________, whether voluntarily or involuntarily, are treated fairly and equitably with a minimum of interruption to ministry activities. Every assistance is provided to individuals with regard to matters of importance to them. The Minister does not dismiss employees without full knowledge and consideration of the facts and equity of the situation.

Types of Separations:

1.  Resignation XE "Resignation" :

     a.  Employee voluntarily quits.

     b.  Employee, through no fault or delinquency of his/her own is not suited for or capable of  performing           the assigned work, and changes of assignment are not available.

2.  Dismissal XE "Dismissal"  is action taken by the Minister because of misconduct or failure to maintain appropriate             performance standards. Employee may also be dismissed because of absence from work without notice.

3.  Total and permanent disability XE "disability"  separations occur when an employee is unable to perform their duties      due to physical or mental disabilities, as determined by a qualified medical professional. Employees with       temporary medical disabilities who expect to return to work within six (6) months are granted a leave of       absence.

4.  Death of an employee.

5.  Other separations include those that are neither voluntary nor involuntary, such as layoffs, reductions in      work force, or financial constraints. 

Procedure:

Resignation:  Employees are expected to give at least ten (10) working day's written notice, although there may be times this is not possible. The Minister should obtain a letter of resignation giving specific reasons for leaving and place in the employee’s personnel file. Check local laws for retention of personnel files on employees no longer employed.

Dismissal:  The ministry reserves the right to dismiss employees for just cause. All dismissals for unsatisfactory performance or excessive absenteeism are preceded by verbal and/or written performance improvement plans. Some violations may result in immediate dismissal. These violations include, but are not limited to:

1.  Absences without notice.

2.  Thefts or unauthorized uses of ministry property or other employees' personal property.

3.  Willful destruction of ministry property.

4.  Falsification of personnel, operational, or other ministry records.

5.  Unauthorized release of any confidential information regarding the ministry, its employees (past or            present), or its members.

6.  Insubordination, including refusal to perform assigned work, refusal to obey safety rules when warned,      or repeated failure to cooperate with policies.

7.  Failure to improve performance or attendance.

8.  Serious misconduct.

The Minister has the right to determine if employee actions warrant immediate dismissal, based upon previous employee history, extenuating circumstances, and the safe and efficient operation of the ministry. Detailed documentation is required to support action that results in an ultimate dismissal decision, and all actions are carefully reviewed to assure that discrimination has not occurred or can be inferred.

Permanent and Total Disability:  Employees who are unable to perform their duties because of physical or mental disability are put on medical leave of absence (see Personnel Exhibit 9). If, after six (6) months they are unable to return to work, the Minister initiates separation procedures.

Death:  When advised of an employee's death, the Minister immediately determines the date, the cause of death (if known), and the person to be contacted for insurance purposes. The date of separation is the date of death.

Other:  Employees who are terminated due to a reduction in force or completion of a project are eligible for rehire without loss of service credit or benefits if rehired within thirty (30) days. The ministry reserves the right to refuse re-employment based on qualifications needed for the job, the work history of the employee, and the qualifications of other applicants applying.

Tips to keep in mind prior to terminating an employee:

1.  Was there a written policy or bylaw for which you are considering terminating the employee?

2.  Was the employee informed about the policy or bylaws?

3.  Have you been consistent in disciplinary action taken with other employees who may have violated the      same policy or bylaw?

4.  Have you written documentation [including verbal disciplinary action taken] of the reason for termination?

5.  Have you been thorough in your investigation of the policy violation and have you offered the employee      an opportunity to discuss their side of the violation?

6.  Have you given consideration to the employee’s employment history and length of service to the ministry?  

Exit Interview XE "Exit Interview" :  An exit interview should be arranged with a departing employee and the Minister to assure the following:

1.  Employee's obligations to the ministry have been met.

2.  To explain benefits or compensations available or due to the employee.

3.  To clarify the reasons for separation.

4.  To collect data for purposes of improving selection, placement, training, and development needs.

Separation Notice XE "Separation Notice" :  The Minister or other designee, for any employee separation fills out a Personnel Action Form (Personnel Form Exhibit 4). The form is filed in the employee's personnel file.

Pay Procedures:  Depending upon the employee's wishes, final paychecks are mailed or picked up by the employee. Final checks contain pay for:

1.  Time worked through date of separation.

2.  Earned vacation days are available only after one-year of continuous full-time employment.

3.  Reimbursable expenses, if any.

Accumulated sick leave is not paid upon separation. Severance pay is granted in limited and exceptional cases at the discretion of the Minister or Board of Trustees. Severance pay is not paid to part-time or temporary employees or full-time employees with less than one-year full-time continuous employment.

VOLUNTEER

MANAGEMENT

 VOLUNTEER MANAGEMENT XE "VOLUNTEER MANAGEMENT" 
Policy:
A strong, smoothly operating staff of volunteers is invaluable to the organization of the ministry. Volunteers find self-fulfillment in serving the ministry while providing necessary assistance in areas of need.

Roles and Responsibilities:

Effective communication and a clear understanding of the roles and responsibilities of the Board, staff, and volunteers is essential to the success of a volunteer program. The Board considers the number of volunteers needed when formulating plans and developing a budget. The Board establishes policies and procedures to insure volunteer needs are met.

A Volunteer Manager helps insure the success of a volunteer program. This person is generally a staff person or an experienced volunteer, who manages the program and is accountable to the Minister. The Minister after formulating information from the Volunteer Manager, reports to the Board specific information on: the number of volunteers, the number of volunteer hours worked, length of commitment made, and qualitative and quantitative impact of volunteer involvement.

Planning for Effectiveness:

An assessment of the current volunteer program is an effective way of determining what is working, where improvements are needed, what needs to be initiated, and what is not needed. This is effectively accomplished through a written survey or an informal interview.

"A Volunteer Management Survey" suggested by Israel Unterman and Richard H. Davis, in Strategic Management of Not-for-Profit Organizations, includes questions similar to the following:

1. Is there a planning process for volunteer management?

    - Do Board members, staff, volunteers and members participate in needs assessment and planning?

    - Does the volunteer management program have a specific budget?

2. Do job descriptions reflect what needs are served by volunteer involvement?

    - Do all volunteer positions have job descriptions?

    - Are job descriptions reviewed annually and updated if needed?

3. Are specific types of volunteers’ needed and sufficient number recruited?

    - How are they recruited?

    - What is the cost of recruitment (staff time, etc.)?

    - Is the recruitment process effective?

4. What is the orientation process for volunteers and staff?

    - How many new volunteers attend; how many do not?

· Are orientation sessions evaluated for effectiveness?

5.  How are volunteers placed? To meet their needs or the needs of the ministry?

     - Were all of the volunteers placed, or were more needed?

     - How many volunteers completed their commitment?

6.  What percentage of staff time is allocated to volunteer supervision?

     - Is the staff trained to supervise volunteers?

7.  Is a good system of relevant record keeping in place?

     - Are records kept of general information about the volunteers and the effects/impact of there

        involvement?

8.  Is there an ongoing evaluation of the volunteer program?

     - How often is information given to the Board?

     - Are evaluation results used in planning?

9.  Is there volunteer recognition?

     - What recognition activities are used and when?

     - What is the budget for these activities?

     - How many volunteers are recognized?

     - Does this keep the current volunteers involved and/or recruit new volunteers?

Volunteer Protection Act XE "Volunteer Protection Act"  of 1997:

The Volunteer Protection Act, effective September 16, 1997, immunizes individuals who do volunteer work for nonprofit organizations or governmental entities from liability for ordinary negligence in the course of their volunteer work. It also limits punitive damages and non-economic damages against volunteers who are held liable. It does not, however, effect the liability of nonprofit organizations or governmental entities. The purpose of the Volunteer Protection Act is to encourage people to do volunteer work for nonprofit organizations and governmental entities. 

Resources:

-  O'Hearne, Barbara, "Volunteer Management"; Contact, September 1987.

-  Stevenson Consultants, "Volunteer Management Report", monthly publication, Sioux City, Iowa, 1998.

-  Heart of America, United Way Volunteer Center, "Volunteer Management", Kansas City, Missouri,           (816) 474-5112, 1998.

-  Energize, Inc., Internet, http://www.energizeinc.com/art, 1998.


Volunteer Risk Management XE "Volunteer Risk Management" 

by Sarah J. Schmidt, Attorney


(Reprinted with permission from Nonprofit World, September - October 1997) 

With nearly half of all citizens ages eighteen and over volunteering at least some of their time for charities in this country, volunteers may be your organization's most abundant resource. But if they're not properly screened and supervised, volunteers may also be your greatest source of liability risk.

Scope of Liability

Under the legal doctrine of respondeat superior, your organization can be liable for the negligence of its volunteers in exactly the same way it is liable for the negligence of its paid employees. Consequently, volunteer negligence is just as risky to your organization as the negligence of your paid employees - maybe even more so because volunteer negligence often goes unrecognized.

Nonprofit liability depends on whether volunteers act within the scope of their duties. For example, volunteer Vicki helps out at a local senior citizen's center by driving a van for disabled seniors. One morning, Vicki runs a red light and collides with another vehicle. Several passengers are seriously injured, and both vehicles are totaled. The senior citizen's center is probably liable for the injuries and property damage sustained in the accident because Vicki's negligence occurred while she was acting within the scope of her duties.

A nonprofit is usually not liable for a volunteer who commits intentional, wanton or malicious acts, since these are also outside the scope of a volunteer's duties. However, there are exceptions to this rule if an intentional act is reasonably foreseeable. For instance, suppose Vince volunteers to handle crowd control at a local charity concert, then physically assaults a person who attempts to enter the concert without paying. The charity sponsoring the concert could be liable for the personal injuries Vince inflicted because, arguably, it was foreseeable that Vince might use poor judgment in carrying out his crowd control duties and cause injury. Employers who put volunteers in positions of trust and responsibility are liable for intentional acts that are reasonably foreseeable.

Screening Volunteers

Nonprofit's may also be liable for failing to screen volunteers properly before allowing them to assume duties. Some of the worst cases have occurred in nonprofit's that serve children. In one frightening scenario, Vinnie volunteers as a team leader for a neighborhood youth group, then abuses a child in the group. Upon investigation, the organization finds Vinnie has a prior record of child abuse and molestation charges in another state. Since Vinnie's background could have been discovered through a routine criminal record check, the nonprofit organization would probably be liable for failing to screen its volunteers properly.

Another common screening failure results when nonprofit's assign chauffeuring duties to a volunteer who has a poor driving record. The nonprofit's failure to confirm the volunteer's license status and driving record leads to liability if there is an accident. Additional liability may also arise for failure to comply with state or federal safety requirements that apply to volunteers. Federal law now requires all drivers of commercial vehicles that carry sixteen or more passengers (including the driver) to undergo random drug and alcohol testing. The law applies to nonprofit's as well as commercial businesses, and it includes all drivers, whether they are paid or volunteer.

Supervising Volunteers XE "Supervising Volunteers" 
Nonprofit's also have a duty to supervise and train volunteers just as they would train paid employees. Volunteers entrusted with any level of responsibility for others must be fully trained and capable of handling their duties. Periodic refresher courses are also prudent.

One case held a school liable for using volunteers to give physical education tests when a student suffered injuries. The court ruled that the injuries resulted from the negligence of a volunteer who hadn't been properly trained. Although the volunteer attended a group instruction session before starting work, evidence suggested the one-time instruction was not adequate. The court said that merely presenting group instruction was not enough to shield the school from liability. Instead, the school should have insured that each volunteer was properly trained.

Steps to Reduce Liability XE "Liability" 
You can minimize negligent screening and supervision through prudent risk management. Remember, more is at stake than legal liability. Your organization's good reputation is always at risk whenever legal claims are raised. These ten risk management steps can help protect your nonprofit as well as the innocent victims who may suffer lifetime consequences in cases stemming from negligent screening and supervision.

1. Treat volunteers like employees for the purpose of screening. Require prospective volunteers to submit      resumes and volunteer applications complete with references. Conduct criminal record checks when         required. Maintain these documents in volunteer files similar to personnel files and keep them up to date.

2.  Appoint a responsible manager to interview, select, and verify the resumes and references of prospective      volunteers. Appoint the same manager or another supervisor to be in charge of volunteer training. Require      that a responsible manager or employee be available at all times to answer questions from volunteers         concerning their duties and conduct.

3. Prepare a written volunteer manual. Describe volunteer duties and establish policies and procedures     regarding how volunteers are managed. Provide copies to all volunteers; require them to read it and sign     a statement indicating they will comply with all policies and procedures as a condition of their volunteer     service.

4. Establish volunteer orientation and training procedures. Insure that each volunteer passes the              orientation and training before assuming duties.

5. Review specific duties with every volunteer. Be sure all volunteers understand the procedures for           performing their duties before they begin work.

6.  Give demonstrations. Show how each volunteer duty should be performed.

7. Avoid the temptation of having volunteers "learn on the job," unless the nature of the position uniquely     supports it and adequate supervision by a fully trained employee is available to provide basic instruction.

8. Use the "buddy system" when practical, arranging for volunteers to work in the company of at least one     other paid or volunteer employee.

9. Give tests or conduct "trial runs" to ensure that volunteers are properly trained before beginning their     duties.

10. Consult legal counsel immediately should any unusual problems arise.

New Bill Protects Volunteers but not Organizations

Nonprofit's may see an unprecedented increase in volunteering now that Congress has passed a bill which shields volunteers from lawsuits. The Volunteer Protection Act removes volunteers from liability for accidents or mistakes that occur while they're volunteering.

This is good news for organizations seeking to leverage their operations. On the other hand, it means new concerns for organizations seeking to prudently manage operating risks. It's important to note that the Volunteer Protection Act protects individual volunteers; it doesn't protect your organization. A well-conceived volunteer program is the best way to reduce your exposure to volunteer risks.


VOLUNTEER APPLICATION XE "VOLUNTEER APPLICATION" 
NAME:  ____________________________________
DATE:  _________________________
ADDRESS:  _________________________________
ZIP CODE:  __________________

HOME PHONE:  ____________________________      WORK PHONE:  ______________

VOLUNTEER EXPERIENCE:

DATES


DESCRIPTION

ORGANIZATION
________________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

TYPE OF VOLUNTEER WORK PREFERRED:  ____________________________________

______________________________________________________________________________

Administrative _________________  Sunday School _________________  YOU __________

Public / Community Relations ____________________  Special Events ________________

Carpooling ____________________  Maintenance __________________ Visitation ________

Interest, skills, hobbies: _________________________________________________________

Specific times available: _________________________________________________________


PERSONNEL


FORMS
APPLICATION

FOR

EMPLOYMENT FORM

(These forms can be purchased at any office supply store.)


(Personnel Form Exhibit 1)

UNITY OF _______________


EMPLOYEE PERFORMANCE REVIEW XE "EMPLOYEE PERFORMANCE REVIEW" 
NAME _____________________________________    POSITION ________________________________

REVIEW PERIOD _________________________   REVIEW DATE ______________________________

When evaluating the employees performance, ratings should be the last item added to the review. Reviews should not be written to fit into a particular rating. Carefully consider the feedback given in each area of the review. Based on the definitions listed below, decide which rating area of specific feedback reflects. In order to establish an overall rating for the review, use the points assigned to each rating to calculate an average and establish an overall rating. Count only those items for which you can assign a number value to find your average. Do not include items you have marked, “no opinion.”

Definition of Ratings: 

Outstanding [4 points (highest rating)]: Performance far exceeds expectations for this position. Employee demonstrates the highest standards of performance. This rating should be reserved for top performance.

Exceeds [3 points (may increase incrementally by tenths to 3.9)]: Performance consistently exceeds expectations. Employee demonstrates measurable contributions significantly above what is expected for this position.

Meets [2 points (may increase incrementally by tenths to 2.9)]: Performance consistently meets expectations for this position. Employee knows and performs job well. May occasionally exceed requirements in some areas. [This is not a negative rating. It is the rating that most employees will receive in many areas because they are performing the job in a manner that meets the expectations of a good, solid performer.]

Needs Improvement [1 point (may increase incrementally by tenths to 1.9)]: Performance partially meets expectations for this position. Improvement in this area is necessary for the employee to fully meet expectations. Performance does not indicate mastery of major functions performed.

TEN [11] HINTS FOR GIVING PERFORMANCE FEEDBACK

1.
Give feedback about behavior, not attitudes.

2.
Talk about what you saw and felt without blaming or judging. [Use “I” statements.]

3.
Focus on what can be changed and talk positively about the future. 

4.
Talk only about those aspects of job performance that are the most important.

5.
Ask questions rather than make statements.

6.
Set the ground rules in advance.

7.
Comment on positive performance as well as areas for improvement. 

8.
Focus on specifics avoiding your “impressions.”

9.
Don’t give too much feedback at once.

10.
Before offering any feedback, consider whether it is truly valuable to the employee and whether it is welcome.

11.
If you do not have sufficient information on an item, mark it “no opinion.” 

[Adapted from “The Gentle Art of Feedback” by Wood and Scott.]

UNITY OF  _____________

EVALUATION FORM

TITLE:


REPORTS TO:


[Note: This form is intended to be filled out electronically, It is not necessary to limit review to space provided. You may write your review an/or leave a numeric value after the word “rating.” at the end of each descriptor item. (See directions, “Performance Rating” before placing numeric values.) Please complete this review after reading the self-appraisal form received from the employee.]

A.
General Description of Position Functions:

B.
Duties and Responsibilities: 

1. [List each duty or responsibility listed for the job description.] Rating:


2. [List each duty or responsibility listed for the job description.] Rating:


3. [List each duty or responsibility listed for the job description.] Rating:


4. [List each duty or responsibility listed for the job description.] Rating:


5. [List each duty or responsibility listed for the job description.] Rating:


6. [List each duty or responsibility listed for the job description.] Rating:


7. [List each duty or responsibility listed for the job description.] Rating:


8. [List each duty or responsibility listed for the job description.] Rating:


Overall Performance Average Rating: 



SIGNATURES:

Supervisor

Employee

Date

Employee Comments [Optional]:

(Personnel Form Exhibit 2)


UNITY OF __________________


SELF-APPRAISAL XE "SELF-APPRAISAL"  / EMPLOYEE DEVELOPMENT

Name ________________________________________  Review Date ____________________________

Length of time in position: _______________________________________________________________

Job Title:  ___________________________________  Department: _____________________________


I..
In your opinion, what were your major contributions this past year?

II.
Career Goals

A.  Short Range (within the next year) - be specific.

What can we do to assist you in achieving this goal? Also, what actions are you taking to assure 
achievement of this goal?

B.  Long Range.

What can we do to assist you in achieving this goal? Also, what actions are you taking to assure

achievement of this goal?

III.
Based on the requirements of your current position / assignment, what additional skills / knowledge

would help you to more effectively perform your present job?


(Personnel Form Exhibit 3)

IV.
List any job-related outside activities - professional organization, formal or informal training - that

you have participated in since the last review.

V.
What could your supervisor(s) do to aid you in more effectively performing your job?

VI.
In your opinion, what are your main strengths?

VII.
At this stage of your career, what area(s) of performance needs improvement?

VIII.
List the subject you would like to discuss during your employee appraisal and development interview.

IX.
Describe the aspects of your work that are most satisfying to you.

X.
Describe the aspects of your work that are least satisfying to you.

____________________________________________________

__________________________

Employee Signature







Date

____________________________________________________

___________________________

Supervisor's Signature






Date


(Personnel Form Exhibit 3)


PERSONNEL ACTION FORM XE "PERSONNEL ACTION FORM" 

SECTION A:  Always complete this section and section F.

Department or Location:





Location Code:

Employee's Name:






Social Security Number:


Check appropriate boxes:

______  New Hire
​_______ Promotion
     _______ Pay Change
    ________ Transfer

______  Rehire
_______ Separation
 _______ Leave of Absence    ________ Personal Data Change  

 


SECTION B:  Complete this section for hires, rehires, or personal data changes.


Date:


Education:


Street Address:

City:


State:

Zip Code:        Home Telephone Number: (include area code)


Title:  

Salary:   $________  per ________
_____ Hourly   _______ Salary      
Has employee been employed by Unity of ___________ during current calendar year?  ____ yes ____ no

Payroll deductions each Pay Period:

Principal Mutual Pension Plan

_____ yes
_____ no

$ ____________

Wright Investment Pension Plan

_____ yes
_____ no

$ ____________

Credit Union




_____ yes
_____ no

$ ____________

Health Insurance



_____ yes
_____ no

$ ____________

Love Offering Donations


_____ yes
_____ no

$ ____________

SECTION C:  Complete this section for transfer, promotions, pay changes, or job changes.

Department or Location

Title

Salary

Classification

$ ______
____ Regular - FT  

OLD










____ Regular - PT

per ____
____ Regular – Temp

Salary

Classification 

NEW








$ ______
____ Regular - FT

____ Regular – PT

per ____
____ Regular -Temp 

(Personnel Form Exhibit 4)


SECTION D:  Complete this section for leaves of absence.


Leave of absence
Last Day Worked:  ______________
Expected Return Date: ________


Reason:
Medical ________
Personal __________    Military ____________



SECTION E:  Complete this section for separations.

Last Day of Employment: _______________
Pay Through:  ___________________


Type of Separation: Resignation ______   Retirement ______  Discharge _______ Death _______ Other ______ 


Special Pay Instructions:



SECTION F:  Always complete this section.


Recommended by:





Date:


Minister's Approval:





Date:


Distribution:

Original Copy Personnel File
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Bi-Weekly Time Sheet XE "Time Sheet" 
Name: _________________
Period Beginning: ___________  Ending: _____________ 



                                  W       T        F         S      S         M     T         W      T         F      S         S      M       T
   E        H       R         A     U         O     U         E       H         R     A        U      O        U 
                                   D       U        I          T     N         N      E         D       U         I      T        N      N       E                                              R                                               S                    R                                              S 

 Hours Worked


 Holiday Hours 

 Taken


 Vacation/Personal 

 Hours Taken


 Health Leave

 Hours Taken


 Daily Total

 Hours


 Weekly Total                         _____________                                       _____________  

 Hours                                      week one                                               week two     


Full-Time Hourly:  If weekly total hours for either one week period above exceed forty (40 ) hours,

Overtime Approval Sheet must be completed and signed by the Minister and attached to this time sheet.

Minister must also sign this time sheet.

I hereby approve the above overtime hours.

I certify that the hours above are correctly reported.

                    





_________________________________

               Minister






Employee

       
     Employee Type:                                   ******For Accounting Use Only******

 Full-Time Hourly                        ___________ health    ___________vacation

 Full-Time Salary 

       ___________holiday   ___________regular 



 Part-Time                                   ___________other      _____  ______total 

                          (Personnel Form Exhibit 5)

TIME - OFF REQUEST XE "TIME - OFF REQUEST" 
DATE:  _____________________________________________________________

NAME: _____________________________________________________________

****************************************************************************************

TYPE OF REQUEST


DATES



HOURS

Vacation




_____________________

_______________

Personal Holiday



_____________________

_______________

Health Leave



            _____________________

_______________

Without Pay




_____________________

_______________

_______________

Total Hours

****************************************************************************************

Office Use Only:

Hours



Vacation

Health

Accrued:


_____________
____________

Used:



_____________
____________

Remaining:


_____________
____________

***************************************************************************************

_______________________________________________________

Approved by Minister


(Personnel Form Exhibit 6)





OVERTIME REQUEST XE "OVERTIME REQUEST" 
****************************************************************************************

DATE
            TIME (FROM - TO) 
JOB DESCRIPTION
REASON FOR OVERTIME

_______
___________________
___________________
___________________________

_______
___________________
___________________
___________________________

_______
___________________
___________________
___________________________

****************************************************************************************

NOTE:
1) Overtime request must be authorized in advance by Minister or other designee.

    - Nonexempt employees in excess of forty hours in one week.

2) Nonexempt employees are paid one and one half times hourly rate of pay for

    hours worked in excess of forty hours in one week.

****************************************************************************************

Date of request:  ______________________________________________________________________

Employee's signature:  _________________________________________________________________

Supervisor's signature:  ________________________________________________________________

Minister's signature:  __________________________________________________________________
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UNITY OF                            


PERSONNEL POLICY AGREEMENT XE "PERSONNEL POLICY AGREEMENT" 
We are grateful that you have chosen Unity of __________________ as your employer. The 

policies contained in this handbook (or manual) are those we believe you will most want to 

know, and is only a portion of the policies related to the administration of the ministry. This  

handbook (or manual) is not intended as a contract for employment, nor is it a promise of future 

or continued employment. It is, however, intended to introduce you to our methods of operation, 

and offer some guidance as to how you and the ministry relate to one another.

Please talk over any questions or concerns you may have with your supervisor. Once you have 

read this  handbook (or manual), please sign below showing your acknowledgement of the  

material contained within and return to your supervisor.

_______________________________________________________________________

Employee Signature

_______________________________________________________________________

Date


(Personnel Form Exhibit 8) 

REQUEST FOR LEAVE OF ABSENCE XE "REQUEST FOR LEAVE OF ABSENCE" 
Employee's Name: ________________________________________________________

Date: ___________________________________________  

Department: ________________

Date of Employment:______________________________________________________

****************************************************************************

Duration of leave:  
From___________________  To _______________________

Reason for leave:  ____________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

****************************************************************************

I understand that if I accept other employment or enter into self-employment during the leave, or continue the leave for purposes other than stated above, the leave of absence will be cancelled. If my leave of absence should extend past a six-week period of time, every effort will be made to reinstate me in my prior position, but it may be necessary to offer alternate employment, or possibly terminate my position if no position is available upon my extended return.

____________________________________________________________________

Employee's signature

Comments:_________________________________________________________________

___________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 
Date:_______________________________________________________________________

Minister's Signature:____________________________________________________
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GRIEVANCE REVIEW

Employee's Name:  _______________________________________________________________

Position:  _____________________________________________________________________

SECTION I

Date of Incident (if applicable):  _________________________________________________

Statement of Grievance:  _________________________________________________________

______________________________________________________________________________

_______________________________________________________________________________

________________________________________________________________________________

_______________________________________________________________________________

________________________________________________________________________________

Recommended Solution:  __________________________________________________________

_______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________________________

_________________________________________________________________________________

Date:  _________________________________________________________________________

Employee's signature:  __________________________________________________________

Minister's signature:  ____________________________________________________________


(Personnel Form Exhibit 10)  
EMPLOYMENT ELIGIBILITY VERIFICATION

I - 9 FORMS XE "I - 9 FORMS" 
AND

W - 4 FORMS XE "W - 4 FORMS" 
(BOTH THESE FORMS CAN BE ORDERED

FROM THE INTERNAL REVENUE SERVICE OR OVER THE INTERNET.)

(Personnel Form Exhibit 11)

OPERATIONAL

POLICIES


BUSINESS

OPERATIONAL XE "OPERATIONAL Policies"  AND FINANCIAL POLICIES

BUILDING XE "BUILDING" 
Use:  Primarily for the furtherance of the Unity way of life.

Weddings:  Conducted by the Senior Minister and/or designee. Receptions should be arranged through the Minister, and/or designee.

Funerals / Memorials:  Conducted by the Senior Minister and/or designee.

Classes:  Are scheduled with appropriate consultation and/or approval of the Senior Minister. No individual or organization may use the building for political or profit making activities or for any activity contrary to Unity principles. (Exception: Building is used as a city-polling place.)

Other:  The building is used by other non-profit groups only after being approved by the Minister or other designee, in accordance with the above guidelines. Such use is closely monitored. Cost for use of building by other groups will be set by the Board of Trustees.

Rules:  
1.  Smoking in designated areas only.

2.  No food or drink in the sanctuary or chapel.

3.  Refreshments are normally allowed in the fellowship and/or kitchen area. The sponsoring group is             responsible for serving and cleanup.

4.  If refreshments are served in other areas, the sponsoring group is responsible for serving, cleaning, and the      repair or removal of any stains, spills, or damage to facilities.

5.  No scotch tape on painted walls or other surfaces.


IMPROVEMENTS XE "IMPROVEMENTS"  / REPAIRS XE "REPAIRS"  / ALTERATIONS XE "ALTERATIONS" 
Repairs and Maintenance:  Decisions on day-to-day repairs, maintenance, and purchase of supplies are authorized by the Minister or other designee in accordance with the budget. Non-recurring, non-budgeted expenses over $500.00 are referred to the Board of Trustees or sub-committee for review, research, or recommendations.

Improvements / Alterations:  Recommendations for alterations or additions to the building or interior decoration affecting the aesthetic value of the property are referred to the Board of Trustees or sub-committee for review, research, or recommendations.


CLUBS XE "CLUBS"  AND OTHER GROUPS

 
It is the policy of Unity of ____________ that all persons wishing to form a club or group under the auspices of Unity of ____________ include consciousness raising and service activities, and may include social functions in their purpose. Applications are submitted to the Minister for approval.


CLASSES XE "CLASSES" 
All classes taught at Unity of ___________ incorporate and/or reflect the Truth principles taught by Unity, and are compatible with the programs and tone of the ministry. All persons or groups desiring to teach classes must complete an application form that is then considered by the Minister for approval.


EQUIPMENT XE "EQUIPMENT" 
Use:  Lawnmowers, shampooers, snow blowers, office equipment, sound equipment or any other equipment is used only by persons authorized and approved by the Minister or other designee. All equipment for maintaining or operating the ministry remains on the premises, unless otherwise approved by the Minister or other designee.

Training:  The Minister will ascertain a person’s qualifications for operating ministry equipment before allowing an individual to operate equipment. If required, further training will be given.

Maintenance:  A maintenance schedule will be kept for all equipment requiring periodic servicing. Records will be maintained assuring the schedule is adhered to.

Inventory:  An inventory of ministry furnishings and equipment is maintained and updated on a six (6) month basis, or as items are changed and/or replaced.


PUBLICATIONS XE "PUBLICATIONS" 
It is the policy of Unity of ___________ that all publications and mailings are in concert with current programs and tone of the ministry, and within budget.

Publications include but are not limited to the following:

a.  Newsletter which may include listings and promotions of activities of the ministry, inspirational content      (articles, poems, etc.), and financial position of the ministry.

b.  Sunday handout with schedule at the discretion of the Minister.

c.  Ministry brochure highlighting the mission, vision, and purpose statements of the ministry.

SPEAKERS XE "SPEAKERS"  / SEMINARS XE "SEMINARS"  / WORKSHOPS XE "WORKSHOPS" 
It is the policy of Unity of ____________________ that the Senior Minister or other designee selects speakers, seminars, and/or workshops as available and/or desired. The Education Committee does research and makes recommendations regarding speakers, seminars, and workshops to the Senior Minister. Suggestions for consideration can also come from the congregation, Board, or other sources. 

All arrangements, financial and otherwise, are in compliance with the _______________ State Department of Revenue ruling. Compensation for Sunday Services for outside presenters is $100.00 minimum per service. Compensation for inside speakers is $50.00 minimum per service.

An evaluation of each speaker, seminar, and/or workshop is kept in a manner usable by the staff and committees. The evaluation should include information regarding spiritual and educational value, financial arrangements and results, attendance, and any other information that may be pertinent.


MEDIA XE "MEDIA" 
Advertising:  It is the policy of Unity of ____________ that the ministry advertises within a program and budget approved annually by the Board. A sub-committee of the Public/Community Relations Committee, consisting of one (1) or more persons, works with the Minister to implement advertisements.

Yellow Pages:  It is the policy of Unity of ____________ that the ministry is listed in the yellow pages of the phone book under "Churches". The listing will be in compliance with the ________ State Department of Revenue ruling.

Radio:  Unity of __________ endeavors to present creative radio / television programming.


SPECIAL EVENTS XE "SPECIAL EVENTS" 
Special events, days, celebrations, are established by the Minister and the Board as appropriate to the special situation. These may include, but are not limited to:

-  Friendship Sunday

-  Easter events

-  Vacation Bible School for Youth

-  Thanksgiving and Christmas celebrations


VISITATION PROGRAM XE "VISITATION PROGRAM" 
The Senior Minister administers the Visitation Program including training of personnel, knowledge of visitation categories (e.g., prisons, hospitals), knowledge of persons visited (when such sharing is appropriate). These responsibilities are delegated to ministry groups such as prayer panel by the Senior Minister.


MEMBERSHIP XE "MEMBERSHIP" 
Anyone desiring a closer relationship with the church and its ministry may become a member by attending classes and services in accordance with established policy. A membership card is signed by the applicant and placed on file at time of membership. Membership is subject to approval by the Minister and Board.


Unity Church of ________________


Membership Application XE "Membership Application" 
Please Print Clearly






Date: ______________

Name (Mr./Mrs./Ms.): _____________________________________________________

Partner (if joining):  _______________________________________________________

Address:  ________________________________________________________________

City, St., Zip:  ___________________________________________________________

Phone:  home______________________   work ________________________________


If your children are joining, please list names and date of birth.

________________________________________________ :       _____/_____/______

________________________________________________ :       _____/_____/______

________________________________________________ :       _____/_____/______

________________________________________________ :       _____/_____/______


Upon receipt, our office will notify you of the date of the next Membership Sunday.
Members of other Unity ministries may become members of Unity of  __________ without fulfilling membership requirements. However, these new members are encouraged to participate in Membership Sunday.

FINANCIAL MATTERS

Adult Religious Education Classes: XE "Adult Religious Education Classes\:" 
Compensation for Instructors: 
For each series of classes taught, the instructor receives a minimum of $10 or 50% of the total love offering received for the class, whichever is greater.

Compensation for Outside Presenters:

Compensation is negotiated with each presenter either as a fixed fee or using the following guidelines:

-  the church agrees to pay the presenter's customary fee, or

-  a percentage of the love offering is negotiated (prior to the event) between the presenter and Unity of         ____________.

Blanket Approval for Operational Expenses XE "Approval for Operational Expenses" :
Senior Minister and/or other designee authorized to spend up to $500 on a single item. Such expenses are submitted in a report to the Board of Trustees at its next regular meeting.  

Annual Financial Plan XE "Financial Plan" :

The annual financial plan for Unity of ___________ is researched and prepared by an Ad Hoc Committee consisting of members of the Finance Committee and the Board of Trustees. This recommended financial plan is then submitted to the Board of Trustees for review and approval. The approved financial plan is then submitted to the congregation at the Annual Meeting for ratification.

Disbursements XE "Disbursements" :
Signatures:  All checks dispersing funds will bear two (2) signatures. The Minister will not be a signer for church checks.

Tithe XE "Tithe" : The tithe is paid on the gross income of the ministry. The ministry tithe is 10%. An example of how the tithe may be disbursed is as follows:

Association of Unity Churches
70%

Regional Conference


10%

Unity ® (includes 

Silent Unity and MEP)

10%

Community Service Program

10%

Deposits XE "Deposits" :  Procedure for Sunday and weekly deposits will be determined by the Minister, Treasurer, and/or designee, and approved by the Board of Trustees. All cash assets generated by the church will be counted and listed for deposit by two (2) individuals.

Interest Bearing Accounts XE "Interest Bearing Accounts" :  
It is at the discretion of the Board whether interest is accrued to each individual account, or to the general fund taking into consideration the needs of the general fund and the size of the fund in question.

Memorial Funds XE "Memorial Funds" :

Designated:  Designation is by approval / acceptance of the Board and such funds are deposited to a high interest bearing account until "designation" is completed. Final payment for a designated project is by approval of the Board, after acceptance of the finished project. Any reminder not necessary to fund "designation" reverts to "undesignated" category.

Undesignated:  Such funds are placed in a special account for capital improvements or other uses for the further development of the ministry as the Board of Trustees designates. A statement of philosophy is printed and made available to interested donors.

Special Purpose Funds XE "Special Purpose Funds" :  

Such funds are established by approval of the Board of Trustees for special, short-term projects. On completion of the project, said fund is closed and any residual amount accrues to the general fund.

Minister's Expenses:

The Board of Trustees normally approves reimbursement to the Minister for expenses in entertaining visiting dignitaries upon submission of a request by the Minister. Any membership dues, fees, or other expenses for the Minister in appropriate clubs or organizations is decided by the Board on an individual basis.

The Minister's travel expenses to the Annual Association Conference, Pre-Conference, Regional Conference, and to Minister/Board/Lay Person Workshops is to be paid by the ministry, in accordance with the financial plan. If the Minister serves on an Association Ministry Team, his/her expenses to the January Association Meeting are paid by the ministry. Travel expenses for the Minister's spouse are normally paid to the Annual Association Conference and to the Regional Conference.


BOOKSTORE XE "BOOKSTORE" 
The Senior Minister and Board of Trustees of Unity of _________ may declare that the existing Bookstore operates as a taxable entity and thereby may pay property taxes. Effective as of the date of the tax formula determination by the Department of Revenue, an area designated as the "Bookstore" will be set aside in the ministry with the perimeters determined. The rest of the ministry continues to operate as a tax-exempt entity.

The Bookstore is operated by a manager who has daily responsibility for and authority over the store. The manager will present goals and plans to the Senior Minister and Board for approval. The Minister or other designee receives and reviews a quarterly financial report from the Bookstore Manager and makes appropriate reports and/or recommendations to the Board.


PROCEDURES


FOR STARTING A NEW


MINISTRY
PROCEDURES FOR STARTING A NEW MINISTRY XE "PROCEDURES FOR STARTING A NEW MINISTRY" 
A credentialed Unity leader (i.e. a licensed or ordained Unity Minister or a Licensed Unity Teacher) in good standing with the Association of Unity Churches who wishes to start a ministry must obtain approval from Unity Worldwide Services. Worship services are to begin only after the ministry has been approved in writing by the Association of Unity Churches. Listed below are the procedures to be followed by individuals who plan to start a new Unity ministry.

1.
Prior to starting a new work the interested party will:

a) Contact the Unity Worldwide Services Department.

b) Submit a written proposal of the planned ministry to the Unity Worldwide Services Department Director. Please use the enclosed proposal outline.

c) Include a signed copy of the Code of Ethics for Ministers with the proposal.

d) Include a map of the proposed target area with any existing Unity churches marked.                 

e) Include name of Minister who will serve as your Spiritual Coach with the proposal.

   [Please see item 5 below.]

Should the new group be a spin off group, an evaluation by a Conflict Consultant 
appointed/approved by the Association of Unity Churches will be required.

2.  
To comply with the Minister’s Code of Ethics, Item #IV. D., the Director of Unity Worldwide Services  Department will contact in writing all ministries or affiliated groups in the affected area for input regarding demographic and other pertinent information. The area minister(s) and/or Board of Trustees of the church(es) should send a letter of response to the Worldwide Programs and Services Department.

3.
If the input from the ministries in the area is supportive, therefore in compliance with the Minister’s Code of Ethics, Item #IV. D., the Director of Unity Worldwide Services will contact the Unity Worldwide Ministry Team Representative and the Regional Representative for approval of the new group.

If one or more of the ministries in the area voices concern about the proposal to start a new ministry in the area, the Director of Unity Worldwide Services will follow the POLICY FOR IMPLEMENTING WHEN CONFLICT EXISTS BETWEEN A POSSIBLE NEW CHURCH FORMING AND OTHER AREA CHURCHES. 

4.
If the Director of Unity Worldwide Services and the Unity Worldwide Ministry Team determines that redirection is warranted, a letter outlining the redirection will be sent. If approval is not given, the Credentialed Leader seeking affiliation has the right to appeal to the Executive Ministry Team.

5.
The Credentialed Leader will select a Spiritual Coach. A Spiritual Coach can be:

a.  An ordained Unity Minister in good standing with the Association.

b.  Someone so credentialed by the Association of Unity Churches' Executive Ministry Team

     upon recommendation by the Unity Worldwide Ministry Team.

Note: No staff members of our Association of Unity Churches or members of the Unity Worldwide Ministry Team are to serve as Spiritual Coach.

The Spiritual Coach supports the Spiritual Leader/Minister in the following ways:

a.  Sharing and believing in the Spiritual Leader's/Minister's vision.

b.  Supporting the Spiritual Leader/Minister, and acting as an advocate.

c.  Helping the Spiritual Leader/Minister set practical and realistic goals to accomplish the mission.

d.  Being available for counseling.  

Upon approval of the new ministry, a commitment of serving this ministry for at least two years is required from the pioneering credentialed Unity leader. 

LICENSED TEACHERS PLEASE NOTE:

To maintain active status, all Licensed Teachers must have a Ministerial Sponsor who will provide guidance and support and sign their Licensed Teacher card on an annual basis. In the case of a Licensed Teacher who is pioneering a ministry, the Spiritual Coach may also serve as the Ministerial Sponsor, or the Licensed Teacher may have one (1) Minister serve as a Spiritual Coach and another Minister serve as a Ministerial Sponsor.

POLICY
FOR IMPLEMENTING WHEN CONFLICT EXISTS BETWEEN 

A POSSIBLE NEW CHURCH FORMING AND OTHER AREA CHURCH(ES)

When the Director of UnityWorldwide Services identifies conflict between the Minister/Board of an existing church or churches, and the Minister/Licensed Teacher proposing to start a new church, the Director of Unity Worldwide Services will call the Regional Representative requesting that a meeting be set-up between the two parties with a mediation team to facilitate. Additional participants may include a team made up of, but not limited to:

a.  Regional Representative.

b.  Unity Worldwide Ministry Team member.

c.  Conflict Transformation person.

d.  An ordained Minister agreeable to the two parties involved.

e.  A lay professional.

Facilitator to team leader will then write a report to the Director of Unity Worldwide Services with a recommendation based on the meeting to be presented to the Executive Ministry Team. Expenses are to be shared equally between pioneering Minister/Licensed Teacher and existing church(es) in the area. 

PROPOSAL OUTLINE

Procedures to Start a New Ministry

· Cover Sheet
· Name of ministry

· Name of Coordinator

· Mailing address

· Meeting location if different from mailing address

· Telephone number

· Fax number

· E-mail address

· Name of Spiritual Coach – ordained Unity Minister(s)

· Name of sponsoring Ministry (if not a credentialed Unity leader)

· The Ministry / Group / Church
A.  Description of the ministry: what you do and why. History of the ministry, how it evolved and its legal 

      structure. Location, describe the meeting facilities, offices, classrooms, etc.

B.  Services and programs: describe the various services, classes, and programs that you plan to provide.

      Include short-term and long-term goals for the ministry.

C. Congregants: describe the congregants and discuss the potential for growth of the ministry. 

D.  Competition: describe other New Thought churches, including Unity, in your area, their size, and

      relative financial strength.

E.  Promotion Plan: describe the promotional plans you will use to reach the future congregants.

·  The Unity Leaders
A.  Personal resume. Describe yourself and your role as the Spiritual Leader and administrator. Include

      a letter of reference and acceptance from the Spiritual Coach. Include a letter of reference and              acceptance from the sponsoring ministry if applicable.

B.  Funding. Include a budget with the inclusion of how you plan to fund yourself in the early stages of       pioneering.

JOB

DESCRIPTIONS
JOB DESCRIPTION

JOB TITLE:        Senior Minister XE "Job Description:Senior Minister" 


REPORTS TO:    Board of Trustees

A.
General Description of Position:

The Senior Minister empowers and enables Truth seekers to become Truth finders. He/she creates an atmosphere in which people can come to know and express their Christ nature. This position is responsible for over-all administration of operations and day-to-day fiscal management of the ministry. He/she delegates programs and activities to staff personnel to fulfill, but retains responsibility for the sound financial and program management of the ministry.

B.
Duties and Responsibilities:

Spiritual Leadership:
1.  Provides a sound prayer consciousness on which to base all activities of the church.

2.  Sets the order of service, leads and coordinates the Sunday morning service(s) which includes the                  Minister's lesson, music, and meditation. Guides the spiritual direction of the ministry along lines                  in keeping with the teachings of Jesus Christ as interpreted by Unity ® and the Association of                    Unity Churches.

3.  Schedules, plans and conducts various classes and other activities for spiritual enrichment.

4.  Provides effective spiritual counseling and prayer to those who seek it.

5.  Conducts weddings, funerals, memorials, christening and special spiritual services.

6.  Performs or coordinates pastoral duties such as hospital visitation and personal contact with those                  in need.

7.  Empowers and supports spiritual development of youth.

8.  Commits to continued personal spiritual growth and unfoldment.

Personnel Administration:

1.  Recruits, screens, hires, fires, and supervises staff.

2.  Provides clear direction and guidance to staff in performing their duties.

3.  Provides feedback to staff in the form of annual formal evaluations and day-to-day supervision                  including motivation and correction, when needed.

4.  Communicates with Board about personnel issues, problems, evaluations and recommendations.

5.  Assists Board in developing and revising job descriptions and personnel policies.

6.  Promotes volunteer involvement by delegating, supervising and supporting volunteer efforts or                  overseeing the endeavor.

Fiscal Management:

1.  Oversees day-to-day financial activities and transactions.

2.  Assists Board in developing and revising annual budgets.

3. Approves and directs purchases and expenditures within the limits of the Board approved budget.

4.  Oversees the handling of any church monies.

Relationship with Board:

1.  Regularly attends all Board meetings and serves as liaison to Board committees.

2.  Provides the Board with adequate information to help it reach sound decisions and policies.

3.  Prepares or oversees the preparation of the agenda for Board meetings.

4.  Communicates with Board on progress, activities and direction of the church.

5.  Supervises the implementation of all policies and procedures as set by the Board.

6.  Assists Board in developing sound short-term and long-range plans.

7. Reports regularly to the Board about progress toward organizational goals and objectives.

Community Outreach and Public Relations:

1.  Serves as spokesperson of Unity Church in all dealings with the public, media and other                             organizations.  

2.  Promotes good public relations.

3.  Keeps membership informed of activities, opportunities and direction of ministry (i.e.: newsletters,                  bulletins, personal contact).

Unity Movement Participation:

1.  Regularly attends the Annual Conferences for the Association of Unity Churches and the Region.

2.  Supports the Association and Region through service (officer, committee membership, other                      activity or participation).

3.  Regularly informs the Board and membership of the policies, directions, activities and services                  provided by the Association, the Region, and Unity ® .

C.
Employment Standards:
The Senior Minister will be a licensed or ordained Unity Minister, approved and in-good-standing             with the Association of Unity Churches. The position requires an individual who can adapt to various             situations, who is growth-oriented, and who is able to empower and encourage others.
Note:  This job description may be revised as needed to fit your churches needs.

PERFORMANCE RATINGS REVIEW

SENIOR MINISTER

UNITY CHURCH

When evaluating the Minister’s performance, ratings should be the last item added to the review. Reviews should not be written to fit into a particular rating. Carefully consider the feedback given in each area of the review. Based on the definitions listed below, decide which rating area of specific feedback reflects. In order to establish an overall rating for the review, use the points assigned to each rating to calculate an average and establish an overall rating. Count only those items for which you can assign a number value to find your average. Do not include items you have marked, “no opinion.”

Definition of Ratings: 

Outstanding [4 points (highest rating)]: Performance far exceeds expectations for this position. Employee demonstrates the highest standards of performance. This rating should be reserved for top performance.

Exceeds [3 points (may increase incrementally by tenths to 3.9)]: Performance consistently exceeds expectations. Employee demonstrates measurable contributions significantly above what is expected for this position.

Meets [2 points (may increase incrementally by tenths to 2.9)]: Performance consistently meets expectations for this position. Employee knows and performs job well. May occasionally exceed requirements in some areas. [This is not a negative rating. It is the rating that most employees will receive in many areas because they are performing the job in a manner that meets the expectations of a good, solid performer.]

Needs Improvement [1 point (may increase incrementally by tenths to 1.9)]: Performance partially meets expectations for this position. Improvement in this area is necessary for the employee to fully meet expectations. Performance does not indicate mastery of major functions performed.

TEN [11] HINTS FOR GIVING PERFORMANCE FEEDBACK

1.
Give feedback about behavior, not attitudes.

2.
Talk about what you saw and felt without blaming or judging. [Use “I” statements.]

3.
Focus on what can be changed and talk positively about the future. 

4.
Talk only about those aspects of job performance that are the most important.

5.
Ask questions rather than make statements.

6.
Set the ground rules in advance.

7.
Comment on positive performance as well as areas for improvement. 

8.
Focus on specifics avoiding your “impressions.”

9.
Don’t give too much feedback at once.

10.
Before offering any feedback, consider whether it is truly valuable to the employee and whether it is welcome.

11.
If you do not have sufficient information on an item, mark it “no opinion.” 

[Adapted from “The Gentle Art of Feedback” by Wood and Scott.]

PERFORMANCE REVIEW

SENIOR MINISTER

UNITY CHURCH

Name:
_______________________________              Position: _________________________

Review Period: ________________________             Review Date: _____________________

Reports To:  Board of Trustees

[Note: This form is intended to be filled out electronically. It is not necessary to limit review to space provided. You may review and/or leave a numeric value after the word “Rating:” at the end of each descriptor item. For this review to be meaningful, any item rated less than 2.0 requires an explanation. Please complete this review after reading the self-appraisal.]

A.
General Description of Position:

The Senior Minister empowers and enables Truth seekers to become Truth finders. He/she creates an atmosphere in which people can come to know and express their Christ nature. This position is responsible for over-all administration of operations and day-to-day fiscal management of the ministry. He/she delegates programs and activities to staff personnel to fulfill but retains responsibility for the sound financial and program management of the ministry.

B.
Duties and Responsibilities:

Spiritual Leadership:

1.  Provides a sound prayer consciousness on which to base all activities of the church. Rating:

2.  Sets the order of service, leads and coordinates the Sunday morning service(s) which includes the                  Minister's lesson, music, and meditation. Guides the spiritual direction of the ministry along lines                  in keeping with the teachings of Jesus Christ as interpreted by Unity ® and the Association of                    Unity Churches. Rating: 

3.  Schedules, plans and conducts various classes and other activities for spiritual enrichment. Rating:

4.  Provides effective spiritual counseling and prayer to those who seek it. Rating:
5.  Conducts weddings, funerals, memorials, christening and special spiritual services. Rating:
6.  Performs or coordinates pastoral duties such as hospital visitation and personal contact with those                  in need. Rating:
7.  Empowers and supports spiritual development of youth. Rating:
8.  Commits to continued personal spiritual growth and unfoldment. Rating:
Personnel Administration:

1.  Recruits, screens, hires, fires, and supervises staff. Rating:

2.  Provides clear direction and guidance to staff in performing their duties. Rating:
3.  Provides feedback to staff in the form of annual formal evaluations and day-to-day supervision                  including motivation and correction, when needed. Rating:
4.  Communicates with Board about personnel issues, problems, evaluations and recommendations.      Rating:
5.  Assists Board in developing and revising job descriptions and personnel policies. Rating:

6.  Promotes volunteer involvement by delegating, supervising and supporting volunteer efforts or                  overseeing the endeavor. Rating:
Fiscal Management:

1.  Oversees day-to-day financial activities and transactions. Rating:
2.  Assists Board in developing and revising annual budgets. Rating:
3.  Approves and directs purchases and expenditures within the limits of the Board approved budget.

4.  Oversees the handling of any church monies. Rating:
Relationship with Board:

1.  Regularly attends all Board meetings and serves as liaison to Board committees. Rating:
2.  Provides the Board with adequate information to help it reach sound decisions and policies.                        Rating:
3.  Prepares or oversees the preparation of the agenda for Board meetings. Rating:
4.  Communicates with Board on progress, activities and direction of the church. Rating:
5.  Supervises the implementation of all policies and procedures as set by the Board. Rating:
6.  Assists Board in developing sound short-term and long-range plans. Rating:
7. Reports regularly to the Board about progress toward organizational goals and objectives. Rating:
Community Outreach and Public Relations:

1.  Serves as spokesperson of Unity Church in all dealings with the public, media and other                             organizations. Rating:
2.  Promotes good public relations. Rating:
3.  Keeps membership informed of activities, opportunities and direction of ministry (i.e.: newsletters,                  bulletins, personal contact). Rating:
Unity Movement Participation:

1.  Regularly attends the Annual Conferences for the Association of Unity Churches and the Region.

     Rating:
2.  Supports the Association and Region through service (officer, committee membership, other                      activity or participation). Rating:
3.  Regularly informs the Board and membership of the policies, directions, activities and services                  provided by the Association, the Region, and Unity ® . Rating:
C.
Employment Standards:
The Senior Minister will be a licensed or ordained Unity Minister, approved and in-good-standing             with the Association of Unity Churches. The position requires an individual who can adapt to various             situations, who is growth-oriented, and who is able to empower and encourage others. Rating:

Overall Performance Rating Average:

Please answer the following questions:  (may use the back of the page for more space)

1.  What has the Minister done well?  What are the Minister's strengths?

2.  What could the Minister do better and do you have suggestions for how he/she could perform better

       in this regard?

3.  What do you think should be the priorities for the Minister in the coming year?

4.  What could the Board do to help the Minister develop professionally in the coming year?

5.  Other comments:

SIGNATURES:

Minister

Board of Trustees President

Date

Minister’s Comments [Optional]:

JOB DESCRIPTION

BOARD OF TRUSTEES

Office:


Member of the Board of Trustees XE "Job Description:Board of Trustees" 
Term:


Three years (Depends on Bylaws)

Accountable to:
Board of Trustees / Membership

A.  
General Description of Position:

Persons elected to the Board of Trustees are an active member of the ministry. They desire to serve on the Board, endeavoring to live in accord with the Jesus Christ principles of Love and Truth as taught by Unity. The work of the ministry will be furthered through his/her active interest, love, and support. The individual will have the demonstrated leadership capabilities, ability, time and prayerful commitment to fulfill their duties and responsibilities. He/she is sincere and a continuing student of

Unity, conversant with its teachings.
 

B.
Duties and Responsibilities:

           1. Uphold the spiritual purpose of this ministry.

2. Uphold the highest interest of the membership in conducting the business of this ministry.

 3.  Are conversant with the Bylaws.

 4.  Are faithful in attendance at services, Board, and Membership Meetings of this ministry.

 5.  Make determinations of the business needs of this ministry, and authorize payment of monies for                   those purposes.

 6.  Administer the property of this ministry, both real and personal.

 7.  Make determinations on the sale or pledge of real or personal property belonging to the ministry.                   All decisions in favor of the sale or pledge of real property exceeding  $10,000.00 in value will                   be presented to the membership at a properly constituted  Membership Meeting to be voted on.                   (This figure may be revised, and should be consistent with the current Bylaws.)

             8.  Authorize the employment of all staff position of this ministry, and set and approve salaries. Actual                   selection of personnel is left to the discretion of the Minister.

 9.  Set dates for the fiscal year.

10. Each year prepare a complete financial statement with disclosures, which will set forth the fiscal                   conditions and operations of the ministry.

11. When deemed advisable, secure a fidelity bond for the Treasurer, the amount to be set by the                      Board.

12.  Approve applicants for membership.

13.  Act to fill the unexpired term of any Trustee.

14.  Elect officers of the Board, and their successors to fill any unexpired term when necessary.

15.  Ratify committees and their Chairman as appointed by the Board President.

16.  Communicate with the President and CEO of the Association for aid in resolution of all disputes                    between the Board of Trustees and the Minister concerning the Minister's services.

17. Consider other duties brought to attention by the Minister and other Trustees.

18.  Attend monthly Board meetings.

19.  Research and prepare for Board and committee assignments.

20.  Serve on Ad Hoc Committees as deemed necessary by the Board President.

21.  Regularly attend ministry services.

22.   Required attendance at the annual, or semi-annual, Board and staff planning retreats.
 

23.   Is visible and available as a Board member to the congregation at services, classes, and activities.

24.  Maintains loving, open communication with other Board, staff, and committee workers.

25.  Is open and receptive to service as an officer of the Board of Trustees.

26. Actively participates on one of the standing committees including regular attendance at all                         monthly and special committee meetings. Act as communications channel between the Board and                   the committee.

27. Participate in seminars, adult classes and continuing education.

JOB DESCRIPTION

JOB TITLE:

Office Manager XE "Job Description:Office Manager" 
REPORTS TO:
Senior Minister

A.
General Description of Position:

The Office Manager will coordinate, facilitate, implement and monitor the business affairs of Unity Church within a system based on Unity principles, in order that we, as Unity Church of _____________ and all of its members, can joyfully fulfill our mission statement.

B.
Duties and Responsibilities:

1.  Assuring that staff functions run smoothly and efficiently.

2.  Managing the General Fund.

3.  Maintaining an open line of communication with staff, Minister(s) and, when appropriate, Board.

4.  Supervising maintenance of Church property and facilities.

5.  Coordinating specific details of any special events.

6.  Working with committees or educational department on special needs or projects.

7.  Maintaining efficient and accurate business records of the Church.

8.  Issuing payroll checks and maintaining records.

9. Knowing the limits of authority and making decisions within the confines of that authority.

          10. Using Unity Principles and divine guidance in all aspects of job and life.

          11.  Maintaining all personnel files.

          12.  Performing all other duties as assigned by the Senior Minister.




C.
Special Skills Required:

Bookkeeping and accounting skills. Knowledge and experience in using good business management             procedures, i.e., leadership qualities, ability to work well with people, communication skills, ability             to delegate responsibility wisely, ability to be flexible, and the ability to learn and incorporate new             ideas or methods into present system. Knowledge of Unity Principles and experience in using them.

Note:  This job description may be revised to meet your churches needs.


JOB DESCRIPTION

JOB TITLE:

Director of Adult Education XE "Job Description:Director of Adult Education"  

REPORTS TO:
Senior Minister

A.
General Description of Position:

The Director of Adult Education will oversee the activities of the Adult Education Program. 

B.
Duties and Responsibilities:

1.  Administer Adult Education Program:

    a.  Supervise curriculum coordination.

    b.  Plan the curriculum of the program.

    c.  Advertise the curriculum through bulletins, newsletters, etc.

    d.  Classroom set-up; provide needed materials.

    e.  Register people for classes.  


 
    f.  Arrange for Love Offering collection and accounting.

    g.  Track attendance and record grades on transcripts.

h.  Correspond with Unity ® and the Association regarding CEP Extension classes and Licensed      Teacher status.

2.  Coordinate special workshops and activities.


3.  Perform other duties as assigned by the Minister.

C.
Special Skills Required:

Education degree plus a minimum of two years of teaching experience. Knowledge of curriculum planning. Understanding of Unity Principles. Working knowledge of the church. Organized and detail-oriented. Ability to joyously serve in this capacity, and to face various circumstances and events in a positive and caring manner. Ability to listen and be sensitive to others' spiritual needs. Be an effective communicator.

Note:  This job description may be revised to fit the churches needs.

 
JOB DESCRIPTION

JOB TITLE:
   
Youth Education Director XE "Job Description:Youth Education Director" /Children's Ministry Coordinator XE "Job Description:Children's Ministry Coordinator" 
REPORTS TO:
Senior Minister

A.
General Description of Position:

To oversee the planning, coordination, and supervision of the activities for children ages three through fifth grade, Uniteens (junior high), and Y.O.U. (senior high). To provide the best learning situation for all children, teachers and sponsors involved in the program. The Youth Education Director will work with the Business Manager and Minister(s) regarding programs, budget, needs and desires of the Youth Education Program.

B.
Duties and Responsibilities:

1.  Attend weekly staff meetings, communicates with Minister.

2.  Help classroom adults learn to manage disruptive behaviors in ways that support the child.

3.  Plan pre-class activities for children to do upon arrival or between services.

4.  Record a new story or message on the children's phone line.

5.  Get announcements to staff person for inclusion in the adult worship service.

6.  Make sure teachers will be present on Sunday or get substitute teachers.

7.  Maintain supply of materials and resources. Coordinate distribution. 

8.  Recruit, train and supervise youth ministry staff.

9.  Plan and coordinate teachers support meetings.

           10. Write and submit article for newsletter.

11. Plan and prepare curriculum for each quarter.

12. Plan special social activities, Christmas and Easter programs, Vacation Bible School and special                   appearances by children during adult worship service.


13. Guide teachers in planning and presenting their lessons.

14. Communicate with other Youth Education Directors, Regional Consultants and National                            Coordinators.

15. Changes class bulletin boards.

16. Uniteens and Y.O.U.: a) provide support, direction, materials as needed, b) recruit, train and                       support sponsors, and c) act as staff liaison in regards to check requests, booking events on church                   calendar.

17. Perform other duties as assigned by the Minister.

C.
Employment Standards:

Full-time position requiring an Education Degree, plus a minimum of two years of teaching experience, and at least one year of experience supervising adults. An active student in Unity spiritual studies for at least two years. Commitment to using spiritual practices, including prayer, in work and personal life. Desire to grow and learn. Appreciation and understanding of children of all ages.

Note:  This job description may be revised to fit the churches needs.


JOB DESCRIPTION

JOB TITLE:

Music Director XE "Job Description:Music Director" 
REPORTS TO:
Senior Minister

A.
General Description of Position:

To provide high-quality, inspiring music for Unity Church of ______________, including

church service(s), special functions and retreats.

B.
Duties and Responsibilities:

1. Select and schedule musicians for service(s); coordinating stage set-up and equipment.

2.  Select music for Sunday service(s).

3.  Attend and participate in staff meetings.

4.  Plan and develop musical programs for special services, functions and retreats.

5. Provide budget information to the Business Manager and Minister on a regular basis.

6.  Maintains hymnals and other musical resources.

7.  Perform other duties as assigned by the Minister.

C.
Employment Standards:

Experienced, professional musician with leadership ability. Must be sensitive to group energy and possess a variety of highly developed musical skills including: the ability to write and/or develop inspiring musical programs; must be accomplished in leading/directing group singing and other musical activities, accompanying other soloists, and be able to develop background music appropriate for meditation. Unity background preferred.

Note:  This job description may be revised to fit the churches needs.


JOB DESCRIPTION

JOB TITLE:  
Bookstore Manager XE "Job Description:Bookstore Manager" 
REPORTS TO:
Minister

A.
General Description of Position:

The Bookstore Manager coordinates all aspects of running the Unity bookstore. The bookstore exists to support our search for finding God in daily life and for learning to express more clearly and more fully the indwelling Christ. By providing a caring, friendly, informal atmosphere, the Bookstore Manager aids in serving this purpose.

B.
Duties and Responsibilities:

1.  Serve those seeking books and/or tapes for themselves or others.

2.  Provide systems for inventory control, purchasing, stocking shelves, and the selling of books and                   tapes.

3.  Provide a system for the recording and duplicating of Church services; sales of these "in-house"                   tapes.

4.  Recruit and train volunteers who enjoy working in the bookstore and assisting others.

5.  Prepare required reports and financial statements of bookstore sales.

6.  Provide budget information to the Business Manager and Minister.

7.  Attend and participate in staff meetings.

8.  Perform other duties as assigned by the Minister.

C.
Employment Standards:

Knowledge of retail operations and bookkeeping procedures. Ability to perform inventory

control and purchasing. Customer service knowledge. Self-motivation. Familiarity with

Unity philosophy. 

Note:  This job description may be revised to fit the churches needs.


JOB DESCRIPTION

JOB TITLE:

Volunteer Manager XE "Job Description:Volunteer Manager" 
REPORTS TO:
Minister

A.
General Description of Position:

Develop and administer the volunteer program and coordinate it with other programs 

and services that further the ministry's mission.

B.
Duties and Responsibilities:

1.  Planning:


     -  Assess needs that could appropriately be met by volunteers.

     -  Develop, in collaboration with appropriate personnel, goals and objectives

         for the volunteer program, and action steps required to achieve them.

     -  Plan and implement a structure to carry out the goals and objectives of the program.
 
2.  Organization:

                 -
Develop job descriptions for volunteer positions.

      - 
Supervise or arrange supervision of all volunteers.

      -
Serve as link between the volunteer program and all areas of the ministry.

      -
Interpret and publicize the volunteer program.

3.  Staffing:

-
Develop a system for handling applications from prospective volunteers, including first  contact, application form, interviewing and screening, job assignment, and supervision.

     -
Develop and implement a recruitment plan.

     -
Interview all prospective volunteers (or train persons to whom this responsibility is delegated).

     -
Arrange the most suitable assignment.

     -
Develop and implement a plan for recognition of volunteers, and promotion of those who have the desire and potential for leadership.

     -
Plan and implement an orientation and training program for volunteers.

4.  Follow-up:

     -
Develop a system of data collection to evaluate the volunteer program.

     -
Develop and implement a system for performance evaluation and feedback for assessment of assignment.

-
Implement an evaluation of the program and share findings with administration, staff, and volunteers.

  
     -
Incorporate findings from evaluations into the planning process for the next year.

5.  Perform other duties as assigned by the Minister.

C.
Employment Standards:

Experience as a volunteer helpful. Oral and written communication skills. Listening skills. Interviewing 
skills. Ability to plan and organize activities within the ministry's 
framework; to work in collaboration with administration, and to delegate. Capacity for 
risk-taking, creative thinking and innovative ideas. Leadership skills, with the ability to understand what motivates a volunteer.

Note:  This job description may be revised to fit the churches needs. 

WRITING JOB DESCRIPTIONS XE "Job Descriptions:Writing Job Descriptions" 
A job description includes the job title, the tasks of the job, to whom to report and the skills, qualifications, and education required.

The following questions will help explore the scope of the position. Answer the ones that apply to determine what to write in the job description.

1.
Title:

What will the position be called?

2.
Description of work:

What is the purpose of the position?

What will the person actually do?

What will the work achieve?

What are the duties and responsibilities? Weekly? Monthly? Quarterly? Yearly? Other?

3.
Qualifications:

What skills, qualifications, knowledge and education are required?

4.
Time requirements:

What are the time requirements per week? Certain days or hours or anytime?

What deadlines must be met?

What is the length of commitment expected?

5.
Salary / Benefits:

Is there compensation? What is it?

Are any bookstore discounts or scholarships to classes or seminars offered?

6.
Training:

What on-site training is required and/or available?

What training can be done "on-the-job"?

What off-site training is required and/or available?

Will fees and travel expenses be paid?

7.
Support structure:

To whom is this person responsible?

Who will support and encourage this person?

What staff support is available (typing, copying, counseling, etc.)?

8.
Budget:

Will this person manage a budget?

What budget amount is available (if any)?

What authority is given this person for spending (limit)?

Are there charge accounts at appropriate shops that this person has access to?

Will petty cash be used? What is the procedure?


UNITY CHURCH OF ____________________


JOB DESCRIPTION

TITLE:

REPORTS TO:

A.
General Description of Position Functions:

B.
Duties and Responsibilities:

1.

2.

3.

4.

5.

6.

7.

Note: Always include the following statement in “duties and responsibilities” as part of the job description: “Perform other tasks as assigned by the Minister and/or designee [supervisor].”


LICENSED


UNITY


TEACHER

LICENSED UNITY TEACHERS XE "LICENSED UNITY TEACHERS" 
Unity of ______________ and its Minister(s) encourage interested members to become Licensed Unity Teachers in accordance with the policies and regulations of the Association of Unity Churches Licensed Teacher Program and Unity’s ® Continuing Education Program.

Teachers contribute to the ministry in a variety of ways, often having a prominent role in the educational programs of a Unity center. Licensed Teachers report to the Minister and serve under the Minister' s direction.

Compensation:

Classes are in accordance with the compensation agreement policy of Unity of _________.

Travel expenses (meals, lodging, mileage) for outreach activities conducted by Licensed Teachers are the responsibility of the host outreach group. In the event said group does not fulfill this obligation, the Finance Committee reviews the expenses and makes recommendations to the Board regarding reimbursement to the Licensed Teacher for out-of-pocket expenses.

Expenses for the required Continuing Education Program are considered for reimbursement by the Board upon request by the Teacher.  


The Continuing Education Program XE "Continuing Education Program" :

The Continuing Education Program (CEP) provides educational opportunities for people who are seeking practical principles in order to live more joyously and successfully. CEP is devoted to helping all people bring a consciousness of the activity of God into every life situation. All activities of the Unity movement are united in one primary spiritual purpose - learning and expressing what it means to live a God-centered life. CEP classes seek to provide the atmosphere, information, and inspiration necessary to help individuals fully express their God-given potentials. Educational programs include resident studies and extension study courses, which are available in many local Unity ministries.

The CEP Curriculum:

There are two separate tracks in the curriculum: the Personal Development Program and the Leadership Development Program. In order to enter the Leadership Development Program, the student must have completed the Personal Development Program. It is assumed that the students are adult learners and, therefore, are in charge of their own learning process. The emphasis in the class work is to inspire students to see themselves as unfolding spiritual beings and to encourage them to expand and deepen their consciousness. For these reasons, it's important for students to pace themselves in their study and leave time for reflection on and integration of subject matter into their lives.

Development of the Licensed Teacher Education Program is a joint project of Unity Institute and the Education Department of the Association of Unity Churches.

Personal Development Program XE "Personal Development Program" :

The Personal Development Program consists of 25 ten-hour classes (250 hours – must be earned within a ten year period) which affords Unity students the opportunity to learn Unity basics through these foundation classes. They may all be taught in your local ministry or region by a Unity Minister, a Licensed Unity Teacher, or by attending Unity Institute’s Continuing Education Program (C.E.P.) during Weeks A and B. Contact the Registrar at Unity Institute for more information.

Leadership Development Program XE "Leadership Development Program" :

The Leadership Program consists of two parts. The first part is 12 ten-hour classes (120 hours) during three different Week C’s it offers Licensed Unity Teacher candidates an in depth leadership training at Unity Institute (Unity Village). Contact the Registrar at Unity Institute for more information.

The second part is completion of a sixty-hour Practicum and forty-hour specialty courses – that are “hands-on” learning in your home ministry in agreement with your recommending minister. For an application packet, after having completed 140 hours of the Personal Development Program, send a Letter of Intent to our Association Licensed Teacher Coordinator at the Association of Unity Churches.

The Skills Demonstration Seminar XE "Skills Demonstration Seminar"  (SDS):

The Skills Demonstration Seminar is a weeklong event sponsored by the Association of Unity Churches. This final requirement necessary to become a Licensed Unity Teacher is held three times a year [Spring, Summer, and Fall] following Unity Institute’s Week C. 

SDS provides the Licensed Unity Teacher candidate the opportunity to demonstrate their teaching skills and to network by sharing information and to learn more about their role as a Licensed Unity leader.

CEP Requirements XE "CEP Requirements"  for Graduation:

- Personal Development Program of Study (Diploma): Satisfactory completion of 250 hours/credits from the required course checklist and elective.

- Leadership Development Program of Study (Certificate): Satisfactory completion of 220 hours/credits from the required course checklist.

The credits required for either program must be earned within a ten-year period. Credits more than ten (10) years old are considered obsolete and must be updated in order to be included in a current education program. 

Requirements for Licensing XE "Licensed Unity Teacher:Requirements for Licensing"  as a Unity Teacher (All Focus Areas):

1.  Complete 140 hours of the Personal Development C.E.P. course work affiliated with Unity Institute.

2.  Meet with your minister to discuss your interest in the Leadership Program. Following this send a Letter      of Intent co-signed by your recommending minister indicating your focus area and request an application      packet for the Leadership Program to the Licensed Teacher Coordinator at the Association:

     A.   Indicate the focus area in which you are interested.

· Licensed teacher specializing in Administration

· Licensed teacher specializing in Adult Education

· Licensed teacher specializing in Pastoral Care

· Licensed teacher specializing in Youth and Family Ministry

      B.   Upon receipt of your Letter of Intent an application packet of information will be mailed to you


containing a Focus Area Application, Questionnaire, Practicum, Specialty Courses, Skills 


Demonstration Seminar (SDS) and Psychological Testing information.

3.  After receiving your packet, complete the Focus Area Application and questionnaire and send them to

     the Licensed Unity Teacher Coordinator.


4. Work a minimum of one year as a volunteer in your Unity ministry.

5.  The Licensed Teacher Coordinator will send the confidential evaluation and competency forms directly

     to your recommending minister.   

6.  Before starting the Leadership Program complete the Personal Development C.E.P. course work and         graduate from Unity Institute’s Personal Development Program.

7.  Complete the Leadership Program’s Practicum requirements and specialty courses for your focus area as       agreed to by you and your recommending minister in the Learning Agreement. All candidates will prepare

      lesson plans for three ten-hour Unity classes. Review the lesson plans with your minister.

8.  Send Skills Demonstration Seminar (SDS) Application (included in the application packet) with completed       Practicum and specialty course paperwork three months prior to SDS attendance to the Licensed Unity

      Teacher Coordinator.

9.  Ask your minister to send your Minister’s Confidential Evaluation and Candidate’s Competency Forms 

      to the Licensed Unity Teacher Coordinator three months prior to your SDS.

10. Attend SDS. Take and pass a general written examination and psychological written test/interview at SDS

       given by the Association’s Education staff. 

11. Be recommended for licensing to and approval by the Board of Trustees of the Association of Unity          Churches.

Note: Written evidence of completion of all requirements will be necessary three months prior to your SDS. Previous experience in any focus area will not exempt you from participating in the entire program. All credits earned for the Leadership Development Program must be accrued after your Leadership Development start date which begins upon graduation from the Personal Development Program.  Only one (1) certification in a focus area may be earned at a time. 

For more detailed information regarding programs contact the Association of Unity Churches Education Department at (816) 524-7414 or write to the Licensed Teacher Coordinator, Association of Unity Churches, P.O. Box 610, Lee's Summit, Missouri 64063. You can also view information regarding the program on the Internet at www.unity.org.

Association of Unity Churches

Licensed Unity Teacher Covenant Code of Ethics XE "Licensed Unity Teacher:Code of Ethics" 
I.
I seek first the Kingdom of God by looking to the indwelling Christ for inspiration and guidance.

II.
I honor myself and the uniqueness of each individual and our diversity as children of God.

III.
I use prayer as the center of my life and encourage others to do the same.

IV.
I acknowledge the Minister as the leader of the ministry that I serve.

V.
I maintain a professional relationship with the ministry that is cooperative, supportive, honorable and keeps me in integrity with myself. I understand clearly the boundaries and appropriate moral behavior with members of the congregation, staff, Ministers, and other Licensed Unity Teachers. I hold all confidences as sacred trusts, except where professional intervention is legally required.

VI.
I undertake activities related to the ministry with the approval of my Minister.

VII.
I recognize that all outreach activities must be sponsored by my parent ministry or the Expansion Department of the Association of Unity Churches.

VIII.
I will, under Divine Guidance, and to the best of my understanding and ability, endeavor to serve in my focus area (Adult Education, Pastoral Care, Youth Education, Administration), with an excellence that may empower students to live the Truth. When teaching, I will present subjects which are deemed compatible with basic Unity 
principles.

IX.
If a challenge arises, I acknowledge that open communication with the Minister is essential, so that all possible options in an effort to reach a positive and productive solution may be explored. If a solution cannot be reached, I will contact: (1) my Licensed Teacher Regional Representative; (2) the Licensed Teacher Coordinator, Association of Unity Churches for guidance and support.

X.
I, as a Licensed Unity Teacher, dedicate myself to the principles of Truth as taught and exemplified by Jesus Christ, established by co-founders Charles and Myrtle Fillmore, and interpreted by Unity School of Christianity and the Association of Unity Churches.

________________________________
______________
__________________________
Licensed Unity Teacher


Date


Recommending Minister

________________________________



_________________________

Chair - Board of Trustees





Vice President of Education
________________________________



_________________________

President







Licensed Teacher Coordinator

CODES


OF


ETHICS
Revised: 06/04

CODE OF ETHICS XE "CODE OF ETHICS"  FOR MINISTERS XE "Code of Ethics:Ministers" /SPIRITUAL LEADERS

OF OUR INTERNATIONAL ASSOCIATION OF UNITY CHURCHES

I.
Dedication to Truth Principles

A.
As a Unity Minister/Spiritual Leader [Minister/Spiritual Leader here and throughout the document refers to those individuals who are credentialed and/or recognized as Unity leaders by the International Association of Unity Churches.] I dedicate myself to the principles of Truth as taught and exemplified by Jesus Christ and interpreted by Unity and the International Association of Unity Churches. I will adhere to the five basic ideas:


1.
God is Absolute good, everywhere present.

2.
Every human being is an expression of the Divine; the Christ spirit, by whatever name, indwells all people. Their very essence is of God, and therefore they are also inherently good.

3.
Human beings create their experience by the activity of their thinking. Everything in the manifest realm has its beginning in thought.

4.
Prayer is creative thinking that heightens the connection with God-Mind and therefore brings forth wisdom, healing, prosperity, and everything good.

5.
Knowing and understanding the laws of life, also called Truth, are not enough. A person must also live the truth that he/she knows.

B.
I look to the indwelling Christ for inspiration, to guide, govern, and prosper me.

C.
I will, to the best of my understanding and ability, bring the freeing truth to humankind. This I will do in a spiritually dignified way, being guided by divine wisdom and good judgement.

D.
I believe in the power of prayer and I am convinced that, as Jesus said, “All things are possible to him who believes.” 

E.
In consecration to God and the work of ministry, I offer myself as a channel for God’s will to be made manifest that I may honor and glorify God. 

F.
I believe that the true Minister/Spiritual Leader of the Gospel is one who has been called to this work by the spirit of Truth within. I desire only to express this Truth, and to teach others to live it.

II.
The Ministerial Relationship to Self – Self Care

Recognizing that wholeness is expressed on all levels of my being I will honor myself in spirit, mind and body.


A.
Following the example of Jesus I will take time away from the crowds for conscious contact with God, and will maintain a spiritual practice of prayer and meditation.


B.
I will respect the need to develop and broaden my intellectual and spiritual capacities through personal reading, and professional continuing education programs that are vital and relevant to my growth.


C.
I will endeavor to maintain a program of emotional and physical fitness that includes vacation time, and time off each week for rest and relaxation.


D.
Knowing that ministry makes great demands upon the Minister’s/Spiritual Leaders time, I will endeavor to maintain a proper balance between the life of the church and the rights and privileges of my family relationship.
III.
The Ministerial Relationship with Others



The ministerial relationship pre-supposes certain role expectations; the Minister/Spiritual Leader is expected to make available certain resources, talents, knowledge, and expertise which will serve the best interests of the congregant, client, employee, student, staff member, etc.


A.
The role of Minister/Spiritual Leader carries with it authority and power. I will fulfill my responsibility and use this power to benefit the people who call upon me for service.


B.
I will conduct my work, private and public, after the standards and in accord with the teachings and ideals of Unity, Unity Village, Missouri, and the International Association of Unity Churches without competition and contention, realizing that the more truly I practice the principles of this Association and Unity, the greater will be the good to each and all immediately concerned, and to the community at large.


C.
I will maintain the boundaries of the ministerial relationship, realizing that crossing boundaries is a betrayal of trust. I will not misuse the trust placed in me by the unique power inherent in my function by exploiting in any way those seeking my help and care. I will guard against violating the emotional, spiritual, and physical well-being of people who come to me for help or over whom I have any kind of authority. I will not use my authority to defame, or manipulate either an individual or a congregational decision or to create or cultivate dependencies. I will avoid situations and relationships which could impair my professional judgement, compromise the integrity of my ministry, and/or use the situation or relationship for my own gain.


D.
The ministry of healing or counseling is held to be sacred and, therefore, is to be conducted with reverence and with the strictest regard for the sensibilities and individual rights of students and counselees who in good faith and confidence have committed themselves to the consideration and guidance of the Minister/Spiritual Leader.


E.
As a Minister/Spiritual Leader and church professional, I shall work within my professional qualifications and limitations. People with needs beyond my expertise shall be referred to a qualified professional.


F.
Confidentiality:


i.   
I am honor bound to hold sacred all confidences reposed in me, except that I may choose to comply with local laws if a confidence reveals that the person confiding can pose a threat to self or others.


ii.
I will never mention, without permission, either privately or publicly, the name, residence, or locality of any person under treatment in the past or present in illustration or verification of Truth principles.


iii.
I will not use privileged information for personal gain.


G.
I will refrain from sexual contact and/or sexualized behavior with a congregant, client, or employee with whom I have a professional and/or pastoral relationship, realizing it is unethical and is deemed clergy misconduct. (Clergy misconduct involving sexual abuse and/or sexualizing a professional relationship is defined as sexual activity or contact, not limited to sexual intercourse.)


H. 
I believe that more is taught by what a Minister/Spiritual Leader is than what s/he says. Therefore, I will seek to keep my morals above reproach. I will exercise good judgement in regard to my social conduct. My relationships will be such as to command only the highest respect. I am conscious of the fact that to be pure in heart is to be pure in conduct also.


I.
I will endeavor to be Christ-like in my personal attitudes and conduct towards all people regardless of race, class, creed, nationality, gender or sexual orientation.

IV.
Relating to Colleagues


A.
I recognize that it is incumbent upon me to hold all Minister/Spiritual Leaders in esteem and respectful regard, and to use all rightful means to protect the personal and professional honor of all other Minister/Spiritual Leaders.


B.
I will respect the work, both public and private, of our Minister/Spiritual Leaders, and shall uphold them in their endeavor to carry on the practices and duties of the Unity ministry. I shall render at any and all times such cooperative assistance as may be solicited and mutually agreed upon, no Minister/Spiritual Leader interfering with the work or practice of another.


C.
When assuming the leadership of an established church or center, I will avoid criticism of the former Minister/Spiritual Leader or her/his work.


D.
I will not infringe upon or interfere in the work of another Minister/Spiritual Leader.



i.
If I am asked by a member of a Unity church or center in which I am not serving to conduct a special service of any kind, I will consult the Minister/Spiritual Leader of that church or center before accepting.




ii.
I will modify my relations with members of a congregation which I have previously served in the light of that which is in the highest interest of their current Unity Minister/Spiritual Leader and ministry.



iii.
After relinquishing my work to another Minister/Spiritual Leader, I will give as much assistance as possible to my successor without interfering in any way.



iv.
In any center or group in which I have been a student or assistant, I will fully cooperate with and obtain the approval of the leader of the group or center as well as cooperate with the President and CEO of the International Association of Unity Churches before I perform in any way, directly or indirectly, any form of ministry or group teaching, personal or public.



v.
I will not accept overtures from a ministry whose Minister/Spiritual Leader has not yet resigned.


E.
When I am disturbed by the activities of another colleague or center, I will: 

:




i.
Communicate directly to the colleague or center.



ii.
If necessary, I will consult with other Association representatives which could include any of the following: my Regional Representative, and International Association staff members.




iii.
I will hold the situation in prayer.


F.
An Assistant [or Associate] Minister will give the Senior Minister/Spiritual Leader full support and cooperation, and will not criticize the Minister/ Spiritual Leader in any way, or discuss the Minister/Spiritual Leader in a negative way with any church or center member, board member, or outsider. 



i.
If a problem arises, assistant/associate will discuss it directly with the Senior Minister/Spiritual Leader.


 
ii.
In cases of violations of the Code of Ethics, I will seek other Association representatives, which could include my Regional Representative, or a representative from my Association staff.


G.
I will be ethical in my conduct and attitude toward churches or other denominations, and toward other organizations and metaphysical groups. I will not criticize their teaching, but will extend such cooperative assistance as may be solicited and mutually agreed upon, while at the same time being careful not to identify the name of Unity with any questionable teachings.


H.
In all my relations with member Minister/Spiritual Leaders I will be mindful that “love is the fulfilling of the law.”


I.
I will always and in every way within my ability assist in the advancement of the influence and power of any center in which I visit or speak.

V.
Relating to Ministries


A.
If any member requests a transfer of membership from the local Unity center to an outside organization or another Unity center in the area or at a distance, I will grant this request with my love and blessings, and without hesitation. I will not hold onto the member, or place the member in an embarrassing position of having to explain.


B.
I will keep in mind that the welfare of the congregation is paramount. Should I experience any personal crisis, the consequences of which could affect the ministry, I will confer with my Board of Trustees and a representative of the International Association of Unity Churches. I may also choose to seek counseling or confer with colleagues. 


C.
I will not seek in any way, directly or indirectly, to draw to me correspondents or personal students from any other established Unity center, church, or group.


D.
I will not use my ministry for my own personal gain. Any funds or assets that have been raised in the name of Unity will be registered in the name of Unity and not in the name of an individual. I will take care not to mishandle or appear to mishandle funds.

VI.
Relating to Our International Association of Unity Churches


A.
I will not attempt to carry on Unity work in any city without first obtaining the full approval of the local Association of Unity Churches for such work and without seeking the cooperation of already active and recognized Unity leaders in that vicinity.


B.
I will work in perfect harmony and accord with the International Association of Unity Churches in my speaking and teaching programs. 


C.
I will, to the best of my ability, communicate the Association’s values, mission, vision, and goals in service to my ministry.

VII.
My Pledge



I sincerely devote myself to living in accord with this Code in letter and in spirit. I recognize our International Association of Unity Churches and this Code of Ethics as a framework in which I individually agree to function. I recognize that such an agreement augments our mutual and individual effectiveness. If I find myself contemplating or actually functioning outside of this framework, I agree to seek the kind of help described in Section V. (B). Failure to seek such help will mean that, by my own choice, I am functioning outside of the framework of this Code and consequently placing myself outside of the International Association of Unity Churches.


________________________________________________


Signature


________________________________________________


Date


CODE OF ETHICS FOR A MINISTRY XE "Code of Ethics:Ministry" 
The ministry provides services, classes of instruction and demonstrates the principles of Truth by using them in the operation of the ministry and adopts other means that in the judgment of the Minister will further the principles of practical Christianity among people everywhere.

I.  DEDICATION TO TRUTH PRINCIPLES

A.  As a Unity ministry we dedicate ourselves to the principles of Truth as taught and exemplified by Jesus Christ and interpreted by Unity School of Christianity and the Association of Unity Churches.

B.  We look to the indwelling Christ for inspiration, to guide, govern and prosper.

C.  We will, to the best of our understanding and ability, bring the freeing truth to humankind. This we will do in a spiritually dignified way, being guided by divine wisdom and good judgment.

D.  We believe in the power of prayer; and we are convinced that as Jesus said, "All things are possible to him who believes." And we will seek to deepen our prayer life and prayer experiences, for only as we drink from the fountain of truth ourselves, can we offer the cup of truth to others.

E.  We consecrate ourselves to God, and in so doing surrender any selfish desires and personal ambition so that the will of God may be expressed through this ministry in service to humankind.

II.  RELATING TO THE PEOPLE WE SERVE

A.  We believe that all people are created with sacred worth. Therefore, we recognize the importance of serving all people within the Unity family in spiritually and emotionally caring ways.

B.  We shall work together for the highest good of the ministry, blessed with the privilege of providing activities that assist humankind in becoming aware of its divinity.

C.  We accept the obligation to maintain integrity, and confidentiality when called for, while maintaining open and timely communication, as we work toward the highest good of the ministry and in alignment with the Unity Movement.

D.  We are committed to the well-being of our organization and seek appropriate services, counsel and expertise to further our mission and purpose as a member of the Association.

III.  RELATING TO OUR MINISTER

A.  We support and encourage the abilities of the Minister(s), assuring that the Minister's (s') needs for spiritual, emotional, and financial support are fully met. It is essential that the ministry and the Minister(s) function as a team, holding a common vision of the highest good of the ministry.

B. We recognize and honor that the Minister(s) is/are the spiritual leader(s) of the ministry as the professionally trained and qualified administrative head.

IV.  RELATING TO OUR ASSOCIATION OF UNITY CHURCHES

A.  We adopt and abide by the recommended bylaws and policies of the Association of Unity Churches.

B.  We will, to the best of our ability, work in harmony with the Association in fulfilling its values, mission, vision and goals.

C.  We will keep in mind that the welfare of the congregation is paramount. In the event of a dispute and/or circumstances adversely affecting the well-being of the ministry, we will seek the assistance of the Association of Unity Churches.

V.  OTHER CHURCHES

A.  We shall respect the work both public and private of other ministries.

B.  We shall not infringe upon or interfere in the work of another ministry.

VI. PLEDGE
We sincerely devote ourselves to living in accord with this Code in letter and in spirit, and to seeing it made manifest in all others, thus bringing to ourselves only associations and conditions that harmonize with this Code. We recognize our Association of Unity Churches and this Code of Ethics as a framework in which we agree to function. We recognize that such an agreement is necessary for our mutual and individual effectiveness. If we find ourselves contemplating, or actually functioning outside of this framework, we agree to seek the kind of help described in Section II (D). Failure to seek such help will mean that, by our choice, we are functioning outside of the framework of this Code and consequently placing ourselves outside of the Association of Unity Churches.

__________________________________________________

Board of Trustees (Name of Church)

__________________________________________________

Date

_________________________________________________

Chairperson of the Board of Trustees

__________________________________________________

President and CEO of the Association of Unity Churches.


MINISTER'S


EMPLOYMENT

MINISTRY EMPLOYMENT POLICIES XE "MINISTRY EMPLOYMENT POLICIES" 

Association of Unity Churches


P.O. Box 610


Lee's Summit, Missouri 64063


(816) 524-7414

One of the major services of our Association of Unity Churches is to assist its ministers and ministries as a clearinghouse in the orderly succession of leadership. Over the years, policies have been developed which have proven effective. The purpose of this published information is to acquaint all concerned with these policies, that they may aid in facilitating an orderly change of leadership. Many steps are involved in the ministry employment procedure, and they normally take place in the following manner:

1. A call is placed to the Association's Vice President of Ministry Employment Services by the Minister who is leaving or the President of the Board, indicating that an opening has occurred.

2. At this time, the caller is invited to prepare a short paragraph (150-200 words) giving      general facts about the ministry, including such information as average attendance, size of Sunday school, seating facilities, number of employees in addition to the Minister, whether or not the building is owned, and any other relevant facts. This information will be used to announce the opening in the next Minister's Letter.

3. The Minister's Letter is issued every other month and sent to all Ministers and open        ministries. The Minister's Letter will notify Ministers that a vacancy has occurred, and advise the Board of the manner in which its opening is presented. If the Board members prefer to have the listing changed, they can then direct either the Board President or Secretary to notify the Association office.

4. A Ministry Employment Packet for ministries, which includes a church vacancy form, is sent to each ministry seeking a new Minister. This form should be completed and returned as soon as possible, with a copy of the Bylaws and the most recent financial statement. We will then list the ministry as open in our Minister's Letter. Such information will give a clear picture of the ministry, and provide accurate background to those Ministers who express an interest in applying for this opening. Resumes will not be sent until the completed Church Vacancy Information has been received in the Association office.

5.  The Association’s employment process is equal opportunity. Also, on receipt of the Minister’s Letter various ministers in the field may request additional information from our office and express an interest in the opening. Association policy states that all open church Boards’ work through this approved ministry employment process. Bypassing this office could result in employing a minister not in good standing. Minister, too, are required to work through the Association Ministry Employment Services office. Bypassing the approved ministry employment process could result in the minister being listed as “not in good standing” status.

6.  If a minister indicates that he/she would like to make formal application for an available ministry, he/she will be sent the Ministry Employment Packet for ministers. Ministers will prepare an updated resume and a signed Release of Information Authorization Form and forward it to the Association office. The Association staff will send the minister’s resumes to open ministries as requested by the minister. Any minister eligible for employment may apply through the Ministry Employment office.

7.  The Board of Trustees may appoint a Search Committee of six to eight persons, depending on the size of the congregation. Nominees may be accepted from the congregation. Various groups within the church may be represented. One or two members of the Board may serve on the Search Committee. The Search Committee makes recommendations only to the Board. The Board makes the actual selection of the new minister.

8.  The Board of Trustees or Search Committee of the open ministry will review the resumes and applications and select three or four (maximum) for further consideration. Often telephone interviews are scheduled which help to narrow the number invited to visit. Much can be learned from a one-on-one telephone conversation. The process should be handled as rapidly as possible for the best interests of both the candidates and the open ministry. Usually the candidates will be invited to speak on successive Sunday’s beginning on the earliest convenient date. The minister and the Board are responsible for working out a mutually agreeable decision on who is responsible for handling the cost of a non-refundable ticket should the tryout visit be cancelled. The cost of transportation and accommodations for ministerial candidates to visit is the ministry’s financial responsibility. While a love offering is not required, it is greatly appreciated by the ministerial candidate.

9.  As soon as the list of prospective candidates has been selected, the Board of Search Committee will call the candidates to work out a mutually agreeable time for the visit and also advise the Association’s Vice President of Ministry Employment Services of its choices. It is very important to inform the Ministry Employment office of the candidates so that accurate information can be shred when other ministers inquire about the opening.

10.  After the candidates have been heard and the prayer work has been done by all concerned, a decision is made by the Board. When agreement is reached on the succession of leadership, the board is encouraged to submit a letter of confirmation containing the details of the agreement as understood by its members to the new minister, and to the Association office.

11.  The Board of Trustees will notify all other candidates of the choice that has been made.

12.  The next Minister’s Letter will indicate the confirmed employment.

13.  The ministry will accept the responsibility for the cost of moving its new minister, his/her family, and household goods to the new location, including reimbursement of minister’s gas mileage and expenses for trips to the new location. Should the minister choose to leave a ministry before two full years of service, it is the minister’s responsibility to reimburse the ministry a percentage based on his/her length of service.

Revised: 01/04

 
 
   
MINISTER'S CONTRACT XE "MINISTER'S CONTRACT"  CONSIDERATIONS

These are examples of possible contract provisions for an agreement between a Minister and a Ministry. This document should not be considered to be a fill-in-the-blank form contract, but rather should be used as a tool to facilitate discussion between the Minister and the Board of Trustees regarding each area.

It should always be remembered that each Board/Minister relationship is unique and one form will not govern the many different Board/Minister relationships that exist. It also must be remembered that the principles and Truth taught by Jesus should be foremost in the minds of the Minister and Board in all their dealings with one another.

AGREEMENT effective ______________,  by and between _________________________, a non-profit corporation, organized and existing under the laws of the state of ____________________________, hereinafter referred to as the "CHURCH" and _____________________________, a licensed/ordained Unity Minister, hereinafter referred to as the "MINISTER."

Whereas this CHURCH desired to employ MINISTER to devote full time to activities of the CHURCH, and MINISTER desire to be so employed.

THE PARTIES agree as follows:

1.
Employment.  CHURCH agrees to employ MINISTER, and MINISTER agrees to be employed in the capacity of Minister of  ____________________________,  for a term of _____ year[s] effective [date] _____________ and terminating [date] __________. In such capacity and during such term MINISTER shall act as the spiritual and administrative director of _____________________.

2. 
Time and Efforts.  MINISTER shall devote the time necessary to discharge the duties as Minister  
of CHURCH.

3.  
Minister’s Duties. MINISTER shall discharge his/her duties in conformity with the Bylaws of      ____________________, dated  _________________, which are incorporated herein by reference.

4. 
Compensation. 


(1.)
Salary

[a]  
Commencing with the effective date of this Agreement, the CHURCH agrees to pay to the MINISTER, the sum of $____________________ per month as compensation for services. This salary will be reviewed on an annual basis, coinciding with the anniversary date of this agreement. Noting in this paragraph shall be construed as preventing salary reviews on more frequent basis as may be merited.

[b] 
If the parsonage is owned by the church, then the CHURCH agrees to provide the residence located at _______________, for the sole and exclusive use of the MINISTER and his/her family as part of the salary package. All costs, including, but not limited to taxes, leases or fair rental fees, mortgage payments, maintenance expenses, repairs, utility charges, and basic monthly charges for local telephone services, shall be paid by the CHURCH.

If the parsonage is NOT owned by the church, then the CHURCH agrees to provide the sum of $___________ per month as manse allowance to the MINISTER as part of the salary package. This manse allowance generally reflects the actual costs, and includes fair rental value [or mortgage payment and down payment], lawn care, indoor and outdoor maintenance and/or decorating, all utilities, basic local telephone, home furnishings, etc. This manse allowance is excluded from taxable income to MINISTER per IRS SEC 107.

[c]
Fee or love offerings are paid to the Minister from weddings, memorials, counseling, etc.

[d]
Classes or Seminars. When the Minister conducts classes or seminars, Minister shall receive as compensation one of the following: [a] one-half [1/2] of the total income received for the class or seminar, or [b] any amount of income remaining after all expenses for the class or seminar have been deducted.


An exception to the amount of compensation received by the Minister for classes taught, would be in teaching the 4T Program or any class for which tithing is required. Compensation received by the Minister for the 4T Program should be negotiated prior to the class being taught.

[e]
Compensation in Outreach Work. After all expenses of the Outreach Work have been paid, [depending on driving distance, etc. might include some expenses of the Minister] the Minister who teaches the outreach activity[ies], will receive one-half [1/2] of the love offering.


(2.)
Fringe Benefits

[a]
CHURCH agrees to provide MINISTER with a pension fund [retirement plan] with a sum of $________ per month, or ____% of the Minister’s salary [total of the above 4. (1.) (a) and (b).] [Optional if Minister wishes to contribute also to pension fund. Minister’s contribution $_____ per month, or ___% of their salary.] Total combined contribution by CHURCH and MINISTER shall not exceed basic salary minus manse allowance. 


[Note: If minister participates in the Association’s plan, manse allowance can be declared after retirement. Manse cannot be declared from any other program.]

[b]
CHURCH may agree to provide MINISTER with Social Security reimbursement. A total of $_______ per year. All Ministers pay self-employment social security tax of 15.3% on the total salary [before excluding manse allowance]. The only exception is for some Ministers who qualify, file, and are approved for social security exemption. Churches often provide an allowance to assist the Minister in paying a portion or all of the social security tax.

[c]
CHURCH agrees to provide MINISTER with an insurance premium with total sum of $____________ per month, which may include health, disability, group term life, dental, etc. [Note: If Minister were covered under an insurance plan other full-time employees would also be eligible for coverage.]

5.
 
Time.



[a]
Vacation.  MINISTER shall be entitled to ______ weeks paid vacation during each year.

[b]  
 Sick Time.  MINISTER shall be entitled to ____ weeks paid sick time during each year.

[c]  
 Days Off.  MINISTER shall have two [2] regular days off per week.

[d] 
 Holidays.  The MINISTER shall be entitled to seven [7] paid holidays per year.

[e] 
Spiritual Renewal.  The MINISTER  requires as part of his/her ministerial duties, time for

spiritual renewal. This time shall not be considered as time off.

[f]
Annual and Regional Conferences.  Minister shall be entitled to attend the Annual

Conference of the Association of Unity Churches, and of the Region which are held each year and the CHURCH shall pay expenses incurred in attending such conferences including travel, meals, lodging, and fees. Time spent traveling to, from, and attending the Annual Conference shall not be considered vacation time.

[g]
Minister’s Service.  CHURCH recognizes obligation of MINISTER to tithe of his/her time to the Unity Movement and to the community and agrees to pay all expenses incurred in rendering such service. Time spent in such service shall not be considered to be vacation time.

[h]
Sabbatical Leave.  At the completion of seven [7] years as MINISTER of this CHURCH, the 

MINISTER is eligible for sabbatical leave at the discretion of the Board. Such leave shall be for the purpose of personal study and enrichment in further strengthening his/her ministerial qualifications, and shall be with full pay. The sabbatical leave shall normally be for a six-month period, through this may be adjusted slightly at the Board's discretion. The specific timing of the leave shall be determined on a mutually acceptable basis between the Board and the Minister.

6. 
Professional Expenses Reimbursement. The CHURCH will give allowance/reimbursement to MINISTER for all reasonable and necessary expenses incurred by him/her in carrying out his/her duties under this Agreement. MINISTER shall present an itemized account of such expenses.


The professional expense reimbursement/allowance will include:

[a]
Automobile.  Up to a total of $______ per year. [Minister can elect to deduct own auto expenses for tax purposes.] 


[b]
Book/Subscription/Tapes: Up to a total of $________ per year.


[c] 
Continuing Education: Up to a total of $________ per year.


[d]
National Convention/Regional Conferences: [See 5. [f].]


[e]
Church Related Entertainment: Up to a total of $_________ per year.


[f]
Others: _____________ Up to a total of $________ per year.

7.  
Termination by Either Party.  This contract Agreement may be terminated by either party by following the prevailing state and federal laws and following the steps outlined in [a] and [b] below:


[a]  
By a two-thirds [2/3] majority vote of  the Board of Trustees or active church membership:

[1]
The President and CEO of the Association of Unity Churches is to be informed of the church’s intent prior to taking any action steps to terminate the minister’s employment.

[2]  
Termination by the Board of Trustees or active church membership shall include thirty [30] day’s standard pay, plus one [1] weeks pay for each year employed, and the continuation of health benefits coverage for ninety [90] days in the severance package.

[3]
Severance pay is typically a minimum of one [1] month plus one [1] week additional for each year served with thirty [30] days written notice.

[b] 
By the Minister:

[1]  
Thirty (30) days minimum written notice to the Board of Trustees and President and CEO of the Association of Unity Churches.

[2] 
MINISTER receives all vacation pay.

[3]  
Cooperates fully in the employment process of the future MINISTER per Association Code of Ethics.

8.   
Grievance and Dispute Resolution.



[a]  
Should any grievance or dispute arise between MINISTER and the CHURCH as to the meaning, interpretation, or application of the provisions of this Agreement, the parties shall meet in a good  faith effort to resolve the grievance or dispute.


[b]  
If the grievance [or dispute] cannot be resolved as outlined in item [a], the grieving party may reduce the grievance to writing and present it to the other party. The served party shall respond, in writing, within fifteen [15] calendar days of receipt of the grievance.


[c]  
If the grievance [or dispute] cannot be resolved through the above procedure[s] as outlined in item [a] or [b], then either party may within fifteen [15] calendar days following receipt of the written response to the grievance, refer the matter to arbitration.


[d]  
The party desiring to arbitrate the grievance [or dispute] shall request the American Arbitration Association [or similar local organization providing arbitration services] to provide an arbitrator, qualified to consider and decide the issue, who can hear the matter within thirty [30] days and render a decision within thirty [30] days following the hearing.


[e]  
Expenses for the arbitrator’s services and the services of the American Arbitration Association shall be borne equally by both parties, except where the dispute specifically involves the termination of this Agreement [at any time other than its expiration date] though the resignation or discharge of the MINISTER. In the latter case all expensed for the arbitration will be borne by the losing party [as determined by the arbitrator.]


[f]  
The decision of the arbitrator will be final and binding on both parties.

  
[g]  
The arbitrator shall have no power to add to, subtract from, modify, or alter in any way the                  provisions and terms of this Agreement.

  
[h] 
Copies of all correspondence relating to the grievance [or dispute] and its final outcome will be sent to the Association of Unity Churches.

9.   
General Provisions.

[a]  
Notices.  All notices required or permitted to be given under this Agreement, shall be given by certified mail, return receipt requested, to the parties at the following addresses or at such other addresses as either may designate the writing to the other party:

· Minister's Name and Current Address

· Ministry Name and Current Address

[b]  
Governing Law.  This Agreement shall be construed and enforced in accordance with the  laws of the State of ____________________. The parties shall at all times endeavor to conduct themselves in accordance with the teachings of Jesus Christ and those teachings shall guide their relationship.

[c]  
Automatic Renewal.  This contract shall be automatically renewed and extended from 

year to year, unless intent not to renew is given sixty [60] days prior to the end of the Agreement.

[d]  
Entire Agreement.  This Agreement constitutes the entire understanding and Agreement between the CHURCH and MINISTER with regard to all matters herein.

10.   
Savings Clause. Should any part or provision of this Agreement be rendered or declared invalid by reason of any existing or any subsequently enacted legislation or by decree of a court of competent jurisdiction, such invalidation of such part or portion of this Agreement shall not invalidate the remaining portions hereof, and they shall remain in full force and effect.

        Executed at _________________________, State on this ______________ day of ______________

        CHURCH    _______________________________________________________

         [Type name of church.]

By:  _____________________________________________________________

                                                              [signature]

[Type name and designation of persons signing. All officers of the church should sign, i.e., President,

Secretary, Treasurer.]

MINISTER: ______________________________________________________

                                                                [signature]

          [Type name of Minister.)

ADDENDUM

Definition of Terms:

A Unity Ministry:

A member ministry in the Association of Unity Churches recognized by the Association to be in good standing, with a duly ordained or licensed Unity Minister as its spiritual leader (for additional criteria, contact the Association of Unity Churches office).

Senior Minister:

A Unity Minister duly ordained or licensed and determined to be in good standing by the Association of Unity Churches (or Unity prior to July 1, 
1966), who assumes the spiritual and administrative leadership role in a member ministry in good standing. This leader works in conjunction with the Board of Trustees of the member ministry, and is to oversee the teaching, preaching (lesson), worship services, healing, counseling, prayer, administrative, and fellowship activities of the ministry.

Co-Minister:

In shared partnership ministries, a Unity Minister duly ordained or licensed and determined to be in good standing by the Association of Unity Churches (or Unity prior to July 1, 1966), who equally assumes the spiritual and administrative leadership role with another co-Minister in a member ministry in good standing. These leaders work in conjunction with the Board of Trustees of the member ministry, and oversee the teaching, preaching (lesson), workshop services, healing, counseling, prayer, administrative, and fellowship activities of the ministry.

Associate Minister:

In ministries with more than one Minister, a Unity Minister duly ordained or licensed and determined to be in good standing by the Association of Unity Churches (or Unity prior to July 1, 1966), serving in a member ministry in good standing. The Associate Minister may be equal in ability, but functions with less responsibility than the Senior Minister. The Associate Minister reports to the Senior Minister, who determines the scope of the Associate's responsibilities.

Assistant Minister:

In ministries with more than one Minister, a Unity Minister duly ordained or licensed and determined to be in good standing by the Association of Unity Churches (or Unity prior to July 1, 1966), serving in a member ministry in good standing. The skills and/or experience of the Assistant Minister may be less than those of the Senior Minister. The Assistant may be placed in a specialized service area of the ministry, i.e., pastoral visitation, or administrative support. The skills of the Assistant are, therefore, allowed to develop, for a more comprehensive range of ministry service of the Assistant, and the ministry.

See Association of Unity Churches Yearbook

for the following texts:

**  Recommended Bylaws for a Unity Ministry XE "Recommended Bylaws for a Unity Ministry" 
          **  Association of Unity Churches Bylaws XE "Association of Unity Churches Bylaws" 
**  Board of Trustees - Officers Job Descriptions

[Recommended Bylaws for a Unity Ministry

Article IV, Government, Section 4.07]
For additional resource information

on church Board of Trustees:

**Building With Boards” [#3705]

**”Sacred Ceremonies and Heartfelt Rituals” [CD] [#3707]

[Developed by: Barbara O'Hearne]

Marketing Manual:

**”Growing Your Spiritual Community” [#3706]

[Developed by: Barbara O'Hearne]
[To order any of these manuals contact the

 Order Department at the Association of Unity Churches.]


BOARD
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TRUSTEES


GUIDELINES FOR 


UNITY BOARD EFFECTIVENESS XE "Board of Trustees:Guidelines for Board Effectiveness" 
The elected member of the Board of Trustees of a Unity ministry is, first and last, a Truth student. Having been elected by the congregation to represent their interests is a recognized honor. Feelings of uncertainty about the responsibilities being accepted are natural, and questions of what is expected in this new capacity may arise. Your Association of Unity Churches (Association) sets out, in question-and-answer form, guidelines to assist the orderly conduct of the activities of your Board of Trustees. These guidelines have grown and evolved during years of working together, and we share them with you in a consciousness of love and prayer.


What is the legal authority in a ministry's structure?

From the legal standpoint, a Unity ministry exists as a legal entity by virtue of two legal instruments -- the charter and the bylaws. In most states, the articles of incorporation (or charter) registers the ministry with the state as a religious corporate body. A sample charter form is available through the Association office. Because of differences in state laws, it is advisable to have legal counsel in the preparation and filing of the charter.

Bylaws are the legal instrument by which the ministry functions as an organization. They should be general enough to set forth the overall purpose and functioning of the ministry, while being specific enough to clearly state the rights and responsibilities of the Board of Trustees, Minister and membership. They are subject to amendment by the membership upon proper notice. The development of an adequate set of bylaws is essential to the ongoing operation of the ministry. The Association publishes Recommended Bylaws for a Unity Ministry which is the result of many years of working with ministries whose bylaws worked and those whose bylaws did not. These recommended bylaws are available from the Association office, and are published annually in the Association's Yearbook.
Broadly, your bylaws should establish that the ministry is governed as a representative system. Representation along with checks and balances should exist among the membership, the Board of Trustees, and the Minister. The membership elects the members of the Board of Trustees who, with the Minister, set church policy. The duties and responsibilities of the Board and the Minister are set forth along with the rights of the membership in the bylaws.


What are the primary responsibilities accepted by a Board member? 

The greatest responsibility you have as a Board member is to hold the spiritual trust of the membership. You have been elected by the membership to represent them - to hold in trust their spiritual home.

Legal Responsibilities:
1.  As a membership organization: authority is derived from the membership. If powers have not been           delegated, they are not the Board's to exercise. The ministry's bylaws outline the responsibilities and duties     of the Board. The bylaws have been sanctioned by the affirmative vote of the membership.

2.  Personally, there is little risk to you, provided you are acting within the scope of your responsibilities as      a Board member.

a.  You have the power to act as a group only.

b.  If you question the propriety of an action under discussion, be sure to have your dissent or                              abstention registered in the minutes.

c.  If individuals make agreements on behalf of the church, outside the context of a Board                                meeting, that individual's personal assets could be at risk should a problem arise.

3.  Board members are under obligation to perform their duties in "good faith", to uphold the best interest of      the corporation as a prudent person under similar circumstances and position would do.

4.  Trustees and Officers have a fiduciary relationship with the members that requires them to follow the        corporate Charter and Bylaws. 
 

Upon acceptance of a position on the Board of Trustees, every Board member relinquishes certain rights and privileges and accepts certain responsibilities. The Board member relinquishes the right to function as an individual member outside the Board. Acceptance of Board responsibility requires presentation of the Board opinion at all time’s even if the opinion should differ from that of the individual. This responsibility includes the transmission to the membership the opinions and convictions of the whole Board.

In rare instances where a Board member finds irreconcilable differences between personal convictions and Board responsibilities, it is probably better to resign from the Board to preserve the integrity of the Board. The function of the Board is to represent the membership while holding the long-term vision of the ministry. In this context, different viewpoints are encouraged until a consensus is reached and a Board decision is made. Wisdom evolves from the resolution of differing viewpoints. Therefore, it is usually possible to resolve differences for the best interest of all concerned without violating personal convictions.
The Board's Job Description:

Major areas of responsibility:

1.  Set policy.

2.  Hire/support the Minister.

3.  Be an advocate.

4.  Fundraise and financial stewardship.

5.  Monitor and evaluate.

6.  Plan for the future.

1.  Set Policy

A policy is a course of action that the Board has decided it wants the organization to take. The Board establishes policies that outline how the ministry will operate to accomplish its mission. The Minister and staff function within these parameters. The Board, including the Minister, acts as observer, interpreter, and evaluator of how well policy is being carried out and the mission is being accomplished.

2.  Hire/Support a Minister
The Board hires a Minister to be the spiritual leader and to run the day-to-day operation of the ministry. Remember a ministry's main work is to offer a variety of opportunities for spiritual growth. Managing the business aspects of the ministry effectively provides easy access to those opportunities.

-  Volunteer Board members cannot be expected to manage the ministry's day-to-day operation.

      -  Support the Minister by giving him/her the authority to carry out the policies of the Board.

      -  Maintain open, honest, clear communication.

3.  Be an Advocate

    Know your ministry's history.

    Know your ministries mission statement. It tells you what the church is about and provides the framework     within which your work as a Board member is cast.

    Members of the Board are in a unique position to learn what others are saying about the church in the        community, both internal and external, and to take this back to the Minister.

    -  This does not mean every petty complaint; but, how the membership is feeling about the Minister.

    -  Does the membership see itself as part of a growing, vital, forward thinking church? If not, why not?         What would they want to happen to begin seeing it that way? 

    -  As people in the community-at-large, what is the image of the church? What do you want it to be? What         needs to happen for it to become what you want it to be?

    -  Always recognize and give thanks for the good that is already expressing in your ministry as you seek         to improve it.

4.  Fundraise and Financial Stewardship

     If you tithe and establish as a policy that the ministry will tithe, you will experience its benefits. 

     Monitoring the Finances:

     Pay careful attention to the financial plan. You should ask:

     -  Where are projected revenues coming from in the next year?

     -  Where in the budget will the money be spent?

     -  Are expenditures consistent with our mission and vision?

    Ineffective Ways to Monitor Finances:

    -  Don't review a list of bills paid at Board meetings.

    -  Don't delegate the full Board's responsibility to either staff or a Finance Committee for the financial           integrity of your church (even if you attempt this, it remains your responsibility and accountability to         the membership).

    To paraphrase Myrtle Fillmore when Unity faced a financial challenge early on, "It's not a question     of funds, but of faith."

5.  Monitoring and Evaluating  

It is the responsibility of the Minister to watch the details and activities of the ministry on a day-to-day basis. The Board, including the Minister, assesses on an ongoing basis whether activities of the church are in alignment with the ministry's mission and vision.

     Questions to ask include:

      -  Are people's lives changing for the better because they are part of this ministry?

      -  Do people encourage friends to "take a look" at what's happening at your church?

      -  Are enough people involved to do the things that need to get done? (Lots of participation or just a few           who do "everything"?)

      -  Is the Minister carrying out the policies established by the Board? If not, does the Minister have                adequate administrative support? Does the Board have realistic expectations about how much a Minister          can do?

6.  Plan for the Future
     By delegating the day-to-day operation to the Minister, you free yourselves to envision and plan for the      ministry's future. Remember the primary visionier is the Minister. Today's changing society might make      one wonder if planning is an exercise in futility.

     -  If you don't choose the direction, the universe will choose for you.

     -  Failing to plan is planning to fail.

     -  What would you like this ministry to look like in five year; ten years; twenty years?

     -  Consider a Board retreat for a strategic planning session. Hiring a facilitator can enhance the process and          the outcome.

     *  Usually to be effective, planning also involves an organizational assessment, particularly of the skills,          weaknesses, opportunities and threats both internal and external to the organization.

*  It is wise to get a facilitator who is not a member or associated with the church. A member has a vested     interest in the church, and may guide the process, unconsciously, in a biased direction.

FOUR BASICS OF EFFECTIVE BOARD SERVICE XE "Board of Trustees:Basics of Board Service" 
1.
Commitment
a.   Being motivated by the desire to see the ministry grow and develop for the good of all those it                    serves.

b.  Giving your time, experience, skill, and money to advance the ministry's goals.

c.  Supporting your Board team, even when you strongly disagree with a decision.

2.
Teamwork
a.  Understanding that a Board is a team of leaders, not a collection of individuals.

b.  Knowing that only the team can make decisions - the only proper authority Board members                        exercise is through decisions made by the entire Board.

c.  Searching for ways individual goals can mesh with those of other Board members, or perhaps                     developing new goals which all Board members can enthusiastically support.

d.  Focusing on: 

-  The common mission.

-  What's best for all concerned, not special or personal interests.

-  The big picture, not individual issues.

-  Issues presented by teammates, not personalities of teammates.

e.   Building your team:

-  Scheduling an occasional night out together.

-  Giving presentations on team building.

-  Bringing in outside coaches or facilitators.

f.  Working with the Minister as a key member of the Board team.

3.
Willingness to Learn the Job
a.  Recognizing that each Board is different. Service on other Boards will be helpful as you discover                  what's unique about serving your Unity ministry.

b. Participating in a Board orientation program that is separate from a regular Board meeting.

c.  Taking time to listen and learn "the lay of the land."

4.
Observing a High Ethical Standard
a.  The Board is accountable to itself and to the membership for its conduct.

b.  Express the Christ wisdom, love and power as fully and clearly as you can.


(See Appendix A.)          


What is the relationship XE "Board of Trustees:Relationship to Minister"  of the Board members to the Minister?

The Minister is the spiritual leader of the ministry, as well as the professionally trained and qualified administrative head, charged with carrying out its policies. As such the Minister should be a member of the Board and function as an integral part of that team. Neither entity should be regarded as superior. For proper conduct of a ministry, the Minister and Board should become a team, working together for the highest good of the ministry, blessed with the privilege of conducting an activity that assists humankind in becoming aware of its divinity.

The most valuable asset a church has is a good Minister. It becomes the direct responsibility of the Board of Trustees to support and encourage the abilities of the Minister, assuring that the Minister's needs for spiritual, moral, and financial support are fully met. It is equally incumbent on the Minister to be accountable to the Board for the day-to-day functioning and spiritual direction of the ministry. These reciprocal responsibilities make it essential that the Board and Minister function as a team, holding a common vision of the highest good of the ministry.


(See Appendix B.)

What is the relationship between a Board member and the congregation XE "Board of Trustees:Relationship to congregation" ?

Experience has proven that it is wise for the content of Board meetings to be kept confidential. This builds a level of trust that allows for "thinking out loud," discussing varied ideas and viewpoints, and developing a consensus decision. It is also wise to gather input from the membership. This may be done through questionnaires, requests for feedback, and perhaps most effectively by having Board members and the Minister make themselves known and available to the membership to hear its concerns and opinions.

Once the decision has been made, it should be communicated to the membership from the entire Board, rather than from an individual member or members. This provides mutual support for one another, frees individual Board members of concerns of expressing controversial views or "dumb ideas," while keeping the membership informed of the Board's action. Board members have accepted the obligation to work toward the highest good of the ministry, on behalf of the congregation. In general, people attend ministries to be spiritually fed. They are interested in knowing that their spiritual needs will be met, that the ministry is well run, and they have a stake in its future. They want to be kept informed and are willing to be enrolled in the vision, provided their needs are met.

What is the relationship between a Board member and members of the ministry staff? XE "Board of Trustees:Relationship to ministry staff" 
It is the responsibility of the Board of Trustees to approve new positions and establish and/or approve salary ranges. The selection of the individual to fulfill a position as well as the day-to-day supervision of staff members is the responsibility of the Minister. This establishes the Minister as the supervisor to whom staff members report, and eliminates confusion on the part of the staff members.

It is, therefore, appropriate for the Minister or an employed business manager to instruct employees concerning their duties. If a Board member has questions or concerns about the way a paid employee is performing, this should be discussed with the Minister. If an employee needs corrective action or counseling, the Minister is responsible for managing the situation appropriately.


(See Appendix C.)

What is the relationship between the Board of Trustees and the Association XE "Association" ?

Although the Minister is the official, legal representative of the member church to the Association, the entire Board is an important part of the organizational structure of the Association. It serves as the voice of the congregation, and is the source of much of the strength and power of our movement as a whole. Should a conflict arise that adversely affects the ministry, particularly between the Board and Minister, it is the responsibility of both the Board and Minister to contact the Association for assistance in managing the conflict. The Association has trained Ministers who, as neutral third parties, can help identify issues and points of disagreement, and make recommendations for resolution.

While no dues are levied for member ministries, the Board is strongly encouraged to accept both the privilege and responsibility of offering tithe support, spiritually and financially, on a sustained basis to the Association of Unity Churches.

Who should attend and have a voice in Board meetings?

Legally, only duly elected members of the Board may be heard in the vote. The Board has the right and responsibility to determine who should attend, except where specific stipulations are set out in the bylaws. The Minister should be a voting member of the Board, and notified of all meetings. He/she should have the right to attend all meetings, except those having to do with his or her own employment. Where stated that the Minister is an ex-officio member of the Board, Robert's Rules defines that as a voting position.


GENERAL BOARD POLICIES XE "Board of Trustees:Board Policies" 
Board of Trustees:
All members of the Board of Trustees will receive and be guided by the following:

-  Bylaws of Unity of ______________

-  Twelve months previous Board Minutes

-  Policy Manual

-  Guidelines for Unity Board Effectiveness (Association of Unity Churches)

-  Rulings, applicable to the this ministry, of the ___________ State Department of Revenue 

The following items are given to prospective Board nominees:

-  Bylaws of Unity of ______________

-  Guidelines for Unity Board Effectiveness (Association of Unity Churches) 

The Board of Trustees will carry Comprehensive Liability Coverage Insurance for members of the Board. 

Licensed Unity Teachers will not serve as members on the Board of Trustees.
Minutes of Board Meetings XE "Minutes of Board Meetings" :

Minute Book of the Board of Trustees will be kept on file in the ministry office. Church members may review Board minutes by asking the Minister. The Board may want to consider posting minutes of the most recent Board meeting on a bulletin board.

Records:
Access to financial records pertaining to contributions will be limited to the Minister, Treasurer, and/or other designee. The combination to the safe will be given to the Minister and Treasurer, or other designee.

Access to Personal Information XE "Access to Personal Information"  of Members:
Neither the membership list nor the mailing list is ever sold or otherwise provided to unauthorized persons and/or organizations. Those authorized to use this list are Minister, Board of Trustees, and designated Committee Chairpersons.

Solicitation XE "Solicitation" :
No solicitation or fundraising drive is introduced or supported which directly benefits an individual member of the ministry. No materials are distributed, or outside fundraising projects permitted, without the approval of the Minister. Requests for approval must be made in writing.


THE BOARD PRESIDENT'S  ROLE
1.
Runs a Smooth, Orderly Meeting
-   Works with the Minister in planning the meeting agenda.

-   Starts and ends on time.

-   Assures the limitation of discussion to agenda topics.

-   Brings discussion back on track when it strays.

-   Assigns work as needed.

-   Assures everyone has the opportunity to speak.

-   Builds consensus when disagreements arise.

2.
Manages Non-Board Members at Meetings
-   Acknowledges visitors.

-   Recognizes and monitors speakers.

-   Determines if concerns need to be addressed by the Board or the Minister.

3.
Monitors the Performance of Board Members
-   Acts in the best interest of the Board and organization by disciplining Board members

who don't attend meetings, meddle in management or otherwise fail to fulfill their duties.

4.
Works Closely with the Minister
-   Plans agenda together with the Minister.

-   Becomes a natural conduit for requests from Board members to add items to the agenda.
-   Keeps a finger on the pulse of Board peers and seeks input.

COMMITTEE CONSIDERATIONS

Committee Policy: XE "Committee Policy\:" 
The following apply to terms of Committee Chairpersons and members:

-  Chairpersons, whenever possible, are selected from current committee members and are appointed by the     President of the Board.

-  Individuals (except Board members and staff) are allowed to serve a maximum of three (3) years                consecutively with the possibility of appointment of an additional three-year term. Members serve a          maximum of two (2) consecutive three-year terms on the same committee without an interval of one-year     between terms. A person may begin service on a different committee without a one-year break.

-  Board members are responsible for reporting to the Chairpersons of their respective committees any actions    of the Board that affect their committee. Reporting should be done within two (2) days of the Board action.

-  Board Representatives to committees report Board decisions on committee recommendations at committee     meetings. The Minister advises staff.

JOB DESCRIPTION

Office:


Chairperson XE "Job Description:Committee Chairperson" , Committee

Term:


One year as Chair

Accountable to:
President of the Board 

A.
Duties and Responsibilities:
 

1.  Plan and conduct committee meetings.

2.  Assure that the affairs of the committee are conducted in a manner that will fulfill

     the commission and responsibilities as outlined for the committee.

3.  Report to the Board of Trustees the progress and problems related to the committee's work                         including recommendations for new and updated policies.

4. Maintain working relationships with other Committee Chairpersons and Board members.

5.  Consult with the President of the Board and/or Minister on organizational matters pertaining to the                  committee. 

6.  Monitor work of committee to insure that goals and objectives are achieved.

7.  Appoint chairs of sub-committees.

8.  Monitor work of sub-committees to ensure that the goals and objectives are completed. 

9.  Research cost factors needed to implement recommendations. Plan committee finances for the next                  fiscal year and submit to the Board President.


JOB DESCRIPTION
Office:


Committee Member

Term:


One year as Committee Member XE "Job Description:Committee Member" 
Accountable to:
Committee Chairperson

A.
Duties and Responsibilities:

1.  Attend all committee meetings.

2.  Assist in assuring the affairs of the committee are conducted in a manner that will fulfill the                       commission and responsibilities as outlined.

3.  Maintain working relationship with other committee members and Committee Chairperson.

4.  Assist the Chairperson in the monitoring of work to insure that goals and objectives are achieved.

5.  Assist Chairperson in researching cost factors needed to implement recommendations.

6.  Assist Chairperson in submitting a financial plan for the committee in the next fiscal year.

NOMINATING COMMITTEE XE "NOMINATING COMMITTEE" 
General Commission:

A Nominating Committee is formed at least three (3) months prior to the Annual Membership Meeting, and initiates a search for at least two (2) qualified candidates for the Board of Trustees. The committee consists of the Minister and three (3) members.

Appointments and Composition:

The selection process for the Nominating Committee is:

1.  At the Annual Membership Meeting, the membership elects one of its members, and his/her alternate, to      serve on the Nominating Committee for the next year's election.

2.  The Board elects one of its Trustees.

3.  Together with the Minister, the above two (2) committee members select a third committee member from      the membership who becomes Chairperson of the Nominating Committee. In the event of unavailability      to serve of the persons so elected, the Board selects a person from the membership to fill the vacancy, other      than a current Board member.

Responsibilities:

1.  Study the composition of the Board, having in mind optimum breadth of talents, skills, and capacities to      assume all aspects of the ministry's success.

2.  Nominate for Board service such candidates as have a real contribution to make to the success of the         ministry (based on written criteria to fulfill needs of the organization).

3.  Poll the Board annually as to the areas of committee service for which each is best fitted.

4.  Review annually the procedures for Board recruitment.

5.  Send to prospective nominees a "canvass letter" and a "skills and needs assessment" form.

6.  Submit a report to the membership addressing nominating procedures.

7.  Follow policies set by the ministry's Bylaws regarding nominating procedures.


EXAMPLE

OF


REPORT OF NOMINATING COMMITTEE

Report of Nominating Committee:

Madam/Mister President and Friends in the Membership:

In  _________(date), Jane Doe, who was elected to the Nominating Committee last (month), the Minister and John Hancock, representing the Board of Trustees, met and selected me, Mary Smith, as the fourth committee person and to serve as Chairperson.

At our first meeting the four of us drew together an assessment of the strengths of the current Board of Trustees. We then evaluated the strengths the Board will lose with the retirement of Sally Sand and John Jones. We further attempted to assess the specific skills and fields of expertise that will be vital to our Unity ministry over the next few years. We then drew together a profile of preferred skills and experience of prospective nominees.

Before introducing our slate of nominees, I need to emphasize that we are making every effort possible this year, more than ever before, to select people with the skills and expertise vital to our ministry in the coming years. It is essential to the health and growth of our ministry that we base our choices on qualifications rather than popularity.

We want to thank our nominees for their willingness to offer their time and talents, their wisdom and their love to our ministry. We bless and appreciate you. 

EXAMPLE

OF A

CANVASS LETTER XE "CANVASS LETTER" 

(For prospective Board of Trustee candidates. Letter should be on ministry letterhead.)

Date: ____________________

I need your help to do some preliminary work on a skills search. Your name has been suggested for membership on our Unity growth team.

The following is a list of skills which we think are going to be helpful to our congregation as we grow. You can help us by indicating (checking) those areas in which you have interest, skills, and/or experience, either professionally or organizationally:

Area





Interest
Skills

Experience
Financial Planning



_______
______
________

Conflict Resolution



_______
______
________

Fund Raising




_______
______
________

Problem Solving



_______
______
________

Public Relations / Marketing

_______
______
________

Building Repair



_______
______
________

Human Resources / Volunteer

_______
______
________

Program Development


_______
______
________

Growth Planning



_______
______
________

Management / Administrative

_______
______
________

Community Relations


_______
______
________

Legal Counsel



_______
______
________

Please return in the enclosed stamped envelope to Unity of ______________ by (date).

Thank you for your loving help,

 





Jane Doe

President, Board of Trustees


NOMINATING COMMITTEE'S


SKILLS AND NEEDS ASSESSMENT
(Handout to members of the congregation as they enter the Annual Membership Meeting.)



The following is a list of skills which we think are going to be helpful to our congregation as we grow. You can help us if you wish to nominate someone from the floor, by being prepared to speak to those areas in which your nominee has interest, skills, and/or experience, either professionally or organizationally:

Area





Interest
Skills

Experience

Financial Planning



_______
______
________

Conflict Resolution



_______
______
________

Fund Raising




_______
______
________

Problem Solving



_______
______
________

Public Relations / Marketing

_______
______
________

Building Repair



_______
______
________

Human Relations / Volunteer

_______
______
________

Program Development


_______
______
________

Growth Planning



_______
______
________

Management / Administrative

_______
______
________

Community Relations


_______
______
________
Legal Counsel



_______
______
________
Thank you for your loving help,

Nominating Committee

Jane Doe      (Representing Board of Trustees)

Janet Jones
(Nominating Committee Person)

Minister

John Hancock (Chairperson)


FINANCE COMMITTEE XE "FINANCE COMMITTEE" 
General Commission:  

The Finance Committee is commissioned by and responsible to the Board of Trustees to assume primary responsibility in matters concerning the ministry's finances. It operates in ways intended to fulfill the ministry's mission and maintain quality programs and services. This committee functions subject to, and in conformity with, established policies as approved by the Minister and the Board of Trustees. 
Appointments and Composition:  
The Treasurer of the Board, or his/her delegate serves as Chairperson of the Finance Committee, and appoints members of the ministry to serve on an annual basis. Additional members may be appointed from the Board of Trustees as needed, according to particular ability.

Responsibilities:

 1.  Maintain and supervise endowment and investment portfolios and makes recommendations on                    investments of funds.

 2.  Participate and coordinate the preparation of the Financial Plan.

3. Review monthly financial reports received from the Minister and reports to the Board of Trustees.            (Understandable financial statements provided to Board at monthly meeting.)

 4.  Control current financial operations within the limits of total approved Financial Plan.

 5.  At the beginning of each calendar quarter, prepare and present to the Board a financial projection for the       current year and make appropriate recommendations concerning necessary actions to achieve a balanced       Financial Plan.  

 6.  Submit financial plan guidelines and recommendations to the Board.

 7.  Prepare all forms, procedures, and processes required for the Financial Plan.

 8.  Work with other committees in data preparation.

 9.  Consolidate all budgets into one overall financial plan for presentation to the Board.

10. Review and make recommendations on salaries, raises, pensions, benefits, and compensation plans as        applied to the Financial Plan.   

11. Annually submit financial goals, objectives, action steps, resources required, and implementation results       as part of the financial planning process.

12. Annually review for accuracy the three-year Planning Summary developed for the direction of the             ministry.

13. Evaluate the implementation of goals and objectives.

14. Submit deletions, additions, or modifications of approved goals and objectives as appropriate.


SAMPLE


INCOME AND EXPENSE STATEMENT XE "INCOME AND EXPENSE STATEMENT" 
DATE:


INCOME
Interest Income



$_________________

Space Rental Fees



$_________________

Other





$_________________

Total Earned Income
$__________________

Bequests




$_________________

Contributions



$_________________

Offerings




$_________________

Total Contributions and Offerings


$__________________

TOTAL INCOME




$_________________

********************************************************************************


EXPENSES
Salaries




$__________________

Travel





$__________________

Property




$__________________

Utilities




$__________________

General and Administrative

$__________________

TOTAL EXPENSES

$____________________

EXCESS OF EXPENSES



$_________________

(Over and/or Under Income)

BUDGET WORKSHEET XE "BUDGET WORKSHEET"  FOR PERSONNEL EXPENSES

Use this worksheet to develop a rough draft of your personnel budget. The worksheet can be a useful tool throughout the fiscal year because it outlines not only the total amount needed for each item but also outlines in detail how totals are computed, and provides a basis for the development of a monthly cash flow chart. Project anticipated expenses for one (1) fiscal year for each of these items.


PERSONNEL SALARIES

1.  Minister




$_______________________

2.  Associate Minister


$_______________________

3.





$_______________________

4.





$_______________________

5.





$_______________________

6.





$_______________________

TOTAL SALARIES

$____________________

********************************************************************************


EMPLOYEE BENEFITS

State Unemployment Insurance

( ____% on first $______ / employee)
$_______________________

Worker's Compensation


$_______________________

FICA / Social Security (or self-employment

tax for ordained Ministers)

( ____% on first $______ / employee)
$_______________________

Health Insurance & Life Insurance

(average of $____ per month/employee)
$_______________________

403 (b)       

(average of $____ per month/employee)
$_______________________

Staff Development and Training

( ___% of employees' salaries)

$_______________________

TOTAL BENEFITS



$_________________

TOTAL PERSONNEL


$_________________
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Appendix A


TEN COMMITMENTS FOR BOARD SERVICE

1.
I am committed to my own spiritual transformation.

2.
I am committed to the principle and practice of tithing to God.

3.
I am committed to making participation in Board activities a high priority during my term.

4.
I am committed to attending scheduled Board meetings on time, prepared, and enthusiastic.

5.
I am committed to expressing my full thoughts and feelings and listening to my Board colleagues in             our meetings.

6.
I am committed to testing my words, and have them tested by my colleagues, for consistency with             Unity principles.

7.
I am committed to expanding my conscious expression of Unity principles through class work,                  reading, discussion and prayer.

8.
I am committed to fully supporting Board decisions in my contacts with participants in our ministry.

9.
I am committed to identifying and developing talented new participants for Board and Committee              work.

10.
I am committed to being accountable, and to asking Board colleagues, paid staff, and volunteers to             be accountable, for commitments and assignments.


Appendix A


TRUSTEE CODE OF ETHICS XE "Code of Ethics:Board of Trustees" 
As a member of the Board Team. I will:

1.  Listen carefully to my teammates.

2.  Respect the opinions of my Minister and fellow Board members.

3.  Respect and support the majority decisions of the Board.

4.  Recognize that all authority is vested in the full Board, only when it meets in legal session. Keep well informed on developments relevant to issues that may come before the Board. Bring to the attention of the Board any issues that I believe will have an adverse effect on the Ministry or those to whom we minister. Refer complaints to the proper level on the chain of command.

5.  Recognize that my job is to ensure that the Ministry is well managed, not to manage the Ministry.

6.  Represent all those whom this Ministry serves and not a particular area or interest group. Consider myself      a "trustee" of the Ministry and do my best to ensure that it is well maintained, financially secure, growing,      and always operating in the best interests of those we serve. Always work to learn how to do my job better.

7.  Declare conflicts of interest between my personal life and my position on the Board, and abstain from       voting when appropriate.

As a member of the Board, I will not:

1.  Criticize the Minister, fellow Board members or their opinions, in or out of the Boardroom.

2.  Discuss the confidential proceedings of the Board outside the Boardroom.

3.  Promise how I will vote on any issue before the meetings.

4.  Use the Ministry for personal advantage or that of my friends or relatives; or use my position

     to impose my will on others.

5.  Interfere with the duties of the Minister of undermine the Minister's authority with staff members.

____________________________________________________________

Signature of Board Member


Appendix A


CONFLICT OF INTEREST XE "CONFLICT OF INTEREST" 
Gifts, Gratuities:
Trustees are not to accept gifts, gratuities, free tips, personal property of any item of value from

an outside person or organization as an inducement to do business or provide services.

Outside Business or Professional Interests:
Obviously Trustees have outside business or professional interests. However, Trustees may not make a profit in any way in their outside employment or business interests from their work with the church. During Board meetings, members must disclose any conflict of interest involving an issue before the Board and abstain from discussion or voting on this issue.

Personal Beliefs:

Trustees may hold a wide range of personal beliefs, values, and commitments. These beliefs, values, and commitments are a conflict of interest if they prevent Trustees from carrying out their job responsibilities; if Trustees attempt to use the church and facilities for furthering them; or if Trustees attempt to convince other Trustees, the Minister, or church staff members of their personal beliefs after these individuals have asked them to stop.

Abuse of the Board Relationship:
Trustees should not abuse their Board membership by using the ministry's staff, services, equipment, materials, or property for their personal gain.


Appendix B


BOARD AND MINISTER: WHO DOES WHAT?
BOARD





MINISTER
Establishes policy.




Carries out policy.

Gives input to the church's vision.


Has primary responsibility for the church's

vision.


Creates policy for financial management and

Makes sure bills are paid, handles day-to-day

approves the financial plan (budget).


expenditures, has input into the financial plan

(budget).

Approves a bid for major purchase.


Researches, makes recommendation, and 








carries out the actual purchase; small 








purchases are usually made by the Minister                                               




without Board approval.

Approves financial plan and general funding

Determines scope of personnel activities, sets

for staff salaries, including salary ranges,

individual salaries, and determines amount

and establishes new positions.


of raises. 

Sets personnel policies; is apprised of

Determines level of staffing, writes job

disciplinary actions and potential discharges.

descriptions, hires, disciplines, promotes, 








evaluates, or fires.

Collectively creates a performance evaluation of
Gives performance reviews on all staff 

the Minister that is given by one or two 

positions.


members. All so evaluates Board performance 

and "church performance," i.e. how well is the 

church overall fulfilling its mission and vision.

Appendix C
BOARD/STAFF RELATIONSHIPS
BOARD






STAFF
Is reimbursed for expenses.



Receives compensation for services 

rendered.



Makes policy.





Has input into and implements policy.

under the Minister's direction.

Works as a team with the Minister, offering feedback

Is supervised by the Minister; job performance

through an annual performance review as it pertains

is evaluated by the Minister; serves at the

to the job description.




discretion of the Minister.

Establishes new positions and sets and approves

Is hired by the Minister for a salary, the 

salary ranges; is informed of personnel problems

amount of which is confidential, which falls

if it moves to progressive discipline.


within the range set by the Board.

Has social, friendly relationship with staff members -

Maintains friendly relationship while avoiding

does not use this relationship to solicit information

discussions of employment issues, other staff

or promote triangulation.




members, salaries, and ministry management. 

Appoints and supervises committees.


Serves on committees if asked.

Discusses personnel performance, positive or negative,
Accepts assignments and performance 

with the Minister only.




evaluations from the Minister only; receives

discipline from the Minister.

Serves as an unpaid volunteer - cannot be both Board

Works for pay.

and staff. This is unethical, inappropriate, and represents

a conflict of interest.

Reviews financial condition through financial statements
Proposes budget with rationale and complete

and approves annual budget.



financial picture for review.

Communicates Board decisions to the congregation.

Assists with communication and supports

Board decision.

May disagree and even argue among selves at the 

Is obliged to support the decision of the Board;

Board meeting; obligated to support the decision once 
gives up the right to speak about issues when

it is made. May not, by statement or innuendo,

when accepting a staff assignment. The vote

indicate non-support.




is the only voice appropriate to a member who

is also a staff member 
The Minister is both Board and staff. As CEO, he/she serves as a full member of the Board, yet receives compensation for services. The Minister is the only individual receiving compensation from the ministry who may serve on the Board.
Appendix D

MEETING PREPARATION XE "Board of Trustees:Meeting Preparation" 
Screen items before they get into the Board Room:

-  Promote the mission.

-  Establish Board policy.

-  Fit with the long-range plan.

-  Deal with major financial or legal interests of the church.

Get your issues on the agenda:
-  Items should be given to the Minister or Board President ahead of time.

-  If it isn't on the agenda, it should not be discussed.

-  If it doesn't make the cut off, add it to the next meeting's agenda.

Review the Board Packet:
-  Agenda and supporting materials for the upcoming meeting.

-  Minutes of the past meeting.

-  Financial report.

-  Minister's report.

-  Committee report's.


SHORTER, MORE PRODUCTIVE MEETINGS
It is a fact of life that many Board members resign before they complete their terms. Others complete the term and leave. Often they leave not only the Board, but the church as well, never to return. More effective, positive meetings could lead to more Board members choosing to remain and share themselves with the church after their terms finish.

Good meetings begin before they even convene:

-  Obviously, thorough preparation is essential.

-  Packets must be prepared in a "user-friendly" fashion, delivered on time, and reviewed thoroughly by the members.

-  The physical space should be comfortable, not intimidating, yet conducive to taking care of business.

Every Board member is responsible for good meetings:

-  Clear up questions ahead of time.

-  Read and assimilate the packet.

-  Come to the meeting as prepared as possible.

-  Use the check-in time to put the day behind you and focus on your role as Trustee.

-  Stay focused on the business before the Board.

-  Speak concisely.

-  Maintain respect for others.

Follow established rules and agreements:

-  Be present at all meetings, on time, and ready for your work.

-  Be aware of the need for a united front and confidentiality in the context of the Board.

-  Have a working knowledge of the Bylaws and Robert's Rules of Order.

-  Begin and end on time: if discussion is not complete, table the issue until next meeting.

-  Stick to the agenda: if it isn't on the agenda, it should not be discussed.

Appendix D

WHEN THE GAVEL FALLS


MODEL FOR 90-MINUTE MEETING
Call to order (1 minute).



  
Remember you will have 










already had prayer and 










fellowship through check-in.

Opening prayer and roll call (3 minutes).



Recognize visitors (1 minute).



Normally there will be none. 










Special guests are invited in for 









particular agenda items and 










remain for that item only.

Approve agenda (3 minutes).

Consider the previous meeting's minutes (3 minutes).

"Good news" report by the Minister (10 minutes).

Consider the financial report (5 minutes).

Hear the Minister's report (15 minutes).

Hear committee reports - if there are any (10 minutes).
Most will be written and 










viewed ahead of time.

Consider unfinished business (5 minutes).

Consider new business (30 minutes).



Again, documentation will have 









been given in the packet on this 









so members can move through 









discussion and decisions 










promptly.

Make announcements (3 minutes). 

Adjourn the meeting (1 minute).
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THE CHECK-IN OPTION
Members should feel spiritually uplifted after a Board meeting, as if they had been to a worship service.
How do we spiritualize Board Meeting's?

-  Pray together, not the thirty second to two minute opening prayer, but a check-in with personal attention     to one another and particularly to prayer and fellowship.

-  Each person takes two minutes to say what he/she is feeling, what is going on in his/her life, and               something for which he/she wants prayer support.

-  Someone offers to pray for that need and then takes two minutes to say what he/she is feeling and express     the prayer need. 

Ground Rules:
-  Prayer requests are never mentioned after the prayer time, except by the person who requested. If he or she     wants to talk about it, that's okay. But it is theirs’ to share, no one else's.

-  You may pass.

-  One person may not usurp another's right to pass or to request prayer.

-  If more time is needed for fellowship, schedule times other than Board meetings to play together. Start       prayer partners, go out to dinner, attend movies, in general involve yourselves in one another's lives.


THE REWARD AND THE CHALLENGE
An increased sense of teamwork.


Danger of straying from social conversation 








to church business.

Increased sense of spirituality in the

       
Individuals may feel threatened at this level of

business of the Board.




self disclosure.

Increased awareness of the human-ness

In the absence of absolute confidentiality, this 

and the Godliness of each other.                   

cannot work.

Significantly reduce conflicts and personality
Without strict adherence to time commitments

differences while speeding up business 

it could lengthen the meeting noticeably.



time even more.

Appendix E

WORKING WITH COMMITTEES
Why have them:
-  Help to subdivide the work of the Board into manageable pieces.

-  Investigate and help clarify policy.

-  Use the special talents of Board members in a focused way.

-  Carry out special functions that do not require the time and attention of the full Board.

-  Help to share ownership.

-  Help prepare individuals for future leadership.

-  Speed up decision making.

Challenges to be aware of:

-  May attempt to usurp the Board's power.

-  Can reduce effective participation by other Board members.

-  Can create overlapping jurisdictions.

-  Can cause postponement of action.

-  Take up too much time.

-  Create special interest groups possibly leading to loss of sight of the integrative function of the Board.

-  Can usurp staff functions.

-  Tends to put Board members in direct contact with staff, requiring special care on the part of both Board and staff to maintain     the Minister's coordinative powers.

Reason for being:
-  The committee's function should be clearly spelled out in writing.

-  The Board establishes the committee at a properly called meeting.

-  The establishment is minuted along with the commission or purpose statement.

Power and authority:
-  Has only such power as delegated by the Board.

-  Takes only the action the Board wishes it to take.

Appointment:
-  Committee Chairpersons are appointed by the President.


-  Final appointment of committee members is by the President also, although s/he may consult with the committee Chairperson    for help in making these appointments. This is empowering for the Chairperson and may help to establish teamwork among      committee members.

Effectiveness:
-  To be effective, committee members should be able to attend meetings regularly.

-  They should seek to understand the committee assignment and work to complete it.

-  Members should participate in the deliberations and discussions and should share the responsibility of sticking to the subject and    trying to understand and use the ideas of other members.

-  They should help in reaching committee decisions, in committee action and in following the final disposition of  its work.

-  Committee members should also evaluate their won contributions to the committee and share the responsibility for evaluating     the work of the committee as a whole.

**  Accountable to the Board.
**  Subservient to the Board.
**  Results-oriented.
**  Team-oriented.
Appendix E

COMMITTEE / BOARD INTERACTION XE "Board of Trustees:Interaction" 
COMMITTEE ACTION





BOARD ACTION

Committee members review commission and 


Commissions a committee for

purpose, assuring they understand and are in



specific activities.

alignment with it.

Committee begins its work.





Writes commission / purpose 










statement and job description 









clearly and specifically.

Committee submits progress reports.




President appoints Chairperson.

Committee submits recommendations.



President and Chairperson 










appoint committee members.

Board checks progress with 










commission and job description, 









offering clarification if                                                                                          



necessary.

Board has options: may accept                                                                                   



and approve as is; may amend;                                                                               



may  remand for further work;                                                                                   



may reject.

* Amendments by the Board should be minimal. If major amendment is needed, the work should go back to the committee. 

* When remanding to the committee for further work, the Board should provide clear guidance as to what further is needed, and course correction if appropriate.

* It is crucial that the Board not do committee work. This will demoralize the committee, and members will feel they have wasted their time. Further the Board will have re-involved itself in committee work at its own expense.

* Rejection should be the last resort. This is a statement by the Board that none of the committee's report is acceptable, and possibly none of its work.

Appendix F
Parliamentary Procedures XE "Parliamentary Procedures"  At A Glance

To Do This: (1)

You Say This:

May You Interrupt
Must You be

Is the Motion

Is the Motion

What Vote is

the Speaker?

Seconded?

Debatable?

Amendable?

Required?

Adjourn the meeting
"I move that we

May not interrupt

Must be seconded
Not debatable

Not amendable

Majority vote

(before all business
adjourn."

speaker











required

is complete)

Recess the meeting
"I move that we

May not interrupt

Must be seconded
Not debatable

Amendable

Majority vote

recess until. . ."

speaker











required

Complain about noise,
"Point of privilege."
May interrupt

No second needed
Not


Not amendable

No vote

room temperature, etc.



speaker





debatable (2)




required (3)

Suspend further consid-
"I move we table it."
May not interrupt

Must be seconded
Not debatable

Not amendable

Majority vote

eration of something



speaker











required

End debate

"I move the previous
May not interrupt

Must be seconded
Debatable

Amendable

Two-thirds vote

question."













required.

Postpone consideration
"I move we postpone
May not interrupt

Must be seconded
Debatable 

Amendable

Two-thirds vote

of something

this matter until. . ."
speaker











required

Have something

"I move we refer this
May not interrupt

Must be seconded
Debatable

Amendable

Majority vote

studied further

matter to a committee."
speaker











required

Amend a motion

"I move that this motion
May not interrupt

Must be seconded
Debatable

Amendable

Majority vote

be amended by. . ."
speaker











required

Introduce business (a
"I move that. . ."

May not interrupt

Must be seconded
Debatable

Amendable

Majority vote

primary motion)




speaker











required                                                                                                                                                                                                                                                                                                             
1.  These motions or points are listed in established order or precedence.





2.  In this case, any resulting motion is debatable.

     When any one of them is pending, you may not introduce another that's listed below it.





     But you may introduce another that's listed above it.







3.  Chairperson decides.


Parliamentary Procedures (continued)

To Do This: (4)

You Say This:

May You Interrupt
Must You Be

Is the Motion

Is the Motion

What Vote is

Speaker?

Seconded?

Debatable?

Amendable?

Required?
Object to procedure or
"Point of order."

May interrupt the

No second needed
Not debatable

Not amendable

No vote needed,

to a personal affront



speaker











chair decides

Request information
"Point of information."
If urgent, may

No second needed
Not debatable

Not amendable

No vote required

interrupt speaker

Ask for a vote by actual 
"I call for a division of
May not interrupt

No second needed
Not debatable

Not amendable

No vote required

count to verify a voice
the house."

speaker (5)










unless someone

count

















objects (6)

Object to considering
"I object to consideration
May interrupt

No seconded needed
Not debatable

Not amendable

Two-thirds vote

some undiplomatic or
of this question."

speaker











required

improper matter
Take up a matter

"I move we take from
May not interrupt

Must be seconded
Not debatable

Not amendable

Majority required

previously tabled

the table. . ."

speaker

Reconsider something
"I move we now (or
May interrupt

Must be seconded
Debatable if

Not amendable

Majority required

already disposed of
later) reconsider our
speaker





original motion

action relative to. . ."






is debatable

Consider something out
"I move we suspend the
May not interrupt

Must be seconded
Not debatable

Not amendable

Two-thirds vote

of its scheduled order
rules and consider. . ."
speaker











required

                                                                                                                                                                                                                





 Vote on a ruling by
"I appeal the chair-
May interrupt
              Must be seconded

Debatable

Not amendable

Majority in the

the chairperson

person's decision."
speaker









                             negative required

to reverse chair's

decision

4.  The motions, point and proposals have no established order of precedence.


5.  But division must be called for before another motion

     Any of them may be introduced at any time except when the meeting is considering one

     is started.

     of the top three matters listed in the chart (motion to adjourn, motion to recess,

     point of privilege).








6.  Then majority vote is required.

FEDERAL

LAWS

RECORDKEEPING XE "RECORDKEEPING"  REQUIREMENTS UNDER THE FAIR LABOR STANDARDS ACT [FLSA]

Posting:

· Employers must display an official poster outlining the provisions of the Fair Labor Standards Act, available at no cost from local offices of the Wage and Hour Division [or you can call toll-free 1-866-487-9243 to order]. The poster is also available on the Internet by downloading and printing at http://www.dol.gov/osbp/sbrefa/poster/main.htm.

Employment Applications: 

· All employment applications [including those for people you didn’t hire], including resumes and any notes you may have taken during interviews of these applicants must be retained for a period of one year after which they may be thrown out.

What Records Must be Maintained:

1.
Employers must maintain the following payroll records for all employees:

· Full name of employee

· Employee’s home address

· If under 19 years of age, their date of birth

· Their sex 

· Occupation or job they are working in

· Time and day of the week the employee’s work week begins

· Rate of pay

· All deductions made from the employee’s paycheck

· Regular hours worked each workday and each workweek [For exempt employees you must retain records reflecting basis on which they are paid in enough detail to calculate total remuneration and fringe benefits.]

· Total daily or weekly straight-time earnings or wages due for each workday or workweek, exclusive of overtime compensation

· Total premium pay for all overtime hours

· Total additions or deductions from wages paid each pay period

· Total wages paid each pay period

· Date of payment and pay period covered by such payment

2.
Which records must be kept for three [3] years:

· Employee information [personnel file]

· Payroll records

· Individual contracts or collective bargaining agreements

· Information on pension, profit-sharing, thrift plans or other benefits excluded from the regular rate

· Information on total company sales and purchases

3.
Which records must be kept for two [2] years:

· Employee time cards, time sheets, or other time-keeping records

· All information about hourly rates, or other methods for determining straight-time or overtime earnings, salary or wages

· All order, billing and shipping records

· Records of additions to or deductions from wages paid

· All records used to determine original cost, operating or maintenance costs, depreciation and interest charges if such charges are used to determine additions to or deductions from an employees wages

Note:  FICA, FUTA, and Federal Income Tax Withholding regulations require employers to retain employee records related to mandatory federal taxes for at least four years. [Name, address, social security number, sex, birth date, occupation and job classification, total compensation paid, any tax forms related to the employee, record of hours worked, and all payments to pensions and benefit plans, amount of wages subject to withholding and actual taxes withheld from wages.]

EMPLOYMENT VERFICIATION PROCEDURE

I-9’s XE "I-9’s" 
The I-9 is a deceptively simple, one-page form that must be completed and signed by both the employer and the employee whenever an employee is hired.

The employee’s obligation: Section one of the I-9 must be completed and signed by every employee, irrespective of his immigration status. The employee must attest that he/she is a United States citizen, lawful permanent resident or is otherwise authorized to work for the employer.

The employer’s obligation: Section two of the I-9 must be completed and signed by every employer whether he employs thousands of employees or only one. The employer must ask each employee to document their identity and their eligibility to work. The back of the I-9 lists 12 documents that may be used to establish identity (List B), seven documents to establish employment eligibility (List C) and ten documents which establish both (List A).

The employer must physically examine each document presented by the employee to determine whether it appears to relate to the employee, appears to be genuine and is listed on the back of the I-9. An employer can only accept documents from the I-9 list buy may not specify which documents will be acceptable for employment verification. It is only when an employee presents documents not appearing on the list that the employer may ask for additional proof of identity and/or employment authorization. An employer who requests specific documents, such as a driver’s license and a social security card, may be charged with document abuse and fined accordingly.

After examination of the documents provided by the employee, the employer must complete section two of the I-9 specifying which document or documents an employee provided to show identity and employment eligibility, the issuing authority, document number and expiration date. Documents from List A establish both identity and employment eligibility. If an employee presents a document from List A, the employer should not request to see any documents from List B or C.  However, if the employee does not present a document from List A, they must provide the employer with one document from List B and one from List C. List B documents including driver’s licenses and school identification cards, establish identity but do not demonstrate employment authorization. Conversely, List C documents such as social security cards, establish employment eligibility but do not prove identity.

Section three of the I-9 should only be completed by employers who are updating and re-verifying the employment authorization of an employee whose previous authorization has expired. For example where an INS-issued work authorization card is scheduled to expire.

Retention of I-9’s: Employers must retain all I-9’s for at least three years after the date of hire or for one year from the date an individual’s employment is terminated – whichever is later. The retention of the I-9 is an obligation that takes on profound importance in the event of a government inspection.

Health Insurance Portability and Accountability Act [HIPAA XE "HIPAA" ]

What is HIPPA?

The goals and objectives of this legislation are to streamline industry inefficiencies, reduce paperwork, make it easier to detect and prosecute fraud and abuse and enable workers of all professions to change jobs, even if they (or family members) had pre-existing medical conditions. 

1.
Assure health insurance portability by eliminating job-lock due to pre-existing medical conditions.

2.
Reduce healthcare fraud and abuse.

3.
Enforce standards for health information.

4.
Guarantee security and privacy of health information.

Who is affected by HIPAA?

HIPAA directly regulates three types of ‘covered entities.’ These include health care providers, health care clearinghouses, and health plans. Included within the category of health plans are employer group health plans. Therefore, although employers are not directly regulated by HIPAA, the health plans they sponsor are. If you provide health benefits to your employees, you will be affected by HIPAA to some degree. The extent to which you will be impacted depends on such factors as whether your self-insure your health care benefits or provide your health benefits solely through an insurance contact.

Regulations of HIPAA.

HIPAA regulations are structures as five major provisions or titles:

Title 1:  Health Insurance Access, Portability, and Renewability

Title 2:  Preventing Healthcare Fraud and Abuse, Administrative Simplification, Medical Liability Reform

Title 3:  Tax Related Health Provisions

Title 4:  Application and Enforcement of Group Health Insurance Requirements

Title 5: Revenue Offsets

The purpose behind the five titles falls into two major categories: Administrative Simplification and Insurance Reform. The Administrative Simplification sections are most relevant to health care providers while the Insurance Reform sections are relevant to payers.

Insurance Reform.

The Insurance Reform section of HIPAA has been in effect since 1997 and has changed the practices of health plans and insurers regarding Portability and Continuity of health coverage in the following ways:

· Provides limitation on pre-existing condition exclusions.
· Prohibits discrimination against individuals based on health status.
· Helps individuals to keep health insurance when they change jobs.
· Prevents insurers from imposing pre-existing condition exclusions on new members when they have prior creditable coverage.
· Guarantees once employers or individuals purchase health insurance, those policies will be renewed.
Administrative Simplification.

The Administrative Simplification section of HIPAA consists of standards for the following areas: electronic transactions, privacy, and security. The purpose is to:

· Reduce the costs of administrative overhead estimated at $.26 of every health care dollar.

· Improve the efficiency and effectiveness of the national health care system.

· Reduce fraud abuse.

· Protect privacy of health information.

· Protect patient’s rights.

· Provide appropriate level of protection for privacy and security of patient health information.

· Improve quality of patient care via improved clinical data access.

· Enhance information availability for decision making.

· Reduce vulnerability of Internet-based technology to security breaches.

Does HIPAA apply to a small employer?

HIPAA’s group market rules apply to every employer group health plan that has at least two participants’ who are current employees. Further, States have the option of applying the group market rules to groups of one.

How will HIPPA benefit me as a small employer?

HIPPA guarantees access to health coverage for small employers. Small firms (50 or fewer employees) are guaranteed access to health insurance, and generally, no insurer can exclude a worker or family member from employer-sponsored coverage based on health status. Insurers are required to renew coverage to all groups, regardless of the health status of any member.

As a small employer, how am I going to make this work?

If you purchase group health insurance coverage, your insurer should be able to handle HIPAA information collection activities and certificate issuance for you. Talk to your insurer to find out how you can work out the process-related issues together.

HIPAA changes how plans and issuers may apply pre-existing condition exclusions. What does this mean?

A “pre-existing condition exclusion” is a limitation or exclusion of health benefits based on the fact that a physical or mental condition was present before the first day of coverage. However, HIPAA limits the extent to which a plan or issuer can apply a pre-existing condition exclusion. Pre-existing condition exclusion is limited to a physical or mental condition for which medical advice, diagnosis, care, or treatment was recommended or received within the six-month period ending on the enrollment date in a plan or policy.

During the pre-existing condition exclusion period, the plan or issuer may opt not to cover or pay for treatment of a medical condition based on the fact that the condition was present prior to an individual’s enrollment date under the new plan or policy. (The plan or issuer must, however, pay for any unrelated covered service or condition that may arise once coverage has begun.) The enrollment date is the first day of coverage, or if there is a waiting period before coverage takes effect, the first day of the waiting period.

A group health plan can apply a pre-existing condition exclusion for no more than twelve months after an individual’s enrollment date. Any pre-existing condition exclusion must be reduced by an individual’s prior creditable coverage. No pre-existing condition may be applied to an individual who maintains continuous creditable coverage (without a break of sixty-three or more days) for twelve months.

Does previous health coverage count for coverage under HIPAA?

Yes. In HIPAA terminology, this is called creditable coverage. This is one of the law’s main benefits. The concept of creditable coverage is that an individual should be given credit for previous health coverage against the application of a pre-existing 

How do employers comply with HIPPA?

There are three major aspects to the HIPAA Administrative Simplification requirements: Standardized Healthcare Transactions and Code Sets; the Health Information Privacy Rule; and the Health Information Security Rule. Each of these three major rules has a separate compliance date.

The first rule for Transaction and Code Sets mandates that the health care industry be conducted according to standard rules. The second, and probably most significant HIPAA compliance rule is the Privacy Rule.

The Privacy Rule is intended to protect the privacy of individually identifiable health information in the hands of covered entities, regardless of whether the information is, or has been, in electronic form. The rule establishes the first “set of basic national privacy standards and fair information practices that provides all Americans with a basic level of protection and peace of mind that is essential to their full participation.” The Privacy standards:

· Gives patients new rights to access their medical records, restrict access by others, request           changes, and to learn how they have accessed.

· Restrict most disclosures of protected health information to the minimum needed for healthcare treatment and business operations.

· Provide that all patients are formally notified of covered entities’ privacy practices.

· Enable patients to decide if they will authorize disclosure of their protected health information (PHI) for uses other than treatment or healthcare business operations.

· Establish new criminal and civil sanctions inform improper use or disclosure of protected health information (PHI).

· Establish new requirements for access to records by researchers and others.

· Establish business associate agreements with business partners that safeguard their use and disclosure of protected health information (PHI).

· Implement a comprehensive compliance program, including:

· Assigning a “Privacy Officer” that will administer the organizational privacy program and enforce compliance.

· Training all members of the workforce on HIPAA and organizational privacy policies.

· Updating systems to ensure they provide adequate protection of patient data.

· Developing and implementing privacy policies and procedures.

The third rule, the Security Rule provides for a uniform level of protection of all health information that is housed or transmitted electronically and that pertains to an individual. The Security Rule requires covered entities to ensure the confidentiality, integrity, and availability of all electronic protected health information (ePHI) the covered entity creates, receives, maintains, or transmits. It also requires entities to protect against: 

· any reasonably anticipated threats or hazards to the security or integrity of electronic protected health information (ePHI);

· to protect against any reasonably anticipated uses or disclosures of such information that are not permitted or required by the Privacy Rule;

· and ensure compliance by the workforce.

Required safeguards include application of appropriate policies and procedures, safeguarding physical access to electronic protected health information (ePHI), and ensuring that technical security measures are in place to protect networks, computers, and other electronic devices.

Compliance Dates.

Most entities have twenty-four months from the effective date of the final rules to achieve compliance. Normally, the effective date is sixty days after a rule is published. The compliance date for:

· Tranactions Rule compliance date is October 16, 2003

· Privacy Rule compliance date is April 14, 2003

· Security rule compliance date is April 15, 2005

· Employer Identification Standard compliance date is July 30, 2004. [This rule/standard adopts an employer’s tax ID number or employer identification number (EIN) as the standard for electronic transactions.]

What penalties might employers face for non-compliance of HIPAA?

Unfortunately, HIPAA’s enforcement provisions are severe. HIPAA imposes civil penalties enforced by the Office of Civil Rights, of $100 per violation with up to $25,000 for all violations of a single standard per year. HIPAA also contains criminal penalties that will be enforced by the Department of Justice. Violations made “knowingly” may be enforced with fines up to $50,000 and/or up to one year in prison. Offences occurring under “false pretenses” may be enforced with fines up to $100,000 and/or up to five years in prison. Violations committed with the intent to sell, transfer, or use health information for commercial advantage, personal gain, or malicious harm can incur fines up to $250,000 and/or up to ten years in prison.

COBRA XE "COBRA"  Continuation Health Coverage

[**May not pertain to your ministry, check local state laws.]

What group health plans are subject to COBRA?

The law generally covers health plans maintained by private-sector employers with 20 to more employees, employee organizations, or state or local governments.

What is COBRA continuation health coverage?

Congress passed the landmark Consolidated Omnibus Budget Reconciliation Act [COBRA] health benefit provisions in 1986. The law amends the Employee Retirement Income Security Act, the Internal Revenue Code and the Public Health Service Act to provide continuation of group health coverage that otherwise might be terminated.

What does COBRA do?

It provides certain former employees, retirees, spouses, former spouses, and dependent children the right to temporary continuation of health coverage at group rates. This coverage is only available when coverage is lost due to specific events. Group health coverage for COBRA participants is usually more expensive than health coverage for active employees [as the employer pays for a portion of the premium for active employees] since COBRA participants pay the entire premium [this is less expensive though than attaining individual health coverage].

Who is entitled to benefits under COBRA?

There are three elements to qualifying for COBRA benefits.

Plan Coverage – Group health plans for employers with 20 or more employees on more than 50% of its typical business days in the previous calendar year are subject to COBRA. Both  full and part-time employees are counted to determine whether a plan is subject to COBRA.

Qualified Beneficiaries – This is an individual covered by a group health plan on the day before a qualifying event who is ether an employee, the employee’s spouse, or an employee’s dependent child. In certain cases, a retired employee, the retired employee’s spouse, and the retired employee’s dependent children may be qualified beneficiaries. 

Qualifying Events – These are certain events that would cause an individual to lose health coverage. The type of qualifying event will determine who the qualified beneficiaries are and the amount of time that a plan must offer the health coverage to them under COBRA.


For Employees – (1) Voluntary or involuntary termination of employment for reasons other than gross misconduct; (2) reduction in the number of hours of employment.


For Spouses – (1) Voluntary or involuntary termination of the covered employee’s employment  for reasons other than gross misconduct; (2) reduction in the hours worked by the covered employee; (3) covered employee’s becoming entitled to Medicare; (4) divorce or legal separation of the covered employee; (5) death of the covered employee.


For Dependent Children – (1) Loss of dependent child status under the plan rules; (2) Voluntary or involuntary termination of the covered employee’s employment for reasons other than gross misconduct; (3) reduction in the hours worked by the covered employee; (4) covered employee’s becoming entitled to Medicare; (5) divorce or legal separation of the covered employee; (6) death of the covered employee.

FAMILY AND MEDICAL LEAVE ACT XE "FAMILY AND MEDICAL LEAVE ACT"  [FMLA]

[**May not pertain to your ministry, check local state laws.]

Synopsis of FMLA

FMLA entitles eligible employees to take up to twelve weeks of unpaid, job-protected leave each year for specified family and medical reasons. The law contains provisions on employer coverage; employee eligibility for the law’s benefits; entitlement to leave, maintenance of health benefits during leave, and job restoration after leave; notice and certification of the need for FMLA leave; and, protection for employees who request or take FMLA leave.

Employer Coverage

FMLA applies to all:

· public agencies, including state, local and federal employers,  local education agencies (schools) and;

· private-sector employers who employed 50 or more employees in 20 or more workweeks in the current or preceding calendar year and who are engaged in commerce or in any industry or activity affecting commerce including joint employers and successors of covered employers.

Employee Eligibility

To be eligible for FMLA benefits, an employee must:

· work for a covered employer;

· have worked for the employer for a total of at least 12 months;

· have worked at least 1,250 hours over the previous 12 months; and

· work at a location where at least 50 employees are employed by the employer within 75 miles.

Leave Entitlement

A covered employer must grant an eligible employee up to a total of 12 work weeds of unpaid leave during any 12-month period for one or more of the following reasons:

· for the birth or placement of a child for adoption or foster care;

· to care for an immediate family member (spouse, child, or parent) with a serious health condition; or

· to take medical leave when the employee is unable to work because of a serious health condition.

Notice and Certification

Employees seeking to use FMLA leave may be required to provide:

· 30-day advance notice of the need to take FMLA leave when the need is foreseeable;

· medical certifications supporting the need for leave due to a serious health condition affecting the employee or an immediate family member;

· second or third medical opinions and periodic re-certifications and period reports during FMLA leave regarding the employee’s status and intent to return to work.

INDEX


A
Absences

court duty
33

death
33

Military Service
33

Occupational Injury of Illness
34

Paid
32

Severe Weather
34

unpaid
32

voting
33

Absenteeism
32
Access to Personal Information
130

Administrative Policies
8
Adult Religious Education Classes
75
Alterations
71
Americans with Disabilities Act
8

Appendix
142
Approval for Operational Expenses
75

Association
129

Association of Unity Churches Bylaws
121
Attendance 
32

B
Background Reference Checks
26
Benefits
29

Board of Trustees

Basics of Board Service
127

Board Policies
130

Guidelines for Board Effectiveness
123

Interaction
152

Meeting Preparation
148

Relationship to congregation
128

Relationship to Minister
128

Relationship to ministry staff
128

Bonuses
30

Bookstore
76

Budget Worksheet
141
Building
71

Bulletin Boards
12
C
Canvass Letter
137

CEP Requirements
100
Church Bylaws
19
Classes
72
Clubs
72

COBRA
164

Code of Ethics

Board of Trustees
144

Ministers
104

Ministry
109

Committee Policy
132
Compensation
29
Confidentiality
30

Conflict of Interest
145
Continuing Education Program
99

Contributions
13

D
Deposits
75
Disability
44
Disbursements
75
Dismissal
44
Dress Code
13

Drug and Alcohol Free Workplace
12
E
Educational Programs
40
Emergency Procedures
12
Employee Benefits
30
Employee Benefits Explanation
18
Employee Performance Review
56
Employment At-Will
17
Employment Classifications

Contract
15

Full-time
15

Part-time
15

Temporary
15

Employment Procedures
14
Employment Record
36
Equal Opportunity Employment
8
Equipment
72
Exit Interview
46
F
Family and Medical Leave Act
165
Finance Committee
139
Financial Plan
75
G
Greivance Policy

Minister
10

H
Harassment
10
HIPAA
159
Holidays
30
Honoring Diversity
6

I
I - 9 Forms
69
I-9’s
158

Improvements
71

Income and Expense Statement
140
Injury on the Job
12
Interest Bearing Accounts
76

Interview Questions
24
Interviewing Process
16

J
Job Description

Board of Trustees
88

Bookstore Manager
94

Children's Ministry Coordinator
92

Committee Chairperson
133

Committee Member
134

Director of Adult Education
91

Music Director
93

Office Manager
90

Senior Minister
82

Volunteer Manager
95

Youth Education Director
92

Writing Job Descriptions
96

Joint Statement for Peace
6
L
Leadership Development Program
100
Leave of Absence
34
Legalistic /Hierarchical

Chart
4

Liability
51
Licensed Unity Teacher

Code of Ethics
102

Requirements for Licensing
100

Licensed Unity Teachers
99
M
Media
73
Membership
74
Membership Application
74
Memorial Funds
76
Minister's Contract
114

Ministry Employment Policies
112
Minutes of Board Meetings
130
Mission Statement
2
N
Nominating Committee
135
O
Open Door Policy
8
Operational Policies
8, 71
Orientation of New Employee

Explanation of Packet
18

Objective
18

Procedure
18

Overtime
29
Overtime Request
65
P
Parliamentary Procedures
153
Pay Day
29

Payroll Deductions
36

Payroll Forms
18

Performance Reviews
41
Personal Conduct
9
Personal Data Changes
36

Personal Development Program
100

Personal Holidays
31
Personal Use of Telephone
13

Personnel Action Form
61
Personnel Action
17
Personnel Files
37

Personnel Policy Agreement
66

Pre-Employment Inquiry Guide
20
Procedures for Starting a New Ministry
78

Promotions
41

Publications
72
Punctuality
32

R
Recommended Bylaws for a Unity Ministry
121
Recordkeeping
156
Recruiting
15
Recruitment and Selection

Policy
15

Reference Checks
16

Repairs
71
Reporting Absences and Lateness
32
Request for Leave of Absence
67

Resignation
44
S
Safety and Health
12
Salary Reviews
30
Selection and Offers of Employment
17

Self-Appraisal
59
Seminars
73
Separation Notice
46
Skills Demonstration Seminar
100
Solicitation
130
Speakers
73
Special Events
73
Special Purpose Funds
76
Statement

Mission
2

Vision
2

Supervising Volunteers
51
T
Terminations
44
Testing
17

Time-Off Request
64

Time Sheet
63

Tithe
75

Truth Principles 
3

U
Unity Brochures
19

Unsatisfactory Performance
42

V
Vacation
31

Verbal Warnings
43

Vision Statement
2

Visitation Program
73

Volunteer Application
53

Volunteer Management
48

Volunteer Protection Act
49

Volunteer Risk Management
50
W
W - 4 Forms
69

Wage and Salary Administration
29

Work Area
13

Work Environment and Conduct
9

Workshops
73

Written Performance Improvement Plan
43

 

