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Timeline for Personnel Related Duties – Church Year  is from July 1 – June 30 
All supervisors are expected to conduct a performance review of those they supervise no less than annually.  So that 
timely performance information can help inform the budget process, at least one performance review for each employee 
must be conducted between January 1 and March 15.  Using the results of that review as well as other pertinent 
information (such as UUA salary guidelines, internal pay equity, and market salary rate for positions), the supervisor will 
recommend to the chair of the Operations Team the salary levels for the coming fiscal year for everyone he or she 
supervises.  The salary recommendation must be made no later than one week before the Operations Team’s April 
meeting. 
 
After the congregational meeting, if the budget has been passed, the supervisor will use the personnel action request to 
notify each employee of his or her salary, hours per week of work expected, and any special stipulations needed.  The 
personnel action request is to be signed by a member of the Board and the employee’s supervisor and submitted to the 
employee no later than June 25 for signature.  A copy of the letter of agreement is placed in the employee’s personnel file. 
 
 

Personnel Action Request 
It is the policy of TUUC to require the completion of a Personnel Action Request form for all transactions.  The use of this 
form will facilitate the smooth exchange of information between the concerned parties, and act as a formal record of 
personnel actions. 
 

Form Completion  
The Request form will be initiated by the employee’s supervisor.  The Treasurer or Bookkeeper will initiate all 
general salary increases authorized by the Board.  This form is to be filed with the Board for its action.  Only after 
the Board has approved may the supervisor proceed with the next step. 
 
Recruit 
Indicate position title, and if there is an incumbent the name of the incumbent being replaced (in Remarks). Any 
special position requirements or conditions should be indicated, as well as the recommended salary and hours.  If 
it is a new position, a suggested position description should be attached to the form. 
 
Actions 

� Name   Use employee’s name, and attach W4 form if new hire 
� Salary   When applicable, give type of change and justification of salary change in Remarks. Types of 

changes include: merit increase, cost-of-living adjustment, job re-evaluation, agreed rate change, etc. 
� Position Title    Use approved position title as per position description 
� Basic Weekly Hours    Use budgeted hours, if applicable. 
� Benefit Changes   Use for change in benefit status, as provided by church-approved personnel policies.  

For example, change in vacation status, eligibility for retirement plan, etc. 
� Name Change    Use for change of name 
� Address   Use current address and for change of address 
� Leave of Absence    Indicate in Remarks type of leave, i.e. family leave, personal leave, paid leave (as 

agreed or granted), etc.  Each leave of absence should have a starting date and a planned return date. 
� Return from Leave of Absence    Use to place employee back on payroll 
� Other    Use for any other action, i.e. disciplinary layoff, temporary change in status, special bonus, etc.  

Explain in remarks. 
� Separation  

o Indicate voluntary or involuntary, and last day worked. 
o Indicate whether employee is eligible for rehire 
o Give reason for separation, i.e. resignation or discharge 
o Use check list on Exit interview form for all separations 
o In Remarks, explain reasons for separation and indicate what final payments are to be made.  For 

example, unused vacation, agreed pay in lieu of notice, etc. 
� Approval  All actions requiring new or additional positions, terminations and salary adjustments require 

the signature of the Board President and Finance Council Head. 
 
Equal Employment Opportunity 
It is the policy of the Towson Unitarian Universalist Church (TUUC) to establish a uniform and consistent method for the 
recruitment and employment of new employees.  TUUC is an equal employment opportunity employer that makes 
decisions for all employees without regard to ethnic origin, gender, disability, or sexual orientation.  Further it is the policy 
of TUUC to provide fair and equitable salaries, benefits and employment practices to all employees. 
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Position Descriptions 
a. Each church position will have a written and approved position description.  The position description will have been 

approved by the Board prior to hiring.  Any updates/changes to the description should be discussed during the 
performance review process for recommendation to the Board at its April meeting.  The supervisor of the position with 
assistance from the Personnel Chair and Administrator will consult all other position descriptions to ensure continuity, 
consistency, and separation of duties (avoiding overlapping of job responsibilities) prior to submitting any 
updates/changes to the Board. 

b. The Personnel Committee will see that descriptions are in the proper format and that they have Board approval. 
c. As part of the annual performance review process, each position description shall be reviewed for currency by the 

employee, supervisor and Personnel Committee.  
 
Hiring Process 3/6/11 
 
The Board of Trustees has sole authority to hire and terminate staff.   
 
Staff may be hired either to replace existing staff who have left or to fill new positions.  The process is very similar in either 
case. 
 
The future supervisor of the position for which new staff is needed should initiate a request to the Board to fill the position.     

a. In preparing the request to fill a position, the supervisor will work with the Personnel Committee.  The Personnel 
Committee will: 

1) Review the hiring process with the supervisor to assure that the supervisor understands all of the steps. 
2) Assist the supervisor in developing a job description that correctly describes the new position. 
3) Assure that the position, description, and proposed salary reflect UUA guidelines for such positions, 

TUUC salary structure, and, if appropriate, local labor market conditions. 
4) Complete a Personnel Action Request Form 

b. The supervisor will ask the Board to add this topic to the agenda of the next Board meeting so that they can 
approve or provide other guidance as to whether/when to proceed to the supervisor. 

c. The supervisor will identify qualified people who would be willing to serve on the search committee.  At a 
minimum, this list would include the supervisor, a representative from the Personnel Committee, and a 
representative from any committee that relates to this position. 

d. The supervisor will assure that the head of staff, the Finance Council Head, Bookkeeper, and the Church 
Administrator are aware of this proposal.   

e. The supervisor will be the assumed chair of the Search Committee, unless the supervisor chooses to designate 
someone else to chair the Search Committee 

f. After identifying suitable candidates, the Church Administrator will check the references of the candidates and run 
a security check on them.   

g. The Search Committee will make a recommendation with the supervisor as to the best candidate for the position 
and the appropriate salary range based on UUA salary guidelines and local labor market conditions.  The 
supervisor will make a recommendation to the Board as to the best candidate.  

h. Upon receiving approval from the Board, the supervisor will notify the candidate that he/she is being offered the 
position as approved by the Board.  

 
In steps b and F above which involve the Board, The hiring process information should be provided to the Board 
sufficiently ahead of their meeting so they have time to read these materials and discuss their implications with relevant 
parties before the meeting.   
 
Other Procedural Guidelines: 
 
Unless otherwise specified by the Board, all positions must be publicly announced.  Public announcement of positions 
includes placing an announcement of the position in the Threshold or weekly email and posting the job description on the 
TUUC Website.  Other types of public announcement may be used as appropriate to the position. 
 
Announcements of a job opening should be designed to encourage qualified applicants and discourage those not 
qualified.  These announcements should include: 
 
• Title of the position 
• Brief description of the position 
• Minimum and special qualifications required 
• Specifications as to whom the applicant replies and by what deadline (if there is a deadline) 
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The Search Committee chair is responsible for drafting advertisements for the position and seeking appropriate feedback.  
Advertisements should be checked by the Church Administrator for accuracy.  The Finance Council Head or the 
Treasurer must approve in advance any expenditure of funds for advertising.  
 
After the application deadline, the applicant pool may be reduced by reviewing resumes.  If no qualified applicants have 
applied, other ways of identifying applicants may be explored. 
 
The search coordinator will send a letter to all candidates who are not selected for interviews politely informing them that 
they are not being considered for the position at this time. 
 
If the review of resumes is expected to take longer than one month, a letter of acknowledgment should be sent to all 
applicants. 
 
Interviewing 
Interviews will be conducted by the search committee, either in part or as a whole.  If a TUUC employment application has 
not been filled out prior to the interview, it must be completed by the prospective employee during the interview. 
 
If possible, including methods for verifying skills in the interview is desirable.  For example, a skills test could be 
administered. 
 
Final Selection 
The Supervisor will make a recommendation to the Board as to which candidate he/she feels should be offered the 
position.  The review by the Board is intended to ascertain that: 
• The position was publicized properly. 
• The search committee diligently sought qualified applicants and the preferred candidate is appropriately qualified. 
• Reasonable efforts were made to consult interested TUUC parties during the search and review process.  
 
A process for completing the salary negotiation will be determined by the Board. 
 
Once the selection has been made and the position has been offered and accepted, those who were not selected should 
be notified by phone, letter, or email. 
 
 
Probationary Period and Employee Status 
All newly hired employees will serve a ninety- (90-) day probationary period.  Prior to the end of the probationary period, a 
performance review will be completed by the employee’s supervisor along with a recommendation, if warranted, for being 
considered a regular employee when the probationary period ends.  (The Personnel Action Request for should be used 
for this purpose.)  A new employee may be terminated without notice at any time during the 90 day period and will not be 
eligible for two weeks pay in lieu of notice.  The Board of Trustees may grant one week’s severance pay at their discretion 
to a terminated probationary employee. 
 
Satisfactory completion of the initial review period does not alter TUUC’s employment-at-will relationship.  Employees 
must continue to perform in a satisfactory manner even after the probationary period is completed. 
 
Although regular employees typically work on an ongoing basis, there is no guarantee that any position will continue 
indefinitely.  Any position may be eliminated at the discretion of the Board of Trustees. 
 
 
New Employee Orientation  
The Administrator will process new employees.  In the absence of the Administrator, the Head of Staff or his or her 
designee will conduct orientation.  Orientation includes: 

Reviewing the Personnel Policy 
Reviewing the Statement of Salary and Benefits as they apply to the new employee’s job 
Holiday schedule for the current year 
A Tour of the Building (including a review of the alarm system) 
Receipt of necessary keys 
A review of other employee’s schedules 
A review of office equipment and workspace. 
Completion of the I-9 along with Federal and State Tax forms 
 
The Administrator or Chair of the Search Committee will gather the following documents in order to establish a 
confidential Personnel Employee File with the Head of Staff.  
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1. Employment Application 
2. Record of Employment Interview 
3. Record of Reference Check  
4. Receipts for keys and other TUUC property issued to the employee 
 

Once the initial documents have been gathered, the supervisor and head of staff will work to maintain the personnel 
files. 
5. All Personnel Action Requests 
6. Attendance and leave records 
7. Employee discipline, recognition and resignation documents 
8. Employee grievance documents 
9. Other appropriate, related items 

 
Personnel Employee Files 
The Personnel Employee File Folders will be kept in a locked container in the church office.  Only the TUUC President, 
the Minister, and the Personnel Committee Chair may see the contents of the folders independently.  The supervisor of a 
current employee may review that employee’s file only in the presence of the individuals listed here.  The following should 
be applied when employees or ex-employees of the church ask to see their personnel files: 
 
Present Employees : If requested, an employee has a right to review his or her file at the church with an observer from 
the Personnel Committee or a church officer. A current employee may see his/her file in the presence of those individuals 
by appointment only.  The employee may take notes, but may not remove anything from the file. (Prior to this, the 
Personnel Committee Chair or church officer must remove any item from the file that has been given to the church in 
confidence, and should remove any other item that could place the church in jeopardy.) The church may permit the 
employee to have copies of items from the file at the discretion of the church. 
 
Former Employees : A former employee may see his or her file only at the discretion of the church.  The church is not 
required to show such confidential records. If the church permits a viewing of the file, all confidential items, and any other 
item, may be removed beforehand.  Viewing must be monitored by the Personnel Committee Chair, Board President or 
church officer and nothing may be removed from the file by the former employee.  If the church permits the copying of an 
item, the cost to the ex-employee would be twenty-five cents per page. 
 
Keys  
All personnel needing keys to TUUC will be issued keys upon employment by the Administrator.  Keys must be 
safeguarded and must be returned upon termination of employment. 
 
Personal Computer and Network Software  
TUUC will acquire necessary licenses for all software products as required by the vendor’s license agreement, to 
accommodate the number of computers or users which use each software product.  Employees may not duplicate or copy 
licensed software or copyrighted documentation/manuals unless the necessary permissions have been secured.  
Unauthorized copying may subject the employee or TUUC to civil and criminal penalties under federal and/or state law.  
TUUC’s systems (including computer hardware, software, data and networks, email, the Internet, telephones, voice mail, 
and fax machines) are to be used for conducting business for TUUC.  No systems are to be removed from TUUC without 
permission of the Board Treasurer.  TUUC’s systems may not be used for transmitting, retrieving, or storing 
communications which are derogatory to any individual or group.  Systems also may not be used to transmit, retrieve, or 
store obscene or x-rated communications.  Systems may also not be used for gambling purposes. Information and files 
created, stored and/or transmitted using TUUC’s systems are not private or confidential and are considered the property 
of TUUC.  The Board of Trustees may access at any time such information and files to review employee’s usage of 
TUUC’s systems.  When requested, employees will disclose to the Board any passwords or security measures in place on 
TUUC’s systems.  Employees are prohibited from adding software or downloading software or files without prior 
permission from the Administrator.  Employees who violate this policy or knowingly allow others to do so are subject to 
disciplinary action up to and including termination and possible legal action. 
 
Compensation 
Reflecting Unitarian Universalist principles, the church aims to set compensation (salaries or wages, plus benefits) at 
levels consistent with UUA guidelines or at levels comparable to compensation for similar positions at similar kinds of 
organizations within the community, whichever is higher. In all cases, however, the church must compensate employees 
in ways that are within its means given its prevailing financial situation. 
 
Annual Compensation Review 
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Each year (usually in January), the Personnel Committee will solicit feedback on each staff person’s performance to assist 
in the formal evaluation process.  The Personnel Committee will solicit members to complete “reviews” (the term “review” 
refers to this process of seeking input from committee members and congregation members, and are not the same as 
“evaluations,” which are the formal process for providing feedback and assessment to staff.).  Usually, the Personnel 
Committee will seek two members of the committee most closely related to the staff member and two members of the 
congregation at large who have experience working with that staff member to complete reviews. 
 
The deadline for completing the reviews is usually the end of January.  The Personnel Committee will then provide the 
completed reviews to the supervisor and the staff person.  Then the supervisor will complete a formal evaluation of the 
staff member and submit that to the Personnel Committee, targeting the end of February.  The evaluation form is included 
in the Appendix of the Personnel Policies Manual.  The evaluation will include an overall rating of employee performance, 
recommendations about adjustments to hours for the coming year, and recommendations about professional 
development needed by the employee in the coming year.   
 
The Personnel Committee will then make recommendations to the Board related to compensation, hours, and 
professional development for staff in the coming year.  The Board’s decision regarding salary increases will be included in 
the Budget, which must be approved by the congregation at the Annual Meeting. 
 
The Personnel Committee’s compensation recommendations will generally include the following elements: 
1. Merit increases:  It is TUUC’s intention that excellent performance be financially rewarded, and that salary increase 

be offered to staff whose performance is very good or outstanding. 
2. Cost-of-living increase:  Each month the Department of Labor, Bureau of Labor Statistics, provides a cost-of-living 

index estimate comparing the prior 12 months.  The most recent cost-of-living index can be used for the 
recommendations.  The UUA salary guidelines incorporate the cost-of-living increases, so that each time they are 
published, they increase and staff may not move up the new wage range if they receive only cost-of-living increases. 

3. Promotions:  When a staff person takes on additional responsibilities or achieves a relevant credential, the Personnel 
Committee many recommend that the staff person be moved to a different wage range.  The Personnel Committee 
will also make a recommendation on the position on the new wage range at which the staff person should be placed. 

4. Equity adjustments:  From time to time, the Personnel Committee may notice that some staff may not be moving up 
the wage range as expected.  The Personnel Committee may make a recommendation for an equity adjustment to 
advance the staff person on the wage range. 

 
Guidance Provided by the UUA Related to the UUA Sal ary Guidelines  
The UUA publishes Salary Guidelines which include wage ranges for a number of occupations commonly found in 
Unitarian churches for 5 “geo” areas.  The 5 geo areas recognize that the cost-of-living is higher in some parts of the 
country than others.  TUUC uses Geo 4, which is designed for areas with above-average cost of living. 
 
Advice on how to use the UUA Salary Guidelines is provided on the UUA website and in communications from the UUA 
Compensation Specialist.  This information has been excerpted and combined to explain how TUUC uses the UUA Salary 
Guidelines. 
 
The ranges are intended as guidelines—not mandates—to be accomplished over time as congregational priorities. 
 
The basic salary ranges are recommended as appropriate for religious professionals serving our congregations. These 
ranges were established with information from surveys, compensation and benefit data from private industry and 
governmental bodies, and salary ranges used by other religious denominations. Earnings of professionals in comparable 
secular positions were also taken into account.  
 
These tables have been developed to assist local congregations to offer compensation linked to the wage rates and labor 
costs in their local economy. The UUA guidelines are designed to serve over 750 small organizations. Therefore, the 
ranges are relatively large, they overlap, and it is always necessary for congregations to use some discretion in placing 
their employees in the ranges and comparing those positions in the range to all their other employees. 
 
The flexibility of the ranges should be employed to reflect a number of factors in setting and adjusting the 
compensation for each professional. Such factors would likely include: 

� Length of service to the congregation 
� Length of service in the denomination 
� Other relevant work/life experience 
� Progress in mastering the requirements of the position 
� Extent to which professional is current with developments in professional standards 
� Extent to which a professional is engaged in programs, courses, or personal efforts for professional development 
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� Adjustments to reflect cost-of-living changes (to the extent not adequately provided for by changes in the ranges 
themselves). 

The Guidelines do not mandate individual adjustments based on the above listed factors. Such adjustments would be at the 
discretion of the congregation, consistent with the job description for the position. 
 
The Minimum of a range is appropriate to offer a starting employee who is qualified for the position but has little 
experience.  The Midpoint is the "anchor" of the range and is where an employee would expect to be if he or she grows in 
the job and shows appropriate performance.  The Maximum is the top of the UUA Guidelines, but is not meant as a "cap."   
 
Adjustment of the ranges to certain special situations will require individual modifications tailored to those situations. For 
example, UUA recommends, in cases in which congregations are served by co-ministers, that the Guidelines compensation 
levels for Minister and Associate Minister be combined, and the total divided between the two co- ministers as may be 
negotiated by them with the congregation. 
 
Salary Guidelines Followed by TUUC 
It is the aim of TUUC to reward years of service by providing annual salary increases to staff.  The following are guidelines 
to be followed by the Personnel Committee when making salary recommendations to the board: 
 
Salaries offered newly hired staff are generally determined by: 
1. Identifying the applicable UUA pay range 
2. Considering their relevant prior experience.   
For example. a person just entering the working world with little/no prior experience relevant to the job would begin at or 
close to the bottom of the wage range, while a person hired with 10 years of relevant experience might begin farther into 
the applicable UUA wage range. 
 
TUUC staff who are promoted to a higher-level position are placed into their new wage range as if they were being hired 
into that wage range.  Their prior relevant experience, both at TUUC and prior to TUUC is taken into account.  For 
example, a person with 3-5 years of experience at TUUC who is promoted to a position with a higher wage range might 
begin closer to the 25th percentile in that higher wage range.  
 
The TUUC Personnel Committee generally believes that, with good or very good performance, staff will reach the 
midpoint of their UUA wage ranges within 5-7 years of employment at TUUC.  Those whose performance is less strong 
(as rated on the annual evaluations) may advance within their wage range more slowly. 
 
The Personnel Committee will make recommendations to the board using the above guidelines for all staff, whether new, 
promoted and during annual budgeting processes. 
 
Salaried and Hourly Employees 
The US Fair Labor Standards Act (FLSA) indicates three types of exempt positions:  executive, administrative or 
professional positions. Positions which meet the criteria for exemption from FLSA will be salaried positions.  Those that 
are non-exempt will be hourly positions.   
 
Compensation for salaried employees will be based on the number of units they are expected to work each week, where a 
unit is defined as a morning, afternoon, or evening.  Full time salaried employees are expected to work 12 units a week 
(which will include at least 35 hours a week).  If a salaried employee works more than 12 units a week, the supervisor may 
agree to grant compensatory time off to the employee for the extra unit(s).  
 
Compensation for hourly employees will be based on the number of hours they actually work each week.  However, the 
number of hours for which each employee may be compensated is established by the budget.  Hourly employees may not 
work additional hours unless authorized by their supervisor to do so.  Hourly employees who are asked by their supervisor 
to work over 40 hours in any week will receive overtime pay of one-and-a-half times their normal hourly rate, as required 
by FLSA.  
 
Scheduling  
The employee will obtain approval from his/her supervisor when scheduling vacations, compensatory time off (for salaried 
employees), alternate days for holidays, and free-choice holidays. 
 
Record Keeping 
It is the responsibility of the Supervisor to maintain a record of benefits earned and taken by the employee.  At the end of 
each church year (June 30), each employee’s benefit record will be placed in the employee’s personnel folder. 
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Outside & Collateral Employment 
All employees are expressly prohibited from engaging in any activity or services that interferes with an employee’s job 
performance, responsibilities, or Church operations, or performing any activity or services with the unauthorized use of 
Church facilities, equipment or supplies. Outside employment for full-time employees is generally not encouraged, and 
prior approval from the employee’s supervisor must be obtained before any outside employment or work activity is 
undertaken.  All employees are cautioned to consider carefully the demands that additional work creates prior to 
requesting approval. Outside employment is not considered an excuse for poor job performance, absenteeism, tardiness, 
leaving early, or refusal to work overtime or different hours, even for part-time employees.  Should the outside 
employment cause or contribute to any of these situations, or violate any Church policy, the Church may request that the 
employee terminate the outside employment or be requested to resign and if non-compliant to be terminated. Full or part-
time employees who have accepted outside employment generally are not eligible for paid time off when the time off is 
used to work on the outside job. 
 
Conflicts of Interest 
Employees are expected to avoid actual or potential conflicts of interest.  A conflict of interest includes any situation where 
an employee may attain personal gain or potential personal gain or which may serve as a detriment to the Church, either 
monetarily or to its public image, because of the use of information or personal contact which is not generally available 
except through employment with the church. 
 
Employees shall not engage in any business or transaction, and shall not have a financial or other personal interest, direct 
or indirect, which is incompatible with their employment duties or which would tend to impair their independence, 
judgment, or actions in performance of their duties for the church. 
 
In order to avoid a real or perceived involvement in a conflict of interest, employees should not only refrain from any direct 
conflicts, but also should not refer Church business to a member of the employee’s family or other persons with whom 
there may exist a personal, business or financial relationship.  Employees who have questions about whether an activity 
violates this policy should discuss the matter with the Church Administrator. 
 
Work and Disciplinary Guidelines  
Certain guidelines must be observed by all employees to protect the integrity of the congregation.  Violations may result in 
disciplinary measures including verbal warnings, written warnings or termination.  Engaging in any of the following 
examples of unacceptable conduct may result in disciplinary actions.  These examples are intended as a guide and are 
not all inclusive. 

� Failure to perform work in a manner acceptable to Employer 
� Absenteeism or tardiness 
� Leaving work without permission 
� Failure to report absences as required. 
� Sexual harassment or harassment described in these policies 
� The use, possession or sale, or being under the influence of alcohol or controlled substances (other than for bona 

fide medical purposes) while working or while on TUUC premises. 
� Unauthorized possession of weapons 
� Disclosure of confidential information 
� Smoking in unauthorized areas 
� Failure to report on-the-job injuries 
� Working another job when scheduled to be on the job at TUUC 
� Failure to accurately complete, to falsify or to permit another person to complete the employee’s timesheet; 

permitting another person to complete his/her timesheet or completing that of another employee 
� Arrest and conviction for criminal offenses that are job related, including those that may affect the employee’s 

ability to perform his or her job. 
� Theft or dishonesty 
� Falsifying records or information (or misuse or unauthorized manipulation of any computer or electronic data 

processing equipment or system) 
� Discourteous treatment of others 
� Taking Employer property without paying for it or without written permission 
� Reckless, careless or unauthorized use of the Employer property, equipment or materials 
� Improper or profane language 
� Violation of any other Employer policy. 

 

Separations 
 

a. Voluntary Separations  
� An employee resigning from his/her position is required to give at least two weeks written notice to the supervisor, 

who will immediately notify the Head of Staff, President of the Board, and Personnel Committee Chair. 
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� Prior to delivery of the employee’s final paycheck, 
o An exit interview will be conducted by the Personnel Committee Chair or a designee.   
o The employee must return all TUUC keys, equipment, supplies, and other property; the Church 

Administrator will record that the items were returned and will provide the employee with a receipt for their 
return. 

� An employee who is absent from work for three consecutive days without giving proper notice or explanation to a 
supervisor may be considered as having voluntarily resigned. 

 
b. Involuntary Separations 
Given that TUUC is a church and unknown numbers of members are close to each staff person, terminations are likely to 
have a far-reaching impact on the congregation.  For this reason, the Personnel Committee will make every possible effort 
to assist the supervisor and the employee to identify an amicable resolution.  If termination is necessary, it must be 
approved by the Board, typically acting in response to a request for termination made by an employee’s supervisor. 
 
Termination for cause may include criminal activity, sexual harassment, insubordination, or other offenses of a serious 
nature.  Termination without cause can result from a range of circumstances, including, but not limited to, failure to 
perform duties as assigned in the job description or a reduction in workforce. 
 
If the Board deems that termination is the best option, TUUC may terminate any employee at any time without cause.  
Regular employees who have completed their probationary period will be giving two weeks notice or two weeks pay in lieu 
of notice.  Employees who have not completed their probationary period are not entitled to two weeks notice or two weeks 
pay in lieu of notice. 
 
When a supervisor anticipates that termination may be necessary, the following steps are recommended, if appropriate: 

� Document problem(s).  This includes identifying relevant information covered in previous annual reviews, writing 
down examples of inadequate performance, and making copies of other items that may illustrate the problem(s).  

� Discuss the problem(s) with the Head of Staff and the Personnel Committee Chair. 
� Whenever possible, discuss the problem(s) with the employee.  If appropriate, provide written benchmarks that 

must be met for continued employment and a reasonable timeline for improvement. 
� If the employee feels that the problem(s) have been misstated, explain the grievance procedure to the employee. 
� If resolution of the problem(s) does not occur, the Personnel Committee will complete a Personnel Action Request 

Form requesting authorization for termination and submit this form, with documentation, for signature from the 
listed parties.   

� After the Board approves termination, the Personnel Committee will arrange for a final paycheck to be delivered 
to the terminated employee and assure the return of all keys, equipment, supplies and other TUUC property. 

 
c. Final paycheck  

� Salary will be paid through the final day of actual work performed 
� Employees are eligible to receive pay for unused vacation time accrued if they: 

a. resign with proper notice  
b. work as scheduled during the notice period 
c. participate in an exit interview, and 
d. return all TUUC property,  

Other employees will not be eligible to receive such pay. 
� No payment will be given to any employee for accumulated sick leave 

The Board of Trustees shall determine the need for any special additions to or deductions from the final paycheck, based 
on the recommendations of the supervisor and or the Personnel 
 

Performance Reviews  
It is the policy of TUUC to provide church employees with performance reviews not less than once each year.  Major 
objectives are: 

� improving performance, 
� helping the employee reach his or her potential, 
� evaluating the employee for salary adjustments or change of status, 
� recognizing and showing appreciation for the employee’s achievements, 
� identifying and discussing strengths and weaknesses, 
� identifying training and development needs, 
� setting performance goals. 

 
It is the responsibility of the Administrator to notify all supervisors responsible for an annual performance review of TUUC 
employees that appraisals are due.  Written notices will be distributed during the first week of January. 
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The employee’s supervisor is responsible for coordinating the performance review and completing the employee’s 
evaluation.  The results of the evaluation should be recorded on the Performance Evaluation and Improvement Plan form, 
found in this manual.  After completing the form, the supervisor will discuss it in person with the employee.  At that time, 
plans for improvement, further development, and goal setting may be made and discussed, when indicated.  Both the 
employee and the supervisor must sign the performance evaluation. 
 
In reviewing an employee’s performance, the supervisor will consult with appropriate people at TUUC who are in a good 
position to offer meaningful input.  Their names (and TUUC titles, if they have them) should be recorded on the evaluation 
form. 
 
The supervisor must give a copy of the completed performance evaluation form to the chair of the Operations Team no 
later than March 15.  The evaluation may inform any of a range of actions, including, but not limited to, setting salaries for 
the coming fiscal year, recommending further training or professional development, recommending a change of employee 
status, or others. 
 
The supervisor will put the signed, original performance evaluation form in the employee’s file. 
 
 
Complaint Procedure  
It is the policy of TUUC to make every effort to resolve complaints, problems, or differences that may arise between 
church employees, between employees and their supervisors, or between employees and other church officials.  In order 
to resolve any complaints, the following procedure has been adopted. 

Procedure: 
Step 1: The employee should first discuss the complaint with his or her immediate supervisor on an informal 
basis. In most instances, the problem can be resolved amicably without a formal complaint. 
Step 2: If the employee is not satisfied with the results of the informal talk with his or her supervisor, he or she is 
to then discuss the complaint with that supervisor’s supervisor, if there is such a person, to see if a resolution can 
be reached, and so on up the supervisory ladder as necessary, ending with a discussion with the minister. 
Step 3: If the employee is still not satisfied, he or she should submit the complaint in writing [see *Note below] to 
the Personnel Committee Chair within two weeks of receiving the final supervisor’s response. After consultation 
with the Minister, the Chair of the Personnel Committee will meet with the employee, investigate the complaint, 
and give the employee a written answer within two weeks of the receipt of the complaint. 
Step 4: If the employee is still not satisfied with the resolution of the complaint, he or she may appeal to the TUUC 
President (or the President’s designee) by submitting a written complaint, including the answers received in Steps 
1 and 2.  The President (or the President’s designee) will give the employee a written decision.  This decision will 
be final. 

 
 
Exit Interview 
Purpose: To aid TUUC in 

a. determining and addressing causes of employee turnover, and 
b. maintaining a positive work environment 

Personnel Covered : Ordained and non-ordained staff 
Responsible for Administering : Personnel Liaison (Personnel Committee Chair, Board President or his/her designee) 
Policy:  Ordained and non-ordained staff resigning from the church are to be interviewed by the Personnel Liaison within 
three days after the resignation has been given to the employee’s immediate supervisor.  An exit interview is normally not 
required for an employee terminated for cause.  However, if an exit interview is deemed appropriate by the Personnel 
Liaison and the minister, an exit interview may be conducted. 
Procedure:  

• A Request for Personnel Action form is completed by the immediate supervisor for an employee who has either 
resigned voluntarily or has been terminated for cause.  

• A copy of the Request for Personnel Action form is forwarded to the church office and a copy is placed in the 
employee’s personnel file by the Personnel Committee Chair. 

• The Personnel Liaison prepares a written report of the Exit interview findings within one week following the 
interview.  Prior to the final typing of the report, the interviewer goes over the exit interview findings with the 
employee’s immediate supervisor and with the minister, to ensure that the information given was factual from the 
perspective of the immediate supervisor. 

• After the above step, the Exit Interview report is typed by the Personnel Liaison.  One copy is given to the minister 
and one is placed in the employee’s personnel file. 
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Exit Interview Contents 
• Name 
• Position 
• Why Are You Leaving 
• What Did you Like Best? Least? 
• How Can We Improve the Job for Your Successor? 
• Did you feel that you got support from the Minister?  
• From the Congregation?  
• From your Supervisor? 
• Did Anyone Do Anything to Make Your Job More Difficult?  
• More Enjoyable? 
• Do you know of anyone who would be interested in being a possible successor? 
• Of These, Would you recommend someone? Why? 

 
Interviewer:    Position:    Date: 
Cc: 
 
(know before interview) – checklist of possible items needing to be returned: 
keys, telephone lists, telephone or credit cards, equipment, other property 

 
 
Employee Benefits 
 
It is the policy of TUUC to provide employees with employee benefits in addition to salary, which are competitive with 
similar institutions and which are within the financial ability of the church to provide. Accrual of benefits begins with the 
date of employment, not the date when the probationary period has ended and an employee becomes a regular 
employee. 
 
Eligibility 
Both salaried and hourly employees are eligible for benefits as follows: 
40 hours per week Full time benefits 
20 hours to 39 hours per week Pro-rated benefits based on the proportion of hours 

compared to full time 
Less than 20 hours per week Not eligible for benefits 

All benefits listed below are stated for full-time employees.  It is understood that all listed benefits will be pro-rated for 
those working more than half-time and less than full-time. 
 
Vacations 
a. Full-time employees will receive four weeks of paid vacation.  After five years, vacation will increase to five weeks.  

Vacation cannot be used until after the first six months of service.  
b. A limit of one week’s (based upon contracted working hours) vacation may be carried over for one year. 
c. Vacation is earned and will be paid to an employee in the event he/she resigns with notice. 
 
Sick Leave 
a. Full time employees shall earn one day of sick leave per month of service, up to a maximum of sixty (60) days. 
b. Should the needs of the employee exceed earned sick leave benefits, the matter will be referred by the Personnel 

Committee to the Board President or his/her designee who will make a decision. 
c. It is the responsibility of the employee to notify his/her supervisor if taking sick leave. 
d. Sick leave cannot be taken in less than hourly units. 
e. Sick leave may be utilized for immediate family illness. 
f. Accrued sick leave is not payable upon termination. 
 
Bereavement Leave 
TUUC provides up to 3 days of paid leave for bereavement for full-time employees.  If an employee needs additional time 
off he or she may use vacation or medical time with the approval of his or her supervisor.  This applies for leave due to the 
death of an immediate family member defined as parents, spouses, partners, children, siblings, grandparents, 
stepchildren, stepparents, and spouse’s or partner’s parents, siblings or grandparents. 
 
Paid Holidays 
Employees will receive ten (10) paid holidays per year:  
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the regular church holidays:  
New Year’s Day  
Martin Luther King Jr. day 
Memorial Day 
July 4th 
Labor Day  
President’s Day 
Thanksgiving Day 
Christmas Day 
And two (2) days of the employee’s choosing. 
 
If the holiday falls on an employee’s regular day off, he/she shall receive an alternate day off, with advance approval of 
the supervisor. 
 
If a designated holiday falls on a Saturday, the holiday will be celebrated on the Friday prior.  If the designated holiday 
falls on a Sunday, the holiday will be celebrated on the Monday after. 
 
Health Insurance 
TUUC provides a health insurance benefit which is related to the cost of health insurance and must be used for health 
insurance.  
 
TUUC determines the maximum amount it will compensate each full-time employee for health insurance based on rates 
set by the UUA “Standard PPO” health insurance plan.  The maximum health insurance benefit is based on 80% of the 
UUA Standard plan, plus 50% of the additional cost to cover additional family members, it any.  TUUC will use the age the 
employee will be in the coming fiscal year when computing the maximum amount of the health insurance benefit.  This 
policy is reviewed annually by the Operations Team and changes may be recommended to the Board. 
 
The employee must provide a health insurance statement or invoice once a year during the budget planning cycle to 
assure that this benefit will be used for health insurance coverage. TUUC will then reimburse the employee each month 
for the cost of the employee's health insurance up to the maximum described above.  If the employee's health insurance 
cost changes during the year, a copy of the new invoice should be provided to the bookkeeper so that the bookkeeper can 
change the rate at which the employee is compensated. 
 
Retirement (Actual plan documents govern) 
a. Church employees who are employed 1,000 hours or more a year and who have been employed by TUUC for one 

year, and who have reached the age of 21 are eligible for immediate participation in the Unitarian Universalist 
Retirement Organization. 

b. TUUC contributes to the Retirement Plan for eligible employees.  Employees may, at their option, also contribute to 
the Plan provided TUUC contributed at least ten percent of salary and salary and housing allowance for the minister 
toward the plan. The employer contribution is vested after two years of employment 

c. A Personnel Committee member will explain the Retirement Plan to all eligible new employees at the time of 
employment, and will see that the required forms are completed. 

 
Worker’s Compensation 
The church maintains the workers’ compensation insurance as required by law. All employees, regular and temporary, are 
requested to report immediately any job-related injury occurring on or off the Church premises to the Church 
Administrator, or in case of her/his absence, the Chair of the Personnel Committee. This policy ensures that employer and 
employee are able to adhere to the required deadlines imposed by state law.  The law and any updates to it will be posted 
in the church office. 
 
Leave without Pay 
Situations such as illness and family crisis may present themselves in an employee’s life.  Any employee may request a 
leave without pay through his/her supervisor.  The decision to grant leave without pay is at the discretion of the Board, 
after they have weighed the leave’s impact on church operations.  Reinstatement from approved leave will be granted for 
up to one month of leave for full time employees.  For part time employees reinstatement from approved leave will be 
granted based on a prorated number of weeks.  If more time is needed, an employee must request, through his or her 
supervisor, approval of the Board for the extended period.  The request must be made at least one week in advance of 
the scheduled return. 
 
Employee Development/Continuing Education  
The church believes that each employee should be encouraged to cultivate a broad range of knowledge related to her/his 
work.  The Church endorses a variety of learning methods for employees, including self-study, on-the-job training, and 
formal education. Within budgetary constraints, the church is willing to work cooperatively with employees, to facilitate 
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development activities related to their work.  Employees are encouraged to discuss such opportunities with their 
supervisor.  Up to one week’s worth of an employee’s regular paid work time may be used for continuing education as 
long as it is work related and approved by the employee’s supervisor.  
 
Family and Medical Leave 
TUUC routinely grants an unpaid leave of absence for up to 12 weeks in conjunction with the birth or adoption of a child, 
care an immediate family member (son, daughter, or parent of the employee) who has a serious illness, and to take 
medical leave when the employee is unable to work because of a serious illness.  Employees may use sick leave, 
vacation time, and compensatory time accumulated in order to continue receiving paychecks during Family and Medical 
Leave.   This leave will be granted to any employee who has worked for at least 12 months and work at least half-time.  In 
the case of a birth or an adoption leave begins at the time requested by the employee, but not later than six weeks after 
the birth or adoption or when the child leaves the hospital, whichever is later. An employee must give TUUC at least 30 
days advance notice if the need for the leave is foreseeable. Otherwise notice must be given as soon as practicable in the 
case of lack of knowledge of when leave will begin, change of circumstances or a medical emergency.  Upon return from 
leave, the employee is reinstated to the former position plus any adjustments in the employee’s pay that may have 
occurred during the leave period.  The church will continue to pay the insurance premiums and retirement contributions, 
as are usually paid by the church, up to 12 weeks during the Family Leave of Absence.  Note: Insurance premiums and 
retirement contributions paid by the Church during a Family and Medical Leave must be re-paid should the employee later 
decide not to return to work after the Leave. 
 
School Conference and Activities Leave 
Unpaid time off, up to a maximum of 16 hours annually, is available to all employees for attendance at school conferences 
and classroom activities that cannot be scheduled during non-working hours.  TUUC requests that the leave will be 
scheduled in advance with your supervisor in order to minimize any disruptions resulting from the employee’s absence. 
 
Compensatory Time for Salaried Employees 
Salaried employees may earn compensatory time when they must attend meetings or work beyond normal working hours.  
Use of compensatory time must be cleared by the employee’s immediate supervisor.  Compensatory time is defined as 
time worked over normal working hours that cannot be adjusted during a regular pay period due to work load.  Up to 40 
hours of compensatory time may be accumulated.  
 
Jury Duty 
All employees who have worked for 30 days or more may take up to two weeks of paid leave during any one-year period 
for jury duty as we believe it is a fulfillment of civic responsibilities.  TUUC will pay the full base rate less the amount paid 
by the city/county/state.  If jury duty extends beyond two weeks, an employee may use vacation time or comp time or take 
unpaid leave.  The church or the employee may request that jury duty be waived if the church or employee believes it 
would cause operational difficulties. 
 
Emergency Closings 
If there is an emergency such as severe weather and the church is closed, employees will be paid for the period the 
church is closed.  If the church is open for a portion of the day, employees who have worked during that time will be paid 
for the time it is closed.  Employees who did not work for the portion of the day that the church was open will not be paid.  
 
If the church is not officially closed but the employee believes it is dangerous to come to work, the employee is 
encouraged to stay home and notify his/her supervisor.  The employee may take unpaid leave, use vacation time or comp 
time, or make up the time during the same pay period. 
 
Military Leave 
Employees who are members of the uniformed services of the United States (including the National Guard or other 
reserve unit) will be granted unpaid leaves of absence in accordance with state or federal law to perform military duties on 
a voluntary or involuntary basis.  Requests for military leave of absence must be made in writing and should include 
verification of the duty call from military authority, the date the leave is to commence and the expected date of return.  
Employees may choose to use any accumulated vacation or comp time for all or part of the period of military service.  
Leaves of absence in excess of any available vacation or comp time will be without pay.  In accordance with applicable 
law, eligible employees will be reinstated to the same job upon returning from authorized military leave of absence. 
 
 
Inclement Weather Policy for Staff 
Purpose 
To prescribe uniform procedures for the closure of TUUC offices and the treatment of employee absences from 
work during periods of inclement weather and other emergencies. 
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Policy  
TUUC’s first concern is for the health and safety of the staff.  Whenever a staff person believes that his/her health or 
safety is at risk by reporting to work, the employee is encouraged to stay home.  Employees should notify their 
supervisor if they make this decision and this time may be charged to leave-without-pay of vacation at the 
employee’s chpice. 
 
When it is announced on the radio that all Baltimore County offices or Baltimore City offices (not just schools) are 
closed and non-essential staff are not expected to report to work, then TUUC will also be closed and those staff who 
would normally have worked on that day will not be charged for a vacation day.   
 
 
Special Policies 
Background Checks – The Director of Religious Educa tion will facilitate this process 
History: Since about 1997, the TUUC Church School teachers who take our children on “away” trips and/or overnights 
have voluntarily submitted to professionally-conducted criminal background checks.  In 1999, the Director of Religious 
Education and the RE Chair asked the Personnel Committee Chair to assume the administration of this activity.  The DRE 
could then visibly remain a neutral party. 
 
Procedure if new to handling this job: 
1. On church letterhead, the outgoing chair or church secretary writes to:  Ms. Sandra Graham, PO Box 5743, Pikesville, 

MD 21282-5743. re the change of Contact Person from ______________to ________________ with the address 
remaining that of the church. 

2. The new Personnel Committee Chair becomes familiar with the flyer, Instructions for Completing the State of 
Maryland Application For Criminal History Record Check and Disclosure Statement (form CJIS011) and both 
the State and FBI forms.  These items are kept in the Chair’s Background Checks folder. 

 
Normal Procedure 
1. The Religious Education Committee Chair gives the Personnel Committee Chair a written list of new applicants, 

previously informed of the background checks. (Because the process takes at least two months, previously approved 
drivers/chaperones need to be used at the beginning of the Church School year. 

2. The Personnel Committee Chair then meets with the applicants and distributes the instructions and both forms.  Each 
applicant must visit one of the listed law enforcement agencies to have his/her fingerprints recorded.  When the forms 
have been turned in to the PC Chair and checked for completeness, the applicant’s agency charge (usually $5) will be 
reimbursed from RE funds. 

3. The Personnel Committee Chair then finishes his/her part of the forms and acquires a check for the search (currently 
$36) times the # of applicants.  This check will be drawn with the approval of the Finance Council Head and will be 
drawn from the RE Budget.  The forms and check are then mailed to: 
CJIS Central Repository, PO Box 32708, Pikesville, MD 21282-2708 

4. After the processing has been completed, the Chair and the applicant each receives a letter from the State, and then 
from the FBI.  The results will be shared, confidentially, with the DRE and the RE chair. (Once clearance has been 
given, the driver, chaperone will not be re-checked without reason). 

Note: Before drivers volunteer, the RE Chair tells the group that the following search may also be made: 
A legal and often-used method of finding out if a driver has a revoked license, DUI (Driving Under the Influence), or DWI 
(Driving While Intoxicated) conviction involves the following steps: 
a. A person’s name and either date of birth or driver’s license number (with his or her permission written on letterhead) is 

sent, accompanied by a $5 check for each person, to: 
MD Motor Vehicle Administration 
Room 213 – Driver Records 
6601 Ritchie Hwy, NE 
Glen Burnie, MD 21225 

b. Within a week or so, we receive a printout of the driving record form the last three years (The MVA legal advisor said 
we could do this check on volunteers as well as on paid employees.) 

c. As with other searches, the clearance or non-clearance would be reported to the DRE and the RE Chair, 
confidentially. 

 
Sexual Harassment Policy 
Adopted 7/20/94 
 
Purpose Statement: 
We believe that: 
� The Towson Unitarian Universalist Church should be a safe and welcoming environment that respects the human 
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dignity of all who attend. 
� All who attend or are employed by TUUC have a right to participate in an environment that is free of discrimination, 

which includes freedom from sexual harassment. 
� The adoption of a sexual harassment policy provides a means for dealing with harassment experienced within the 

church community. 
� The best resolution of any situation will both stop the unwanted behavior and allow all parties to still feel comfortable 

within the church. 
� We understand that harassment is not always intentional, but may in fact arise through miscommunication or lack of 

awareness.  Regardless, we believe this is a serious issue that our congregation can best face by adoption of the 
following policies. 

 
Underlying Principles and Assumptions 
� Sexual harassment is unacceptable within the Towson Unitarian Universalist Church. 
� Sexual harassment is not the fault of the victim. 
� People who have been harassed need support, empowerment, and a structure within which to respond effectively and 

safely. 
 

Definitions of Sexual Harassment : 
Sexual harassment includes unsolicited and unwelcome conduct that has sexual overtones.  This includes but is not 
limited to: 
� physical conduct: such as touching, pinching, brushing against another’s body, impeding or blocking movement, 

assault, coercing sexual intercourse. 
� verbal conduct: such as sexually suggestive or obscene comments, threats, slurs, epithets, jokes about gender-

specific traits, sexual propositions. 
� written conduct: such as sexually suggestive or obscene letters, notes, invitations. 
� visual conduct: such as gesturing, displaying sexually suggestive objects or pictures, cartoons, posters or magazines. 
 
Sexual harassment must be understood as an exploitation of the various relationships that exist within the church 
community (for example: minister/congregant, adult/child, amongst peers) rather than as an exclusively sexual issue. 
 
Sexual harassment has both males and females as its victims and perpetrators.  All who attend or are employed by TUUC 
should be free from harassment by members of the opposite sex or of the same sex. 
 
Why is a Policy Necessary? 
� We are often unsure whether what we are experiencing is sexual harassment. 
� Our reactions to sexual harassment are varied but almost always involve some degree of confusion, embarrassment, 

or unease.  It is sometimes easy for us to explain away a problem, especially if no harm was done, partially because it 
is difficult to admit sexual harassment could even be happening.  On the other hand, sometimes attempts to deal with 
the situation are met with anger, denial and scorn. 

� Often people who experience sexual harassment are made to feel responsible for the perpetrator’s behavior. 
� People who experience sexual harassment sometimes have been made the subject of gossip and have developed 

stress-related illnesses from the pressure of living in fear of the next advance or incident.  “You must have done 
something to encourage it,” is a familiar comment. 

� This policy is intended to provide support for individuals who feel that they have been harassed, and to establish a 
process for dealing with those concerns. 

 
If You Feel You Have Been Sexually Harassed . 
� It’s sometimes hard to determine if the unwanted behavior you are subject to is actually sexual harassment, and if it is 

intended.  Regardless of the intention, we each have the right to call another on his or her behavior when it seems 
inappropriate or causes uneasiness or embarrassment.  It makes no difference if this behavior is verbal (crude or 
suggestive remarks or proposals) or physical (unwanted touching, kissing, grabbing or petting). One way to call 
someone on unwanted behavior is to tell the harasser what it is that you find offensive and ask that the behavior stop.  
Sometimes sexual harassment is a matter of miscommunication.  If the behavior is unintentional, communicating your 
discomfort may be enough to stop it.  However, it is often extremely difficult to confront someone directly with sexual 
harassment concerns.  Do not feel that you have to handle the situation yourself before approaching anyone else. 

� If you feel uncomfortable directly approaching your harasser, if you are unsure whether it is harassment, or if speaking 
with the individual has not changed the situation, contact one of the following church leaders: the Minister, the 
President of the Board, or the Director of Religious Education. 

� Speaking with one of these individuals will not automatically begin an investigation.  You may just want to talk and sort 
out your feelings and options.  If you wish to pursue the matter, in compliance with church bylaws (Article 7 Section 3), 
and ad hoc committee of tree, including the Minister, will be formed to deal with the situation in a confidential manner 
for the benefit of all parties involved.  Again, the goal is to ensure that the church is a safe environment for all, that any 
unwanted behavior ceases and that all persons feel welcomed within the church.  Priority will be given to ensuring that 
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any unwanted behavior stops. 
� The ad hoc committee will look at all aspects of the situation and will treat all participants with respect and caring. 
� All complaints of sexual harassment will be taken seriously and dealt with expeditiously.  Confidentiality will be 

assured, consistent with fulfilling the church’s obligation to investigate the matter and to protect the rights of the 
complainant and the accused.  The complainant will deal with only one member of the committee unless he or she 
chooses otherwise.  Each stage in dealing with a case of harassment will involve as few people as possible.  As much 
as possible, the complainant is in control of each step in whatever action is taken and will receive a report of the 
action taken.  All policies and procedures will strive to minimize further distress and ensure fairness for all, both 
complainant and accused. 

� In an extreme case, when the situation has not been resolved and the behavior is likely to continue, the harasser may 
be asked to leave the church. 

 
If You Are Accused of Sexual Harassment  
� If you are accused of sexual harassment, you may want to first meet with the complainant or you may prefer to 

consult directly with the Minister, the President of the Board, or the Director of Religious Education.  Following are 
suggested procedures: 

� When there is no substance to the allegation, request the name or source of the complaint.  Meet with that person to 
resolve the issue.  Take an objective person with you.  Document actions taken to resolve the situation.  If the issue 
cannot be resolved via personal contact, speak to the Minister, the President of the Board, or the Director of Religious 
Education. 

� When there is substance to the allegation, try talking with the individual who is making the complaint against you.  
Take an objective person with you. Try to reach a solution including some form of restitution.  Document the 
agreement and actions taken.  If no solution can be reached, document the meeting and contact the Minister, the 
President of the Board, or the Director of Religious Education. 

 
Harassment Involving The Minister 
Incidents of sexual harassment (or suspected harassment) by the minister are a special case and should be reported 
either to the President of the Board or a member of the Committee on Ministry.  If someone other than the President is 
initially approached, that individual will notify the President of the situation.  The President, after determining that there is 
credible support for the claim, will then call on the Department of Ministry of the UUA for support and guidance in dealing 
with the issue and any breach of ministerial ethics and guidelines. 
 
Harassment Involving Children or Youth 
We believe it is the obligation of everyone in the church to protect our children and youth.  If you suspect anyone, adult, 
youth or child, of sexual harassment or abuse of a young person, the situation should be reported to the Minister, the 
President of the Board, or the Director of Religious Education. 
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Towson Unitarian Universalist Church 
1710 Dulaney Valley Road 
Lutherville, MD 21093 
 
APPLICATION FOR EMPLOYMENT 
 
Last Name     First Name   M.I.   Phone Number 
 
 
Current Address           Social Security Number 
 
 
City      State   Zip Code  Application Date 
 
 
Are you legally eligible for employment in the United States?  Yes  No 
 
 
POSITION 
Position desired        Full Time Temporary Part Time 
 
Date Available    Salary Desired   How were you referred to TUUC? 
 
 
List persons you know who are employed by or are members of TUUC. 
 
 
 
EDUCATION 
 Name and Address Graduated? Number Yrs. 

Attended 
Course or Major 

Grade School  Yes   No   
High School  Yes   No   
College  Yes   No   
Graduate  Yes   No   
Other  Yes   No   
 
GENERAL INFORMATION 
 
Do you have any physical condition that would prevent you from performing the full duties of the position for which you 
have applied?  If so, describe any accommodations that could be made. 
 
Have you been convicted of a crime other than traffic violations? 
(A conviction will not be an automatic bar to employment consideration) 
Yes  No  If yes, explain 
 
 
PERSONAL REFERENCES 
(Excluding former employers and relatives) 
Name and Occupation Address Phone Number 
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APPLICATION FOR EMPLOYMENT page 2 
 
PRIOR WORK HISTORY (List in order, last or present employer first) 

Dates 
From   To 

Names and Address Of Employer Rate of Pay 
Start      Finish 

Supervisor’s  
Name & Title    

Reason for Leaving 

 
 
 

    

Describe in detail the work you did 
 
 
                       

Dates 
From   To 

Names and Address Of Employer Rate of Pay 
Start      Finish 

Supervisor’s  
Name & Title    

Reason for Leaving 

 
 
 

    

Describe in detail the work you did 
 
 
 

Dates 
From   To 

Names and Address Of Employer Rate of Pay 
Start      Finish 

Supervisor’s  
Name & Title    

Reason for Leaving 

 
 
 

    

Describe in detail the work you did  
 
 
 
 
Authorization 
 
(Applicant please read and sign) 
 
I hereby affirm that the information provided on this application is true and complete to the best of my knowledge and 
understand that any misrepresentation or omissions of fact will be cause for cancellation of consideration for employment 
or dismissal if employed.  I authorize investigation of my background and all information contained in this application and 
hereby release present and previous employers and/or supervisors from all liability for damage arising from their 
responses to inquiries concerning such information or my performance or value as an employee.  I further understand that 
any offer of, or continuation of, employment is contingent upon satisfactory reference checks. 
 
I understand that neither completion of this application nor subsequent employment of me by Towson Unitarian 
Universalist Church shall constitute a contract of employment between the church and me for any particular duration or 
upon any particular terms and conditions.  I further understand and agree that if I am hired by Towson Unitarian 
Universalist Church, my continued employment with the church shall be at the will of the church, may be terminated by me 
or the church for any reason at any time, and that no representative of the church is authorized to state or imply that I am 
employed on any other basis or for any definite period.  Additionally, I understand that if I am hired, church policy 
manuals, employee handbooks, and personnel guidelines and practices will not constitute contracts between the church 
and me. 
 
 
Applicants Signature      Date 
 
 
Under Maryland Law and Employer may not require or demand any applicant for prospective employment or any 
employee to submit to or take a polygraph, lie detector or similar test or examination as a condition of employment or 
continued employment.  Any employer who violates this provision is guilty of a misdemeanor and subject to a fine not to 
exceed $100. 
 
Applicants Signature      Date  
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TOWSON UNITARIAN UNIVERSALIST CHURCH 
Personnel Action Request 
 
I. From: _________________________________________  

Date: ___________________ 
 

 
It is requested that the following action be taken: 
 
II. RECRUIT (attach current job description) 
Position Title: ______________________________________________________ 
Salary: ____________________________ Basic Weekly Hours: _____________ 

 
Proposed Effective Date: ________________ 
 
III. OTHER ACTION REQUESTED 
 
Name Title Budget Line Effective Date 

 
 
 Action Present Change To 
 Salary Change (see remarks)   
 Position Title   
 Basic Weekly Hours   
 Benefit Changes   
 Name Change   
 Address Change   
 Other (see remarks)   
 
 Leave of Absence Reason: 
 From:                          To:  
 Return from Leave of Absence Date:  
 
Termination Date: Eligible for Re-Employment: Reaso n for Termination: 
       Yes                 No   See remarks 
 
Remarks: 
 
 
Approval Date 

Council Head/Supervisor 
 

 

President 
 

 

Finance 
 

 

Personnel 
 

 

Copy: Employee, Supervisor, Finance, Personnel 
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TUUC 
CUMULATIVE RECORD OF REQUESTS FOR PERSONNEL ACTION 
 
Employee’s Last Name                First Name           Middle Name 
 
 

Position 

Cumulative Record of Requests for Personnel Action 
Date Effective 

Date 
Action Salary 

       $$$              Per 
Comments 
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TUUC Performance Review Form 
 
1. Knowledge, skills, problem-solving, and effectiv eness 
Read the job description for this position and rate the ability of the employee to perform the tasks expected. 
 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
List one or two situations in which the employee demonstrated competence in his/her job duties: 
 
 
 
 
 
 
If there are situations that the employee could have handled better, please explain: 
 
 
 
 
 
 
2. Self Management Skills 
Rate the employee’s ability to get to work on time, prioritize duties, use time effectively while at work, demonstrate 
reliability and dependability, and take initiative. 
 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
List one or two situations in which the employee demonstrated competence in this area: 
 
 
 
 
 
 
If there are situations that the employee could have handled better, please explain: 
 
 
 
 
 
 
3. Interpersonal Relationships 
Rate the employee’s ability to get along with co-workers and members of the church, to use tact and persuasion, to 
communicate clearly, to maintain confidentiality, and to deal with emotional situations. 
 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
List one or two situations in which the employee demonstrated competence in this area: 
 
 
 
 
 
 
If there are situations that the employee could have handled better, please explain: 
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4. Supervision (if appropriate) 
Rate the employee’s ability to supervise others, including providing clear direction, providing appropriate structure and 
support, motivating the employee, and providing feedback and evaluation, both formally and informally. 
 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
List one or two situations in which the employee demonstrated competence in this area: 
 
 
 
 
 
 
If there are situations that the employee could have handled better, please explain: 
 
 
 
 
 
 
5. Team Spirit 
Rate the employee’s attitude toward and enthusiasm for the goals of the church and the employee’s sense of teamwork, 
whether the goals fall within or outside of the employee’s area of responsibility. 
 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
List one or two situations in which the employee demonstrated competence in this area: 
 
 
 
 
 
 
If there are situations that the employee could have handled better, please explain: 
 
 
 
 
 
 
6. Overall Rating: 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
 
Provide any additional or summary comments:  
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TUUC Performance Evaluation and Improvement Plan 
Non-ordained Staff 

Instructions for Supervisor and Employee: 
� Complete the Performance Review Form online.  When complied results are received, complete this form 
� Meet to discuss.  Sign copy filled out by Supervisor once evaluation is completed 
 
Supervisor:  I have read the Performance Review:  ________ 
 
Employee: ___________________________________ Position: ___________________________________________ 

 
 Unsatisfactory OK Good Very good Outstanding 

O-------------------------------O-------------------------------O-------------------------------O-------------------------------O 
 
Overall Strengths or Achievements: 
 
 
 
 
 
 
 
 
Areas in Need of Improvement: 
 
 
 
 
 
 
 
 
Goals for the coming year: 
 
 
 
 
 
 
 
 
Professional Development Plans: 
 
 
 
 
 
 
Other Comments:  

 
 
 
 
 
 
 
__________________________________________ _______________________________ 

Employee’s Signature Date 

 
 
Supervisor’s Signature      Date 
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PERSONNEL MANUAL ACKNOWLEDGMENT FORM 
 

I, _________________________, hereby acknowledge that I have received a copy of 
the Personnel Policy Manual of Towson Unitarian Universalist Church.  I understand 
that it is my responsibility read the Manual and to comply with the policies, practices and 
rules of the Employer. 

I specifically understand and agree that my employment is at will and for an unspecified 
period of time and that either the Employer or I may terminate the employment 
relationship, at any time, with or without reason and with or without notice.  I specifically 
understand and agree that this statement of policy contains all of the terms relating to 
termination of employment and that no representations may be made contrary to the 
foregoing, either express or implied.  I understand that this statement of policy is not 
subject to change. 

I understand that this Manual supersedes all previous policies, written or oral, express 
or implied.  I also understand that this Manual is neither a contract of employment nor a 
legal document, and that the Employer reserves discretion to add, change or rescind 
any policy, practice or rule at any time with or without notice. 

I understand that my signature below indicates that I have read and understood the 
above statements and have received a copy of the Personnel Policy Manual. 
 
_____________________    ______________________        ____________________ 
Date:    Employee’s Printed Name     Employee’s Signature 

 
 
 


