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WHO WE ARE 
 

First Church Covenant Testimony 

 
We believe that our covenant with God and each other calls us  

To love God with all that we are, and close and distant neighbors as 
ourselves; 

To seek peace through justice and equity for all people; 
To engage in nonviolent resistance to evil;  
To respect and preserve God's earth;  
To foster community across every barrier and division;  
To attend to God's unfolding and reconciling Word;  
To support each other in our frailties and strengths, that we may embody 

that love which overcomes fear and death.  
This we testify, confessing always our reliance on God's grace in Christ, 

and on the power of the Holy Spirit. 
 

Statement of Openness and Affirmation 

 
WHEREAS, "In Christ Jesus we are all children of God, through faith. There is 
neither Jew nor Greek, slave nor free, male nor female; for we are all one in 
Christ Jesus." (Galatians 3:26, 28); and 

WHEREAS, we believe that our value as human beings is given to us by God, 
and that God calls us to relate to each other as whole persons, with love, 
responsibility, accountability, trust, and mutual nurture; and to work for justice 
and wholeness in the world; and 

WHEREAS, we recognize that our individual and collective fears or prejudices 
about other people are dispelled by the grace of God and the commandment to 
love our neighbors; and  

WHEREAS, our Covenant Testimony calls us to foster community across every 
barrier and division; 

THEREFORE:  We declare that First Church in Cambridge, Congregational, 
UCC in Cambridge, Massachusetts, is an open and affirming congregation which 
does not discriminate on the basis of sexual orientation, race, gender, age, 
nationality, ethnicity, economic class, marital status, or physical/psychological 
differences; that we welcome all who would participate with us in Christ's 
mission; and 

We commit ourselves to the struggle against homophobia, racism, and all 
individual and systemic attitudes and acts of injustice, discrimination, violence, 
and hatred that work against peace and wholeness. 
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Our Covenant with Each Other 

 
1 Corinthians 12:18-20:  “But as it is, God has set the parts, each of them, in the 
body, according to his will.  And if all were one part, where would the body be?  
But as it is there are many parts, and one body.” 
 
Our relationship with each other is a holy covenant, a sacred promise to do our 
best for each other.   As an employer, First Church in Cambridge, 
Congregational, UCC (hereafter, FCCC) seeks to provide an environment that is 
peaceful, just and rewarding, in which everyone’s work is regarded with respect.   
 
Each employee has a duty to fulfill the demands of his/her position, and the 
Church’s leaders and the Congregation have the duty to support each employee 
by fulfilling their own share of the Church’s ministry.  
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DEFINITIONS 

Staff Positions 

 
Clergy - Called Ministers:  An ordained person called to serve as a minister (or 
‘pastor’) of the Church. 

• Senior Minister 
• Minister of Mental Health & Healing 
• Other clergy, as called by the congregation 

 
Clergy - Affiliate Ministers: Clergy whose ministry is based at First Church, and 
whose ministry extends beyond First Church 

• Minister of Stewardship & Finance 

• Affiliate Minister of the Outdoor Church 

• Affiliate Minister of Youth and Young Adults 

• Other clergy, such as Scholars-in-Residence or Interim Ministers, as 
recommended by the Head of Staff and approved by SRC and EC. 

 
Program Staff:  Employees who direct or coordinate programs of the church. 

• Director of Creative Worship & Arts 
• Music Director 
• Parish Administrator 
• Shelter Director 
• Other program staff, as recommended by the Head of Staff and 

approved by SRC and EC. 
 
Support Staff:  Employees whose work supports the ministry of the clergy, 
program staff, lay leaders, and congregation, as well as the physical plant.  

• Administrative Assistant 
• Facilities Manager 
• Sextons 
• Other positions, as recommended by the Head of Staff and approved 

by SRC and EC. 
 
Shelter Staff:  Employees of First Church whose work supports the First Church 
Shelter; the Director of the Shelter reports to the FC Head of Staff (see Head of 
Staff, below).   

• Counselors and Overnight Staff 
• Shelter Support Staff 
• Other positions, as recommended by the Shelter Director and 

approved by the Shelter Committee, Head of Staff, SRC, and EC. 
 
Head of Staff:  The Senior Minister is Head of Staff.  When the Senior Minister is 
away, or the Senior Minister position is vacant, his/her responsibilities and 
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authority as Head of Staff fall automatically to the Minister who has been 
designated by SRC to be Acting Head of Staff. 
 

Categories of Employment 

 
Exempt employee: An employee whose responsibilities fit the Massachusetts 
General Law definition of an exempt employee (with professional or managerial 
responsibilities).  Exempt employees are paid on a salaried basis and are not 
eligible for overtime compensation. 
 
Hourly employee:  An employee who is paid by the hour. 
 
Full-time Employee: An employee who is contracted to work 30 hours or more 
per week for the entire calendar year.  Paid benefits for employees who work 
more than 30 but less than 40 hours per week will be prorated accordingly. 
 
Hourly Employee, eligible for benefits: An hourly employee who is contracted 
to work 20 or more hours per week for an entire calendar year, or for a specified 
part thereof.  
 
Hourly Employee, not eligible for benefits:  An hourly employee who is 
contracted to work less than 20 hours per week. 
 
 

Committees and Benefit Administrators 

 
Staff Relations Committee (SRC): This Committee was established by The 
Executive Council (EC) for the purpose of determining and reviewing staff 
salaries and benefits, initiating and supporting annual staff performance reviews, 
writing and reviewing job descriptions, monitoring and updating staff policies for 
the Employee Handbook, and administering stated policies concerning the hiring 
and termination of employees.  The SRC will consist of various church leaders 
who have significant working relationships with staff such as the Chair of 
Deacons, Shelter Committee, Buildings and Grounds and the Moderator.  
Because the SRC makes many important financial decisions, the Chair of 
Stewardship and/or the Treasurer may also be members.  Ideally, the members 
of the SRC will have some experience and expertise in the area of Human 
Resources. SRC members are appointed by the Moderator with the affirmation of 
the EC. 
 
Executive Council:  The Executive Council includes the officers of the church 
(Moderators, Clerk, Treasurers), the Chairs of church Boards and Committees, 
and the Ministers.  It has the powers and duties of a Board of Directors. It 
transacts the business of the Church; establishes, promotes and coordinates all 
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its activities; supports and assists the Ministers. Executive Council carries out the 
policies of the Church and recommends new or revised policies.  
 

The Pension Boards of the United Church of Christ: The Pension Boards 
administers the retirement and life insurance and disability income plans, as well 
as health, dental and vision plans.  Additional information is available at 
www.pbucc.org 
 
The Massachusetts Health Connector: The Commonwealth of Massachusetts 
administers two health insurance plans: our group insurance for full-time 
employees and a Voluntary Plan for employees working less than 30 hours per 
week.  Additional information is available at www.mahealthconnector.org. 
 
Employment posters: Required Employment posters are posted in the church 
office. 
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CONDITIONS AND EXPECTATIONS 
 

Standards of Conduct 

First Church expects all employees to maintain a level of personal conduct that is 
welcoming, respectful, and honest. 
 

Equal Employment Opportunity 

FCCC is committed to equal employment opportunity. We adhere to a policy of 
hiring, developing, and promoting employees without regard to race, religion, 
color, national origin, marital status, disability, gender, sexual orientation, age, or 
any other characteristic protected by local, state or federal law, rule, ordinance, 
or regulation. Decisions on employment, promotion, compensation, benefits, 
training, and development are based solely upon an individual’s qualifications 
with reference to the requirements of the position for which the individual is being 
considered. In accordance with applicable federal and state law protecting 
qualified individuals with disabilities, FCCC attempts to reasonably accommodate 
qualified individuals unless doing so would create an undue hardship.  
 

Employee Contracts 

All employees have a letter of agreement and a job description written at the time 
of their hiring. 
 

Annual Reviews 

Most employees receive the support of a yearly evaluation initiated by the SRC.  
All evaluations are carried out according to the approved guidelines, provided by 
the SRC. The evaluation process is reviewed and approved annually by the 
SRC. 
 

CORI Policy 

In order to ensure that employees are appropriate for their positions, a Criminal 
Offender Records Information report (CORI) will be required as a condition of 
employment, after a candidate has been offered a position, but before they begin 
work.  Each employee will sign a consent form for this background check, and 
the results of the CORI report will be shared with the employee. 
 
This report is provided to employers by the Commonwealth of Massachusetts.  In 
addition, CORIs are required for many of the volunteers in the church.  For more 
information on which volunteers please see Safe Church Policies and 
Procedures (Appendix F, p.31).  All CORI information is held in confidence by the 
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Parish Administrator and second CORI officer. 
 
CORI checks will be repeated for all employees and volunteers every three years 
on a regular schedule.  If an employee or volunteer begins work on a non-CORI 
Check year they will be re-checked again along with other staff and volunteers in 
regular CORI Check years.  For example: based on current dates, checks will be 
made in 2012, 2015, 2018 and so forth.  If someone is hired in 2014, that person 
will be checked again in 2015 in the interest of keeping everyone on the same 
schedule.  The Church reserves the right to do additional CORI checks should 
there ever be a serious concern about an employee or volunteer. 
 

Safe Church Policy 

FCCC has developed a safe church policy for use by members, volunteers, and 
staff members who work with minors in church programming. All employees shall 
review and follow the current Safe Church Policy (See Appendix F, page 31) and 
"Covenant for a Safe and Welcoming Community" (See Appendix G, page 33). 
 

Employee Records 

Employment records (e.g., application materials, tax forms, health insurance, life 
& disability, and pension information) are held in a locked, confidential file. A 
separate confidential file is maintained for annual employee reviews and other 
material pertaining to job performance.  
 
In order to keep all records current, employees are responsible for notifying their 
supervisors in a timely fashion of changes in personal information (e. g., home 
address, telephone number, and other contact information) as well as all 
changes that may affect payroll or insurance benefits, such as marital status, 
dependents, and the like. 
 

Smoking 

Smoking is not permitted anywhere in the building or on the church grounds. 
 
 

Employee Handbook Revisions 

This Handbook may be updated as needed by the Staff Relations Committee. 
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COMPENSATION 

Negotiable Compensation Plan 

Compensation is negotiated with each employee upon hire.  Total compensation, 
including salary or wages, the cost of benefits, and payroll taxes will be 
calculated, with the allocation between cash salary and benefits negotiated on a 
case-by-case basis with the goal of keeping the cost to the church the same. 
 
If an employee’s needs for benefits change, the employee may request that the 
balance of cash salary and benefits be re-allocated, keeping the total 
compensation cost the same. 
  

Salaries 

Exempt employees are paid an annual salary. 
 

Hourly Wages 

Non-exempt employees are paid an hourly wage.  These hourly wages are also 
determined with consideration for the total cost to the church.  Since those who 
work 20 or more hours per week receive the benefit of paid time off, an employee 
who is contracted to work less than 20 hours per week may be paid a higher 
hourly wage than an employee who is performing the same job and contracted to 
work 20 hours or more, so that the total cost to the church is comparable. 
 
The Time Clock software records the arrival and departure times of each 
employee each time they work.  For payroll calculations, employees’ hours are 
rounded to the nearest 15 minutes and paid accordingly. 
 
If an employee cannot clock in when they arrive or leave, they should send an 
email or leave a note for the Minister of Stewardship & Finance. 
 

Overtime 

The church pays an overtime rate of 150% of the employee’s hourly wage when 
an employee is required to work more than 40 hours during the Monday through 
Sunday work week.  Note that paid time off (holiday, sick or vacation) is not 
included when counting hours worked. 
 

Housing Allowance 

Mandatory housing is provided for the Senior Minister at 44 Garden Street.  
Other clergy may receive a housing allowance.  The value of the housing 
benefits is determined at the beginning of a minister’s call and is adjusted each 
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year with the annual salary increase (see Annual Salary Increase below).  
 
Each year, clergy and licensed ministers may designate a portion of their 
compensation as a housing allowance in accordance with IRS rules. The value of 
both these housing benefits is recommended by the SRC and approved by EC 
on an annual basis.   
 
No other employee is entitled to housing compensation. 
 

Optional IRS Section 125 Plans 

All employees are eligible to designate a portion of their compensation as a 
flexible spending account for the reimbursement of eligible medical or dependent 
care expenses.  To review this plan, see the Appendix C, p. 26.  The Minister of 
Stewardship & Finance is available to answer employees’ questions about this 
plan.   
 
 

Payment of salaries and wages 

Salaried employees are paid semi-monthly.  Hourly employees are paid on a bi-
weekly basis.  Hourly employees must record their hours using the on-line Time 
Clock system, which will be reviewed and approved by the appropriate 
supervisor. The Church encourages all employees to be paid with direct deposit 
to their personal bank account. The Minister of Stewardship & Finance is 
available to help employees make financial arrangements. 
 

Payroll Advances 

In exceptional circumstances, employees may request a payroll advance.  The 
total amount is limited to two weeks’ pay or the amount of accrued payroll, 
including unused vacation time, whichever is less.  This request should be made 
at least a week in advance and must include the repayment amounts and dates 
and be signed by the employee and the Minister of Stewardship and Finance.  
Payroll advances will be reported to the Head of Staff.  Any exceptions to this 
policy must be approved by SRC. 
 

Annual Salary Increase 

The annual maximum salary increase is recommended by the SRC, approved by 
EC, and voted by the Congregation.  This amount will be prorated for employees 
who have been employed for less than twelve months as of January 1st.  
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BENEFITS – TIME OFF 

Paid Holidays 

First Church observes the following holidays.  These are paid holidays for those 
contracted to work 20 hours per week or more. 

• New Year’s Day 
• Martin Luther King Day 
• Presidents’ Day 
• Memorial Day 
• Independence Day  
• Labor Day 
• Columbus Day 
• Veterans’ Day 
• Thanksgiving Day 
• Day after Thanksgiving 
• Christmas Day 

 
If the holiday falls on a Saturday or Sunday, it will be observed on Friday or 
Monday respectively.  If contracted building use requires that the building be 
open on these holidays, the Parish Administrator may negotiate a fee for sexton 
services with the organization using the building, in order to compensate staff 
who may need to be on duty. 

 

Support Staff Breaks and Meals 

Support staff members are afforded the following respite periods: 
• one 30-minute meal break during a 6-hour shift 
• one 30-minute meal break and two 15-minute breaks during a shift that is 

7 hours or longer. 
 

Vacation 

All employees contracted to work 20 hours per week or more are eligible for paid 
vacations based on their length of service.  Employees working less than 20 
hours per week may request unpaid time off. 
 
The number of hours in a vacation week is equivalent to the number of hours an 
employee is regularly scheduled to work.  The vacation time for non-clergy staff 
is as follows, but may be altered by the Staff Relations Committee in exceptional 
circumstances: 

• After 6 months’ employment 2 weeks per calendar year 
• After 2 years’ employment  3 weeks per calendar year 
• After 5 years’ employment  4 weeks per calendar year 
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Called ministers are eligible for 4 weeks of paid vacation per calendar year.  If an 
employee begins mid-year, this amount is prorated.   
 
Vacation is accrued and recorded each pay period.  Vacation can be taken 
before accrual with prior agreement of the supervisor.  Vacation time cannot be 
accumulated from one year to the next or paid in cash.  If an employee has any 
unused vacation time as of December 31st, it must be used by January 31st. 
 
If employment is terminated at any time after one year of service, the employee 
will be paid for any unused vacation time accrued within that calendar year. 

Sick Leave (as amended 3/23/15) 

In compliance with Massachusetts General Laws, effective July 1, 2015, all 
employees accrue sick leave at the rate of 1 hour per 26 hours worked.  This rate 
of accrual is equivalent to 10 sick days per year.  Sick time is accrued and 
recorded each pay period.  Full-time exempt employees are assumed to work 40 
hours per week.  Unused sick days are carried over from year to year, up to a 
maximum of 65 days (three months), but are not ever paid in cash. 
 
Sick Leave may be used for illness, injury, medical care or the effects of 
domestic violence or for medical appointments for the employee, spouse, child, 
parent or spouse’s parent. 
 
The employee must record sick time using the TimeClock software and/or notify 
the Parish Administrator of the absence. 
 
Sick leave will be paid at the employee’s regular rate.  In the case of an 
employee with multiple hourly pay rates, sick time will be paid at the rate that 
would have been earned during the hours missed.  For those employees covered 
by the UCC Life Insurance and Disability Income Plan, sick leave will be paid 
according to the disability insurance requirements. 
 

Maternity Leave 

In compliance with the Massachusetts Maternity Leave Act, employees may take 
an unpaid leave of up to eight weeks upon the birth or adoption of a child.  
Employees may choose to use accumulated sick time, and/or may file a short-
term disability claim in order to maintain compensation during this time away. 
 

Study Leave  

Called clergy are eligible for up to two weeks of paid leave each year for 
continuing education or attendance at professional conferences, seminars or 
workshops.  If a minister has any unused study leave as of December 31, that 
time will be lost. Study Leave days may not be carried over from year to year or 
paid in cash. 
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Sabbatical Leave 

FCCC has covenanted with all full- and part-time clergy and program staff to 
grant eligibility for sabbatical leave after specified periods of residence.  
 
Sabbaticals may be taken every 5-7 years, for a period of 3-6 months, as 
negotiated by the employee with the SRC.   
 
Sabbatical leaves for full-and part-time staff persons should be planned and 
publicized well in advance (8-12 months). In the case of clergy, it is desirable that 
a sabbatical planning team be formed to assist the minister and the congregation 
to prepare for the leave. An outline of proposed sabbatical activities must be 
submitted for review by the SRC, who will then recommend that the leave be 
approved by the EC. 
 
Normally, the employee’s full salary will be paid for up to 4 months of a 
sabbatical leave.  A longer sabbatical would be remunerated with 4 months’ 
compensation prorated over the length of the time away. 
 
It is understood that, barring unforeseen circumstances, a staff person will 
remain in his or her position for a full year following a sabbatical. A covenant to 
this effect will be agreed to by the staff person and the congregation’s 
representatives before the staff person departs for his or her sabbatical. 
 
In the interests of keeping sabbatical arrangements as flexible as possible so that 
eligible staff persons may respond to particular opportunities and needs that do 
not fall within the above guidelines, the SRC, in consultation with the Head of 
Staff and the approval of the EC, may alter the terms of remuneration and timing 
outlined above. 
 

UNPAID LEAVE 

Family and Medical Leave Act  

FCCC provides leaves for pregnancy, military service, jury/witness service, 
bereavement, workers’ compensation, disability and family needs, in accordance 
with applicable federal law, including the Family and Medical Leave Act of 1993.  
For more information please see Appendix D, p. 27. 
 

Leave of Absence 

A leave of absence may be granted by the Head of Staff with the approval of 
Executive Council and Staff Relations Committee. 
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BENEFITS - INSURANCE 

Health Insurance 

Eligibility 
All exempt and hourly employees contracted to work 30 or more hours per week 
are eligible for health insurance through the church’s Commonwealth Choice 
group plan.  Part-time employees working less than 30 hours per week may 
participate in the Voluntary Plan administered by the Commonwealth Choice 
program.  Information will be provided at the time of employment. 
 
As an alternative, employees are eligible for participation in the United Church of 
Christ Health Plan.  Note that entrance into this plan is limited once an employee 
has worked for any UCC congregation for 90 days. 
 
Requirement 
Massachusetts law requires the church to collect an Employee Health Insurance 
Responsibility Disclosure form from each employee who declines to enroll in the 
church group insurance plan. 
 
 
Employer Contribution 
FCCC will pay 100% of the premium for an individual plan for all full-time clergy, 
program and support staff, and will prorate that contribution for part-time 
employees who work a minimum of 30 hours per week. Family and employee-
plus-one coverage is possible, but requires a 50% employee contribution, paid 
through pre-tax payroll deduction. 
 
In the event that the employee incurs a co-payment for an in-patient hospital stay 
or an emergency room visit, the employee may request reimbursement from the 
church, as approved by SRC.  This benefit is subject to review and depends on 
funds available. 
 
SRC Policy Governing Health Benefits 
The kind and scope of health insurance offered to eligible employees is reviewed 
annually by the SRC and is subject to change. Employee contributions, if any, 
will be deducted from the employee’s salary. 
 
It is the responsibility of the employee to be aware of benefits provided by his or 
her health insurance plan. 
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Dental Plan 

FCCC does not pay for dental benefits other than those included in the regularly 
administered Commonwealth Choice and UCC health plans.  However, 
employees may choose to participate in the UCC Dental Plan, with 100% of the 
premium deducted from pay. 
 
Open enrollment for this plan is in October of each year for a January 1st start.  
Note that employees enrolling after the first 90 days of employment receive a 
lower maximum benefit for the first year. 
 

Vision Plan 

FCCC does not pay for vision benefits other than those included in the regularly 
administered Commonwealth Choice and UCC health plans.  However, 
employees may choose to participate in the UCC Vision Plan, with 100% of the 
premium deducted from pay. 
 
Open enrollment for this plan is in March of each year for an April 1st start. 
 

Life and Disability Insurance 

FCCC pays the premiums for the UCC’s Life Insurance and Disability Income 
Plan, which provides short-term disability (up to 22 weeks), long-term disability, 
and life insurance.   
 
After 30 days’ disability, the short-term disability insurance pays 60% of the 
employee’s salary basis, up to a maximum of $750 per week.  There is no 
waiting period for maternity coverage. 
 
Information on these plans is available through the UCC at www.pbucc.org. 
 

Workers’ Compensation Insurance 

FCCC pays the full cost of Workers’ Compensation insurance.  If the Workers’ 
Compensation insurance carrier determines an employee is disabled due to a 
work-related injury, the employee may be entitled to Workers’ Compensation 
benefits that would cover, fully or in part, lost income, medical care, and 
rehabilitation.  The Commonwealth of Massachusetts determines which 
disabilities qualify for Workers’ Compensation and limits the total benefit a person 
may receive, as well as the maximum length of time medical care costs are 
covered and the types of hospital care that are covered.   
 
All work-related injuries must be reported by the employee to his or her 
supervisor immediately, or Workers’ Compensation claims may be forfeited or 
denied. 
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Unemployment Insurance -- FUTA, SUTA  

FCCC employees are not eligible for unemployment benefits. FCCC is a non-
profit religious organization, and not permitted by law to pay into the 
unemployment insurance system. 
 

COBRA 

Upon an employee’s termination of employment, the church is not required to 
provide continuation of benefits.  However, if this would be helpful to the 
employee, it may be arranged to the extent possible by the insurance provider by 
speaking with the Minister of Stewardship & Finance. 
 
In all cases, the former employee will provide payment for the insurance before 
the church makes its payment.  If the employee fails to provide the payment on 
time, the insurance will be terminated. 
 

BENEFITS - RETIREMENT 

Social Security & Medicare 

FCCC pays the employer’s portion of FICA and Medicare taxes for all non-
ordained employees.  (Ordained clergy will receive an equivalent SECA 
Allowance). 
 

Pension Plan 

FCCC will contribute only to the United Church of Christ Pension Plan.  Clergy 
are eligible to participate in the UCC Pension Plan beginning with their date of 
call.  FCCC will contribute a percentage of their annual salary basis, according to 
their contract and MACUCC Clergy Compensation guidelines. For all lay 
employees contracted to work 20 hours or more, FCCC will contribute a 
percentage of annual salary as determined annually by the SRC, approved by 
EC and voted by the congregation.   
 

Tax Sheltered Annuity 

An employee may choose to allocate some compensation to the UCC Pension 
Plan’s Tax Sheltered Annuity.  The employee should contact the Minister of 
Stewardship & Finance for an application. 
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EXPENSE REIMBURSEMENTS 

Debit Card Policy 

The church maintains a debit card account for those staff who need a debit card 
in order to perform their job responsibilities. 
 
Each employee will sign an agreement outlining proper use of the card and will 
surrender the card upon request of the Minister of Stewardship & Finance. 
 

Discretionary Allowance 

The Senior Minister and other called Ministers are provided an annual 
discretionary allowance to cover miscellaneous expenses, including but not 
limited to membership or enrollment fees, continuing education courses, books 
and subscriptions, meals with parishioners, and other expenses associated with 
carrying out their pastoral responsibilities.  The value of this benefit is 
recommended on an annual basis by the SRC, approved by EC, and voted by 
the Congregation.  The allowance is reported to the IRS as income unless the 
Minister establishes a reimbursement system and submits expense reports to the 
Treasurer. 
 
 

Travel and Parking 
The Senior Minister and other called Ministers may be reimbursed for use of their 
car on Church business, and for other legitimate travel expenses (fares to travel 
to conferences or continuing education events, or service to the wider church, for 
example). The value of this benefit is included in the Minister’s Discretionary 
Expense line. The allowance is reported to the IRS as income unless the Minister 
establishes a reimbursement system and submits expense reports to the Minister 
of Stewardship & Finance. 
 
All other employees using their car on church business, other than commuting 
expenses, may be reimbursed for their use.  The church reimburses at the 
current IRS rate, plus tolls and parking.  This per mile reimbursement is reviewed 
periodically by the SRC and is subject to change.  Employees requesting 
reimbursement must fill out a check request form stating the purpose of the trip, 
the number of miles driven, and the amount of the reimbursement. 
 
The Church has a limited number of parking spaces available.  These spaces are 
allocated by the Staff Relations Committee on the recommendation of the Head 
of Staff, in view of job requirements and personal circumstances. 
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COMMUNICATIONS 

Electronic Communications 

 
The use of any software and business equipment (including but not limited to 
computers, photocopiers, and fax machines) for private purposes is strongly 
discouraged. 
 

Personal Use of Computers 

 
The potential for damage from the internet is great and comes in many forms.  
The following rules are to be observed at all times:   

• Employees may not permit unauthorized persons to use the computers 
of the church. 

• Employees are to exercise caution when downloading material from 
the internet. 

• Employees who retrieve personal email at work should not open 
attachments from unknown sources. 

• Employees should not open any emails that contain messages or 
headings such as, “you’ve successfully changed your password”; “you 
need to check your account info”; “you need to change your 
password”, etc. These are common subject lines for virus-infected 
emails. 

• Under no circumstances may employees visit or download material 
from sites displaying pornography or other sexually explicit material, or 
from sites associated with gambling. 

 

Social Media 

Our Safe Church Policy applies to the way we interact in person and in all types 
of media.  Employees should refer to the current Safe Church Policy (Appendix 
F, page 31) and "Covenant for a Safe and Welcoming Community" (Appendix G, 
page 33) for details. 
 

Telephone Calls 

The use of business telephones should be limited to official business. Non-urgent 
personal calls and text messages during work time are discouraged. 
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EMPLOYEE TERMINATION  
As of the publication date of this Handbook, if any part of the processes outlined 
below is in conflict with rights, duties or procedures described in the FCCC by-
laws, the Handbook shall take precedence over the By-Laws.   

 

Resignation of Employees 

If Support Staff wish to resign they must give the Head of Staff 30 days’ notice. 
 
If Program Staff wish to resign they must give the Head of Staff 60 days’ notice. 
 
If Clergy wish to resign, the length of time between the public announcement of 
their intended departure and the day their service to the congregation officially 
ends will be determined through consultation among the clergy person, the Board 
of Deacons, and the members of the SRC. Normally, however, the period 
between announcement and departure shall not be shorter than 30 days, nor 
longer than 90. 
 

Resignation without Notice 

Unless there are serious extenuating circumstances, if an employee resigns 
without notice, he/she will forfeit eligibility to be rehired. Final paychecks for 
employees who quit without notice will be mailed on the next regularly scheduled 
payday and addressed to the most recent address on file.  All other benefits will 
be terminated at the earliest possible date. 
 

Termination of Program or Support Staff 

If a Program or Support Staff person’s performance is unsatisfactory for more 
than one review period (See Annual Reviews, p. 9), or if repeated incidents of 
poor performance occur during any given review period and are documented in 
writing to the employee, the Head of Staff may determine that termination is 
warranted. For a detailed description of termination processes please see 
Appendix H, p. 34. 
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Revocation of Call (Dismissal of Clergy) 

Introduction 
The calling of a minister initiates a sacred covenant of trust between the minister 
and the congregation that is unlike other employment relationships. Because of 
the unique nature of this relationship, grave spiritual damage can occur if a call is 
revoked without prayerful care or legitimate congregational authority.  A call may 
be revoked only after sincere discernment of God’s leading, and after all other 
remedies have been exhausted. 
 
Warrants for Revocation 
Revocation of call may be warranted for reasons of performance or vocation. The 
conditions and circumstances that warrant revocation of call must be serious, 
manifested over time, and deemed intractable by the church’s legitimately-
elected leaders. This means that the process may not be forced by means of a 
swell of anger about a discrete or anomalous incident, by anonymous letters or 
petitions circulated among members of the church, or by a self-appointed group 
that appeals directly to a minister or to the congregation. 
 
Examples 
Circumstances in which revocation of call, absent cause for clergy misconduct, 
may be warranted include: 

Habitual failure to carry out pastoral duties as agreed to in the minister’s 
covenant with the congregation; 

Habitual resistance to, usurpation, or obstruction of the legitimate roles 
and obligations of the church’s appointed and elected leaders; 

Demeanor and conduct resulting over time in disturbance to the peace or 
reputation of the congregation; 

Manifest unhappiness, stagnation, or exhaustion in ministry unrelieved by 
ordinary opportunities for renewal such as days off, vacations, 
continuing education, and sabbatical; 

A poor match between the minister’s gifts for ministry and the identified 
needs of the congregation. 

 
Revocation vs. Dismissal “For Cause” 
If these conditions and circumstances include violations of clergy ethics that rise 
to the level of clergy misconduct, the process for revocation of call outlined here 
need not be followed. Instead, the Moderator and Chairperson of Deacons, with 
the previous endorsement of the Deacons and EC, will notify the clergy person 
that a consultation with the appropriate denominational officer (normally the 
Associate Conference Minister) will be conducted, and that if charges of 
misconduct are brought and proven, immediate dismissal may result. 
 
Process Leading to Revocation of Call 
The process leading to revocation of call will include the mutual support and 
collaboration of all involved parties, including the Associate Conference Minister, 
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the Metropolitan Boston Association (MBA) Committee on Ministerial Standing, 
the Board of Deacons, the EC, and the Congregation. Please see Appendix I, 
page 35 for a detailed description of the process to be followed in the case of 
revocation of call. 
 
Marking the end of a ministry  
If a call is revoked, or if the clergyperson resigns during the process; and if it is 
possible, prudent, and desired by the clergyperson, appropriate public 
opportunities for marking the end of the ministry, giving thanks for the minister’s 
past service, and wishing him or her well in the future, should be provided.  
 
Employee Handbook vis-a-vis FCCC By-Laws 
Because the FCCC By-Laws do not contain detailed provisions for due process 
in the event of the revocation of a pastoral call, the provisions for due process of 
the FCCC Employee Handbook shall be the congregation’s guide in all cases.  
 
 

Termination for Cause 

Support and Program Staff 
Support Staff and Program Staff may be terminated for cause without warning or 
probation. In such a case, the Head of Staff will provide documentation of cause 
to the SRC, who must approve the termination. In the case of Support and 
Program Staff, “cause” includes financial malfeasance, repeated or disruptive 
insubordination, sexual misconduct, persistent absenteeism, and other habitual 
violations of the ethical standards expected of FCCC employees. 
 
Clergy 
In the case of Clergy, dismissal for cause normally means that the clergyperson 
has violated accepted clergy ethics as understood by the denominational 
judicatory, the MBA. Normally, if such cause is present, charges of clergy 
misconduct will also be brought, in consultation with the Association Minister 
and/or the Chairperson of the Committee on Ministerial Standing of the MBA. 
The procedures of the MBA related to pastoral misconduct will apply in this case. 
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APPENDICES 
 

Appendix A: Personnel Record 
 

Personnel Record 
 
 

Name ____________________________________________________________ 

Date Hired __________________  Position  __________________________________ 

Start Date __________________  Starting Hours and Pay rate ___________________ 

� Letter of agreement 

� INS Form I-9 with document copies 

� CORI 

� IRS Form W-4 

� MA DOR Form M-4 

� New Hire Report filed ______________ (date) 

� Employee Handbook received _____________________ (employee signature) 

� Harassment Policy read _____________________ (employee signature) 

� Safe Church Policy read _____________________ (employee signature) 

 
Benefits 

� Medical 125 Plan ______________  If declined, initial here: _____ 

� Health insurance >=30 hours 

o Date application filed ______________ 

o If declined, HIRD complete ______________ 

� Health insurance <30 hours ______________ 

� Dental Insurance ______________  If declined, initial here: _____ 

� Vision Insurance ______________  If declined, initial here: _____ 

� UCC Pension Plan ______________ 

o Date application filed ______________ 

� UCC Pension Boards TSA ______________  If declined, initial here: _____ 

� Life Insurance and Disability ______________ 

o Date application filed ______________ 

Employer signature: ________________________________  Date: ____________________ 
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Appendix B: Debit Card Policy 
EMPLOYER DEBIT CARD AGREEMENT FOR STAFF 

As an authorized cardholder, I have been trained and fully understand and agree to the following 
terms and conditions regarding the use and safekeeping of the First Church debit card entrusted 
to me:  

1. Although this card is issued in my name, I understand that it is First Church property 
and must be used with good judgment. 

2. I accept full personal responsibility for the safekeeping of the debit card assigned to 
me, and that absolutely no one else is permitted to use my church debit card. 

3. I will immediately report the theft or loss of my debit card to Karen McArthur or Kirsten 
Manville.  I understand that there is no PIN number associated with this debit card. 

4. I will not use the debit card for non-Church related expenses, unauthorized purchases, 
or for personal purchases.  I understand that the debit card cannot be used to obtain 
cash or cash back. 

5. I may create an online user and password to monitor my expenses and balance at 
www.pexcardholder.com. 

6. I understand that my monthly card limit is $ _______ and that this may be increased as 
needed by contacting Karen McArthur. 

7. I will only make purchases as approved by my supervisor or the lay leader who has 
oversight of that line item of the budget.  If my week’s purchases total more than $500, 
I will contact Karen McArthur by email.  If any purchase or any combination of 
purchases is expected to exceed $1000, I will contact Karen at least one week in 
advance. 

8. I understand that I am personally responsible for obtaining all original detailed receipts.  
I will initial each receipt, indicate the line item to be charged, and leave receipts in 
Karen’s mailbox at least weekly, if not more often. 

9. When I use the church debit card, I understand that I am responsible for repayment of 
any of these charges deemed not allowable when receipts are submitted to the Church. 
I further understand that any unallowable amount must be repaid to the Church 
immediately.  In the event that I fail to repay any non-allowable amount within one 
week, the Church is authorized to withhold the full amount from any payment(s) due me 
from the Church, including payroll checks, as repayment. 

10. I understand that misuse of my debit card or failure to follow any of the above listed 
terms and conditions may result in:  

a. Revocation of the privilege to use the debit card  
b. Disciplinary action  
c. Termination of employment, and/or criminal charges being filed with the 

appropriate authority.  

11. I agree to surrender the debit card immediately upon request or upon termination of 
employment for any reason.  

I, _________________________________ hereby accept the above terms and conditions and 
acknowledge receipt of the debit card.  

_____________ _________________________________________  
Date Employee Signature  
_____________ _________________________________________  
Date Treasurer Signature  
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Appendix C: IRS Section 125 Plan 

 
First Church in Cambridge, Congregational, UCC 

IRS Section 125 Plan 
Election and Salary Reduction Agreement 

Plan Year January 1, 2013 – December 31, 2013 
 
All employees of the Church are eligible to designate a portion of their 
compensation as a flexible spending account for the reimbursement of eligible 
medical or dependent care expenses.  The amount(s) so designated are not 
considered wages and therefore are not taxable for federal or state income tax 
purposes and are not subject to FICA and Medicare taxes.  The amount(s) must 
be designated before January 1st and may not be revoked except under a 
“change of status” as defined by the IRS.  Any amounts unused by the employee 
after March 15, 2014 are forfeited to the church. 
 
For reimbursement, the employee must submit receipts to the church office for 
reimbursement.  For medical expenses, any expense allowed as a deduction on 
IRS Schedule A may be reimbursed, such as physician care or co-payments, 
prescriptions, dental care, eyeglasses, or vision care.  Reimbursement may only 
be made for care received between January 1, 2013 and March 15, 2014, 
regardless of when the employee is billed or pays for it. 
 
The maximum amounts that may be designated are: 
 Medical expenses: $2,500 
 Dependent care expenses: $5,000 
A full copy of the IRS summary of Section 125 Cafeteria Plans is available in the 
church office. 
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Appendix D: Family and Medical Leave Act (FMLA) 

 
FMLA is granted in accordance with the requirements of applicable law in effect 
at the time the leave is granted. No greater or lesser leave benefits are granted 
other than those set forth in the relevant laws. 
 

The employee should contact his/her supervisor as soon as s/he becomes 
aware of the need for a family or medical leave. 

FCCC has the right to initiate a leave of absence for any employee when, 
in its sole judgment, it believes such leave is appropriate. 

 
According to the FLMA, to be eligible for FMLA leave, the employee must have 
worked at FCCC for at least twelve months and have worked at least 1,250 hours 
over the previous 12 months. 
 

FMLA Eligibility 

 
Eligible employees may receive up to twelve work weeks of unpaid leave during 
a twelve-month period for one of the following reasons:  
 

• for the birth or placement of a child for adoption or foster care; 

• to care for a member of the employee’s immediate family (parent, 
child, spouse) with a serious heath condition; or 

• for the employee’s own serious health condition as recognized under 
the FMLA. 

 
Employees may take FMLA leave intermittently (blocks of time or reduced 
schedule). Certain restrictions and rules may apply. 
 

Notice and Certification 

 
If the employee needs FMLA leave, s/he may be required to provide the 
following: 
 

• 30-day advance notice when leave is foreseeable; 

• Medical certification from a health care provider (prior to the leave and 
prior to reinstatement); 

• Periodic re-certification; and 

• Periodic reports during the leave. 
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When leave is needed, the employee must try to schedule treatment so as not to 
unduly disrupt work at FCCC. The twelve-month period for determining the 
number of weeks of eligibility is measured backward from the date that any leave 
would begin.   
 

FMLA Compensation and Benefits 

 
FMLA leave is unpaid; however, if the employee has accrued paid time off, such 
as sick time or vacation time, s/he may use this time as part of the leave. 
 
Paid time off (holidays, vacation, and sick time) does not accrue during unpaid 
leave. 
 
During the leave, FCCC maintains any group health insurance coverage that was 
provided to the employee before the leave on the same terms as if s/he had 
continued to work. Where applicable, the employee is required to continue 
payment for his/her portion of insurance premiums while on leave. If the 
employee fails to return to work at the end of the leave, FCCC may recover the 
premiums paid for maintaining health coverage. 
 

Job Reinstatement 

 
When the employee returns from the FMLA leave, FCCC will make every effort to 
reinstate the employee in his/her previous position or an equivalent position with 
equivalent pay, benefits, and other employment terms and conditions. However, 
upon return, the employee has no greater rights than if s/he had been 
continuously employed. 
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Appendix E: Harassment and Abuse Policy 

 
First Church in Cambridge (FCC) is committed to providing a work environment 
that is free from harassment and discrimination. In keeping with this commitment, 
we maintain a strict policy of prohibiting unlawful harassment and abuse, sexual 
and otherwise. Any employee found guilty of committing any of the following acts 
may be disciplined or, where appropriate, discharged without prior warning. 
 
All employees must indicate that they have read and understand this policy by 
initialing their personnel record.  (See Appendix A, page 24) 
 

Sexual Harassment & Abuse 

Harassment includes verbal, physical, and visual conduct that creates an 
intimidating, offensive, or hostile working environment or that interferes with work 
performance. Such conduct constitutes harassment when: 
 

Submission to such conduct is made either an explicit or implicit term or 
condition of an individual’s employment; 

Submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individual; or  

Such contact has the purpose of effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or 
offensive work environment. 

 
Conduct that falls into the definition of sexual harassment may include, but is not 
limited to: 
 

Unwelcome physical contact of a sexual nature such as patting, pinching 
or touching; 

Overt or implied threats against an individual to induce him or her to 
perform sexual favors or to engage in an unwelcome sexual 
relationship; 

Verbal harassment or abuse of a sexual nature, including intimidation by 
way of suggestion or desire for sexual relations, or making jokes or 
remarks of a sexual nature to or in front of a person who finds them 
offensive; 

Use of sexually suggestive terms or gestures to describe a person’s body, 
clothing, or sexual activities; or 

Displaying or posting offensive sexually suggestive pictures or materials in 
the workplace. 
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Child Sexual Abuse 

The American Medical Association defines child sexual abuse as “the 
engagement of a child in sexual activities for which the child is developmentally 
unprepared and cannot give informed consent.  Child sexual abuse is 
characterized by deception, force or coercion.” 
 
Child sexual abuse can be violent or non-violent.  It is criminal behavior that 
involves children in sexual behavior.  Child sexual abuse can involve fondling; 
penetration of oral, genital and anal areas; intercourse; and forcible rape.  Other 
forms of abuse can include verbal comments, any exposure to pornographic 
materials, inappropriate internet activity, obscene phone calls, exhibitionism, or 
allowing children to witness sexual activity. 

 
Other Types of Harassment  

Harassment on the basis of race, color, national origin, ancestry, religion, 
physical or mental disability, marital status, HIV-positive status, age, sexual 
orientation, gender or any other protected basis is prohibited. This may include, 
but is not limited to: 
 

Verbal conduct such as threats, epithets, derogatory comments, or slurs; 
Visual conduct such as derogatory posters, photographs, cartoons, 

drawings, or gestures; 
Physical conduct such as assault, unwanted touching, or blocking normal 

movement; or 
Retaliation for reporting harassment or threatening to report harassment. 

 

Procedure to Report Harassment 

Employees who believe that they or someone they know has been the subject of 
harassment or abuse may bring their complaint to the Head of Staff, any Minister 
or the Moderator.  All allegations will be taken seriously and will be dealt with in 
accordance with the laws of the Commonwealth of Massachusetts, insurance 
policy requirements, and based upon advice of legal counsel. 
 
FCCC will not deny, minimize or blame any individual involved in allegations. 
However, any employee found to have knowingly made false or frivolous 
allegations will be subject to disciplinary action possibly leading to termination of 
employment.  
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Appendix F: Safe Church Policies and Procedures 
 
Since early 2003, First Church has been engaged in an ongoing process to provide a safe and 
secure environment for those who participate in our programs and use our facilities.  
Recommendations and procedures were developed by the initial Safe Church Task Force, the 
Board of Christian Formation, and the Executive Council of First Church.  Ongoing revisions have 
taken place since and have been reviewed and endorsed by the Christian Formation for Children 
& Youth Committee and the Executive Council.  
 
“Covenant for a Safe and Welcoming Community”: Developed in the spring of 2005 over a 
series of meetings held on Sunday mornings and open to all church members, the “Covenant for 
a Safe and Welcoming Community” is a document that articulates guidelines for safe and 
respectful behavior for children at First Church.  All First Church adults are encouraged to speak 
with any child (or their parents) when the child is disregarding this communal covenant.  The 
Covenant is made available for viewing and downloading on our website, and hard copies of the 
Covenant may be requested from the church office. Every September, at the beginning of the 
church program year, parents are asked to indicate that they have read and discussed the 
Covenant with their child.   
 
"Two Adult Rule": During FCC-sponsored programs for minor children, such as church school, 
scheduled child care by nursery staff or volunteers, youth group outings, and other formation 
programs, it is the church's recommendation that two unrelated adults supervise each group as 
much as possible. At all other times, including fellowship hour after church school and nursery 
care have ended, the supervision of children is the responsibility of their parents. Parents should 
be aware that First Church does not own or maintain the play equipment in Sage Hall, nor does it 
maintain the outdoor play equipment. It is the church's recommendation that children not be 
permitted to play in these areas or other parts of the church unattended. Parents who want to 
allow their children to use Sage Hall or the Newtowne Playground are encouraged to arrange for 
two unrelated adults to be with the children while they are playing. 
 
Digital and Social Media Guidelines: The digital and social media guidelines of First Church 
have been developed to follow the same principles of conduct as expressed in other sections of 
our Safe Church Policy, including the Covenant. These principles should be applied when church 
staff members use digital and social media on behalf of the congregation and when volunteers 
use social media in relation to their volunteer service with minors in the congregation. 
 
An additional principle applies specifically to digital and social media: the way staff present 
themselves online in forums where congregation members engage should be in keeping with the 
way staff members present themselves in person at church functions. If your online presence 
specifies your affiliation with First Church, you are seen as a representative of First Church. 
 
First Church’s “Two Adult Rule” applies to digital and social media communication between adults 
and minors. Digital and social media should not be used for one-to-one extended communication 
between an adult (staff member, church school teacher, or youth leader) and a minor. Any 
communication that is sent via digital means (e.g. email, social networking notes or posts, instant 
messages, texts, etc.) is not confidential and may be reported or shared with others. Weighty or 
emotional matters are best discussed in person rather than by email or other digital means. 
 
First Church follows a Privacy Policy with regard to personal information shared with the church 
via our website and computer database. You can find the full text of the policy on our website, 
both in the public domain and in the password-protected Members Area. Hard copies of the 
Privacy Policy may be requested from the church office. 
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Examples of First Church’s Safe Church Policy in action in the digital world: 
- A staff member would not engage in extended texting conversations with an individual 

youth. Generally, when texts are sent to youth, they should be sent to a group of youth 
plus other group leaders and/or parents. 

- Staff members who accept Facebook Friend requests from members of the congregation, 
including minors, should keep in mind that even on Facebook, church staff members are 
perceived as representatives of the church. 

- The FCC Facebook page and the FCC website are maintained for the purpose of 
publicizing events endorsed by the congregation or a committee of the congregation. 
Exceptions to this guideline are the Blog and Prayer Request sections of the website. 
However, administrators of the church’s website and Facebook page may delete any 
inappropriate content from these venues. 

 
CORI and SORI Checks: First Church has been certified by the Criminal History Systems Board 
of the Commonwealth of Massachusetts for access to criminal offender record information 
(CORI), including conviction and pending criminal case data. First Church has also decided to 
access the national public database of sexual offender record information (SORI). Volunteers 
working with minors are required to sign a form acknowledging that First Church will check for a 
criminal history before allowing involvement in the leadership of our children and youth programs.  
CORI and SORI checks are completed at the beginning of the church program year (September) 
or at the time when a volunteer begins their service.   Volunteers working directly with minors are 
required to complete acknowledgement forms once per year, for as long as they continue to 
serve the church in this capacity. The church reserves the right to do additional CORI and SORI 
checks should there ever be a serious concern about a volunteer. For information on CORI and 
SORI checks of employees, please refer to the Employee Handbook. 

Incident Report Forms: If something suspicious and/or unsafe occurs while volunteers or 
employees are caring for minors, teachers and leaders are asked to complete a Safe Church 
Incident Report Form.  Competed forms are submitted to a Minister or the Director of Creative 
Worship & Arts and copies are provided to the parents/guardians of the injured child, as well as to 
the reporter of the incident.  

Medical Information: Basic medical information is collected as part of the Children & Youth 
Program Registration.  The Director of Creative Worship & Arts reads all registrations and the 
forms are filed in a locked drawer in the director’s office.  If there is pertinent information about a 
student that the classroom teachers need to know, the Director will make sure that information is 
given to the teachers in writing. Emergency information from the child's parents will also be given 
to teachers (as in the case of a severe allergy to peanuts, the use of an Epi-pen, etc.). 
Parents/guardians will be reminded to update medical information as needed. 

First Aid Kits: In case of emergency, there is a large first aid kit in the Church Kitchenette as well 
as in each classroom. 

Security Doors and Cameras:  In 2005, and at the request of the Newtowne School, a 
cooperative nursery school that rents space at First Church, a security door and camera system 
was installed at First Church. These cameras and doors are engaged 24-7, offering an added 
layer of protection and awareness of who is coming and going from our building. The Building & 
Grounds Committee worked with Newtowne School in 2011 to augment and upgrade the system, 
including purchasing new security cameras. The installation was completed in January 2012. The 
number of people who have access to the recorded images is extremely limited. 

First Church Emergency Evacuation Policies and Procedures: In 2010, First Church adopted 
explicit policies and procedures for evacuating the building in an emergency.  The Church staged 
its first fire drill under the new policy in August 2010.  Future fire drills will take place on a twice-
yearly basis.  All Church School Teachers are trained in the procedures as pertaining to the 
evacuation of the Church School.  See the orange-colored manual for details. 
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Appendix G: Covenant for a Safe and Welcoming Community 
 

FIRST CHURCH IN CAMBRIDGE, CONGREGATIONAL, UCC 
 

OUR COVENANT FOR A SAFE AND WELCOMING COMMUNITY 

 

First Church has become a second home to an increasing number of children. On Sunday 
mornings, the church is usually abuzz with kids in church school classes, in the sanctuary, in 
Margaret Jewett Hall, in the library, on the playground in the halls. Their God-given energy brings 
life to First Church. We believe they should feel more than welcome to be themselves! We also 
believe, by virtue of the congregational vows we make as children are baptized, that parents and 
all First Church adults share a responsibility to nurture and care for our children. 
 
First Church is doing its best to be a safe church and we’ve already instituted policies like a “two 
adult” rule for all First Church sponsored events. We are also aware that there are many times, 
like after worship on Sunday morning, when we are together as a multigenerational church family 
and when there is no designated supervision of children. After the structured activity of worship 
and Church School programs, our children understandably want to move around during our social 
time in Margaret Jewett Hall. Because we are a community of people of all ages and abilities, 
however, some guidelines of behavior are necessary for ensuring both safety and hospitality for 
kids and adults alike. We are also mindful of our church’s liability. How do we allow kids to be 
themselves at church given all these considerations? 
 
At busy times when our church is gathered together in a less structured and 
multigenerational event like “coffee hour,” the following guidelines are strongly 
encouraged. Any member of First Church, whether parents or other adults, should feel 
welcome to remind all children (and each other) of the following: 
 
 

Behavioral Guidelines for Children and Caregivers at First Church 
 
In Sage Hall and on the Playground: These spaces are designed to accommodate more 
energetic play. At times like after worship on Sunday morning, parents and other adults should 
take responsibility for arranging “two adult” supervision on the playground (if it’s nice out) or in 
Sage Hall in the basement. Many Sundays, there is childcare provided by our Nursery staff from 
12:30 to 2:00 pm in Sage Hall, but parents should confirm this by accompanying their children to 
Sage Hall to meet the staff. When outside, children should avoid climbing on the ancient 
Yellowwood trees (the limbs are hollow!) and also stay off the fence surrounding the playground. 
 
In Margaret Jewett Hall: Children are welcome to mingle with adults during large events and 
coffee hours. Considering the amount of adult “traffic” in the area though, there should be no 
running or moving too quickly. The stage is a great place for play, but there should be no jumping 
off the edge. And we also ask that children (and adults!) refrain from playing the piano in MJH 
during large events and coffee hours.  
 
In the Library: Quiet play is welcome in the library. Games and toys are available in the large 
cabinet under the counter. Parents and other adults are encouraged to step in and out of the 
library to monitor children’s safety. There will be no climbing on the spiral stairs, counters, or on 
other furniture. 

 

This Covenant was first adopted by the Executive Council of First Church in Cambridgein June 2005.  

. 
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Appendix H: Processes for Termination of Staff 
 

Process for Termination of Support Staff 

The following steps will be taken: 
Head of Staff will issue a written warning of termination, with 

accompanying documentation, and discuss it with the staff person. 
A probationary period may be recommended. 
If a probationary period has been observed, a post-probation review will 

be conducted. 
 
If termination is deemed warranted at the conclusion of a probationary period, 
notice of termination, with accompanying documentation, will be given to the 
employee by the Head of Staff, with previous approval of the Staff Relations 
Committee (SRC). 
 

Process for Termination of Program Staff 

The following steps will be taken: 
The Head of Staff, with previous approval of the SRC, will issue a written 

warning of termination, with accompanying documentation, and 
discuss it with the staff person. 

This meeting may result in a recommendation for a probationary period of 
no less than 3 months. 

If a probationary period has been observed, a post-probation review will 
be conducted. 

At the conclusion of a post-probation review, a recommendation for 
termination or for continued employment will be made. 

If the recommendation is to terminate, termination must be endorsed by 
the SRC and approved by the Executive Council (EC). 

 
Notice of termination, with accompanying documentation, will then be given to 
the Program Staff person by the Head of Staff. 
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Appendix I: The Process for Revocation of Call  
 

Determination that revocation of call may be warranted 

All clergy receive annual ministry reviews [See Annual Reviews, p. 9]. If after at 
least two consecutive annual reviews in which significant concerns about the 
continuing viability of a minister’s call have been documented and discussed with 
the clergyperson, the Moderator and the Chairperson of the Board of Deacons, in 
consultation with the Board of Deacons and the SRC, may determine that the 
initiation of a process leading to revocation of call is warranted. If this 
determination is made, the Board of Deacons will ask the EC to endorse a 
special pastoral review.  
 

Special pastoral review 

The special pastoral review is an opportunity for the minister, representative 
leaders of the congregation, and a judicatory representative to meet in an attitude 
of discernment and partnership to consider the viability of the minister’s call and 
to search for clarity about God’s purposes for the minister and the church. 
 
Notifying the Associate Conference Minister (ACM) 
 
Upon determining that a special pastoral review may be warranted, the 
Moderator and/or the Chairperson of the Board of Deacons will notify the ACM 
for the Metropolitan Boston Association (MBA) in writing that a special review will 
be requested. At this time, the ACM will also be provided with a description of the 
revocation process as outlined in the FCCC Employee Handbook. 
 
The presence and engagement of the ACM is a sign of the covenant that exists 
among people, minister, and the wider church, and ensures support for the clergy 
person as well as an outside eye on the important matter of congregational due 
process. 
 
The ACM will designate a person from outside the congregation who will provide 
pastoral support for the minister under review. In certain cases, the ACM and the 
minister under review may agree that the ACM will provide this pastoral support. 
In either case, the ACM will be the principal adviser to the congregation’s leaders 
throughout the process. 
 
Because FCCC is a multiple-staff congregation, the ACM will also advise the 
leaders and any other clergyperson who is not the subject of review concerning 
his or her appropriate role and level of involvement in the process. 
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Endorsement by the EC of a special pastoral review 

Upon receipt of the Deacons’ request to conduct a special review, the Moderator 
will convene the EC and inform the members of the concerns that prompt the 
request. To assist in determining whether a special review is warranted, the EC 
may request that the MBA Committee on Ministerial Standing provide a 
Situational Support Consultation. In any case, a two-thirds majority of members 
of the EC must vote to endorse the special review. 
 

Notifying the minister 

Having secured EC endorsement for a special pastoral review, the Moderator or 
the Chairperson of the Board of Deacons will notify the clergyperson in writing 
and in person that a special pastoral review will be conducted. This notification 
will include a written summary of the concerns that prompt the review, and 
relevant documentation. The ACM will also contact the clergyperson, discuss the 
stated concerns, counsel him or her about possible options, advise her or him 
about the process, and arrange for his or her support. 
 

Notifying the congregation 

It will be up to the prayerful discretion of the Moderator and the Chair of the 
Board of Deacons, in consultation with the ACM, to determine the timing and 
manner of congregational notification that a special review is to be conducted, or 
even whether notification is warranted at this juncture. Great care must be taken 
in any case to balance the right of the minister to confidentiality and fair 
treatment, the ability of those conducting the process to act freely without undue 
pressure, and the right of the congregation to be informed of actions taken that 
affect the common life of the church. 
 

Special Review: Meeting with the minister 

The Moderator, Chair of the Board of Deacons, and others whom they may 
appoint will meet with the minister to discuss prayerfully the concerns that prompt 
the review and clarify the process to be followed. The ACM (and the clergy 
support person, if other than the ACM) will also be present. The aim of the 
meeting should be to review all the stated concerns and to clarify the status of 
the clergyperson’s call.  
 
More than one meeting may be necessary to reach consensus about the status 
of the minister’s call, but care should be taken not to prolong the discussion or 
the decision unnecessarily.  
 
This meeting (or series of meetings) may have the following outcomes: 

Revocation of call is deemed unwarranted and no further action is 
recommended. 
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A probationary period of three months is authorized, during which the 
minister and the leaders of the congregation work together towards 
specific goals for renewal, and at the end of which a second special 
review will take place and final determination will be made concerning 
revocation or renewal of call. 

Revocation of call is deemed warranted without a probationary period. 
The minister offers to resign. 

 

Report to the Board of Deacons and recommendation to EC 

The Moderator and the Chairperson of the Board of Deacons will report to the 
Deacons concerning the outcome of the special review. The Deacons will 
subsequently send a recommendation to EC concerning this outcome, as 
described below. 

 

In the case of a recommended probationary period 

The Chair of the Board of Deacons will provide a written summary to the EC of 
the terms and goals of the probationary period. A simple majority of members 
must endorse the terms and goals of the agreement.  
 
If at the end of the probationary period, it is determined by a second special 
review that a renewal of the minister’s call is warranted, no further action will be 
taken.  
 

In the case of a recommended revocation of call without 
probationary period 

If it is determined by the special review that the congregation should proceed to a 
revocation of call, and the minister chooses not to resign in view of this decision, 
the Deacons will prepare a recommendation to the EC that the call be revoked. 
This recommendation will be prepared in consultation with the SRC, the ACM, 
and will include proposed terms for a just and orderly separation that have been 
previously negotiated with the clergyperson. A two-thirds majority of EC 
members must approve the recommendation to sever the pastoral relationship 
and the terms of the proposed separation. 
 
These terms may include:  

an adequate period of up to one year during which the minister may seek 
and find a new call while continuing to serve the congregation; 

an adequate period of up to six months during which the minister may 
seek and find a new call while on paid leave from the congregation; 

details of a severance package (compensation, housing, and other 
matters); 

mutually-agreeable language for making the separation public; 
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other provisions as negotiated. 
 

In the case of resignation 

If the minister chooses to resign, the section Resignation of Employees (Clergy), 
p. 21, applies, with the proviso that the suggested time limit of 90 days between 
announcement of resignation and leave-taking may be extended by negotiation 
with the Board of Deacons in consultation with the SRC in order to permit the 
minister to seek and find a new call. 
 
 

Special Meeting for Congregational Endorsement 

If the EC approves the recommendation to revoke the minister’s call and agrees 
to the terms of the separation as proposed, the Moderator, Chair of the Board of 
Deacons, and the ACM will notify the clergyperson in writing and in person that 
his or her call is to be revoked, pending endorsement by the congregation. 
 
Pursuant to the FCCC by-laws, which state that a minister’s call may be revoked 
only by vote of the congregation, a special meeting of the congregation must be 
called by the Moderator. The notification of the special meeting will include:  
 

• the purpose of the meeting; 
• a brief summary of the reasons for the proposed revocation of call; 
• a description of the process that was followed with reference to the 

relevant sections of the Employee Handbook; 
• the names and roles of all the persons who participated; 
• other information as deemed necessary by the church leaders in 

consultation with the ACM. 
 
The ACM will advise the church’s leaders and the clergyperson concerning his or 
her role and appropriate level of involvement at this stage of the process, but 
normally the clergyperson will not be in attendance at the special congregational 
meeting.  
 
The decision by the congregation whether to uphold the recommendation to 
revoke the minister’s call may be made by a process of substantial consensus, or 
by a two-thirds majority vote. In either case, every effort will be made to conduct 
the meeting in an atmosphere of respect and mutual care, with an eye to the 
common good of the congregation and the well-being of the clergyperson in 
question. 
 
If the congregation agrees to revoke the minister’s call, the decision, along with 
the agreed-upon terms, will be communicated in writing and in person to the 
minister by the Chair of the Board of Deacons and the Moderator. The ACM may 
choose also to participate in this notification. 
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If the congregation decides not to uphold the recommendation, the clergyperson 
will be informed as above, and the Deacons will be charged with initiating a 
process of reconciliation within the congregation, as well as to continue working 
with the minister to resolve the concerns that prompted the process in the 
beginning. The ACM will remain actively involved in this attempt to reconcile, 
renew, and move forward. 
 

Christian demeanor 

The desired outcome of this process should be a renewal of the clergyperson’s 
call, not its revocation. However, when it becomes clear that revocation is 
warranted, all parties to the process should act deliberately to reach a just 
agreement to sever the relationship, so that all involved may be free to respond 
faithfully to the new thing God is doing even through a regrettable situation. 
 
Throughout this process, all parties are expected to act with respect and 
forbearance, as is fitting for sisters and brothers in Christ. Congregational leaders 
will admonish one another to be prudent and modest in all their conversations 
about the concerns that prompt the process. They will avoid gossip, unnecessary 
negative characterizations of the clergyperson’s character and/or his or her 
motives, and the denigration of his or her declared supporters. The clergyperson 
will endeavor to observe the same sort of respect towards the leaders of the 
congregation.  
 
Both the clergyperson and the congregational leaders will promise to say only 
what is necessary about the reasons that led to the special review and 
subsequent process, balancing as much as possible the right of the congregation 
to be informed with the right of the minister to preserve his or her dignity and 
good reputation. All parties will also refrain from personally marshalling support 
for their positions outside the due process provisions of the Employee Handbook. 
 


