
10.0 SECTION INTENT 
This section is intended primarily for handbooks including policy, for working references, or for forms 
which may need to be completed when implementing policy.  This section is intended to be updated 
frequently as needs change.   
 
For that purpose, most areas of Section 10 may be changed by staff simply submitting a request to the 
Governance Committee who has authority to make changes to section 10 without obtaining Board 
approval except as noted here.   
 
Those areas of Section 10 DO require Board approval for changes: 

• 10.4, Nomination Committee References 

• 10.5, Sacred Service Handbook 

• 10.6.3, Employment Contracts 

• 10.6.6, Performance Evaluation Template 

• 10.7.1, Guideline for writing a job description 

• 10.9, Minister Transition Guidance for Board 
 

10.0 APPENDICES TABLE OF CONTENTS 
 

10.1 Definitions 
 
10.2 Code of Ethics 

10.2.1 UWM – For Board Members 
10.2.2 Licensed Unity Teachers 
10.2.3 Prayer Ministers 
10.2.4 Small Group Leaders 

 
10.3 Communications Guide 
 
10.4 Nomination Committee References 

10.4.1 Process & Timeline 
10.4.2 Board Member Application (r.09-07-23) 
10.4.3 Board Member Qualifications 
10.4.4 Board Member Duties 
10.4.5 Example:  Canvas Letter 

 
10.5 Sacred Service Handbook 
 

10.6 Employee Recruitment, Employment Law, & Performance Evaluation 
10.6.1 Legal 

• Cobra Health Coverage 

• FLSA 

• FMLA 

• HIPAA 



• I-9 verification 

• IRS definition W2 v 1099 

• Americans with Disabilities Act 
10.6.2 Interviewing 
10.6.3 Employment Contracts 
10.6.4 Reference Checks 
10.6.5 Onboarding 
10.6.6 Performance Evaluations  
 

10.7 Job Descriptions 
10.7.1 Guideline for Writing Job Descriptions (UWM) 
10.7.2 UOB standard for Creating a Job Description 
10.7.3 UOB Board Member Job Description 
10.7.4 Board Officers – Role Descriptions 
10.7.5 UOB Prayer Chaplain Coordinator – Trainer 
10.7.6 UOB Prayer Chaplain Job Description 
10.7.7 Sr. Minister 
10.7.8 Center Administrator – Requires update 
10.7.9 AV Lead 
10.7.10 Youth & Family Coordinator 
10.7.11 Volunteer Coordinator 

 
10.8 Board Meeting References 

10.8.1 UWM 90 Minute meeting guidelines 
10.8.2 Board Meeting – Agenda topics 
10.8.3 Board Meeting – Spiritual Aspect 
10.8.4 Board Meeting – Success Tips 
10.8.5 Parliamentary Procedures at a glance 
10.8.6 Example:  Annual Meeting Script 
10.8.7 Example:  Annual Meeting Presentation 
 

10.9 Guidance for Ministerial Transitions 
10.9.1 General Guidance 
10.9.2 UWM Minister Search Process Information 
10.9.3 Candidate Review Forms 
10.9.4 Candidate Review Scoring form 

 

10.10 Forms 
10.10.1 Policy Manual Acknowledgement (UWM) 
10.10.2 Application for Employment (UWM) 
10.10.3 Employment:  I-9 (IRS) 
10.10.4 Employment:  W2 (IRS) 
10.10.5 Time Sheet (UOB) -?? 
10.10.6 Time Off Request (UWM) - ?? 
10.10.7 Leave of Absence request (UWM) - ?? 
10.10.8 Background check application and permission 



10.10.9 Membership application 
10.10.10 Photo release 

 

10.11 Policy Manual Revision History 
 
 


