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1 Introduction
1.1 Satement of Purpose

The purpose of the Human Resources (HR) Policy isto support the Mission and Covenant of the Oberlin
Unitarian Universalist Fellowship (OUUF) inthe rel ationship between the OUUF and personshired for
specific purposes.

Theprovisionsof theHR Policy do not apply to ministershired by agreement of contract or called (Article
X of the OUUF Bylaws), to professional and non-professional religious educators hired by agreement or
contract, and to Commissioned Lay L eaders.

Agreementsor contracts between the OUUF and personsin the above positionsmay incorporateall or
some of the HR Policy by referenceinto the agreementsor contractsthat are mutually drawn up and agreed
upon by the parties.

TheHR Policy isdesigned to providefor therecruitment and sel ection of qualified personswho will
contributeto the mission of the OUUF, to provide employeeswith information about their workplace
benefitsand rights, and to ensure the equitabl e administration of human resourcespolicies. ThePolicy
eliminatesthe need for contracts or agreementsfor each employee, except in specific circumstancesas
determined by the OUUF Board of Trustees (Board).

Implementation of the Policy isto bewithin the context of three documentsapplicableto all activitiesof the
OUUF. Thesedocumentsarethe Principlesof the Unitarian Universalist Association (UUA), the Bylaws of
the OUUF, the OUUF Mission and Covenant.

12 UUA Seven Principles

Thereare seven principleswhich Unitarian Universalist congregationsaffirm and promote:

Theinherent worth and dignity of every person;

Justice, equity and compassionin humanreations;

Acceptance of one another and encouragement to spiritua growthinour congregations,

A freeand responsible search for truth and meaning;

Theright of conscience and the use of thedemocratic processwithin our congregationsandinsociety et large;
Thegoa of world community with peace, liberty, and justicefor al;

Respect for the interdependent web of all existence of whichweareapart.

1.3  OUUFBylaws

The OUUF Bylawsarethelega rulesthat governthe OUUF. They providefor membership requirements,
meetings, committees, board member duties, finances, and other related subjects. The Bylawsareamended
fromtimetotimeand acurrent versionisavailablefromthe Board President.
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1.4 OUUF Mission and Covenant

TheOberlin Unitarian Universaist Fellowshipisawe coming, caring community that promotesreligious
freedom, encourages spiritua and personal growth, and worksfor apeaceful, just, and sustainableworld.

Wethe membersand friendsof the Oberlin Unitarian Universalist Fellowship covenant to livetogether in our
quest for truth, love, socid justice, and environmental responsibility. Inthisspirit of caring fellowship, we
offer our combined giftsand resources.

1.5 Policy Approval and Revisions

TheBoardissuesthe HR Policy and may alter it at any time. When achangeis madethe effective date of
therevisionisnoted in theapplicable section of the Policy. Revisionsare communicated to affected persons
assoonaspractical.

1.6 Fdlowship History, Mission, and Organizational Sructure

Inthemid-1950"sagroup of college studentsformed aUnitarian Fellowship. Somelocal membersof The
Religious Society of Friendsand local Unitarians soon joined thisgroup and met together regularly for
worship. The Unitarian Fellowship of Oberlin wasrecognized by the national association on May 25, 1960,
becoming the Unitarian Universalist Fellowship upon the merger of thetwo national organizationsin 1961.

See www.ouuf.org

The OUUF isanincorporated nonprofit organization. A membership busnessmestingisheld at least
annually. Administration of the OUUF isdel egated by the membersto an €l ected Board of Trustees. The
officersarethepresident, vice-president, Secretary, and treasurer.

1.7 Unitarian Universalism
Sixteenth century beginningsled tothecurrent Unitarian Universalist Association (UUA). See
WWW.uua.org

2 Recruitment and Selection
2.1 Classifications

The OUUFiscommitted to fairnessin theworkplace, even though the status of OUUF asachurch andits
low number of actual employeesmay exempt it fromavariety of workplacelaws, including but not limited
to the Equal Employment Opportunity Act and the Fair Labor StandardsAct.

TheHR Policy isnot acontract and can be modified or changed at any time. Employment, unlessotherwise
specified by contract, is“at will” and may beterminated without penalty by either party.

2.1.1 Minister (theHR Policy doesnot apply)

Part-timeor full-time ministers, including ordained ministers of religiouseducation, called by thecongre-
gation or hired by the Board are not considered employeesin aconventiona sense. Therelationship
between aminister and the congregation iscovenantal and isdescribed in agreementsthat are mutually
drawn and agreed upon by the specific partiesinvol ved.

Minigtersinitialy hired by the Board may later be called by the congregation.

Thetermsof aminister’sagreement should contain clear expectationsof what the OUUF sresponsibilities
are, what theminister’s (hired or called) responsibilitiesare, and what are mutud responsibilities. The
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agreement should specify whether or not the minister hasany supervisory responsibility over employees.
The agreement should be specific asto the rel ationship of the minister with the Board, aCommissioned Lay
Leader (CLL), committee and team chairs, the director of religious education, and the Committeeon
Ministry (COM).

Theagreement will make provisionsfor aliaison to be appointed by the Board, who along with other lay
leadersand the COM would work to establish arelationship to the mutual benefit of theminister and the
OUUF inthespirit of the UUA Principles, the OUUF Bylaws, and the OUUF Mission and Covenant.
Periodic assessments (these assessments shoul d describerel ationshi ps and shoul d not reflect judgmentsin
theway that aperformance eval uation typically does) should be conducted approximately every three
monthsfor thefirst year of an agreement between aminister and the OUUF, and every two or threeyears
thereafter or asrequested by the minister, the Board, or the COM. Thisisnot aperformanceevauation as
described later inthisPolicy.

Theabove periodic assessmentswoul d be theresponsibility of the COM and could utilize formats adapted
fromthoseused by theUUA in ng the progressof interim ministers. Theoveral resultsof these
assessmentswould be shared with the congregation.

The agreement would make provisionsfor and specify responsbility for managing strainsintherelationship
between the minister and the congregation. The utilization of extraFellowship resourcestoaidinsuch
discussionswould be essentialy in congruencewith the UU MinistersAssociation (UUMA), the UUA
Principles, and the OUUF Mission and Covenant. Such resourcescould include servicesof the Ohio
MeadvilleDigtrict (OMD) Executive, the UUMA Good Officesperson acting asamediator, private
consultants or consultantsfrom other UUA organizations, and even such resources as” The Covenantal
Caring Conversation,” by Robert Leventhal (aprocessto help congregationshave conversationsthat are
difficult for many persons, yet are sometimes necessary).

The agreement would a so contain the basis and the proceduresto befollowed for dismissal or other
termination of therel ationship.

2.1.2 Director of ReligiousEducation

TheDirector will behired by theBoard. If the Director isan ordained minister, Section 2.1.1, above,
aoplies.

Directorswho are credentialed or certified aswell asDirectorsnot yet credentialed or certified are still
considered to have acovenanta relationship with the Fellowship through the Board. TheBoard will appoint
aliaisonwhowould meet regularly, possibly monthly, and morefrequently asneeded withasmilar amas
theliaison between the Board and aminister.

The agreement with the Director will describethe nature of therel ationship of the Director withtheminister,
aCLL, committees, and employees.

The agreement would a so contain the basisand the proceduresto befollowed for dismissal or other
termination of therdationship.

The COM’ sassessment of theministry of the OUUF will includethereligious education program. Program
assessmentswith input from the parents of childrenwill be secured either by the Religious Education
Committee and/or by the Director.
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2.1.3 Commissioned Lay L eader

The CLL program providesfor commissioning every threeyearsand thereisacovenantal agreement drawn
up betweentheBoard andthe CLL. Thisagreement may be modified by mutual consent.

The COM’sassessment of theministry of the OUUF will includethe CLL.

2.1.4 Full-TimeEmployee

A salaried or hourly employeewho is scheduled to work 40 hours per week and whose employment hasno
specified end date. Eligiblefor leaveand other benefits.

2.1.5 Part-TimeEmployee(15-39 hoursper week)
No specified end date. Eligiblefor pro-rated leave and benefits.

2.1.6 Part-TimeEmployee(lessthan 15hoursper week)
No specified end date. Not digiblefor benefits. The Board may make an exceptiontothisrule.

2.1.7 On-Call Employee(worksas-needed)
Not eligiblefor benefits.

2.1.8 Temporary Employee
Full or part-timewith an end date, usually not to exceed six months. Not digiblefor benefits.

2.1.9 Independent Contractor

TheHR Policy doesnot apply. Work is pursuant to acontract.

2.2 Position Descriptionsand Pay Rates
Eachjob hasaposition description whichincludesat aminimum thejob duties, qualification requirements,
application procedures and deadlines, pay rate, and benefits, if any.

2.3 Vacancy Announcements
All job and promotional opportunitiesare publicized onlineand posted at the OUUF meeting
location. Vacanciesare publicized for at least one month.

2.4 Interviewsand Selection
TheBoard of Trusteesor itsdesignee establishesan interview and selection procedurefor each vacant
position prior to issuing the vacancy announcement.Hiring preference will be givento applicantswho
arenon-membersfirgt. Accepting member applicantsshould only occur after ng potentia
candidatesfrom outsidethe congregation. All job applicants, except theminister and the Director of
Religious Education ,must completethe Application for Employment Forminfull foundinthe
Appendix of thispolicy. All employeesare barred from serving onthe Board of Trustees.

2.5 Immediate Supervisor Definition
TheBoard of Trusteesdesignatesanimmediate supervisor for each position. Thismay beamember of the

Board of Trustees, the minister, any OUUF member, or an existing employee. For example, the
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Vice-President (or the minister, or any other member of the OUUF) may be designated astheimmediate
supervisor for the officeadministrator, and the office administrator may be designated astheimmediate
supervisor of the custodian. Employeesreport to animmediate supervisor (anindividual) and nottoa
committeeat large (agroup of individuas). A committee, such asthe Religious Education Committeeinthis
example, or apersonnel committee, may servein areview role (see Sections4, 5, 5.4, 6.1, and 8 of this
Policy) but not astheimmediate supervisor of an employee.

3 Wage and Hour Administration
Prospective employees may berequired to show proof of eigibility towork inthe United States.
3.1 Hoursof Work

The position description, the needs of OUUF, and employee availability will be considered by theimmediate
supervisor when establishingwork hours.

3.2 Timekeepingand Overtime

A writtenrecord of timeworked, signed by the employee and theimmedi ate supervisor, ismaintained for
each pay period. An exception may bemadefor aperson hired to perform aspecific task, e.g., Sunday
morning setup, and in such acasethe hoursare not itemized. The datesworked arerecorded and signed
by the employee for each pay period. See Appendix for Time Sheet Form.

Overtime pay must be authorized in advance by the Board of Trustees.
3.3 Pay and Payroll Deductions

Thewritten record of timeworked (Section 3.2 of thisPolicy) issubmitted to the OUUF Treasurer, who
preparesacheck for the hoursworked. The Treasurer providesthe employeewith arecord of deductions
fromtheemployee' spay.

4 Orientation and Training
Theimmediate supervisor provides each new employeewith acopy of thisHR Policy.

Theimmediate supervisor, after consulting with the Board of Trusteesor the committee servinginareview
capacity (see Section 2.5 of thisPolicy), preparesaplan of orientation for each new employee. The
orientation may rangein scope from abrief meeting to discussthe OUUF and thejob to be accomplished,
to amorethorough orientationincluding, for example, attending aBoard of Trustees mesting.

Training opportunities presented by the Ohio Meadville Digtrict of the UUA, by community organizations, or
other entities, may beavailablefromtimetotime. The employeeand immediate supervisor work together in
determining the need for and appropriateness of training opportunities. The Board of Trusteesmay
authorizefunding for training feesand travel expenses.

5 Performance Evaluation

Written performance eval uationsare prepared by theimmediate supervisor. Theformat of theevaluationis
dependent upon the nature of thejob. For example, the Office Administrator might have athorough
evaluationwhileachild careprovider may haveabrief summary evauation.

The position description isthefoundation for theeva uation. The previousevauation, if any, isconsidered.
Thefollowing questions should beanswered, at aminimum: Aredl job duties(in thejob description) being
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completed? What isthe quality of performance? What are the employee' s performance strengthsand
weaknesses? Aredeadlinesmet? Areworking rel ationships productive? Hasany training been
completed? What arethe goalsfor thefuture?

Thefollowing proceduresar erecommended:

Sep One: Immediate supervisor meetswith the employeeto advisethat aperformance evaluation will be
completedin the near future, and the anticipated format of the eval uation isdiscussed with theemployee.
The employee' srecommendations about the format are sought and considered by theimmediate supervisor.
Sep Two: Theimmediate supervisor preparesadraft written evaluation.

Sep Three: Theimmediate supervisor meetswith the employee, providesthe employeewith thedraft
written eva uation, and discussesthe eval uation with theemployee. Thediscussion may lead to changesin
theevauation. If no changesareto be made, Step Five below may befollowed.

Sep Four: Theimmediate supervisor revisestheevauation.

Step Five: Theemployee signsthe evaluation acknowledging receipt of acopy. Thesigned copy is
provided to the President of the Board of Trusteesfor the personnel file (see Section 8 of thisPolicy). The
employeeisprovided acopy, and theimmediate supervisor retainsacopy.

If acommittee (see Section 2.5 of thisPolicy) isplaying arolein aposition, then the committeewill likely be
involved intheevaluation processand at aminimumwill receiveacopy of theeva uation.

5.1 Initial Evaluation

Theinitid evaluation iscompl eted approximately 60 daysafter employment begins.
5.2 Annual Evaluation

Theannual evaluationiscompleted prior to thefirst anniversary of the date employment began.
5.3 PayAdjustments

Pay adjustmentsare made by the Board of Trusteesafter receiving arecommendation from theimmediate
supervisor.
5.4 Performanceor Conduct Problems

Unacceptable performanceissuesaredirectly related tojob duties (in thejob description) and are
deficienciessuitablefor remedia action through skill development and training.

Unacceptable conduct issuesaretypicaly not skill related, but arein therealm of timeliness, behavior
(persond attacks, theft, disruptiveness, or any behavior that impedesjob performance or themission of the
OUUEF).

Thefollowing procedur esarerecommended (except intheinstance of conduct that posesanimmediate
threat to thewel I-being of anindividua or to the mission of the OUUF, e.g., violence, theft, etc., under which
circumstancestheimmediate supervisor consultswith the Board President as soon as practicabl e).

Sep One: Theimmediate supervisor identifiestheissue (by observation or by report from another per-
son), discussestheissuein private with the empl oyee, and comesto agreement with theemployee on action
toimprove performance or correct the behavior. A dateisset for asecond private conversation (ina
month, for example) to review action on the agreement of thefirst meeting. Noformal writtenrecordis
made of thismeeting.

Sep Two: Atthesecond private meeting, theinitial agreement isreviewed, and progressisassessed. The
adverseactionisconcluded, if intheview of theimmediate supervisor satisfactory progressisachieved.
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Noformal written record ismaintained and thisis deemed acautionary adverse action and no further refer-
enceismadetothisintervention.

If progressisunsatisfactory, or the performance or conduct wasrepeated, awritten document is prepared,
and acopy isprovided to theemployee. A dateisset for athird private meeting.

Sep Three: Atthethird private meeting, progressisassessed. If satisfactory progressisachievedinthe
view of theimmediate supervisor, thisconcludesthe matter. The supervisor may retain the document pre-
pared in Step Two, above, and may refer toitinfutureadverseaction, if any.

If progressisunsatisfactory, or the performance or conduct wasrepeated, awritten report isprepared in-
cluding arecommendation from theimmediate supervisor for action by the Board of Trustees. Thisaction
may beareprimand, demotion, or termination. Theemployeeisprovided with acopy of thereport and
recommendation, and the original isprovided to the Board President (or to thereview committee, if in
exisence).

Step Four: TheBoard President (or review committee) meetswith the employee and theimmediate su-
pervisor to discussthereport and recommendation.

If thematter isresolved, thisisnoted onthereport andit is placed inthe personnel file (see Section 8, this
Policy).

Step Five: |If thematter isunresolved at Step Four, the report and recommendation go to the Board of
Trustees, whichmeetswiththe employee and the immediate supervisor and takes action to resolve the
matter.

At any stage of the procedures above, the employee may pursue grievance proceduresasprovidedin
Section 6.1 of thisPolicy. Also, at any stage of the procedures, the employee may be accompanied by
another person who may be helpful to resolution of the matter, and the empl oyee must provide advance
noticeto theimmediate supervisor that another personwill be present.

These procedures are designed to provide the employee with the opportunity to improve performance or to
change conduct, and to further the mission of the OUUF.

6 Workplace Policies
6.1 EmployeeGrievances

Grievance proceduresare provided for employeesto disagree with decisions of theimmediate supervisor or
to make known workplace issuesthat are seen as unsatisfactory to the employee.

The Committee on Ministry servesto resolve conflict within the OUUF between congregants, or between
congregantsand staff. Anemployee, who alsoisacongregant, isto follow thegrievance proceduresinthis
Policy, if theissue at hand isrelated to thejob duties of theemployee.

Thefollowing proceduresarerecommended:

Step One: Theemployee discussestheissue with theimmediate supervisor.

Step Two: If theissueisunresolved, the employee preparesawritten statement about theissue, the action
sought, and providesit to the Board President (or thereview committee, if in existence, see Section 2.5, this
Policy). Theemployeeprovidesacopy to theimmediate supervisor.

Step Three: If theissueisunresolved, thereview committee meetswith the employee and theimmediate
supervisor to resolvetheissue.

Step Four: If theissueisunresolved, the Board of Trustees meetswith the partiesinvolved and makesa
decison.
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6.2 Sexual Harassment and Hostile Environment

Unwel come advances, requestsfor sexua favors, or any other verbal or physical conduct of asexual nature
that in the opinion of the employee createsahostile or offensiveworking environment constitutes sexual
harassment.

Any activity related to anindividua’srace, religion, gender, nationa origin, ethnicity, age, physica
disabilities, political affiliation, sexua orientation, color, marital status, veteran status, or medica condition,
that in the opinion of the employeeisoffensive congtitutesahostile environment.

The employee should follow the grievance procedures of this Policy, Section 6.1. If the immediate
supervisor or Board President are implicated in the harassment or are contributing to the hostile
environment, the empl oyee should seek ass stancefrom the Vice-President or other Board members.

6.3 Equal Employment Opportunity

OUUF will not discriminate agai nst an applicant or employee becauise of race, religion, gender, national
origin, ethnicity, age, physical disabilities, political affiliation, sexua orientation, color, marital status, veteran
statusor medical conditionin hiring, promotion, demotion, training, benefits, transfers, layoffs, terminations,
recommendations, rates of pay or other formsof compensation. Opportunity isbased on qualificationsand
jobrequirements.

6.4 Safety
Employeesareto use good judgment and common sensein mattersof safety. Any concernsshould be
discussed with theimmedi ate supervisor.
Any injury, regardless of the severity, occurring onthejob isto bereported to theimmediate supervisor.
Theimmediate supervisor isto advisethe Board President of theinjury.

6.5 Whistleblower Protection

No employeewhoin good faith reportsto animmediate supervisor or to any member of the Board of
Trusteesany misconduct of another employeeor Board of Trusteesmember will suffer harassment,
retaliation, or adverse action, asaconsequence of said report.

7 Employee Benefits
7.1 Insurance

TheBoard of Trustees may in specific circumstances provide aninsurance benefit.
7.2 Retirement

The UUA maintainsadefined contribution qualified retirement plan. Eligibility requirementsapply.
7.3 Leave

Full-time and part-time employeeswho work over 15 hoursaweek (see Section 2.1, thisPolicy) are
eligiblefor leave. Theleaveisbased on hoursworked, i.e., a20 hour per week schedulewould resultin
one-half theleavelisted below. Leaveaccruesasthework year progresses.

Leaveincludeswhatis commonly known asvacationtime, Sck leave, bereavement leave, and persond leave.
Year onethroughyear five: 15days

Morethanfiveyears: 25days
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Employees should scheduleleave with theimmedi ate supervisor, except inthe caseof illnessor an
emergency. Earned leave may be carried over from year to year but at no time should the accumulation
exceed theamount of leavethat would be earned intwo years.

Cash payment isnot made for unused leave, except as approved by the Board of Trustees.

TheBoard of Trusteesmay grant extensiveleavewithout pay for medical or family reasons, military service,
jury service, or any other reason.

7.4 Holidays
Federa holidaysare paid daysoff for empl oyees scheduled to work on those days.
7.5 EmployeeAssistance Program

The OUUF doesnot haveaprogram but will assist employeeswho may need support intheir livesfor
reasonsunrelated to their employment.

7.6 VehicleUseand Mileage Reimbur sement

Employeeswho usetheir own vehiclesfor OUUF related businessmay be reimbursed for mileageat the
rate established by the Internal Revenue Service. Reimbursement must be authorized in advance by the
Board of Trusteesthrough theimmediate supervisor.

8 Employee Records

TheBoard President or designee maintainsafilefor each employee, whichistoincludethevacancy
announcement and position description, the application for employment, pay details, |leaverecords,
performance evad uations, and emergency contact information.

Theentirefilemay bereviewed by theemployee, theimmediate supervisor, the review committee, and the
Board President (see Section 2.5 of thisPolicy).

Oneyear after employment termination thefileisdiscarded and only the positionttitle and dates of
employment areretained.

Any employeewhoisin need of job performanceinformation, e.g., areferenceletter, should keep copiesof
performance eval uationsto be used for this purpose.

9 Termination of Employment
Anemployeeisto notify inwriting theimmediate supervisor at |east two weeksprior toresignation.

Revisions from February 2011 version:

Modified section numbering and format to expand numbering of subsections.

Renamed Director of Lifespan Faith Development to Director of Religious Education, in accordance with Board
review of committee structure.

Renumbered steps in section 6.10, Employee Grievances, as there was no step three in the February document.
Approved by the Board of Trustees, November, 2011

First draft, January 2007; revised, November 2007; revised, February 2011, revised December 2022, final revised May 2025.

HUMAN RESOURCES - 10 OUUF POLICIES FALL 2014



Employment Application

Oberlin Unitarian Universalist Fellowship
355 East Lorain Street
Oberlin, Ohio 44074

The Oberlin Unitarian Universalist Fellowship is an equal opportunity employer. The Church does not
discriminate on the basis of race, religion, sex, sexual orientation, age, gender identity or expression,
color, national origin, marital status, or disability.

Do you need any accommodation to participate in the application or interview process?
__Yes __No

Job Title:
Hours:
Personal Data
Name Social Security #
Present City State Zip
Address
Birth Date Preferred
Pronouns
Home Cell
Phone Phone
Email
Experience and Education
CHECK HIGHEST SCHOOL YEAR COMPLETED AA BA MA Ph.D
8 9 10 11 12 13 14 15 16 17 18 19
Experience and education beyond High School
Training Date
Length Completed
Major Vocational
Training
Are you a Veteran of Military Service? (circle Yes No
one)

Please continue on next page.



WORK EXPERIENCE

Company Name

Address

Job Description (duties, skills, equipment used)

Dates of employment: start end Phone #
Reason for leaving: Who to contact:

Company Name Address

Job Description (duties, skills, equipment used)

Dates of employment: start end Phone #
Reason for leaving: Who to contact:

Company Name Address

Job Description (duties, skills, equipment used)

Dates of employment: start end Phone #
Reason for leaving: Who to contact:

Company Name Address

Job Description (duties, skills, equipment used)

Dates of employment: start end Phone #

Reason for leaving:

Who to contact:

Please continue on next page.




ADDITIONAL INFORMATION

Volunteer Work

Additional information (Such as special skills, certifications, licenses, etc.)

References (names of at least 3 persons not related to you):

Name Address Phone #

Notice to applicants: Information that you provide on this application is subject to verification.
Previous employers may be contacted as references.

Have you ever been discharged or requested to resign from a position? [JYes [JNo

If yes, explain:

Have you ever had a certificate, license, or registration revoked or suspended? []Yes [ No

If yes, explain:

Are you 18 years or older? [] Yes [1 No

Have you ever plead guilty or no contest to, or been convicted of a crime? [JYes [INo

If yes, please provide the dates and details:

(Conviction will not necessarily disqualify an applicant from employment)

Signature:: Date:

Please continue on next page.




Unitarian Universalist Church Application Disclosure

CRIMINAL HISTORY BACKGROUND CHECK

The Oberlin Unitarian Universalist Fellowship requires a criminal background check for employment
or volunteer work purposes. Any selected candidate will be required to undergo a criminal
background check. The Ohio Bureau of Criminal Investigation & Identification or, at the Church’s
discretion, other state or federal agencies will complete the background check. All offers of hire are
contingent upon satisfactory reports. Disclosure of a criminal record will not necessarily disqualify
you for employment. Each conviction will be evaluated on its own merits with respect to time,
circumstances and seriousness of the offense in relation to the position(s) for which you are applying.
This report is not subject to the Ohio Public Records Act. You will be given a copy of the report upon
request.

APPLICANT’'S AGREEMENT AND RELEASE

| certify that | have read and understand the instructions and all other information on this application,
and that the answers given by me to the foregoing questions and the statements made by me are
complete and true to the best of my knowledge and belief. | understand that any false information,
omissions or misrepresentations of material fact called for in this application may result in rejection of
my application or immediate discharge at any time during my employment.

| understand that | may be required to undergo and pass an alcohol/drug-screening test as a
condition of employment. To comply with that requirement, | consent to providing a specimen.
Specimens will be tested for both legal (prescription drugs) and illegal substances. A positive test for
a legal substance will require proof of current prescription.

| understand that failure to pass an alcohol or drug screen test at any time during my employment
may result in immediate discharge from Oberlin Unitarian Universalist Fellowship.

| authorize Oberlin Unitarian Universalist Fellowship and/or its agents, including consumer-reporting
agencies to verify any of this information by searching appropriate information and record sources. |
authorize all employers unless restricted, persons, schools, companies, law enforcement authorities,
and state agencies to release any information concerning my background and hereby release those
parties from any liability for any damage whatsoever for issuing this information. | further release the
Oberlin Unitarian Universalist Fellowship from any and all claims of action arising out of the church’s
efforts to verify the information | have provided in this application and/or its determination of my
qualifications and abilities.

| confirm that | meet all the requirements as stated on the job posting(s) for the position for which | am
applying.

| grant permission to have this application and enclosures duplicated and to be distributed to Oberlin
Unitarian Universalist Fellowship and its agents responsible for initial screening, interviewing,
recommending applicants for employment, and to employees responsible for personnel records and
reports, or disclosed as otherwise required by law.

Signature: Date:




