General Expectations of the Staff at First Parish in Concord

Staff members at First Parish in Concord honor and respect each other, the congregation, and
their positions on the staff. In addition to behaving in accordance with First Parish’s mission and
applicable state and federal laws, First Parish staff members agree to uphold the following
expectations, with the goal of promoting a healthy congregation.

Change Management: While understanding the significance of tradition in an historic
institution, create positive change. Be open to new ideas and approaches and adjust
systems appropriately. Be practical. Consider impacts on others when designing process
improvements.

Communications: Communicate effectively with honesty and integrity. Go direct. If a
dispute with another staff member can’t be resolved, ask a third colleague to help. Speak
and write clearly, persuasively, succinctly, and informatively. Listen well, asking for
clarification as needed. Seek first to understand, then to be understood. Keep colleagues
informed. Respond to questions. Admit mistakes. Participate in meetings. Maintain records
and promptly submit information when requested. Consider the best communication
vehicle for your content and audience (in person, phone/voicemail, email, text). Be
approachable. Give honest, prompt, constructive feedback. Apologize and forgive.

Creativity: In collaboration with colleagues and parishioners, develop and apply innovative
approaches and ideas to your work. Initiate models to share responsibility and delegate
appropriately. When faced with challenges, develop and propose solutions and seek
consensus on these proposals. Take reasonable independent action. Ask for help when
needed. Think originally and be creative. Help create and implement a shared vision for the
church.

Dependability: Be reliable. Follow policies and procedures described in the First Parish
Human Resources Policy Manual. Take responsibility for your actions, keep commitments,
be punctual, meet work expectations, and ensure your responsibilities are covered when
you are absent. Strive to meet your goals and be a positive model for others. Though this
environment can create significant stress, try to remain professional under pressure. If
necessary, vent with a trusted colleague. Attend to both the big picture and the necessary
details of your job.

Environmental Sustainability: Create, participate in, and document efforts to integrate
sustainability into all aspects of church programming and operations. See Sustainability
Ideas for the First Parish Community by the Environmental Leadership Team, 8/29/13.

Job Knowledge: Be competent in the skills and knowledge required for your job. Keep
abreast of current developments, including changes in guidelines set forth by your
professional association. Learn and apply new skills as needed. Work with minimal



supervision and display an understanding of how your job works with others’. Know your
strengths and weaknesses.

Judgment: Make timely decisions you can support and explain, and include others in your
decision-making process, as appropriate. Hold in confidence personal and financial
information about parishioners and colleagues.

Problem Solving: Try to anticipate problems and solve them proactively. Plan; take time to
evaluate results. Keep perspective on challenging situations and try not to escalate them.
Ask for help when needed; know when to change course. Use resources well to get things
done.

Roles and Boundaries: Recognize the power differential between staff and congregants.

e Establish and adhere to ethical and psychologically healthy boundaries.

¢ Do not exploit a congregant relationship for personal or other gain.

¢ Avoid dual relationships that could impair your judgment or exploit a congregant.

o Where a dual relationship exists, clarify your professional role with the congregant.

¢ Be a member in good standing of your professional organization and adhere to its Code
of Ethics, Standards of Practice, and policies; comply with its peer review process as
needed.

Self Care: Take care to meet your physical, spiritual, intellectual, and emotional needs. Take
time for renewal. If you earn compensatory time, try to use it promptly thereafter. Avoid
personal burnout. Encourage work-life balance in yourself and each other; discuss with
colleagues or others as needed. Forgive yourself and others for mistakes. Undertake
professional and personal self-development activities. Manage your stress responses; try to
remain calm and effective. Have fun.

Teamwork/right relations: Foster a team environment. Establish and maintain effective,
collegial work relations, offering assistance and support to team members. Act with tact,
consideration, and a positive outlook. Assume good intentions. Step up to conflict; use it as
an opportunity for growth; find common ground. Be flexible and collaborative. Express
gratitude and celebrate one another’s accomplishments. Create and sustain “a community
of harmony, justice, and safety—a community of right relations.”

The above shall not be construed as an exhaustive description of all the work required to
successfully do this job. Moreover, from time to time, additional duties outside of the
parameters outlined above may be assigned.



