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I.  INTRODUCTION 
 

Churches are complex “people-focused” organizations. Successful organizations have a meaningful mission, 
a clear vision, and well-focused goals. Such organizations also have a well-articulated way of “doing 
business.”  This First Unitarian Church Manual provides this “how to” resource for our congregation. 
 
This Church Manual clarifies the structure and function of the Church’s organization and indicates the many 
opportunities for service for each of us to carry out the needs of our congregation.  This manual defines what 
each church group and entity is tasked to do. It clarifies the role and function of the Board of Trustees, Board 
Committees, Ministry Council, and Ministries. It serves as the Church By-Laws and in combination with the 
Constitution, defines how we operate. 
 
The Board of Trustees is responsible for making revisions to this manual.  The Ministry Council is responsible 
for calling the attention of our Ministries to the manual at the beginning of each program year and for 
recommending changes to the Board. 
 
Study the manual, read the job and function descriptions of the various groups, then choose the place where 
you can best serve.  Contact the applicable ministry leader(s) and volunteer to serve. Participation stimulates 
interest, and deepened interest brings more meaning to your church membership. 
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III.  THE DEMOCRATIC FUNCTIONING OF THE CHURCH 
 
A.  CONGREGATION 
 
The Constitution of the First Unitarian Church of Louisville reflects the desires and needs of the members and 
is the basic instrument of church government.  The Congregation chooses the Minister(s), Board of Trustees, 
Secretary, Treasurer, Endowment Committee, and the Nominating Committee.  Through the Board of 
Trustees responsibility for leadership is delegated to standing committees.  Semi-autonomous church 
organizations are recognized as an essential part of the church activities.  These organizations serve special 
needs and their formation is encouraged as the need may arise. 
 
This congregation affirms and promotes the full participation of persons in all its activities and endeavors--
including membership, programming, hiring practices, and the calling of religious professionals--without 
regard to race, color, gender, gender identity, physical or mental abilities, affectional or sexual orientation, 
class, or national origin. 
 
B. CONGREGATIONAL MEETINGS 
 
Congregational meetings make the ultimate decisions for the Church.  An annual meeting will be held the first 
Monday of June or as the Board of Trustees otherwise specifies.  Special meetings may be held as provided 
by the Constitution.   
 
All members of the church have a right to vote, subject to the limitations as provided by the Constitution. As 
designated in Article IX, section 8 of the Constitution, a member unable to be present at a Congregational 
Meeting and who presents a reasonable excuse, verified as reasonable prior to the meeting by both the 
President and the Secretary of the Board or their board designees, may designate in writing a proxy. 
Reasonable excuses shall include: work obligations, family emergencies, illness or infirmity, travel 
obligations, or other matters deemed reasonable by both the President and Secretary of the Board. 
 
At the Annual Meeting reports are made, the annual budget is presented for discussion and approval; special 
plans are presented; Board, Endowment, and Nominating Committee members are elected; and such other 
business is conducted as may be necessary.   
 
 
C.   BOARD OF TRUSTEES 

 
The Board of Trustees, responsible to the congregation, is, as defined by the Constitution, the final authority 
of the Church on all questions of policy, long-range planning, personnel, capital improvements, finances, and 
maintenance and use of the plant. It acts at regular monthly, or specially called, meetings. The Board 
oversees Church operations and accomplishes its activities through the use of staff and Church ministries 
and committees.  
 
The Board consists of six trustees plus the Secretary and Treasurer, all of whom are elected by the 
congregation.  All Trustees must be active members of the Church. Two trustees are elected to the Board at 
each Annual Meeting for terms of three years.  No trustee, having served a three-year term, is eligible for re-
election until the Annual Meeting following that at which his or her term expires.  The Secretary and Treasurer 
are elected annually, and are voting members of the Board. The terms of the new Board Members begin with 
their election at the annual meeting and end after they have served their term of office at the end of the 
Church year. This permits new and old Board members to have one meeting of overlap. 
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Prior to the start of the new Church year, the Board chooses its President and Vice President from among its 
members.  The Board is empowered to fill vacancies in the Board and in the offices of Secretary or Treasurer 
during the Church year. The Officers shall serve until their successors are duly elected and the Church year 
has ended. 
 
The Board has the overall responsibility for annual and long-term planning including updating the vision and 
mission, goal setting, annual pledge drive, hearings or congregational meetings, and approval of the annual 
goals and budget at the annual meeting of the Congregation. 
 
The Board organizes the process of the long range planning cycle. 
 
The Board delegates responsibility to standing and resource committees, the Ministry Council, and such 
special task teams as may be created from time to time.  It creates and dissolves such groups as may be 
considered helpful and determines the most desirable size of appointed task teams.   
 
In addition to its general responsibilities, the Board of Trustees shall: 
 

1. Appoint delegates to conferences and General Assembly taking into consideration the 
recommendations of Ministry Council. 

2. No later than September 30, appoint one or more persons to have charge of the Annual Church 
Pledge Campaign, giving said persons(s) such authority as is necessary to recruit assistants and 
canvassers and to otherwise conduct the campaign.  The Board may consult with or seek the 
assistance of the Finance and /or Stewardship Committees in this endeavor. 

3. Determine the annual budget for the coming fiscal year, after reviewing the recommendation of the 
Finance Committee, and report same to the congregation at the Annual Meeting for its approval with 
or without modifications. 

4. Evaluate annually the need for a Leadership Retreat.  In the event the need for a retreat is 
established, the oncoming Board President shall plan the retreat. 

5. Staff the Visitors Table on Sunday mornings. 
6. Purge and certify the membership annually before December 31 and 30 days before the annual 

meeting. 
7. Oversee the editing and publication of the Annual Report to be presented at the Annual 

Congregational Meeting. 
8. Appoint new members for Personnel, Finance, and Stewardship committees from the individuals 

recommended by the Nominating Committee. 
9. Appoint the Committee on Ministry in coordination with the Nominating Committee and the 

Minister. 
10. Periodically review and update this Church Manual. 
11. Ensure the ongoing successful function of the Church administration. 
12. Review the Church Calendar periodically. 
13. Oversee convening of a Long Range Planning Task Team every five years. 

 
The officers of the Church shall have the following duties and responsibilities: 
 
President. The President shall preside over all meetings of the Board and of the Congregation, shall call 
special meetings of the Board or of the Congregation, and shall see to it that the Constitution, Bylaws, and 
subservient policies of the Church are enforced and observed. The President shall perform all other duties 
incident to and usually pertaining to the office together with such other and further duties as the Trustees 
shall prescribe. The President shall sign, execute, acknowledge and deliver any instrument in writing or 
obligation of the Church, after the same shall have been duly authorized by the Board. The President shall 
report annually in writing to the Congregation regarding the condition of the Church, together with any 
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suggestions or conclusions for its welfare as the President or the Board of Trustees may deem necessary or 
proper. 

 
Vice-President. In the absence or disability of the President, the Vice-President shall assume all power and 
perform all the duties of the President while such absence continues. 
 
Secretary. The Secretary shall keep a record of the proceedings of the Congregation and of the Board of 
Trustees, keep a correct roll of membership, notify members of a congregational meeting, maintain the 
Church Policies Manual, keep an updated copy of the Constitution and Church Manual (By Laws) as 
currently adopted or amended, and with the assistance of the church staff have custody of all records and 
papers of the Church. 
 
Treasurer. The Treasurer shall be the custodian of all Church funds, shall deposit all the funds of the Church 
in such banks or depositories as the Board of Trustees shall designate, shall disburse the same under such 
rules and regulations as may be directed by the Board, shall take care that the financial records of the Church 
are in proper order, and shall serve as a voting member of the Finance Committee. 
 
 
D. THE MINISTRY COUNCIL  
 
1. Purpose and Function 
 
The Ministry Council coordinates the Ministry Program activities of the Church.  These include: Worship, 
Member, Mission & Outreach, Religious Exploration, and Resources Ministries. The Ministry Council is 
responsible for periodically reviewing the effectiveness of church programs, modifying existing programs and 
activities as needed, and recommending to the Board new programs and activities to serve the needs and 
interests of the congregation and to support Church goals.  
 
2. Staffing 
 
The Ministry Council consists of the leaders of the Ministries, a designated Board member, and the Minister.  
The Council is chaired by the Board Member and selects a secretary. All members have full voting rights and 
equal status on the Council.  
  
3. Mandatory Tasks 
 a. Work with Ministries to align their goals and activities with the overall Church goals, vision, and mission. 
 b. Assist the board with annual goal setting. 
 c. Prepare and coordinate annual Ministry Council budgets. 
 d. Provide a monthly update to the board in the form of a written report. 
 e. Coordinate a Church calendar of events and programming. 
 f. Coordinate production of annual reports by each committee and ministry. 
 g. Coordinate staffing of all Ministries. 
 h. Refer new ideas, opportunities, problems and information to appropriate individuals and groups. 
 
4. Examples of Ministry Council Work 
 a. Oversee the implementation of Church programming. 
 b. Recommend members of leadership development activities. 
 c. Discuss events and issues related to the Church of Congregation. 
 d. Make recommendations to Ministries or other groups and individuals about member concerns and 
          interests. 
 e. Maintain open channels of communication between and among the Ministries.  
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E. MINISTRIES 
 
1. Purpose and Function 
 
Ministries are the basic team element of Church work.  Each ministry coordinates activities under its charge 
and reports to the Ministry Council. The ministries are: Worship, Member, Mission & Outreach, Religious 
Exploration, and Resources.  Each ministry reviews the effectiveness of its church programs and 
recommends to the Ministry Council and Board new programs and activities to serve the needs and interests 
of the congregation and to support Church goals.  
 
2. Staffing 
 
Each Ministry consists of a leader or two co-leaders plus heads of all task teams necessary to do the work of 
the Ministry. Each serves the Ministry via a three-year term. New members are selected each year by the 
Ministry in coordination with the Member Ministry and Ministry Council.  Members may serve two consecutive 
three-year terms. Annually, Ministry leaders are recommended by the Ministry, reviewed by Nominating 
Committee, and approved by the Congregation. 
  
3. Mandatory Tasks 
 

a. Coordinate and conduct Church programs related to the Ministry. 
b. On a monthly basis, report Ministry activities, plans, and problems to Ministry Council. 
c. Annually establish Ministry goals and activities that support overall Church goals. 
d. Promote cohesive team that can accomplish stated goals. 
e. When possible, use short-term task teams to accomplish Ministry activities and programs. 
f. Develop a Ministry calendar of events coordinating with other Ministries to avoid conflicts. 
g. Maintain a written record of meetings and decisions in a Ministry file at the Church. 
h. Produce an annual report about the Ministry for the Congregation as per bylaws. 
i. Continually seek volunteer staff and potential new Ministry members with guidance from the Member 

Ministry. 
 
4. Examples of Ministry Work 
 

a. Undertake activities, events, and issues of interest to the Congregation. 
b. Regularly report activities of the Ministry to the Congregation, Ministry Council and Board as 

appropriate. 
c. Support creative and engaging activities in line with Ministry and Church goals. 
d. Engage in joint activities with other Church Ministries. 
e. Recommend members for leadership development activities. 

 
5. Coordinates with  
 
Minister, Ministry Council, Staff, and the Board.  
 
 
F. MINISTER 
 
The minister performs the usual duties of a minister to the Church membership and the community. He or 
she has primary responsibility for the conduct of worship, seeking the advice and assistance of the Worship 
Ministry and the Committee on Ministry.  The minister has complete "freedom of the pulpit."  The Church staff 
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is under his or her supervision. The minister reports to the membership of the Congregation at the Annual 
Meeting; reports and recommends to the Board of Trustees at their regular monthly meetings. He/she serves 
as a non-voting ex-officio member of the Board and all standing committees and Ministries.  
 
The minister is called by a vote of the members of the Congregation, and his or her tenure is subject to the 
contractual provisions mutually agreed upon between the minister and the Board and to the constitutional 
power of the Congregation.  The minister's salary is approved by the Congregation. 
 
 
G.  DIRECTOR OF RELIGIOUS EXPLORATION 
 
The Director of Religious Exploration (DRE) is the professional staff member in charge of life span religious 
exploration programs.  In consultation with the Religious Exploration (RE) Ministry, the DRE is responsible for 
the organization and implementation of lifespan religious education for all age levels.  The DRE directs and 
administers policies and programs developed by the Religious Exploration Ministry and is responsible to the 
Minister and the Board of Trustees.  Among the DRE's responsibilities are: Sunday morning religious 
exploration for preschool through high school, adult religious exploration, teacher training, and providing for 
the children's worship service, including working with the Minister on intergenerational services.   The DRE is 
a non-voting ex officio member of the Board of Trustees.  The DRE reports monthly to the Board and R.E. 
Ministry, is evaluated annually by the R.E. Ministry in compliance with Liberal Religious Educators 
Association guidelines, and participates in an annual peer review with the minister.  The DRE generally 
meets weekly with the Minister and works in close collaboration with the Minister and other staff members. 
 
H.  OFFICE ADMINISTRATOR 
  
The Office Administrator (OA) maintains and develops administrative systems for the Church. He/she 
conducts and facilitates all administrative activities that support Church operations. The OA reports to the 
Minister and supervises the work of office volunteers.  The OA fosters effective communications by 
ensuring phone, email, and other communication coverage, administers and coordinates church rentals, 
assists with Sunday service preparations, processes and maintains Church records and files (including 
personnel records), coordinates computer resources, and monitors office and administrative 
expenditures.  
 
 
I. THE RELIGIOUS EXPLORATION PROGRAM 
 
The RE Program is the organized program of religious exploration for children, youth, and adults.  It is 
administered by the Director of Religious Exploration, who carries out the plans and programs of the 
Religious Exploration Ministry. The RE Program consists of all the children and youth enrolled, their teachers, 
parents, and the DRE.  The parents are an integral and important part of the program.  
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IV. GENERAL PROCEDURES FOR ALL MINISTRIES & COMMITTEES 
 
1. Meetings 
 
All Ministries and committees are to meet as needed at a time and place announced one (1) week in advance 
to all members.  The intervals between meetings will be determined by the group.  Ministries and committees 
shall keep minutes of their meetings which shall be approved at the next meeting of the group. Short-term 
task teams are not required to keep minutes unless requested by the Ministry in which they serve. Legible 
copies of the minutes shall be furnished to the church office for reproduction and distribution. 
 
2. Functions 
 
Each Ministry or committee shall meet shortly after the annual meeting to organize and to consider its charge 
and these procedures.  Ministries and committees wishing to expand or modify their functions should 
recommend the desired changes to the Board of Trustees.  Ministries should coordinate changes with the 
Ministry Council. Standing and Special Committees should coordinate changes with the Board of Trustees. 
 
3.  Ministry and Committee Leadership  
 
All Ministries and committees are requested to consider selecting as chairperson an individual who is serving 
a second or third year on that group and recommending him/her to the appropriate nominating/appointing 
entity. Each group should also select a chair-elect, a secretary, and any other position that may be needed 
for its functions. 
 
4. Attendance Requirements 
 
Failure to attend three consecutive Ministry or committee meetings without sufficient reason disqualifies an 
individual for membership on that group.  The chairperson is authorized to request replacement of that 
individual.  It is the responsibility of the Chairperson to contact any member who fails to attend meetings 
regularly and to notify the Ministry Council of any vacancy occurring under this provision. 
 
5.  Annual Reports 
 
All groups within the Church, Committees of the Board, the Ministries, Church-sponsored organizations, the 
Board of Trustees, and the Ministry Council are requested to make an annual written report for filing in the 
church office and for adding to the historical records.  This written report will be submitted to the Board of 
Trustees for inclusion in the annual report presented to the congregation at the Annual Congregational 
Meeting. Reports should contain the following sections: 
 

a. Overall purpose of the group 
b. Members and short term and long term task teams during the year reported 
c. Group goals, activities, and status at the end of the Church year 
d. Recommendations for the next Church year. 

 
6. Ministry and Committee Expenditures 
 
Because the Board of Trustees is responsible for the raising and spending Church funds, all groups receiving 
budgetary allocations are accountable to the Board for their expenditures.  Any plans to raise money outside 
of the annual financial campaign or of the Sunday morning offering should be approved by the Stewardship 
Committee. 
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Bills incurred by a group in carrying out its plans should be certified by the chairperson of Ministry Council or 
of the committee before presentation to the Church Treasurer for payment. Ministries shall seek the approval 
of the Ministry Council before over-spending their budgetary allocation. The Ministry Council and Committees 
of the Board shall seek approval of the Board before over-spending their budgetary allocation.   
 
7. Ex-Officio Members 
 
The Minister is an ex-officio member of all Ministries and committees and should be kept informed of their 
plans and agendas for each meeting.  The Minister should be invited to attend whenever he/she can.  The 
President of the Board is also an ex-officio member of all committees.  In addition, the Treasurer is 
considered an ex-officio member of all committees involved in fund-raising, budgeting and property 
maintenance and management. 
 
8. Vacancies and Additions 
 
All Ministry leaders will report resignations of their members to the Ministry Council together with any 
suggested recommendations for replacements.  Committees of the Board and special committees will report 
their resignations to the Board of Trustees. The Ministry Council has the authority to appoint new members to 
Ministries. The Board of Trustees appoints new members to Committees of the Board and special 
committees with recommendations from the Nominating Committee.  
 
9. Terms of Service 
 
The Fiscal Year of the Church runs from July 1 through June 30.  The working year of the Ministries and 
committees begins at the conclusion of the Annual Meeting and ends the next year on June 30th.  Ministry 
and committee continuity is assured by having all members serve three-year terms, one third of the members 
of each committee being appointed each year.  
 
10. New Programs 
 
Whenever one of the Ministries has a recommendation for a new program development or change in the 
existing program, such recommendations should be brought to the Ministry Council at its regular meeting.  If 
a Ministry is not satisfied with a decision of the Ministry Council that Ministry may appeal to the Board. 

 

 
V. MINISTRIES AND ORGANIZATIONS 

 

A. COMMITTEES OF THE BOARD 
 

1. COMMITTEE ON MINISTRY 
 

a. Purpose and Function 
The Committee on Ministry is the liaison between the members of the Congregation, the Minister, 
and the Ministries of the Church.  Members serve in a confidential capacity with the Minister and in 
an advisory role with the Ministry Council. 

 
b. Staffing 

The Committee on Ministry consists of three members serving staggered three-year terms.  The 
Board of Trustees selects members in consultation with the Minister. Members may serve two 
successive three year terms. 
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c. Mandatory Tasks 

1)  Continually educate itself about the full range of UU ministerial responsibilities and relationships 
and how they are accomplished in our church. 

2)  Continually monitor congregational life. 
3)  Ensure full, two-way communication between the Congregation, the Minister, and the 

Ministries, including acting as a clearinghouse for all positive and negative suggestions from 
the Congregation concerning the Church’s ministry. 

4)  Advise the Minister and Board concerning conditions necessary to facilitate sound, professional 
ministerial leadership in the church. 

5)  Evaluate the work of the Minister and report to the Board annually. 
6)  Monitor the overall ministry of the Church. 
7)  Assist the Ministry Council by providing feedback and suggestions. 

 
d. Example of Committee Work 

1)  Implement a process to gather information from the congregation. 
2)  Inform the Minister of emerging issues within the Congregation and from UUA. 
3)  Assist the Ministries in improving operations including recruiting Ministry members. 
4)  Coordinate assessment of the church ministry. 

 
e. Coordinates with 

The Minister, Ministry Council, Congregation, and the Board. 
 
 

2. ENDOWMENT COMMITTEE 
 

a. Purpose and Function 
The purpose of the Endowment Committee, also known as the First Unitarian Church of 
Louisville Endowment Fund Board of Trustees ("Endowment Board"), is to operate the 
Endowment Fund. The members are nominated, serve and can be removed as per the Trust 
Fund Document. Refer to the Trust Document rev 02/22/2004 for additional information. 
 
The committee objective is to ensure the long-term survival of liberal religious philosophies and 
actions in the Louisville region. It does this by maintaining and stewarding the church’s 
Endowment Fund by obtaining bequests, gifts, and investment income. It distributes funds to the 
church operating budget using five percent of market value of the trust assets as determined by 
the average of the market value in each of the three years prior as of December 31.   

 
b. Staffing 

The Committee consists of three members nominated by the Board of Trustees and elected by the 
Congregation for a three-year term. Members are eligible for election for two consecutive terms. 
The Trustees’ backgrounds should be consistent with goals, objectives, and responsibilities 
inherent in managing the Endowment Fund. The Congregational president and the treasurer 
shall be ex officio members, without vote, of the committee.  

 
c.  Mandatory Tasks 

1) Acquaint the members and friends of First Unitarian Church of Louisville with the opportunity 
of making gifts and bequests to the Endowment Fund. 

2) Administer, manage, invest, and transfer funds and properties related to the Endowment 
Fund. 

3) Seek professional advice as needed. 
4) Conduct meetings as required but not less than quarterly. 
5) Provide an annual report to the members of First Unitarian Church of Louisville. 
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d.  Examples of Committee Work 

1) Coordinate an investment portfolio of Church endowment funds. 
2) Distribute a proportion of earnings to the General Fund on a regular basis. 
3) Provide balance reports to the Board and Congregation for the annual meeting. 

 
e. Coordinates with 

Congregation, Board, Treasurer, Church Administrator 
 
 
3. NOMINATING COMMITTEE 

 
a. Purpose and Function 

The Nominating Committee is directly responsible to the Congregation. It recommends nominees for 
the Board of Trustees, Secretary, Treasurer, Endowment Committee, and other key leaders as 
requested by the Board. It recommends to the Board, members to fill midterm vacancies on the Board 
of Trustees.   

 
b. Staffing 

The Committee consists of three members elected by the Congregation for a three-year term with one 
member elected each year. Members are nominated by the Board of Trustees and are not eligible for 
immediate re-election after serving a full term. 

 
 

c. Mandatory Tasks 
1) Nominate members for Board of Trustee positions in the Church. 
2) Assist the Board of Trustees in identifying nominees for the Endowment Committee. 

 
d. Examples of Committee Work 

1) Solicit suggested nominees from the Member Ministry or various Ministries. 
2) Assist the Board in finding nominees for Board-related ad-hoc positions. 

 
e. Coordinates with 

Board of Trustees, Congregation, Member Ministry, various Ministries 
 
 
Personnel, Finance, and Stewardship Committees are critical to the Church’s long-term survival. As such, 
these committees have a special connection to the Church and Board while remaining independent entities. 
 
 
4. PERSONNEL COMMITTEE 
 

a. Purpose and Function 
The Personnel Committee is charged by the Board with overseeing personnel functions and 
making recommendations to the Board regarding personnel policies and issues.  For the 
purposes of this section of the by-laws relating to the Personnel Committee, references to 
“personnel,” “staff” and “employees” refer to all church employees with the exception of the 
Minister.   References to “supervisory personnel” include the Minister. 

 
b. Staffing 

The Personnel Committee consists of three Members, appointed by the Board, serving staggered 
three-year terms, and the Minister as an ex officio member. Members may serve two successive 
three-year terms.  
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c. Mandatory Tasks 

1) Periodically analyze the work done by each staff member. Determine the duties of each staff 
member and either ensure or recommend that these duties are listed in the position description 
of each staff member. [This should be done approximately once a year, or as new staff is 
added.]   

2) Review the supervisory structure of all church staff and make recommendations to the Board for 
changes when deemed appropriate. 

3) Receive completed staff evaluations from supervisory personnel or committees, and report on 
them to the Board no later than May of the Church year.   

4) Submit, as needed, any information regarding the Minister’s relationship to church employees (to 
be summarized by the Board to the Committee on Ministry’s evaluation of the Minister). 

5) Oversee hiring processes for new staff members as needed. 
6) Serve as liaisons to staff members to address their concerns and needs (if these concerns and 

needs are not adequately being address by the formal reporting structure). 
7) Periodically review personnel policies and suggest, to the Board, modifications to the current 

personnel manual as needed. 
8) Review employee contracts and job descriptions yearly and make recommendations for updates 

to the Board of Trustees.  
9) Process appeals from employee grievances in accordance with the Personnel Policies of the 

Church. 
 

d.   Examples of Committee Work 
1) Maintain the Church’s personnel policies. 
2) Monitor employee morale. 
3) Suggest new policies, benefits, and adjustments to the Board. 

 
e.   Coordinates with 

Board of Trustees, Minister, Church Administrator, other church staff 
 
 
 
5.  FINANCE COMMITTEE 
 

a. Purpose and Function 
The Finance Committee oversees and directs the financial affairs of the Church. 
 
Recommend to the Board a system of financial checks and balances to protect the church, the staff 
and volunteers from situations likely to result in misappropriation of funds or allegations of 
dishonesty. Utilize outside expertise to provide third party oversight and/or audit of financial 
systems.  

These systems shall include, but are not be limited to cash management, check management and 
signatures, automatic bank payments, and other types of disbursements as well as income 
collection and deposits from contributions, rentals and other earnings. Reporting systems must be 
documented and records kept indicating all systems were followed, roles are clear about fund 
disbursement, guidelines about authorization, disbursements that require Board approval, and 
procedures for unusual situations.  

To this purpose the systems shall: 

1. Use a payroll system to manage employee payroll. Advances against future salaries are 
not permitted. 
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2. Maintain all church accounts with Treasurer's and, in emergencies, Board President's 
authority to sign checks or otherwise control funds. Require Board approval for additional 
signatories. Remove prior signatories where no longer required. 

3. Maintain easily used forms to allow members to request and receive reimbursements for 
expenses on behalf of the church with record of receipts, payment authorization and other 
critical information. 

4. Provide quarterly statements to all contributors that reflect the amount pledged, amount 
paid and are suitable for use by the IRS.    

5. Include training and access of personnel to church records (currently PowerChurch 
software) at the level and degree needed.  This may include people from stewardship, 
membership, finance, cash counters, and staff as necessary to do their jobs.  Access shall 
be revoked when persons are no longer doing jobs that require such access. 

6. Count cash offerings by two qualified people, secure deposits, and compare these with 
monthly statements. Ensure internal records are kept for each Sunday offering and other 
collections.   

7. Open statements mailed to the church by other than the person(s) signing/authorizing 
checks to guard against falsification of checks or statements. 

 

b. Staffing 
This committee consists of three members, all of whom are members of the Church. Members are 
appointed by the Board for staggered three-year terms. The committee selects its own leaders each 
year. The Treasurer serves as an ex-officio, voting member of the committee. The Board, with 
recommendations from the Nominating Committee, staffs this committee. Members may serve two 
consecutive terms. 
 
To aid those assuming duties associated with Finance, maintain current written instructions of roles 
and duties, including checklists of steps necessary for continuity. Provide training of new people in 
all procedures including software. Where possible, involve persons with basic knowledge of 
financial and bookkeeping methods. 

 
c. Mandatory Tasks 

1) Recommend annual budgets to the Board of Trustees and work with the Board in presenting 
the budget to the Congregation. 

2) Advise the Board concerning church finances. 
3) Conduct and/or arrange an annual review of all Church finances. 
4) Arrange triennial audits of Church finances. 
5) Coordinate collections and offerings from worship services and other meetings. 
6) Coordinate follow-up of annual pledges to ensure collections are accomplished. 
7) Working with Stewardship and the Endowment Committee, promote grants and bequests to the 

Church. 
 

Insurance: 

The Finance Committee shall review insurance policies required by the Board to ensure current 
insurance is maintained and appropriate, copies are available, and requirements for claims, 
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beneficiaries, claim forms, records, audits, and reports to Board and congregation are available. 
Pursue, with Board approval, any claims or notifications. 

 
d. Examples of Committee Work 

1) Prepare and propose an annual budget to the Board 
2) Coordinate an offering-collection task force for weekly services.  
3) Inform the Congregation on a regular basis as to the financial condition of the Church. 
4) In a year-round effort, have a carefully planned dissemination of information to the 

congregation about the financial needs and goals of the church and about the financial 
responsibilities of members, including support of the General Fund, the Capital Fund, the 
Endowment Fund, and other fund raising efforts. 

5) In a year-round effort gather data (statistical and anecdotal) for use in long-term planning. 
 

e. Coordinates with 
Board, Stewardship Committee, Ministry Council, and Minister(s) 

 
 

6.  STEWARDSHIP COMMITTEE 
 

a. Purpose and Function 
The Stewardship Committee is the fund raising arm of the Church that reports directly to the Board of 
Trustees. Annually, Stewardship recruits a Pledge Drive Director and Assistant Director and 
recommends the Pledge Drive Director to the Board for approval. The Stewardship Committee advises 
the Board, Finance Committee, and Pledge Drive Leadership on the Pledge Campaign and helps 
them with the planning. With the Pledge Drive Leaders, it evaluates the Pledge Drive to make 
recommendations for the conduct of future pledge drives.  The Stewardship Committee coordinates 
and approves fund raising including events, grants, and contracts. 

 
b. Staffing 

This committee consists of three members, who are experienced leaders of the pledge drive, fund 
raising, and/or grants. Members are appointed for staggered three-year terms by the Board of 
Trustees based on recommendations of the Nominating Committee. Members may be re-appointed 
for consecutive terms. 

 
c. Mandatory Tasks 

1)  Recommend to the Board a Pledge Drive Director to have charge of the annual pledge drive by 
the September meeting of the Board of Trustees. 

2)  Help Pledge Drive leaders plan the pledge drive.  Review previous pledge manuals with the new 
leaders for adaptation or modification. 

3)  Meet regularly with the Pledge Drive leaders to help with the recruitment of additional leaders and 
canvassers and to advise on the progress of the Pledge Campaign. 

4)  Monitor implementation of the Pledge Drive. 
5)  Evaluate the Pledge Drive after it is completed and make recommendations for future pledge 

drives. 
6)  Make periodic reports to the Board on plans and progress. 
7)  Help Ministries and other Church groups plan fund-raising events. 
8)  Review, approve, and monitor fund-raising activities. 
9)  Ensure fund-raising activities are aligned with the purposes of the Church and meet all state and 

federal regulations. 
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10) Encourage and assist members and Church groups in the development, and implementation of 
grants that are aligned with Church purposes. 

11) Monitor funding opportunities and encourage applications from within the Church community. 
12) Coordinate an annual fund-raising plan based on Church financial needs. 

 
 
 

d. Examples of Committee Work 
1) Keep up with new fund-raising approaches by attending stewardship and pledge drive training 

workshops in the district and UUA. 
2) Review literature on fund-raising and conducting Pledge Drives provided or recommended by 

the UUA and others.  Consult with UUA and other experts. 
3) Make recommendations to the Board, Ministry Council, Finance Committee and other 

committees in regard to promoting stewardship. 
4) Review and revise as needed the church's Pledge Manuals. 
5) Assists the Director in recruiting and working with members of the Pledge Team as needed. 

 
e. Coordinates with 

Board, Finance Committee, Ministry Council, and Minister(s). 
 

7. Media and Technology Management Committee of the Board 

Purpose and Function:   The Communications Committee is charged by the Board with 
overseeing communications functions and making recommendations to the Board and Ministries 
regarding communications functions, technology selection, and policies for centralized messaging 
internally and externally.  

Staffing:   The Communications Committee consists of three Members recommended by the 
board or ministry leaders, appointed by the Board serving staggered three year terms, and the 
Minister is as an ex officio member.  Members may serve two successive three year terms.  Ideal 
members would be tech savvy, but also able to edit material, produce graphics and work in a 
multimedia world.  

Mandatory Tasks: 

Provide structure and policy for all internal church communications and content.  This may 
include policies about website content, social media, emailed announcements, newsletters, and 
other communication channels.  The goal is a centralized messaging system that promotes well 
informed members and reaches out into the community effectively.  

Determine and manage the rights issues associated with streaming audio / video of the service 
on the website.    Ensure continued compliance with laws, regulations and best practices.  

Make recommendations for advancements in software, hardware, technology, or services to 
maintain and expand the reach for church communication.    This may include the website, social 
media channels or other ways to reach internal / external target consumers of our 
messaging.  Provide training for Ministry Leaders, staff and members as necessary to use chosen 
software, technology or services.  

Ensure the board and ministries are setting goals for their communications and are able to track 
metrics related to those communication goals.    This may be related to number of people 
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reached, type of people reached, or simply ensuring that the target audience received the 
material.  

Ensure regular media operating costs and capital costs are estimated and provided to the finance 
committee for inclusion in the annual budgeting process, following that teams schedule, 
submission rules and approval processes.     

Create and maintain an Editorial Calendar and editorial team using modern technology to support 
internal and external communications.    It may be necessary to nominate one person to be the 
editorial coordinator to ensure consistency and success, but no one person should be responsible 
for all the content.   Content generated by the ministries and members of the church will be 
subject to the editorial team review process, editorial calendar and other policies developed by 
this editorial team.   

Create and maintain branding images and logos that will be used in electronic and non-electronic 
media for the church.  Maintain design excellence; provide control over images and instructions 
for use.  Encourage members and staff to avoid use of non-conforming images in church media 
materials, including images not owned by the church.   Branding may include but is not limited to 
images, logos, colors, and phrases associated as taglines.  

Examples of Committee Work: 

1.       Select and Implement website technology 
2.       Centralized system for communicating events, notices, information in a modern 
way 
3.       Work with Worship teams to promote excellence in worship media 
4.       Work with Mission and Outreach teams to promote outreach opportunities  
5.       Work with Member Ministry to connect people with information  
6.    Work with Staff to ensure they are spending their allotted time for communications 
efficiently and effectively  
7.     Provide guidance in cases of a breach of communication standards or other 
evolving media issues  

Coordinates with: Worship Ministry, Office Staff, Outreach Ministries 
See also:  Disruptive Policy  

 
B. MINISTRIES 
 
 1.  MEMBER MINISTRY  
 

a. Purpose and Function 
The Member Ministry seeks and implements ways to enrich the spiritual involvement of members and 
friends in the life and activities of our Congregation. It works with the Minister(s) to attract, retain, and 
develop Church members and friends. 

 
b. Staffing 

This Ministry consists of one or two leaders, plus as many long term or short term task team leaders as 
are necessary to perform the work of the Ministry. Members serve three-year terms with new members 
selected each year. Candidates for these positions are nominated by the Member Ministry. Members 
may serve two successive three year terms. 

 
c. Mandatory Tasks 

1) Membership and Congregants ongoing census 
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2) Membership census for UUA 
3) Sunday Morning greeters and social hour hosts. 
4) Member connections and New UU classes. 
5) Congregational care 
6) Volunteer opportunities for members and friends  
7) Leadership, volunteer development, and group dynamics training 

 
d. Examples of Ministry Work 

1) Plan and implement activities and programs that expand the role of members and friends as 
ministers to each other and to the larger community. 

2) Suggest candidates for Ministry openings to each of the other Ministries based on the 
preferences and talents of members. 

3) Promote opportunities to welcome new members and to integrate them into the life of the 
Church. 

4) See that information about both Unitarian Universalism and First Unitarian Church is 
disseminated through literature, information sessions and classes that explore UU historical 
roots and principles. 

5) Set up structures for welcoming and following up with visitors to the Church, including Sunday 
morning greeters, social hour hospitality, visitor follow up postcards, emails, and cards, etc. 

6) Maintain awareness of the gifts and talents of the members and friends of the Church and 
provide opportunities for growth. 

7) In collaboration with the Board, keep the membership roster updated. 
8) Coordinate receptions for memorial services. 
9) Coordinate the involvement of Church groups not directly involved in Church governance 

(CUUPS, ROMEOs, Brown Baggers, Women’s Alliance, new group formation, etc.) 
10) Participate in Celebrations of Life to recognize and celebrate members. 
11) Assist Ministry leaders in effectively recruiting, managing and expressing appreciation for 

volunteers. 
 

e. Coordinates with 
The Minister, Ministry Council, Nominating Committee and other staff as appropriate. 

 
 

 2. Mission & Outreach Ministry 

 
a. Purpose and Function 

The Mission & Outreach Ministry initiates and encourages social action on important social concerns 
by Church members, children, and youth as a group or as individuals and coordinating existing 
programs. It energizes and coordinates the congregation’s participation in the UUA Partner Church 
program, in denominational affairs, and in interfaith relations. It participates in and represents the 
Church in UUSC activities and distributes information about the Church and UU principles. 

 
b. Staffing  

This Ministry consists of one leader or two co-leaders, plus as many long-term task team leaders as 
necessary to do the work of the Ministry. Members serve three-year terms with new members selected 
each year.  Candidates for these positions are nominated by the Mission & Outreach Ministry.  
Members may serve two successive three year terms. 

 
 

c. Mandatory Tasks 
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1) Prepare an annual report and provide input for the Ministry Council budget for the church 
planning and budgeting process.  

Denominational Affairs:  
1) Initiate conversation in congregation about important denominational decisions, action 

issues, etc. 
2) Recommend to Board candidates to serve as delegates to General Assembly and Region. 

Interfaith Relations: 
1) Coordinate Church participation in interfaith activities 

Partner Church: 
1) Evaluate and maintain relationship with our Partner Church 

Publicity: 
1) Advertise and publicize the Church and its activities. 

Social Justice: 
1) Provide leadership and guidance to the Congregation in areas of Social Justice. 
2) Support individual Congregant social justice efforts. 
3) Maintain partnership with HELP office 
4) Coordinate with local UU Congregations on social justice efforts 
5) Recommend to Ministry Council recipients of social justice monetary contributions. 

  
d. Examples of Ministry Work 

1) Build and maintain our role as a Welcoming Congregation 
2) Coordinate relations and involvement in the denomination and with local UU congregations. 
3) Recruit, encourage and prepare people in the Congregation to be active in individual and group 

social action and social justice activities of the Church. 
4) Coordinate Outreach Sunday collection distribution with Treasurer and Ministry Council. 
5) Sell Fair Trade goods. 
6) Participate in Unitarian Universalist Social Justice Network. 
7) Participate in Festival of Faiths 
8) Staff information tables at college or community events 

 
e. Coordinates with 

Ministry Council and Minister.  

 
 
3.  Religious Exploration Ministry 
 

a. Purpose and Function 
The Religious Exploration Ministry is responsible for Lifespan Religious Exploration programming and 
works in close cooperation with the Minister and the Director of Religious Exploration. 

 
b. Staffing 

The ministry consists of one or two co-leaders, plus as many long-term task team leaders as required 
to do the work of the ministry. Members serve three-year terms with new members selected each 
year. The Director of Religious Exploration serves as a non-voting member of the committee and its 
task forces. Members may serve two successive three-year terms.  

 
c. Mandatory Tasks 

1) Plan the policies and review and approve lifespan programming. 
2) Recruit and provide training for teachers in the children's Religious Exploration program. 
3) Provide safety measures and equipment (first aid kits, biohazard information, and weather and 

fire emergency procedures) for all classrooms. 
4) Contribute to yearly personnel evaluation of DRE.  
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5) Maintain, through the Director of Religious Exploration, an adult religious education program 
which will provide and publicize programs and other opportunities for adults to dialogue about 
religious, ethical, and spiritual issues. 

6) Maintain a Youth/Adult Task Force which will recruit, counsel and assist the advisors of each 
youth group; enlist adult support and assistance for such youth functions as conferences, 
retreats, Youth Sunday, etc.; provide through its meetings the opportunity to discuss and offer 
solutions to youth problems; act as a mediator between the youth and adult congregation in 
addition to serving as intermediary between youth groups and parents; serve as local component 
of OVUUC, YAC, and YRUU; and dispense necessary funds to youth groups.  

7) Recommend to the Ministry Council delegate candidates to conferences, District meetings, and 
General Assembly. 

8) Prepare an annual report and provide input for the Ministry Council budget for the church 
planning and budgeting process.  

 
d. Examples of Ministry Work 

1) Create, train and support numerous task teams relevant to the committee's functions: curriculum 
review, RE work party, inter-generational social events, library, Sunday morning RE visitors 
welcoming, Sunday morning Special Events, etc. 

2) Work with House and Grounds and all teachers to conduct yearly fire drills. 
3) Work with Mission & Outreach Ministry to provide opportunities for children and youth to engage 

in intergenerational community service and social action. 
4) Work with the Minister(s), Director of RE and the Worship Ministry to provide several Religious 

Exploration intergenerational worship services per year. 
5) With congregational input, set short and long-term goals for the Lifespan Religious Exploration 

Program. 
6) Encourage involvement of parents, church members and friends. 
7) Help yearly to review and update the Religious Exploration Prospectus. 
8) Evaluate Lifespan Religious Exploration Program at least once a year. 

 
e. Coordinates with 

The Director of Religious Exploration, the Minister, and the Ministry Council. 
 
 
 
4. Resources Ministry 
 

a. Purpose and Function 
The Resource Ministry supports the operations of the Church.  It coordinates the resources that 
logistically accomplish the work of the Church. The Ministry includes a variety of support functions 
such as House & Grounds, Churchyard Friends, Kitchen Maintenance, Aesthetics, Technology, and 
the Building Use team. 

 
b. Staffing 
This Ministry consists of five to seven members. Members serve three-year terms with three new 
members selected each year. Candidates for these positions are nominated by the Resource Ministry. 
Members may serve two successive three-year terms. 

 
c. Mandatory Tasks 

1) Provide Board with short and long term Building and Grounds plans. 
a) Annual Plan, 3-5 year plan, 10 year plan (including maintenance, remodeling, new construction, 

etc.). 
b) Advise Ministry Council of anticipated operational expenses to be paid from the Ministry Council 

budget 
c) Assist in creating annual capital expense budget. 
d) Review proposals for alterations in the physical appearance of the Church. 
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e) Advise the Board and Finance Committee of unbudgeted maintenance and replacement 
expenditures. 

f) Approve any changes to the physical structure and/or fixtures prior to their start, getting board 
approval for those that require expenditures. 

 
2) Maintain the building and grounds 

a) Work closely with building supervisor. 
b) Assist with Church records maintenance. 
c) Ensure the facility is aesthetically appropriate 
d) Maintain plants (indoors and outdoors). 
e) Maintain the kitchen equipment, including replacements and improvements when necessary. 
f) Select and place artworks, decorative objects, furniture, plants, signage, window treatments, 

etc. in the public areas of the Church (i.e. entry spaces, hallways, sanctuary, social hall, 
nursery, Heywood House parlor, library) – excluding offices, choir room, classrooms, kitchen).  
Coordinate expenditures with Ministry Council budget. 

g) Organize recycling and waste removal. 
 

3) Oversee building use and rentals. 
a) Ensure Building Use Policy is followed and propose changes to Board as necessary. 
b) Appoint annually representative to the building use team. 

  
 

4) Congregational Communication and Training 
a) Periodically review and revise the Church’s “Closing and Cleaning Checklist” for all users. 
b) Conduct church-wide drills for emergency situations such as fire, tornado, or earthquake; and 

provide safety measures such as snow removal and first aid kits in conjunction with Board’s 
Safety Preparedness Policy. 

c) Promote knowledge of building use policies among congregants. 
d) Promote good stewardship practices (recycling, insulation, low use appliances, etc.). 

 
5) Records 

a) Maintain and update at least annually an inventory of buildings and building contents. 
b) Work with Office Staff to maintain records from building rentals, provide feedback on building 

use during rental. 
c) Assist with archival storage of Church records and historical materials. 
d) Prepare an annual report for the congregational meeting. 

 
d. Examples of Ministry Work 

1) Ensure the overall maintenance, aesthetics, and use of the facility. 
2) Develop plans to improve the facility and lower operating costs. 

 
e. Coordinates with 

The Board, Staff, Minister, other Ministries, and Ministry Council as appropriate. 
 

 
5.  WORSHIP MINISTRY 
 

a. Purpose and Function 
The Worship Ministry develops and implements varied spiritual services and related events for our 
Congregation. It works with the Minister(s) to improve the spiritual environment of the Church. It helps 



24 
 

attract and retain members and friends through the presentation of quality worship services. Sunday 
services, evening services, rites of passage, and music are ways that this Ministry accomplishes its 
charge. 

 
b. Staffing 

This Ministry consists of six members. Members serve three-year terms with two new members 
selected each year. Candidates for these positions are nominated by the Worship Ministry in 
coordination with the Minister. Members may serve two successive three-year terms. 

 
c. Mandatory Tasks 

1) Plan and implement worship services for the entire year. 
a) Ensure all worship services have appropriate ministerial/lay coverage. 
b) Coordinate Sunday services with the Minister. 
c) Provide for ushers and decorations at the regular Sunday morning services. 
d) Coordinate with the Technology Team to maintain audio equipment and record each service. 
e) Coordinate a variety of musical offerings for the Celebration of Life in collaboration with the 

Minister and Music Director. 
f) Typically, plan one Sunday morning worship each month as agreed upon with the Minister and 

coordinate with the needs of the religious exploration program and other groups within the 
Church. 

g) Organize other worship services (evening programs, rites of passage, special services). 
 

2) Management 
a) Annually assess the quality of worship activities and include findings in Annual Report. 
b) Periodically evaluate the music content of worship services; make suggestions to the music 

staff as needed; and assist the Minister in his/her evaluation of the music staff. 
c) Provide covers for the Orders of Service. 
d) Maintain and inventory the music library, choir property, and musical instruments and 

equipment. 
e) Provide input for the Ministry Council budget each year, including provisions for special music, 

the music library, and the purchase, development and maintenance of instruments; and make 
recommendations to the Board regarding music staff compensation as part of the annual 
budget process.  

f) When there is an open music staff position, establish a liaison to the Personnel Committee that 
conducts the search, accepts applications, interviews candidates and makes 
recommendations. 

g) Prepare an annual report. 
 

 
d. Examples of Committee Work 

1) Prepare an annual report and provide input for the Ministry Council budget for the church 
planning and budgeting process.  

2)    Honor and support the Minister’s freedom of the pulpit. 
3)    Using the seven principles, work with the Minister to develop a cohesive worship plan for the 

year. 
4)    Develop a core of ushers and service support personnel and coordinate their service. 

 
e. Coordinates with 

The Board, Minister, other Ministries, and Ministry Council as appropriate. 
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VI. PROCEDURES FOR CONFIDENTIAL CHURCH RECORDS 

 
Church records which are to be considered confidential information and persons who are to have access to 
same are as follows: 
 
1.  All pledge cards, pledge invoices and statements, computer listings and other records which show the 
amounts pledged or given by individuals or individual pledge units are to be considered "CONFIDENTIAL" 
and all files containing such material are to be marked "CONFIDENTIAL."  Access to these materials are to 
be limited to the Minister(s), the Church Administrator, a volunteer computer back-up person specifically 
authorized by the Church Administrator, the President of the Board of Trustees, the Chairperson(s) of the 
Annual Pledge Campaign, the Chairperson(s) of the Finance Committee, Chairperson of Stewardship and 
any financial consultants that the Church may employ as authorized by the Board.  Furthermore it is 
recognized that the Church Administrator may have to show computer listing of pledge records to vendors of 
computer software and repair services in order to obtain proper repair of the Church computer software and 
hardware. 
 
2.  In the process of the Annual Pledge Campaign or a Capital Fund Drive, the respective Chairpersons may 
use other Church members to carry out such operations.  Said Church members will be given only those 
pledge records for those they will be soliciting.  No Church employee or contractor or Church member may 
divulge such information to those not authorized.  All office holders, employees, and Church committee 
members should return the lists at the end of their term. 
 
3.  All personnel information which is not specifically part of the public Church records is to be considered 
"LIMITED" and all files containing such material are to be marked "LIMITED."  Access to such information is 
to be limited to the employee's supervisor, the supervisor's supervisor, if necessary, and to others only as the 
Board of Trustees may specifically designate.  In this latter regard, the Office Manager shall be responsible 
for issuing salary checks for all employees.  The Board will designate those Church Officers which are 
permitted to sign paychecks and other personnel documents.  No Church employee or Officer is to divulge 
personnel information to those not authorized to receive it. 
 
Discussions of Executive Sessions of the Board of Trustees and written records of the same are not to be 
divulged to those not on the Board except by vote of the Board.  Written records, if any, of such discussions 
are to be considered "RESTRICTED" and any files containing such material are to be marked 
"RESTRICTED." 
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REVISION HISTORY 
 
DATE CHANGE MINUTES REFERAL 
04/18/2017 Added text to Finance Committee.  

1. Training 
2. Insurance  
3. System of Checks and Balances 

March 17th, 2015 

04/18/2017 Changed text in Endowment to clearly refer to other 
documents outside the bylaws and included the text 
about 5%. 

March 21, 2017 

04/18/2017 Created new committee of the board: Media and 
Technology Management 

February 21, 2017 

   
   
 


