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Section I. General Policies 
 
A. Use of Name 

No non-congregational group is allowed to promote its activities in the 

newsletter, bulletin, or anywhere in the building without approval of the 

Board; no group is allowed to suggest any connection between it and the 
UUC either in its name or its publicity without prior approval of the Board 

(Board, 12/11/94). Use the name "Unitarian Universalist Congregation" 
for the sign to be erected at the street entrance to the Meeting House. 

(Board, 3/32/96; revised to “Congregation” 10/8/03) 
 

B. Rights of Members 

All members (as defined in UUC by-laws) shall receive "World" as a 
right/prerogative of membership (Board, 6/4/95). 

 

C. Services 

1. Service Schedule 

Services are held from 10:00 AM to 11:15 PM each Sunday. Religious 

Education classes begin the first Sunday after Labor Day and run 
through the first Sunday in June.  

2. Pulpit editorials 

Members have the opportunity to present a pulpit editorial with no 

more than one per month. (Board, accepted as part of minister’s 

Report, 12/11/02). The minister shall be consulted about the topic 
and the scheduling of the editorial. Topics should reflect concerns 

appropriate to the Congregation or topics adopted by the UUA as   

D. Congregation Communications Policy (Board, 2/9/12) 

 

This policy seeks to provide guidelines for ensuring appropriate, 
accurate, timely, and thorough communication within the Unitarian 

Universalist Congregation (UUC) community, as well as to the outside 
world. It is a requirement of all sectors of the congregation to 

communicate quickly and fully with the congregation about events, 

activities, and issues within the UUC community. Where issues of 
Ministerial confidentiality are involved, only that information which may 

identify or affect the privilege of a congregant may be withheld. 

 

The term “communication” is used to describe the process by which 

people connect with each other, impart information to each other, and 
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understand each other. Communication can occur without a specific goal 
in mind if people feel that understanding has occurred in the process. 

Communication cannot be one way; it must receive feedback to be 
meaningful. 

 
External Communication  

In situations where UUC must make an official statement to the press, 
the public, or to authorities, the Minister and/or Board President are 

empowered to speak for UUC. If contacted by any outside entity 
regarding a statement, others should refer them to the Minister or 

Board President. If these persons are not available, no comment should 
be made; it should be stated that the Minister or Board President will 

make contact as soon as possible. 
 

Overseeing Committee  

A Communications Committee will be appointed that will serve to 
oversee all communications from and concerning UUC. Communications 

should include, but are not limited to, those involving the portion of the 
UUC website accessible by the general public; advertising of UUC; and 

publicity campaigns, or the publicity of events, to the general public. 
The Communications Committee reports to the Board. 

 
The committee shall also oversee forms of internal communication to 

UUC members and friends, including, but not limited to, email and 
listserv groups; order of service; the newsletter; and the Members area 

of the UUC website. Although meetings are a form of internal 
communication, oversight of meetings will be the responsibility of the 

person responsible for leading the meeting. 
 

The Administrator and Webmaster will always serve as members of this 

committee. Other staff members may be appointed, as appropriate.  
Additional committee members may be appointed to provide expertise in 

advertising, public relations, and technology. 
 

Website Policy 
 

This policy exists to manage the use of UUC’s website to communicate 
and promote the church and its philosophy to prospective and current 

members, news media, other religious organizations, and friends. The 
UUC website www.uucnrv.org is owned by the Unitarian Universalist 

Congregation, located in Blacksburg, Virginia. 
 

To ensure a unified image and high quality content, all website 
information will be directed through the Webmaster and Administrator. 

http://www.uucnrv.org/
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Periodically, the Communications Committee will review the site for 
accuracy, currency, continuity, and compliance with these policies and 

procedures. 
 

These policies and procedures apply to all pages of uucnrv.org, including 
any special sites that have been approved to operate using the UUC 

name or hosted within the uucnrv.org domain. 
 

General Overview of Responsibilities  

As elected representatives of the congregation, the Board serves as de 

facto owner of www.uucnrv.org. The Board appoints a staff member to 
oversee the general maintenance of the website. The staff member is 

permitted to delegate work to volunteers, as needed. 
 

The Minister has primary obligation for Ministerial pages; the Director of 
Religious Education has primary obligation for the Education portion of 

the website; and the Administrator has primary responsibility for the 
remainder of the website. Each staff member may handle the 

maintenance of their website pages themselves, or oversee a volunteer 
in page maintenance, at their discretion. The Administrator may appoint 

a Webmaster and determine the scope of this position’s responsibilities. 
 

No UUC website shall be permitted to exist outside of www.uucnrv.org. 

A sub-domain of www.uucnrv.org, such as an auction website, is 
permissible as long as it is (a) approved by the Board or 

Communications Committee; (b) consistent with the values of UUC; 
(c) does not provide a conflicting identity for UUC; and (d) is 

accessible, at all times, by a member of UUC staff. 
 

A maintenance schedule will be posted, with congregants expected to 
adhere to this schedule and avoid rush requests. UUC will follow this 

update schedule: 
 

• Weekly updates of the Home page, Sermon Archive page and 
Upcoming Events page 

• Monthly updates of the Upcoming Services page, Sunday Circle page, 
and Fourth Sunday page 

• All other pages on an As Needed basis, with an annual review 

 
The person with assigned responsibility may designate the day of the 

week in which they will commit to making updates to the website. 
 

All volunteers who provide content, or make changes to, www.uucnrv.org 
give UUC express permission to use their work to publicize UUC, and 

http://www.uucnrv.org/
http://www.uucnrv.org/
http://www.uucnrv.org/
http://www.uucnrv.org/
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waive all rights to copyright. UUC owns the copyright to all content on 
www.uucnrv.org pages. 

 

The Communications Committee  

The Communications Committee has responsibility for following the 
Website Policy, for establishing procedures, and for establishing priorities 

for uucnrv.org, as well as the content and design of the website. Policies 
and procedures will be reviewed by the committee at least once a year 

and changes will be approved by the Board. 
 

Advertising  

The website does not accept paid advertising, and does not participate in 

commercial affiliations such as search links, link exchanges, or preferred 
placement of links. In order to avoid the appearance of the endorsement 

of personal or political content, links shall not be made to sites that are 
associated with, sponsored by, or serving a candidate for elected office; 

or any political party or organization supporting or seeking to defeat any 

candidate for elective office or ballot proposal. 
 

The church may choose to use the website as a vehicle for advertising its 
building as rental space. 

 
Contact Information  

The website will include the email address, telephone number, and 

physical address for the UUC building. Contact information for staff 

members will be limited to email aliases using the uucnrv.org domain, 
and the church address. Individual full names connected to email 

addresses and phone numbers are considered private and are, therefore, 
not publicly available on the website. 

 
Design  

The website should be designed with users of all ages and abilities in 

mind. Since users may use one of several browsers, much thought must 

be given to compatibility, ease of use, navigability, and consistency in 
style and format. The layout must be simple, easy to use and maintain, 

while serving a large, diverse audience. Navigation links will be consistent 
across all pages. 

 
Potential new members are the primary target market for the website. A 

secondary target market exists for current members and friends of the 
church. The content on the public portion of the website will consist of 

information that is of interest to potential visitors of the church. 
Information pertinent only to current members and friends will be kept on 

http://www.uucnrv.org/
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the Members area of the website, accessible through password. 
 

A separate section of the website will be available to provide members 
with more personal and detailed information regarding the church and its 

activities. This section will be accessed by permission only, and will 
include more liberal privacy considerations than those used in the public 

section. 
 

UUC will use appropriate programming to allow accessibility for the 
visually impaired, whenever possible. 

 
Links  

The website does not offer reciprocal linking, but will consider any 

external websites suggested as possible external links. While we cannot 

restrict other organizations from including a link to our website, a 
reciprocal link may not be automatically granted. The Webmaster 

reserves the right to provide links to other websites and to limit the 
number of links that are included and maintained on the website. Also, 

we reserve the right to remove links to pages and sites that are not 
maintained, that do not meet the requirements set forth in these policies 

and procedures, or that cannot be reliably read or accessed. 
 

To be included on uucnrv.org, a link must: relate to the mission of UUC; 

complement and enhance the website; provide credible, accurate, and 
current information; be subject to adequate procedures for the review 

and updating of material; makes reasonable accommodations for users 
with disabilities, such as the visually impaired; focus on Unitarian 

Universalist content, rather than the promotion of a product, service, or 
organization; adhere to adequate policies regarding external links and 

privacy of user data; be owned and operated by other UU congregations, 
newspapers or organizations; and be generally recognized as a UU 

organization or educational institution. It is permissible to include links 
to those organizations supported by Fourth Sunday collections or other 

social action projects. 
 

Links will not qualify for inclusion if they: advertise or endorse other 
organizations or political parties; contain obscene or objectionable 

images or text; contain individual or personal home pages; endorse 

candidates for local, state, or federal offices; advocate political or social 
positions on a local, state, or federal level; or promote corporate or other 

for-profit organizations. 
 

Links used for fundraising opportunities through online marketplaces 

(e.g., Amazon) who do not otherwise present advertising are permitted. 



6  

Maintenance  
Every effort shall be made to ensure that the information on the website 

is up to date and accurate. However, this information is issued in good 
faith as a general guide, and not as a contract. UUC does not accept any 

responsibility for loss or damage that might be caused by use of the 
website. 

 
Staff members and the Webmaster reserve the right to refuse, or to 

remove materials, without notice. Content may be refused for a number 
of reasons including: if content does not comply with the policies and 

procedures outlined in this document; if content infringes on copyright 
laws; if content may be in violation of local, state, national, or 

international laws; or if content is obscene, harassing, or threatening. 
 

Only individuals authorized to implement website content changes may 

update and maintain the UUC website. These individuals must be 
members of UUC, meet with the approval of the Communications 

Committee, and agree to follow established website policies and 
procedures. 

 
Privacy  

The UUC website will not post personally identifiable information such as 

home addresses, phone numbers, or email addresses on the public site. 

Full names will not be used in most circumstances unless a full name is 
necessary to convey information properly (such as a sermon presenter, 

Board member, or committee chair). 
 

The UUC Website may link to other organizations to provide services to 
members; however, external pages are governed by the owner’s privacy 

policies. UUC will not be held accountable for the policies or practices of 
these third parties. UUC recommends that visitors to any website 

examine the privacy policy posted on that site for their own protection. 
 

Any information submitted through the website will be treated in 
confidence and, unless explicitly agreed between us, will not be passed to 

a third party. 
 

Terms of Use  

Information on uucnrv.org is subject to national copyright laws and 

therefore may not be used for financial gain without the prior written 
permission of UUC. Unless otherwise stated, all items on uucnrv.org are 

copyright © Unitarian Universalist Congregation, Blacksburg, VA., 200x. 
There shall be no use of the UUC logo, designs, or mission statements 

without specific, written permission from UUC. 
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Other websites may link to uucnrv.org as long as the UUC website page 
and their content clearly appear as UUC property. UUC does not permit 

its website content to be presented in such a way as to make it appear 
to have been produced by another organization, or to be altered in any 

way. This may include, but is not limited to, framing the site's content 
within another website’s pages. 

The user assumes the entire risk related to use of uucnrv.org. In no 
event is UUC liable to the user or to any third party for any direct, 

indirect, incidental, consequential, special, or exemplary damages or 
lost profit resulting from any use or misuse of this information. 

 
Website Statistics  

The UUC website uses a statistics tracking service that reports the 

number of visits the site receives in a given period. No identities or 

individually- identifiable information is gathered by this process. Our 
servers automatically log standard information, including IP address, 

browser types, and access times. This information is used for internal 
research or analysis purposes only and is not stored for long term uses. 

 
Podcasting Policy 

 
The purpose of this policy is to establish authority and guidelines for 

performing podcasting in a responsible manner. The mission of 

podcasting is to support the greater UUC goal of nurturing a lifelong 
spiritual journey by making our religious message available to a larger 

community of people. 
 

Only the sermon or other non-copyrighted portions of the service will be 
podcasted. Any music, individual reading, or other performance of 

copyrighted material will not be podcasted, even if it is part of the 
sermon, unless proper permission from the copyright holders are 

obtained. Properly attributed quotations that are used during a sermon 
will be included in a podcast. The author or publisher of the original work, 

the performer(s), and the recording entity must all be considered in 
making sure that proper permissions have been obtained. 

 
All sermons presented by a minister, lay speaker, or guest speaker in 

the UUC setting will be automatically recorded, and unless a specific 

request to withhold is made to the Webmaster, they will be made into 
podcasts. At the discretion of the Webmaster, the talkback may be 

included. The Webmaster may determine that a particular service does 
not have sufficient content to warrant a podcast. 

 

All podcasts will be in MP3 format. MP3 files will be scaled down 
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sufficiently in quality to make the file small but suitably listenable. 
 

Photography Policy 
 

Photographs of group activities that take place during an event hosted 
by UUC may be posted to the website without the express permission of 

those adults who appear in the photograph, as long as individuals are 
not identified by name. Recognizable images of children or youth under 

the age of 18 may not be posted to the website without the permission 
of the parent or guardian of the child or youth. 

 
Photographs of children may be used in the newsletter; however, 

neither first nor last names of children will appear under photographs 
of minors. First names of children may appear in printed articles but 

should not reference particular photographs. 

 
If a photograph is of an event such as the presentation of an award or 

other honor, a performance by an individual or small group, or other 
similar activity, and including the names of at least some of the people 

depicted is desired, the Webmaster must obtain the consent of everyone 
in the photo who is named. 

 
No photos of adults may be posted on the UUC Facebook page, or other 

social media sites, without the permission of the individual(s). 
Permission must be given via e-mail or in writing to the individual 

serving as social media administrator. No photos of children in which the 
children are recognizable will be posted on the UUC Facebook page, or 

on other social media sites. 
 

Any adult who does not want his or her image to be posted on the 

website should notify the Webmaster who will maintain a list of such 
individuals. 

Photos to be posted on the website will be screened by the Minister, or 
someone who is familiar with the friends and members of the 

Congregation, in an effort to avoid posting photos of people who do not 
want their image on the website. All reasonable efforts will be made to 

comply with the wishes of those who have indicated that their images 
should not be posted. 

 
Newsletter Policy 

 
The responsibility for the editorial policies and practices of the church 

newsletter rests with the Board. The Administrator will serve as the 
Newsletter Editor, or will appoint and supervise a volunteer in that role. 
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The Newsletter Editor is responsible for the production of the 
newsletter.The primary function of the newsletter is to inform the 

congregation of church programs and activities. Space and emphasis 
will be allocated according to the following priorities: 

 
• Information about Sunday services 

• Communications from the Minister 
• Information about religious education programs and classes (all ages) 

• Information about all-church functions, e.g. stewardship, 
congregational meetings, events 

• Communications from the Board, the staff and church committees 
• News of church members/friends; brief announcements of 

members' special needs 
• District and denominational news 

• As space permits, community news and announcements of 

activities of organizations of particular interest to the church or its 
members 

 
Inclusion of articles, article size and article placement will be at 

the discretion of the Newsletter Editor. The following guidelines 
relating to privacy issues will be followed: 

 
• No last names of minors will be published 

• Newsletters will follow the Photography Policy 
• Whenever reasonably possible, email addresses will be published 

using an alias with the uucnrv.org domain address. 
• Phone numbers, addresses and email addresses will not be 

published, unless the contact has given permission. Submission of an 
article containing contact information will be construed as permission 

granted to print. 

 
Advertisements for ongoing business or professional services will not be 

published. 
 

The deadline for submission of articles for the next newsletter will be 
posted in advance by the Administrator. All newsletter items must be 

submitted to the Administrator by the deadline. Articles received after 
the deadline has passed will not appear in the newsletter, unless prior 

arrangements have been made with the Editor. 
 

The Newsletter Editor is granted the right to edit material that is too long 
or that contains incorrect grammar or spelling. The Newsletter Editor will 

consult with the Minister and/or Board President before rejecting an 
article. 
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Any questions or problems concerning the newsletter should be 

addressed to the Administrator. 

 

Email Policy 

 
The purpose of this policy is to support the needs of the UUC community 

in communicating on a timely basis about issues of importance. 
 

Email can be used for general announcements, urgent announcements, 

and as a tool by committees for communicating with each other and 
reviewing documents and other material. It should not be a substitute for 

face-to-face interaction or meetings. 
 

Aliases  

The Administrator will determine eligibility for an alias, and will maintain 

a listing of email aliases that use the uucnrv.org domain name. These 
aliases will be used to provide privacy and a forwarding mechanism for 

emails sent to staff, committee chairs, and others in the congregation. 
 

Whenever possible, the alias address will be used in published materials, 

regardless of vehicle. 
 

Listservs 
The primary UUC Announce listserv is a moderated listserv with the 

purpose of communicating UUC-relevant information between 
newsletters to members and friends of the Congregation who choose to 

be subscribers. 
This listserv will be maintained by the Administrator. Messages sent on 

this listserv require the approval of the Administrator, and may only be 
sent by the Administrator, Minister, Board President or other authorized 

persons. 
 

UUC members or friends may make a request to the Administrator to 
have an email message sent via the main UUC listserv; approval of such 

messages is at the Administrator’s discretion. To be sent via the main 

listserv, messages must be reasonably considered of interest to the 
whole church community and not a special interest group. 

 
Listservs or email groups may be set up for committees upon request. All 

listservs or groups must be set up through the Administrator, and a staff 
member must have group access, at all times. The Administrator will 

assign a listserv member primary responsibility for the listserv; the 
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Administrator will oversee this responsible member, or assign another 
staff member to act as supervisor. A staff member, or the Webmaster, 

may delete objectionable content from listservs and groups without 
notice. Views expressed on group listservs are those of the posters as 

individuals and should not be interpreted as representing the views of 
the UUC. 

 
No committee or interest group may set up their own listserv, if UUC is 

identified in any way with this group. The Communications Committee 
will identify a vehicle for hosting listservs. 

 
Individual Use of Email Addresses 

 
Use of email addresses of UUC members and friends should be used 

responsibly by all email authors. Personal information (address, phone 

number) should not be emailed without permission. 
 

Email addresses may not be used to: send spam; send virus warnings; 
send advertisements; insult or criticize; forward chain letters; or use 

offensive language. 
 

Social Media Policy 
 

Please note: the term “Administrator” refers to the paid staff position of 
Administrator. The term “social media administrator” refers to a 

volunteer assigned responsibility for a social media site. 
 

The purpose of this policy is to provide guidelines for the content on the 
UUC Facebook Page and other social media sites. UUC owns all social 

media sites affiliated with Unitarian Universalist Congregation of 

Blacksburg, VA. No individual may begin, or maintain, a social media site 
using the UUC name without approval of the Board. A staff member must 

have access to all social media sites, at all times. 
 

The majority of UUC Facebook content will promote activities occurring at 
UUC, activities in which members of UUC are participating, and events in 

the Blacksburg/Roanoke area that are sponsored by Unitarian Universalist 
churches or UUA affiliated organizations. Other types of content may 

include personal comments, photos, etc. from the Page administrator, 
and people who have “liked” the Page, and these customarily will be 

related to UUC, Unitarian Universalism, members of our congregation, 
etc. 

 
The UUC logo, colors and typefaces should be consistent with UUC 
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graphic guidelines and resemble our other media “branding” styles. The 
name of the Minister should be easily accessible; however, it should be 

clear that administrator posts are not from the Minister. Contact 
information for UUC should be prominently displayed, and links to 

uucnrv.org, to the UUC Twitter site, and any other social media sites 
should also be easily accessible. 

 

Photos should be of a presentable quality, but this is not as critical as 
the requirements for photos on the website. If photos of children are 

posted, they must comply with the photo guidelines contained in the 

Photography Policy. Last names, or contact information, of minors 
should never be posted. 

 
Social media administrators should monitor the UUC Facebook Page and 

remove any content that does not comply with the guidelines contained 
herein; habitual offenders may be banned from further contributions to 

the Page. Posting should be checked for inappropriate content on a daily 
basis. New content should be added by the social media administrator at 

least once per week. 
 

The Communications Committee will designate a Facebook, Twitter, or 
other social media administrator. The social media administrator will 

have responsibility for monitoring content, and will have full authority to 
create, delete and maintain the content, provided that the content: 

 

• Is maintained within the bounds of these Policies 
• Is consistent with the Seven Principles of Unitarian Universalism 

• Avoids slander, libel, violations of copyright, profanity, off-color humor, 
and advocacy of political candidates 

• Does not reveal private personal information 
• Does not advertise commercial businesses 

• Presents information that is accurate and relevant 
 

Content must be written in clear and grammatically correct prose and be 
updated on a timely basis. 

 
Blog Policy 

 
UUC owns all blogs affiliated with Unitarian Universalist Congregation of 

Blacksburg, VA. No individual may begin, or maintain, a blog using the 

UUC name without approval of the Board. A staff member must have 
access to all blogs, at all times. 

 
All blogs affiliated with UUC must be set up through the Administrator. 
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Blogs will follow the same policies as set forth for Email and Social 
Media. 

 
YouTube Policy 

 
The purpose of this policy is to provide guidelines for any content placed 

on, or embedded from, YouTube. UUC owns all YouTube videos affiliated 
with Unitarian Universalist Congregation of Blacksburg, VA. No individual 

may begin, or maintain, a YouTube, or other video sharing, account 
using the UUC name without approval of the Board. A staff member 

must have access to all YouTube accounts, at all times. 
 

No videos of activities overseen by the UUC may be posted on YouTube 
or similar sites without written permission from the Administrator. Any 

video posted by the UUC must have obtained proper permission for any 

copyrighted music (including background music) or performance 
contained within it. Posted videos must follow the Photography Policy 

 
YouTube videos used on the uucnrv.org website, or in any other UUC 

vehicle, will be embedded using the YouTube code. No user will modify 
the functionality of the YouTube code, or modify the video itself. 

 

Publicity Policy 
 

This policy is intended to support the needs of various components of 
UUC in publicizing information or events to the congregation of UUC and 

to the outside community. The Publicity Policy applies to UUC sponsored 
events. 

UUC does not accept any liability for publicity for events sponsored by 
renters of the UUC facilities. 

 
Internal Publicity 

Internal Publicity targets only the members and attendees of UUC. If a 

wider audience is desired, internal publicity methods can be used in 
conjunction with external publicity methods. The following methods may 

be used for internal publicity: 
 

• Newsletter articles: Inclusion, size and content subject to approval 
of the Newsletter Editor. 

• Order of Service Announcements: Inclusion, size and content 
subject to approval of the Administrator. 

• UUC E-Mail Listservs: Inclusion, size and content subject to approval 
of the Administrator, or the person assigned primary responsibility for 

the listserv. 
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• UUC Bulletin Boards: Inclusion, size and content subject to approval 
of the owner of the bulletin board. 

• Information Tables: Inclusion, size and content subject to approval of 
the Administrator. 

• UUC Website: Inclusion, size and content subject to approval 
of the Administrator and/or Webmaster. 

 
External Publicity 

Communications Committee approval is required before publicizing 

events or information to the greater community. This includes, but is not 
limited to, use of the following: 

• Newspaper ads, paid or free 
• Free radio community spots 

• Handouts and flyers 
 

E. Denominational Policy Endorsement 

If the UUA endorses a denominational policy, the minister and/or Social 

Concerns Committee have the freedom to endorse that policy also 
without going before the Board or President for approval to act. 

However, the minister and President should consult with one another, 
and the Board should be consulted if time permits (Board, 9/23/96). 

 

F. Participants for National and Regional UU Meetings 

1. Selection Process 

An announcement shall be put in the newsletter inviting interested 

members to contact the Denominational Affairs Chair. The Chair shall 
interview candidates and make a recommendation to the Board. When 

there are more interested individuals than allotted delegate positions, 
selection shall be based on the following priorities: 

▪ Southern Region Annual Meeting - Four delegates currently allowed 

a) Persons in leadership positions 

b) Future leaders 

c) Members who have not served as a delegate the previous 2 

consecutive years 

▪ General Assembly - Four delegates currently allowed 

a) Persons in leadership positions who have participated in 

Southern Region events 

b)  Future leaders 

c) Members who have not served as a delegate the previous 2 
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consecutive years 
 

2. Delegate Responsibilities 

Delegates shall provide a written report to the Board, a summary 
for the following month’s newsletter, and place materials gathered 

in the library. 

 
3. Registration 

Depending on availability of funds, registration fees shall be paid in full 
for delegates and in part for alternate delegates.  If delegates waive 

their financial registration support, such designated monies may be 
used by other attendees. 

 

G. Policy on Setting UUC Board Meeting Agenda 

 

1. Objective:  
Obtain balance between allowing access to the Board by individuals or 

groups needing attention or action at Board meetings, and the need to 
have meetings organized and structured for the expedient transaction 

of business and efficient use of time by the volunteer board members 
and staff. There is also a need to provide the UUC membership, in 

advance of Board meetings, with reliable information as to business to 
be conducted at each meeting. 

 
2. Policy: 

• The agenda shall be planned by the President, President-elect, Board 

Secretary and Minister prior to the newsletter deadline immediately 
preceding each Board meeting. The President is authorized, in 

consultation with said planning committee, to adjust and finalize the 
agenda up to the date of posting. The agenda shall be posted in the 

Congregation building at a place easily accessible to all members 
before the end of the first Sunday service on the Sunday immediately 

preceding the monthly Board meeting. Once the agenda is posted it 
shall not be changed or amended prior to the call to order of the Board 

meeting. 

• The first order of business of each Board meeting shall be to review 

the agenda and consider the need for any last minute changes or 

amendments. No changes or amendments shall be allowed without a 

majority vote of the members present. 

• Anyone requesting audience with the Board may request items be 

placed on the agenda by approaching any Board member or the 
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minister prior to the agenda planning meeting. After the agenda 
planning meeting, but before the date of posting of the agenda, 

requests to have items placed on the agenda should be made directly 
to the President. The President may then adjust the agenda as 

stipulated above. After the agenda is posted, urgent requests for 
additions to the agenda may be made by contacting any Board 

member or the minister. The Board member or minister may then 
offer the new item as an addition to the agenda during the review of 

the agenda process which will occur at the beginning of each board 
meeting, as stipulated above. 

 

H. Membership in VICPP 

The UUC shall be a member of the VICPP (Virginia Interfaith Center for 

Public Policy). The UUC shall be listed as a member church in the VICPP 
brochures and website.  

I. Multi-Age Childcare Procedures for Events at the UUC 

1. Child Caretakers 

In accordance with the State of Virginia’s guidelines for adult to child 

ratios for center-based care, adult caretakers 18 years or older will be 
assigned using these guidelines: 

• Infants (1:4) 

• Young toddlers (1:5) 

• 2 and 3 years (1:10) 

• 4 years (1:12) 

• Schoolage (1:20) 

• Multi-age should use an appropriate ratio based on the age of the 

children attending, or, if unknown, default to the ratio for lowest age 

child expected to attend. 

 

In addition to adults, there may be youth volunteers assisting with 
childcare. 

2. Nametags 

All adults and teens involved in providing childcare will wear a 

nametag, which also identifies them as “Childcare Staff”. All children 
will wear nametags so that staff can identify all children by name. 
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3. Sign In 

Parents will sign-in on a list requesting parent’s names and children’s 

names and ages in case staff needs to locate them during the event. A 
copy of these guidelines will be posted for parents to read. 

4. Orientation 

Gather all children and caretakers into one group at start: 

a) Introduce all caretakers by name to children. 

b) Identify / show rooms and areas the children may or may not 

use. (Children’s Garden School toys and materials may be used 
but should be played with at the station at which they are locat 

and returned to the spot in which they were found.) Identify 
/show which bathroom(s) children should use & where they can 

get a drink of water. 

c) Describe course of events / activities planned so that children 

know what to expect. 

d) If a snack will be served explain when and how it will be served 
and eaten, and that all will help with clean-up. 

e) Explain procedure if a child wants to see a parent - the child should 

ask a staff member to find and bring the parent to the child (the 
child may not leave the child care area to find a parent on his/her 

own). 

f) Discuss behavior guidelines with the children: 

i. Describe what is and isn’t acceptable behavior, being very 

specific (example: no running in the UUC building). 
ii. Describe the consequences for unacceptable behavior: 

a.1-2 reminders, depending on degree of unacceptability. 
b. If reminders are ineffective, a supervised time-out away from 

the group (may be in the same room, off to the side, or 
close-by in adjacent room w/open door). 

c. If time-out is not effective, the child will be returned to the 
parent for supervision for the remainder of the event. The 

child will be welcome to join the children’s group again at 

the next event on a different date. 

5. Outdoor Playground 

An adult must be present on the playground at all times when children 
are playing there. Adults must read and enforce the playground rules. 
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6. Clean up 

a. Enlist all children to help in clean up while sufficient time remains. 

b. Staff will insure that area is as clean as they found it: 

i. Check play areas, vacuuming floor, washing tables, putting away 

toys, etc. as needed. 

ii. Check bathrooms used by children to make sure they are 

clean, toilets flushed, etc. 
iii. Check kitchen, if used for snack preparation. iv.Windows 

should be closed, lights off, heat turned down, 
and doors locked.   

 
7. Pick up 

At the end of the event, children will not be released from the 

childcare area until they are picked up by the parents. 

 
8. Alcohol Policy 

In accordance with Lifespan Faith Development Policies, alcohol may 

not be consumed by caregivers in areas where the UUC is providing 
childcare. 

 

J. Guidelines for Rights Relations 

(Board, 10/11/06) 

We the members and friends of the Unitarian Universalist Congregation 
believe in the inherent worth and dignity of every person. In recognition 

of this shared value we covenant to work together to create an 
atmosphere of equality, trust and compassion within our congregation 

and the larger community. To this end, we commit ourselves to learn and 
practice the following attitudes and actions as we grow and develop our 

talents and skills within the context of this beloved community. 
As members of a religious community that makes decisions through a 

democratic process, we understand that the health and well-being of our 
congregation rests upon each individual’s willingness to actively 

participate in this process and to respect the outcome of the collective 
wisdom. 

 

As individuals, members and friends, we pledge to walk together in this 
covenant of right relations: 

 

• I believe that all are free to make choices regarding their personal 

journeys. I will respect these choices and support the spiritual growth 

of others, accepting and supporting them in their spiritual and 
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personal quest. 

 

• I accept my responsibility to learn and practice the necessary skills 

to communicate with others in clear, honest and sensitive ways. I 

will strive to listen actively to others. 
 

• I will strive to make the kinds of choices that balance my 

various needs and desires with the needs and desires of others. 

 

• I will respect the confidentiality of the private disclosures made to me 

by others. Should I become concerned about the safety of the 

individual making disclosures or the safety of others as a result of a 

private disclosure, I will seek the support and guidance of our 

minister or another designated professional within our congregation. I 

will not engage in gossip about our staff or other people in the 

congregation. When making a request or suggestion based on my 

personal needs or wishes to either the staff or others in our 

congregation, I will respect their right to respond as they see fit, 

even when that response is not what I desire.  I recognize that I too 

have the right to decline a request from a staff person or another 

member as long as my refusal does not endanger another person or 

violate the policies and covenants of the congregation. 
 

• I will respect the private and intimate relationships that exist between 

members of the congregation. I will recognize that each individual is 

responsible for their own words and actions and not assume that their 

partner agrees with them or is obligated to intervene on their behalf 

should a conflict arise. 
 

• I will respect the personal boundaries of other individuals in the 

congregation, as they are made known to me. I will not harass or 

exploit another person for my own gratification. (Harassment 

includes, but is not limited to personal comments or questions of a 

sexual nature or intimidating nature and unwanted touching of a 

sexual or intimidating nature. Harassment also includes remarks or 

actions that demean, humiliate, or belittle another person’s gender, 

sexual orientation, racial or ethnic background or religious beliefs.) 
 

• I will be especially mindful of the vulnerability of children and youth 

and strive to create healthy and safe relationships with young people 

of our congregation. 
 

• If I am concerned about an issue or conflict within our congregation, I 
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will seek the facts from those who know them, avoiding speculation 

and conjecture. 
 

• I will strive to be aware of my emotions and to be sensitive to the 

emotions of others, recognizing that these emotions signal meaningful 

issues, which require an empathic and thoughtful response. In the 

case of strongly held differences of opinion or belief, I will express my 

own emotions, opinions, and beliefs in a respectful and constructive 

manner. 
 

• Should I be engaged in a conflict with another congregant or a staff 

member, I will act in good faith to come to an understanding even if 

we cannot agree on a resolution of the disagreement. If this is not 

possible and I feel the need for further action, I will take my 

concerns to a member of the Committee on Ministries or the 

Conflict Management Team.  I will not use email for this 

communication.I will support this congregation with my time, 

talents, and financial resources to the best of my ability. I will 

support the staff and those members and friends who volunteer 

their time and talents to the programs and governance of the 

congregation. I will express my expectations, concerns, and 

appreciation in a responsible and constructive manner. 

 

Section II. Trustees 
 

A. Basic Authority 

(Congregation, 5/21/06) 
The Board of Trustees acts as the legal entity of the Congregation 

responsible to the Commonwealth of Virginia for the fiduciary 
management of real estate and the fiscal integrity of the Congregation. 

The Trustees shall act with the advice and consent of the general 
Congregation to execute any mortgages, deeds of trust, and other 

security obligations for the Congregation. 
 

Section III. Staff 
 

A. Administrator 

The Board shall employ an Administrative Assistant (AA) (Board, 

11/22/85). Define the position of Administrative Assistant as an 
employee (and not as independent contractor (Board, 2/6/96). The title 

of Administrative Assistant shall be changed to Administrator (Board, 
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1/12/05). 
 

B. Director of Lifespan Faith Development 

The Board shall employ a part-time Director of Lifespan Faith 
Development (DLFD) to oversee faith development programs for all ages. 

The DLFD collaborates with the Lifespan Faith Development Council 
(LFDC) and all LFD committees, sub-committees, and task forces to 

create LFD policy and to carry out LFD program operation and 
development (Board, 9/13/12). 

 

C. Minister 

The Congregation shall employ a full-time, settled minister 
(Congregation, 4/26/98). The minister’s contract year shall begin July 1 

and end on June 30 so that it coincides with the Congregation’s calendar 
year (Board, 12/13/00). 

 

As part of the annual budget process, the Board will establish in 
consultation with the Committee on Ministry a financial package called 

“The Total Cost of Ministry” (TCM) which shall be divided into the 
following categories by the minister and approved by the Board: 

professional expenses, health insurance, disability insurance, retirement, 
housing and salary. All changes to the allocation of the TCM shall be 

voted on by the Board before taking effect. The minister and the Board 

will be in compliance with IRS regulations regarding the TCM.  In 
addition, the minister shall abide by a Ministerial Accountable Expense 

Reimbursement Plan, which will be part of the TCM package approved by 
the Board. 

 

D. Nursery Staff 

• The Administrator shall hire nursery staff as needed and inform 

them of their responsibilities. 
 

• A sitter shall be hired for Congregational events, other than Sunday 

services, that are open to the general membership (Board, 9/16/98).  

Those requiring child-care shall sign up one week prior to the event to 

ensure the proper number of sitters (Board, 5/10/00). 
 

• Sitters must meet the following criteria: a) be at least age 18, b) 

must have experience caring for children three and under; c) must be 

willing and able to maintain cleanliness of nursery; and d) must 

provide references. 
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• In the event that a scheduled sitter must cancel, he/she shall contact 

the Administrator. If the Administrator is unavailable, the sitter shall 

contact the DRE if it is for an RE event or Sunday service only and the 

Past President if it is not for an RE function or if the DRE is 

unavailable (Board, 10/28/98). 
 

• The DRE shall supervise the nursery sitter(s) only during RE 

functions but not at other times when the nursery requires a sitter 

for a Congregational social function or meeting. 
 

• The Administrator shall maintain a list of substitute sitters. (Board, 

10/28/98) 

 

E. Pianist 

The Board may hire a full-time, paid pianist. The details of the 

employment agreement between the Congregation and the pianist shall 
be negotiated by the Board or its designated representative.Coordinator 

of Volunteers  

The Board shall employ a part-time Coordinator of Volunteers. The 

details of the employment agreement between the Congregation and the 
Coordinator of Volunteers shall be negotiated by the Board or its 

designated representative. 
 

F. Choir Director 

The Board shall employ a part-time Choir Director. The details of the 
employment agreement between the Congregation and the Choir 

Director shall be negotiated by the Board or its designated 
representative. (Board, 2/14/08) 

 

Section IV. Child Abuse Prevention Policy 

(Board, 6/9/04, revised 3/10/11). 

A. Purpose 

This policy has been written with the following objectives: 

1. To provide guidelines and procedures that will promote a safe and 
caring environment for children and youth who participate in 

programs offered by the UUC. 

2. To provide guidelines to decrease the risk of physical, sexual and 
emotional abuse while an infant, child or youth is in the care of a UUC 

staff person or volunteer. (See below for definition of these forms of 
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abuse.) 

3. To provide guidelines and procedures regarding the selection, 

training, and supervision of adult staff and volunteers. 

4. To provide a caring and appropriate response to victims of 

abuse. 

5. To provide guidelines for dealing with a report of abuse and for 

communicating with authorities and with the press in such an event. 

6. To help reduce the UUC’s exposure to risk and liability in our 

programs for children and youth. 

The Commonwealth of Virginia defines child abuse in these terms. 

 
Under section 63.1-248.2 of the Code of Virginia (1950), as amended, 

an abused child is defined as one who is less than eighteen years of age, 
whose parents or other persons responsible for his/her care create or 

inflict, or threaten to create or inflict, or allow to be created or inflicted 

upon such a child a physical or mental injury by other than accidental 
means, or create a substantial risk of death or disfigurement, or 

impairment of bodily or mental functions. This includes the following: 
failure to provide care necessary for health; abandonment; committing 

or allowing sexual exploitation; endangerment or neglect. Child abuse 
may be physical, sexual, emotional, or mental, and may be the result of 

action or the failure to act (e.g., lack of care for a child). 

 
1. Physical Abuse 

A physical injury, threat of injury, or creation of a real and significant 
danger of substantial risk of death, disfigurement, or impairment of 

bodily functions.  Such injury or threat of injury, regardless of intent, 
isinflicted or allowed to be inflicted by non-accidental means. Example: 

asphyxiation; bone fracture; brain damage, skull fracture, subdural 
hematoma; burns, scalding; cuts, bruises, welts, abrasions; internal 

injuries, poisoning; sprains, dislocations; gunshot, stabbing wounds. 

 

2. Sexual Abuse 

Sexual abuse includes any act defined in the Code of Virginia that is 

committed, or allowed to be committed, upon a child by his/her parent 
or other person responsible for the child’s care. Examples of such 

abuse are: sexual exploitation, sexual molestation, intercourse, oral or 
anal penetration, exposing a child to sexual activity or pornography, 

verbal comments of a sexual nature, obscene phone calls, 
exhibitionism. 
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3. Emotional Abuse 

Emotional abuse includes actions or verbal statements that are 
intended to intimidate, shame, harass, or diminish a person’s sense of 

self-worth. Examples are name-calling, teasing that creates fear or 
emotional distress, threats of physical or other punishments that are 

outside of the accepted discipline procedure outlined below. 

B. Selection and Screening of Volunteers 

It is the policy of the UUC that no one who has been convicted of any 
crime involving an infant, child or youth, or who has had such a 

conviction expunged will be permitted to work with children and youth. 
This would include crimes such as contributing to the delinquency of a 

minor or other non-sexual crimes. 

In order to meet the variety of needs and positions required to provide 
education and supervision for infants, children and youth while they are 

in the care of the UUC, two different levels of volunteers will be selected 
and screened.  These levels are described below. 

1. Primary Volunteer 

A primary volunteer is an adult who is at least18 years of age and 
works with infants, children, or youth on a regular basis within UUC’s 

approved and on-going programs. Specific programs may set a higher 
age limit as meets the needs of the children and youth who 

participate.  Examples of primary volunteers would be RE teachers 
who are assigned to a class or YRUU (Young Religious Unitarian 

Universalist) advisor. 

2. On-Call Volunteers 

An on-call volunteer is an adult who is at least 18 years old and works 

with infants, children, or youth on an occasional basis within UUC’s 
approved and on-going programs. Examples would be sitters for 

Parent’s Night Out or other UUC events, chaperones for lock-ins, or 
substitute teachers. 

 

• All volunteers must be active participants in the life of the 

congregation for at least six months before being considered for 

any positions involving children or youth. This requirement may be 

waived if a potential volunteer has been active in another 

congregation and is given a favorable reference by the minister and 

religious education director of that congregation. 

 
• With the exception of parents assisting in their child’s program as 
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required or as requested, all staff and all volunteers assigned to 

work with infants, children and youth on an on-going basis must 

agree to a criminal background check by an agency approved by 

the UUC Board. The purpose of this check is to ascertain if a 

potential volunteer has ever been convicted of a crime with a child.

 These checks will be 

repeated every fourth year of a volunteer’s service. The 

congregation will bear the cost of this check. 
 

• Background checks will not be required for one-time volunteers, as 

long as a background-checked person will also be in attendance 

when contact with a child or children occurs. 
 

• Background checks will be performed by an entity approved by our 

insurance carrier. Volunteers may also submit a letter from a 

current employer verifying successful completion of a background 

check within the past four years in lieu of the UUC initiating the 

background check. (Board, May 2011) 
 

• The background check reports will go directly to the Minister and 

the individual being checked. The specific information from the 

report will not be shared with any other staff or volunteers. The 

Minster has the authority to veto a volunteer on the basis of the 

information received from the background check or other 

confidential information regarding the volunteer. Volunteers have 

the right to discuss a veto with the Minister and to take action on 

their own behalf, which may include an appeal to the Board. 
 

• The Administrator has authority to conduct and review 

background checks (in addition to the minister). (Board, 

2/14/07). 
 

• All volunteers in the UUC Lifespan Faith Development program 

that work with minors will submit a formal application including 

two references and will have an interview with the Director of 

Lifespan Faith Development. The Director of Lifespan Faith 

Development will conduct the reference check and keep a written 

record of the reference. 

 

• Screened on-call volunteers will be utilized whenever possible to fill 

unexpected, one-time needs in our programs for children and 

youth. In the event that a screened on-call adult volunteer is not 
available to fill an unexpected, one-time need, a parent may be 

utilized to fill the vacancy, as long as the second adult present is a 
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screened volunteer, and the DLFD or another screened staff 
member or adult is in the vicinity. The DLFD also has the discretion 

of using a screened Teen Assistant as the second volunteer, if there 
are no more than two children present. If a second volunteer is not 

available, the children or youth will be returned to their parents or 
guardians or placed in another classroom. 

C. Training and Supervision of Volunteers 

All primary volunteers and on-call volunteers will be required to attend a 
workshop to be facilitated by the Director of Lifespan Faith Development 

in the fall of the year. Volunteers who have attended a previous 
workshop within the last four years will not be required to attend this 

workshop unless there has been a relevant change in the legal statues 
regarding child abuse. 

 

1. This workshop will cover the congregation’s policies regarding 

relationships between adult volunteers and children or youth, 

information on child abuse and how to recognize child abuse, and how 

to handle an incidence of child abuse or the report of child abuse. 

2. Primary Volunteers who begin their responsibilities later in the year 

will meet with the DLFD or Minister or Administrator, as outlined 

above, who will provide training on the above topics. 

3. All primary and on-call volunteers will receive a copy of the UUC 

policy on child abuse prevention. They will be required to sign an 

agreement that they will abide by the policy and return the signed 

agreement to the appropriate staff person before they begin to work 

with children. 

4. Adults working with middle school or high school youth will also sign 

the MSYG or YRUU Code of Ethics and return the signed document to 

the Director of Lifespan Faith Development. 

D. The Two-Adult Standard 

It is the policy of the UUC that on-going activities and classes for infants, 

children and youth shall be supervised by two screened and approved 
volunteers. 

 In the event that an adult volunteer becomes incapacitated and unable 

to carry out assigned responsibilities, the DLFD or the person in charge 

of the program or activity shall be notified and appropriate 
arrangements shall be made for the care of the infants, children or 

youth in attendance. 

 The UUC may choose to provide childcare for meetings, programs, 

classes and other events that are a part of congregational activities, 
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at the discretion of theAdministrator.  If childcare is not arranged by 

the UUC, parents or guardians may arrange with the Administrator to 

use the facilities of the UUC for childcare. The parents or guardians of 

these children are responsible for hiring and supervising the sitter(s) 

for their children. The Administrator will provide a list of screened 

sitters as a courtesy, but the UUC accepts no responsibility for sitters 

hired by the parents or guardians. 

   If a professional staff person or primary volunteer wishes to meet 

with a child or youth one-on-one outside of normal classroom or 

program activities, the parent or guardian of that child or youth must 

give explicit permission for the meeting to occur. If the child or youth 

does not want the parent to be notified of the meeting, then a second 

staff person must be present for the meeting. In the case of high 

school youth, a second young person of the same gender as the youth 

requesting the meeting may sit in. 

 

E. Classroom Discipline 

All paid staff and volunteers will use the following discipline measures. 

 

1. If a child or youth engages in behavior that is disruptive to the class 

or program, endangers others, or damages the property of the UUC, 

the teacher or other volunteer worker will tell the child specifically 

what he/she is doing that is not acceptable and state what is 

expected. If this is not effective, the child or youth will be removed 

from the activity for a brief time-out away from the other children, 

(For example, a child could sit somewhere in the classroom, away 

from the activity) 

2. If the child’s disruptive behavior continues after the time-out, the 

teachers will discuss the situation with the child’s parents or guardian 

as soon as possible and will notify the DLFD, who will work with the 

teachers and parents or guardians as needed to address the problem. 

Because a single child will not be permitted to compromise the 

experience for the entire class, it may be necessary in some cases for 

the child to be placed under the supervision of the parent or guardian  
during RE class time. No physical punishment or verbal abuse (e.g.,ridicule) 

is to be used at any time. 

F. Open Classrooms 

 Classrooms will be arranged so that windows are not totally 

obstructed and dividers or curtains are partially open. 

 

 The DLFD or someone appointed by the DLFD to act in her/his 
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place will observe classrooms without prior notification to the 

teachers each Sunday. 

 

 Parents and guardians are welcome to observe RE classrooms at 

anytime. However, whenever possible, we strongly encourage 

parents to inform the teacher and/or DLFD in advance, as 

unannounced visits can be disruptive. 

G. Parents and Guardians 

Parents and guardians have an important role to play in the prevention of 

sexual and physical abuse. To support parents and guardians as they 
educate and instruct their children about this issue, the UUC will offer a 

workshop on the topic of sexual and physical abuse of children, upon 
demand. 

 

Parental Involvement in the Classroom (Board Affirmed, 9/13/12) 

While parents are welcome to visit a classroom without notice, a 

parent's ongoing presence in the classroom is still subject to the Child 
Abuse Prevention Policy in the UUC Policy & Procedures Manual. The 

policy states that all adults involved in ongoing or occasional contact 
with minors in classrooms are required to have background and 

reference checks. 

 

There is an expectation that a child will be able to be separate from their 
parents for a one hour class, in order for a child to be enrolled. However, 

the Children’s Religious Education Committee recognizes that children 
may experience separation anxiety in new classrooms, particularly in 

settings with younger chil dren, and is committed to helping children and 

parents through this transition, within the boundaries of the Child Abuse 
Prevention Policy. 

 
Parents may attend a class, or a portion of a class, for three visits, to 

help the child transition. If further parental involvement is still required 
after three visits, the parent will meet with the DLFD to jointly develop a 

transitional plan. In this plan, the parent will leave the classroom for 
longer periods each week until the child is fully independent. 

 

Should a child require parental involvement to ease separation anxiety 

at some future date after the initial transition has occurred, a new 
period of transition will begin, with the parent again able to attend 

classes for three visits, before a transition plan must be developed. 

 

Parents of children with developmental disabilities may be requested or 
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required to attend classes with their child(ren) by a teacher or the DLFD.  
This attendance is allowed within the confines of the Child Abuse 

Prevention Policy, without the requirement of a background and reference 
check, and with no expectation of separation, or transition plan, required. 

 

H. Reporting Suspected Abuse 
 

The Commonwealth of Virginia names certain professionals, including 

clergy, as mandated reporters if they suspect that abuse or neglect of a 
child has occurred. As advocates for the welfare of all children, the UUC 

strongly encourages all adults who suspect the abuse of neglect of a child 
make a report to either the Department of Social Services or the local 

police. 

 

We recognize that the issue of potential abuse must be handled with the 
appropriate respect and privacy for the individuals/families involved. The 

alleged victim, their family members, and the person accused of the 
abuse shall be treated with respect and dignity. 

1.  In order to facilitate the appropriate management of a report of 
suspected child abuse the UUC Board, in consultation with the 

Minister, will appoint a Child Abuse Task Force. This task force shall 
consist of two to three people. The members of this committee 

should have some professional knowledge about the topic of child 

abuse and family issues. 

2.   The purpose of the task force is to be available to give counsel to the 

Minister, DLFD and President of the Board, to meet with the alleged 
victim and their family and also with the person accused of the abuse. 

The work of this committee is to be held in strict confidence. The 
names of the members of this task force will be posted on the bulletin 

board in the UUC Meetinghouse office. 

3.   All volunteers and the non-mandated staff of the UUC are strongly 

encouraged to report suspected child abuse, endangerment, or 
neglect to the appropriate authorities within 72 hours of determining 

that abuse or neglect may have occurred. Anyone making a report of 
child abuse as per above should also report his or her suspicions to 

the Minister, the DLFD or the President of the Executive Board. The 
person who receives the report will then notify the other staff person 

and the President. 

4.   When a report of suspected child abuse is made, the President will 
notify the District Executive of the Southeast District and the agent 

representing the congregation’s insurance company. These contacts 
should be made within 24 hours of the initial report. If the President is not 
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available then the President-Elect or a member of the Child Abuse Task 
force should make these reports. 

5.   If the person who first suspects the abuse declines to make the 
report, the Minister or DLFD will make a report to the appropriate 

agency. If the Minister or DLFD are unavailable, then the President or 

a member of the Child Abuse Task Force will contact the appropriate 
agency. 

6.   All reports of suspected child abuse will be documented using the 

appropriate forms at the time that the report is made. The person 
writing the report will sign it and the staff person who first received 

the report of the incident shall keep a copy. 

7.   Anyone suspected of child abuse will not be permitted to have contact 
with children or youth of this congregation while on UUC property 

pending resolution of the allegation. Staff accused of abuse shall be 
immediately relieved of any responsibilities involving children or youth 

and are forbidden to have any contact with UUC children or youth on 

or off UUC property with the exception of their own family members, 
pending resolution of the allegation. 

8.   In the event that an accusation of abuse is made against the Minister, 

the President will notify the Child Abuse Task force, the UUA 
Department of Ministry and the District Executive. If the President is 

not available, the President-Elect will make the contacts The 
President or President-Elect will convene an emergency meeting of 

the board to inform the board of the allegations. 

9.   Notification of the Congregation. The President of the Board, in 

consultation with the board, the Minister, the DLFD, and the Child 
Abuse task force will determine how information about the allegation 

of child abuse will be communicated to the congregation. If the 
allegation is against the Minister, DLFD, Board member or Child Abuse 

Task Force member, he or she will not participate in this discussion 

 

I Managing Convicted Sex Offenders 

1. Adults, youth and children who are known to have criminal charge 
pending or pled guilty to or have been convicted of either child sexual 

or physical abuse, or as a sex offender, will not be allowed to work 
with children or youth. 

2. If it becomes known that a convicted sex offender is attending the 
church or any church activities, the following steps shall be taken. 

3. The minister will check the local sex offender registry and meet 
with the individual to discuss the concerns that have been raised.   
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The person will then be asked to meet with the Child Abuse Task 
Force. 

4. The individual will be asked to sign a release form so that the 

minister can contact his/her sex offender treatment provider and/or 
current therapist, as well as the person’s parole officer. The therapist 

and the parole officer will be asked for their professional assessment 
of the likelihood that the sex offender will re-offend and whether 

additional restrictions beyond the standard Limited Access Agreement 
ought to be placed on the person's participation. The individual may 

also be asked to go for a professional assessment with a therapist 
who specializes in working with sex offenders. If the offender refuses 

permission to contact the therapist or refuses to go for an 

assessment, the congregation may refuse participation in any 
congregation activity. 

5. If the assessment indicates that the person has completed or is 

participating successfully in treatment and is not at high risk for 
recidivism, the Child Abuse Task Force will develop a Limited Access 

Agreement. If the professional assessment indicates that the person is 
at high risk for re-offending, the person will be denied involvement in 

the faith community until treatment is successful at reducing the risk. 

6. All persons with past histories of sexual offenses will be asked to sign 
a Limited Access Agreement. Upon entry into the congregation and 

depending on the circumstances, the person may be asked to sign 

one annually. If the offender refuses to do so, he/she may then be 
denied access to congregation functions and church property. 

7. The Child Abuse Task Force will meet at least quarterly with any 

individual with whom it has a Limited Access Agreement to review 
the arrangement and address any concerns. 

8. Notification of the Congregation. The President of the Board, in 

consultation with the board, the Minister, the DLFD and the Child 
Abuse Task Force will determine how information about the 

presence of a convicted sex offender will be communicated to the 

congregation. 

 

J  Managing the Media 

In the event that a report of suspected child abuse becomes public, 
the Minister and the President of the Congregation will be the contacts 

for the media. The Minister and the President should be in frequent 
contact with each other to maintain consistency in the information that 

is released to the media.  In the event that either the Minister or the 
President is accused of child abuse, the President-Elect shall be the 
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second contact person for the press and the congregation. 

The advice of the District, the UUA and an attorney should be sought 
before a public statement is released. Statements should be factual and 

should avoid blaming or speculation of the outcome of any investigation 
or prosecution. 

 

K. Policy Review 

The Child Abuse Prevention Policy of the UUC shall be reviewed annually 

by the Lifespan Faith Development Council which may make suggestions 
for changes to the Board. 

 

Section V. Building and Grounds 
 

A. Maintenance 

Board approval shall be required only for maintenance and emergency 
expenditures in excess of $500. 

B. Naming Additions and Rooms 

(Current policy suspended, Board, 5/12/11). 
 

C. Use of Alcohol and Tobacco 

This policy applies to social events held on the premises of the 
Unitarian Universalist Congregation in the New River Valley 

(UUCNRV), whether sponsored by the Congregation or by another 
group. This policy does not apply to events held in members’ homes 

or when small groups of members meet to socialize privately. 
Alcohol use on the premises is limited to beer and wine/champagne. 

 
The following policy exists to meet two aims: (1) to minimize 

UUCNRV’s liability and promote safe and legal use of alcohol on the 
premises; and (2) to make events comfortable for non-drinkers and 

drinkers alike. 
 

This policy shall be posted on the premises where those attending 
social events will see it, and it shall be attached to agreements signed 

by groups renting our facilities. 

 

Liability and Safety 

• The UUCNRV shall carry liability insurance that generally covers 

liability for alcohol use on the premises. 
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• Alcohol may not be sold at or for events on the UUCNRV premises. 

In the event alcohol is donated for bidding at events like the annual 

auction, it shall be labeled “not for consumption on the premises.” 

• The area in which alcohol is being served must be staffed by 

volunteers at all times. Only adults who have expressed an 

understanding of the alcohol policy as well as willingness to ask for 

age verification and to refuse service to those who appear to be 

inebriated may serve alcohol. 

• Alcoholic beverages must be labeled as such. Similarly, food 

containing alcohol (especially non-volatilized alcohol) must be 

labeled as such. 
• No alcohol may be served to anyone less than 21 years of age. 

• Alcoholic beverages may not be present on the premises during 

congregation-sponsored youth-only activities such as lock-ins. (See 

also UUC Religious Education Policies, Safety Policies, Multi-Age 

Childcare Procedures, September 2012: “Alcohol may not be 

consumed by caregivers in areas where UUC is providing 

childcare.”) 

• All those attending social events on the UUCNRV premises at which 

alcohol is served are responsible for monitoring their own and each 

other’s alcohol consumption. At any such event, the organizers 

must advertise and provide for alternative transportation to deter 

driving by any person who appears to be inebriated. 
• Alcoholic beverages may not be left behind on the premises after 

social events. 

• Groups renting the premises for events at which alcohol may be 

served must sign on the rental policy to indicate that they have 

received and will abide by the UUCNRV policy. • 
Accommodating non-drinkers and drinkers 

• Non-alcoholic beverages must be served and attractively and 

prominently displayed at social events on the premises. 
• Food must be served at events where alcoholic beverages are 

served. 

• If alcoholic beverages are to be served at UUCNRV-sponsored 

social events, that fact must be included in the publicity for the 

events. The group serving alcoholic beverages must specify the 

times of service. Similarly, alcohol-free events must be publicized 

as such. 
• The Congregational building and grounds are a non-smoking facility. 

• The use of illegal drugs on the Congregation premises is prohibited. 

• Weapons and firearms are prohibited from Congregation property. 
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D. Building Use 

As a matter of first priority our building resources are intended to 

provide space and shelter for the worship, educational, and program 
goals of the congregation.  Our congregation also wishes to have our 

building used as a center for community activities.  We recognize a 
continuing conflict between a policy of easy and inexpensive availability 

in order to serve the community and the reality of maintenance costs. 

The following document serves to detail:  

(a) general building use guidelines that apply to all groups;  

(b) descriptions of various group designations including: sponsored, 
Congregation member, non-member and non-profit groups;  

(c) procedures for implementing the building use policies.   

We realize that the application of these guidelines must be flexible to 

serve the changing goals and needs of the Congregation. 

1. Guidelines 

These guidelines apply to all individuals and groups using the building 
without exception. 

a) No group shall use the building without scheduling with the 
Administrator. All groups shall make every effort to cooperate 

with other groups using the building. 

b) Each group is responsible for maintaining the building in good 

condition and will be held accountable for any damage to the 

building and its furnishings. 

c) All expendable materials must be provided by the group. Groups 

must obtain permission from the Administrator in advance to use 
congregational equipment. 

d) No permanent changes in the decoration of the building may be 
made without permission of the Board. 

e) In order for a group to use the playground, permission must be 
obtained from the Administrator. 

f) Any group using the building must have a representative. This 
person shall be contacted if any problems arise and shall be 

responsible for the group acting within the building use 
guidelines. 

g) All non-congregation members using the building shall have a 
representative sign a waiver form releasing the congregation 

from any liability in the case of illness or injury. 

h) Congregation members using the building shall sign a waiver 
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form releasing the Congregation from any liability in the case of 
illness or injury for activities not covered by the building 

insurance policy or in any other case which the Board decides is 
necessary. 

i) The Congregation reserves the right to have its official 
representative make a brief statement at a group or meeting 

regarding the Congregation's purposes and the current building 
use policy. 

j) Building use is on a first-come, first-served basis for empty time 
slots. Building use reservations shall be renewed on a yearly 

basis. Reservations for regularly scheduled events can be made 
up to 4 months before the first date of meeting.  Reservations for 

special events can be made up to 1 year in advance. Any conflicts 
shall be resolved by the Board. 

 

k) The Congregation reserves the right to deny the use of our 
building and facilities to any group. Granting use of the building 

does not imply endorsement of any program or group, nor does 
denial imply disapproval. 

l) Failure to pay rental fees or comply with building use guidelines 

may result in the termination of a building use agreement. 
 

2. Types of Groups 
 

a) Sponsored Groups 

A Sponsored Group (SG) is a group sponsored by the Congregation as 

it furthers the goals of the Congregation and provides a service to the 
congregation and the Blacksburg community and has successfully 

completed the process to become an SG. If space is limited, 
Congregation members will have first priority to participate in an SG. 

The representative for an SG must be a Congregation member. SGs 
are covered by the liability insurance of the Congregation. SGs may 

use Congregational equipment, including the kitchen facilities, as long 
as it does not conflict with usage by other groups. If such a conflict 

should arise, it will be resolved by the Board.  SGs shall not be 
required to pay rental fees for the use of the building for a maximum 

of 10 hours per week. The Board reserves the right to set a different 
limit on the number of hours of free building use. 

To become an SG, a presentation outlining the services provided by 

the group and the time and space needs of the group must be made 
at a Board meeting.  
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The Board shall vote on whether to sponsor the group at a 
subsequent meeting in order to allow time for input of members of 

the Congregation. The Board shall vote on whether to renew 
sponsorship of previously sponsored groups at the August Board 

meeting. 

b) Congregational Groups (CG) 

Congregational groups are made up of Congregation members whose 
purpose(s) further the goals of the Congregation. CGs are covered by 

the liability insurance of the Congregation. CGs may use 
Congregational equipment, including the kitchen facilities, as long as 

it does not conflict with usage by other groups. If such a conflict 
should arise, it will be resolved by the Board.  CGs will not be 

required to pay rental fees for the use of the building for a maximum 
of 10 hours per week. The board reserves the right to set a different 

limit on the number of hours of free building use. 

c) Member Groups (MG) 

A Member Group is a group not sponsored by the Congregation, but 

organized by a member of the Congregation for personal reasons.  If 
this group is organized for profit, then the conditions of the Non-

Member Group apply. MGs must either provide their own insurance or 

inform members that they are uninsured. The representative for an 
MG must be a Congregation member. MGs will be charged a lower 

rental rate according to the Rate Schedule for Building Rental. 

d) Non-member groups (NMG) 

Non-member Groups are independent groups that have no connection 
to the Congregation. NMGs must either provide their own insurance or 

inform members that they are uninsured. NMGs will be charged the 
full rental rate according to the Rate Schedule for Building Rental. 

e) Non-Profit Groups (NPG) 

Non-profit groups are independent groups that have no connection to 

the Congregation and are a legal non-profit organization. NPGs must 
either provide their own insurance or inform members that they are 

uninsured. NPGs will be charged non-profit rental rates according to 
the Rate Schedule for Building Rental as described in Section. 

3. Procedures for implementing above policies 

The impact of the potential use of the Congregational building and 
grounds and the well-being of the congregation and neighborhood 

will be considered in a decision regarding use of the Congregational 
facilities.  Among the factors to be considered are: 

• the capacity of the building and grounds 
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• hours of intended use 

• disturbance of the neighborhood or other groups using the 

building 

• whether the intended use would comply with smoking, drug, and 

alcohol policies 

• any practices which we deem to be manipulative, deceptive, or a 

danger to the Congregation or community. 

4. Scheduling of building use 

The Administrator will act on behalf of the Board for the purpose of 

scheduling building use. The decisions to approve or disapprove a 
request for the use of the building and whether the group has member 

or non-member status shall normally be made by the Administrator. 

5. Rental rates 

Building rental rates shall be based on an annually updated Rate 

Schedule for Building Rental. The Administrator has the right to 

negotiate the charged rate. The Administrator may consult with the 
Board on any decision. A group renting space has the right to appeal 

a decision by the Administrator to the Board.  
 

C. Nursery-Use Guidelines 

(Board, 3/13/94, amended 10/24/95) 

All organic trash such as diapers, food waste, tissues, etc., shall be 

carried out to the outside trash cans when a group leaves the nursery. 

The changing table shall be washed after each use. 

The main room of the Nursery is intended for use by children age 3 and 

under, and the room adjacent to the Nursery is intended for use by 

children age 4-12. In order to provide a safe and enjoyable environment, 

toys from other areas shall not be brought into the main nursery room. 

Nursery toys for children ages 0-3 shall remain in the nursery; toys for 

children ages 4-12 will remain in the room adjacent to the Nursery. 

At no time are children of any age to be left unsupervised in the 

nursery. 

All toys shall be returned to their appropriate bins or shelves before 

leaving the nursery. 

Items for donation to the nursery shall be given to the 

Administrator or Director of Lifespan Faith Development 

Use of the nursery does not include use of the kitchen. Kitchen use must 

be arranged and scheduled separately with the Administrator. 
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Failure to follow these guidelines may result in loss of nursery 

privileges. 
 

E. Kitchen-Use Guidelines 

1. The kitchen shall be used ONLY by groups which have received 

specific permission from the Administrator. Kitchen use is not 

granted as part of scheduling other rooms, and must be scheduled 
separately. 

2. All organic garbage shall be removed to the outside trash cans after 
kitchen use. Recyclable materials shall be sorted and put in the bin 

provided for this purpose. 

3. The dishwasher shall be used to wash dishes to ensure proper 
sanitation. 

4. Full trash bags shall be carried to the outside cans. Replace with a 
new bag. 

 

F. Signs and Notices in the Building 

Only literature, announcements, etc. pertaining to UUism shall be 

displayed in the foyer. Other materials shall be displayed on the 
bulletin board in the coat room and on the inside of the kitchen doors. 

The Administrator shall implement this policy and remove dated 

materials. 

D. Use of the Playground 

(Board 3/10/11) 

The playground on the Congregation property is for use by the church 
and Children’s Garden School. The following guidelines are for both our 

protection and the school’s: 

• Two adults, or the parent or legal guardian of the playing child, 

must be present at all times when children are in the playground 

area. 

• Children should go down the slide one at a time and sit on 

their bottoms. 

• The sand should stay in the sand box, and mulch should stay in 

mulched areas. 

• Children are expected to respect the rights of each other, harm no 

one physically or verbally and follow instructions from supervising 

adults. Children are also expected to treat the playground equipment 

with respect. 

• Balls are to be thrown only in open spaces and not within the fenced 
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area. 
 

I. Memorial Garden 

(Board, 8/8/10 updated 6/14/2011) 

1. PURPOSE AND USE OF THE GARDEN: The Memorial Garden shall 
be maintained as a long-term repository for cremains in columbarium 

niches. In addition, there are places for memorial bricks (henceforth 
pavers), and for the scattering of cremains. The Memorial Garden is 

in- tended to be a peaceful area for meditation and remembrance, so 
therefore use of the Garden is limited to religious and approved social 
occasions. The use and care of the Memorial Garden and related files are 

subject to the control of the UUC Memorial Committee. Rules and 
regulations are established by the UUC Memorial Committee, with Board 

approval. 

 

2. ELIGIBILITY AND OWNERSHIP: The cremains of any past or 
present UUC member or friend, as defined by the bylaws of the UUC; 

the spouse or partner of a member or friend; parents or children and 
others who, in the opinion of the UUC Memorial Committee, have a 

sufficient connection to the Congregation, are eligible for placement. 

Reservation of a niche or a paver and payment of the established fee 
entitles one person, the Subscriber, to the privilege of use but not 

the right of ownership. The Subscriber, the executor of the will, 
spouse or close family member may make the request to inter or 

scatter cre- mains. An interested member or friend may contact the 
UUC Memorial Committee if he or she wishes to request modified 

financial arrangements. 

Niches must be assigned and pavers approved by the UUC Memorial 

Committee, functioning under the authority of the UUC Executive 
Board. Engraved pavers will be placed in the area designated by the 

UUC Memorial Committee. All Memorial Garden columbarium niches 
and memorial bricks remain the property of the UUC. 

 

3. SUBSCRIBER RESPONSIBILITIES: The Subscriber’s Checklist for 
Cremains Interment or Scattering delineates the steps to be taken by 

a Subscriber. Note that the following must be received before 

cremains may be placed in the Memorial Garden: a copy of the Death 
Certifi- cate, which is presented to the Liaison Officer of the Memorial 

Commit- tee (filed permanently in the Memorial Garden records) and 
a Memori- al Garden Right to Inter or Scatter Cremains Proof of 

Purchase. Sub- ject to the rules and regulations existing at the time 
of any designation or change, the Subscriber shall retain the right and 

authority (1) to designate or change the designation of the eligible 
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person or persons whose cremains shall be placed in the niche or 
ground space, subject to the consent of the UUC Memorial 

Committee, and (2) to designate or change the designation of the 
person who, upon the Subscriber's death or incapacity, shall have 

such right and authority. The designat- ed replacement will henceforth 
be referred to as the Subscriber. 

 

4. RESERVATION OF NICHES: Niches for the interment of cremains 
of eligible persons may be reserved upon payment (donation) of the 

fee in effect at the time of reservation. In the event of a group reser 

- vation, individual contracts for each person's reservation are 
required. Upon the death of a person who is to be memorialized, 

rights under the contract become part of his or her estate. 

A reservation may be canceled in writing, addressed to the UUC 
Memo- rial Committee, in which event a refund of 1/2 of the amount 

paid will be made to the Subscriber or to his or her estate. Thereafter, 

the niche or space will be made available as unassigned space. The 
Subscriber must notify the UUC Administrator of a current address. In 

the event that the UUC is unable to contact the Subscriber at the 
address given, by action of the UUC Memorial Committee the 

reservation may be can- celled without refund. 

 

At the option of the Subscriber, the niche reservation may be trans- 

ferred to another vacant niche. The original Proof of Purchase will be 
exchanged for one with the new niche number. 

 

5. SCATTERING: If preferred, the cremains can be scattered at a lo- 

cation determined by the UUC Memorial Committee. A 4X8" paver is 
included in the cost of scattering cremains. An 8X8" paver is 

available at additional cost. 

 

6. CERTIFICATE: Each Subscriber shall receive a copy of a Memorial 
Garden Certificate at the time of interring or scattering cremains. 

 

7. INSCRIPTIONS ON NICHE NAMEPLATES AND ON PAVERS: 
Lettering on niche nameplates and pavers will be uniform in style, 

but may be reduced in point size for longer names. The Niche/Paver 
Order Form includes instructions about the number of lines and 

characters per line for each. 

 

8. MEMORIAL REGISTRY: A Subscriber is entitled to prepare a reg- 
istry biographical page for the individual whose cremains are to be 

interred or scattered. This page will be included in the Memorial 
Registry. The Registry is kept in the Administrator's office and may 



41  

be dis- played for events or services at the discretion of the UUC 
Memorial Committee. The Registry is available for Subscribers to view 

as an aid to preparing the biographical information. 

 
9. RESPONSIBILITIES AND DISCLAIMER: The UUC will endeavor to 

protect and conserve the cremains, their receptacles, and the 
pavers, both before and after they are placed in the Memorial 

Garden, but it shall have no responsibility for failure to do so. The 
Subscriber understands that the surrounding congregational grounds 

are used for many purposes 

 

Each memorial in the Registry allows up to two single-sided pages of 
written or printed material. Materials for inclusion in the Registry may 

not measure more than 8.5X11" and may consist of a biography, an 
obituary, poetry or other writings, and photograph(s). Entries will 

appear chronologically by date of interment or scattering. 
construction and costs of maintenance of the Memorial Garden 

 

10. FEES AND CHARGES: Fees may be modified at the discretion of 
the UUC Memorial Committee. See the Memorial Garden Fees page 

for the current fees. 
 

11. MEMORIAL FUND: All funds received for reservation of niches, 
scattering rights, pavers and costs of establishment of the Memorial 

Garden or its maintenance shall be deposited in the Memorial 
Garden Fund, which shall be administered by the UUC Treasurer 

subject to UUC Board direction. 

 
12. UUC MEMORIAL COMMITTEE: Subject to the authority of the 

UUC Board and these policies, all matters in connection with the 
con- struction, maintenance, regulation and use of the Memorial 

Garden shall be the responsibility of the UUC Memorial Committee. 
The UUC Memorial Committee shall consist of no fewer than five 

members or friends of the UUC appointed by the Board. The Board 
shall fill vacan- cies as they occur. 

The UUC Memorial Committee shall maintain appropriate records of 
the Subscribers, niches and persons whose cremains are interred; as- 

sist persons recording biographical data in the Memorial Registry and 
interring or scattering cremains; provide price list updates; approve 

el- igibility and appropriateness of Memorial Garden items; oversee 
main- tenance; and shall attend to other matters as needed. The UUC 

Memorial Committee shall meet at least quarterly and submit annual 

reports to the Board. 
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R. Poster Policy 
 

Posters shall have the name of the person placing the poster in the lower 

left corner along with the date it was placed. After one month or after the 
event in question, it is the responsibility of the person that put up the 

poster to remove it. Posters should not be placed on painted surfaces. 

The Kiosks in Elarth Hall are available for posters. Only posters 
announcing big UUC events (ie – auction, concerts, stewardship, etc) are 

to be placed on glass doors. All should check with the Administrator 

before placing a poster on a door.  

 

J. Snow removal policy 
 

Out of concern for welfare of those using the UUC meeting house, and as 
a condition of doing business, the UUC is responsible for arranging for 

snow removal and/or sanding and salting of driveways, parking lots, and 
walkways.  Following are policies and procedures addressing how we 

carry out this responsibility for the different groups that use our facilities. 

1. Sunday morning services during snow and/or icy conditions 

a. A representative of Buildings and Grounds Committee (BGC) will 
assess the safety of parking lots and/or sidewalks no later than 8 

a.m. and contact the following (or alternates in the 

order listed) with a recommendation to either hold or cancel the 
Sunday service. 

i. President of the Board 

ii. President-Elect 

b. If a decision is made for the Sunday morning service to be held, 
the Building and Grounds Committee will: 

i. arrange to have the drive and parking lots plowed and salted or 
sanded before 9:00 am. 

ii. arrange for volunteers from the Congregation to shovel the 
walkways, steps, and other entrances to the building. 

c. If a decision is made to cancel the service, the President (or 

alternate) will contact the following: 

i. Congregation Administrator or alternate 

ii. Website Administrator or alternate 

iii. Minister (or Alternate Speaker) 
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d. The Administrator (or alternate) will follow written procedures for 
installing an outgoing message on the church phone; notifying 

television station WSLS; and sending a message to the listserv no 
later than 8:30 a.m. 

e. The Website Administrator or designated alternate will place a 
notice of cancellation on the home page of the UUCNRV website no 

later than 8:30 a.m 

f. During winter months, the Administrator will publish a reminder in 

the monthly newsletter to call the church or access the UUC 
homepage in the event of inclement weather. 

2.  UUC and other groups that meet in the building at times other than 
Sunday mornings (with the exception of the Children’s Garden 

Primary School (CGPS): 

a. The UUC will try to arrange for snow removal for meetings of these 

groups, but cannot guarantee that this service will be performed, 

and this fact will be reflected in all communications with groups 
requesting to use the building. 

b. The BGC Chairperson will have access to the Administrator’s 
version of the UUC Calendar Wiz for complete information about 

planned uses of the building. 

c. When there is snow and ice and a group is scheduled to use the 
building, BGC will assess the safety of the drive, parking lots, and 

walkways and make a decision about their safety and the need for 
snow removal services. 

d. BGC will notify the Administrator about the decision. 

e. The Administrator will contact the group scheduled to use the 

building and advise them of the decision about the safety of the 
drive, lots, and walkways, and if they have been deemed unsafe 

and plowing is not to happen, the Administrator will advise the 
group to cancel their event. 

f. Notwithstanding (a), above, the UUC make all reasonable efforts 
to have the drive and lots plowed/sanded and walks shoveled for 

events that involve more than 30 attendees or for events for 
which cancelling is not an option (e.g., weddings, memorial 

services). 
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Section V. Fiscal Matters 
 

A. Treasurer 

In addition to being a Board member, the Treasurer is the chief financial 

officer of the Congregation. As such, this individual is an ex officio 
member of the Finance Committee (See committee responsibilities 

below) and a liaison with the Bookkeeper (see responsibilities of 
Bookkeeper below). In addition to this, the Treasurer duties include: 

 Analyze financial conditions monthly and report to the Finance 

Committee and the Board. 

 Prepare draft budget in conjunction with the Finance Committee for 

submission to the Board. 

 Sign all checks. 

 Send bookkeeper new budget before new budget year begins. 

 Coordinate stock transactions with broker and bookkeeper. 

 Review monthly bank statements. 

 Mail or email quarterly pledge reports to members and friends based 

on bookkeeper’s reports. 

 Prepare acknowledgments of contributions itemized by type, i.e. 

pledge, WVTF, special fund drives, etc. The letter is signed by the 

Treasurer. 

 An Assistant Treasurer, whose duties are assigned by the Treasurer, 

may be appointed by the Treasurer subject to confirmation by the 

Board. 

Submit monthly budget reports to committee chairs who request 

them. 

Submit monthly budget reports to webmaster. 

Submit TIAA contribution file electronically monthly for employees 

who are enrolled in the UUA retirement program. 

Submit minister’s health insurance premium to UUA electronically 

monthly as required by the Department of Labor and the UUA audit 

process. 

Submit financial information to bookkeeper: Vanco invoice, Vanguard 

statements (quarterly), bills, receipts, pledges, and other 

contributions. 



45  

Submit information on all new employees to bookkeeper for tax 

purposes and electronic payroll. 

Review UUC credit card(s) usage along with administrator. These 

include credit cards issued by the National Bank of Blacksburg and 

Lowe’s. 

Carefully review QuickBooks files from bookkeepers every two weeks 

and adjust in concert with both the bookkeepers and administrator as 

necessary. 

Pay member loan interest on June and December 1st per contract with 

loaner. 

Solicit new member loans if needed and draw up contract with each 

loaner. 

Write newsletter articles and notes as necessary. 

Send pledge reminders and statements on a periodic basis to 

pledgers. 

At fiscal year-end, follow up with those who haven’t completed their 

pledges. 

Send thank you notes for donations. 

Submit to Board for approval all gifts of cash, stocks, real estate, etc. 
 

A. Assistant Treasurer 

An Assistant Treasurer, whose duties are assigned by the Treasurer, may 

be appointed by the Treasurer subject to confirmation by the Board 
(Board, 5/22/97) 

 

B. Pledges 

The Treasurer, President, Minister and Administrator shall have access to 
the amounts pledged or paid by any contributor. 

 

C. Investment Accounts 

The Treasurer is authorized by the Congregation to sell gifts of securities, 
mutual funds and bonds through a certified investment brokerage. 

 

D. Stock/mutual fund/bond donation policy 

 
The Congregation shall maintain a money market account for stock 
transfers. 

All stock and mutual fund donations shall be turned into cash 
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immediately. 
Pledges shall be made in money amounts and not numbers of 

shares. 

E. Member Loans 

Interest on loans made to the UUC by members of the congregation will 
be determined by adding 1% to the highest current 5-year CD rate. A 

sample of local banks and/or credit unions will be taken to determine the 

largest current CD rate. 

F. Special Solicitations 

Individuals or groups within the UUC shall first secure Board approval 
before making special solicitations of members for Congregational 

purposes. Should the Board approve a special solicitation for some 
purpose, any funds raised should not be in fulfillment of a pledge to the 

Congregational operating budget. 

 

G. Gift Acceptance Policy  
 

As a nonprofit, 501(c) 3 religious organization, this congregation 

encourages the acceptance of gifts to further and fulfill its mission. 
Through worship and open-minded religious exploration, the 

congregation’s mission is to bring spirit, love, justice, learning, and 

reason to our congregation and to the larger world. 
 

I. Purpose. This policy summarizes the policy of the board concerning 
acceptance of charitable gifts and provides guidance to donors and 

their advisors when making gifts to the UUC. All staff and committees 
authorized to solicit and accept gifts will adopt appropriate procedures 

to implement this policy. Gifts referred to in this policy do not include 
pledges made by members and friends of the UUC. This Policy replaces 

all previous gift acceptance policies of the UUC and can only be 
amended in writing upon the approval of the Board of Directors of the 

UUC (“UUC board”). 
 

II. Responsibility to donors. 
a. The UUC, its staff and volunteer representatives shall endeavor to 

assist donors in accomplishing their philanthropic objectives in a 

donor-centered way. 
b. All transactions between a donor and the UUC shall be held in 

confidence, and may be disclosed publicly only with the permission 
of the donor(s) or her/his/their designee. 

c. Any donor(s) requesting anonymity shall be given such, and 
reasonable procedures to safeguard such shall be implemented. 
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d. The UUC is committed to the highest ethical standards as set forth 
by the Unitarian Universalist Association (UUA). 

 
III.Legal considerations 

a. Compliance: The UUC shall comply with all local, state and federal 
laws and regulations concerning all charitable gifts it encourages, 

solicits or accepts. All required disclosures, registrations and 
procedures shall be made and/or followed in a thorough and timely 

manner. 
b. Endorsement of providers: The UUC shall not endorse legal, tax or 

financial advisors to prospective donors. 
c. Finder’s fees and commissions: The UUC shall not pay fees to any 

person as consideration for directed a gift by a donor to the UUC. 
d. Legal, tax and financial advice: the UUC shall inform prospective 

donors that it does not provide legal, tax or financial advice, and 

shall encourage prospective donors to discuss all charitable gift 
planning decisions with their own advisors before entering into any 

commitments to gift to the UUC.  This Policy is for information 
purposes only and is not intended as tax, legal, or estate planning 

advice. 
e. Preparation of legal documents: The UUC shall not prepare legal 

documents for execution by donors, except forms to create 
charitable gift annuities. The UUC may provide model language, 

such as sample bequest language, gift agreements or charitable 
remainder trusts, but shall strongly encourage prospective donors 

to have this language reviewed by their own counsel. 
f. Payment of fees: It will be the responsibility of the donor to secure 

an appraisal (where required) and to pay for the advice of 
independent legal, financial or other professional advisers as 

needed for all gifts made to the UUC. 

g. Service as executor or living trust trustee: The UUC will not agree 
to serve as executor of a decedent’s estate or as trustee of a living 

trust or other trust intended to serve as a person’s primary estate 
planning document. 

h. Trusteeship: Normally the UUC will not assume trusteeships. In 
cases where the donor and/or her/his advisor believes the UUC 

taking on a trusteeship is necessary, given the nature of a gift, the 
donor is asked to consult with the Office of  Stewardship and 

Development of the Unitarian Universalist Association (UUA), who 
will then advise the UUC. 

i. Use of counsel: The UUC shall seek the advice of legal counsel in 
matters relating to the acceptance of gifts when appropriate. 

Review by counsel is recommended for gifts involving: closely held 
stock transfers that are subject to restrictions; gifts involving 
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contracts, such as bargain sales; reformation of charitable trusts; 
and transactions involving potential conflicts of interest. 

 
IV.Gift acceptance 

a. Gift acceptance is the responsibility of the UUC board. 
b. Unrestricted cash gifts within a fiscal year. These gifts will be 

accounted for in the unrestricted fund for use in support of the 
general operations of UUC. These gifts will be included in the 

treasurer’s report to be approved by the UUC board. 
c. Temporarily restricted cash gifts. Gifts received in this category are 

to be used for a purpose specified by the donor subject to the 
acceptance of the UUC board. Examples of temporarily restricted 

gifts might be gifts received for use in a future fiscal year (timing 
restriction) or for a specific project (use restriction). 

i. Budgeted programs or facilities. UUC may accept a gift that is 

restricted as to its use if the UUC’s approved budget for the 
year in which the gift is to be accepted includes proposed 

funding for the specific program, purpose or facility for which 
the restricted gift is made. 

ii. Other restrictions. UUC may accept a gift that is restricted as to 
a use if the UUC’s budget for the year in which the gift is 

accepted does not include funding for the restricted use of the 
gift, subject to approval of the UUC board. 

d. Permanently restricted gifts. Gifts received in this category are 
commonly referred to as endowment funds. By donor specification 

the funds are to be invested and only the investment income or a 
portion thereof may be expended for the purpose(s) specified by 

the donor. The use of restricted funds is controlled by the UUC and 
the expenditure of the funds is at the UUC’s discretion, as long as 

the specified restrictions are met. Because conditions change over 

time, it is preferable the restricted gift instruments should contain 
the following contingency clause, whenever possible:    “If 

circumstances should arise in the future that make it illegal, 
impossible, or impracticable to use the gift for the purpose specified 

above, then the Finance Committee with the concurrence of the 
Endowment Committee may submit a request for modification of 

this purpose to the UUC board. If, in the best judgement of the UUC 
board, such modification is deemed prudent, it may authorize a 

change in the purpose for the fulfillment of objectives as near as 
practical to the original purpose. In the event of such modification 

to a named endowment, the original name will continue to be 
associated with the fund. This provision cannot convert a 

permanently restricted gift into a temporarily restricted or 
unrestricted gift.”       
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e. Approval of exceptions. Acceptance of gifts outside the scope of this 
policy requires the approval of the UUC board and must be recorded 

in board minutes. 
 

V. General Principles 
a. All references to tax law and regulations included in the document 

are provided solely for UUC’s convenience and should not be relied 
upon by donors. Such information is believed to be current at the 

time of the adoption of this policy, but UUC accepts no 
responsibility for either its accuracy or for updating it as laws and 

regulations change. 
b. UUC reserves the right to refuse any gift that in any way detracts 

from its mission, purpose, character, integrity, freedom, or 
independence. 

c. UUC must use gifts for the particular purpose designated by the 

donor or as set forth in any solicitation materials. 
d. UUC encourages donors who are considering planned or deferred 

gifts to consult with their attorneys and/or financial advisors.     
e. UUC requests a non-binding statement of intent to document a 

future commitment.  The UUC has a form for such purpose and 
includes information about the donor, the donor’s commitment and 

time frame for payments, and how the completed gift will be 
managed.  The form may be requested from our administrator.       

f. UUC follows the letter and spirit of all laws and regulations affecting 
or relating to charitable giving and fund raising activities.  

g. The donor is responsible for assigning a value to tangible property 
for their income tax purposes. 

VI.  Cash Gifts 
a. The most frequent method used to make a gift to UUC is a check. 

This provides the UUC with maximum flexibility in the pursuit of its 

mission and vision. Checks should be made payable to UUC and 
mailed or delivered to:  Unitarian Universalist Congregation, 1301 

Gladewood Drive, Blacksburg, VA 24060.  
b. For gifts made by check, the postmark date is the gift date. 

c. UUC also accepts credit card payments for donor convenience. 
d. Both credit card transactions and designation for checking account 

withdrawal can be done on the UUC website at www.uncnrv.org.  

VII. Gifts of Securities 
a. Publicly traded securities, mutual funds, shares of stock in closely 

held companies, bonds, and government issues may be given to 
UUC. The value of the gift will be the mean of the highest and 

lowest selling prices quoted for the security on the date of the gift 
or the next trading date if the date of the gift is a weekend or 

holiday. 

http://www.uncnrv.org/
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b. Types of Securities 
i. Publicly traded securities. These are securities regularly traded 

on a public stock exchange. It is UUC’s policy to convert 
securities to cash. 

ii. Mutual funds. These are pooled securities administered by 
various investment managers. Transfer of mutual funds 

requires that the shares of the mutual fund be transferred to 
UUC’s Wells Fargo account. It is UUC’s policy to convert 

securities to cash. 
iii. Closely held securities. These are shares of securities in entities 

that have been organized for profit-making purposes and are 
rarely traded on stock exchanges. Donors may give shares of 

closely held corporate securities to UUC in the same manner as 
publicly held securities. The value of the closely held securities 

in excess of $10,000 will be determined by a qualified 

independent appraiser as required by the IRS. The cost of the 
independent appraiser will be paid by the donor. To ensure that 

donors of closely held securities receive the tax benefits of such 
a gift and that both the donor and UUC comply with applicable 

IRS regulations, special handling is required. Only the UUC 
board in concert with legal counsel may accept gifts of closely 

held securities. 
 

VIII. Real Estate 
a. UUC may accept gifts of real estate, including houses, 

condominiums, commercial properties, farmland, rental property, 
and undeveloped lands, after a thorough review of the following 

factors: 
i. The usefulness of the property for UUC purposes. 

ii. The marketability of the property. 

iii. The existence of restrictions, reservations, easements, and/or 
other limitations. 

iv. The existence of encumbrances, such as mortgages and 
mechanics’ liens. 

v. Carrying costs, such as property owner’s association dues, 
taxes, insurance, and other maintenance expenses. 

vi. Fair market value in relation to the costs and limits listed above 
as determined by a qualified appraisal conducted in accordance 

with IRS standards. 
b. Prior to the acceptance of any parcel of real property, an assessment 

of the potential environmental risks will be conducted and paid for by 
the donor. The UUC board may alter or waive this requirement. This 

assessment shall include the following: 
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i. An inquiry of the donor(s) regarding the donor’s knowledge of 
the history of the property. 

ii. A title search to determine whom the prior owners might have 
been. 

iii. A consultation with federal, state, and local environmental 
agencies to find out whether the property has any history of 

hazardous waste contamination. 
iv. A visual inspection of the property for any evidence of 

environmental hazards. 
c. An environmental audit conducted by a professional service may be 

required.  
d. The decision to accept gifts of real estate requires UUC board approval. 

e. The UUC will consider donation of a home via a retained life estate 
agreement. This may be accomplished with the help of the Unitarian 

Universalist Association. 

IX.  Tangible Personal Property 
a. UUC may accept gifts of tangible personal property, including works of 

art, jewelry, antiques, coin, stamps and other collections, automobiles, 
manuscripts, and books. Such gifts may be accepted only after a 

thorough review indicates the property is readily marketable or may be 
used by UUC in a manner consistent with one of the purposes for 

which it was granted status. An essential issue for donors to consider 
before contributing a gift of tangible personal property is whether they 

would like UUC to use or display the property. Prospective donors 
should be advised that UUC reserves the right to sell or otherwise 

dispose of the personal property in question, if such action is 
financially advisable or necessary. Any gift of tangible personal 

property must be approved by the UUC board. 
b. For goods-in-kind donations with a fair market value of less than 

$5000, UUC should be furnished with the following information: 

iv. Donor’s name, address, and telephone number. 
v. Contact person if donor is a corporation. 

vi. Donor’s social security number of tax identification number. 
vii. Brief physical description of the donated asset, including an 

explanation of the method used to determine the fair market 
value. 

c. For goods-in-kind donations with a fair market value of $5,000 or 
more, UUC must be furnished with the following in addition to the 

information required for less than $5000 goods-in-kind donations: 
i. An independent evaluation from a qualified appraiser and evidence 

of having met the reporting requirements for IRS Form 8283, 
Non-Cash Charitable Contributions Appraisal Summary. 
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d. In order that the donor may make appropriate provisions on his/her 
tax return UUC should advise the donor of its intention to sell the 

property. 
X. Non-Traditional Investments 

a. UUC may accept gifts of non-traditional investments after a thorough 
review of the following factors: 

i. Marketability 
ii. Nature of any applicable restrictions. 

iii. Legal and other liabilities associated with the asset. 
iv. Carrying costs such as administrative and legal fees. 

v. Exposure to unrelated business income tax liability. 
XI. Appraisals 

a. All appraisals of real and personal property contributed to UUC shall be 
done in accordance with IRS Publication 561. Expenses incurred 

obtaining an appraisal will be the responsibility of the donor unless 

special circumstances exist that makes it appropriate for UUC to share 
the cost. Any appraisal cost borne by UUC must be approved by the 

UUC board.  
XII. Planned Giving 

a. Planned gifts may be either deferred or outright. They involve the 
transfer of substantial assets which significantly impact the donors’ 

estate and final plans. These gifts often do not immediately confer 
institutional ownership and generally are not taken out of current 

earnings. The acceptable methods of creating such gifts to UUC are 
described below: 

i. Gift by will or revocable living trust. Gifts made by will or 
revocable living trust are completed only at the death of the donor 

and/or surviving beneficiary. These gifts may provide for a specific 
dollar amount in cash, specific securities, and specific articles of 

tangible personal property or a percentage of the residue of the 

estate. Bequest may be given as unrestricted, temporarily 
restricted, or permanently restricted gifts.                                                                                              

Donors are encouraged to recognize that over the many years 
following the establishment of a deferred gift, the needs, policies, 

and circumstances of UUC can change in unforeseen ways. The 
UUC board must have the flexibility to make use of the funds in 

the best interest of UUC and in accord with donor interest and 
specifications. Thus, donors are encouraged to avoid detailed 

limitations and restrictions for their gifts. Donors considering 
bequests for a specific purpose are encouraged to consult with the 

Planned Giving Committee regarding their wishes.                                                                                                      
Because they are subject to change, gift commitments by will or 

revocable trust do not generate tax deductions for the donor nor 
are they counted as current gift revenue for UUC. However, 
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donors are encouraged to advise UUC of these provisions to assist 
UUC in its future planning. All such notifications are held in 

strictest confidence, unless the donor gives express permission for 
their plans to be made public. A form for such notification is 

available from the administrator and is non-binding. The UUC has 
gift language forms available for donors to use. 

ii. Life insurance beneficiary designations. Donors may name UUC as 
a beneficiary of their life insurance policies. Any benefit that the 

UUC receives from the donor’s insurance will be excluded from the 
donor’s taxable estate. 

iii. Life insurance policy gifting. Donors may name UUC as irrevocable 
beneficiary and owner of their life insurance policies. This results 

in an immediate income tax charitable deduction equivalent to the 
policy’s cash surrender value or replacement value. If additional 

premium payments are due, those payments are deductible as 

charitable contributions. 
iv. Retirement plans. These include traditional or rollover IRAs, 

401(k), or Keogh plans. These assets have been growing tax-free 
for years. Once the owner begins to receive payments from the 

qualified plans, the distributions are taxed. If these plans are left 
to the UUC, the full amount will generally be received and used 

according to the donor’s wishes. The full amount is still included in 
the donor’s taxable estate but is fully deductible as a charitable 

gift. 
v. Life estate plans. Donors may contribute their personal residence 

but continue to live there for the rest of their (two individuals) 
lives. This type of gift of a future interest in your home lets donors 

to continue to enjoy their home, without diminishing their 
standard of living, while obtaining a substantial income tax 

charitable deduction. These plans can be administered by the 

Unitarian Universalist Association (UUA) and must be evaluated by 
UUA. Donors can divide the contribution between UUC and UUA as 

mutually agreed upon. 
vi. Charitable gift annuity (CGA). A CGA is a contractual agreement 

between the UUA and one or two donors. A CGA will 1) pay a fixed 
dollar amount to one or two people for as long as they live or for a 

set number of years and 2) at the end of the contract, deliver 
what remains of the original gift to UUC. The minimum gift is 

$10,000. The CGA is administered by the UUA and the State 
Street Bank and Trust of Boston, MA. Details are available in a 

brochure prepared by the Planned Giving Committee in 
conjunction with the UUA.  

vii. UUA umbrella giving program. Umbrella giving allows entities 
under the UU umbrella (such as UUC) to receive gifts through a 
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single donation to the UUA. A donor can give planned gifts such as 
bequests, gift annuities and charitable trusts via umbrella giving. 

For details about umbrella giving see the brochure. 
viii. Charitable remainder trusts (CRTs). IRS-qualified CRTs are 

wonderful ways of giving and receiving at the same time. There 
are many types of CRTs available, the details of which can be 

found in the brochure. The CRT instruments are administered by 
the UUA. The UUC can be the sole or part beneficiary of the trust. 

The minimum trust amount is generally $100,000.  
ix. UUA pooled income fund (PIF). The PIF is a fund administered by 

the UUA. All PIF contributions are commingled for investment 
purposes. Each gift is assigned a fixed number of “units of 

participation”. The value of the gift made to UUC after the income 
recipients have died is often greater than the original contribution. 

The minimum gift amount is $5000. Payments are made to the 

donor(s) on a quarterly basis. See the brochure for details. 
x. UU Common Endowment Fund (UUCEF). This is an endowment 

fund administered by the UUA for the UUC. Monies gifted to the 
UUC Endowment Fund are in turn sent to the UUCEF for 

investment. Investments are made in accordance with Unitarian 
Universalist principles. See the UUC Endowment Fund brochure for 

details. 
XIII. Donor Recognition 

a. The UUC board, upon recommendation by the Planned Giving 
Subcommittee, may establish criteria for the recognition and honoring 

of a donor(s) with certain honors or benefits based on various giving 
levels achieved by a donor(s) and the type of gift. These honors or 

benefits may include the listing of the donor’s name on a roll or plaque 
of significant donors or the opportunity to receive invitations to donor 

recognition events. 

b. The UUC board shall make no commitments to a donor(s) concerning 
the naming of rooms or other facilities apart from existing UUC 

policies. 
 

XIV. Periodic review 
The Planned Giving Subcommittee shall periodically (but no less 

frequently than every 5 years) review these policies to ensure that 
they continue to accurately describe the policies of the UUC with 

respect to acceptance of charitable gifts, and shall propose to the UUC 
board for adoption those revisions that the Planned Giving 

Subcommittee shall determine to be necessary or appropriate in order 
for the gift acceptance policy to accurately reflect the policies of the 

UUC. 
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H. UUA Fair Share Payments 

The Congregation shall pay its full Fair Share to the UUA as defined by 

the UUC.  The payments shall be paid quarterly. 

I. Sale of Grocery Gift Cards 

The Finance Committee shall sell grocery gift cards with the proceeds 

being placed in a revolving fund. Surplus funds shall be allocated in the 
annual budget.  

J. Congregation and Community Assistance Fund and Scrip 
Donations 

The minister shall have at his or her disposal a fund which is to be used 

solely to provide financial assistance to members of the congregation or 
people from the larger community in times of need. 

Some examples of acceptable uses would be the payment of utility bills, 
food assistance, medical care, or rent assistance. (These examples do 

n o t  imply that this fund cannot be used for other worthy needs.) The 

names and reasons for the assistance will be kept confidential. In no 
case, may the minister use this fund for his or her own needs or the 

needs of a family member. This will be listed as a designated fund in our 
monthly Treasurer’s report. This fund shall be kept in a checking account, 

and the minister shall keep copies of all checks written to that account. 
The account shall be audited by the treasurer at the discretion of the 

board. The fund shall be collected in a special collection as determined 
by the board or through special gifts to the fund. The administrator and 

treasurer shall both be signatories on the account. A basket for Scrip 
donations shall be on the Scrip table each Sunday and shall be counted 

as part of the Congregation and Community Assistance Fund. 
 

J. Second Signatory 

The treasurer shall be authorized to sign checks from the Congregational 

account. Designated individuals may sign checks in the event the 
treasurer is unavailable. This should not be a standard practice, but 

only a back-up in the treasurer’s absence. Two signatures, the treasurer 
and other designated individual, shall be required for non-payroll checks 

greater than or equal to $1,500.00. 
 

K.  Second Signatory for Capital Campaign Expenses 

Two signatures, that of the Capital Campaign treasurer and that of a 

designated non-treasurer Board member be required for all checks over 
$10,000. 
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L. Sunday Morning Solicitations 
    (Board, 2/9/00) 

1. Direct solicitations to the Congregation for donations or purchase of 
goods or services to benefit programs sponsored by community or 

other organizations or individuals may be made by program 
participants, members and their families and friends of the 

Congregation before, between, or after Sunday services, under the 

following conditions: 

2. Performers and artists contributing to the Sunday service are 

authorized to offer their artistic products for sale following the service. 
(Examples: a musician may sell CD’s after the service in which the 

musician has performed; an artist whose work decorates our premises 
may include a card listing the price.)  

3. Announcements of non-UU solicitations within a Sunday service are to 
be limited to the announcement portion of the service. (Examples: 

announcements relating to any of the above examples are to be 
delivered only during the announcement part of the service; a 

musician may not say after the performance he/she has CD’s for sale; 
however, the Guest-at-your- Table boxes, as a UU solicitation, may be 

announced and collected outside the announcement part of the 
service.) 

4. Announcements for private profit not described above are discouraged 

during the Sunday services. (Examples: no one should announce 
during announcements or at any other time during a service, that 

they have homemade jam, a used car, or other products or services 
for sale.) 

5. Any seller required by law to collect sales tax shall do so on sales 
occurring at the fellowship hall. 

6. Social Action Issues: 

i. Requests for approval of solicitations involving social justice 

concerns shall be screened by the Social Action Committee 
(SAC), prior to referral to the Board, for conformity with the 

seven principles of the UUA, the current goals of the SAC, 
and the results of any survey of the Congregation’s social 

justice concerns. 

ii. Any request declined by the SAC may be appealed to the Board. 

iii. The 4th Sunday social justice special offerings, having been 

previously approved by the Board, are exempt from further 
referral to the Board. Scheduling of other fundraising should not 

conflict with these offerings 
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iv. Solicitations for health charities, such as the American Heart 
Association and the American Cancer Society, will not be 

considered by the SAC. 

v. In the event of emergency, vote by the Board by e-mail 

is permitted. 

 
7. Solicitations for the Minister’s Discretionary Fund are exempted 

from the preceding requirements. 
 

M. Disposition of carryover funds 

All budgeted monies not spent during the prior fiscal year will be 
distributed to the operations and building contingency funds in a 4:1 ratio. 

 

N.  Use of UUC Credit Cards 
(Board 2/11/2004) 

These procedures shall apply to any UUC credit cards used by any 
authorized person. An authorized person is any person whose use of a 

UUC credit card has been approved by the UUC Board. For purposes of 
these procedures, the authorized person is the cardholder. The 

authorized person will be provided with the following procedures at the 

time of issuance of the card and will be asked to sign a statement stating 
that he/she understands and agrees to these procedures. A copy of this 

signed statement will be retained in the UUC records. 

 
1. UUC credit card is to be used for congregation related purposes only. 

In the case of a card issued to the Minister for professional expenses, 
allowable expenses to be charged to the card are only those 

expenses that are properly assignable as professional expenses of a 
Minister as defined by U.S. tax law and all applicable regulations and 

other guidelines issued there under. 

 
2. Authorized cardholders must comply with all directions that are 

issued for usage of credit cards. Cardholders should familiarize 
themselves with the conditions of use imposed by the credit card 

provider and adhere to those conditions always. 

 
3. Cash withdrawals are to be limited to exceptional circumstances 

where immediate cash requirements are necessary, e.g. where the 
card is not accepted. The total of such cash withdrawals must not 

exceed the estimated cost of the approved expenditure. If a cash 
advance is obtained for other than business purposes, the cardholder 

will be responsible for any finance charges and fees.  
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4. In the event of unavoidable co-mingling of personal and 
professional usage, a personal check payable to UUC for the 

personal portion must accompany the business receipts. 

5. The Treasurer will immediately report any excessive or inappropriate 

personal usage of the card to the Board. Such usage could result in 

the cancellation of the card. 
 

6. The following reconcilement procedure is the cardholder’s 

responsibility: 

 
a. Credit card receipts must be maintained along with supporting 

documentation for each charge. A credit card slip is not acceptable 
unless it contains a detailed description of items purchased. 

b. Within one week (7 days) of the purchase, the cardholder will 
send all signed receipts and supporting documentation, along with 

the applicable budget line item to which each applies, to the 
Administrator. 

 

c. Should a receipt be misplaced, the cardholder will complete an 

expense voucher, obtain the Treasurer’s approval, and substitute 
the form for the missing receipt. This must be accomplished 

within 7 days of item(s) purchased. 

 
7. The loss or theft of the credit card must be reported immediately to 

the issuing Bank and the Treasurer. Failure to do so could result in the 
cardholder being held personally responsible for transactions charged 

against the card illegally. 

 
8. The account is the cardholder’s responsibility and should only be used 

by the cardholder. Please sign the reverse side of the card as soon as 
it is received. 

 

9. Upon termination of employment with UUC or at the request of the 
UUC Board, the card must be returned. 

 

P. Social Action Fourth-Sunday Special Collection 

Community Services Team is authorized to receive the non-pledge basket 

offerings on the fourth Sunday of each month for allocation to a social 
justice, charitable, or emergency relief project with the recipient to be 

announced in the newsletter and the general listserv prior to the 
collection. (Board, 10/11/06). 
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Q. UUC Fund Raising Policy 
 

General 
Predictable expenses and financial needs of the UUC should be supported 

through the church budget and annual Stewardship Campaign. However, 

additional fund raising events and campaigns expand the ability of our 
Congregation to support worthy projects. This policy governs fund 

raising activities by Members and Friends on and off congregation 
premises, as well as use of the UUC’s mailing/telephone list. (Rental of 

the building for fund raising purposes is governed by the Policy and 
Procedures Manual Part I Section V Part D/ Building Use.) 

 
All fund raising shall be consistent with the purposes and principles of 

Unitarian Universalism and the Unitarian Universalist Congregation. 
 

Fund raising activities and projects must be approved by the Executive 
Board acting under the Policy and Procedures Manual Part I Section VI 

Part F/ Special Solicitations. Prior to being submitted to the Board, all 
proposals should be reviewed and supported by a UUC committee and 

the appropriate council (as determined by the governance document). 

Proposals for fundraising expected to generate over $500 should be 
jointly reviewed by the appropriate council and the 

Finance/Administration Council. 
 

The beneficiary of any fund raising activity shall be clearly and 
specifically identified when an appeal is made. All money raised for the 

benefit of a UUC project shall be deposited in the primary UUC bank 
account. 

 
In all types of fund raising, priority shall be given to fundraising efforts 

which directly benefit the Unitarian Universalist Congregation. Second 
priority shall be given to fundraising efforts which benefit Unitarian 

Universalist organizations. 
 

Fundraising Activities Not Requiring Board Approval 

 
The following regular fund raising activities are automatically approved 

until the Executive Board revises the list. The prescribed notice and 
scheduling procedures given below are to be followed. 

 
Fund raising by UUC for UUC 

Annual Auction  
Purchase of Hymnals 

Life Span Faith Development  
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Memorial Garden Playground 
Scrip (grocery cards) Spring/Winter Fundraiser Stewardship Campaign 

SUUSI Hospitality 
YRUU Activities 

EBay sales by a third party 
Amazon portal on web site 

 
Fund raising by UUC for others  

Life Span Faith Development  
Social Action/Community Service  

Christmas Eve offering 
Montgomery County Christmas Store  

Food Pantry 
Fourth Sunday non-pledge offering NAACP 

To Our House WVTF 

 
Fund raising by UUC for UU Programs UUA Chalice Lighters UUSC 

Guest at Your Table 
 

Scheduling 
All fundraising events are to be scheduled through the Administrative 

staff. The Executive Board recognizes the need to limit the number of 
financial appeals and to spread them out over the year to avoid 

exhausting our members’ good will. The staff shall schedule fund raising 
activities. 

 
Notice of approved fundraisers listing purpose, schedule, and responsible 

party shall be filed with the administrative staff. A form for this purpose is 
available from the Administrator. The staff shall advise the Finance 

Committee and the Executive Board of fund raising requests other than 

those listed above. 

 

R. Pilot Child Care Reimbursement Policy 
 

The Board voted to create a pilot at home childcare full reimbursement 
for Board meetings for the 2017-2018 year for any Board member 

position. 
 


