
Current UUFCM Policies 
Leadership Development Policy 
The UU Board wishes to develop additional leadership for the Fellowship. In order to do so, the following 
criteria may be used to determine who will represent UUFCM at various trainings and workshops (e.g., 
UUA General Assembly, the Midwest Leadership School, OWL training) each year with partial or full 
financial support: 
 

• Attendance is by invitation, not whoever wants to attend. 
• Attendee is a member of the Fellowship. 
• Newer UU Board members 
• Attendee has demonstrated leadership capacity. 
• Attendee is recommended by others. 
• Not a return attendee in general 
• Commits to take leadership roles in the Fellowship 
• Others certainly can attend at their own expense 

 
Attendees will be expected to provide a personal reflection and/or report to the Board of Trustees.  
(April 19, 2019) 
 
Display of Photos of Previous Ministers 
Photographs of previous ministers who have served UUFCM for 1 year or more will be publicly displayed. 
(November 10, 2019) 
 
Names on the Memorial Tree 

1. No names currently on the tree will be removed. 
2. Going forward, the names of deceased congregation members will be added. Friends, former      

members, and relatives of members will not automatically be added. 
3. Any member of the congregation can propose to the Board the addition of the name of any 

deceased former member or non-member. 
(January 12, 2020) 
 
 
 
  



Policies of The Communication Committee 
Overview 
Sharing ideas, information and feelings between ourselves and the larger community, clearly, effectively, 
and efficiently, is essential to how we live into the mission of our fellowship. Recognizing that 
communication is rapidly changing and increasingly complex where one mode no longer fits all, UUFCM 
maintains several sponsored sites…including but not limited to…our website, eNews via Mail Chimp, and 
Facebook. While each of these platforms may require specific policies and procedures, all communications 
will be guided by the same overarching guidelines, principles and goals. 
 
All UUFCM-sponsored sites shall affirm, promote and elevate Unitarian Universalist values and the mission 
of our fellowship. 
 
Posts will be free of any language that is harmful, threatening, unlawful, defamatory, infringing, abusive, 
inflammatory, harassing, vulgar, obscene, fraudulent, invasive of privacy or publicity rights, or hateful. 
Racism, sexism, misogyny, homophobia, transphobia, ableism, classism, fat-shaming or any other 
dehumanization of others based on identity will not be permitted. 
 
• We will welcome visitors and all those who may be seeking a potential spiritual community. We will 

showcase what makes us special and share what we do. 
 
• We will keep things current, up to date, consistent and accurate across platforms. Errors and/or omissions 

will be corrected as soon as they are known and the correction will be noted. 
 
• We will answer questions, reply to comments where appropriate, and address content concerns as 

promptly as possible. Any disagreements will be addressed in a friendly, kind and, when necessary, firm 
and respectful, way. 

 
• We will engage the congregation by providing opportunities for comments, reaction, and dialogue. 
 
• We will always be mindful of the safety and confidentiality of our members and friends, especially our 

children. Images of children will be used only with permission, and at no time will they be identified by 
name. 

 
Two or more representatives of the Communications Committee will be designated as administrators on 
each of the platforms currently employed by UUFCM and share responsibility for monitoring the content 
that is presented. They shall have full authority to create, delete and maintain the content in compliance 
with our UUFCM Mission and aforementioned principles, guidelines and goals. 
 
The Communications Committee members, chair and platform administrators shall be accountable to each 
other, the minister and the UUFCM Board President. 
 
Platforms 
eNews 
The eNews is a digital newsletter published weekly and sent to members and friends of UUFCM as a means 
of sharing information about UUFCM-sponsored current happenings, coming events, volunteer 
opportunities, and updates in the life of our fellowship. 

Recipients must opt in to receive the eNews. Paper copies are available upon request. 
 
The ultimate decision regarding content in the eNews will reside with the minister and a representative 



from the Communications Committee. 
 
 
 

• Upcoming Events will include relevant news of the fellowship only. 
 

• Community News may include local and/or denominational news not directly related to members 
and friends, but which are aligned with our mission as appropriate and as space allows. Community 
News may also be directed to the Facebook page or group as appropriate and may also appear on 
our website. 

 
• The Calendar will include non-UUFCM building-use events but they will NOT appear in the eNews. 

Website 
The UUFCM website is a virtual front door to our fellowship. Through it we invite others to share who we 
are, what we do, and why we do it. It is the repository of information regarding our beliefs, our worship, 
our social justice programs, our religious education programs, our governance, and our shared interest 
programs. 

Submissions to Website and eNews 
Generally, any articles or announcements should come from the minister, Director of Religious Education, 
board officers and team and committee leaders. Should there be a question as to the appropriateness of 
the publishing of an article or announcement, the administrative assistant will refer the concern to the 
board president (or designee) or minister. 
 
All news articles, updates, and information for the web site should be submitted to the church 
administrative assistant (admin@uufcm.org) for posting. If the information should be included in the e-
News or weekly Sunday bulletin insert, the deadline is Tuesday at 5:00 pm. The deadline allows time for 
proofing/feedback/questions, and printing in the case of the Sunday bulletin insert. 
Documents can be submitted in the following formats: 

• First submitted document choice would be a PDF, then a Google Doc or MS Office Word. 
Images need to be JPEG or PNG files. 

 
Social Media/Facebook (To date our social media presence is limited to Facebook. As additional platforms 
are added, the policy will be updated to reflect these additions.) 
 
Facebook Page 
A Facebook Page is a public site which does not require a Facebook account to access. It may be the first 
introduction a visitor has with our fellowship. The page and website will be linked to each other in an 
effort for greater outreach. 
The majority of the content on our public Facebook page, Unitarian Universalist Fellowship of Central 
Michigan, will promote: 

• activities occurring at UUFCM; 
• activities in which members of UUFCM are participating; 
• events in the greater Central Michigan area that are sponsored by Unitarian 
• Universalist churches and UUA affiliated organizations; and other posts that encourage, promote 
and support the mission statement of UUFCM. 

 
Posts will be made by the administrators of the page or their designee only. The site will, however, allow 



for comments and questions. 

Facebook Groups 
Facebook groups are different from the public Facebook Page in that they are restricted to members who 
must apply. Groups vary in form and function. Some can be found through a Facebook search, while others 
remain totally hidden. In every case, only people in the group can see who is a member and what they 
post. 
 

• All groups will post the group rules and will be mindful of the previously stated guidelines, 
principles, and goals. 
 
• All groups will have at least two administrators and will include in their membership the minister or 
a representative of the Communications Committee. 
 
• All groups will remind their members regularly of the privacy policies as it applies to posting and 
sharing content. 
 
• As a matter of safety and transparency, groups involving youth will also be open to parents of those 
youth upon request. 
 
• Any task force, team, committee, or interest group wishing to create a new Facebook group will be 
asked to apprise the Communications Committee and will be subject to all of the above. If the new 
group is not in compliance, it will not be recognized as part of the UUFCM presence. 

Current Facebook Groups Include the Following: 
UUFCM Connections: a private Facebook group created to enable dialogue, action, fellowship and support 
for members and friends of UUFCM. In addition to information posted by the administrator, all members 
of the group are welcome to post comments, photos, and links that would be of interest to the group. A 
good rule of thumb would be to consider UUFCM Connections as a virtual coffee hour. Anything you would 
feel comfortable sharing during coffee hour would probably be appropriate here. 
 
UUFCM RE Program: This group is designed for parents and friends of the Religious Education (RE) Program 
at the Unitarian Universalist Fellowship of Central Michigan (UUFCM). Event notifications and updates for 
our program will be posted here. 
 
UUFCM Women’s Circle: We gather to provide a safe and supportive place to explore joys and issues of 
being a woman, to learn about women’s history, to get to know one another better, and to have fun! We 
meet on 4th Thursdays at 7pm. Join us via Zoom. 

 
Announcements from the Pulpit 
Announcements of regularly scheduled church activities are to be published on all appropriate platforms: 
eNews, website, printed Sunday bulletin, and social media. No spoken announcements for regular events 
will be given unless there is an unexpected change that makes advance planning impossible. 
 
The only announcements made on Sunday morning are to be provided to the minister or designee prior to 
the service. 

The Church Calendar 
Postings to the calendar will be done by the administrative assistant and come from the minister, board 
members, team or committee leaders, or the rental manager. 



Remind App 
Remind is a telephone application that will be used to alert members and friends of important messages of 
a timely nature. It will be used sparingly and only at the direction of the minister or board president. 

Public Relations 
Public relations refers to all additional methods of sharing our message with the community at large This 
may include, but is not limited to, press releases, billboards, radio, and television transmissions. All such 
avenues will follow the mission of our fellowship and be subject to all of the general policies set by the 
communications team. All proposals requiring funds necessary for implementation will be submitted to 
the team for evaluation and may then be referred to the board where a method of funding will be 
determined. 
(February 14, 2021) 
  



Building Use Policy 
General Principles 
The building shall be used to advance and promote, directly or indirectly, the goals of the Fellowship. 
Within that context and to that end, the building shall be available for the greatest possible usage by the 
congregation and the wider community that is consistent with safety, security, and cost of operations. 
 
The building shall not be used for any purpose that is contrary to the seven principles of the UUA. If a 
question arises in this regard, the Board shall make a determination. 
 
Church-Sponsored Use 
In scheduling space usage, priority shall be given to church services, religious education, and meetings and 
events of any sort that are specifically and directly sponsored by the church. All events must be on the 
master calendar at least 2 weeks in advance of the activity. 
 
The Board of Trustees shall be responsible for determining whether an event is "sponsored by the church". 
 
The renter is responsible for cleaning up the facility and returning all furniture and equipment to their 
original locations immediately after the event. 
 
Other uses 
When the building is used for purposes not sponsored by the church, a fee shall be charged and received 
in advance. All events must be on the master calendar at least 2 weeks in advance of the activity. The 
Board of Trustees shall establish a fee schedule for members and non- members. 
 
It is envisioned that members and non·members may use the facility for weddings, recitals, performances, 
meetings, rehearsals, and so forth. Members may use the space for family related events only (birthdays, 
weddings, memorial services, etc.); other uses are considered non-member events and are charged the 
non-member fee (see fee chart). 
 
Significant birthday milestones, baby showers and wedding showers may be planned by the Coordinating 
Team (and interested family members) on behalf of the congregation at mutually agreed upon dates/times 
with food and/or activities. 
 
Following a Celebration of Life memorial service, UUFCM can assist with coffee, tea, and sweets in the 
Social Hall. Equipment and set up in the sanctuary for a slideshow is also available. Contact the 
Coordinating Team leader for information and assistance with planning. 
 
Priority for members 
Members of the church may be given priority over non· members in booking the building for uses that are 
not sponsored by the church. 
 
This priority may be reflected in the fee schedule and/or in the exercise of discretion when conflicting 
requests are simultaneously pending. 



Tobacco and Alcohol 
Smoking is prohibited on all portions of the property. Alcohol consumption must be in accord with state 
and local laws. 
 
Continuing Usage/Long-term bookings 
Any planned continuing or ongoing usage (regular weekly or monthly events, etc.) must be approved by 
the Board of Trustees or else by a person or committee expressly designated by the Board to give such 
approval. 
 
When such approval is given for activities that are not directly sponsored by the church, it must in all cases 
be revocable upon a one month advanced notice. 
 
Booking 

• Anyone seeking to reserve space should contact the Rental Manager of UUFCM or the person 
designated by the President well in advance. 

• The Administrative Assistant (admin@uufcm.org) shall regularly update the master calendar of 
planned building usage on the web site (www.uufcm.org). 

• Parties who make reservations shall be given a copy of this policy. 
• Parties who make reservations must in all cases complete and sign the reservation request/waiver 

of liability form and pay in full the rental fee and security deposit no later than 2 weeks prior to the 
event. A reservation will not be accepted if a down payment of 50% (rental fee and security 
deposit) is not made at the time of the booking. 

• If our AV equipment is to be used, a special fee for usage and technical support will be assessed 
(see fee chart). 

• The Board of Trustees shall also establish a refundable security deposit when the building is used 
for activities that might cause significant clean·up needs. 

 
Security Deposit 
The rented space must be cleaned immediately after the event and left in the condition in which it was 
found. Furniture and other equipment must be returned to their original locations. A security deposit of $ 
150 will be returned in full if these conditions have been met. If they have not been met, UUFCM reserves 
the right to deduct cleaning costs from the security deposit. 
 
Damages 
It shall be the responsibility of any person making a reservation to use the building to remedy promptly 
any damage resulting from use during the period of the reservation. If damages are not remedied within 
30 days, UUFCM may make repairs and bill the party who placed the reservation. 
 
Rights of Board of Trustees 
The Board of Trustees, having established this policy, reserves the right to make exceptions to it and to 
enter into negotiations regarding proposed uses not anticipated here. 
(August 2022) 
 
 
 
 
 



UUFCM User Fees for UU Center 
 

UUFCM Member Social Hall Sanctuary Green Room Total Space 

2 hours 25 25 10 50 
4 hours 40 40 15 90 
Full day (8 hours) 80 80 20 150 
Recital/concert  100   

  Wedding* by donation + tech support fee $15/hour 
  Memorial Service*                                                            by donation + tech support fee $15/hour 
 
 

UUFCM Nonmember Social Hall Sanctuary Green Room Total Space 

2 hours 50 50 15 110 
4 hours 70 70 20 150 
Full day 100 120 25 240 

Concert Package 
 

150 
  

(includes 3 hours, plus 1 hour rehearsal; additional hour $20) + tech support fee $15/hour 
 
Student Recital Package 

 
100 

(includes 3 hours, plus 1 hour rehearsal; additional hour $20) + tech support fee $15/hour 
 
   Wedding* 300 full-day, entire building + tech support fee $15/hour  
 175 Four hours or less, no kitchen use, + tech support  fee 
 $15/hr. Additional time $ 25/hour 
 

Memorial Service* 250 full day, entire building + tech support fee $15/hour 
175 Four hours or less, no kitchen use + tech support fee 
$15/hr. Additional time $25/hour 

Security Deposit                  150 

Long-term use: will be decided by the Board on a case-by-case basis. 
 

*Wedding and Memorial Services: additional fees for minister and pianist as arranged.  

(September 2023) 

  



Policies Regarding Worship 
Policy Regarding Adaptations to CLF/Worship Web/Soul Matters Sermons and/or Other Worship 
Materials 

The UUFCM minister and lay worship planners have access to worship service materials via online access 
(e.g. the UUA’s Worship Web service, Church of the Larger Fellowship [CLF]’s Quest for Meaning website) 
as well as a subscription to Soul Matters Sharing Circle, through which we have access to sermons and 
other worship materials crafted by various UU ministers and other authors from across the country. The 
UUA services as well as our subscription give us permission to both copy and utilize these materials in our 
worship services. 

The minister or lay leader may change any part of the sermon as long as it is clearly indicated during the 
sermon when there is a deviation from the written text. It must be stated who has written the change 
from the text, or, if it is a spontaneous commentary during the service, the service leader should indicate 
that these are his or her own thoughts. All readings should be clearly attributed to their authors and every 
effort should be made to have sermons and readings identified in the service bulletin. It should also always 
be clear that lay leaders are speaking for themselves and not speaking officially for the UUFCM. 
 
Miscellaneous Worship Practices 
Food and Beverage in the Sanctuary 
No food is permitted in the sanctuary during worship services. Drink is permitted in the sanctuary during 
worship services as long as it is in closed containers. This policy should be included occasionally in the 
Order of Service, in the eNews, and on a poster at the entrance to the sanctuary. 

Electronic Devices in Services 
For the time being, no written policy shall exist regarding cell phone and electronic device use in the 
services. The worship leader shall ask congregants at the beginning of the service to set their cell phones 
and other electronic devices to “worship mode.” 
(August 2020) 
  



Policy and Process for Public Representation of UUFCM 
This policy and process describe the conditions under which UUFCM shall be represented at an 
event/issue. For example, UUFCM may be represented in a local parade or UUFCM members may be 
mentioned in a newspaper article as supporting an ordinance within Mount Pleasant. The Board of 
Trustees shall ensure that if anyone represents UUFCM at an event or association for or against an issue, 
the issue is – at a minimum – an appropriate topic for the congregation to participate, is aligned with the 
UUFCM Mission, and does not interfere with the taxation or legal standing of UUFCM as an institution of 
religion. 

1. Any member or friend of the congregation may make a request to the Board of Trustees that UUFCM be 
represented at an event/issue. To make a request of the Board of Trustees the member or friend must 
do the following (See Fig. 1): 

a. Describe the event/issue, including a time and place that the public representation will occur. 
b. Provide a rationale for why UUFCM should be represented at the event/issue (e.g., Explain how 

the event is aligned with the UUFCM mission). 
c. State whether the state, regional, or national UU organizations or other frequent UU partners 

are being represented at the event/issue. 
d. State whether UUFCM or its members have been represented or participated in the event/issue 

in the past. 
e. Provide a deadline for which a decision from the Board of Trustees is required. 

2. The Board of Trustees shall discuss the request. The Board of Trustees shall consider the following 
topics during discussion (See Fig. 2): 

a. Does the event/issue align with the tax-exempt status of UUFCM? 
b. Does the event/issue align with the UUFCM mission? 
c. Has UUFCM or its members and friends supported the issue/event in the past? 

3. The Board of Trustees shall vote on whether to be represented at the event/issue. A simple majority of 
a quorum of Board of Trustees members shall determine the opinion. 

4. The Board of Trustees shall announce its opinion to the requestor. In cases in which the Board of 
Trustees decides to participate, the Board of Trustees shall announce the decision to the whole 
congregation. 

If UUFCM decides to be represented at an event/issue, then attending or organizing members or friends 
may do the following: 

• Announce their attendance as members of UUFCM 
• Use the name and logo of UUFCM as a supporting, sponsoring, or advocating organization 
• Use the official banner of UUFCM. 

(8/2/2019) 



Figure 1: Process 
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Bidding Policy Regarding Expenditures over $1000 or $2500 
A – Exclusions 
B – Bids and Comparison Pricing Policy  
C – Waivers 

All capital improvements expenditures must be approved by the Board. 
A – Exclusions – The Treasurer or other person designated by the Board shall have the authority to pay all 
reasonable bills related to utilities, (i.e., phone, water, gas, electricity), salaries and other reasonable 
expenses related to the normal operation of the church, without complying with the bid policy listed 
below in B. 
 
Also, the Treasurer or other person designated by the Board shall have the authority to pay financial 
contracts, i.e., the church mortgage and other fixed financial contracts. 
 
B – Bids and Comparison Pricing Policy – All expenditures other than the above that are in excess of $1000 
shall be required to be approved by the Board. All expenditures other than the above that are in excess of 
$2,500 shall be required to have three competitive bids or three comparison prices. This will include 
capital improvements, service contracts, furniture and equipment, materials, building projects, but not 
limited to the items listed above. The bids or comparison prices will be submitted to the Board for 
approval or disapproval. This will be limited to each single project or expenditure. 
 
C – Waivers – A waiver of the requirement for bids or comparison pricing may be granted with the 
approval of the Board or the President of the Board. If the need is immediate and immediate action is 
necessary, the Treasurer will have the authority to act. An immediate event shall be defined as one that 
will imminently cause deterioration or danger to the church properties, such as a furnace, water, or any 
other such event. 
 
Also, a waiver of the requirement for bids or comparison pricing may be granted with the approval of the 
Board if the bids or comparison prices cannot be obtained without an unreasonable amount of effort. 
(September 2018) 



Gift Acceptance Policy 
This policy is adopted to aid the Board in deciding whether or not to accept a gift. The Unitarian 
Universalist Fellowship of Central Michigan (UUFCM) receives and encourages gifts; however, some gifts 
may need to be rejected for a variety of reasons. 
 
Any particular gift can have a variety of characteristics: unrestricted (no limits are put on the use of the 
gift) or restricted (limits are put on the use of the gift), liquid (easily converted to cash) or not liquid (not 
easily converted to cash, such as interests in close corporations, partnerships, artworks, personal property, 
real estate, and time shares), memorial (given to honor a person, place, event, or concept), and/or legacy 
(given from the estate of a deceased donor). Definitions of these characteristics and examples are included 
at the end of this policy. 

Policies Regarding Whether Or Not Gifts Are Accepted 
1) All liquid pledge gifts and liquid plate collections are automatically accepted by the Board, and no 

formal acceptance is required. Restricted plate collections must be disbursed by the Treasurer in 
accordance with the restriction. Example: A special plate collection is made one Sunday for The Isabella 
County Restoration House. These funds must be disbursed to The Isabella County Restoration House. 

2) All donations of food and supplies for coffee hour and other UUFCM events are considered 
automatically accepted by the Board, and no formal acceptance is required. 

3) All other gifts must be formally accepted or rejected by the Board in compliance with this Policy. 

4) Board Members, when acting in their capacity as Board Members, may not render legal, financial, or tax 
advice to the donor with regard to the acceptance or non-acceptance of any gift. 

5) Anyone receiving a gift or receiving notice of an intention to make a gift to the UUFCM must notify the 
Board, the Treasurer, or the Minister. The Board must then decide to accept or not accept the gift 
according to this Policy. 

6) The Board may need to seek legal or accounting advice in deciding whether or not to accept a gift. This 
shall be considered an administrative expense of the gift and, if the gift is accepted, deducted from the 
value of the accepted gift rather than the general fund. 

7) UUFCM prefers unrestricted, liquid gifts. 

8) To be accepted, a gift, other than liquid pledges, liquid plate collections, and gifts of food and supplies, 
which do not require formal acceptance, must meet all of the following criteria: 

a) Be consistent with the policies and purposes of UUFCM; 

b) Fit with UUFCM’s mission, goals, programs, and activities; 

c) Provide benefit to UUFCM greater than the administrative costs and volunteer resources 
needed to administer the gift; 

d) Not violate UUFCM tax-exempt status; 

e) Not violate laws or be otherwise unethical, including gifts discriminating based on race, color, 
sex, sexual orientation, gender identity, class, creed, ethnic or national identity, physical ability, 
or other inappropriate criteria; and 

f) Not expose UUFCM, its members, or friends to unreasonable legal liability. 



9) If the Board accepts a gift requiring formal acceptance, the Board will promptly notify and thank the 
donor. 

10) If the Board does not accept a gift requiring formal acceptance, a non-liquid pledge, or a non-liquid 
plate collection, the Board will promptly notify the donor, if the donor is known, thank them for their 
intention but politely inform the donor that UUFCM will not be able to accept the gift. If the donor is 
unknown, the Board may dispose of the unaccepted gift in any reasonable manner. 

11) Policies Specific to Accepted Restricted Gifts. Accepted restricted gifts require additional actions as 
follows: 

a) For accepted restricted gifts, the Board will instruct the Treasurer and other interested parties 
to create a separate accounting entry or line item in the budget to keep track of the restricted 
gift until the restricted gift has been utilized according to the restrictions attached to the gift. 
This account cannot have a negative balance. 

b) In the event the amount of the accepted restricted gift is insufficient to cover the costs of the 
restriction or purpose attached to the gift, the Board may, but is not required to, allocate 
sufficient funds from other available unrestricted funds or place the restricted gift in a 
restricted fund until such time as additional funds are received to fund the purpose or use of 
the gift. For example, a restricted gift of $3,000 is received with the restriction it be used to 
paint the UUFCM building. However, the actual cost to repaint the UUFCM building is $5,000. 
The Board may allocate $2,000 of other unrestricted UUFCM funds to complete the painting 
of the building or, alternatively, the Board may authorize the $3,000 be placed into a 
restricted fund or line item in the financial ledgers of the UUFCM until such time as sufficient 
funds are available to fulfill the purpose (repainting the UUFCM building) of this specific 
restricted gift. 

c) If sufficient funds are not made available by the end of the third accounting year after the 
date of the accepted restricted gift, the funds will be returned to the donor, if possible. 

Addendum: Examples. A single gift will have several characteristics, all of which can be taken into 
account by the Board in deciding whether or not to accept the gift. 

 
Example 1.  A member brings 5lbs. of coffee to the kitchen to be used for coffee hour (restricted, non-
liquid, automatically accepted gift). 

Example 2.  A member donates $500 with the proviso it be used to make repairs on the building 
(restricted, liquid, gift requiring formal acceptance by the Board). 

Example 3.  $500 check payable to the UUFCM Endowment Fund from the probate estate assets of a 
member (restricted, liquid, legacy, gift requiring formal acceptance by the Board). 

Example 4.  $500 check made payable to the UUFCM from The American Freedom Law Center, an anti-
Muslim group based in Ann Arbor, MI. (unrestricted, liquid, not acceptable gift). This gift would be rejected 
for failing to comply with this Policy. 

Example 5.  A will contains this language “I give all my interest in the business known as “A and B Lawn 
Care,” a partnership with my sibling B, to the UUFCM” (unrestricted, non-liquid, legacy, likely non-
acceptable gift). This gift may be extremely difficult to manage, sell, or negotiate a buyout. 

Example 6.  Donor drops a commemorative stamp in the collection plate (unrestricted, non- liquid gift, 
unknown donor, may or may not be acceptable). This gift can be rejected under this Policy and the Board 



authorized to dispose of it in any reasonable manner since the donor is unknown. If the donor is known, 
the gift is to be returned to the donor. 

Example 7.  A will contains this language “Upon my death, my wedding rings go to the Unitarian 
Universalist Fellowship of Central Michigan” (unrestricted, non-liquid, legacy gift, might be acceptable or 
not). This gift may be accepted by the Board if it is easy to sell the rings but rejected if not. 

Example 8.  $3,000 for use in repainting the UUFCM building (liquid, restricted, potentially acceptable gift). 
This gift may be accepted by the Board pursuant to this Gift Acceptance Policy depending on the ability to 
comply with the restrictions. In addition, if the value of the gift is insufficient to comply with the 
restriction, see policy above titled “Policies Specific to Accepted Restricted Gifts.” 

Example 9.  A gift of up to $50,000 to add a 50-foot steeple to the top of the UUFCM building. The 
estimate to complete this project is included in the paperwork to the UUFCM and the cost to complete this 
project is estimated to be $48,000 (liquid, restricted, possibly acceptable or not gift). This gift may be 
rejected for various reasons in this Policy but accepted if the Board authorizes the steeple construction. 

Example 10. Check for $200 payable to UUFCM with a note saying, “In memory of Jane Doe” (unrestricted, 
liquid, memorial, gift requiring formal acceptance by the Board). 

Example 11.  Check for $500 payable to UUFCM with a note saying “In memory of Juneteenth and for the 
purpose of funding a Juneteenth Celebration next calendar year” (restricted, liquid, memorial, gift 
requiring formal acceptance by the Board, may or may not be accepted). 

Example 12.  Limited-edition poster, the original painted by BB, is given to the Board with the instruction it 
be used as a decoration in the UUFCM Building (restricted, non-liquid, memorial, gift requiring formal 
acceptance by the Board). This gift was accepted by a past Board and hangs in the UUFCM Building. 

Example 13.  From a revocable trust with this language, “Upon my death the assets of this trust are to be 
liquidated and 90% distributed to my son, 5% to the Unitarian Universalist Fellowship of Central Michigan’s 
Leadership Fund in my memory, and 5% to the Society for the Prevention of Cruelty to Animals (liquid, 
restricted, memorial, legacy, gift requiring formal acceptance by the Board). 
(Approved 8/13/2023)



Membership Policy 
Members who desire to disaffiliate with the Fellowship may do so by addressing a letter to the Secretary 
of the Board stating their intention to withdraw. 

The Treasurer of the Fellowship will, as part of the quarterly financial mailing in March, alert those who 
have not yet made a contribution of record for the fiscal year. The Treasurer will notify the Chair of the 
Membership Committee at the end of the fiscal year (June) of members who have not made a contribution 
of record within the past year. The Chair of the Membership Committee will contact the Member in 
writing to ascertain the desire of continued membership. If the Member has not responded within thirty 
(30) days in writing, it is assumed that they want to become a friend and may be removed from the 
Membership Roll. 

The Chair of the Membership Committee will also contact a Member who has moved away to find out if 
s/he wants to continue membership in UUFCM or plans to transfer membership to another UU church. 
Depending on their decision, the member may be removed from the Membership Roll. A Member who has 
died or cannot be located will also be removed from the Membership Roll. 

It is expected that the Fellowship will attract people, who, for personal or other reasons, are unable or 
unwilling to be members. These people are still welcome and shall be referred to as “Friends.” Friends do 
not have the power to vote on Fellowship business and cannot be Board officers or chairs of standing 
committees. However, Friends may participate and serve in all other capacities. 

The Chair of the Membership Committee will submit contact information of visitors to the Church 
Administrator after their first or second visit for the purpose of inclusion in the  eNews and Directory. Once 
a year in January an ad hoc committee consisting of the Membership Chair, a Board member and the RE 
Director, will decide which inactive visitors to delete from the Directory. 

The Chair of the Membership Committee will alert the Church Administrator if the status of a name from 
the Directory or mailing list needs to be changed. 
(August 2022) 
 
The Arms Around Program of Congregational Care 
Purpose:  The Arms Around Program is the UUFCM shared ministry of congregational care and concern. It 
is designed to help us facilitate the supportive care needed within the UUFCM congregation during the 
myriad difficult times we face in the course of our human lives. The program aims to bridge the gap 
between those able to provide care and those in need. 

The mission of the program is to provide basic support services (i.e. writing cards, make phone calls, 
provide meals, baby or pet sit, trips to doctor appointments etc.) to help lessen the burden on an 
individual or family who is dealing with a difficult circumstance. 
(August 2022) 



UUFCM Safety Procedures 

UUFCM Tornado Warning Response Procedure 
- Approved by the UUFCM Board, April 8, 2018 

• Tornado shelter information is posted on the wall by the door in each room. 

• Upon receipt of tornado alert, the congregation will be notified by the congregation safety 
coordinator(s). 

• Congregants should proceed to the Green Room or the Hallway adjacent to the Sanctuary or the 
Basement. 

• Children should be brought to those locations by their care persons.  

• People with disabilities will be assisted by designated congregants. 
 

• Congregants are asked to remain in place until there is an all-clear notification. 
 
 
UUFCM Fire Response Procedure 
- Approved by the UUFCM Board, May 6, 2018 

• Fire safety information is posted on the wall by the door in each room. 

• The minister, employees, safety coordinators, and board members will receive annual training on 
the correct usage of fire extinguishers. They should use a fire extinguisher ONLY during the 
beginning stages of a fire, and ONLY if the fire is, in their judgment, controllable. 

• If other individuals know how to use a fire extinguisher, they may use it without risking injury ONLY 
during the beginning stages of a fire, and ONLY if the fire is, in their judgment, controllable. 

• An event leader or their designee is responsible for calling the fire department (non- emergency, 
989-773-1000), or calling 911 (emergency). 

• The safest response for other congregants is to exit the building. 

• Congregants in the Sanctuary should exit through the double doors in the back of the sanctuary. 
Doors open inward. 

• Occupants of other rooms should use the nearest safe exit as designated by the signage.  

• People with disabilities will be assisted by designated congregants. 
 

• Children should be directed to the nearest safe exit by their care persons. 

• Our Church designated meeting area is in front of the Library. Parents should meet their children in 
front of the Library. 



UUFCM Weapons Policy 
-Approved by the UUFCM Board, May 6, 2018 

Firearms, knives with blade longer than 3” (excluding knives used for food preparation in the UUFCM 
kitchen) or any implements whose intent is to cause bodily harm are prohibited on UUFCM property 
regardless of whether an individual has a valid permit to carry the weapon. The policy does not apply to 
police. 
 
UUFCM Door Lock Code Security Procedure 
-Approved by the UUFCM Board, May 6, 2018 

A record will be kept of persons given door entry codes, and those persons will be required to sign code 
confidentiality agreements. The responsibility to keep this record resides with the rental manager. 
 

UUFCM Intruder Response Procedures 
Recognizing that there is no guaranteed safety if there is an intruder, our goal is to have safety protocols in 
place that will reasonably minimize risk. 

Guidelines 
• We will have a signal which would indicate intruder and initiate action. 
• There will be kick sticks in place in five rooms – sanctuary, green room, fellowship hall, nursery and 

minister’s office to barricade doors. 
• Install a slide lock on the Wisconsin door. 

 
Order of action 
Run if at all possible 

• sanctuary and green room out front doors 
• fellowship hall and nursery out kitchen door 
• minister out Wisconsin door  

 
Hide if can’t exit the building 

• shut and barricade doors, lights off, quiet, far corners, remain quiet until police arrive 
 
Fight as a last resort 
 
The greeter’s role is important. Switch our current process so that the greeter down by the Wisconsin 
entrance is the last to enter the sanctuary. 
 
Select a Safety Team 

• Create a team of people (who regularly come to worship services) as well as all the greeters so that 
they can take the lead should there be an intruder. 

 
Train a Safety Team 

• A city police officer indicated that she would be willing to train our safety team in the various 
protocols, including how to deal with disruptive people (inebriated, mental health situations, etc.). 

 
 
 
 
 



Intruder Drill 
• Just as we plan to have a fire drill once a year (fall) and a tornado drill once a year (spring), we will 

have an intruder drill once a year with the whole congregation after a worship service. 
• We will redo the laminated cards we have in the chair pockets so that they will include all three 

UUFCM Safety Procedures – fire, tornado and intruder. 
 
(11/14/21)



Social Justice Procedures 
Policy for Publication of MUUSJN Alerts 
Given that UUFCM is a congregational member of the Michigan Unitarian Universalist Social Justice 
Network (MUUSJN) and that MUUSJN sends out occasional action alerts about actions that individual UUs 
can take in support of various social justice issues, this policy gives permission for the chair of the Social 
Justice Coordinating Team to send out these action alerts to the complete list of UUFCM members and 
friends (utilizing the eNews list of members and friends). 
(July 11, 2021) 
 
Policy for Permission to Sign MUUSJN-Supported Letters/Petitions in the Name of UUFCM 
Given that UUFCM is a congregational member of the Michigan Unitarian Universalist Social Justice 
Network (MUUSJN) and that MUUSJN occasionally sends out letters/petitions asking that congregations 
sign on in support, this policy gives the Board President or Minister permission to sign these MUUSJN-
supported letters/petitions in the name of UUFCM. 
(July 11, 2021) 



Policies for Youth RE Classes  

Purpose: To provide guidance for the execution of the Youth RE classes  

Policy: 

Regular weekly Youth RE Classes 
• Regular weekly Youth RE classes shall occur every Sunday during the academic year at which there 

is a regular Sunday morning service that is not a multi- generational service, generally starting and 
ending in synchrony with the regular Sunday morning services. 

• Only Youth RE Team-approved teachers shall lead a regular weekly Youth RE class. 
• There shall be at least 2 teachers per classroom when Youth RE classes take place in person. When 

classes are virtual, only 1 teacher needs to be present. 
• Teachers shall implement the curricula as planned by the Youth RE Team and DRE on the schedule 

set by the Youth RE Team and DRE. 
• Youth RE classes are open to the children of congregational members and visitors, and to their 

parents. 
• In general, regular weekly courses will begin the curricula in September, coincident with the 

academic school year and run serially until the curricula are complete or approximately June, 
whichever is later. Participants in regular weekly Youth RE classes are encouraged to begin 
attending the course from the initial meeting and to attend each week. 

 
OWL 

• OWL curriculum shall be offered as needs and interest of the congregation requires. The Youth RE 
Team shall set and advertise the availability and schedule of OWL courses as needed. 

• Only OWL-certified teachers shall lead an OWL course sponsored by UUFCM. 
• Participation in OWL courses shall be open to appropriately aged children of congregation members. 

At the discretion of the Youth RE Team and the DRE, participation in OWL course may be opened to 
appropriately aged interested people outside of the UUFCM congregation. 

 
Special events 

• Special events shall be planned and implemented by the DRE and Youth RE Team as the needs and 
interests of the congregation require. 

• The DRE and Youth RE Team shall ensure that the special events are chaperoned by Youth RE Team-
approved volunteers. At least 2 staff members or Youth RE Team- approved volunteers are to be 
present at all times during in-person events. 

• If children’s parent(s) or guardian(s) are not in the fellowship building during events and their 
child(ren) do not have emergency contact information already on file, parent(s) or guardian(s) will 
fill out an Emergency Contact Form prior to departing for the event. 

 
Selecting Volunteer Youth RE Teachers and Nursery Volunteers 

• The Youth RE Team shall create the policies by which volunteers are selected. 
 

  



• At a minimum the approved volunteers must meet the following criteria: 
 Be members or friends of UUFCM, although non-members may be selected at the discretion 

of the DRE and Youth RE Team should the needs of the RE program exceed the availability 
of acceptable and willing volunteers from within the congregation. 

 Be open to a liberal religious education. 
 Have a criminal background-check that is reviewed by the DRE or member of the Youth RE 

Team and deemed acceptable. 
 Demonstrate themselves to be free of concerns of criminal activity or other behavior 

related to the care of children or that might interfere with the mission and purpose or with 
trust of UUFCM RE, parents, and students. 

 Be able to execute reasonable requirements for teaching a class of children and/or 
providing childcare for approximately one hour. 

 
Policies for Disruptive Behavior During Youth RE Classes 

Purpose: To provide guidance to Youth RE teachers for appropriate action when a child is disruptive. 
 
Background: The following policy was developed to be consistent with Youth RE goals. We concentrate on 
affirming each child and recognize that problems can occur when a child’s needs are not being met. 
Children, youth and adults are expected to behave in a manner that promotes learning and good will. We 
encourage children to solve their own problems by talking with teachers and peers. 
 
Policy: 
1. At the beginning of each course students and teachers shall develop a behavior covenant together that 
will be posted in the classroom. The behavior covenant shall be reviewed each time a new student joins 
the class and as necessary with regular attendees to ensure everyone adheres with the covenant. 
 
2. Teachers are encouraged to discuss a child’s behavior with the RE Director before the problem 
becomes serious. Experience of previous teachers, registration information from parents, and classroom 
management ideas are available to help the teacher. 
 
3. Children will not be permitted to disrupt classes. If a child loses control or repeatedly ignores the class 
rules, teachers will send the child away from the rest of the class. The child removed from the class will 
remain with the DRE, extra childcare person, or the child’s parent(s) or guardian(s). 
 
4. If problems from a child continue beyond a single session or occur frequently at regular weekly RE 
classes, the DRE shall arrange a conference with the child’s parent(s) or guardian(s) to develop and 
implement strategies for remedying the situation. 



Guidelines for Teachers 

Behavior problems in the classroom may present the most frequent test of our abilities to put ideals into 
practice. It is important for teaching teams to work together to create a consistent and respectful 
atmosphere within the class that promotes positive behavior. 

It is vital that there be an agreed-on set of guidelines for the group in the form of a behavior covenant. When 
there are different expectations from week to week, it is confusing for the children and ultimately does not 
contribute to a sense of community among the children and adults. Be sure that in your first meeting you 
come to consensus on what the expectations are for both the children and the adults. The Covenant will be a 
valuable resource for this. It is better to be proactive rather than reactive. 

Our UUFCM Mission: 

We are a religious community, guided by love, transforming our lives and our world. 

Our UUFCM Covenant: 
Granting each other freedom of mind and spirit, we commit to this community of mutual care. In that spirit 
of caring, we pledge to be mindful when speaking of and to one another. We will walk in the ways of truth 
and loving-kindness that we and our children may always be fulfilled. So that the world may be fulfilled, we 
dedicate ourselves to the work of justice and peace, seeking always to soothe sorrow and to inspire joy. 
 
Guidelines for Volunteer Teachers for Youth RE Classes 

Make boundaries immediately clear. Kids want to know what the limits are. Let them know what 
acceptable and unacceptable behavior is for you. 

Avoid criticizing a child in class. 

If you are provoked, be authentic. It is better to be honest than to be hypocritical, but at all costs avoid 
sarcasm. Do not berate the child. Try to give the child or the class a way out of the difficulty. If it is an 
individual, give him or her a way back into your good graces – a smile, a hug or a touch. Children can learn 
from your politeness, forgiveness, and generosity of spirit. 

Be prepared. Know your material well enough so that you know exactly what is to be done during the 
meeting. Have everything ready when the kids arrive. The better prepared you are, the more relaxed and 
confident you will feel. The more relaxed you are, the easier it will be to calmly deal with problems and 
challenges that may arrive. 

Additional suggestions that may help to insure a positive outcome: 

• A warm greeting for each child goes a long way. 
• Remember and use your sense of humor. 
• A gentle voice is often more effective than a loud voice. 
• Avoid making comparisons or encouraging competition. 
• Let the children know who you are and what you think. 
• Express your opinions freely but acknowledge that their opinions are valid as well. 
  



Children are special and are welcome at UUFCM! We want children to feel at home here. To help us be 
together as our best selves, we ask that parents help their children remember the following guidelines: 

• All children are welcome in the church service and are expected to be present for the beginning of 
the service and then in their Youth RE class. 

• Sunday morning from 10:00 am-12:30 pm is time to spend with friends. Please refrain from using 
video games and other distractions during this time. 

• We are a peaceful community and prefer that toy weapons are not part of our space. 
• The sanctuary is not an appropriate place for playing. 
• Be courteous to others. 

o Please use inside voices. 
o Walk inside. Run outside. 
o Use respectful language and be considerate of others' feelings. 

Likewise, we ask adults to remember these guidelines: 

• Children are a treasure in our community. Please treat them with kindness, respect, and patience. 
• Remember to look down when you're walking in a crowd, especially if you're carrying hot coffee! 

Guidelines for Use of Preschool Room 
The preschool room shall be available during the coffee hour that follows the service each Sunday. The 
following guidelines should be observed with its use: 

• The room is child-friendly and designed for children ages 0-third grade. 
• Childcare will be provided until 12:15. After that time, a parent is required to be present in the 

preschool room. 
• If you and your child(ren) use the room, please remember to clean and tidy up messes and toys 

before you leave. 
 
Guidelines for Use of Middle Level Room 

This room is dedicated and designed for use by UUFCM first-grade and older youth. 

First-grade through seventh-grade youth must have adult supervision in order to use the room during 
fellowship time. Older youth do not have to have supervision but must have read and signed the Guidelines 
agreement below. 

To ensure all feel safe and comfortable while in this space, please keep the following considerations in 
mind while present: 

Appropriate activities for the room (with parent/guardian permission) include the following: 

• respectfully participating in youth group; 
• resting, studying and reading; 
• socializing; 
• playing games; 
• hanging out.  

  



Please remember that: 

• aggression, inappropriate physical conduct and disrespect are not allowed in this room so it can 
remain a safe, inviting and peaceful place to spend time with friends; 

• you should leave the room as you found it to show your appreciation for this space. 
 
I  _________________ have read and agree to conduct myself according to these guidelines. 
 
 

(Student Signature)          (Parent Signature) 



 
Childcare Policy 
In order to provide childcare for programs of the congregation, such as Adult RE, children’s RE activities, 
congregation retreats, movie nights, etc., the following steps and policies will be in place. 

Steps: 

• There will be a childcare coordinator in charge of getting the child caregivers. 
• The person(s) in charge of an event announces that childcare will be available and asks the 

participants who will need childcare, giving a deadline by which to request. 
• Then the person(s) in charge of an event contacts the coordinator with the necessary information 

(date, time, and how many children). 
• The coordinator then arranges the childcare for that event. 

 
Policies: 

• There must be at least 2 people, one of whom must be 18 years or older, the other at least 15 years 
old, providing childcare. 

• The adults in charge must have consented to and passed a background check provided by UUFCM. 
• Childcare compensation is $15 per hour, including time required for clean-up. 

 
(This document was reviewed and approved by the RE Team of the Unitarian Universalist Fellowship of 
Central Michigan on 05/09/2021.) 
 

Policy for Nursery Workers Payment When No Children Are Present 
Should there be a Sunday when no children are present, the nursery teacher and assistant are welcome to 
leave and will be paid for one hour of service. 
 
(December 11, 2022)



Policy on Service and Meeting Cancellation 
When it is necessary to cancel a gathering at the UUFCM building because of weather or other emergency, 
the following guidelines will be followed. 
 
Worship service or other all-congregational event: 

• The Minister and the Board President will make the decision. 
• If the Sunday is a lay Sunday, the Board President and the Worship Leader for that service will make 

the decision. 
• The decision will be announced at the latest at 8:30 am and announced through the Remind App, 

e-mail, website calendar and telephone/text. 
 
Team/committee meetings: 

• The decision will be made by the team/committee leader. 
• The decision will be announced to individuals by the team/committee leader. 
• The decision will be posted on the website calendar.  

(11/14/21) 
  



Policy for Supervision of Staff, Keeping of Personnel Files, and Hiring Practices 
 
Philosophy/Values 
Anyone who works for UUFCM should know that they can count on being treated with dignity and respect, 
including fairness in hiring and compensation, good supervision, and a fair process at the end of 
employment.  Our Unitarian Universalist values call for us to treat employees with a very high standard of 
respect and fairness, and to see the working relationship as a sacred one. The supervisor (minister or lay 
person) will strive to make the employee feel respected and heard, and to bring out the best in the 
employee through conversation, feedback, collaboration, and regular meetings. 
 
UUFCM principles of employment and supervision include: 

Fiscal responsibility: the supervisor ensures that the resources of the Fellowship are wisely spent, 
including monitoring the number of paid hours and the quality of the work. 
 
Fairness: The supervisor sees that employees are treated fairly and listened to. 
 
Trust: The supervisor extends trust to the employee, including the honest reporting of hours 
worked. 
 
Clarity: The supervisor is clear about expectations, including a job description that is reviewed 
periodically. They also offer clear feedback about what is going well and what needs to be 
improved. 
 
Communication: Frequent communication between employee and supervisor is essential. This 
helps to clarify tasks in real time, to set priorities, to troubleshoot problems, and to offer support. 

 
Context/Who Supervises Whom 
The minister’s contract states: 

The Minister is head of staff and therefore supervises staff. The Minister may delegate supervision 
of individual staff members. The Minister is responsible for ensuring appropriate staffing practices 
are followed including clear job descriptions, timely enrollment of eligible staff in offered benefit 
plans, annual compensation reviews, staff evaluations, and a dispute resolution process. The 
Minister has the responsibility to recommend  to the Board hiring, discharging, and changing the 
compensation of Congregational staff. [2.5.1 Minister’s Role] 

 
Minister-supervised positions: 

Administrative Assistant 
Director of Religious Education 
Worship Technical Assistant 
Nursery Teacher 
Religious Education Assistant 

 
**Note: Different policies define the hiring, firing, and supervision of the Minister, which are not part of 
this policy. 

 
Hiring 
When an opening occurs for one of the minister-supervised positions, the minister will consult with the 
appropriate team, who may assist with the interviewing and hiring process. The minister will recommend 
to the Board the preferred candidate. 



 
UUFCM will usually not hire people who are members or friends of the congregation. If members or 
friends are to be considered as candidates for open positions, UUFCM will follow the best practices 
suggested by the UUA. 
 
Supervision: Regular Meetings 
The supervisor will meet regularly with the employee. Some meetings are brief and informal; others are 
formal and documented. A best practice is to check in weekly with employees whose job is multi-faceted 
such as the Director of Religious Education and the Administrative Assistant. Meeting at least monthly is 
appropriate for all employees. It is important to keep written records of important conversations, including 
those that relate any problems that are being addressed. 
 
In the regular check-in meetings, the supervisor might ask 

What is going well right now? 
What’s the most important thing you’re working on? 
What obstacles are you facing? 
Do you need anything from me? 
Do you have enough time (and other resources) to accomplish the tasks before you? 
How do you see your work in the broader mission of this UU organization? 

 
The regular meetings will include supervisor’s feedback about the employee’s performance. In all cases, 
this includes: 
 being on time 
 completion of assigned tasks 
 quality of work accomplished 
 adequate communication from employee to supervisor 
 adhering to the required timeline to turn in monthly time sheets 
 
The supervisor will also regularly review the hours worked by the employee in order to: 
 monitor the number of paid hours, as compared to the contracted amount 
 review and prioritize the time spent on various tasks 
 assist the employee with filling out acceptable time sheets  
 
Supervision: Addressing Challenges 
Challenges or shortcomings in the performance of the employee may be brought up by the supervisor, by 
the employee themselves, or by someone in the congregation. In any case, the supervisor should address 
the challenge right away and not put it off to avoid conflict. Best practices include: 

- discussing with the employee the exact nature of the challenge 
- developing a plan for addressing the challenge, including what improved performance will look 

like, when it is expected, and any support the employee may need 
- documenting the challenge and the action plan 
- following up at the next meeting to see if the challenge has been addressed or is continuing 

 
Anyone in the Fellowship who has concerns or feedback for the staff person should bring these up with the 
supervisor. There is a danger in having too many people empowered to critique the work of the staff.  
When someone in the Fellowship brings a concern about an employee to the supervisor, the supervisor 
decides whether and how to address the concern with the employee. As appropriate, the supervisor may 
share the result back with the person(s) raising the concern. Feedback or concerns should be expressed 
with a recognition of the staff person’s inherent worth and dignity. 



 
Contracts and Evaluations 
Staff contracts will usually be 12-month contracts, July 1 – June 30. 
 
For minister-supervised positions:  
Annually in November, the minister will have an evaluation meeting with the staff person. Another UUFCM 
member, usually a board member, will be invited to this meeting to provide transparency to the process. A 
brief meeting with the invited board member, without the minister present, will give the staff person a 
chance to provide feedback or concerns about the minister as supervisor. More frequent evaluations may 
be conducted at the supervisor’s discretion. 
 
The minister may request feedback from those who work with the staff person for the purpose of the 
evaluation – for instance, parents of RE youth or members of the Youth RE Team might give feedback 
about the DRE; members of the Communication Coordinating Team might give feedback about the 
administrator. The Youth RE Team and the Communications Coordinating Team, however, are not directly 
supervising nor evaluating the staff person. 
 
The evaluation will be in writing and will go to the staff person and to the board. The staff person will have 
a chance to provide any comment in writing within a month of receiving the written evaluation. This staff 
response comment will go to the minister and to the board and will be part of the personnel file. 
 
Change in Compensation or Hours 
The minister’s recommendation for change in compensation or hours, if any, will be submitted to the 
Board of Trustees in December, who will then decide whether to approve any such changes. This 
recommendation and any discussion at the board meeting will not be part of the personnel file. 
 
Monthly Time Sheets 
When an employee is hired, they will be given instructions by the supervisor and the treasurer about how 
to keep track of and record hours worked on time sheets. 
 
The staff person submits itemized monthly time sheets to the treasurer, who pays them for the hours they 
worked. The minister receives a copy of the monthly time sheets and in turn reports monthly to the board 
of trustees how many hours each staff person worked. 
 
Personnel File 
Personnel file will include: 

copies of signed contracts 
job descriptions 
monthly itemized time sheets 
records of payment, including tax forms 
evaluations 
staff member’s response to evaluation, if any 
 

The minister and treasurer will maintain personnel files securely. The staff person, the treasurer, 
president, and president-elect will have access to this file upon request. 
 
 
 
  



Ending Employment 
If the supervisor determines that the staff person’s employment should be discharged, they will make such 
a recommendation to the Board. 
(Board Approved 10/08/23) 
  



Policy Regarding Disruptive Behavior 
The covenant of Unitarian Universalist Fellowship of Central Michigan (UUFCM) states: 
 

Granting each other freedom of mind and spirit, we commit to this community of mutual care. In 
that spirit of caring, we pledge to be mindful when speaking of and to one another. We will walk in 
the ways of truth and loving-kindness that we and our children may always be fulfilled. 

As one part of our effort to fulfill this covenant, we seek policies and practices that support:  

Honesty and authenticity in our relationships; 
Words that are supportive and caring, not belittling or demeaning;  
Welcoming and nonjudgmental attitudes; and 
Respect for each person’s boundaries of mind, body, and spirit. 
 

Openness to a wide variety of individuals is one of our prime values, yet we affirm that we must maintain 
an atmosphere where such openness can exist. Thus, when any person’s physical and/or emotional 
wellbeing or freedom to safely express his or her beliefs or opinions is threatened, it is healthy and proper 
to address this promptly. 
 
Disruptive behavior may include behavior that leads to concerns about one or more of the following: 

 
Perceived threats to the safety of any adult or child; 
Disruption of church activities; and 
Diminishing appeal of UUFCM (and its activities) to members or prospective members. 

 
Reporting Disruptive Behavior 
When there is a problem between congregants, UUFCM encourages them to lovingly call 
one another back into relationship based in the covenant. However, congregants may contact the Minister 
or the Committee on Shared Ministry when needed or if they feel uncomfortable directly approaching the 
offender. 
 
Disruptive behaviors may be reported to the Committee on Shared Ministry by the Minister, the group 
leader involved in the initial incident, the victim, the offender, the Board, or any third-party having 
knowledge of the incident. If required by law, ordinance or regulation, the Committee will immediately 
report an incident to the proper authorities. The committee will not retaliate against those who bring 
forward a concern. 
 
While UUFCM cannot guarantee absolute confidentiality, UUFCM will make reasonable efforts to maintain 
confidentiality by disclosing the identity of the individuals involved only on a “need-to- know” basis, as 
necessary to investigate and resolve the concern and as may be required by this policy. 
 
Immediate Response 
If the behavior is such as to require an immediate response, the minister and/or the leader of the group 
involved will undertake an immediate response to such behavior. This may include asking the offending 
person or persons to leave or suspending the meeting or activity until such time as it can safely be 
resumed. Any time any of these actions is taken, the minister and the President of UUFCM must be 
notified. They, in turn, will then consult with at least one additional representative from the Board of 
Trustees to determine what steps must be taken before the offending person or persons may be allowed 
to return to the activities involved. A letter detailing these steps will be sent to the offending party or 
parties. 



Deliberate Response 
Whether requiring or not requiring an immediate response, disruptive behavior will be referred to the 
Committee on Shared Ministry by the group leader involved in the initial incident or any party having 
knowledge of the incident. 
 
The Committee on Shared Ministry shall respond in terms of its own judgment, observing the following: 
There will be no attempt to define “acceptable” behavior in advance; instances of behavior identified as 
disruptive will be considered on a case-by-case basis. The Committee will act so as to collect all necessary 
information. 
 
In evaluating the situation, the following points will be considered:  

Danger—is there a threat or perceived threat to persons or property? 
Disruption—how much interference with church functions is occurring? 
Offensiveness—how likely is it that congregants will be driven away by the behavior in question? 

 
The Committee on Shared Ministry will decide on the appropriate response on a case-by-case basis. In 
ascertaining the best response, the following points will be considered: 
 
 Causes—why is the disruption occurring? Is it a conflict between the individual and others in 

UUFCM? Is it due to a professionally diagnosed mental or physical illness? 
 History—what is the frequency and degree of disruption in the past? 
 Apparent probability of change—how likely is it that the problem behavior will diminish in the 

future? 
 
The following levels of response will be followed: 
 
Level One—The Committee on Shared Ministry is not a disciplinary body; it functions as a peacemaking, 
conflict-resolution committee, aiming to call congregants back into covenantal commitment. The 
Committee will communicate its concern about reported disruptive behavior, encourage the parties 
involved to take responsibility, and will use its judgment in seeking resolution. The Committee may seek to 
embody a resolution in a signed behavioral contract or recommitment to covenant document. If the 
situation cannot be resolved, it shall be referred to level two and the full Board will intervene. 
 
Behavior will be referred directly to the Board (1) if the individual has been in prior significant resolutions 
at level one or (2) if the issue is grave enough to require, for the sake of UUFCM as a whole, action beyond 
mediation, reconciliation and recommitment. 
 
In cases that are referred to the Board, the Board will determine the appropriate procedures, making all 
reasonable efforts to treat all parties fairly. Normally, the Board will meet in closed session, with the 
Minister present, to consider such referrals after receiving a report from the Committee on Shared 
Ministry or a church leader. It is not expected that the Committee of Shared Ministry will make a 
recommendation about Board action in such cases. Each party involved in the situation will be given an 
opportunity to share information with the Board and to respond to Board questions. 
 
Level Two—After due consideration, the Board may determine that an individual needs to be excluded 
from UUFCM and/or specific church activities for a limited and specified period of time, with the reasons 
for such action and the conditions of return made clear in a written notification. 



Level Three— The Board of Trustees, after careful consideration, may determine that an individual, if a 
member, must be removed from membership and, if appropriate, also excluded from UUFCM premises 
and all church activities. Notification of such a decision will be made in writing. Such notice shall explain 
the individual’s rights and recourse under this policy. 
 
The removal of an individual from membership in UUFCM will be announced in the UUFCM newsletter (or 
like means) with the statement: “In accordance with the Board’s Disruptive Behavior Policy a member has 
been removed from membership. Any church member who wishes to know the identity of the removed 
member may ask the minister or the president of the Board of Trustees.” 
 
Appeal 
Any action taken under Level Three may be appealed, in writing, to the Board of Trustees within thirty 
days of the letter of notification. An ad hoc appeal committee shall be formed by the Board of Trustees in 
the event that the action taken under level three is appealed. The appeal committee shall be composed of 
two members of the Board of Trustees, two members selected by the Committee on Shared Ministry who 
are members neither of the Board nor the Committee on Shared Ministry, and a fifth church member who 
is an active member of UUFCM, chosen by the removed person. In a case where the individual does not 
have a member to propose, the fifth member shall be selected by the other four members of this appeal 
committee. The majority decision of the appeal committee shall be final and not subject to further appeal. 
 
Possible Reinstatement of Removed Individual 
Any request for reinstatement must be made by the member who was removed from membership and 
excluded from UUFCM premises and all church activities. The request must contain information 
concerning the rationale for the reinstatement, including: 1) a statement of understanding of the reasons 
for which he/she/they was removed from membership and 2) an explanation in detail how circumstances 
and conditions have changed, such that a reinstatement would be justified. 
 
The request shall go to the Board of Trustees. The Board will refer the request to the Board that made the 
original decision and who remain members of UUFCM. Those members will be asked to make a 
recommendation to the current Board. The current Board will then respond within sixty days as to 
whether or not to reinstate the removed member. The decision of the Board shall be final and not subject 
to further appeal. A reinstatement request may be made no sooner than one year following the removal. 
In the event that a reinstatement request is not granted, any subsequent reinstatement requests may be 
made no sooner than one year following the member being informed of a negative decision on the 
previous request. 
(June 12, 2022) 
 
   



Treasurer Policies 
1) The Treasurer must submit quarterly reports to the Board and the Finance Team. 
2) There will be three signers on UUFCM accounts - the current treasurer, the Board president, 

and an additional member of the Board. 
3) No signer may write checks from the UUFCM accounts to her/himself. 
4) At the end of every two years of a treasurer’s term of office, there will be an audit of the 

treasurer’s records. 
5) Together with the fiscal year-end report to the Board, the Treasurer must submit copies of the 

latest bank and investment account statements. 
6) The Board will review the Treasurer policy biannually. 

 
Stewardship Campaign 

The Stewardship Chair and the minister will have access to the pledging information in order to design a 
targeted stewardship campaign. 
(August 2022) 


	Current UUFCM Policies
	Leadership Development Policy
	Display of Photos of Previous Ministers
	Names on the Memorial Tree
	Policies of The Communication Committee Overview Sharing ideas, information and feelings between ourselves and the larger community, clearly, effectively, and efficiently, is essential to how we live into the mission of our fellowship. Recognizing tha...
	Platforms eNews
	Website
	Submissions to Website and eNews
	Facebook Page
	Facebook Groups



	Announcements from the Pulpit
	The Church Calendar
	Remind App
	Public Relations
	UUFCM User Fees for UU Center
	Policies Regarding Worship
	Policy Regarding Adaptations to CLF/Worship Web/Soul Matters Sermons and/or Other Worship Materials
	Miscellaneous Worship Practices Food and Beverage in the Sanctuary No food is permitted in the sanctuary during worship services. Drink is permitted in the sanctuary during worship services as long as it is in closed containers. This policy should be ...

	Policy and Process for Public Representation of UUFCM
	Figure 1: Process
	Figure 2: Process for Evaluating a Request for Representation
	Bidding Policy Regarding Expenditures over $1000 or $2500
	All capital improvements expenditures must be approved by the Board.
	Gift Acceptance Policy
	c) If sufficient funds are not made available by the end of the third accounting year after the date of the accepted restricted gift, the funds will be returned to the donor, if possible.

	Membership Policy
	Purpose:  The Arms Around Program is the UUFCM shared ministry of congregational care and concern. It is designed to help us facilitate the supportive care needed within the UUFCM congregation during the myriad difficult times we face in the course of...

	UUFCM Safety Procedures
	UUFCM Tornado Warning Response Procedure
	UUFCM Fire Response Procedure
	UUFCM Weapons Policy
	UUFCM Door Lock Code Security Procedure

	UUFCM Intruder Response Procedures
	Social Justice Procedures
	Policies for Disruptive Behavior During Youth RE Classes
	Policy:

	Guidelines for Teachers
	Guidelines for Volunteer Teachers for Youth RE Classes
	Guidelines for Use of Preschool Room
	Guidelines for Use of Middle Level Room
	Childcare Policy
	Steps:
	Policies:
	Policy on Service and Meeting Cancellation

	Treasurer Policies
	Stewardship Campaign


