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INTRODUCTION 
The Procedures Manual is maintained by the Operations Team and identifies the purpose, duties and procedures to be 
followed by the councils, committees, and staff in the Church.  
 
The Manual has two objectives.  First, it is intended to explain to any councilor or committee member both what his/her 
job is and how he/she is to do it.  Second, it is designed to facilitate the transfer of pertinent information about the 
nature of these jobs in the Church from one jobholder to another.  The Manual should be particularly useful to new 
councilors and committee members.    
 
The Manual is intended to be a current document.  Accordingly, it is to be reviewed at the end of each church year by 
the Operations Team and revised appropriately.  It is the President-Elect’s responsibility to see that this annual review 
takes place.   
 
CHURCH ORGANIZATION  
Chart I after page 6 presents the organizational chart of the Church and Denomination.  Chart II after page 7 presents 
the line of authority for the Church staff.  
 

 
 

Operations Team 
 
PURPOSE 
 
To ensure that day to day operations of the church function smoothly while providing high quality programs for the 
church. 
 
� The Operations Team consists of the following council heads: Finance, House and Grounds, Outreach, Religious 

Education, Inner Life, Sunday Services and Communications. 
� The Religious Education Director, the Church Administrator, and Bookkeeper (as needed) serve as staff members 

on the Operations Team. The Minister is an ex-officio member. The RE Director, Church Administrator, Minister, 
and Bookkeeper are non-voting members of the Operations Team. 

� The President-Elect sets the agenda and presides as non-voting chair of the Operations Team. 
 
RESPONSIBILITIES 
 
The Council Heads have the following responsibilities: 
� Represent the interests and needs of the committees under his/her council at Operations Team meetings. 
� Communicate Operations Team policy and furnish advice to each committee in his/her council. 
� Facilitate the coordination of the activities of the committees in his/her council. 
� Each Council Head should meet individually with and receive a report from the chair of each committee in his/her 

Council.  The purpose of these meetings and reports is to help the Council Head to keep abreast of the activities 
and problems of each committee, especially with regard to matters that may require the Board or the Operations 
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Team’s attention, to provide guidance to each committee when needed, and to communicate Board and 
Operations Team policies and procedures.  These meetings may be conducted by phone, by one-to-one meetings 
in person, or, occasionally, by the Council Head attending a committee meeting.  The frequency of these meetings 
will naturally vary greatly from committee to committee within a council, but a regular reporting period should be 
established at the outset of each Church year.  Minimally, monthly phone contact and a quarterly meeting is 
recommended. 

� Reports monthly to the Operations Team on the activities of the committees in his/her council.  Council Heads 
should exercise judgment in bringing to the Operations Team problems, policy, and procedure issues that require 
Operations Team attention.   

� Attend monthly Operations Team meetings.  
� Identify Chairs for the committees in his/her council, consulting with past chairs and the President-Elect for 

recommendations of new leaders. 
� Monitor the budgets of each committee under his/her council. 
� Ensure committee viability. The committees should have at least three members, one of whom shall be an 

assistant chair who can conduct business in the absence of the chair. 
� Submit an annual report on the activities of committees to the President-Elect for inclusion in the Annual Report. 
� Submit budget requests from committees in January of each year to the Finance Council Head as a funding 

request for the next church year. 
 

OPERATION TEAM COVENANTS 
 

1. To respect one another and respect differences of opinion. 
2. To engage in direct communication with one another and give constructive feedback in working on the issues 

that confront the team.  
3. To prepare for discussion of ideas and engage in meaningful discussion to reach decisions that will serve the 

best interests of the Operations Team and the congregation. 
4. To handle complaints brought to the team by committees, staff members, and the congregation with respect. 
5. To protect confidentiality on matters when appropriate while having an open dialogue with staff, committees, 

and congregation members on issues important to the congregation. 
6. To provide proper direction and leadership in working with our committees. 
7. To involve all staff members of the Operations Team in all decisions made by the team. 
8. To be fiscally responsible in working with our committees and councils by staying within budgets and abiding 

by budget guidelines. 
9. To provide high quality programs which inspire our members to develop their spiritual and intellectual journeys. 
10. To build community both within our church and the outside world. 

 

STAFF ORGANIZATION 
 
The guidelines for hiring, dismissing, and overall supervision are as follows: 
 
Hiring: The Board, acting upon the recommendation of a search committee. 
Dismissing: The Board, acting upon the recommendation of the minister. 
Overall Supervision: Minister or a staff member to whom the minister assigns supervisory authority 
 
DIRECTOR OF RELIGIOUS EDUCATION MINISTRY  
Duties/Responsibilities: Defined by Youth RE Committee in consultation with the Minister & RE Council Head. 
 

MUSIC DIRECTOR 
Duties/Responsibilities: Defined by Music Committee in consultation with Minister & Sunday Services Council Head. 
 

CHURCH ADMINISTRATOR 
Duties/Responsibilities:  Defined by the Personnel Committee and the Minister. 
 

ADMINISTRATIVE ASSISTANT 
Duties/Responsibilities: Defined by the Personnel Committee and the Church Administrator. 
 
BOOKKEEPER 
Duties/Responsibilities: Defined by the Personnel Committee and the Accounting Committee. 
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PIANIST 
Duties/Responsibilities: Defined by Music Committee and Music Director. 
 

CUSTODIAN 
Duties/Responsibilities: Defined by Personnel and the Church Administrator, and the House and Grounds Council 
Head (as needed). 
 

 
GENERAL GUIDELINES  

 
COUNCIL STRUCTURE 
The councils are clusters of committees grouped in accordance with common interests, similar tasks, or related 
activities. The rationale for each council is: 
Communications: committees that are concerned with internal and external communication for the church. 
Finance:  committees that are concerned with the financial affairs of the Church. 
Inner Life:  committees that are concerned with life primarily inside the Church (other than RE). 
House & Grounds:  committees that oversee or manage the Church's property, building and grounds. 
Outreach : committees that primarily reach out to the world beyond the Church. 
Religious Education Ministry : committees that organize and administer the church’s religious education programs. 
Sunday Services : committees that plan and implement worship services in liaison with the minister. 
 
Every committee, group, and coordinator in the Church must be assigned to a council.  This is to ensure that every 
group in the Church reports to someone on the Operations Team.  The current committees are assigned to councils as 
follows: 
 
Communications  Public Relations/Marketing, Threshold, Website, Weekly News, 
Finance  Accounting, Auction, Budget, Special Gifts, Stewardship 
Inner Life  Book Groups, Meditation Groups, Caring Committee, Fellowship, Friday Concerts, 

Improv Group, Interweave, Membership, Rainbow Youth Alliance (RYA), 
Volunteer Recognition, Yoga Classes 

House & Grounds  Aesthetics, Grounds, House, Memorial Garden, Rental Committee 
Outreach  Campus Ministry, Denominational Relations, Gallery Unicorn, Social 

Responsibility 
Religious Education  Ministry  Adult RE, Bookstore, Chalice Circles, Childcare, Historian, Library, Youth RE 
Sunday Services  Audio, Decoration, Hospitality, Music, Ushers, Worship 
  
 

COMMITTEE CHAIR REPSONSIBILITIES 
 
Each committee chair shall: 
� Have a committee of at least three members, if possible. One member shall be the assistant chair who can 

conduct business in the absence of the chair. 
� Make regular reports concerning committee progress/problems to appropriate Council Head.  Method and 

frequency of reporting to be determined by Council Head.  Annual report is submitted through the Council Head to 
the Church Administrator who will make it available at the June Congregational Meeting.   

� Submit budget requests in January or when requested to the Council Head who will total and transmit the total 
council request to the Finance Council Head as a funding request for the next church year. 

� Keep copies of its minutes, records of expenditures and disbursements, etc. in a notebook that will be passed on 
to new chair at end of term. Provide the office with a printed copy of minutes or an email attachment of the minutes 
for the archive files. 

� Consult the House and Grounds Council Head when considering investing in or installing anything in the church 
building or grounds before taking action. 

� Consult the Finance Council Head and the Operations Team before taking action when wishing to sponsor a 
fund-raising event.  

� Report to Council Head regularly.  (Suggest minimal monthly phone contact and quarterly meeting.) 
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ACTIVITY COORDINATOR RESPONSIBILITIES 
 

Some activities do not need a committee but can function with a single person coordinating the activity. Each 
coordinator should follow the committee guidelines above where appropriate.   
 

NUTS AND BOLTS INFO FOR COMMITTEE CHAIRS 
 

� Bulletin Board for "Sign-Ups":  A sign up sheet is kept in the serving alcove outside the kitchen (coat rack area) 
for volunteers to sign up for providing hospitality and flowers.  For sign up to an individual event, such as a potluck, 
a poster may be placed on an easel and set up in the lobby.  It is the responsibility of a committee member to 
monitor the poster and remove it when the event has passed. 

� Mail Slots:   Individual or shared mail slots are available in the church lounge for all committees and affiliated 
organizations.  These make the passing of mail and exchanging of notes easier and less expensive than first class 
mail.  Please check your mailbox often.  Mail pertinent to your committee's interests will be placed there.   

� Calendars:   Events or meetings must be cleared on the church calendar through the office staff.  This ensures a 
successful event by avoiding conflicts for time and space.  Only the Church Administrator or the Administrative 
Assistant can make entries on the Church calendar. The web calendar is updated by the Church Administrator 
from the office calendar as time permits.  The web calendar is not always current so please check with the office if 
you notice any conflicts. 

� Communications Deadlines and Policies : The Threshold is published monthly.  Deadline is midnight on the third 
Sunday of the month.  It is bulk mailed on the following Friday; the emailed version is sent the same day.  All 
submissions must be sent to news@towsonuuc.org for inclusion. 
The Weekly News deadline is at 3 PM every Wednesday for publishing the following Sunday.  One paragraph per 
event with no formatting should be sent to news@towsonuuc.org for inclusion.  All events must be cleared with the 
appropriate council head and the church calendar. 

� Keys and Building Security :  For the security of our property, we keep a record of who has keys.  We prefer to 
minimize the number of keys outstanding.  The keys are protected and may not be copied.  A key can be made 
available for individual or short-term events by contacting the office.  Should you feel that your committee has an 
ongoing need during the fiscal year for a key all the time, please contact the Church Administrator.  You are 
responsible for re-locking doors and turning out inside lights that you have turned on.  A building information sheet 
is kept inside the choir closet door of the Meeting Room and on the lower level by the telephone.  The Church 
Administrator is responsible for lock-up at 1 PM following Sunday services. If the Church Administrator is not 
present on a given Sunday, or if there are meetings or events continuing past 1 PM, it is the responsibility of a 
member of the committee or group to lock up the building.  This member must have a key to the building and know 
the security code and security procedures.   

� Building Use: Any committee/group needing space must clear it through the office.   
� Use of office services  The church office provides the church as a whole with administrative assistance and helps 

coordinate church activities.  One full time church administrator, a part time administrative assistant, and a 
bookkeeper staff the church office.  

� Scheduling Requests : The workload in the church office varies depending on the church calendar (i.e. auction 
month, canvass time, etc.), but is generally busy.    All requests for assistance must be made in advance so that 
the office staff can schedule all tasks effectively.   

� Equipment:   The office staff has access to personal computers, a photocopier, a fax machine, and audio visual 
equipment.  The audio visual equipment consists of microphones and recording equipment, a laptop for 
presentations, and a drop down screen for projections. If you need to use the audio equipment you must contact a 
member of the Audio Committee (list in the office) to either agree to run the equipment for you or to train you on 
the use of the equipment.  The office staff has limited ability to provide this service for you.  

� Expenditures and Payment of Bills :  Chairs may authorize committee members to commit funds in carrying out 
committee work; however, all purchases must be approved by the committee chair in advance and by the council 
head for reimbursement.  

� The TUUC Bookkeeper will make payment for purchases approved by council heads in one of two ways: 
� Upon submittal of a bill approved by the council head, the Bookkeeper will pay the vendor directly.   
� When a purchase is paid for by an authorized individual and approved by the council head, the Treasurer will 

reimburse the individual upon submittal of a receipt(s) for the purchase.   
� To submit a bill, attach a completed “request for payment” form to bills or receipts for goods or services.  The 

forms are available on the end side of the mail slots outside the office door. You must obtain the signature of 
your council head as evidence of approval for the reimbursement.  Place the approved request in the office 
mail slot as soon as possible after a purchase is made.  Please use our tax exempt number for purchases 
related to TUUC: obtain a copy from the office prior to purchase.  
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CHURCH SERVICE CANCELLATION PROCEDURE 
 
In case of snow, other extreme weather, or emergency, the Minister (or Worship Associate for that Sunday), the 
Director of Religious Exploration, the Music Director and, if plowing is involved, the House and Grounds Council Head, 
shall confer at 5:30 – 6 AM Sunday morning to decide whether (a) to hold both services; (b) to hold one service only; 
or (c) to cancel both services. 
 
If either (b) or (c) is decided upon, the Minister or Worship Associate shall contact the Church Administrator.  The 
Church Administrator shall be responsible for updating the outgoing message on the answering machine, sending an 
all-church email, putting the announcement on the website, and contacting WBAL. 
 
The Director of Religious Exploration shall be responsible for notifying teachers and students in RE.  The Music 
Director shall be responsible for notifying the choir and any other musicians scheduled for that day.  Pre-prepared 
telephone trees are advisable. 
 
If there is foreknowledge of questionable weather or other emergency, an activation process should be set up on 
Friday or Saturday to make sure all the key players or their substitutes can be reached.  
 
 

COMMUNICATIONS COUNCIL  
 
PURPOSE: Present a unified message of TUUC. Coordinate and connect the internal and external communications 
efforts of the church. Three sub-committees specifically engaged in communication will work together on these efforts. 
 
THRESHOLD COMMITTEE 
 
PURPOSE: Produce the church newsletter, Threshold, which serves as an expression of the ministry, informs of 
activities, programs, and other items concerning the congregation.  All committees and TUUC groups are encouraged 
to submit news of activities on a regular basis.   
 
RESPONSIBILITIES:    
The Threshold will be published monthly.  It will be delivered through email or the US Post Office.  Every Threshold will 
include the following, when submitted by the deadline, as they are considered priority items for the congregation:  

• The Minister's column 
• The Board President’s column 
• Announcements about Sunday services 
• Religious exploration 
• Highlights of TUUC activities, committees, programs and calendar items 
• Denominational announcements and information 
• Items of interest about our members 

 
POLICIES: 
All submissions should be brief.   
All editing, including but not limited to length of piece, formatting, clip art, and placement are left to the editors.  
In the spirit of direct communication and in keeping with the current vision, mission, and covenant, the Threshold 
editors will not include the following: 

• Political, advocacy or cultural events not directly related to or part of a TUUC program 
• Personal attacks on any member of the congregation 
• Articles expressing opinions about programs, policies, or procedures of the church 
• Anything unsigned 
• Personal advertising 

In general, inserts are avoided as they add to preparation time, and detract from the timeliness of the Threshold. 
Exceptions will be made for the announcements of minister's seminars or extensive R.E. or program announcements 
that cannot be accommodated in the body of the newsletter.   
 
WEEKLY NEWS COMMITTEE 
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PURPOSE:  Produce the weekly insert that goes into the Order of Service which serves to inform the congregation of 
current activities and programs.  All committees and TUUC groups are encouraged to submit news of activities on a 
regular basis.   
 
Deadline – Wednesday, midnight, news@towsonuuc.org (not the church office!)   
 
Prefer word attachment – DO NOT SEND FORWARDS THAT ARE QUOTED 
 
Please make it as welcoming as possible.  Include something along the lines like … all are welcome and explain what 
the event is as much as possible.  We get new members all the time and we need to be welcoming! 
 
Note that each listing gets ONE paragraph.  Keep it succinct. 
 
Remember the basics – W HO, WHAT, WHEN, WHY, WHERE and HOW but do keep it brief – one short paragraph 
per activity. 
 
Contact info will be put in the printed and emailed versions. It will be removed for the website version.   
 
Stylesheet 
 

1. AM and PM 
2. No bold, caps, underlines 
3. Noon and Midnight – not P.M., AM or Twelve Noon - redundant 
4. 9 AM – not 9:00 AM – no zeroes on the hour  
5. Phone numbers  - xxx-xxx-xxxx (no parentheses) 
6. Email – no hyphen 
7. UUs – no apostrophe for the plural 
8. TUUCer and TUUCers 
9. Titles of lectures, art exhibits, books, songs, films, conference themes – italicize and capitalize except “a, an, 

the” and prepositions 
10. Sequences – no comma before “and” – as in “peace, tolerance and prosperity”  
11. Do not abbreviate months – January, not Jan. 
12. Unless necessary, eliminate the year from event announcements 
13. Do not abbreviate states in text – Maryland,   not MD 
14. In addresses, use Post Office abbreviation for states – Towson, MD 21204 
15. Capitalize the first letter of titles only when an individual’s name follows.  If there is no name, then do not 

capitalize – president, trustee 
16. Capitalize names of committees – the Board, Operations Team 
17. Capitalize Annual Meeting, Fellowship Dinner, Channing Room 
18. Use lower case for choir, blood drive 
19. Use a hyphen in president-elect 
20. Write numbers one through ten   
21. Use numerals for 11 and up 
22. Acronyms: first mention should be written out with the acronym in parentheses:  Ex.  Religious Education (RE) 
23. Watch the spelling of: 

i. Joseph Priestley 
ii. Sheppard Pratt   
iii. Belair Road, town of Bel Air 

24. and – not an ampersand - & 
25. meeting room – not sanctuary or meeting hall 
26. lounge – not lobby 
27. custodian – not sexton 
28. downstairs – not basement 
29. childcare – not child care 
30. potluck – one word 
31. artwork – one word 
32. fund-raiser – hyphen 
33. part-time – hyphen 
34. Christmas – not Xmas 
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MARKETING COMMITTEE 
 
PURPOSE: Present the church to the wider community through free publicity, publications and paid advertising.   
 
RESPONSIBILITIES :  

• Provide assistance to committees such as writing press releases, creating brochures and placing ads. 
• Produce brochures and any other materials for public consumption. 
• Encourage distribution of prepared materials from other UU sources. 

 
WEBSITE COMMITTEE 
 
PURPOSE:  Utilize electronic media to share information within the TUUC church community and to the wider world.   
 
RESPONSIBLITIES:   

• Maintain the website. 
• Produce the WEEKLY NEWS publication that is inserted in the Order of Service and e-mailed to the 

congregation. 
 
POLICIES: 

• The WEEKLY NEWS will be the main weekly electronic communication vehicle.  No updates will be sent out 
unless a date or time is incorrect and the change will affect events during the upcoming week. 

• Email alerts to the entire church community will only be made in extreme circumstances such as emergencies, 
weather, death or illness.  Emails that will affect only a limited portion of the church community will not be sent 
to the entire church community. 

• The Communications Committee suggests that committees set up group email lists to communicate 
information specific to the mission of the committee. 

• The church email list will not be shared with any individuals, committees or outside organizations. 
 
 

FINANCE COUNCIL  
 

 
PURPOSE: Groups together committees that deal with the financial affairs of the Church.  The Council Head prepares 
the Annual Budget for the Church to be submitted to the Congregation for a vote at the Annual Meeting; and approves 
special non-budgeted fund raising requests and activities of other committees.  
 
In January  of each Church year, the Finance Council Head shall  solicit requests for funds for the next Church 
year from all budget categories.  The Finance Council Head shall then prepare a preliminary budget for presentation 
to the Operations Team and review by the Budget Committee.  The proposed budget should then be presented to the 
Board of Trustees and subsequently to the Congregation.  
 
 
AUCTION COMMITTEE  
 
PURPOSE: To provide supplemental income for the church by means of an auction of donated services, social 
activities and goods in a setting to promote fellowship and unity.  It is recommended that two people co-chair the 
committee. 
 
Responsibilities and Procedures : Plans, organizes, and implements the annual auction.  
  
Chair(s):  Set date; prepare plans, schedule, organization, procedures, and implementation.  Maintain interest and 
enthusiasm with frequent communications.  Delegate responsibilities to sub-committees.   
Callers:  See that all members/friends are called to contribute items.  
Booklet:  All donated items and services should be put in booklet form and mailed to members and friends prior to the 
auction.  
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Accounting:  Careful organization and monitoring of contract amounts and cash receipts are essential. 
Auctioneers: The auctioneer is responsible for stimulating and maintaining interest, moving the auction at a good pace 
and securing maximum bids. 
Silent, Sign-Up, and Raffle: To be organized as co-chairs see fit. 
Auction Schedule:   
4 months prior: Chairs begin planning 
14-15 weeks prior: Mail “kick-off” letter. 
13-14 weeks prior: Begin calling member/friends 
4-7 weeks prior: Prepare booklet 
3-4 weeks prior: Mail booklet 
 
NOTE:  Additional details, comments, and sample materials are in the church files.  Consultation with the 
immediate past chair is assumed. 
 
ACCOUNTING COMMITTEE 
 
PURPOSE:  To provide oversight and assistance in the financial activities of the church. 
 
Tasks: 
• To develop and maintain an Accounting Policies Manual which describes how financial transactions should be 

handled at TUUC 
• To assist with complex operations regarding our accounting such as converting gifts of stocks or other goods (such 

as cemetery plots) to cash 
• To monitor financial transactions to assure that checks and balances are in place.   
• To advise the Finance Council Head on any issues that she/he may wish to bring before this committee 
• To act as signatory on various special accounts that the church may hold 
• Assure that the church records are audited annually as required by the bylaws. 
 
These duties require a long-term involvement, a background in accounting, and a considerable time commitment. 
 
Members:   
The Treasurer and Finance Council Head are members by virtue of their office.  Other members shall include those 
who wish to assist in the financial processes used to safeguard the financial activities of the church. 
 
General Accounting Procedures: 
• Record Keeping: The Bookkeeper maintains all financial records on the premises.  The Treasurer is responsible 

for overseeing the Bookkeeper in these duties. 
• Receipts:  Monies received in the Church are placed in the office safe.  On the first workday following Sunday, the 

Bookkeeper will record the receipts and prepare a bank deposit.   
• Payroll:  TUUC staff are paid once a month.  Compensation for the Minister is set by the budget based on 

recommendations for the Committee on Ministry.  Compensation for staff is set by the budget based on 
recommendations from the Personnel Committee.  These amounts may be amended by action of the Board of 
Trustees.  Questions about approved payroll amounts should be referred to the Personnel Committee Chair.  All 
benefits, including reimbursement for health insurance, should be included in the payroll so that tax reports can be 
accurate at the end of the calendar year.   

• Reporting:  At each Operations Team meeting, the Finance Council Head will provide a Year-to-date Budget 
Report.   

• Year End:  ASAP after June 30th, an Annual Fiscal Year Report will be presented to the Operations Team.  
 
Safeguards: 
• Reconciliation:  Each month, a volunteer from the Accounting Committee will reconcile the bank statement and 

review the expenses and income for obvious errors.  Any discrepancies should be reported to the Treasurer and 
the Finance Council Head.  This volunteer also makes a copy of the current QuickBooks files and stores them off 
premises. 

• Backups:  The computer running QuickBooks should be password protected and backed up after every day the 
Bookkeeper works. 

• Mail:  The mail should be opened by someone other than the Bookkeeper.  Statements from the bank should be 
given directly to the volunteer who reconciles the bank account, not to the Bookkeeper.  
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• Signatories: Every bank or brokerage account set up for church funds shall have three signators.  If the account 
can be accessed by password over the Internet, the current User ID and Password must be stored in the church 
safe. 

 
Disbursements:   
 The Bookkeeper prepares checks and other forms of disbursement on the premises.  Checks are signed by 
authorized people (not the bookkeeper and not the person to whom the check is made out). 
  
Requests for reimbursement should be submitted on a Reimbursement Form with receipts attached.  Requests for 
reimbursement from operating budget line items should be signed by the Committee Chair and/or the Council Head, as 
appropriate. 
• An email approving the expense is equivalent to a signature, but the Bookkeeper should initial the email to indicate 

that it is the official copy. 
• Council heads may send an email to the Bookkeeper with blanket approval for certain types of expenses, but the 

Bookkeeper cannot accept verbal instructions for blanket approval. 
• When a council head or other officer is out of town, an alternative should be designated to sign reimbursements. 
• When possible, reimbursement requests should be combined to avoid small checks. 
• In-kind donations are always welcome and donations of this kind can be noted in a member’s pledge record for tax 

purposes. 
• People authorized to sign checks should never sign a check made out to themselves. 
• When a disbursement of over $1000 is requested, the signature of the person who negotiated the contract or 

expenditure is required in addition to other signatures normally required. 
 
When possible, automatic bill payment of routine bills, such as electricity and mortgage, should be set up by the 
Bookkeeper.  
 
Stock Donations 
A volunteer appointed by the Accounting Committee will handle the processing of donations received in the form of 
stocks.  The preferred process is to have such donations transferred to the brokerage account used for the Saving 
Account.  All such donations should be sold as soon as possible.  To facilitate this, we request that the donor alert the 
volunteer or the Bookkeeper that a transfer should be expected.  When we believe someone is processing a stock 
donation, the Bookkeeper will log on to the savings/brokerage account once a week and see if the stock has arrived.  If 
it has arrived, the Bookkeeper will issue an order to sell at market price.  When the volunteer who receives notification 
that the stock was received in the brokerage account, s/he will compose a letter to the donor thanking the donor for the 
value of the stock, using the midpoint between the high and low on the day the stock was received by the brokerage as 
the value received by TUUC.  A copy of this letter will be sent to the Bookkeeper so the donor’s account in Church 
Windows can be properly credited.  The bookkeeper should then transfer the proceeds from the sale to the checking 
account so this amount can be properly recorded as income in QuickBooks. 
 
 
 
Additional Financial Policies: 
Any questions about or requests for changes to processes used in keeping track of our finances should be brought to 
the Accounting Committee.   
 
Savings not needed for current expenses shall be maintained in an interest-bearing savings account, which may be 
held by any approved financial institution, such as a brokerage.  The checking account should contain 120% of our 
average monthly expenses.  When the amount in the checking account exceeds this amount, the excess funds should 
be transferred to the savings account.  When the checking account drops below this amount, funds should be 
transferred from the savings account. 
 
All assets should be catalogued in a spreadsheet and maintained the person designated by the Accounting 
Committee.  The serial number, date of purchase, and purchase price should be included, along with a photo of the 
item.  A copy of this list should be located off-premises in case of a fire or theft. 
 
Insurance policies should be reviewed annually by the Treasurer. 
 
Undesignated donations of $500 or more should be considered contributions to the Endowment Fund.  Undesignated 
donations of less than $500 should be handled by the Special Gifts Committee.  In both cases, they should be 
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acknowledged by the appropriate committee.   
 
Any item costing less than $1000 should be expensed in the year purchased and should not be listed as an asset on 
the Balance Sheet (although it should be included on the list of assets for insurance purposes).  
 
Reserve funds are equity accounts to assure that income received for a specific purpose and not spent in the fiscal 
year in which it was received will be used for the designated purpose.   

1. The purpose of reserve funds must be specified in writing at the time they are set up. 
2. The number of reserved funds accounts should be kept at a minimum.  Each year, these funds should be 

reviewed to see if any can be consolidated.   
3. A single amount should appear on the Balance Sheet for all reserve funds.  Separate ledgers should be kept 

for each of these accounts showing the actual transactions.   
4. Income and expenses related to reserve funds will appear in the Chart of Accounts under Other Income or 

Other Expense so that they will not impact the budget line items. 
 
ANNUAL BUDGET PROCEDURES 
 
The Finance Council Head prepares the annual budget worksheet with assistance from the Office Administrator. The 
worksheet is presented to each council head at the December Operations Team meeting. 
 
By the January Operations Team meeting, the council heads are to have met with their respective committees to 
establish a “must have” and “desired” budget for each committee within their council. The Finance Council Head then 
designs a “must have” and “desired” budget. 
 
By the March Operations Team meeting, the Operations Team begins evaluating whether the canvass is meeting the 
requirements for the “must have” or “desired” budget. A meeting of the President, President-Elect, Finance Council 
Head, the Treasurer, the Personnel Committee, and the Committee on Ministry is held in March to determine salaries 
for professional staff based on UUA Fair Compensation guidelines. 
 
By the April Operations Team meeting, the final annual budget needs to be approved by the Operations Team. 
Adjustments to committee budgets from the “desired” or “must have” numbers are made at this meeting. Once the 
Operations Team has approved the budget, it is then presented to the Board by the President-Elect at the May Board 
meeting.  
 
Once the Board approves the budget at its May meeting, the budget is then mailed to the congregation prior to the 
annual June Congregational Meeting. At the June congregational meeting, the budget is voted on by the congregation. 
 
 
 
 
ENDOWMENT COMMITTEE  
 
PURPOSE:  To act as investment manager for the endowment funds and receive and solicit contributions to the 
endowment fund from individuals and estates to be invested appropriately for the long term benefit of the Church. 
� Follows the By-Laws and Operating Procedures of the Endowment Committee as approved by the Congregation. 
� Annually contributes to the operating budget of the Church four per cent (4%) of the capital managed by the 

Endowment Committee at the end of the previous calendar year.  These funds are to be incorporated in the 
operating budget for the following Church fiscal year.    

 
Composition and Creation of the Endowment Committee . 

• The Endowment Committee shall consist of 5 regular members, who are elected by the congregation for a 
term of 3 years. The Finance Council Chair and Treasurer shall serve as ex-officio members of the 
Endowment Committee.  The terms of the members are staggered so that only one or two members are up for 
election by the congregation each year. Members may serve any number of consecutive terms, but must go 
thru the election process set by the Nominating Committee for each additional term.  Vacancies may be filled 
by the Nominating Committee with the approval of the Board of Trustees. 

• The Endowment Committee shall elect its chairperson who may not vote except to break a tie. 
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• A quorum of the Endowment Committee shall consist of four or more voting members. 
• The Endowment Committee shall adopt, modify, and revise its operating rules and shall establish its own 

working assignments. The operating rules and amendments thereto must be approved by the Board of 
Trustees, and shall not become effective until such approval. 

• Members of the Endowment Committee shall be bonded in amounts to be determined by the Board of 
Trustees. 

• Endowment funds shall consist of all funds over $500 donated to the church for purposes other than for 
current operating expenses, current program expenses, or specific programs requiring expenditures within 18 
months of the date of the gift. Endowment funds also shall include monies and property set aside by the Board 
of Trustees for capital appreciation, savings, or other purposes specifically distinct from the regular operating 
budget. Earnings, capital gains, and capital appreciation of the Endowment Funds are included in the 
Endowment. 

• Church herein shall mean the Towson Unitarian Universalist Church. 

 
STEWARDSHIP COMMITTEE 
 
PURPOSE: To contact all members and friends of the church to secure pledges of financial support for the operation 
of the church. 
 

• Prepares and implements plans, organization, and procedures for a canvass of all members and friends. 
• The Finance Council Chair, as a member of the committee, communicates with the Membership Committee as 

new members join the church. Within 30 days of a new member joining, the Membership Committee Chair 
notifies the Finance Council Chair about the new member. The Finance Council Chair then meets with the new 
member to request that a pledge be made for the current fiscal year, if possible, or for the coming fiscal year. 

• The Stewardship Committee tracks the pledges for both income and number of pledges coming in. The 
Finance Council Chair, as a member of the committee, then makes recommendations to the Operations Team 
in preparation for drafting the church budget. 

 
STEWARDSHIP CAMPAIGN PROCEDURES: 
 
TIMELINE 
� Stewardship campaign date set by Fall 
� In Fall, Committee meets to plan canvass & develop calendar for remainder of timeline  
� Mailing to Congregation giving dates of:   

� Goals  
� Stewardship kick-off event 
� Period of solicitation 

� Recruitment/Training of canvassers 
� Stewardship Church Service 
� Kick-off event in February or March 
� Stewardship campaign period (one month following kick-off) 
� Report to Finance Council Head and Board  
� Review status of Members with office and Membership Chair 
� Congregational Meeting to approve next year’s budget as previously reviewed by the board. 
� Mail out confirmations  
� Mop-up and canvass new members 
 
NOTE:  It is most important to coordinate with the Administrator the printing and mailing of various materials.  More 
time is needed if bulk mailing is used.   
 
 
TASKS 
� Publicity:  Be sure to use the Threshold and Weekly News during the month prior to the stewardship campaign to 
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remind people of needs and events relevant to the stewardship campaign.   
� Printed material: Information stating financial needs and member expectations, letters from the President, Minister, 

and/or Stewardship Chair.  (see Church Administrator for examples of previous literature and materials). 
� Kickoff event:  Dinner, party, etc.  
� Event program:  Skits, songs, etc.  
� Pledge cards:  Prepare  
� Pledge review:  Analyze pledge and target requests 
� Phonathon or visit process:  Recruitment and instruction of phoners and/or visitors  
� Written confirmations  
� Record adjustments:  With office, Membership Chair, Assistant Treasurer for pledges  

 
SPECIAL GIFTS COMMITTEE 
 
PURPOSE:  To graciously accept and maintain records of special gifts, such as memorial gifts and other gifts made for 
special purposes, provided they are deemed appropriate by the church. 
 
The committee shall consist of three TUUC members.  The committee shall elect one of its members to be chair. 
 
PROCEDURES: 
� The bookkeeper will notify the Special Gifts Committee in a timely manner when any gift is received, except gifts 

made directly to the Endowment Fund. 
� The Special Gifts Committee will determine the appropriate uses of the gift in consultation with the appropriate 

people and will maintain the Special Gifts Register. 
� The office will acknowledge the receipt of the gift. 
� The Special Gifts Committee will be the focal point for the receipt of non-monetary (physical) gifts and coordinate 

with the Aesthetics Committee on the suitability of such gifts. 
� In conjunction with Aesthetics, Special Gifts will approve, revise, or reject such gifts based on needs or suitability. 
� In conjunction with the appropriate committee, Special Gifts will receive cash donations designated for the 

purchase of a specific item. 
� The Operations Team will make requests of the Special Gifts Committee if a need is identified. 
  
 
 
 

FUNDRAISING PROCEDURE 
 
For any fundraising, a two part written proposal must be submitted to the Finance Council Head and an evaluation 
must be submitted upon completion of the event.  The appropriate forms follow: 
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TUUC FUNDRAISING EVENT (please complete the followi ng for any collection of money or goods).  This for m, 
once completed, must be submitted to your council h ead and a copy sent to the office). 
 
Date Submitted: __________________ 
 
THE PROJECT OUTLINE 
 
Project Name:  
 

 

Committee Sponsoring:  
 

 

Contact Person (include phone/ 
Email): 
 

 

Date(s) and Time(s) – start and 
end - of Event: 

 

Type of space needed  
 

 

 
Please describe the purpose for and nature of the p roject  
 
 
 
 
 
Describe the proposed disposition of any funds rais ed and how you plan to advertise the fundraiser  
 
 
 
 
 
Describe the need for any seed money and the amount  desired ( if this is needed and the project is approved, 
Finance Council will make a recommendation to the Board for discussion and vote about where to find funding) 
 
 
 
 
What has been decided about absorbing operational l osses or the loss of seed money?  
 
 
 
 
 
What other Committees or Councils are you working with?  
 
 
 
 
 
What are the expected results of the project?  
 
 
 
 
 
 
 
Answering the following will help the office coordi nate support for your project 
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PROJECT NAME: 
 
PUBLICITY – Do you plan to have/need: (The committee is responsible for developing the announcements) 
 
Threshold announcements?   (The deadline for submission is midnight – please check the directory or 
call the office for the schedule) No Yes  

Order of Service announcements?  (Deadline is 10am Thursday morning) No Yes 

Threshold Insert – flyer, etc? No Yes 

Order of Service Insert  – flyer, etc? No Yes 

Sunday Service Announcement?  
     The Minister or Worship Program Coordinator to  Announce? 
     Need Separate Announcement Time? 
 

 
No 
No 

 
Yes 
Yes 

All church email? No Yes 

Posters/Signs?   (If so do you need assistance with these from the office staff? – No Yes) No Yes 

 
   
THE EVENT 
 

Will the event need childcare? No Yes 

Will you need special collection envelopes? No Yes 

Will you need/would you like a list of names and ad dresses for thank you notes? No Yes 

Will you need a key for opening and closing the bui lding?  (If so, the contact person will need to 
sign out a key and review/learn the alarm system with the Church Administrator) No Yes 

Facility Set-up:  (please submit a separate sheet with a diagram for our custodian if necessary) No Yes 

Facility Clean -up: Will you need custodial services?  
If No, who is responsible for cleaning up? _______________________________________________ 
 

No Yes 

 
    
 
WRAP UP 
 
All checks must be written to TUUC  and the fundraising project name must be written in  the memo line  (if this 
is not completed by the person making the donation, please help our bookkeeper ensure that your event receives 
credit for all donations by writing the name in the memo line yourself). 
 
In order to ensure that the money gets to the proper organization please indicate: 
 
� Where the check is to be sent: ______________________ (please fill out a check request form and provide the 

proper signatures to expedite this) 
 
� How long to wait until the check is sent: _______________ (if you think that some donations might come in after 

the official event is over, please let us know how many weeks we should wait until we send the proceeds to the 
organization receiving the donation. 

 
 
PROJECT NAME: 
 
EVALUATION 
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Did the project meet the goals as outlined in the o riginal proposal?  
 
 
 
What is the dollar amount of the funds raised?  
 
How many people and approximately how many hours we re spent on the proj ect?  
 
 
 
 
 
How many people/organizations did this fundraiser h elp?  If a small number, do you think that is any r eason 
not to consider this project in the future? 
 
 
 
 
 
Did you feel you received good support and guidance  from the office when and where needed? If not, please 
describe the areas in which you would have liked mo re help. 
 
 
 
 
 
 
Did you involve other committees or groups that you  did not originally include in your proposal?   
 
 
 
 
 
What would you change, if anything, about the fundr aiser?  (e.g. was the project too complex, not complex 
enough?) 
 
 
 
 
 
Other comments/suggestions?  
 
 
 
 
 
 
 
 
 
 
 

PURCHASING PROCEDURES  
 
Church supplies fall into the following categories : 
� Office: paper, envelopes, stamps, folders, office supplies, etc. 
� Household/Maintenance: towels, tissue, soap, cleanser, light bulbs, gasoline, paint, furnace filters, etc. 
� Hospitality: cups, plates, utensils, napkins, coffee, tea, condiments, wine, candles, cough drops, etc. 
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The following persons may be designated for certain  supplies  
� Church Administrator, Administrative Assistant, Bookkeeper, or DRE for the purchasing of office supplies 
� House and Grounds Council Head or the Custodian for the purchasing of household/maintenance supplies 
� Sunday Services Council Head, the Hospitality or Fellowship Chair for the purchasing of ALL  the hospitality 

related supplies used at TUUC functions, whether related to the Sunday Services Council or another council 
 

 

INNER LIFE COUNCIL 
 
PURPOSE: The Inner Life Council is concerned with those activities that deal with life inside the church for all 
members, friends, and visitors.  It includes those committees that have to do with newcomers, becoming a member, 
fellowship, and the general well-being of members. 
 
 
BUDDHIST MEDITATION – The Mindful Way  
 
PURPOSE:  To provide a program of weekly Buddhist mediation called The Mindful Way.  Mindfulness meditation, 
which is very popular in Southeast Asia and elsewhere, originates from early Buddhist teaching dating back some 
2,500 years.  Mindfulness is a technique in which one pays attention to his or her present emotions, thoughts and body 
sensations, such as breathing, without passing judgment or reacting.  Many health benefits can result from regular 
mediation, such as stress reduction and improved concentration.   
 
BOOK GROUPS  
 
PURPOSE:  To create an opportunity for people to gather in fellowship to discuss the chosen book of the month. 
 
PROCEDURES:  The Anita Gregory Afternoon Book Group meets at TUUC on the first Tuesday of the month at 2 PM.  
The Evening Book Group meets at TUUC the first Wednesday of the month at 7:30 PM.  Call or email the office for 
contact information for either group. 
 
 
CARING COMMITTEE 
 
PURPOSE:  To assist the Minister in identifying members and friends who are in need of special care and to help the 
congregation celebrate certain rites of passage.  The sole qualification is a concern for our church family and a desire 
to help others. 
 
PROCEDURES:  To fulfill our purpose, the Caring Committee engages in the following activities:  

• Calls, visits, and/or sends cards or notes to members/friends who are injured, ill, or in distress. 
• Maintains ongoing contact with people who are recovering from an illness or a grief.  
• Organizes and serves receptions for memorial services, vesper services, and special birthday milestones. 
• Maintains End-of-Life resource materials for use by the congregation.  
• Stores medical equipment, such as wheelchairs, walkers, and canes for use at church or to lend out to 

members.  
• Has a buddy system in place for those who want to avail themselves of such a service. 

 
 
 
DINNERS AT HOME   (PREVIOUSLY CALLED ROUND ROBIN DINNERS)  
 
PURPOSE:  To provide opportunities for members and friends to socialize by scheduling small groups, between four 
and twelve people, for periodic dinners in members' homes. 
  
PROCEDURES: 

• Publicize each dinner through the Threshold or Weekly News. 



Towson Unitarian Universalist Church 
Procedures Manual 

March 2010 Revision  

20

• Have participants sign up by emailing dinnersathome@tuuc.org or calling the coordinator's home phone or 
signing up on the poster in the lobby.  Set up the groups each time, designating hosts/hostesses and guests. 

• Ask the hosts to contact the guests with the time of the dinner party, directions, and what dish to bring.   
 
FELLOWSHIP COMMITTEE 
 
PURPOSE:  To promote a sense of community within TUUC by coordinating celebrations and dinners for members 
and friends, as well as occasional special events.  
 
PROCEDURES:  Work early in the summer with the office staff to set dates for events in the upcoming church year.  
Celebrations normally occur on the first and last Sundays of the church year, as well as on Halloween and Christmas 
Eve.  In addition, there are usually potlucks before congregational meetings.  There may also be a special birthday, a 
church anniversary, or a special cultural event to coordinate.  Arrangements include publicity, purchase of food and 
drink, and cleanup.  
 
 
GIFTS BASED MINISTRY COMMITTEE 
 
PURPOSE: Purpose: To help the congregation explore opportunities for spiritual growth by discovering each person's 
unique gift for ministry and the ways to fulfill it within TUUC and the wider community. 
  
PROCEDURES: 

• Bring GBM to a reality by educating and sharing the concept with the church leaders i.e. the Board and the 
Operations team.  Subsequently educate the Congregation on GBM concept by a variety of methods including: 
services, special workshops, and small group activities. 

 
• Assist individuals to discern their gifts for ministry by providing a variety of opportunities including: interactive 

workshops, interviews, and surveys to collect interest data. A database with this information will 
be maintained. 

 
• Work closely with all groups of TUUC and especially the Nominating Committee to coordinate efforts to identify 

interests and talents of the members of the congregation. 
 

• Publicly recognize the individuals who share their gifts with TUUC by special recognition services throughout 
the year (see Volunteer Recognition).   

 
 
IMPROV GROUP  
 
PURPOSE:  To learn how to create improvised theater through personal experience, using fun games and 
exercises.  We will work together as a group in a very informal, supportive atmosphere, with the challenge level 
adjusted to meet the comfort and skill level of participants.  We will focus on learning to be spontaneous, relaxed and 
authentic.  The basic techniques and framework of short form comedic improvisational theater will be 
emphasized.  Some attention to acting skills will be included.  This experience is not only fun; it promotes new 
perspectives on the way we interact with each other. 
 
 
  
 
INTERGENERATIONAL ARTS COUNCIL   
 
PURPOSE:  The Intergenerational Arts Coalition (IAC) creates opportunities for children and adults to share their 
talents with the congregation and/or enhance church services through various forms of artistic expression. All kinds of 
performing and aspiring artists (singer, dancers, actors, musicians, drummer, poets, etc.) are invited to join.  We also 
welcome those who are interested in leadership for future collaborations. 
 
INTERWEAVE COMMITTEE   
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PURPOSE:  Our mission is to foster a welcoming religious community for people of all sexual orientations by 
increasing understanding and support within our church and by connecting TUUC to the larger community of gay, 
lesbian, bisexual and transgender persons. 
 
POLICIES:  
� To assess what course of action is best suited at this time to help provide spiritual, political, and social well-being 

for bisexual, gay, lesbian and transgender persons.   
� To become better educated to accept and celebrate the lives of BGLT persons 
� To provide outreach to the larger community 
 
PROCEDURES: 
� Schedule monthly committee meetings. 
� Incorporate a variety of means to help our congregation go in greater depths into the work of reducing homophobia 

and heterosexism. 
� Maintain respect and confidentiality in meetings 
� Make use of any new educational material, such as Living the Welcoming Congregation, at meetings and in 

workshops. 
� Make donation to TUUC Lending Library.. 
� Involve ministerial support and the religious education program in dealing with BGLT issues. 
� Use resources from other churches, districts, Interweave groups, and the UUA Office of GLBT Concerns 
� Participate in Interfaith Fairness Coalition of MD. 
� Advertise in gay papers, other newspapers, and perhaps Yellow Pages, under “Gay and Lesbian Service 

Organization.” (if budget allows). 
� Use inclusive language in church bulletins, newsletters, and church services, acknowledging the variety of family 

structures. 
� Connect with and support financially our Equality Maryland program, which is working for: 

o Non-discrimination in employment and housing 
o Safe schools 
o A bill denying grants and contracts to discriminating companies 
o Same-sex Civil Marriage 

� Present films as educational and fellowship tools to discuss GLBT issues. 
� Connect with BGLT groups at General Assembly, if attending. 
� Participation in Pride Day activities and Solidarity Sunday. 
� Invite guest speaks to Sunday Services or special programs to educate the congregation on GLBT concerns. 
  
NEWCOMER COMMITTEE 
 
PURPOSE: To greet visitors at Sunday services, keep records of repeat guests who have not become members, and 
integrate new members through such activities as new member packets, newcomer pot lucks, orientation sessions, 
and new member ceremonies. 
 
PROCEDURES: 

• Establish a schedule of greeters for each of the Sunday services throughout the year (See sub-committee 
“Greeters” for explicit details on greeting responsibilities and procedures.) 

• Assure that the Literature Rack is supplied with literature at all times. 
• Assure that the office maintains a supply of new member packets. 
• Communicate with office staff on a regular basis regarding new members. 
• Plan new member recognition ceremonies in conjunction with the minister. (See below.) 
• Verify annual report to the UUA on membership status. 
• Verify status of members with office staff when the directory is being published. 
• Assist the Steward Campaign Committee.  (See below.) 

 
New Member Recognition: 
Recognition of those who have joined the congregation is one way of communicating their acceptance as members 
and expressing the importance of the act of membership.  A special new member recognition ceremony, held a few 
times every year, provides an opportunity to welcome formally those who have made a commitment to the 
congregation.  A new member brunch or special coffee hour may be included after the service. 
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Procedures for the ceremony: 
• Arrange dates with the minister.  
• Contact new members to see if they will be attending and inform them what the ceremony involves. 
• Notify the church office to list new members in the program. 
• Obtain corsages and arrange for pictures, if desired. 

 
Procedures for helping New Members:  

• Assure that the office makes permanent nametags. 
• Assure that new members get a new member packet after they sign the membership book. 

 
Procedures for working with the Steward Campaign Co mmittee: 

• Prior to the Stewardship Campaign, review the list provided by the office of repeat visitors so that prospective 
members are properly identified and contacted for a pledge. 

• After the stewardship campaign, work with the minister, president and Stewardship Campaign Committee 
Chair to determine the membership status of any persons whose membership status is in question. 

• Review the letter being sent out to such persons asking if they wish to remain members or friends. 
• The office will notify the Finance Council Head every month of those people who have signed the 

Member Book within the past 30 days so that all new members are asked to pledge for the remainder 
of the church year. 

 
 
NEWCOMER SUB-COMMITTEES 
 
GREETERS: 
 
PURPOSE:  to provide a warm welcome to first-time visitors and repeat visitors; assure them that the Information 
Form is completed by first-timers who wish to receive a blue nametag for future visits, as well as our weekly news and 
monthly newsletter by email; and to answer any questions the visitors may have. 
  
PROCEDURES: 

• Arrive at the church at least 30 minutes before the service starts  
• Set up the Welcome Table with: 

� Visitor Information Forms 
� ARE and RE prospectus; flyers about upcoming special events, such as the Friday Night Concert 

Series, Round Robin dinners, etc.  
� Blue nametags for visitors 
� White nametags for first time visitors 
� Display literature, including the Threshold, bookmarks, Social Action tri-fold, “Becoming a Member” 

pamphlet, and any other items of interest. 
� Regular pen for Visitor Form, felt-tip pen for 1st timers’ nametags 

• Greet the Visitors  
� First-timers  

� Offer a handshake and a big smile and words of welcome 
� Ask them to wear a nametag 
� Ask them to fill out a Visitor Information Form.  They may want to take the form with them into 

the service, or come back to the Greeting Table after the service to complete it. 
� Point out the literature rack, bookstore, sanctuary, downstairs restroom, coffee, RE, etc 

� Repeat visitors 
� On the back of the blue nametag, the Greeter should write the date of the repeat visits.   
� Stay at the Greeting Table until 15 minutes after the service starts.  
� Be on the lookout for Visitors during coffee hour.  If they are not talking to anyone, engage 

them in conversation and introduce them to other members of the Church (VERY 
IMPORTANT). Let them know, or remind them if you already have, about upcoming church 
activities that could be of potential interest.  

� Photocopy the Visitor Information Forms filled out by first time visitors and leave the originals 
in the Office mailbox. Take home the copies of the Visitor Information Form and within two 
days of the actual meeting, send out notes on TUUC note cards thanking the people for 
visiting, and include anything, such as pamphlets, that may be of interest.   Mention the next 
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upcoming Prospective Member Brunch, if one is scheduled.  Also remind them in the note to 
please call with any further questions.   

� Put supplies away in the cabinet after the service. 
 
NEWCOMER ORIENTATIONS   
 
PURPOSE:  To provide newcomers who are considering membership with information about Unitarian  Universalism 
in general and TUUC in particular to help them make an informed decision.  
 
PROCEDURES: 

• Meet with the minister and Newcomer Chair to decide what dates (2 succeeding Sundays) to schedule an 
orientation series.  Orientations should be offered two times during the church year. during Fall and Spring.  

• Line up people to assist with: 
o emailing and mailing invitations (the office will provide the newcomer list), 
o  providing food for both Sundays and helping to set up and clean up, 
o  handling communications with the Threshold and the Weekly News to advertise the series. 

• Invite key leaders of the church to one of the Sundays.  They generally come on the Sunday when the minister 
is not presenting, but the format can change depending on circumstances.   These people should include the 
President or a representative from the board, the Treasurer or the Finance Council Chair, and a few council 
and/or committee heads.  They will give brief presentations about what they do, prior to inviting the newcomers 
to share from their personal religious journeys. 

• The Member Book should be brought to the second Sunday in the series, when interested newcomers are 
invited to become members.   

• The office will notify the Finance Council Head every month of those people who have signed the 
Member Book within the past 30 days so that all new members are asked to pledge for the remainder 
of the church year. 

 
NEWCOMER  POTLUCKS  
 
PURPOSE:  To provide newcomers who are considering membership the opportunity to socialize with other 
newcomers and members of the church, at a member’s home. 
 
PROCEDURES:   

• When planning dates for the Orientation programs, schedule the Potlucks to follow them when the church 
calendar is not busy with other Fellowship events. 

• Get a list of visitors from the church office (as a file which can be converted to Excel). 
• Email an invitation to all with email addresses.  (As a way of updating our visitors’ list at the same time, ask if 

they are still interested in hearing about TUUC events.)  
• Call the rest.  Be sure to find out if they are still interested in the church during the conversation. 

 
NEW MEMBER BIOS   
 
PURPOSE:  To increase the congregation’s awareness of our new members by interviewing them and writing brief 
“bios” to be printed, preferably with a picture, in the Threshold as soon as possible after they become members. 
 
 
PROCEDURES: 

• Arrange a time with the new member to meet at church or talk over the phone.   
• Keep questions to details they are happy to share on family, past history, and what has brought them to 

TUUC.  The “‘bio” should be brief – 6 to 10 lines that will appear in the next Threshold. 
• Take a digital picture or ask the new member to supply one. 
• Follow the procedures for Threshold deadlines. 

 
 
TUUC HOUSE CONCERTS 
 
PURPOSE: To provide a musical experience for the members and friends of TUUC and the local community. 
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PROCEDURES: 
The Committee Chair actively recruits musicians for performance dates at TUUC.  The donation that is taken at the 
door is used to pay the musicians as well as a portion going to support TUUC.  Full season subscriptions are also 
available.  The House Concerts are usually held the last Friday of the month.  A schedule is kept in the office and 
flyers are located in the lobby. 
 
 

VOLUNTEER RECOGNITION  
 
PURPOSE:  Plan, organize, and execute activities that recognize and honor TUUC’s volunteers. (see Gifts Based 
Ministry) 
 
PROCEDURES: 

� On each of three Sundays throughout the year there will be a Volunteer Fair with a theme related to 
volunteering. 

� Three to five volunteers will speak during the service about what having the opportunity to volunteer has 
meant to them. 

� The names of all the volunteers on the committees being honored will have their names printed in the Order of 
Service. 

� If budget permits, each volunteer will receive a small gift. 
� Each committee will have a job description written for it in an effort to recruit more volunteers. 
� The committees being honored will have tables set up in the lobby with copies of their committee’s job 

description and a volunteer sign up sheet.  The tables will be monitored by one or more committee members 
who will discuss the work of the committee and be available to assist new members. 

� The Council Heads and Committee Chairs will write “thank you” notes to each member being honored.  The 
Volunteer Recognition Committee Chair or the Inner Life Council Head will have a master table in the lobby 
where the cards can be picked up, along with their small gift, if one is available. 

� The Board of Trustees and the Operations Team are honored at the Congregational Meeting in June of each 
year and will not be recognized at the Volunteer Fairs throughout the year. 

 

 
HOUSE & GROUNDS COUNCIL 

 
PURPOSE: Coordinates the work of the committees that oversee or manage the Church's property, including 
Grounds, House, Aesthetics, Memorial Garden and Rental Committees.  Oversees purchasing of house and 
grounds supplies.   
 
 
AESTHETICS COMMITTEE 
 
PURPOSE:  To maintain a consistent level of aesthetic appeal to the building and grounds by monitoring purchases 
made and gifts received. 
 
PROCEDURES:  
Proposed physical gifts to the Church and suggestions for purchases by committees and/or individuals by the Church 
are to be submitted to the House and Grounds Council Head who will convene this committee comprised of the Chairs 
of Gallery Unicorn, Grounds, House, and Special Gifts.  This Committee shall approve, revise, or reject such 
gifts/needs based upon the suitability to the locale (does it complement/enhance?), relate to space requirements for 
placement and/or storage, and cost within the availability of funds.  The Committee should feel free to consult with any 
other individuals or committees to determine the acceptability of such an addition to/for the Church. 
 
GROUNDS COMMITTEE 
 
PURPOSE: To see that grounds and parking surfaces are maintained; to develop long/short term landscape plan. 
 
PROCEDURES: 
� Develops plan for general grounds maintenance including leaf removal. 
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� Schedules work parties as needed. 
� Maintains nature trail. 
� Determines wild and manicured areas. 
� Makes decisions about plantings. 
� Monitors snow and trash removal. 
� Maintains parking surface. 
� Coordinates with House Chair on H&G budget line item. 
� Coordinates with Rental Chair the use of grounds by rental groups such as Montessori, Camp Dulaney, and 

others having picnics. 
 
HOUSE COMMITTEE 
 
PURPOSE: To see that the building and furnishings are maintained and secure. 
 
PROCEDURES: 
� Identifies needed improvements, report and makes recommendations. 
� Communicates and coordinates with other committees to assure proper use. 
� Determines needs for and organizes work parties. 
� Sees that mechanical systems and machinery, other than office and sound, are in good working order. 
� Supervises storage. 
� Maintains tools and hardware and supplies for housekeeping. 
� Sees that houseplants are cared for. 
� Sees that there is a process for room set-up. 
� Determines disposal of surplus furnishings, lost and found items. 
� Responsible for House and Grounds budget line item. 
 
 
MEMORIAL GARDEN COMMITTEE 
 
PURPOSE: The Towson Unitarian Universalist Church Memorial Garden is designed for those who wish to have their 
ashes scattered near the church where they may have experienced the significant events of their lives. It is available 
for members, friends, and extended families. The Memorial Garden is located in the wooded section beyond the south 
side of the parking area. The nearness of the garden to the church building reminds us of an ancient custom where 
burial took place within the church, or in later times, in beautifully maintained country courtyards. The Memorial Garden 
Committee maintains a Memorial Book that contains brief biographies and photographs of those so remembered. 
 
PROCEDURES:    
To make arrangements for holding a small service in The Memorial Garden, purchasing a plaque, or scattering of 
pulverized ashes please speak to the Church Administrator or The Minister.  There will be no specific marking of 
location of the ashes of an individual in The Garden or in the woods.  Ashes may not be buried.  Urns or any other 
container may not be left at the sight. 
 
A current Member or Friend may make these arrangements in advance but the plaque will not be ordered until the 
individual has died.  Purchase of plaques shall be ordered with the Church Administrator who will receive and receipt 
the money and inform the bookkeeper and the Memorial Committee.  Three copies of the Certificate of Deposit (one 
for the purchaser, one for the office, and one for the Memorial Committee) shall include the serial number for each 
space purchased with the space location on the wall, the name of the purchaser, and the name of the inscription on 
the plaque with the birth year and the death year (to be added).  The Church Administrator will order the plaque and 
upon delivery will schedule installation.  When installation of the plaque is completed, the Church Administrator will 
send a notice of such to the person who requested the plaque. 
 
Cast bronze plaques, 6” x 3”, containing the name and the year of birth and death in polished raised letters will be 
permanently mounted on the wall.  All plaques will be of uniform size and style. 
 
Charges for the plaques cover the cost of the plaque, installation of the plaque, as well as maintenance of The Wall 
and Memorial Garden – to be known as “The Garden Fund”.  The current cost determination for plaques is $500 but 
will increase according to inflation as determined by the Finance Council and the Memorial Garden Committee.  If 
scattering of ashes without purchase of a plaque is requested, a donation towards the maintenance of the grounds is 
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requested.   
 
The Memorial Garden Committee is responsible for maintaining The Book of Remembrance containing a brief 
biography with a photograph (if available) to be kept on view within the church.  This book shall also include the names 
of contributors who gave in excess of the cost of the plaque(s) as well as those who made a donation to The Garden 
Fund but did not purchase a plaque.  A copy will be filed in the office with other church records for safe keeping. 
 
The natural beauty of this setting may be enhanced by additional plantings after they have been approved by the 
Aesthetics Committee in conjunction with the Grounds Committee.  Cut flowers in containers should be removed after 
the second Sunday of their presence; potted plants may remain until they stop blooming.  House and Grounds will be 
responsible for maintaining the surrounding area. 
 
The plaque purchase price and additional gifts will go into The Garden Fund has been designated as the depository for 
funds to be used for maintenance of the Memorial Garden and the encompassing area.  Purchase of appropriate 
plantings and furniture may also be made from this Fund.  Money for the plaques will be collected by the Church 
Administrator. 
 
There shall be a minimum of two members serving on the Memorial Garden Committee now known as the Memorial 
Committee, with the following responsibilities: 

• Maintain The Book of Remembrance 
• Make purchases consulting with the Aesthetics Committee, if needed 
• Assume other duties as may be required from time to time 

 
HOUSE INFORMATION SHEET  
 
Please remember visitors come to our building on an almost daily basis to visit the Gallery Unicorn (open M-F 10-3), to 
meet with the minister, to consider use for weddings, meetings, etc.; and that we have regular weekday tenants.  If you 
are planning or are responsible for a meeting or event, leave the building neater than you found it.  We'd like everyone 
who comes in our front door to have a good impression of us. 
 
Procedures for Use of the Church Building 
� If you open it, close it. 
� If you turn it on, turn it off. 
� If you unlock it, lock it. 
� If you break it, repair it. 
� If you can't fix it, report it to the office. 
� If you borrow it, return it. 
� If you use it, don't abuse it. 
� If you make a mess, clean it up. 
� If you move it, put it back. 
� If you don't know how to operate it, leave it alone. 
 
SCHEDULING: Contact the Church Administrator to place the event on the master calendar, by phone, email or in 
person.  In addition to date and time, we'll need to know who will be setting up and cleaning up. 
 
KEY:   Contact the Administrator for a key to the building and return it promptly.  The front door key opens all doors 
except the offices, the Channing Room, storage garage, and meeting room (rarely locked). 
 
SET-UP:  If set-up is light, requiring 1 or 2 long tables, card tables, and fewer than 30 chairs, the Custodian can likely 
do it.  If the event requires many large tables, you must recruit volunteers for set-up.  It is strongly recommended that 
more than one person set-up the large tables, not only to save backs, but also wear and tear on the tables and carpet. 
 
CUSTODIAN'S HOURS:   Varied, but limited to 20 hours per week. 
 
SECURITY:  TUUC has an alarm system monitored by an alarm company.  If using the building and you are not 
familiar with the system you must see the Church Administrator for an information sheet and a walk-through.  Be sure 
all windows and doors are closed and locked when you leave.  The meeting room can be locked during an event if that 
seems desirable.  The lower level door between the bathroom area and classrooms should be locked.  Under no 
circumstances should children be left downstairs unsupervised.  Much of the equipment on the lower level belongs to 
our renters - Montessori during the school year, and Camp Dulaney during the summer. 

BEVERAGES  No red 
berry punches or red 
wines should be served 
in the building as they 
are almost impossible 
to remove from the 
carpet 
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WALLS:   Do not attach anything to painted walls or cabinets with tape, nails, or tacks.  If it is impossible to hang 
something without tape or nails contact the Chair of the House Committee or the Church Administrator for help.  
Please do not tape or hang any notices on the front door unless it is an emergency. 
 
HEAT and AIR CONDITIONING:  We have three furnaces controlled by individual thermostats:  one for the lower 
level, one for the meeting room and one for the lounge and offices (both with air conditioning).  They are on timers 
based on routine need.  When possible, staff will set thermostats to provide heat or air conditioning when needed.  
Timers can be overridden by pressing the button until the display reaches the desired temperature in order to increase 
or decrease heating and cooling.  Do not set above 68 in winter or 73 in summer. 
 
FIREPLACE:  Use of the fireplace is restricted to c hurch related activities by members or friends of T UUC 
only. The committee/individual requesting the fire is responsible for setting and maintaining the fire and following the 
safety rules.  Parents are responsible for making sure their children do not play close to the fire. Before using the 
fireplace, notify the church administrator who in turn will notify the Head of House and Grounds to make sure that the 
chimney has recently been inspected by a professional chimney sweep and that the chimney is clear of obstructions. 
Below are some suggestions, guidelines, and tips for safe fireplace use. 
 
Starting a Safe Fire 

- If ashes remain from a previous fire, clean them out if you are absolutely certain the ashes are dead (the old fire 
was extinguished long ago). Dump them outside in a metal trash can.  

- If there is uncertainty regarding whether the ashes are dead, build the new fire over them--do not dump them.  
- Make sure the area around the fireplace is clear of furniture, books, newspapers and other potentially flammable 

materials.  
- Always use seasoned firewood (not pine) cut to the correct length.  
- Light crumpled paper and kindling or a manufactured fire starter log on the grate.  
- DO NOT use a liquid fire starter of any kind.  
- Once the kindling or the fire starter is burning brightly, add dry seasoned wood to the fire. 
- CLOSE the fire screen.  
- Avoid overloading the fireplace so the firewood doesn’t tumble out. A couple of logs will suffice.  
- Use fireplace tools to tend the fire.  
- Keep small children away from the fireplace and do not leave it unattended for long periods. 

 
 
 
Extinguishing the Fire 

- Make sure that a designated person has agreed to extinguish the flames and douse the embers.  
- A sprinkling of water (rather than flooding the area) should suffice. Since there is always the possibility that 

embers are not completely out, do not remove the ashes at this point.  
- Close the curtain and leave the ashes in the fireplace for later removal  

 
LIGHTS:   (See diagram) Parking lot and yard lights are on a timer in the furnace room; lamppost timer is outside on 
the lower level next to the side door.  The TUUC sign is on a solar switch. 
 
REFRIGERATORS:  There are refrigerators on both levels for our use.  Do not leave leftover food in the refrigerator s 
unless you know someone else plans to use it within the week.   Please date anything left. Also mark anything NOT to 
be used by others.  The Church Administrator will clean out the refrigerator every Friday and will throw away any 
perishable items not labeled or any non-perishable items that have passed their expiration date. 
 
FREEZERS:  There are small freezers in the top of both refrigerators. The freezers in the kitchen refrigerator and the 
one in the RE area can be used to store items short-term.  Items must be labeled with the date they are stored as well 
as the name of a person or committee.  The Church Administrator will clean out the kitchen freezer as necessary and 
remove any items unlabeled and undated.  There are two stand-alone freezers in the storage room behind the choir 
section of the meeting room.  One is an upright and the other is a chest-type freezer.  These are mainly used to collect 
the Texas Hash Casseroles for Our Daily Bread, but can be used for other purposes, if necessary. 
 
CHAIRS:  If bringing chairs from meeting room to lounge, please use hookless ones next to the right and left outside 
walls and the rear wall. 
 
TABLECLOTHS:   (and other items to be washed and returned) - Take home, wash, and return promptly.  Sign sheet 
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on cupboard door so we know who has what. 
 
COFFEE SUPPLIES:  Any church group can use coffee supplies and serving supplies in the cupboards. 
 
CLOSET BY THE CHOIR:   This is a multi-purpose storage closes.  Please remember that it is used by several groups 
of people who need to access items stored in the closet.  Label all items stored in containers or bags and identify the 
person responsible for the item. 
 
FURNACE ROOM:   Must be free of clutter.  Do not store things even temporarily without permission from the Office 
Administrator or the House and Grounds Council Head.  Any combustible item should be stored in the closet at the 
foot of the stairs. See Custodian or Church Administrator for key. 
 
CLEAN UP :  If you have a large event, please assign clean up to several people and be sure they know their 
responsibilities.  Everything should be put back where you found it unless otherwise arranged.  Wash off tabletops and 
counters.  Leave bathrooms neat. If you rearrange the chairs in the meeting room please follow the layout posted on 
the inside of the choir closet door to put them back in their proper order.  Pay special attention to the wide aisle 
required by the Baltimore County Fire Code. 
 
CARPET CARE :  Any spills should be blotted up IMMEDIATELY with Turkish towels (under kitchen sink) or paper 
towels, then rinsed with cold water, blotted again.  EXCEPTION:  tempera paint should be blotted, allowed to dry, then 
vacuumed and treated with spot cleaner. 
 
GROUNDS:  Off limit areas: bank to stream except at designated area by grill and tree stump.  NOTE:  poison ivy is 
prevalent in the untamed areas and ticks can be found in the spring. 
 
WHERE TO FIND IT:   AREA  
candles and holders      Storage area on right under Lending Library in Lounge area   
carafes, coffee pots, pitchers  White cabinets under coffee pot in Kitchen  
cleaning supplies    Closet Under Stairs, Kitchen under sink  
hospitality supplies: 
 forks, knives, spoons   Cabinet over sink in kitchen 
 creamer, sugar bowls, tea bags Cabinet to left of sink in kitchen (opened ones in refrigerator) 
 cookies and treats   Brown storage unit in coffee serving area 
 serving bowls, baskets   Both sides of coffee serving unit    
paper towels     Closet Under Stairs 
soap      Closet Under Stairs 
tables: 
   card     Cabinet under nametags in Lounge area 
   round        Storage room behind the choir section 
   rectangular        Storage room behind choir, against walls in coffee serving area; closets in lower           

level classrooms 
tablecloths      Overhead cabinets to right of kitchen sink     
toilet paper      Closet Under Stairs    
trash bags      Closet Under Stairs; extras in bottom of all trash cans; storage area under                    

microwave   
vacuum cleaner    Storage room, furnace room  
vases     Kitchen    
 
RENTALS  
 
The Church Administrator will have the following responsibilities for building rental: 
� Schedule a monitor for each rental if not members of the church. 
� Review and make recommendations on rental rates/policies after comparing with other churches, etc. 
� Coordinate with staff, program committees and House Committee on use of building for rentals. 
� Make decisions about rental requests that require exceptions. 
� Renegotiate long-term contracts with oversight from Operations Team. 
 
This document sets forth the rules and regulations governing the rental of TUUC's property. Relevant church documents 
are: House Information Sheet, Monitoring Information, Building Use Form, Rental & Lease Agreements. 
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PRIORITY FOR USE 
 
First priority for use of the church shall be given to church programs and groups.  This includes church committees and 
adult religious exploration classes.  All church groups should register their requests for use of the building well in advance 
with the church office.  Outside rentals will receive second priority unless the office has already received a signed contract 
from an outside group before a request by a church group has been received. Do Not Book any event or program at 
the church without clearing the date and space with  the church office! 
 

 
CHURCH GROUPS AND PROGRAMS 
 
Shall meet the following guidelines: 

� A church program or group is initiated through a TUUC council or committee.  It can also be initiated by a TUUC 
member and developed into a program with the involvement and support of a council, the Board, and the TUUC 
minister (i.e. Women of Spirit, Young Adults, Campus Ministry). 

� A Church program or group must be part of the TUUC Council structure, reporting to one Council Head. A 
program or group must be sponsored by a standing committee or council of the church (i.e. UUA study/action 
issue groups are sponsored by Denominational Affairs). 

� A church group or program must make all its finances known to the TUUC Board and may only receive funds or 
reimbursement for group activities and expenses to the extent it has been given a line item in the TUUC budget or 
designated as a special fund.   

� The program or group must be compatible with the principles of Unitarian Universalism and at least 50% of the 
group’s members are active TUUC members. 

� A church program or group may use TUUC’s name and logos on any written materials, flyers or brochures they 
develop, subject to the approval by the Minister and/or Board of Trustees. 

� All program or group meetings must be scheduled through the church office, may be asked to meet when other 
activities are occurring at the church to ensure the building is open, and one member of the program or group 
must be designated as responsible for the space used and for lockup and setting the alarm, if needed. 

 
 
 

RENTING SPACE PROCEDURES 
 

• Members  (of at least six months) may use the church for religious ceremonies such as weddings, memorial 
services, funerals, and child dedications free of charge and security deposit.   

• For non-religious activities such as wedding receptions, private parties, celebration of anniversaries, etc., for 
members (of at least six months), a rental fee equal to 50% of those listed below will be charged along with a 
normal security deposit.  If such activities are to take place in the lounge, they shall be no more elaborate than 
stand-up affairs serving light fare such as hors d'oeuvres, cake, white wine, beer, coffee, tea, etc.  

• Non-member individuals  may rent the facilities for events of a non-political nature and will pay the current rental 
rates and deposit amount.  The minister must approve rentals for religious events.  The rental fees and security 
deposit amounts listed below are to be charged with no exceptions.  

• Outside Groups:  The church facilities may be rented to non-profit organizations (such as the League of Women 
Voters), to groups sponsoring programs of general public interest (such as Music in the Great Hall), or to Teaching 
organizations or individual teachers (e.g. Montessori, Camp Dulaney, music teachers for recitals) subject to 
approval by the Church Administrator for a single occasion or limited use, and the Board of Trustees for extended 
usage. Rental fees will be charged at the regular rate (discounted by 15% for extended use) regardless of whether 
a church member takes part.  In the case of extended use, the group must provide a Certificate of Insurance for 
church files and special terms and conditions applicable to such rentals shall be contained in their leases.  In 
extremely rare cases, the Board of Trustees may consider a variance of the fee.  The request must be made in 
writing to the rental committee for referral to the Board at least two months in advance of the first meeting. 

• Political Groups:   In general the church may be rented to non-profit politically-oriented organizations (League 
of Women Voters, ACLU, Common Cause etc.) to present programs dealing only with issues.  The facilities 
may be used for candidates’ forums to which all candidates for a specific office are invited.  It may not be used 
to promote or solicit funds for persons seeking public office or by a political party or party organization. TUUC 
may not be rented for any event which could possibly compromise TUUC’s status as an Internal Revenue 



Towson Unitarian Universalist Church 
Procedures Manual 

March 2010 Revision  

30

Code 501c3 organization.  The decision of the Church Administrator, after consultation with the Minister and 
the Board President, shall be final.  

 

RULES AND REGULATIONS 
 
 
GENERAL POLICY: 
 
Under no circumstances will the church facilities be made available to any individual, group or organization that illegally 
discriminates based upon race, color, religious background, national origin, gender, sexual orientation, marital status, 
political persuasion, or disability.   
 
The facilities will not be made available to individuals, groups or organizations that would use the facilities solely for 
monetary gain or profit or to promote a personal business. 
 
No rentals shall be made at any time if they conflict with regularly scheduled events of the church.  
 
The church is not normally available for rental on Saturdays for events beginning after 6 PM but exceptions to this policy 
may be granted upon written petition to the Rental Committee submitted at least two months prior to the event. 
 
Users of TUUC facilities are expected to respect our neighbors' rights to privacy and must obey Baltimore County's 11 PM 
noise curfew. 
 
Renters/Tenants may only use the name and address of this church to identify the location of the event. 
 
Renters/Tenants do not have the privilege of using franking. 

No Renter/Tenant may open a checking account using TUUC’s name and ID number.  

No illegal drugs, firearms or other weapons shall be brought onto the TUUC property. 
 
With approval of the Rental Committee alcoholic beverages are allowed, but are subject to the laws of the State of MD. 
The renter/tenant agrees to hold TUUC harmless for consequences resulting from serving alcohol. 
 
When parking – do not block the turn around at the Main entrance to the building, the driveway entry at Dulaney Valley 
Road or the driveways of adjacent property owners. 
 
Use the Main entrance doors – except in emergencies. 
  
BUILDING USE: 
 
The church facilities are not available for rental for dinners that require the seating of people at tables.  A waiver may be 
granted to members (of at least six months) upon written petition to the Rental Committee, but additional fees for custodial 
services may be assessed. The decision of the Rental Committee is final. 
 
Renters/Tenants do not have the privilege of using TUUC resources or equipment except as approved by the Rental 
Committee on a case-by-case basis.  Use of TUUC building and property shall be restricted to the purposes and areas 
approved by the Rental Committee. 
 
The Gallery Unicorn is located at TUUC and operates year-round.  Paintings, etc. may not be removed or moved from 
their location for any reason.  Violation of this regulation may result in the loss of security deposit. 
 
Overnight Conference Groups must submit their Rules of Conduct to the Rental Committee for approval.   
 
Refreshments may be served only in the Lounge or on the Lower Level.  No refreshments may be served or consumed 
in the Meeting Room.  Red liquids (e.g. red wine, grape juice) may not be served on the church premises. 
 
Musicians who rent the meeting room for performance may rehearse, free of charge, prior to the performance if: 

� they notify the office at least one week in advance of the desired rehearsal time 
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� they rehearse during a time when the church office staff or the rental monitor is present 
� the combination of performance time and rehearsal hours does not exceed the total number of hours covered 

by the rental fee (4 hr. limit). Should the musicians’ need for rehearsal time exceed the number of hours 
covered by the rental fee, or if special arrangements must be made to open and close the building for a 
musician to rehearse, then the rehearsal shall be treated as a separate rental and fees shall be charged 
accordingly. 

� they do not move furniture 
� they understand that the Gallery Unicorn may have visitors during their rehearsal. 

 
Nothing may be taped, nailed, or tacked to the walls.  If materials must be posted, they may be taped to wooden or 
glass surfaces only using masking tape or other paper tape. 
 
There shall be no rice or other materials thrown in the church building or on the church grounds. 
 
Renters are not permitted to use the fireplaces.  
 
SMOKING IS PROHIBITED THROUGHOUT THE BUILDING 
 
FINANCIAL: 

Security deposits are required to cover any damage or costs for clean-up not completed by the renter. All rentals require a 
security deposit of one month’s rent (for long term rentals) or $200 (for all other rentals). The security deposit must be 
submitted with the contract in order to reserve the space.  The rental fee must be received one month in advance of the 
event date, if time allows.  Security deposit checks will be deposited in the church account and a check will be issued to the 
renter in the full amount no later than 30 days after the date (or last date) of the use of facilities, providing no damage has 
been incurred and the facility has been returned to an orderly fashion.  
 
Non-profit organizations needing to use the church for an extended period (more than 3 meetings) are required to provide 
a Certificate of Insurance.  That insurance is to be secured at the group’s own expense so long as the lease remains in 
effect. The Public liability insurance shall have minimum limits of fifty thousand dollars ($50,000) on account of property 
damage, five hundred thousand dollars ($500,000) on account of bodily injuries to or death of one person, and one million 
dollars ($1,000,000) on account of bodily injuries to or death of more than one person as a result of any one accident or 
disaster. 
 
Users of TUUC facilities shall report any damage to the building or property they have caused, and should the damage 
exceed the security deposit, agree to pay for necessary repairs or replacement when billed by TUUC. 
Those who would like to reserve a rain or snow date for their rental may do so by noting that desire on the rental 
contract and if the date is available it will be reserved for that purpose.  In the event that an “Act of God” causes TUUC 
to cancel activities and close the church, we will remit the payment.  In the event the renter chooses to cancel an event 
due to an “Act of God”, but the church was not closed, we will not remit payment. 
 
If an event is cancelled at least two weeks prior to the event date, TUUC will remit the rental fee and/or deposit paid.  If 
cancelled within two weeks of the event date TUUC will not remit payment for fees or deposit. 
 
 
FORMS TO BE USED: 
 
Rental Contracts – Rental Contracts are to be completed and submitted to the office for any approved rental.   
 
Lease Agreements - Lease Agreements are used to cover all long term rentals (rentals of more than three events in one 
year).   
 
RENTAL FEES:  
 
The Following Fees and Deposits are based upon four -hour increments.   Rental rates will be charged on a prorated 
basis for overtime use of the building or its rooms. (For example, the upper level is currently rented for $300 for up to four 
hours; an additional hour would cost $75).  All fees and deposits are to be made in advance and will include payment for 
the monitor’s time. 
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The fees are set under the assumption that renters will clean up after their event restoring the area used to its original 
condition and cleanliness.  This means chairs and tables replaced to their original location, and all trash gathered in plastic 
garbage bags and left in the kitchen area for removal by the monitor or the custodian.  Otherwise, a fee (minimum of 
$50.00) for custodial services will be charged and deducted from the deposit if, in the judgment of the monitor or the Rental 
Committee, a significant amount of cleaning, trash collection, or furniture re-arrangement is needed after the rental.   
 
 
UPPER LEVEL 
 Lounge     $150 
 Meeting Hall   $150 
 Lounge & Meeting Hall  $300 
 
LOWER LEVEL 
 North side (open space)  $ 90 
 South side (classrooms 1,2,3) $ 90 
 Rooms 5, 6, or 7   $ 75/room 
 
UPPER AND LOWER LEVELS 
 Upper and lower   $500 
 
THE GROVE 
 With access to restrooms  (limit 100) $150 
  
WEDDINGS 
Includes entire building, a rehearsal, and custodian fees: $500.   Does not include the Minister’s fee or musician’s fee. 
(Please call the office for a Wedding Packet which provides detailed information for planning a wedding). 
 
SOUND SYSTEM 
Fee includes use of the audio/visual equipment.  Arrangements for use of the audio/visual equipment must be made well in 
advance of the event date.  The renter agrees to send a designee to the church to be shown how to use the equipment no 
later than a week before the event date. The designee must call the office to set up an appointment. 
 
SECURITY DEPOSIT  
 Long term    One months rent 
 All other rentals   $200 
 

 
RENTAL MONITORING  
 
MONITORING INFORMATION 

 
PURPOSE:  A TUUC Monitor serves as the official representative of TUUC during the use of our building by an outside 
group.  The role of the monitor is to open and close the building and to assure it is used by non-church groups in a manner 
which is consistent with the policies of the church and, to the extent possible, the needs of the tenant.   
 
DUTIES: Open the church at least 30 minutes before the group is expected to arrive and remain in the building for the 
duration of the rental until the last person leaves .  Monitors must arrive at least 1 hour before a wedding. 
 
 Prepare the building for rental in the following ma nner: 

� Turn on the lights in the lower level restrooms and corridor outside the restrooms. 
� For evening rentals, turn on lights including spotlight off porch area, spotlight over side double doors (switch is 

between bulletin boards and doors), outside lights on lower level, and in open space of lower level. 
� Be aware that the side doors are for handicap access. 
� For recitals and concerts remove the piano cover and replace when the rental is finished. 
� Remove all miscellaneous items from the lounge (look around for used cups, dead flowers, etc.) and make certain 

the lounge and meeting room areas are presentable. 
 
Monitor must enforce the following TUUC rental poli cies: 
� No illegal drugs, firearms, or weapons of any sort are allowed on the church premises. 
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� Only simple refreshments, i.e., cookies and coffee or punch may be served in the lounge.  More elaborate 
refreshments are allowed only on the lower level when it is rented.  NO RED LIQUIDS ARE PERMITTED. 

� Nothing is to be taped to the walls. 
� No parking in the turn-around of the driveway 
� Rice, birdseed, or other such materials may not be thrown at weddings. 
� Tenants may not use the fireplace. 
� Tenants may not store materials overnight or over a weekend (no matter how much they plea). 
� Smoking is prohibited throughout the building. 
 

 Also be aware that : 
� All tenants are required to leave the area they rented in the same condition they found it.  This means they must  

return all tables, chairs, etc., to their original location if they have been moved to accommodate the rental. Do not 
dispose of trash in the outside containers.  The church custodian will take care of that the following day.   

� Vacuum cleaners are located in the closet behind the choir area and in the downstairs furnace room if you need to 
use it to clean up. 

� Before leaving, make sure that all lights, overhead fans, exhaust fans in the restrooms, etc., are turned off.  Check 
that all windows and exterior doors, including those on the lower level (even if LL was not used) are locked and 
secured before the building is vacated.  (Note:  Push on upper level side doors from the inside to insure that latch 
has caught, and pull on outside front door from outside as you leave to insure it is locked.)  In addition, complete 
the monitor form indicating any problems and place it in the Office mailbox. 

� Make sure you understand the workings of the alarm system.  If you don't, obtain an instruction sheet from the 
office and have the Church Administrator demonstrate its use.  If, for any reason, you set off the alarm, stay calm 
and ANSWER THE PHONE WHEN IT RINGS.  Upon answering it, the alarm monitor will ask for the password 
(not the four digit code you punch in to arm and disarm) which hopefully you have memorized.  To shut off the 
alarm, hold down the #9 on the keypad for several seconds and the alarm will stop.  You must then re-enter the 
four digit code to set or disarm the alarm. 

 
MISCELLANEOUS INFORMATION FOR MONITORS 

� Monitors may remain in the church office during rental using the key located in the Office mailbox, but direct those 
wishing to use a phone to that outside the lower level restrooms.  

� The front door key works on locks of the upper and lower level entrance doors as well as the lockable hallway door 
on the lower level. 

� Heat and cooling of the Lounge and Meeting Hall are now available through two furnace/air conditioner units 
controlled by separate thermostats.  The thermostats are on timers programmed for routine usage which may be 
overridden for special circumstances.  To override the programmed setting simply press the HEAT or COOL 
button until the desired set-point is reached.  Do not push any other buttons otherwise the new set-point will be 
cancelled.  In particular, do not push the HOLD button.  The lower level is heated by a separate furnace that has 
no cooling capability but has a fan.   

� Sound amplification is available for rentals but only if arrangements are made prior to time of rental.  
� The Men's restroom on the lower level will accommodate the needs of persons with disabilities.  Access is 

obtained from the upper level by way of the side entrance, taking the cement walkway to the driveway and around 
to the lower level entrance.  The commode in the Men's room, which is surrounded by a curtain, is wheel chair 
accessible. 

 
HOSTING WEDDINGS & RECEPTIONS @ TUUC 
� The host/hostess for such events represents the Congregation thus presenting our image as stated in the Mission 

as a welcoming, liberal religious community. It makes no difference if this event is for Members/Friends or not - our 
presence is as important at church as it is if it were being held in our own home.  Do here what you would do there! 

 
� The host must arrive at least one hour before the wedding is scheduled to begin.  The host may be asked to arrive 

earlier if necessary. 
 
� After turning off the alarm, unlock the front door.  It can only be done from the inside while the lock is held in the 

unlocked position.  Insert the key into the lock from the inside and turn the knob to the left.  Turn the key to the left 
and release the knob.  The locking mechanism should remain inside the door which will allow the door to be 
opened from the outside.  Remember to reverse the process BEFORE setting the alarm when you leave.  If you do 
not, the door will close but not be locked. 

 
� Turn on appropriate lights: stairway to lower level, hall, lavatories, classrooms as needed (hall doors can be 
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unlocked with the outside door key); upstairs in the lounge (by the office door, the special Gifts Book, and for the 
kitchen to the left of the center doors into the Meeting Room), and the Meeting Room (to the left of the center 
doors and on the green wall as well as by the two outside doors - south side & balcony - for any hanging art exhibit 
(switches also exist for the overhead fans). 

 
� When downstairs check on paper supplies (tissue and towels) in both bathrooms (supplies are kept in the furnace 

room - light switch is inside to the right of the door), wipe out wash bowl if needed, close the doors.   Wheelchair 
access from lower level entrance to men’s room. 

 
� On the upper level remove any easels in the foyer and place in the office or the minister’s office as needed.  Open 

windows/doors as temperatures dictate OR over-ride the thermostat in the Meeting Room (directions on inside of 
cover). 

 
� Uncover the piano (whether it’s to be used or not) placing the cover in the storage room. 
 
� The pulpit has not usually been used for weddings and is sometimes moved to the side.  However, when it is to be 

used, turn on the lectern light (check in advance for electrical connections and any use of the microphone there). 
 
� Brides may use a room on the lower level – usually room 7.  A tray with cups and a pitcher of ice water should be 

made available for her and attendants. 
 
� The wedding host should also be prepared to assist the minister by signaling (or getting) the bridal parties. 
 
� For memorial services you may have to assume a role of usher - closing three of the four doors into the Meeting 

Room, handing out programs, and pointing out vacant seating. 
 
� When it’s all over, put it all back - lights out; pitcher, cups, tray returned; piano covered; doors closed; papers 

discarded; trash taken out; ALARM SET AFTER SETTING DOOR LOCK!!! 
 
� Just like home after all the guests have left!  
 
SUPERVISION OF CHILDREN 
During the event, the lower level door between the restrooms and classrooms should be locked and under no 
circumstances should children be left downstairs without adult supervision.  Much of the equipment on the lower level 
belongs to our renters who would not appreciate any vandalism that might result from unsupervised activities.   
 
SLIDING PARTITIONS   
FIRE REGULATIONS REQUIRE THAT THE SLIDING PARTITIONS (THE ACCORDIAN DOORS) MUST NEVER BE 
COMPLETELY CLOSED.  STOPS SCREWED INTO THE TRACKS TO PREVENT CLOSURE MUST NEVER BE 
REMOVED. 
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TUUC Rental Monitor Information 

(Leave your completed form in the Office Mailabox) 

 
Name of Rental Group: 
  
_____________________________________ 
 
Function: 
 
_____________________________________ 
 
Date __________ Time Frame __________ 
 
Area to be Used_________________________________ 
 
Number of People Expected _________________________ 
 
Special Needs/Additional Information 

________________________________________________________________________

_______________________________________ 

 
MONITOR: 
 
Name __________________________ 
Hours________________ 
Rate of Pay ___________ 
Total Pay _____________ 
 
Comments: Include any problems or reasons why the full  
security deposit should not be returned to the renter.  

 
 
 
 
 
 
 
 
 
 
 
 
 
  

Copies of this form are located in the rack attached to the end of the mailboxes right outside 
the office door.  Please fill out one of them and leave it in the Office mailbox at the completion 
of your monitoring time.  Your check will be mailed out within one week. 
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OUTREACH COUNCIL 
 
PURPOSE: To expedite communication among the member representatives of those committees that primarily reach 
out to the world beyond the Church to share goals, evaluate programs, and make recommendations.   
 
 
CAMPUS MINISTRY (YOUNG ADULT GROUP) 
 
PURPOSE: To plan, organize, and implement programs on local college campus and coordinate with TUUC minister 
and relevant committees and individuals as well as TUUC’s young adult population (ages 18-35). 
 
PROCEDURES: 
The Campus Ministry Committee of Towson Unitarian Universalist Church will gather students at a local college for the 
purposes of: 

� Fostering spiritual exploration and growth from a liberal religious perspective, guided by the UUA’s Principles 
& Purposes, 

� Celebrating the mysteries of life together in an affirming and inclusive manner, 
� Growing connections and community founded on mutual acceptance and trust, supporting one another in our 

own searches for truth and meaning, 
� Countering oppressions and fostering diversity on campus and in our lives, and 
� Acting on our shared values, on campus and in the wider world. 
� Plan and implement regular gatherings 
� Coordinate with campus administration and other organizations as necessary 
� Create and/or coordinate campus-based communication and publicity and foster communication between 

program participants 
� Provide a presence for campus ministry at TUUC and among its members 
� Coordinate and attend service and/or justice project once per semester 
� Communicate with the church community concerning the role, activities, and needs of the program 
� Maintain communication with the UUA, JPD, regional UUYACM coordinator, and other relevant parties 
� Organize the purchase or arrangement of refreshments 
� Report to RE Council Head 

 
 

DENOMINATIONAL RELATIONS 
 
PURPOSE: To serve as liaison from/to the congregation and the UUA, JPD and other UU affiliate organizations.  
� Inform the Members of denominational activities. 
� Encourages participation in inter-church activities,                     
� Publicizes denominational activities, recruits delegates to attend meetings, and promotes such fund raising 

activities in support of affiliated associations. 
� Implements JPD and UUA delegate selection procedures.   
 

GALLERY UNICORN 
 
PURPOSE: To exhibit artistic renditions that can please most of the members, enhance the interior of the church, offer 
selected artists an opportunity for display, and bring outside visitors to the church.  
� Schedules each artist's exhibit and aide in promotion.                    
� Plans with the artist an opening reception by coordinating with the Church Administrator all scheduling of events.  
� Hangs/displays in cooperation with the artist and house chair (ensuring prevention of holes/tape tears on plaster).  
� Forwards collection from sales to the TUUC Treasurer who handles payment to the artist (80% going to the artist; 

remaining 20% retained as commission to the Gallery). 
 

 
 
SOCIAL ACTION 
 
PURPOSE: To focus the attention of the congregation on local, national and/or international social issues. Enhance  
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connections between the Congregation and the greater denominational (includes area wide, district, regional,  
and other religious denominations) community. 
� Encourage members of the congregation to join social action groups in the community and nation that endeavor to 

right social wrongs.   
� To serves as coordinator for the diverse social and political interest groups of the Congregation.   
� To provide educational opportunities   
� To participate in social action.  
� To maintain an ongoing account of social/political action activities in the area and denominationally 
� To choose specific issues to focus on for forums 
� To provide social action activities/opportunities 
� To create a calendar of social action events. 
� To coordinate with and arrange funds for the UU Service Committee, UU for Social Justice, ACTC, etc. 
 
SOCIAL ACTION'S POLICY ON THE TAKING OF POSITIONS  
The position of the Church in matters of public concern may be established either by a majority vote of the 
congregation at a regular or special congregational meeting or by a majority vote of the board at a regular or special 
Board meeting subject to the following restrictions:   
� The meeting at which such position is taken must be called by proper procedure with the call stipulating the 

substance (but not necessarily the final wording) of the position to be considered.   
� If the position is decided at a congregational meeting, it is immediately effective.  If it is decided at a meeting of the 

Board, it becomes effective only after the following delay for possible protest from the membership:   
� Either by regular newsletter or by special mailing the Membership will be informed of the action of the Board 

including the exact wording of the position either adopted or rejected and of the right of Members to protest.   
� Members who wish to protest shall immediately so inform the president of the board, or a person designated 

by her/him, by telephone and will then confirm this protest in writing.   
� The President of the Board will assume that the membership has been informed of the action of the Board 

when the President receives her/his copy of the announcement through the mails.  Thereafter if she/he does 
not receive ten (10) or more protests within 48 hours, or if having received ten (10) such protests by 
telephone he does not receive ten (10) or more written protests within ten (10) days, the Board decision will 
become effective.   

� If ten (10) protests are received and confirmed, the position of the Board must be presented for vote at a 
regular or special meeting of the congregation within thirty (30) days of such protest unless in the opinion of 
the President the timeliness of the issue makes it impracticable to call such a meeting in which case the 
protests will have nullified the decision of the board. 

� Once an issue is approved by the congregation or by the board thru the process outlined, a designated 
church committee will be responsible for tracking the issue and making decisions on the behalf of the 
congregation to take a position or represent TUUC in forums on the issue in a manner consistent with the 
approved position. If the committee would like to take a position that is significantly different from that 
approved by the congregation or board, they must bring the issue back to the congregation or board for 
authorization before taking action. 

 
 

RELIGIOUS EDUCATION MINISTRY COUNCIL 
 
PURPOSE: Coordinates the work of the committees that are responsible for providing religious education programs 
and/or resources for the membership.  The Council Head maintains regular communication with the Adult Religious 
Education Committee (ARE).  The council head should attend the meetings of the Youth Religious Education 
Committee (YRE).   
 

ADULT RELIGIOUS EDUCATION COMMITTEE  
 
PURPOSE: To stimulate and enhance the intellectual, growth and self-development life of members of TUUC by 
scheduling and promoting the exploration of relevant topics.  
� Selects topics and leaders 
� Coordinates with minister's seminars 
� Schedules and promotes classes 
� Arranges for physical set-up 
� Where possible, coordinate programs with the Denominational Relations Committee on UUA Statements of 
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Conscience. 
 
 

BOOKSTORE COMMITTEE 
 
PURPOSE: To provide books and book-related services to the members and friends of TUUC.  
� Consults regularly with the minister and appropriate committees to anticipate needs for materials related to sermons, 

seminars and special programs. 
� Operates bookstore on Sunday mornings before and after the service 
� Maintains inventory and financial records 
� Publicizes new books and bookstore news 
  

BOOKSTORE OPERATIONS 
 
� Ordering: Receive suggestions from committees, minister, etc., and place orders. 
� Processing: Check shipments against orders.  Tag books.  Send payment request with invoice to Bookkeeper. 
� Publicity: Arrange appropriate publicity in the Weekly News and the Threshold. 
� Used Book Sales: Handle all aspects of sales and dispose of remainders. 
� Liaison (minister and committees): Maintain contact with committees and minister to determine appropriate stock 

and displays. 
� Sunday Sales: See that there is enough change in the box each Sunday.  Meet with Bookkeeper as needed to 

reconcile Bookstore account.  
� Sunday Displays: Create displays relating to sermons, seminars, special events, social responsibility forums, etc. 
 
CHALICE CIRCLES (SMALL GROUP MINISTRY)  
 
PURPOSE: To create and maintain circles of community (6-10 participants each) for the purpose of mutual ministry 
and spiritual exploration through a combination of worship/celebration, fellowship, learning, and service.  
� Recruit and train circle co-facilitators through monthly meetings with the minister 
� Plan (fall) worship service relating to Chalice Circles, in coordination with the minister 
� Recruit participants for Chalice Circles 
� In consultation with the minister, choose and create/find session plans 
� Organize and coordinate any other program-wide events during the year (ex: end-of-year potluck) 
� Positions: Circle Coordinator(s), Circle Co-facilitators (two per circle) 
� Reports to Adult Religious Education Committee 
 
CHILDCARE COMMITTEE    
 
PURPOSE: To arrange for childcare that insures the safety and well being of our children during church sponsored 
events. 
 
PROCEDURES: 
� The committee chairpersons who are planning an event where childcare will be provided contacts Melissa 

Reuland, who refers them to the Childcare Coordinator, Candy McCall.  Please give Candy as much lead time as 
possible, especially at holiday times and at the end of the school year 

� All announcements regarding the event will indicate that parents must notify the office of how many children they 
will be bringing and their ages.  If five days prior to the event no one has called i nto the office to register 
their children we will not hire any childcare provi ders.   This is to insure we have an accurate picture of how 
many children to expect, so we can provide adequate care and save the time and expense of hiring a childcare 
provider when no children show up. 

� Payment reflects the rate that is currently paid by the RE Committee for Sunday morning nursery workers. We 
currently pay $10/hour for teenage providers and up to $14/hr based on education, experience, and seniority at 
TUUC.  We attempt to have two childcare providers if at all possible. All childcare expenses are taken from the 
childcare budget. Ideally, we would like to provide one childcare provider for every six children. In certain 
circumstances, such as when there are few or no very young children (under 3), the ratio can be higher.  We will 
always try to have at least one childcare provider who is college age or older. 

� Unless otherwise announced, a meal or snack specifically for the children will not be provided.  For events where 
food will not be served upstairs, parents are advised to bring a snack in a marked paper bag if they think their child 
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might get hungry. The contact person should also have sufficient cash available if plans include ordering food for 
the children. 

� Providers are expected to be at church at least 20 minutes before the event is scheduled to begin. All providers 
should be paid from the time they arrive until 30 minutes after the event has ended. Providers will always be paid 
for a two-hour minimum. 

 
Guidelines: 

� All children must be signed in.  If food is being served, parents must advise provider of any allergies. 
� Communication is easier when everyone wears a nametag. 
� No child should be unsupervised except when going to the bathroom. 
� Children may not go to the playground or any outside area unless accompanied by a childcare provider. 
� No child may go upstairs during the event unless accompanied by a parent or responsible adult.  
� No jumping on furniture. 
� No running games. 
� No hide and seek. 
� Leave lights on in all rooms. 
� Cabinets and closets should remain closed. 
� All children must be signed out.   
 

Instructions for Childcare Providers: 
� A signup sheet and nametags will be on a table by the inside entrance to the open R.E. area.  Parents must sign in 

their children upon arrival and sign them out before departing.  
� All cabinets, cupboards, and closets should remain closed.  Art supplies and board games are available in the 

supply closets, DRE office, and the Board room. If planned, snacks are available from the downstairs kitchen. 
� A VCR and TV are set up in the last classroom on the right.  There are a number of videos in the closet for viewing 

as you think appropriate. 
� Please feel free to bring any books, movies, games, etc. you think the children may enjoy.  
� A first aid kit is on the shelf in the front hallway, between the two bathrooms. 
� The Childcare Committee will give you the name of a church contact person who will be at the event.  If you have 

any questions or problems you should go to that person.  The contact person will give you a timesheet to fill out. At 
the end of the month, this sheet should be given to Martha Clasby, Bookkeeper, who will issue a check. 

� Children may not go upstairs (regardless of age) during the event unless a parent comes downstairs for them.  If 
food is being served upstairs children may either stay upstairs to eat with their family if appropriate or with a 
parent’s assistance bring food downstairs to eat. 

� Be aware of the two outside exits from the R.E. area at all times.  Children are not to go outside unsupervised, 
regardless of age. 

� Please throw away trash and put away books, games, movies, and art supplies when the event ends.  (Vacuuming 
is not necessary.)  Older children can help out here!  

� Take children upstairs to find parents if parents do not return at the specified time. 
 

DO NOT LEAVE UNTIL EVERY CHILD IS SIGNED OUT. 
 
Congregational Events: 
 
1. We remind organizers of church-wide congregational events that the Operations Team strongly encourages a no-

later-than-9:00 PM  ending time for all events requiring childcare. This is in the best interests of the whole 
community, in that it allows participation of both our oldest and youngest members.  

 
2. Parents of children younger than five are asked to consider, before coming, whether their child can la st 

until 9:00 PM.  We remind you that the childcare providers will come get any parents when they feel the child has 
had enough and/or can't be appropriately cared for downstairs any longer. 

 
3. ANY child under age 13 who wants to leave the plann ed event and come downstairs MUST BE registered.  

Activities will be planned for older children but we must know they are coming. Older children who “don’t need 
child care” will NOT be allowed downstairs to amuse themselves as this is not safe for them or for younger 
children.  
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4. Coordinator of event will communicate IN WRITING to  DRE the ending time of the event.  This will be clearly 
communicated to parents so that childcare cut-off time can be announced before and during the event.  The 
childcare provider(s) will be scheduled to work, and of course paid, for 30 minutes past the event's scheduled 
ending time. 

 
5. No fewer than two paid people will be present at al l church-wide events requiring childcare, consistent with 

generally accepted practices elsewhere.  This may entail one responsible adult in charge and one younger 
assistant or two adults.  Younger assistant(s) will be clearly informed of their duties.  

 
6. Child care is free IF you sign up by the deadline; children who aren't registered by the deadline will  cost $5 

per child or $10 per family when dropped off .  We hope this will give incentive to parents to register rather than 
just show up.  

 
7. Child care provider in charge will be paid for one additional hour to plan activities for any events lasting more that 

two hours and will be told the number and age of children a few days preceding the event. DRE and childcare 
provider will work together to supply craft materials or whatever else might be needed to do this.   

 
8. These guidelines will be publicized in the Threshold, Weekly News, and available in the DRE’s office. A short form 

of these guidelines will accompany newsletter articles about upcoming congregational meetings or events at 
which childcare is made available. 

 
HISTORIAN 
  
PURPOSE: To maintain in an orderly way all records of significance to the historical development, maintenance and 
future planning of TUUC (photographs, narratives and recorded events). 
� Adheres to a filing system for easy and accurate retrieval.   
� Updates scrapbooks and picture albums. 
� Develops and maintains a library of recorded events of interest to present and future generations. 
 
 

LENDING LIBRARY COMMITTEE  
 
PURPOSE: To design, develop and maintain a lending library responsive to the interests, needs and concerns of a liberal 
religious community. 
 
PROCEDURES:   
� Inventory books currently in the Lending Library section of the Book Nook. 
� Tag each book in the TUUC Lending Library with a colored tab. 
� Maintain a computer file on Lending Library books. 
� Create a sign out sheet for checking out books. 
� Create a system for following up on books to be returned. 
� Maintain organized appearance of the Lending Library. 
 
YOUTH RELIGIOUS EXPLORATION COMMITTEE 
 
PURPOSE: To support the religious and spiritual exploration of the youth of our church from nursery through grade 12, 
including study of Jewish -Christian heritage, earth-based religions, agnosticism, humanism, and UU principles. 
 
� Sets the educational program for youth religious education 
� Sets policy on enrollment, discipline, parent participation, class structure, etc. 
� Defines the qualifications and role of the Director of Religious Education. 
� Provides input to minister regarding evaluation of DRE 
� Hires and supervises childcare providers for events other than Sunday mornings 
� Plans parent education meetings/workshops 
� Communicates with the church community, especially parents, about the role, activities and needs program 
� Recommends candidates for YRE Committee Chair and Education Council-Head to the Nominating Committee in 

January. 
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NOTE:  Chair may attend Operations Team meetings when RE issues are considered. 
 
 

YOUTH RELIGIOUS EXPLORATION PROCEDURES  
 
Teaching 
� Assist DRE in recruiting by recruiting potential teachers and making back-up telephone calls if necessary 
� Provide and encourage feedback and assistance when special needs arise 
� Plan periodic feedback and evaluation of the program by and for parents, teachers, and children 
Curricula 
� Determine curricula 
� Review and evaluate current curricula and educational materials 
Clerical 
� Approve purchases of youth education materials 
� Approve the master calendar for the following year, including semesters and special events. 
� Supervise volunteers to purchase and set up and clean up of snack on Sunday mornings 
� Train and staff greeters on Sunday mornings in RE area 
Budget 
� Establish annual budget estimate and submit to the Operations Team 
� Review approved budget quarterly  
Meetings:  
� Members should attend all meetings of the committee 
� Members should keep up-to-date on events and decisions of the committee 
� Members should participate in subcommittee activities as required 
Communication 

� Participate in other meetings of the church as needed to help integrate the Youth Religious Education program 
into the life of the church 

� Confer with the DRE and/or minister of the church as needed 
� Assist DRE with coordination of RE Sunday morning program as needed 
� Provide sub for DRE once a month 

 
 

SUNDAY SERVICES COUNCIL 
 

PURPOSE: This council covers those areas responsible for all activities related to supporting the minister with his/her 
Sunday services responsibility.  The council committees also plan, coordinate, and implement Sunday services and 
programs when the minister is not in the pulpit.  The committees are: Decorations, Hospitality, Music, Audio Visual, 
Ushers and Worship Program.  
 
AUDIO VISUAL COMMITTEE  
 
PURPOSE:   Develop, maintain, and operate the sound reinforcement, video projection and recording systems.    
 
RESPONSIBLITIES : 
� Staff the equipment for Sunday Services and Congregational meetings as needed.  
� Maintains a list of trained technicians for assistance with rentals on a first-call basis.  
� Maintains supplies (batteries, CD-R stock, etc.). 
� Propose & request purchase of needed additional equipment.   
 
SOUND SYSTEM INFORMATION 
� Within the sound control cabinet built into the blue-green wall are the following:   

� 12 input mixer/amplifier having dedicated input channels for:   
� 3 wireless handheld microphones  
� 1 wireless lavaliere microphone 
� 1 wired choir microphone 
� CD/DVD Player 

� Output channels for:   
� Meeting room loudspeakers (2 zones in stereo) 
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� Foyer loudspeakers (1 zone in mono) 
� Wireless FM transmitter for listen-assist system (mono)  
� CD Recorder (stereo) 

� Three individual FM receiver-amplifiers (listen-assist) 
 

VIDEO PROJECTION SYSTEM 
� Video Projector - Sanyo 4000 lumen projector with projection screen 
� PC Laptop for presentations  - Dell Inspiron with Windows XP 

 
Written instructions on how to operate the microphone and recording devices are taped to the inside of the cabinet 
door.  Keys to the cabinets are held by each audio technician with another key in the office mailbox. 
 
VIDEO EQUIPMENT INFORMATION 
We have a projector installed in the ceiling of the meeting room which can be used to show DVDs or PowerPoint 
presentations.  A drop-down screen is installed behind the support beam at the front of the church.  It can be lowered 
by the switch on the wall to the left of the choir seats or by using the remote control stored in the computer bag.  The 
computer is located in the locked cabinet next to the side door in the foyer under the bulletin boards and the nametags. 
Instructions for operating the video equipment are in the audio cabinet area. 
 
 

DECORATIONS 
 
PURPOSE: To insure that candle lighting equipment is available for all Sunday services and that decorations in the 
meeting room are appropriate for Sunday services. 
� Purchase and keep in good condition supplies for Sunday service candle and chalice lighting ceremonies.  The 

Worship/Program Committee pays for chalice and candle supplies.  
� Encourage members to bring flowers for Sunday services.  
� Assure that the church is decorated for the Christmas season.  This duty may be delegated by the Decorations 

chair to a sub-committee. 
� Store supplies and permanent decorations in consultation with the House chair. 
 

HOSPITALITY 
 
PURPOSE:  To prepare and serve coffee, tea, and refreshments after Sunday services.  May be called on to assist at 
other events, such as congregational meetings. 
 
Duties of Chair :  
� Enlist volunteers for each service via sign-up sheet and announcements in the Threshold and Weekly News. 
� Encourage volunteers to bring refreshments (baked goods, cookies, etc.) 
� Keep kitchen cabinets stocked with necessary supplies for coffee hour and all other events.  
 
Procedures for Chair:   
� For coffee hour: shop for cookies, pretzels, and Half & Half, and store in kitchen area on Friday to be available to 

hostess or host assigned to upcoming Sunday.  Mark “Hospitality Committee” on shopping bag. 
� Check kitchen area - make sure it is orderly and ready-to-go. 
� If hostesses are covering services, Chairperson need not be there on Sunday.  However, the condition of the 

kitchen area should be checked within the next few days and any remaining cookies properly stored for another 
time.  Also, discard outdated containers in refrigerator and keep it orderly. 

� Clean coffee machine and pots at least once a month with vinegar or a commercial cleaner. 
� Purchases for the kitchen will include the: knives, forks, spoons, napkins, dishcloths, sponges,  paper plates (3 

sizes), hot cups, stirrers, sugar, Equal, artificial creamers, tea bags (regular and decaf) coffee (regular and decaf), 
filters.  

 
Kitchen supplies: 
� In free-standing cabinets on which refreshments are served: 
serving baskets cooking utensils cold cups - large 
trays punch bowls additional trays in narrow cabinet under counter 
   
� In kitchen cabinets over the counter 
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coffee -filters paper towels sugar 
coffee - unopened pitchers  tablecloths 
matches plastic bowls tea bags 
napkins  potholders towels 
Oval platters salt & pepper Zip bags 
paper plates stirrers  knives, forks, spoons 
 
� Coffee filters in use- in drawer below coffee-making unit 
� Coffee - opened cans in freezer/refrigerator   
� Supplies - in cabinets under counter 
 
Cups - coffee trays vases 
Cups - small, cold soaps small coffee percolator - used for heating water for tea ONLY 

 

 
Host Procedures : 
 
Setting up for coffee hour: 1st service: 
 
Arrive 30 minutes before the service to get the following four “noisy” items attended to before the congregation arrives: 
� Plug in coffee machine - takes 15 minutes to heat up. 
� Place ice cubes and water into two pitchers and place on center of table. 
� Heat hot water in tea kettle.  “Singing” stops when water is hot. Use sink hose to fill - it’s easier. 
� Begin making coffee - follow directions on wall. - 5 regular coffee, 4 decaf. 
� Place round orange dot on decaf filter - to keep them apart. (Just a tip from experience!)  
� Brew two of each filter (regular & decaf).  One black decanter holds approximately 1.5 glass carafes. 
� Set up coffee island according to diagram.  NOTE: The reason for duplication of items is to avoid “bottlenecks.”  

You know it gets crowded! also, hold on fast to familiar locations of items; people get used to them and it facilitates 
service.  IT WORKS! 

� Baked goods/cookies (nothing messy -saves carpet): place in baskets (lined with a napkin) on long table, when 
service is almost over, not before.  Baskets in one side of coffee island. 

� Beverages:   Use two free-standing white cabinets in kitchen area. 
 
Set up - see diagram: 
� two decaf coffee pitchers (orange dot)  
� two regular coffee pitchers 
� white pitcher with hot water 
� tea bags (regular and decaf) 
� two ice water pitchers 
 
 
Tea Basket          Hot Water                                     Ice 
 
50 Cups 
1 – ½ & ½  
3 – creamers 
1- sugar bowl 
1 – “equal” dish 
1 – stirrer glass 
1 – stirrer discard dish 
 
Decaf Coffee                                                    
(2 pitchers)                                 

 
Water (2) 
 
 
 
 
 
 
                         
                      Same for this Side 
 
                                                 Regular Coffee 
                                                                  (2 pitchers) 

 
 
 
After 1st service is over: 
� Replenish that which has been used. 
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� Make more coffee to fill 4 black decanters. 
� Fill up water pitchers. 
� Replenish cookie trays but keep them in the back kitchen area, covered, i.e. “hide them.”   
 
This can be done when most 1st service people have left. This helps prepare for the Choir and  2nd service hostess. 
 

Host Procedures : Setting up for coffee hour - 2nd service 
 
� Arrive 10-15 minutes before the service to assure yourself coffee hour set-up is in order. 
� Please acquaint yourself with guidelines for 1st service in order to understand total procedure - and how you are 

an extension of the same. 
� Leave service at last hymn and place cookie trays on long table.  (Only if RE students have not yet arrived upstairs 

- otherwise, hold back until doors open and parents come out.) 
� Coffee hour lasts 1/2 hour after the service. 
� Repack surplus cookies and place in Hospitality Committee shopping bag. 
� Place “half & half” in refrigerator or discard.  Rinse all coffee urns with cold water.  
� Clear coffee island and put away utensils. 
� Dispose of last used coffee filter. 
 
TO FINISH UP: 

� Discard used filter. 
� Rinse with cold water. 
� Reinsert. 
� Cold water rinse all pitchers. 
� UNPLUG MACHINE. 

 
Coffee machine directions 
� Plug into wall behind cabinet - lower outlet. 

First heating cycle takes approximately 15 minutes.  WAIT FOR GREEN LIGHT TO COME ON  – this is the 
brewing temperature.  Following heating cycles take approximately 5 minutes, but always wait for the GREEN 
LIGHT before pouring water into filter.  Otherwise, you’ll get only colored water, not brewed coffee. 

� Fill filter basket with coffee and return to coffeepot. 
� Place empty glass decanter onto COLD burner under filter basket.  FILTER BASKET MUST BE IN PLACE (filter 

paper unnecessary) in order to channel water flow. 
� Open drop-down lid on top of coffee maker. Pour a full decanter of cold water into the machine - allowing water to 

drip through.  This will cleanse the coffee maker. Discard water. 
� Place filter paper into basket. 
 
 
TIPS FOR MAKING COFFEE   
WARNING:  Never place EMPTY DECANTER on HOT UNIT. 
Brown buttons indicate Regular Coffee. Orange buttons indicate Decafe. 
Discard all coffee when cleaning up. 
COLD WATER RINSE all pots and filter baskets. 
CAUTION:  Be sure to turn off burners and UNPLUG COFFEE MAKER from wall outlet. 
SUGGESTIONS: Pour brewed coffee into black pitchers as soon as it has filtered through.  This will give you a head 
start. Coffee keeps warm for hours. You can pre-measure coffee into filters and stack them ready to go. 
One glass carafe equals 10-12 cups. One black pitcher holds 1.5 carafes, 
TO HEAT 3 BURNER PADS UNDER CARAFES, FLIP RED SWITCHES. 
 
SUPPLIES: 
� FILTER PAPERS are in the drawer of coffee making cabinet directly under the heating unit. 
� MEASURING CUP is also here.  This 1 cup measure is equivalent to 5 small scoops found in coffee cans.  This 

measure is correct for filter.  Makes 1 glass carafe of coffee (10-12 cups). 
� COFFEE CANS are in freezer or refrigerator.  Additional cans are in the cabinet over counter.  
 
MUSIC COMMITTEE 
 
PURPOSE: To provide oversight of the musical aspects of the Sunday services and other special programs in order to 



Towson Unitarian Universalist Church 
Procedures Manual 

March 2010 Revision  

45

ensure that the musical needs of the Minister and the congregation are met and to consult with and support the Music 
Director. 
 
Membership and Meetings : 
 
The Music Committee shall have two co-chairs.  One chair shall be a choir member, the other shall not. The chairs are 
appointed in the spring for the following year. In addition to the chairs, the committee consists of at least three choir 
members, and at least three non-choir congregational members. Past committee chairs are encouraged to stay on the 
committee for at least one year following the end of their tenure as chair.  
 
The music director is a non-voting, ex-officio member of the committee.  
 
Oversight and Support of the Music Staff 
 

1. Participate fully in the hiring of music staff in the following ways: 
a. Recommend search committee members to the board. 
b. Have representatives on the search committee. 
c. Approve, along with the choir, candidates before they are recommended to the Board. 

2. Assist music staff in various ways, e.g. securing special music, arranging instrumental and vocal         
soloists, and otherwise facilitating special musical programs or services. 

3. At the end of the fiscal year, assist in evaluating the performance of salaried music staff with input 
from the choir. To facilitate the process, the following steps are followed: 

a. The minister, who directly supervises the music staff, sets by early April a mutually acceptable 
June date for a performance evaluation meeting with the lead music staff. 

b. The minister gives a 60-day notice to the committee of the date of the performance evaluation 
meeting. 

c. The committee chairs distribute an evaluation form to members of the committee and choir. 
d. The chairs collect written evaluations from the committee and choir, and produce a written 

summary of them.  
e. The chairs provide the summary to the Minister at least 14 days before the evaluation date. 
f. If the evaluation of the committee and choir differ substantially from the Minister’s, these 

differences will be resolved before the evaluation is held.  
 
Development and Management of Music Budget 
 
The church has two sources of funding for music related activities: an annual music budget established by the Board in 
the spring, and the Kate Venables Music Fund. The committee has final authority over how these funds are spent.  
The following procedures are followed: 
 
Annual Music Budget: In September, the Music Director drafts a plan for spending the allocated amount and distributes 
this draft of the music spending plan to the committee, the Minister, and the choir for review. At the first committee 
meeting that occurs at least 15 days after distribution of the draft of the music spending plan, the plan is revised, if 
necessary, and then approved by majority vote and submitted to Financial Council Head and submitted to the 
Operations Team. 
 
Kate Venables Music Fund: The chairs maintain a file of any available documentation regarding the wishes of donors 
to the fund. The church office also keeps a copy of this file.  While not binding, unless specified by the donor, these 
documents are taken into consideration when decisions about using the fund are made. The committee approves 
spending from the fund by a majority vote of its members. 
 
Other Duties 
 

1. The committee shall arrange music for summer services and for non-choir Sundays besides those Sundays 
where the Music Director is not arranging the music. 

2. The committee shall encourage and support TUUC members in sharing their musical gifts with the church 
community. 

3. The committee shall maintain a list of members interested in sharing gifts of music with the church community. 
4. In order to facilitate planning for Sunday services and maintain good communication, a designated member of 

the committee shall attend Worship Program Committee meetings as a liaison for the Music Committee. 
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5. For the same reasons, a designated member of the committee shall attend Youth RE Committee meetings as 
a liaison for the Music Committee. 

6. The committee, in consultation with music staff, shall decide who is allowed to use the church piano. 
7. The committee shall ensure, with assistance from the music staff, that there is proper storage of the music 

stands, proper tuning and maintenance of the piano, appropriate purchase and storage of all sheet music in 
church services, and proper use and storage of hymnals and other music used by the congregation. 

   
       

USHERS 
 
PURPOSE: Ushers serve as host/hostess at Sunday services. 
 
Head Usher  
� Enlists ushers for each service for each of five Sundays (those assigned to the 5th can also be substitutes) Two 

ushers for each service is required. 
� Gives each usher the schedule for reference 
� Reviews procedures with each usher 
� Instructs each to arrange for his/her substitutes 
� Presents an attendance report to the council head covering the opening service in Sept – Dec.; Jan- closing in 

service in June; summer. 
 
SUNDAY MORNING PROCEDURES 
Head Usher 
� Arrives a minimum of 20 minutes prior to the service. 
� Check to make certain that the meeting room chairs are in the proper place and that the flowers are in theirs. 
� The choir may rehearse prior to the service. Doors should be closed until they are finished 
� Turn on lights in lounge & meeting room as needed 
� Open/close windows/doors as temperature/weather dictates 
� If air conditioning is on for the lounge, be sure doors are kept closed 
� Unlatch panic bar on south exit door from lounge (for wheelchair access); Allan wrench “key” is in the cough drop 

bowl on the counter to the left of the door. 
� Fill the water glasses (one for the pulpit; one for side table between the two chairs) 
� Person taking center aisle should assume role of lead usher 
 
 
Ringing the Bells: 
� Ring the bells five minutes prior to the start of the service. 
� Programs should number about 150; sharing might be anticipated 
� Close main doors at the start of service.  Close side doors after ten minutes. 
� Point out available seating to late-comers when the service is crowded. 
� When children are present for first part of service and vacant seats are unavailable, ask late comers to wait until 

the children have gone; extra chairs will be set for those services when the children will be staying throughout (at 
very crowded services parents might be asked to hold their younger children). 

� Do not seat late comers during quiet parts of the service. 
� Attendance may be taken at any time during the service; write the total on the usher counting sheet provided for 

each service and give to the Church Administrator, or place in the office mailbox. 
 
Offering: 
� Recruit a second or third usher from the Congregation as needed.  Use four plates with those on the side aisles 

taking two each starting them at the front passing one to each section  
� Counting may be done in the office after the collection  (during the service if so desired)TUUC  
� Counting Sheets will be provided by the Bookkeeper for each service.  Have one person count the amount of cash 

and record it on one of the forms.  Have the second person count the money and record it on the second counting 
sheet.  Compare sheets to see if they match.  If so, place money, counting sheets, and checks into the envelope 
provided and put in the slot for the safe on the door into the copier room. 

 
After The Service: 

� empty the water glasses (into the plants!); place in kitchen 
� turn off lectern light 
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� extinguish candles 
� return hymnals as necessary 
� pick up Programs from seats & hymnal bookcases and discard for recycling (any blue bin) 
� move candle pedestals to back wall. 
� Make a note of any duties that need to be performed by the custodian prior to the next Sunday service and 

leave it in the office box. This might include light bulbs that need changing, cobwebs that need dustings, etc. 
 

WHAT'S LEFT: 
Should you be unable to usher on your scheduled Sunday, PLEASE arrange to swap with another usher or contact an 
alternate usher.  Let the office know by 10 AM Thursday morning for correction in the Order of Service. 
 
USHERING INFORMATION 
 
LOCATIONS: 
� Light/Fan Switches : 

� Outside:  front porch, walkway, and parking lot lights are on a timer; sign at road is on a solar switch; 
balcony switch is in the "kitchen" to left of fridge; south entrances/exits to left of exit from lounge. 

� Inside:  See map under Section One. 
� Thermostats :  Office & Meeting Room are programmed. Do not reset the thermostats. 
� Hymn/Song Books :  adjacent to each entrance 
� Glasses:   two glasses are on a shelf or counter in the kitchen. 
� Card Tables : in the storage cabinet to right of the fireplace  
� Offering Plates :  on the bookcase in the office on the right as you enter the door. 
� Order of Service:  on the bookcase in the office on the right in a box marked OOS.  
� Other:   another lecturn, music stands, stools, folding chairs, extension cords, round tables, rectangular tables, 

ladders, pole for reaching overhead switches will all be found in the storage closet by the choir area. (these may 
vary from time to time). 

� Chalice:   on a pedestal to the right of the long window (without blocking the view).  Wick & matches are under the 
upside down sauce dish used to elevate the bowl of oil.  A bottle of oil and a funnel are in the cabinet in the foyer 
under the Lending Library section of the Book Nook. 

� Flowers:   may be placed on a pedestal in front or behind the chalice (again without blocking the window). 
� Chairs:   there are 265 black chairs of which 20 or 30 will be used by the choir; sometimes one or several may 

have been removed to the lounge. Ninety of the chairs are free standing and do not hook to each other.  Their 
placement should be along the sides and across the back of the center sections for easy accessibility for use in the 
lounge.  Seating charts are posted on the inside of the storage closet behind the choir.  

 
GENERAL: 
Emergency : falls, fainting, fire, et al.:  REMAIN CALM: PREVENT PANIC/CROWDING; GIVE SPACE AND PRIVACY; 
REQUEST MEDICAL HELP FROM AMONG THOSE PRESENT IF NECESSARY; CALL 911 if necessary.  Be 
sensitive to persons leaving the meeting room during the service - follow to lounge asking if assistance is required. 
 
First Aid Kit  - lower level -located on shelf between lavatories. 
 
Persons With Disabilities: 

WHEELCHAIRS: 
� entrance into the lounge from left hand side walkway through the doorway by the bulletin board (or directly 

into the meeting room using the next set of double doors)  
� restrooms:  will have to exit the same way going around to the entrance into the lower level for the 

combination men's/handicapped lavatory (it does not lock from the inside).  
AMBULATORY:  
� entrance:  front entrance since there are railings 
� restroom:  in the office 

REMEMBER:  Aside from ushering we are also acting as host/hostess! 
 
WORSHIP PROGRAM COMMITTEE 
 
PURPOSE:   Assist the Minister with the nature and meaning of worship thus formulating objectives for the services 
with special reference to the values and qualities they convey. 
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RESPONSIBLITIES : 
� Plan and conduct Sunday morning services once a month during the regular church year and create a full program 

during the summer.  On these Sundays, the committee members are responsible for coordinating all facets of the 
program. 

� Plan special services for holidays and for times when the minister is absent from the pulpit.   
� Plan and arrange for summer services (begins preparation in the spring) and those when the minister is on 

sabbatical leave. 
� Meet monthly with the minister.   
� Makes out a schedule of special services for the Church year assigning responsibilities for each such Sunday 

(includes cooperation with other committees, e.g. Denominational Affairs, Social Responsibility, etc.). 
 
  

SPECIAL OFFICERS 
 

MODERATOR: The Moderator is "chair of the Congregational meetings” who receives reports and motions from 
those submitting them.  He or she shall determine any actions to be taken in consultation with the Parliamentarian 
� Elected to a two-year term to preside at Congregational meetings. 
� Must be a member of the church. 
� Abides by Robert's Rules of Order, unless otherwise specified, in the conduct of Congregational meetings. 

Instructs the Congregation on the procedures for votes on motions and elections. 
� Receives reports and motions. 
� Appoints a Recorder for each meeting as well as a Parliamentarian. 
 

STANDING COMMITTEES 
 
 
Standing Committees do not report to a Council of the Operations Team. Their purposes, responsibilities, and 
procedures are outlined below as they often work closely with Council Committees. 
 
COMMITTEE ON MINISTRY 
 
Members of the Committee on Ministry are appointed by the Board of Trustees, with the consultation of the Minister.  
 
PURPOSE:  The role of the CoM is to serve the congregation by fostering greater fulfillment in our shared ministry. 
Our shared ministry is made up of everything we as a congregation do to support each other and further the goals set 
forth in our Mission Statement. There are various parts to our shared ministry including our professional minister, the 
paid staff, the Board and other lay leadership, the many committees, volunteers and, of course, the congregation as a 
whole and as individuals. The CoM acts an independent body to monitor that the long and short term interests of the 
church as a whole are kept foremost in our minds and that our ministries are effective and energized.  
 
 

RESPONSIBILITIES:   
• Assess the various ministries to see what the church does well and what can be done better.  
• Formulate recommendations to the Board and /or appropriate committees that it believes would lead to a 

healthier shared ministry.  
• Ensure the congregation is well informed on portions of our ministry where it, in consultation with the Board, 

sees a lack of or a need for recognition.  
• Serve in a support and ombudsman role for congregants who desire support in bringing their concerns and ideas 

forward. 
• Maintain  visibility and openness to encourage the trust and good faith of the congregation 
• Manage the process of conflict resolution and facilitating fair and thoughtful discussion leading to equitable 

resolution and reconciliation whenever possible. 
• Prepare a regular review of the minister's contributions to our shared ministry and recommending the annual 

minister's compensation package for Board approval. 
• Act as a confidential sounding board for the minister, as desired and needed, and ensuring the minister has 

adequate professional development opportunities 
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The CoM seeks to remain impartial and independent. It has no authority and is not an agent of action but serves an 
advisory and observational role. It does not advocate for the minister or any other party but always advocates for 
honesty, respect, responsibility, and civility in our dealings with each other.  
 
The CoM attempts to make sure the principals of our Congregational Covenant are respected in all of the dealings 
between various parts of our shared ministry. It seeks to remind us of our better selves and to encourage our work in 
support of each other. It encourages an atmosphere where constructive feedback helps us reach our potential and our 
actions serve the church as a whole. 
 
 
NOMINATING COMMITTEE 
 
PURPOSE: Develop leaders and provide a slate for elected positions in corporation with the Gifts Based Ministry 
Committee. The Nominating Committee shall consist of five active members of the church, not presently members of 
the Board of Trustees, four of which shall be elected, and one of which shall be the immediate past President of the 
Board of Trustees. The immediate past President serves for one year. Two elected members shall be chosen each 
year at the annual meeting, and shall serve two-year terms. The chairperson shall be chosen by the Nominating 
Committee. No person shall serve more than two consecutive full terms on the Nominating Committee. 
 
RESPONSIBILITIES:  

• Design and implement programs on leadership training. They shall be presented during the year prior to 
presenting a slate at the annual meeting. 

• Submit to the congregation a slate of candidates for office at least 30 days prior to the annual meeting, having 
obtained the consent of each nominee in advance of that nomination. 

• Members of the Nominating Committee shall exclude themselves from appearing in nomination for any office 
on the slate to be presented to the congregation. 

• Nominate candidates for Council Head positions with at least one year’s experience in a committee under that 
council if possible. If possible, the Religious Education Council Head should have served at least one year on 
the Youth Education Committee. 

 
LONG RANGE PLANNING COMMITTEE 
 
PURPOSE: To plan for the long range finances, growth, and other needs of the church. 
 
RESPONSIBILITIES:  

� Monitor and adjust, where appropriate, a five-year budget plan, each year adjusting the time period to reflect a 
new five-year period. 

� Devise and plan new areas of fundraising for the church. 
� Monitor and evaluate existing fundraising activities. 
� Work with the Committee on Ministry and other committees of the church on building use, space requirements, 

and continued growth. 
 
 
PERSONNEL COMMITTEE 
 
PURPOSE: The Personnel Committee acts as a liaison for the Board with the paid staff of the church.  Its function is 
that of advocating fair and equitable salaries, benefits and employment practices for Church staff and also, to advise 
Church management on personnel matters. 
 
PROCEDURES 
It is the policy of Towson Unitarian Universalist Church that the personnel committee will: 

� See that TUUC has uniform and consistent method for recruitment, hiring and payment of new church 
employees. 

� Assist appropriate committees in recruiting candidates for position openings. 
� Handle unresolved complaints by employees.   
� Meet with staff supervisor/committee to review process and needs before interviewing for new position.   
� Develop and update personnel policies 
� Assure performance evaluations are completed annually 
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� Assure proper handling of complaint procedures  
� Assure State and Federal law compliance 
� Assure disciplinary procedure administration 
� Review and amend the personnel policies on an annual basis ensuring updates of job descriptions and salary 

and benefit recommendations of non-ordained employees.   
Further it is the policy of the church that a personnel file for each employee will be maintained by the employee’s 
Supervisor.  The Personnel Chair, Board President, or Church Administrator will act as the facilitator of these policies 


