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Note: In all Policies & Procedures outlined below, the minister's role may
be taken by a Board member or designated team leader in the absence of a
minister.
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TIME AND DATE: Third Sunday of every month, or as scheduled. Board
meetings are open to any Member of the congregation.

DESIRED OUTCOME: To communicate information on a regular basis
between Officers, At-Large Directors and Members. These meetings are to
provide the forum for the Board to exercise its fiduciary responsibilities both
with regards to UUFW business matters and with regards to the Core Values,
Covenants, mission, vision and strategic plan of the UUFW. Board meetings
are generally not the place for initial or lengthy problem-solving, especially
on new or complex situations. To facilitate handling of such issues a Team
may be assigned to the task or a special meeting called.

AGENDA: The President will create an agenda with input from the Executive
Team for each Board meeting and distribute it three days in advance of

the meeting. The Treasurer’s Report and Minutes of the last meeting (if not
already mailed out) will also be distributed. At-Large Directors will be given
an opportunity to report at the Board meetings. For special reports or new
business, please notify the President prior to the Executive Team meeting.

CONSENT AGENDA: Shall consist of Treasurer’s and At-Large Directors’
Reports and Minutes of the last meeting. These should be distributed to
Board Members three days in advance of the meeting.

TEAM REPORTS: All reports should be typed or written out and copies given
to the appropriate Board Members or At-Large Directors one week prior to
Board meetings. These items may be also be distributed to Board Members
via email.

ATTENDANCE REQUIREMENTS: Board meetings are a vital function of the
Fellowship and it is important that all Officers and At-Large Directors attend.

BOARD COVENANT: The Board follows a mutually developed Covenant of
Right Relations.
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This UUFW Communication Policy will guide and assist members and

friends of the Unitarian Universalist Fellowship of Waco in their efforts to
communicate effectively and share information within the Fellowship and/
or to the public. UUFW offers many types of communication vehicles, as well
as support for publicizing events, classes, meetings and other activities. In
addition, members & friends share announcements, news, information, and
personal reflections.

1. MAIL

%+-,. [#& . ,/,014) 2234556 Unitarian Universalist Fellowship of Waco
4209 N. 27th Street
Waco, TX 76708

Collection & Distribution of Mail:

The President or his/her designee will be responsible for sorting all mail

at the Fellowship and distributing it to the appropriate person’s mailbox.
Board Members and Team Chairs should check their mailboxes (found in the
small anteroom off the Sanctuary lobby) regularly. The President or his/her
designee shall be responsible for maintaining current mailboxes for Board
Members, Staff and Team Chairs.

If a mail item appears urgent, the President or mail designee should open
and read it, and follow through with the appropriate person. Newsletters
should be passed on to the UUFW Newsletter Editor.

2. PHONE TREE

The Phone Tree may be activated in cases of crisis for Members or
the Fellowship when information needs to be distributed rapidly, in an
emergency, or to those without email. Events included would be: the
death of an immediate family member; serious illness (hospitalized);
or cancellation of Fellowship-wide gatherings. The Care Team shall be
responsible for the activation of the Phone Tree and will use personal
judgment in initiating or not initiating the process.

3. ELECTRONIC COMMUNICATION: WEBSITE, EMAIL, NEWSLETTER
There are many ways to make announcements and publicize events,
classes, meetings and other church programs. Note that space is limited

for most of these channels, so please make announcements and articles
brief and concise. Short announcements with an email address or webpage

3
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Values that guide us are:
e Our Covenant of Right Relations (Appendix F).
e Our value of compassion as informed by the following assumptions:
¢ We each want the best in this. We just don’t see eye to eye.
e We are capable of resolving this.
e Anonymous complaints to a third party and gossip are harmful,
not compassionate.
e Festering - that is, keeping the conflict internal - is harmful, not
compassionate.
e Placating and other indirect and manipulative conflict
management strategies are harmful, not compassionate.

P"#®&" () *%5$ .(/ 0.1 00%) *%2"02&% 3

4.05(6 7(Ask yourself if there’s another way you could be looking at the
conflict. Can you resolve it by yourself? For a fresh perspective, have

a conversation with a member of the Right Relations team, simply for
restoring your personal comfort so that you can be your best in the following
steps, should they become necessary.

4.05(87(Unless you feel there is an issue with safety, go directly to the
person who has not met an expectation you had. It takes courage to take
this step. We've found e-mail to be a poor substitute for this kind of direct
conversation. See Appendix L, ! " ##3%&( ) % ,*- $% ./ ') #*0,1") 2,3*4() +'58%6
6',$5&3, for suggestions.

4.05(97If you have no resolution to your concern, suggest to the other that
both of you look for a source of support together - for example, a mutual
friend, the minister or a member of the Right Relations Team.

(0 "#®R" () *%H$.(/ 0.1 00%; 0&< (= 0< >0"3
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(4.05(6: Ask yourself if there’s another way you could be looking at the
conflict. Can you resolve it by yourself? For a fresh perspective, have

a conversation with a member of the Right Relations team, simply for
restoring your personal comfort so that you can be your best in the following
steps, should they become necessary.

4.05(87 Unless you feel there is an issue with safety, go directly to the
person who has not met an expectation you had. It takes courage to take
this step. We've found e-mail to be a poor substitute for this kind of direct
conversation. See Appendix L, ! " ##3%&( ) % ,* $% ./ ') #*0,1") 2,3*4() +'5&%6
6',$5&3, for suggestions.
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by this misconduct is related to the degree of seriousness. The range below
is from (a) the least degree of seriousness to (e) the greatest degree of
seriousness.

e Sexual innuendoes.

e Inappropriate touching.

e Unwelcome advances or requests for sexual favors.

e Sexual relations with an adult under inappropriate circumstances.

e Sexual relations with a minor under any circumstances.
In the context of professional ministry, an especially important element of
one another’s wellbeing is the sense of acceptance, belonging and comfort
in our religious community or in participation in activities with which we are
affiliated.

"B YR A "HUY*F) A" - ) KR (#0Q.) (10) *H " HRA+.23

These policies and procedures do not apply to disappointments in the quality
of the clergy member’s job performance, or to frustrations that can occur
when people work closely together on things that matter most. These
policies and procedures do not apply to universal human shortcomings which
result in failures of awareness, understanding, empathy or compassion. Nor
do these policies and procedures apply to failure in spite of good intentions
to effectively meet immediate needs of someone in distress due to lack of
knowledge or skill on the part of the clergy member.

2. Procedure to Handle Complaint Against Church Minister

#

Step 1: The complainant makes a confidential statement, verbally or in
writing, to a member of the Right Relations Team. That is, the statement

is made only to this person. The person receiving the complaint provides
information on the process and responds to questions from the complainant.

Step 2: When/if a complaint is received in writing the person receiving the
complaint will contact the minister to inform him/her of the compliant.

Step 3: The Right Relations Team member who receives the complaint will
arrange for a special Right Relations Team panel to be formed. This special
panel shall include the President of the Board of Directors, the Ministerial
Relations Team chair, the Right Relations Team chair and two other panel
members appointed by the Right Relations Team chair, preferably members
of the Right Relations Team or the Executive Team.

Step 4: The panel will meet, without the complainant or minister present,
within ten days after the complaint was made. A written record of the
complaint shall be made at the time of the meeting. In the event the
complaint alleges that sexual relations occurred, the Right Relations

14
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Team must immediately report it to the appropriate contact at Unitarian
Universalist Association in Boston, Massachusetts.

" H08 (&) $& S+ "-&. ", $/ &' DB+23& 50"-/ 60#H && 5" 189**$- /5 & W&
;<= &) B &-/ &6 &Y ($&" - 24$27#5 - A" HD3BEBS* " #b 2&- | &- C$, #HRT# 2&
9D6, $&F RGHI JKLAMEIED$ & IT' M$/ R

I "#$9%' %he panel will be responsible for coordinating support of all parties
involved and overseeing a process in which all parties are treated with
dignity and respect. The process of reaching a decision may include a
meeting between the complainant, the minister, and the panel, if such a
meeting will not put the complainant at risk. The complainant and minister
will each be contacted to:

e determine their immediate needs for support.

e explain their rights, especially but not limited to helping them procure
an advocate/Good Offices colleague, who must come from outside the
UUFW.

e explain their responsibility to maintain confidentiality during the
complaint process.

e explain their protection from retaliation within UUFW.

The panel shall issue a decision to the minister, complainant and the Board
of Directors within ten days after the first meeting of the panel.

I "#3$9% ' %he Board will determine the best course of action based on the
decision of the panel. As soon as possible, the Board will make a decision
regarding continuation or suspension of ministerial duties. SWUUC district
staff will be consulted at the discretion of the Board President in consultation
with the Executive Committee when possible. The Board will determine how
best to meet the congregation's need to know about the processes, decision
and plans in these matters, as well as how to address concerns or any
distress within the congregation or others involved.

) *r*4 o *o %1 /01 %B*!30/.*%4-5069%8- 2
%

1. The fund shall be called the Minister’s Discretionary Fund
(hereafter “Fund”).

2. The Fund shall be maintained through individual contributions
designated for that purpose.

3. Donations from the Fund shall generally be restricted to individuals
and charitable organizations that are known to the UUFW. Requests
from others will generally be referred to local charities.

4. The UUFW Minister at his or her discretion will authorize the UUFW
Treasurer to make any disbursements from the Fund.

%
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XIV. WALK-UP SOLICITATION POLICY

Individuals requesting donations will be referred to the Minister, Care Team
or Caritas. (See also Section XII.A., Disruptive/Offensive Behavior Policy.)

XV. COMMUNICATIONS WITH THE LARGER COMMUNITY

1. All literature, brochures, marketing projects, press releases, or any
other communications going to the community at large or other outside
sources must comply with the Public Relations guidelines established by the
board and monitored by the Communications/Public Relations Team. (See
Communications/PR Responsibilities.)
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Purpose: To supervise and provide direction for the Fellowship.

Responsibilities:

1. Preside over meetings of the congregation and the Board of Directors.

2. Shall make appointments for all ad hoc team chairs and team

members.

3. Shall make appointments for jobs such as newsletter editor, email

administrator and webmaster.

4. Facilitate the work of At-Large Directors and appointees, ensuring that
they are aware of their responsibilities and are provided the support
necessary to carry them out.

Encourage the involvement of the Fellowship on Teams.

Facilitate and ensure communication between Board Members,

Fellowship Members and outside organizations. Serve as or designate

an official spokesperson for the Fellowship.

7. Approve expenditure of Fellowship funds for items not administered by

other positions.
8. Designate two cash counters to assist the Treasurer in counting and
recording cash from the Sunday morning offering.

9. Ensure that the building is opened for Sunday morning services.

10. Attend the District annual meeting and other leadership conferences
as budget permits.

11. Coordinate annual Board retreat and other Board training, delegating
duties thereto as appropriate.

12. Coordinate the updating of the Procedure Manual, delegating duties
thereto as appropriate.

13. Shall prepare an annual report of activities of the Fellowship at
the end of the year for the Secretary to keep on file and the new
President to reference.

14. Shall Chair the Executive Team.

15. The President or designee coordinates the development and
maintenance of the Leadership Calendar with the Board.

o w

+) & *%& , . & &, $

$

Purpose: To preside in the absence of the President and to be nominated as
President at the end of the President's term of office.

Responsibilities:
1. In the absence or disability of the President shall perform the duties of

17



Unitarian Universalist Fellowship of Waco Policy and Procedure Manual, Revised 2011

the President.

2. Shall assist the President performing such duties as prescribed by the
President and the Board.

3. Shall be nominated for the office of President at the end of the
President's term of office.

4. Shall serve as a Member of the Board of Directors.

5. Shall act as Board liaison for the Strategic Planning Team.

6. Shall serve on the Executive Team.

SECRETARY
Purpose: To serve as Secretary to the Board and the Fellowship.

Responsibilities:

1. Record minutes of meetings of the Board of Directors, specifically as
it pertains to votes regarding finances and any policy decisions and
distribute to the Board prior to the next regularly scheduled meeting.
Post minutes publicly, online and/or on the bulletin board outside the
sanctuary. Maintain records of Board meetings for a period of at least
ten years.

2. Receive and maintain annual Team reports and President's annual
report which are to be kept on record at the Fellowship for a period of
at least 10 years

3. Record minutes of the October and May congregational meetings
of the Fellowship and any other congregational meetings that occur
during the year. These records are also to be kept on record at the
Fellowship for at least 10 years.

4. When appointed to do so by the Chair, record proceedings of other
meetings that directly involve the Board of Directors, such as
leadership work sessions and retreats.

5. Maintain and update the Bylaws and the procedure manual when they
are amended, and ensure proper permanent storage and transfer to
the next Board Secretary.

6. The Secretary shall present the permanent files of the Fellowship,
including the annual reports for the preceding year, to the Officers of
the Board at the January meeting of the Board each year.

7. Shall serve as a Member of the Board of Directors.

TREASURER
Purpose: To collect, distribute and account for Fellowship funds.

Responsibilities:
1. Receive Membership pledges and contributions; count and record

18
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i. Attends some Team meetings.
According to the revised Bylaws, Team responsibility will be as follows:

Director One - Care Team, Hospitality, Membership

Director Two — House & Grounds (includes Memorial Garden), Finance
Director Three — Adult Programs Team, Religious Education, Worship
Director Four - Communications/PR, Social Action, Waldo’s Coffeehouse

IMMEDIATE PAST PRESIDENT

Purpose: The Immediate Past President, if available, may serve on the Board
in an ex officio advisory role. If the Immediate Past President is unavailable,
another recent Past President may serve in this capacity.

Responsibility: Attends and contributes to Board and Executive Team
meetings as needed.

WEBSITE MANAGER

Purpose: To serve as a contact person and direct potential website content
(i.e. announcements and events) to the proper Web Team Member for final
approval and inclusion on the website.

Responsibilities:
1. Develop content (i.e. when informed about something going on in the
church, write about it or put it on the Calendar).
2. Solicit new content/articles from Team Chairs, group moderators, and
Board Secretary (i.e. send an email to ask these individuals for info).
3. Decide what content to display on front page.
4. Create/delete forums, as needed.

NEWSLETTER EDITOR
Purpose: To publish a monthly newsletter.

Responsibilities:
1. Collect information/news for the newsletter and edit as necessary for
copy.
2. Publish the newsletter by first of the month.
3. Provide digital version of newsletter to Website Manager for
placement on website.
WEBSITE ADMINISTRATOR
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HOSPITALITY TEAM

Purpose: The Hospitality Team will advise and/or assist groups wanting to
provide food during their events; as well as managing food service, event
planning, and organizing teams within the Hospitality Structure to provide
routine food services, as described below.

Responsibilities:

1. Staging annual parties, including Christmas, New Year’s, Circle
Suppers, Sunday Snacks, Halloween (if not otherwise provided during
the annual Ft. Parker weekend), and Thanksgiving events.

2. Partner with and assist event planners for other events, such as the
annual Caroling Party and the Membership Team’s “"Becoming UU"”
events, and assist them in providing food service for those events.

3. Organize, supervise, assist with, and/or manage events requiring food
service, ensuring for proper planning, set-up and clean up;

4. Manage the calendaring of dates to ensure there are no conflicts with
the Fellowship calendar; communicate those dates to the Secretary of
the Board or House & Grounds team leader.

5. Publicize functions and encourage widespread participation, such as
through Sunday Bulletins, pulpit announcements, posters, newsletter
articles, weekly email new digest, etc.

6. Maintain pantry, linens, and other supplies to ensure an adequate
supply in good condition, including the provision of condiments, plates,
coffee, cups, napkins, utensils, and other supplies are maintained.

7. Ensure that food is safely stored, recycling is encouraged, and the
kitchen is kept in a state of cleanliness and order at all times.

8. Coordinate with and assist House & Grounds Team to place seasonal
decorations in and around the building.

9. Develop annual budget for submission to Treasurer.

MEMBERSHIP TEAM

Purpose: To maintain the present Membership; and to promote new
Memberships.

Responsibilities:

1. Keep accounts of the Membership.

2. Keep adult attendance statistics to be included in annual reports.

3. Provide Unitarian Universalist Association (UUA) WORLD magazine
with subscription list.

4. Contact visitors and absentees to encourage participation in the
Fellowship and expression of needs and desires in their spiritual
journey.
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5. Compile and make available information for visitors.

6. Provide information packets for new Members or those interested in

membership.

Provide orientation to new Members.

Recognize new Members and frequent visitors in the newsletter;

prepare name tags for frequent visitors and new Members.

9. Administer the Sunday morning greeters program so that all who
attend Sunday services, including Members, Visitors and infrequent
attendees, are welcomed warmly and educated about ways of
participating in our Fellowship.

10. Operate a phone/email tree.

11. Maintain and periodically distribute list of contact information for

those in UUFW leadership positions (Board members, team leaders).

12. Mail the Phrog and other essential communications to those who do

not have email.

13. Compile and make available to the Board current information on

Member skills and interests.

14. Maintain Membership bulletin boards and announcement/information

display and table in the foyer.

15. Maintain a file of signed Statement of Intent to Join forms (Appendix

I) for new Members.

® N

AT-LARGE DIRECTOR TWO TEAMS
FINANCE TEAM

Purpose: To manage funds for the Fellowship and with help of others raise
new funds.

Responsibilities:

1. Leads the Board and Treasurer in the development of the annual
budget.

2. Solicits pledges of the Membership; keeps them informed of budget
needs.

3. Plans the annual pledge drive.

4. Plans and implements events to raise funds for operating needs and
for the capital fund and special purpose needs designated by the
Board.

5. Develops plans for other means of raising funds such as establishing
an endowment fund.

6. Makes recommendations to the Board for investment of funds.
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HOUSE AND GROUNDS TEAM
Purpose: To keep the building and grounds in good condition.

Responsibilities:
1. Maintain building security.
2. Provide keys to individuals needing them.
3. Schedule and supervise the use of the building as according to

Appendix B.

4. Arrange for keeping the building clean. Assign after-service cleanup
duties.

5. Do minor repairs.

6. Maintain kitchen and other household supplies.

7. Arrange for lawn care.

8. Maintain the Fellowship sign in good repair.

9. Arrange for aesthetic improvements to the building decor and approve

any items contributed for that purpose before they are used.
10. Maintain calendar for facility.
11. Care for plants in the Fellowship.
12. Coordinate necessary activities with Memorial Garden Sub-
Committee.

Memorial Garden Sub-Committee

Purpose & Membership: To oversee any and all activities related to the
garden in order to maintain a sense of reverence and dignity in the Memorial
Garden. The Memorial Garden Sub-Committee shall operate as a function

of House and Grounds Team and will consist of H & G Members or their
designees.

Responsibilities:

1. To maintain the garden on a year-round basis, year after year.

2. To arrange for memorial markers and to place them as directed.

3. To price the memorial marker service and to set up a fund from the
marker net proceeds to help maintain the garden from year to year.

4. Any financial decisions affecting the Memorial Garden must be cleared
by the Memorial Garden Sub-Committee

5. To plan, coordinate and raise funds for all memorial garden projects.

6. To communicate new projects to the Board of Directors and the
Fellowship Members.

Memorial Markers:
To memorialize a loved one in the memorial garden, the person concerned
will follow this procedure:

26



RS H) &Y, ) . ¥/ #D'-12 UB-'4- #85'%8 6'4& 3) 678 '8 W 79I ) (#)6'; <==

=>80R)'%-") @A) '6-" %" - IB=C<<<'$'§¥ )" 1,2 '8)A - &DY6) "
17"6': &% ) '3%8) '%6 6'08 *) & U " '- 1Y ) 'EYRB) " 2496A )" $L &Y )’

*$ ")) AH W EH6'FSY ) 0)&-"* . #/AES09B)'F ) *S ") S

> G))35%*#) - 19 )R3 --*#E. W #'F) ) EUR %-19)'8) A - &84
DY&6) " J0OBE ENINE - &-F ) &A YE2) &% '6) *E" 0) '§ ) '+ '3/ - *) " 3
| -7%)'9% 6'D& 7" 6*'3/ %RD) &-""'A T*$Y00& ()'Y ) '+ 308k " 3

J> G) )39 6'096' I &YA YER) &" - 'HRE) &F % '=K'# 3/ )*'F5'L'# 3/ ) *'F5'L"
#3/)*-1)# ) QEQG' - && *)'3- + QEQL #) '1& A'Y ) 'A) A - &943- A 0% 5'
-19 )83/ - 18)

M>4& (#6) 'Y ) ' Y00& 0898 '. - 8&*'$ 'F) '#*3&F) 6'-"'F ) "*7898)'$ 'Y )"’
A)A-&583 A0% 531 - 7*)'% 6'D& 7" 6*'3/ %8D) &-"'A 7*$900& () '- 1
§)#r3OW " 2

C>NEAE)'$ '/ %)'Y ) 'AYER) &6) #) & 6'% 6'098) 6'# 'Y ) '*#) '+ 30 " 3
NG(#)'l -7%)'9% 6'D& 7" 6*'3/ %RD) &-"". /)"'§ ) 'A)A-&B6+$ ") ' #'
6) #)& B3NGB E)A)"$'. #F)'AYE)'S '/ %) B EH6'%6'*)$#"
-+ "

Q)12 AE#DEA VS F) % %EH) 970-"'8 P7)*90$ '0) & &A ' %84T %1 &
F)DAH#H . [)"'F)'*$") #'%66)6'$ 'Y )'8)A - &DYR) " NS E)A) " '
“[-76'F)'AY) %)% - IHA)'S %+ . "1 &0 OVRUEH " '- 1Y ) ' &7 %

O)'1-7%)'%B6'D&T"6* O)YA'. -76'4)'$ QAL DA# *'Y Y8 )"
8)A-&6DYEB) " H#' " -SWN3)A)Y &' - &H# B*YB8 6'E& 7" 63! & *'3-"PH# E
O%1)*'* -7 -$F)'FT& 6'F)" )% 'Y ) 'A %) &3 QA W/)*'- 1%+ ()6'-")"
UE) ' *3VED & 6'#'Y ) UB) %- &F7&Y6'7"6) &Y )'A)A- &4 S ") IF ) 5. #t
QAW 'F)QZQ'Y)'3W)'FUBY ), )H. *OA-()*S'W-F)&+3%H"9IY )"
A)A -85+ " )% #F) ' + 398 631 -. ) () &Y )'l -7*)'% 6'D& 7" 6+'0) YA "
CHE-SF)'Q*0-"*FD 'L &8+ 3B E U/ ) *'. /48", )& 3989 & 6'- &F7&) 6>

R-AA#H)' . 7"6*SO)'1 1,2 '08 W78 &*/ YatF) & *0-"*#49 'L &A % P4 # E
§) M 3MEUB3 7" - 19 ) '8)A-&HDYE) " 'GTF@- A A #59 ) >

4& 0-*)6'4/ 5*BYN6GHE"*'S 'S ) '8) A - #6DYEE) "' T 2A ) A - 896A UR2) &
*$ ). & F)8AURR) &I0H6 FE %I ) I/ &FI-&-F ) &1 #E) LS N+

0& 0-*) 6'0/ 5*BY%+YE6## " *' A 7T*$F) 08 *)"96'$ 'Y ) '8) A - &96-D%5) "'
GITF@-AAMY) 'L &Y00& (%08 &% 'F)# E'093)6'#'F ) 'EYE6) " =N A %/ &5’
(-9'-19)'8)A-&4DYR)" 'GTF@-AA#H) '#'") 3) ** 5" - &YD0& (Y- 1
3" GRFTH "




RS H) &Y, ) . ¥/ #D'-12 UB-'4- #85'%8 6'4& 3) 678 '8 W 79I ) (#)6'; <==

LU HSL U8 () *U T, W(- % (L.

(
>?! @'4: BC: >8 D'AE>8

C-%FA ) G %-19)'>6764& GH*'A) 9%H ' |>4AT#'$ '38 %) "% 6'H %2 D4r
% 6K &U*#SYSTEH)HL) &' % 6' 185" 6% -1 )", )+ . */#0'# '3 YU G% 6'
Ho 96 # GY761%8% '6) () +0H)" $0& G4 *93- ()" % 2 H & *$G& 70*9
0% 6'#)')" &8/ H)" $0& G&H *M

478-*)FD70) &#)'1 ! ,2 '1%% '6) () +0H)"$0& GAH*I#) ") " &8/ H)"$
396*%) *K 00- &7" #5 *9% 6'3- ()" % K¢ 9 & *$C& 70*'L5'1- &H 7946 G
“LN3%)*' % 6'0/ # *- 0/ 5'% 6'*) $3 G 0- #85NA/ ) '>67 6 4& G4 *' A) % '

| )" 78 'Y VB -*)'0& GRH*'- 1) & 6'U8) 'Y ) 6'. # 'Y ) O- 8§ 'PU%T) *'- 1
11, 29%6'H-()'F)",)+. */#©'$S. Y86 M '8#*#" QP##"MD)) >00)" 61{R
CM

8)HL)&/#': )STH®H)"SF>L#56'S'. -&'. #/'-F )&, )+. */#'8)HL) &'
$. YY) CR)UYEG-6'-1F )", )+ . */OMBT*$L) - () &=US5) %&'- 195)'$ "
) &) % %Y VB ) &# %0%E' - &(- 7" D) &3VDYBHENE 7*$L) . ## G$'3-HO5'
O/ #6'96 6'V- 79 'DYH) 'O-" GR) GY@# "' 4- #85'1>00) " 6R 2 J 4" ) 3) **UE69
#3768 GWLIYBTGE 7" 6'3/ ) 3T'. /)" '& S7) *$H 6M

D) *0- " A S

=M: ) (#. '%6') (%798 '*7LH 4% 6' 37887 PAMVD0& () ' 3788706, | 18/
0& H- P KE*#SY ) 'S#*#" QPH#""-111,2 M

‘M : ) 3&7# 9% 6'*700- & Y67 $08& GOH '08 *) " $ &M

XMA&) 0%8) ' 96 6'*TLH #% '9%6 " 7%-L76C) $93%) " 6%& % 6'L& 3/ 78 '- 1
-1)&6') ()" $'% 6'- 00- &7" 1 *M

YMASA '§ ) ' 96) & KOBHEG & - 1) %3/ 'G& 70'$ "H %8 96 '3- HH 7" 1808 "
LY )L DTS ) B U6 G U -1 ) SAAY & 7T
75)' =19 )11, 2 'O-HH7" 8% " *' O/ ) 3T#$1*))'>00) " 6/R ZI9# 376# G
"), * 999 &"- $B) *90) &- " %3 " WBF' % 6' 1 &H %8 0- &M

M\)'#L8H)6'-1,)+. */ ' VBHHY *'#'-8) &S '3 - &BH YD 'Y ) '>4A
396) " 6%&. W\ -UB6'W6'-F )&, ). */ 10 UBH ##) *M

UM>$9 " 6'? # SBH 0& (#6)6'3- "1 & " 3)*' % 6'$VM # GHO0- **#H) M

AM >+ 0B*' )" *78'3- HH 7" #8Y# " O (## #485'05 6'$28 *09&) "35'L)$ )) "'
>4A0& GRAH*' % 6'8)HL) &'-19 ) '3-" G G¥i# " M

. E@C_ B! D'E?! O>A B 'AE>8"

C-%FA )'G %-19)": ) #5# 7' E673%# " '|: EJ0& GOH '#'$'" - 7&F/ '% 6'
*700- &) Y3/ ' OYEHBIOYS $t'* 087 966) () +OH) "$F & 7G/ ') 673% "' % 6'
D+ */HONE ) #GH T EGTIVE " # - 1) & 6' 1 &UHUG) *I1& H ') YRS 3/ #6/ - - 6'
§ & 7G '5-79 M



RS H) &Y, ) . ¥/ #D'-12 UB-'4- #85'%8 6'4& 3) 678 '8 W 79I ) (#)6'; <==

4780-*)>770) & #)'¥ )" @0& ASB '1- &3/ #6& "% 6'5- 7§ 'C5'1- 8B 7U4¢ A
-CD3%)*' % 6'0/ # *- 0/ 59*) 32 A'0- 48598) &7 A% 6' S # A'Y 9B/ ) &'

% 6') (7Y AQ* TS THEL AL 07$1& B 'Y ) 'F- %698 )B C) &9 % 6'0%8) " $'
13/ #68 "' OYRRBIOVEE AR ' @5

8)BC)&/#)': )HI#®)B)"$>| CH#B'$S'. -&'. #/'-F)&,)+. */#'8)BC) &'
$. UR6*'Y ) A YD) &A--6'-1F )", )+ . */ #HC8T7*$C) - () &=K'5) %&'- 19A)'$ '
) &) % %Y VB ) &# '%0%E' - &(- 7" D) &30YBHEGE 7*$C) . #EA'S '3-B 05’
) LI#6'% 6'M 7Y '29%) 'L- " AR A% " '4- #85'N 00) " 640 P @# 376# A'%
CYBIA& 7"6'3/)3)'. /)" & H7) *$ 6G

D) *0- " HCHSH >
=G:)(#. 9)(%7%) % 6'*) 4 35 37 &IB7 UG
‘G ;) 3&7#9*700- &% 6' S 'Y 9B/ ) &G
RG: ) 3&789*700- &5 % 6'$4 ' (- 7" 9) &' 1 &W*# W A'D 9B/ ) &'% 6'
B W AANRB--§ 1. '-127"696'- 0) @ " *G
SGL-"673309%8) "$B)) $ A*'%6'")) 6) 6G
TGP) () +0'A7#) #)*' 1 &7*)'- 10%6' 3/ #6'3%8) ', ) +. */ #©') () "$G
KG4& 0%) '% 6'*7CB # 9% '%8 " 7%-C76A) $% 6'%6 " 7%-3%) " 6%8G
UG4#6'% 6'08) 09&) '1- &*0) 3#6) () "$'8 U9 6'$ ' @1 &3/ #68 "' % 6'
5-79 G
VG8 % W6 '3-BB 7B " Y ), ) H. K DUC- TS ) VB ) % 6
A% -19)": @O&ADB 'Y & TA ™). *H$ &" - $8) *90) &- " %3- " PBH 9
- @?7"69%5'08) )" P+ 0 6'1- & Y4-8) 0- & G48) 09%R) ' %% 6' 6# ST !
% " 79%+C& 3/ 78 G
WG)'#18)6'-1,)+. */ 03K M) *'#'-86)8&$'3--BLUW'¥)": @
39%) " 6%&. # 'F-U86'W 6'-F )&, )+ . */ 0 VB ) *G
=<G 1 $9"6": @3-"1)&"3)* % 6% # AHO-**) G
=G S P @) 673V "9 *-783) 'B YH &' W 6'C-- I #'Y )" @
- )*-78)': --BG
=G X&)S(H#BIA0YR"$'. # '3 #68" G
“RG@*78 'Y WS - ' Y678 9%) '08 *)"$UBIHFB ) *'$ '39R) '1- &3/ #6& "% 6'
T+ 'L/#6'9%6 6 M 78 '29) 'L -" AR A% " '4- #85'N 00)" 640 P QB
=SG| + 9%5*')"*78'3-B B 7" BYM# " 9 (#CHE5'% 6'$8 *0%) "35'0)$ )" @
0& AQB*' % 6'8)BC) &' -1¢)'3-"AQ AW " G
=TG | *'900& 089 9F )" @Y)YB'. #CQYI'# S *B U &Y UYB *'1- &64) & " $
1 37%)*9) AGZ7&) &'Y) YB I[\S'Y) YB ITE\V¥'Y) 9B IM 79 'Y) 9B 9% 6'
1676 @Y) B G
=KG]"'3--&BRUH"". 'Y )'8HH#&- &I D URA) 'P#) 3% &1 &: @16)" ¥5'
")) 6*'- 196 6'0& (#6) '*700- &¥ ) '0& AYB *'1- &10B #4 *'% 6'3/ #68& " I
*73/ 06" B 7TGA) ") QU " Yo VBHH 1) *IB YBEHA) ') " &8/ B )" 9% 6'
0%R) " A'. - &*/ - 0*G'




Unitarian Universalist Fellowship of Waco Policy and Procedure Manual, Revised 2011

WORSHIP TEAM

Purpose: To assist in developing and providing programs that enhance the
spiritual dimensions, aesthetics, and impact of the Sunday Services.

Responsibilities:

1. Be aware of worship (faith development) needs of the congregation
and potential presenters available.

2. Be aware of UU best worship practices.

3. Remain in dialogue with the congregation regarding worship desires
and preferences. Communicate clearly with the congregation regarding
significant changes to the worship services.

4. Coordinate Sunday morning setup, including table, candles, and other
materials.

5. Coordinate putting away Sunday morning equipment and straighten
sanctuary after services.

6. Monitor supply needs and order supplies as needed for Sunday
morning services.

7. Monitor sound and supplemental hearing audio system, conduct
routine maintenance and arrange professional repair services for
sound and audio system as needed.

8. Work with Minister or presenter, choir director, director of religious
education, and Members with musical talents to facilitate inclusion of a
variety of high-quality musical experiences for enrichment of Sunday
services.

9. Assist music director/pianist and choir in support of the musical portion
of service.

10. Get monthly program information to the newsletter editor.

11. Plan and arrange guest Sunday morning speakers with the Minister.

12. Arrange honoraria for guest speakers, if appropriate.

13. Write thank-you notes to guest speakers.

14. Periodically review all aspects of the Sunday Service and sanctuary,
including order of service and visual aesthetics of the sanctuary and
provide written recommendations to the Board and/or Minister on any
ways that Sunday Services could be improved.

15. Coordinate with the presenter of the Story for All Ages to make sure
someone is prepared to read the story.

16. Monitor and adjust lighting, doors, air conditioning/heating, etc. for
maximum comfort.

17. Coordinate with Minister/Board and RE for managing multigenerational
services and special events such blessing of the animals, flower and
water communions, etc.
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Procedures revisions as needed.
2. Chair attends meetings of the Board of Directors as agenda indicates
and makes reports.

RIGHT RELATIONS TEAM

Purpose: To assist ourselves, members, friends and staff of UUFW in living
out and within our Covenant of Right Relations (Appendix F). To be in right
relations means that we, as individuals and as a community, commit to
foster a safe, supportive environment where we experience belonging, the
opportunities to be authentic, engaged, respected and valued contributors,
and where we commit to restoring the integrity of our relationships with one
another when we fall short of demonstrating the stated intentions of our
covenant of right relations.

Responsibilities: (NOTE: We make a distinction between ordinary conflict
that is inevitable where people gather for a common purpose and for
achieving common goals and extraordinary conflict where at least one party
to the conflict perceives that an unacceptable violation of stated or implicit
rules or values of the community has occurred. Responsibilities 1-7 are
responsibilities related to ordinary conflicts. Responsibilities 8 and 9 are for
extraordinary conflicts. Responsibility 3 may fall in either category. In case
of a conflict of interest a team member will be excused from participation so
that the integrity of the process may be preserved.)

1. Informs the congregation about the purpose and function the Right
Relations Team.

2. First source of support for unresolved concerns among congregants
who seek assistance with conflict in order to reestablish right relations.

3. Offers and facilitates an equitable, confidential dialogue and process

to enable people to be in coherence with others again. The team

approaches relationship breakdowns as opportunities for relationship
breakthroughs.

Develops educational programs concerning right relations topics.

Recommends policy or procedure improvements regarding Right

Relations to the Board.

6. Collaborates with the Ministerial Relations Team to foster
congregational well-being.

7. Facilitates UUFW’s Safe Congregation policy through conducting
background checks for childcare workers and RE teachers.

8. Educates parties to an extraordinary conflict; for example, allegations
of violations of the Safe Congregation Policy for Children and Youth,
or allegations of sexual misconduct by leadership, congregants or
associates of UUFW, to their rights, responsibilities, and protections in

o B
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XI. TEAMS:

The President-Elect:

. shall perform the duties of the President in the absence of the

President;

. shall assist the President, performing such duties as prescribed

by the President and the Board;

. shall be nominated for the office of President at the end of the

President’s term of office; and

. shall serve as liaison to the Strategic Planning Team.

The Secretary:

. shall keep minutes of special, congregational and Board

meetings of the Fellowship;

. shall be responsible for issuing of all notices of special or

congregational meetings in accordance with the Bylaws;

. shall be custodian of past newsletters, minutes of Board

meetings, special Fellowship meetings and congregational
Fellowship meetings;

. shall be custodian of any legal documents of the Fellowship and

any records of the Fellowship which have significant historical
value; and

. shall be the Fellowship parliamentarian unless another Member

of the Board is so designated.

The Treasurer:

. shall perform duties ordinarily incidental to duties of a Treasurer,

including receiving Membership pledges and contributions;

. shall keep Fellowship monies in a repository as approved by the

Board of Directors:
shall serve as a Member of the Finance Team;

. shall keep account of monies and perform such other duties as

may be designated and required by the Board of Directors; and

. shall be custodian of financial records of the Fellowship, both

past and present.

A. Executive Team:
A Team consisting of the President, President-Elect, and two
other Board Members selected by the President and approved
by the Board to ensure optimal functioning of the UUFW Board
of Directors and to have responsibility for making emergency
decisions as necessary between Board meetings.

B. Nominating:
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Overview

Definition of Terms

Preventing Abuse Generally

Application and Screening Procedures for Staff and Volunteers
Safety Guidelines

Reporting and Investigating Abuse

Forms and Documents (! " " #3$ %& (#)

A. Application for RE Teachers, Child Care Teachers, and Volunteer Youth
and Child Care Workers

B. The Code of Ethics for Working with Children and Youth Code of

Conduct for Older Youth Working with Younger Children

Interim Agreement Regarding Restrictions with Children

Permanent Agreement Regarding Restrictions with Children

Incident Report

Field Trip Permission Form

. Texas State Law

OmmoOn

E/0Q./ 405

Unitarian Universalist Fellowship of Waco, a Unitarian Universalist
congregation, affirms and promotes the inherent worth and dignity of every
person, as well as justice, equity, and compassion in human relations. In
that spirit, we are called to encourage the spiritual growth and to ensure
the safety of all children, youth, and adults who are a part of our religious
community whether for a moment or for life. The following policies and
procedures are guidelines for keeping children, and youth safe; educating
adults, youth, and children in the congregation about sexual abuse and
prevention; and responding to anyone who has been convicted or accused
of sexual offenses. These policies and procedures shall be made readily
accessible to any person who may wish to see them.

%08# +#4* (48CO.F 1

These definitions are provided as a guide to understanding the intent of
the text, but are not intended to be exclusive or inclusive of all possible
meanings. Similarly, other undefined terms in this document should be
interpreted so as to convey the intent and purpose of the provision without
necessarily following strict legal or technical definitions.
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e Inappropriate comments about clothing or physical appearance.
e Intimidation or hostile sexually orientated comments.

A single occurrence may be sufficiently serious to constitute sexual
misconduct.

I "#39%R( 9% *+ ", -. Repeated, ongoing, and unwanted incidents of sexual
misconduct.

/ 9912)3%, 4'56" 01.'A check of a person’s background to determine whether
any factors are present indicating that it may be inappropriate for the
person to participate in programs with our children or youth. Individuals
interested in participating in programs with our children or youth agree to
cooperate in providing any information and releases that may be necessary
to complete these searches. Background checks are conducted through a
commercial provider as approved by the Board of Directors. They include
searching public criminal records and databases from all 50 states as well
as searching commercial, private or proprietary databases as determined by
the commercial provider.

Unitarian Universalist Fellowship of Waco reserves the right to conduct other
background searches as may be determined appropriate.

Other Terms

Designations such as “Board of Directors,” “Minister,” "Ministerial Relations
Team,” “Conflict Resolution Team,” “Director of Religious Education (DRE),”
and “Religious Education Team” refer to the terminology and congregational
organization existing at the time of drafting. In the event positions are
vacant or terminology changes, this document remains valid but should be
read in the context of the current terms and assigned responsibilities.

P "#SHUR YU )* +, - #). #%#"/ (L

)

It is the intention of our religious education programs to promote self-
esteem and personal responsibility among our children and our adult
Membership. It is ultimately the responsibility of the entire Fellowship, in
partnership with parents, to create and maintain a safe environment that
supports the growth and welfare of children and youth in our programs.
However, this policy is devoted primarily to situations in which children
are in a supervised relationship with Fellowship Members other than their
parents.

1. The child’s welfare is the parent’s responsibility when the child is on
Fellowship grounds but not actually in a UUFW supervised activity.
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Responding to Abuse
The Right Relations Team (or other authority as determined by the Board

of Directors) will respond to any disclosures or allegations of violations of
this policy. The Right Relations Team and all others involved will maintain
confidentiality to the greatest degree possible. Grievances related to
confidentiality may be brought to the Board of Directors.

The Right Relations Team (RRT)

When responding to suspected incidents of abuse, the RRT serves two
purposes. First, it serves as a source of general information about abuse and
a link to available resources. Second, if any person has been harassed or
abused, or observes or has reasonable cause to suspect behavior which may
constitute physical or sexual abuse of a child, or if someone discloses such
abuse, then the RRT will aid the person who reported the incident to file a
report with the appropriate State agency. Accusations involving criminal
conduct shall be reported to law enforcement officials and to the Department
of Regulatory and Protective Services. See Document G.

The RRT will report adult non-criminal incidents to the Board of Directors.
The RRT does not have the legal authority or the expertise to determine
guilt or innocence. It is designed instead to assist Members of the Fellowship
both children and adults, both victims (potential or actual) and the accused.
While the incident is being investigated, the Team will work to protect and
support all involved parties in a way which allows the Fellowship to go about
its business in a non-persecutory, but safe atmosphere. The RRT will alert
the President of the Board of Directors that an abuse situation has been
reported.

The Right Relations Team will take responsibility for:
e Coordinating support for all parties involved, including the person who
reported the incident;
e Overseeing a process in which all parties are treated with dignity and
respect; and
e Responding, through a single designated spokesperson, to questions
from the public media if contacted by them. In general, because of
the issue of confidentiality and in the best interests of the victim and
accused, release of information to the public is restricted as much as
possible. The designated spokesperson will discuss what steps the
Fellowship has taken to guard against abusive situations.
If an accusation of abuse of a child by a Member of the Fellowship is
reported, the RRT will require that the accused sign an Interim Agreement
Regarding Restrictions with Children (Document C), and shall restrict
contact between the accused and children while the accusation is being
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PROGRAM OR AT ANOTHER TIME, THE PERSON WITH THE
SUSPICION MUST REPORT THE INCIDENT TO STATE AUTHORITIES
BY STATE LAW. FAILURE TO REPORT IS A CRIME. SEE DOCUMENT G.
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B. Code of Ethics for Working with Children and Youth

Adults and older youth working with children and youth in the context of our
Unitarian Universalist faith, have a crucial and privileged role. To help our
children grow up to be caring and responsible adults can be a meaningful
and joyful experience for the adult and a lifetime benefit to the young
person. It is important to recognize that this role carries with it both power
and influence. Whether acting as a youth advisor, chaperone, child-care
worker, teacher, Minister, mentor, or any other role, the adult has a special
opportunity to interact with our young people in ways that are affirming and
inspiring to the young people and to the adult. Adults who work with children
and youth at UUFW events are expected to always have the best interests of
children and youth at heart.

Expectations
Adults are expected to nurture the physical, emotional, and spiritual growth

of children and youth by fostering an environment of kindness, trust,
respect, and fun. Our charge to children and youth workers is to encourage
kindness and genuineness among the children and youth, and to discourage
unkindness and falseness. We intend to create an environment in which
children and youth will be able to explore the spiritual and religious nature
of their lives, both as individuals and communities. We expect that one
person’s enjoyment will not be at the expense of another person’s health

or self-esteem. In light of this, there are some specific expectations that
Unitarian Universalist Fellowship of Waco has of adults working with children
and youth. They are as follows:

¢ “"Friendship” with Youth - Although we hope that youth and adults

will have genuine fondness for one another, any adult who looks to youth
for “friendship” is not sufficiently mature to be in a position of responsibility
over them. A “friendship” is reciprocal, where neither person has more
responsibility for the health of the relationship than the other. This is
antithetical to the adult/youth relationship, where the adult is the one who
assumes primary responsibility for maintaining appropriate boundaries

and cultivating an atmosphere of health and trust. It is expected that any
relationships that an adult has with youth who have grown to adulthood will
not become exploitative.

¢ Unofficial Contact With Youth - Sometimes a genuine mentoring
relationship will develop between a youth and an adult. These can be healthy
and also transformative for both parties. However, it is our concern that

a “predator,” who does not have the best interest of the youth at heart,

will try to disguise an unhealthy relationship with a youth as a mentoring
relationship. Therefore, if you wish to be in contact with a youth outside
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G: Texas State Law

Clergy as Mandatory Reporters of Child Abuse and Neglect

To better understand this issue and to view it across States, see the ! "#9&'
()'* (+, (-. $&/ #0. $#9)'. 11 23, '456) #' (+, ' 7T #WH8-9 1 6™ <#=-'>=8#$0-)". 1
?2-(-# @A)'(PDF - 262 KB) publication.

Citation: Tex. Fam. Code Ann. § 261.101 (West, WESTLAW through End of
1999 Reg. Sess.)

Statute Text:

A person having cause to believe that a child's physical or mental health or
welfare has been adversely affected by abuse or neglect by any person shall
immediately make a report as provided by this subchapter.

The requirement to report under this section applies without exception to
an individual whose personal communications may otherwise be privileged,
including an attorney, a member of the clergy, a medical practitioner, a
social worker, a mental health professional, and an employee of a clinic or
health care facility that provides reproductive services.

What's the Law?

(From Prevent Child Abuse Texas—www.preventchildabusetexas.org)
Anyone “having cause to believe that a child’s physical or mental health

or welfare has or may be adversely affected by abuse or neglect” must
report the case to any state or local law enforcement agency and to

the Department of Protective and Regulatory Services. Failure to report
suspected child abuse or neglect is punishable by imprisonment of up to 180
days and/or a fine of up to $1,000. (Texas Family Code, chapter 34).

Texas Abuse and Neglect Hotline: 1-800-252-5400.
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We, the Members of the Unitarian Universalist Fellowship of Waco, adopt
this covenant for the purpose of being in right relationship with one another.
Through this covenant, we make a commitment to act with mutual trust and
support in this liberal religious faith community.

We covenant to:

e listen deeply and speak with openness, caring, and respect

e engage newcomers, youth and young adults in the life of the
congregation

e contribute time, ideas and income in support of our mission and
our community outreach, according to means and abilities.

o foster stable congregational growth by drawing on new people
and new ideas while maintaining the best of our Unitarian
Universalist traditions

e communicate clearly about leadership activities and decisions

e create, communicate and follow clearly defined congregational
policies

Our true covenant will show by our actions. May this covenant deepen our
connections with one another and guide us through conflict with dignity and
respect for one another. We sometimes fall short of peacefully resolving
our misunderstandings and difficulties. When this happens, we will strive to
repair relationships and recommit to these covenants.

This is a living document, intended to reflect the needs of our congregation
as it changes and grows, revisiting it as needed.

2 Approved by congregational vote on May 31st, 2009.
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Once you have been attending UU services and feel that UUFW is your

religious home, you may want to consider becoming a member.

The present and future of UUFW depend solely on support by its Members.
Each of UUFW'’s Members is requested to show his/her support through
his/her presence, service, and pledging. The expectation is one joins as a
Member because he/she has a desire to serve an active role at some level
in supporting the sustenance and further development of UUFW. And, he/
she accepts this is dependent on each Member demonstrating these acts of
support.

To become a member of the Unitarian Universalist Fellowship of Waco:

1. Attend services for 12 or more weeks, or transfer membership from another
UU institution.

2. Have an initial meeting with a representative of the Membership Team
(membership@uuwaco.org).

3. Attend the Becoming UU Orientation Class, which is usually offered twice a
year.

4. Have a second meeting with a Membership Team member to receive a
Member information packet, and to sign the Statement of Intent to join and
the membership book.

5. Present your intentions of support. (The level at which one demonstrates his/
her support is personal and to be determined by each individual.)

a. Complete and submit a New and Prospective Member Survey which
provides the congregation your personal contact information and interests
in support through preferred ways of presence and service.

b. Complete and submit a pledge card in order to present an annual financial
pledge to UUFW. Funds received help support the work of our religious
community. This information is kept strictly confidential between you and
UUFW'’s Treasurer.

6. Be welcomed into membership by the congregation at a special Sunday
service.

Membership is a journey
Get involved in the activities of the Fellowship as often as you are able.

Taking your leave
In order to remain a member, you are asked to participate in Fellowship
life, pledge and make an identifiable financial contribution each fiscal year.
Please let the leadership know if you no longer wish to be a member of the
Fellowship for whatever reason. We want to honor your leaving just as we
honored your arrival.
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APPENDIX J
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UUFW Facebook page TBA

Website banner Coordinator may create or may ask for

assistance from PR team (pr@uuwaco.org).

Website story See instructions for submitting an
article to the Phrog; Sponsor forwards
to webcontent@uuwaco.org and
pr@uuwaco.org.

Weekly news digest Events on the UUWaco.org calendar will
automatically be added to the weekly
digest;

Sponsor may also forward info directly to

list@uuwaco.org.

CHECKLIST NOTES:
1. When creating your initial event, please make sure to include the
following information in all communications:
¢ Name of event or activity.
¢ When & where the event/activity will take place.
¢ Point of contact name & contact information (UUWaco.org email
address is preferred).
e Brief description of the event/activity - 200 words or less.

2. For a list of teams, team leaders and events which might be sponsored
by each team, please check online or email membership@uuwaco.org.
3. The House & Grounds Team has created an excellent Facility Use guide

to assist those utilizing our building and grounds in understanding
their responsibilities regarding set-up and clean-up. Please contact
handg@uuwaco.org for the full guide.

4. Questions about the above-outlined Communication Guidelines may be

addressed to pr@uuwaco.org.
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APPENDIX K
EMAIL & WEBSITE TERMS OF SERVICE
Email Terms of Service

The Unitarian Universalist Fellowship of Waco provides email accounts to its
Covered Groups (i.e. Board of Directors, minister, Team Leaders, and Web
Team members) free of charge. This service is sponsored by Google Apps
and UUWaco makes no claims to ownership of any hardware, software, user
interfaces, or features available to End Users. "End User(s)" refers to any
member of the Covered Groups.

End User agrees use of this service:

1. Is voluntary;

2. Constitutes no expectation of privacy;

3. Will be limited to correspondence and activity relating to the Unitarian
Universalist Fellowship of Waco only;

4. May be terminated at the end of appointed term to one of the Covered
Groups;

5. May be terminated for violation of any Google, Inc. Terms of Service
and/or these Terms of Services provided by UUWaco.org.

End Users are discouraged but not prohibited from "forwarding" uuwaco.org
email accounts to personal email accounts. It is the End User's responsibility
to ensure the protection of uuwaco.org information while in the custody of
personal email accounts.

By using the uuwaco.org email address, the End User acknowledges having
read the Google, Inc. Terms of Service (http://www.google.com/apps/intl/
en/terms/user_terms.html) and agrees to abide by these Terms of Service
provided by the Unitarian Universalist Fellowship of Waco.

Website Terms of Service

General Principles

1. Jurisdiction and General Terms of Use/Service.

The Terms of Service (ToS) constitute the entire agreement between you
and the Unitarian Universalist Fellowship of Waco (UUFW or UUWaco)
and govern your use of the Service (the UUWaco site). The ToS and the

relationship between you and UUWaco shall be governed by the laws of the
United States state of Texas, without regard to its conflict of law provisions.
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Notice — For any reuse or distribution, you must make clear to others the
license terms of this work. The best way to do this is with a link to this web
page: http://creativecommons.org/licenses/by-nc-nd/3.0/us/.

8. Age Policy

In compliance with United States regulations regarding online privacy for
children, UUWaco and its sites do not knowingly solicit or collect information
from children under the age of thirteen (13). Children under the age of
thirteen (13) are therefore not permitted to upload Content of any type to
the UUWaco site. By submitting Content to the UUWaco site, you thereby
confirm that you are thirteen (13) years old or older. Asking a parent or
legal guardian to upload Content does not constitute submitting Content
under this policy.
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e Speak directly with the person (fellow member, Minister, etc.) with
whom you have the disagreement.

e Examine your own role in the conflict. Why is this matter important to
you? Do some soul searching.

e At this step, and at all succeeding steps that become necessary, own
your issue. Anonymous complaints are not acceptable.

e Get a reality check from a trusted third party. Compare your
perceptions. Did they see it or hear it in the same way? Based on your
telling of events and your feelings about it, would they feel the same
way?

e Agree with the person with whom you have the disagreement on
a mutually acceptable time and place to talk in private, as soon as
possible after the incident.

e Use "I” statements in your discussion ("I feel...” not “You did...”); use
active listening.

o If a direct conversation is too difficult, consider putting your thoughts
into writing. Be available to hear the response.
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