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The UUFM Covenant 
 

From our desire to nurture our beloved community and to be accountable to each other 
and to something greater, we covenant: 

 
To  LISTEN to every voice for good intent and the possibility each one of us has to offer 

 
To HONOR the diversity of our beliefs and all of the ways we are different 

 
To SHARE generously our gifts and strengths 

 
To ENGAGE with each other in a joyful spirit of respect, equality, trust and cooperation 

 
To ACCEPT RESPONSIBILITY for our words and actions and when we fall short, to begin 

again in love and trust 
 
 
 
 
 
 

Our Vision: 
 

We are joyous, open-hearted, spiritual explorers courageously loving all life. 
 

Led by the collective wisdom of our fellowship, we are building an inviting and 
compassionate home filled with music, laughter and wonder. 
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INTRODUCTION 
 

 
This policy manual attempts to capture the processes and policies that are presently in use.  These 
policies and procedures are not fixed, but grow and change as the Fellowship evolves.  The Board 
should use this as a guide, but not allow it to undermine common sense.  Each Board also bears the 
responsibility for maintaining and grooming this document and passing along lessons learned for future 
Boards in the form of policies and procedures that work. 
 

Maintenance of the Policy and Procedures Manual 
Among the members of the Board, one will be designated at the June meeting to maintain and update 
the official policy manual and thereby bear responsibility for: 

• Identifying situations which arise for which the Board needs to define policy 
• Researching and drafting policy for such a situation and submitting to the Board for approval 
• Being alert to situations for which there is existing policy and bringing it to the attention of Board 

members 
• Keeping the policy manual synchronized with actual Board policy by updating and rewriting policy 
• Accepting and presenting proposed policy changes from Fellowship members 
• Educating the Fellowship and committees about the existence and use of the Board Policy and 

Procedures Manual. 

 
 
 
 
 
 
 
 
 
 
 
January 2013 
February 2013 
April 2013 
Oct 2014 
January 2016 
May 2016 
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1.1 Conflict of Interest Policy 
 

Adopted By Resolution of the Board of Directors, January 28, 2009 
 

Article I: Purpose  
 

The purpose of the conflict of interest policy is to protect tax-exempt Unitarian Universalist Fellowship of 
McMinnville’s interest when it is contemplating entering into a transaction or arrangement that might 
benefit the private interest of an officer or director of the Organization or might result in a possible excess 
benefit transaction. This policy is intended to supplement but not replace any applicable state and federal 
laws governing conflict of interest applicable to nonprofit and charitable organizations. 
 

Article II: Definitions 
1. Interested Person 
Any director, principal officer, or member of a committee with governing board delegated powers, who 
has a direct or indirect financial interest, as defined below, is an interested person. 
2. Financial Interest 
A person has a financial interest if the person has, directly or indirectly, through business, investment, or 
family:  
a. An ownership or investment interest in any entity with which the Organization has a transaction or 
arrangement, 
b. A compensation arrangement with the Organization or with any entity or individual with which the 
Organization has a transaction or arrangement, or 
c. A potential ownership or investment interest in, or compensation arrangement with, any entity or 
individual with which the Organization is negotiating a transaction or arrangement. 
 
Compensation includes direct and indirect remuneration as well as gifts or favors that are not 
insubstantial. 
 
A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person who has a 
financial interest may have a conflict of interest only if the appropriate governing board or committee 
decides that a conflict of interest exists. 

 
Article III: Procedures 

 
1. Duty to Disclose 
In connection with any actual or possible conflict of interest, an interested person must disclose the 
existence of the financial interest and be given the opportunity to disclose all material facts to the 
directors and members of committees with governing board delegated powers considering the proposed 
transaction or arrangement. 
2. Determining Whether a Conflict of Interest Exists 
After disclosure of the financial interest and all material facts, and after any discussion with the interested 
person, he/she shall leave the governing board or committee meeting while the determination of a 
conflict of interest is discussed and voted upon. The remaining board or committee members shall 
decide if a conflict of interest exists. 
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3. Procedures for Addressing the Conflict of Interest 
a. An interested person may make a presentation at the governing board or committee meeting, but after 
the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the 
transaction or arrangement involving the possible conflict of interest. 
b. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested 
person or committee to investigate alternatives to the proposed transaction or arrangement. 
c. After exercising due diligence, the governing board or committee shall determine whether the 
Organization can obtain with reasonable efforts a more advantageous transaction or arrangement from a 
person or entity that would not give rise to a conflict of interest. 
d. If a more advantageous transaction or arrangement is not reasonably possible under circumstances 
not producing a conflict of interest, the governing board or committee shall determine by a majority vote 
of the disinterested directors whether the transaction or arrangement is in the Organization’s best 
interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above 
determination it shall make its decision as to whether to enter into the transaction or arrangement. 
4. Violations of the Conflicts of Interest Policy 
a. If the governing board or committee has reasonable cause to believe a member has failed to disclose 
actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford 
the member an opportunity to explain the alleged failure to disclose. 
b. If, after hearing the member’s response and after making further investigation as warranted by the 
circumstances, the governing board or committee determines the member has failed to disclose an 
actual or possible conflict of interest, it shall take   appropriate disciplinary and corrective action. 

 
 

Article IV: Records of Proceedings 
 

The minutes of the governing board and all committees with board delegated powers shall contain: 
a. The names of the persons who disclosed or otherwise were found to have a financial interest in 
connection with an actual or possible conflict of interest, the nature of the financial interest, any action 
taken to determine whether a conflict of interest was present, and the governing board’s or committee’s 
decision as to whether a conflict of interest in fact existed. 
b. The names of the persons who were present for discussions and votes relating to the transaction or 
arrangement, the content of the discussion, including any alternatives to the proposed transaction or 
arrangement, and a record of any votes taken in connection with the proceedings. 

 
Article V: Compensation 

 
a. A voting member of the governing board who receives compensation, directly or indirectly, from the 
Organization for services is precluded from voting on matters pertaining to that member’s compensation. 
b. A voting member of any committee whose jurisdiction includes compensation matters and who 
receives compensation, directly or indirectly, from the Organization for services is precluded from voting 
on matters pertaining to that member’s compensation. 
c. No voting member of the governing board or any committee whose jurisdiction includes compensation 
matters and who receives compensation, directly or indirectly, from the Organization, either individually 
or collectively, is prohibited from providing information to any committee regarding compensation. 
d. The Conflict of Interest Procedures will be distributed to, and reviewed annually and signed by every 
member of the Board of Directors and all committee members.  Any member of the Board of Directors 
and/or any committee member who does not agree with this Conflict of Interest Policy will be precluded 
from serving. 
e. We will follow all procedures outlined in our Conflict of Interest Policy, Article III 3 regarding 
“Procedures for Addressing the Conflict of Interest.”  This will apply to all business dealings. 

 



 

 
 
 
 
 

8 

 
Article VI: Annual Statements 

 
Each director, principal officer and member of a committee with governing board delegated powers shall 
annually sign a statement which affirms such person: 
a. Has received a copy of the conflicts of interest policy, 
b. Has read and understands the policy, 
c. Has agreed to comply with the policy, and 
d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must 
engage primarily in activities which accomplish one or more of its tax-exempt purposes. 

 
Article VII: Periodic Reviews 

 
To ensure the Organization operates in a manner consistent with charitable purposes and does not 
engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The 
periodic reviews shall, at a minimum, include the following subjects: 
a. Whether compensation arrangements and benefits are reasonable, based on competent survey 
information and the result of arm’s length bargaining. 
b. Whether partnerships, joint ventures, and arrangements with management organizations conform to 
the Organization’s written policies, are properly recorded, reflect reasonable investment or payments for 
goods and services, further charitable purposes and do not result in inurement, impermissible private 
benefit or in an excess benefit transaction. 

 
Article VIII: Use of Outside Experts 

 
When conducting the periodic reviews as provided for in Article VII, the Organization may, but need not, 
use outside advisors. If outside experts are used, their use shall not relieve the governing board of its 
responsibility for ensuring periodic reviews are conducted. 
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1.2 UUFM Annual Statement of Affirmation 
 
 

I, as a Director, Principal Officer, and/or Member of a committee with governing board delegated powers 
do hereby affirm the following: 
 
a. I have received a copy of the Conflict of Interest Policy, 
b. I have read and understand the policy, 
c. I have agreed to comply with the policy, and 
d. I understand the Organization is charitable and in order to maintain its federal tax exemption it must 
engage primarily in activities which accomplish one or more of its tax-exempt purposes. 
 
 
Signed                 Position      Date 
 
 
_________________________ _______________________  _________________ 
 
 
 
_________________________ _______________________  _________________ 
 
 
 
_________________________ _______________________  _________________ 
 
 
 
_________________________ _______________________  _________________ 
 
 
 
_________________________ _______________________  _________________ 
 
 
 
_________________________ _______________________  _________________ 
 
 
 
_________________________ _______________________  _________________ 
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1.3. Policy for Reimbursement of UUFM members to attend Conferences 
 

UUFM will entertain requests from people in leadership positions to attend certain conferences, 
seminars, etc. when attending such will be advantageous to our Fellowship. 
 
 

1.3.1 Conditions 
 

The Board of Directors will vote on said proposal with consideration given to the current financial 
situation and the benefit accruing to the Fellowship. 
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1.4  Elections 

1.4.1 Sample Ballot 
 
 
 

Unitarian Universalist Fellowship of McMinnville 
Ballot for (date) 

 
 
Nominations for the Board    
Please check the nominees you support and write any nominations from the floor in the spaces 
below.  There can only be ___ votes in total. 
 

(name)   _______ 
(name)   _______ 
(name)   _______ 
______________ _______ 
______________ _______ 

 
Vote for Board officers (1 yr) 
Please check the names you support.  
 
 ________,   Chair  _______ 
 ________,   Vice Chair  _______ 
 _________, Treasurer  _______ 

_________, Secretary _______ 
 
Nominations for the Nominating Committee 
Please check the nominees you support and write any nominations from the floor in the spaces 
below.   These will be two year terms. There can only be two votes in total. 
 

(name)    _______ 
(name)    _______ 
_________________  _______ 

 
Nominations for the Nominating Committee Alternates 
Please check the nominees you support and write any nominations from the floor in the spaces 
below.   There can only be two votes in total. 
 
            (name)    _______ 

(name)    _______ 
____________________ _______ 

 
Respectfully submitted by the (year) UUFM Nominating Committee: (name), (name), (name), 
(name). 
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1.5 Membership Certification Process for UUA 
 
In January each year UUFM submits its annual membership tally and other information requested by the 
Unitarian Universalist Association. A Board member, usually the Secretary, gathers the necessary 
information from the Membership Committee and Treasurer in order to fill out the UUA form at uua.org. 
The Certification process also offers the opportunity for the Fellowship to help the UUA decide which 
issues it wants to focus on at General Assembly in June. The Board polls the Fellowship on a number of 
issues and submits its collective vote during Certification.   
 
The actual input of the information needs to be done at uua.org. Instructions for how to access the form 
are in the Administration Book.  A designated member of the Fellowship who is registered with uua.org 
can do this. 
 

1.6 Policy on minister and fellowship support of rites of passage (memorials/funerals and 
weddings)  
 
Purpose: To clearly articulate UUFM support for rites of passage for members, friends, and others 
associated with the fellowship, and those who are not associated and who contact the fellowship for 
ministerial services.  The intent is to support members and friends as they navigate important life 
transitions and also recognize the limitations of a part-time minister.  
 
Policy: Minister services for rites of passage are offered freely to active members or contributing friends 
of UUFM and to be evaluated on a case by case basis.  The fellowship will dedicate money already 
raised to a fund, which will be used to pay for the minister’s services for rites of passage for contributing 
members and friends.    
 
The minister will be paid from this fund at the rates suggested by the UUMA.   
 
WEDDING: $300; with rehearsal $350; alternatively, 10% of total wedding budget; if the wedding is 
outside of a 25 mile radius of McMinnville, mileage at the current IRS mileage allowance. 
FUNERAL, MEMORIAL SERVICE OR OTHER RITES OF PASSAGE: $250; with a committal or eulogy 
$300; if the rite of passage is outside of a 25 mile radius of McMinnville, mileage at the current IRS 
mileage allowance. 
If overnight lodging is required for the rite of passage, the family or requestor assumes the cost. 
The family may choose to offer an honorarium to the minister; it is at their discretion.  The minister may 
receive a minimal honorarium.  If the family wishes to make a more substantial contribution, the minister 
will encourage them to donate to the rites of passage fund.  
 
 

 
 

Adopted September 2015 
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COMMITTEES:  Guidelines	  for	  Leadership	  Roles	  
Positions	  of	  responsibility	  in	  UUFM,	  such	  as	  chairing	  a	  committee	  or	  coordinating	  greeters,	  celebrants,	  speakers,	  
music,	  etc.,	  should	  be	  rotated	  around	  the	  fellowship	  at	  reasonable	  intervals.	  	  Committees	  are	  encouraged	  to	  
rotate	  their	  chairperson	  every	  year.	  	  Holding	  the	  chair	  for	  more	  than	  two	  years	  is	  discouraged,	  and	  where	  no	  
alternative	  to	  a	  longer	  term	  is	  available,	  continuing	  to	  hold	  the	  chair	  will	  require	  a	  waiver	  from	  the	  board.	  	  
Committees	  are	  encouraged	  to	  develop	  policies	  for	  rotating	  coordinating	  positions.	  (Adopted December 2015)	  
(From	  the	  Bylaws	  9.2.1.)	  	  The	  chairs	  of	  standing	  committees,	  excluding	  the	  Nominating	  Committee,	  shall	  be	  
approved	  by	  the	  Board	  of	  Directors.	  
	  
UUFM	  committees	  are	  part	  of	  the	  administrative	  structure	  of	  the	  organization.	  They	  help	  the	  organization	  to	  
function	  as	  a	  non-‐profit.	  A	  committee	  may	  or	  may	  not	  have	  budget	  funds.	  A	  committee	  can	  be	  formed	  for	  the	  
purpose	  of	  improving	  the	  organization	  and	  when	  its	  purpose	  is	  over	  it	  is	  disbanded.	  UUFM	  groups	  exist	  to	  
improve	  the	  quality	  of	  life	  of	  the	  church	  community.	  The	  men’s	  and	  women’s	  groups	  are	  examples.	  They	  are	  not	  
part	  of	  the	  administrative	  structure	  of	  the	  organization	  and	  probably	  would	  not	  have	  budget	  funds.	  The	  Board	  of	  
Directors	  should	  be	  notified	  when	  a	  new	  group	  forms.	  	  

2.0 Children’s Religious Education 

2.1 Religious Education Committee 
1. Membership:  Director of Religious Education, Chairperson, Board Liaison, and currently 5 other 

members 

2. The Religious Education Committee is charged with operating the RE program for UUFM children 

and youth. 

a. Teaching materials come from a wide variety of resources that support the Seven 

Principles of Unitarian Universalism and the Six Living Traditions of UU 

i. Childcare Group (Toddler through Kindergarten) meets during every worship 

service 

ii. Religious Education Class (1st Grade through 6th Grade) meets during every 

worship service 

iii.  TA) - Together as One Youth Group (Middle School through High School) meets 

monthly outside of worship services; topics and programming are student-driven 

within the guidelines listed.  TAO may, from year to year, regroup as TAO I and 

TAO II, based on fluid age-group populations. 

b. R. E. Roadmap: An Administrative Guidebook for UU Religious Educators by Cindy 

Leitner is one resource in the UUFM RE library. 

Updated February 2010 
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2.2 UUFM Children’s RE Class Schedule (example) 
 
10:00 Set Up: Turn on CD player & start music before children enter  

   Hang up the 7 UU Principles poster 
   Put out name tags    
   Give instructions to Assistants (prep for activity, snacks, cups and water) 

 
10:25 All Children Go to the Sanctuary and sit with their parents/caregivers for opening 
 
10:45 Gathering: Invite children to sit in a worship circle together.  Select a bell ringer. Child rings the 

bell, then teacher lights the chalice and recite the opening words: 
 
* We light this chalice to celebrate Unitarian Universalism.  [cup hands in shape of 2 U’s] 
* This is the church of the open mind,  [place hands over eyes and open like a door] 
* the loving hearts,  [cross arms over chest] 
* and the helping hands.   [hold hands out, palms up] 
* We take care of the earth  [make circle with hands] 
* and each other.  [spread out hands in inclusive gesture] 
 
Story/Reading  
 
Meditation: Ask children to meditate/think quietly about the story for a moment.  
 
Extinguish Chalice: Recite the words for extinguishing the chalice: 
 
* We extinguish this chalice, but not the light in our hearts. 
 
10:55 Lesson/Discussion 
 
11:10 Music: (Optional) Play a song. Children listen to the words & sing along if they like. 
 
11:15 Snack: Serve snack & give instructions for the upcoming activity as the children eat. 
 
11:20 Activity: (Suggestion: play music as children work) 
 
Review:  While the children are working on the activity, talk with each of them and ask them to tell 

you what they’ll be able to tell their parents (or significant adults) about what we talked 
about or what they learned today. 

 
11:45 Closing: Hold hands in a circle and sing “Go Now in Peace” (2 times) 
 
Clean Up: Children should help clean up supplies and put away their nametags.   
They may play quiet games, color or draw if there’s extra  

 

2.3 UUFM Children’s Childcare Room Schedule (example) 
 
10:00 Set Up: Put out name tags and ask Assistant to prepare snacks, cups and water 

 
10:25 All Children Go to the Sanctuary and sit with their parents/caregivers for opening 
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10:45 Gathering: Invite children to sit in a worship circle together.  Select a bell ringer. Child rings the 

bell, then   teacher lights the chalice while everyone recites the opening words: 
 
* We light this chalice to celebrate Unitarian Universalism.  [cup hands in shape of 2 U’s] 

* This is the church of the open mind,  [place hands over eyes and open like a door] 

* the loving hearts,  [cross arms over chest] 

* and the helping hands.   [hold hands out, palms up] 

* We take care of the earth  [make circle with hands] 

* and each other.  [spread out hands in inclusive gesture] 

Read Story & Optional Meditation: Ask children to meditate/think quietly about the story for just a 
moment.  

 
Extinguish Chalice: Everyone recites the words as teacher extinguishes the chalice: 
 
* We extinguish this chalice, but not the light in our hearts. 
 
11:00 Snack 
 
11:10 Play Time 
 
11:40 Clean Up: Children should help clean up toys and put away their nametags.   
 
11:45 Closing: Hold hands in a circle and sing “Go Now in Peace” (2 times) 
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2.4 UUFM RE Director Job Description 
 
Position: 
Director of Religious Education (Part-Time) 

§ 24 hours per month / 2 worship services per month 
§ Annual Salary: $2,400 to $5,000 depending on experience 
§ Fellowship: 50 Members 
§ Director of Religious Education (DRE) serves on Religious Education (RE) Committee 
§ DRE is responsible to the UUFM Board of Directors 

 
Goal:  
To provide professional leadership for UUFM’s RE program for children and youth 
 
Qualifications:   
Applicant should demonstrate the following characteristics and abilities: leadership; independence; 
initiative; creativity; management skills; organization; ability to encourage others; passion for working with 
children; knowledge of and enthusiasm for Unitarian Universalist religious education philosophy and 
curricula; ease in relating to a wide variety of religious views; ability to recruit and work with volunteers; 
ease at networking; and excellent communication skills.    
 
Special consideration will be given to those candidates who are currently UUA Credentialed Religious 
Educators or those interested in becoming credentialed through UUA. 
 
Responsibilities:   

§ Research, review, and purchase curriculum materials using RE budget funds 
§ Purchase a variety of supplies on an ongoing basis as needed using RE budget funds 
§ Prepare detailed lesson plans and teaching materials (e.g. activity supplies, story books, snacks, 

activity sheets and forms) 
§ Recruit volunteers and coordinate schedules for classroom teachers and assistants 
§ Various administrative/clerical duties (e.g. background checks, scheduling, prepare monthly 

committee reports, create and manage RE documents, maintain rolls) 
§ Coordinate and facilitate regular RE Committee meetings 
§ Develop and track RE budget 
§ Oversee and provide support for monthly Together As One (TAO) Youth Group meetings 
§ Work with TAO Youth Group coordinator to plan for meetings, events, etc. 
§ Be able to pass a criminal background check 
§ Help guide future growth of the RE program for entire UUFM Fellowship  
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2.5 Religious Education (RE) and Childcare and Sexual Misconduct Policies and Procedures 
 
The following policies and procedures have been adopted by the RE Committee in order to ensure a 
safe and secure environment for our children: 
 
I.  Supervision of RE Classes and Activities 
 

A) Each group of children and/or youth should have at least two (2) workers present at all times with 
at least one (1) worker being an adult. The RE Committee may make exceptions to this rule on a 
case-by-case basis.  In some cases where adequate adult supervision cannot be secured 
for child care, the Coordinator of Religious Education (CRE) and/or the RE Committee may 
cancel the child care ahead of time or return the children to the sanctuary during the 
worship service if necessary. 

 
B) Window coverings will be open in any classroom or meeting space at all times.     

 
C) The CRE will check in with the RE childcare staff before the service begins.   

 
D) All RE workers are supervised by the CRE or in the absence of CRE a RE Committee designee 
for that service. At no time will a minor be alone with one adult in any activity associated with UUFM.    

 
 
II. Adult to Child Ratio 
 

A) The recommended adult-to-child ratio is 6 children (ages 2 to 14) per adult. 
 
B)  The child care room, is primarily designed for children ages 2 to 14 years of age.  However, 

infants may be accepted in the childcare room if the ratio is no more than 1 adult to 4 children.  
CRE or RE designee will monitor this ratio.   

 
C)  If the child care staff needs assistance, the CRE or RE designee will be alerted.     

 
 
III. Diapering and Toileting Policy 
 

A) The RE workers will not change diapers of children being cared for, but will alert the CRE or RE 
Designee who will then get parents to attend their child.     

 
B) Children who can use the restroom are expected to do so independently; however, children under 

3 years of age will not be sent to the restroom without alerting their parents.  If a child is unable to 
use the restroom independently, he or she must have on a diaper or similar type of 
undergarment.   
 
When a child asks to use the restroom, an RE worker will first check that the restroom is 
unoccupied.  The RE worker care worker will then return to the classroom doorway and monitor 
the bathroom entrance until the child returns to the classroom.   

 
 
 
 
 
 
 
IV. Discipline: 
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A) Corporal punishment or abusive language shall not be used under any circumstances.  

This includes behavior that constitutes verbal, emotional, and physical abuse and behavior or 
language that is threatening or demeaning.   

 
B) The RE Committee recommends that workers use natural consequences for disciplining students, 

i.e. if the student wants to participate or use a privilege, then the behavior needs to change to the 
one requested.   

 
 

V. Maintaining Healthy Relationships 
 

A.  Adult/Child Relationships 
 

 
1. RE workers are expected to nurture the child’s physical, emotional, and spiritual growth by 

treating him/her with kindness, trust, and respect and good humor.  Interactions must be 
genuine, respectful, and never manipulative of the child’s needs or vulnerabilities.  The 
foremost goals of adult/child interactions must always be the best interests of the child. 

 
2. Although we hope that children and adults will have genuine fondness for one another, 

any adult who looks to a child or youth for peer-to-peer friendship is not sufficiently mature 
to be in a position of responsibility over them.  Child care workers are expected to assume 
responsibility for maintaining appropriate boundaries in order to maintain an atmosphere 
of health and trust. 

 
3. The age of the child makes no difference in this matter.  A teen-aged child is no more 

responsible to maintain healthy boundaries than is a three-year-old.  In fact, teens may 
have more confusion about appropriate boundaries and should be treated appropriately. 

 
B. Physical Affection 

 
Physical expressions of affection such as hugs are acceptable, but it is best to allow the child to 
initiate the contact, and the adult must be sensitive not to allow them to become too frequent or 
prolonged. 

 
C. Sexualized Behavior 

 
It is never appropriate to engage in any manner of sexualized behavior with a child.  This 
refers not only to explicitly sexual behavior, but to sexually provocative, seductive or erotic 
behavior or language as well.  It is inappropriate to tell jokes with sexual content, connotations, or 
“double entendres”. 
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D.  Tobacco, Drugs and Alcohol 

 
Children are prohibited from using tobacco, drugs or alcohol, and should be barred from 
exhibiting illegal behavior while engaged in UUFM-sanctioned activities.  Workers should at all 
times be aware that their own behavior is a powerful statement to children as to what is 
acceptable and responsible use of these agents.  Therefore, any such use by adults at UUFM 
functions should be legal, moderate, and discreet.  Workers should not smoke or drink alcohol 
while supervising children at UUFM activities and functions. 

 
 
VI. Reporting of Certain Disclosures 
 
It is important to respect the privacy of the person who discloses personal information during RE classes 
and functions.  Such information should not be disclosed to people outside of the classroom or group or 
talked about without the individual present.  However, there are limits to such discretion and these 
limits should be disclosed to children in an age-appropriate way.  Such limits occur primarily where 
a child discloses incidents of abuse or neglect, or information that leads the worker to suspect that the 
child has been abused or neglected.  In the case of such disclosure(s), the worker should listen carefully 
to the child, ask the child limited questions, and then report such information to a member of the RE 
Committee as soon as possible.  The worker should also inform the Committee of disclosures that lead 
the worker to believe that the child is engaged in behavior that is harmful to his or herself or to others.  
 
VII. Background Checks 
 
To prevent children from being supervised by adults with a conviction for, or history of, sexual 
abuse of minors, the following policy has been adopted: 
 

A. All child care workers involved in RE activities must undergo a background check according to 
the requirements and procedures of our insurance carrier.  The results of the background check 
will be used to determine whether an individual is qualified to supervise children during UUFM 
functions.    

 
B. Anyone found to have a prior conviction of child-related sexual misconduct is permanently 

excluded from participating with minors or in RE in any form. 
 
[Section 2.5 submitted by RE Committee and updated 8/13/11] 
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2.6.  Background Check Policy and Procedure 
 
Policy 
 
As recommended by our insurance carrier, a background check to verify that there is no history of sexual 
misconduct will be made for each person at UUFM who works with children and youth.  Any information 
ascertained will be held in the strictest confidence by those who carry out the procedure and, if deemed 
appropriate, may be reviewed only with the President of the Board who will determine the disposition of 
such information.  The second page of the application containing the Social Security number and 
birth date of the applicant must be destroyed, as should any confidential information in printed 
form. 
  
 
Procedure Using “Choice Point” National Background Checking Service: 
  

• Using any web browser, visit www.employment.screennow.com" 
• Select "User Logon" at the top right: 

o Account Number: scn747663 
o Leave User id blank 
o Enter the password  (The password is obtained from the person who is the prior person 

performing this procedure.) 
• Click "OK" on the User Acknowledgment screen, at the bottom. 
• Click "Order a Report" Now" 
• Click on Oregon. 
• Under "Instant Reports" towards the bottom of the page, select "ChoicePoint National Criminal 

File" and click on "Plus" on the right.  The price should be $6.50. 
• Click the box for "Candidate Permission Obtained" 
• Click on "Continue Search." 
• Enter the following: 

o Last Name 
o First Name 
o SSN and Date-of-birth 
o Street Number 
o Street Name 
o  
o Zip 

• Click on "Submit Search." 
• Verify the information, and if OK, then click on "Submit / Retrieve Now." 
• If no concerns about the applicant’s history, then initial the first page of the application, indicating 

“No records found,” date it and file for the record.  Also, inform the Director of Children’s 
Education. 

• If there is any reason for a confidential review by the Chair of the Board (only) then print it out, 
then destroy the printout when done.  Do not copy it. 

• Destroy the 2nd page of the application with the SSN and date-of-birth on it. 
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2.7 Child and Youth Worker Application and Release 
 
This application is to be completed by all applicants for any positions involving interactions with children.  
Our purpose is to help UUFM provide a safe and secure environment for children and youth that participate 
in our programs.  Any information provided will be used solely to determine your qualifications for working 
with children. 
 
1) Name and Address: __________________________________  ______________________  

  Last                First      Middle 
 

  ___________________________________________________________ 
  Street (and apartment number, if applicable) 

 
  ___________________________________________________  ________  
  City           State                 Zip  

 
2) Home Phone:  _________________________  
  
3) Employer:           _________________________________________________ 
 
4) Work Phone:      ________________________  E-mail ;________________________________ 
 
5) Are you a member of UUFM? (Please circle)   Yes   No 
 

If yes, for how long? _____________ (Years/months) 
If no, how long have you been attending UUFM?  ___________ (Years/months) 

 
 
6) List previous work involving children and/or youth in faith and other community organizations (please 
include the name of the church or organization and your role or duties): 
 
Name of Organization    City, State    Dates of Attendance 
 
__________________________ _________________________________ _______________ 
 
__________________________ _________________________________ _______________ 
 
7) Applicant’s Statement:  The information contained in this application is correct to the best of my 
knowledge.  I authorize appropriate UUFM supervisors to contact persons or organizations I’ve cited to verify my 
information.  I also consent and authorize UUFM to obtain background information which, depending on our 
insurance company’s procedures, may include one or more of the following: fingerprint check, criminal and/or 
driving records, credit standing, character, general reputation, or personal characteristics.  Such reports may be 
compiled with information from business references, DMV, court record repositories, credit bureaus, past or present 
employers and educational institutions and government occupational licensing or registration entities. I authorize 
any references or churches listed in this application to give you any information (including opinions) that they may 
have regarding my character and fitness for work with children and youth.  I hereby release and agree to hold 
harmless from liability any person or organization that provides such information.  I also agree to hold harmless 
UUFM, the Board of Directors, the employees and the volunteers thereof. 
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Child and Youth Worker Application Release  (page 2) 
 
I have read and agree to be bound by the “Religious Education (RE) and Childcare and Sexual 
Misconduct Policies and Procedures” of UUFM.  I understand that information obtained through this 
process indicating, in the judgment of UUFM Supervision, that it may not be appropriate for me to work 
with children or youth, will be sufficient grounds for denying this application.  I further understand that 
any information obtained about me through this application process will be kept in confidence by UUFM, 
except as otherwise required by law. 
 
 
Print Name:
 _____________________________________________Date:____________________________ 
 _____________________________________________ 
 
For UUFM Use Only: 
 
Reviewed by: ______________________________ Date: ______________________________ 
 
 
Below, please print your name, social security number and date of birth which is required for our 
background checking process.  UUFM acknowledges the privacy of this information, and 
therefore this page and the information on it will be destroyed after using it only for the 
background checking process. 
 
 
8) Printed name: _________________________________________ _____________________ 
                             Last Name   First Name   Middle      Initial 
 
9) Signature ____________________________________________      10) Date ______________ 
 
 
11) Social Security Number ________ - _______ - __________ 
 
 
12) Date of Birth   ______ / _____ / ___________ 
    Month  Day      Year (yyyy) 
 
 
 
 
February 2010 
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2.8   Sample Children’s RE Registration Form 
 

           20xx – 20xx REGISTRATION  
                   Unitarian Universalist Fellowship of McMinnville 

 
                     Religious Education Program 

              Nursery Care through High School 
 
  
 
Household Information (please print legibly on both sides) 
 
 
Parent/Guardian:   _____________________________ _ _______________________ ________ 
    Last Name    First Name  Relationship 
 
Parent/Guardian:  _______________________________ _______________________ ________ 
    Last Name   First Name   Relatinship 
 
Address: ___________________________________ __________________________ _______ 
                      Street       City   Zip  
 
Home Phone:  ___________________    Cell:  ____________________   Work:  ____________ 
 
E-mail:  ____________________________________  Parent(s) attend(s) UUFM?   Yes         No 
 
    NOTE:  We frequently communicate via email. 
 
Child(ren’s) Name(s)  DOB  Grade  Special Needs/ Allergies/ Diet_ 
 
_________________________ ________ _______ __________________________ 
 
_________________________ ________ _______ __________________________ 
 
 
Volunteering 
We are thankful for our many volunteers that our Religious Education Programs for children and youth could not flourish without!  
Please consider how you might support the children’s religious education program by checking below all areas of interest. 

 
___ Nursery through Kindergarten Caregiver  
  
___ RE Teacher for Children’s RE Lessons  
   
___ RE Team Member (An advisory/planning group 
for RE that 

meets quarterly or as needed.) 
     
___ Youth Advisor for High School youth group 
(*requires special training) 
 
___ RE Classroom Assistant  

 
____  Driver for UU field trips     
 
___   Storyteller or story reader during service (*usually once a or 
twice a year) 
 
____ RE Event support – help prepare special RE Events, 
party planning, etc.  (occasional) 
 
____Share a special hobby or interest with RE program 
 
____ Chaperone for Middle School/High School events 
 

 
*For the safety of the RE program and to follow required guidelines, all positions which require supervision 
of children/youth will require a background check including a driving record.  
 
 
 
 
PERMISSION AND ACKNOWLEDGEMENTS 
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I, the parent/guardian of the above-named child(ren) (please check one) ___do ___ do not grant permission for UUFM to use any photos, 
videotape and basic identity information (name, age) of the above-named child(ren) for in-house media (newsletters, bulletin boards, etc.). 
 
I, the parent/guardian of the above-named child(ren) (please check one) ___do ___ do not grant permission for UUFM to use any photos, 
videotape of the above named child(ren) WITHOUT IDENTIFYING INFORMATION, for the UUFM website or other publically viewable 
print/electronic media. 
 
I, the parent/guardian (please check one) ___do or ___do not grant permission for  UUFM to take her/him/them on UUFM sponsored trips 
during the year.  Parents will be made aware of any field trip outings outside of the regular RE program activities in advance; however, 
outings to Wortman Park (adjacent to the Senior Center) may happen without advance note.  In this case, a sign will be on the classroom door 
so that you know where your child is at all times.   
 
My family has read and discussed the Family Agreement and the Family Responsibilities documents and we (please check one below) 
   ___ will do our best to affirm and support the principles and content therein. 
   ___ do not feel comfortable with these documents at this time and would like to have a conversation about them. 
 
I, the parent/guardian of the above-named child(ren) grant permission to the supervising adult to authorize necessary medical services in an 
emergency, including injections, anesthesia, surgery, and medication, if I cannot be contacted at the telephone numbers shown, and I agree to 
be responsible for any expenses not covered by my insurance that may be incurred as a result of an accident or medical emergency involving 
the above-named child(ren). 
 
Insurance Company ______________________________________________________   Policy # ____________ 
 
Physician  _____________________________________________________________   Phone # ____________ 
 
Parent/Guardian Signature ________________________________________________       Date  ______________ 
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3.0  Finance 

3.1  Finance Committee 
3.1.1 Membership:  The Treasurer and three members of the Fellowship. 

3.1.2 The Finance Committee shall monitor and consult on the UUFM budget throughout the fiscal 
year. 

3.1.3 UUFM Committees may request additional funds if their program would be seriously impaired 
without extra money. 

3.1.3.1 Each Committee Chair will send written communication to the Finance Committee and 
the Board including proposed budget items in need of adjustment and the amount 
required to complete the fiscal year.  

3.1.3.2 The Finance Committee and the Board of Directors will review the request and 
determine if funds are available. 

3.1.3.3  The Chair of the Board of Directors will notify the Committee Chair of the results of the 
review process. 

3.2  Annual Budget Preparation and Presentation 
3.2.1 PURPOSE 

To specify how the annual operations budget will be prepared and presented to the UUFM 
 

3.2.2 RESPONSIBLE FOR ADMINISTERING 

The Board of Directors with input from the Finance Committee. 
 

3.2.3 POLICY 

The Finance Committee shall prepare a balanced annual operations preliminary budget to be 
presented to the Board of Directors for modification and/or approval.  Following approval by the 
Board meeting in March, the members are given a minimum of 30 days notice before voting at 
the annual May business meeting. 
 

3.2.4 PROCEDURE 
3.2.4.1 The Treasurer will contact each committee chair to obtain their recommendations for 

expenditures for the following fiscal year.  This should be done each January. 
3.2.4.2 The Finance Committee holds meetings to review the requested expenditures and 

create a balanced budget based on the previous year’s pledges. 
3.2.4.3 The Pledge Committee conducts the annual Pledge Drive in April with the goal of 

exceeding the previous year’s pledges and meeting the proposed budget. 
3.2.4.4 At the Annual May Business Meeting, the members vote on the proposed budget, 

making changes as necessary to achieve approval.  Any motion to amend the 
proposed budget MUST include the specific details of each budget line item affect by 
the change, and the exact amount that each line item will be increased or decreased 
before a vote can take place. 
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3.3 Handling of donations and Accounts Payable 
3.3.1 PURPOSE  

 
To specify how donations are collected and recorded and invoices and payroll paid. 
 

3.3.2 RESPONSIBLE FOR ADMINISTRATION  
 
The Treasurer 
 

3.3.3 POLICY  
 

The funds of the fellowship shall be handled in a fiscally conservative manner.  The 
funds donated shall be recorded by by the Bookkeeper and deposited in the bank 
account of UUFM by the Treasurer.  Invoices shall be paid promptly from said bank 
account.  Payroll and payroll taxes shall be promptly processed. 
 

3.3.4 PROCEDURE 

3.3.4.1 To insure the funds collected at a service are properly recorded, two members of 
the Fellowship shall count all checks and cash received and total and record the amount 
on the Donation Form. 
3.3.4.2 The Treasurer shall verify that the count of 3.3.4.1 is accurate, give the collection 
information to the Bookkeeper, and deposit said funds promptly.   
3.3.4.3 Invoices received shall be checked for accuracy and checks prepared.  All 
checks over $500 require two signatures.   
3.3.4.4 Payroll includes payment for services of child care workers and honorariums 
provided for musicians and speakers.  Checks are prepared prior to each service and, 
as required, taxes paid to the State and IRS quarterly. 
3.3.4.5 At the monthly Board of Directors meeting, a written report of all income and 
expenditures shall be given.  Expenditures that now, or in the future, may exceed the 
budget shall be reported to the Board which is responsible for the ongoing financial 
condition of the fellowship and may modify the budget as necessary. 
3.3.4.6 The Treasurer is responsible for notifying each committee chair and the Board of 
Directors, if their expenditures are going to exceed their budget for the fiscal year.  
3.3.4.7 Cash collected at each service shall be recorded and distributed quarterly to a 
public charity chosen by the membership. 
 

3.4 Disposition of funds remaining at the end of the Fiscal Year 
 

3.4.1 PURPOSE 
To specify how excess funds remaining in July of each year are distributed 
 

3.4.2 RESPONSIBLE FOR ADMINISTERING 
The Treasurer and the Board of Directors 
 

3.4.3 POLICY 
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The policy is to place excess funds not needed for the immediate operations of the 
fellowship into interest earning accounts such as Money Market funds or Certificates of 
Deposit. 
 
 
 

3.4.4 PROCEDURE 
 

3.4.4.1 At the July Board of Directors meeting, the Treasurer shall report on funds 
remaining, if any, and recommend the percentage to be divided among the Reserve 
Funds.  The Board shall discuss and vote upon the distribution of said funds. 
3.4.4.2 The Treasurer shall open accounts as necessary and deposit said funds. 
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3.2.1  Pledge Form sample 

Unitarian Universalist A Welcoming Community of Service and 
Spiritual Growth Since 2007 

 

Annual Stewardship Pledge Drive 
July1, 20xx – June 30, 20xx 

 

Donor Name(s):_____________________________________________ 

Mailing Address: _________________________________________________________________ 

City/State/Zip: ___________________________________________________________________ 

Phone Numbers: _________________________________________________________________ 

Email: __________________________________________________________________________ 

My/Our financial commitment will be fulfilled using the following schedule: 

1. Monthly Amount: $ _______________ mailed or given to UUFM. 

2. Quarterly Amount: $_______________ 

3. One Time Annual Amount:  $_______________ 

4. *Monthly withdrawals from my bank account:  $_______________ per month.   

*Please contact the treasurer for the routing number if you are not already using automatic 
transfers. 

5. Other, please explain: _____________________________________________________ 

________________________________________________________________________ 

 

I/We commit a total of $________________  during the fiscal year beginning July 1, 20xx in order to 

support the principles of Unitarian Universalism and the UUFM. 

 

Signature: ___________________________________________________ Date: ___________________ 

Signature: ___________________________________________________ Date: ___________________ 

Your donations to UUFM are tax deductible. 

Thank you for supporting the vision of UUFM! 
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Unitarian Universalist Fellowship of McMinnville, PO Box 163, McMinnville, OR 97128 

 

 

3.3.1 Donation Form sample 
        UUFM Donations   Our Greeters:  
Donations collected at each service need to be counted and signed by two of you. If you are the only greeter, please 
identify a second person to count the money with you. Please total all checks at the bottom. Cash donations for UUFM 
need to be counted separately from cash donations for the local charity.  Please DO NOT COMBINE THEM! 

PLEASE KEEP THE UUFM CASH & THE CHARITY CASH IN SEPARATE ENVELOPES. 
After you total checks and both cash donations, sign the form and place it with the cash & checks in the bank deposit bag.  

Thank you! 
 

CHECK NUMBER     CHECK AMT. 

1) ___________  $______________  

2) ___________  $______________  

3) ___________  $______________  

4) ___________  $______________  

5) ___________  $______________  

6) ___________  $______________  

7) ___________  $______________  

8) ___________  $______________  

9) ___________  $______________  

10) ___________  $______________  

11) ___________  $______________  

12) ___________  $______________  

13) ___________  $______________  

14) ___________  $______________  

15) ___________  $______________  

16) ___________  $______________  

17) ___________  $______________  

18) ___________  $______________  

19) ___________  $______________  

20) ___________  $______________  

* CHECKS TOTAL  $______________ 

CHARITY CASH  

Bills   #    Amount  

 

$20 x  _____  =  ________  

$10 x  _____  =  ________  

 $5 x  _____   = ________  

 $2 x  _____   =  ________  

 $1 x _____    =  ________  

Coins   ________ 

* CHARITY  
CASH Total       $____________  
 

UUFM CASH  

Bills   #    Amount 

 

$20 x  _____  =  ________  

$10 x  _____  =  ________  

$5 x  _____   = ________  

 $2 x  _____   =  ________  

 $1 x _____    =  ________  

Coins   ________ 

* UUFM 
CASH Total        $____________  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  * CHARITY CASH Total:         $____________ 

* UUFM CASH Total:            + $____________ 
 

       TOTAL for ALL Cash:         $__________ 

    * TOTAL for ALL Checks + $___________ 

 

GRAND TOTAL: CASH + CHECKS $______________ 
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Signature: ___________________________________ Date: _________________ 

Signature: ___________________________________ Date: ________________
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4.0  Responsibilit ies of the Treasurer 
 

1. Pick up mail from post office, open and review bank statements and copies of canceled 
checks and distribute mail.   

2. Working with finance committee, prepare preliminary budget based. 
3. Present preliminary budget for approval by the Board. 
4. Present final budget proposal for approval by membership at Annual meeting in May. 
5. Report any funds remaining from prior fiscal year’s expenses to Board each July and 

recommend the percentage to be divided among all reserve funds. 
6. Prepare and sign letter to accompany check for designated charities each quarter. 
7. Notify Bookkeeper prior to each service of checks required for the service. 
8. Receive from Bookkeeper all checks and documents requiring signature(s). Sign all checks 

and obtain second signatures as required. 
9. Count donations and keep a copy of donation form prepared by Greeters. Give the donation 

form and a photocopy of all checks to Bookkeeper. 
10. Deposit all cash and checks from Sunday services, and all checks received in the mail. 
11. Monitor budget vs. actual expenses and report to Board and Fellowship. 
12. Keep off site backup of financial records. 
13. After annual pledge drive, send e-mails to all those who pledged confirming amount and 

frequency of payments. 
14. E-mail update of pledge donations in January to all who have pledged. 
15. Mail annual tax deductible contribution letters for prior year to all donors by January 31. 
16. Update member addresses and phone numbers as necessary. 
17. Supervision of the Bookkeeper 
 

4.1 Responsibilit ies of the Bookkeeper 
 
1. Report directly to and work closely with UUFM Treasurer. 
2. Mail all W-2s by January 31 to all employees.  File W2s and W3s with Social Security by 

February 28. 
3. Complete and distribute by January 31, 1099 forms for all Independent Contractors who were 

paid more than $600 during prior year.   
4. File Copy A of 1099 with IRS by February 28. 
5. Prepare Worker’s Benefit Fund Form OQ and Form 132, and file prior to January 31 April 30, 

July 31 and October 31. 
6. Prepare and file Form 941 and 941-V with IRS by January 31 April 30, July 31, and October 

31. 
7. Prepare checks for designated charities each quarter. 
8. Prepare all books at end of fiscal year (June 30) for annual audit. 
9. Enter new budget in Chart of Accounts along with pledges for new fiscal year. 
10. Prepare monthly Treasurer Reports. 
11. Prepare all invoices for payment. 

 
 
 
 



 

 
 
 
 
 

32 

12. Under direction of Treasurer, prepare all checks for child care, musician and speakers by 
Friday before service. 

13. Electronically enter all deposits from Sunday services and from checks received in the mail. 
14. Balance bank statements including automatic transfer donations. 
15. Following a service verify that donations have been counted correctly and electronically enter 

deposits. 
16. Other duties as assigned. 

 
 

5.0 Committee on Shared Ministries (COSM)  
 
  The purpose of Shared Ministries (COSM) is to strengthen the ministries of the fellowship.  The 

 Committee on Shared Ministry will consist of three (3) to five (5) members serving staggered 
 three (3) year terms, with at least one member’s term ending each year.  When vacancies occur, 
 the minister shall submit names to the Board who shall select the new member(s) from this slate.  
 If there is no minister, the Board shall appoint members.  Committee Members may succeed 
 themselves only once.  No member of the Board may serve on the COSM.  Upon arrival of a 
 newly called minister, the Board shall include in the Committee at least one (1) member of the 
 search Committee that recommended the new minister.  

 
  The COSM shall meet at least quarterly in a goal oriented manner with the agenda to explore the 

 various opportunities concerns and challenges of the Fellowship’s and minister’s roles and 
 agreed responsibility in shared ministry.  The COSM shall assist and support the Minister 
 in her/his plans for professional development, sabbaticals, etc.  The Committee shall alert 
 the Board to any emerging concerns between the Minister and the Fellowship.  The COSM 
 will focus on all aspects of the fellowship’s ministry, including professional leadership, music, 
 social justice, religious education, pastoral care, and so on.  The COSM will help the fellowship 
 make sure that its ministries are serving its covenant and vision. (added December 2015) 
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6.0   Care and Concerns Committee 
 
PURPOSE:  To provide assistance, when requested, to the members and friends of UUFM.   

• Membership:  The Chair and various members of the Fellowship. 

• Members of the Committee will be identified by a heart shaped sticker on their name tag. 

• The Committee Chair will delegate the responsibility for following up on that particular concern. 

• The Committee oversees and responds to the needs and concerns of any member or friend of 
UUFM who has asked for assistance. 

• All communication with the Committee will remain confidential. 

 
 
 
 
7.0   Social Action Committee 
 
 
 The Social Action Committee is responsible for keeping the Fellowship informed about current 
issues of social justice, and offering the Fellowship avenues to participate in social action. 
 
 We sponsor speakers and organize workshops for the Fellowship that educate and inspire us. 
 
 We are committed to working with other local faith communities and social action groups involved 
with issues of social justice. 
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8.0   Worship Committee 
 
The Worship Committee works closely with the schedulers and the celebrants to create the space-both 
Spiritually and Physically in which the Sunday service occurs.  The intention is for our worship to build 
beloved community, nourish our hearts and minds, and inspire us to discern deeper meaning and 
purpose for our lives. 
 
 

8.1 Celebrant Handbook 
 
 
 
 
 
 
 

Celebrant Handbook 
 

A Step-by-Step Guide to 
Facilitating Worship Services at the 
Unitarian Universalist Fellowship of 

McMinnville 
 

 
 
 
 
 
 
 
 
December 2010 Version 7th Edition 
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Welcome to this Shared Ministry 
At the Unitarian Universalist Fellowship of McMinnville (UUFM) celebrants are those who work with the 
Worship Team to plan and conduct Sunday Worship.  Our call is to create and conduct Sunday services 
that build community, nourish people’s hearts and minds and inspire us to discern the higher meanings 
and purposes in our lives.   
 
Celebrant Schedule 
The Celebrant team leader will schedule celebrants for six months to one year at a time.  Keep your copy 
of this list so you will remember when it is your turn.  The goal is to have the celebrants participating in a 
fairly equal, rotating basis.  If you are scheduled to be celebrant and are not able to do this on a 
particular Sunday, it is your responsibility to find a replacement.  Refer to the celebrant roster and contact 
another celebrant who will agree to fill this date (or you may switch dates with them).  Once you have 
found a replacement, contact the Celebrant team leader to let him/her know of all changes.  
 
The current Celebrant team leader is (name.) Her/his e-mail is: (address.)  
 

Preparing for Sunday Services 
 

The role of the celebrant at UUFM has a higher profile role because we do not have a minister.  UUFM 
celebrants have the responsibility to shape the service in such a way that visitors get a full and accurate 
perception of who we are as a religious community – that this is not only a place where we come to get 
information about various matters of interest but to find inspiration in a free, non-creedal religious 
community. Treat the service as an opportunity to build a theme throughout the 75 minutes. 
 
You can access a description of the sermon and background on the speaker from the  UUFM Worship 
Service Google spreadsheet. The speaker coordinator is UUFM’s liaison to the speakers. If you need 
more information about the speaker, please contact the speaker coordinator.  
 
Be in communication with our RE Director who schedules those reading/telling the Story for all Ages.  Let 
her know that we allow 5-7 minutes for the story so she can make sure those doing the story know. 
 
Arrive at the Senior Center at 10:00 a.m. so you can be on hand to greet the speaker when he/she 
arrives and so that you can assist with setting up the items needed for the service.   
 
 
Below is the usual order of service to give you some idea of the typical flow of a service: 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Order of Service 
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10:25 Singing Bowl and Prelude 
10:30 Welcome-(name) 
Opening Song:  “Spirit of Life” 
Chalice Lighting-Celebrant 
Joys and Concerns- Celebrant 
Hymn #1 
10:45 Story for All Ages(5-7 min) 
Love Arch for our Children 
10:55-Offertory-Celebrant sets it up 
Meditative Moment-Celebrant  
11:00 Sermon and Dialogue 
11:30 Hymn #2 
Announcements-Celebrant 
11:40 Closing Words and Extinguish Chalice-Celebrant 
Circle-Birthdays, Birthday Song 
Closing Song, “Go Now in Peace” 
11:45 Postlude 
Coffee and Conversation  
  
 

Sunday Morning Before the Service 
 

Arrive a half hour before the service. Late arrival creates a sense of urgency and tension for you and 
other participants in the service that is not conducive to a worshipful service.   
 
When you arrive: 

 
• Make contact with the guest speaker; check to see what they need 
• Read through the order of service to make sure things are as you expect  (sometimes a mistake 

will creep in, such as the wrong page number for a hymn).  This way you will be mentally 
prepared and can make necessary adjustments.   

• Make sure the following is up at the front:  singing bowl and mallet; chalice, candle, and lighter, 
flower for Joys and Concerns: microphone positioned in front of the podium; a glass of water for 
the speaker and another for yourself, if needed; a hymnal; a copy of the order of service.  

• Test the candle lighter to make sure it is working 
• Make sure you know the person who’s doing The Story for all Ages.  You’ll be introducing them 

later. Find out if they’ll want a chair.  
• Be prepared with the information you’ll need for the Offertory- where cash donations are going 

this quarter and a bit of information about that organization.  Know the  pianist’s name so you can 
thank and acknowledge them after the Offertory piece. 
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During the Service 
 
Troubleshooting 
During the service something unexpected may come up. If something unexpected does come up do 
whatever you can or recruit someone to handle the situation.  You are empowered to do whatever is 
necessary or helpful to keep the service on track.  
 
Ringing the Singing Bowl 
At 10:25 go to the podium and ring the Singing Bowl.  Hold the bell in the palm of your hand and strike 
the edge gently.  It’s necessary to practice this beforehand! 
 
A Suggestion about Speaking 
Imagine that you are speaking to the person in the sanctuary who is hardest of hearing.  Speak fairly 
slowly, clearly and distinctly.  Avoid the habit of turning your head away from the microphone when you 
speak.  Especially if you are not used to speaking in public, magnify your inflections, gestures, etc.  This 
is different than speaking one on one in a conversation.  You have to project your voice and your 
presence.  It is also a good practice to “sweep” your look across the room so that everyone feels that you 
are including them in your address. 
 
Humor/ Flexibility 
Chances are that things will not go perfectly during a worship service.  We are human after all.  Above 
all, maintain a sense of humor and playfulness about this.  Do your best to plan and anticipate how 
things will go, but also learn to expect the unexpected, to be adaptable as new situations arise. 
 
10:30  Welcome and Opening Words 
Currently, the Worship Committee Chair is doing the Welcome and Opening Words.  If not available, the 
Celebrant will fill in. For ideas visit: http://archive.uua.org/worshipweb/opening/index.html and 
http://www.uua.org/spirituallife/worshipweb/. There are also opening words included in the hymnal. 
 
The importance of a good, warm welcome cannot be overstated.  Every Sunday there are visitors who 
feel somewhat anxious about being in a new place, and aren’t sure they will fit in.  Think about creative 
ways to make people feel welcome and included.  There are many ways to greet people and begin the 
service on Sundays.  The primary goals are to project warmth, to state the purpose of our gathering and 
to give people some sense of who we are as a liberal religious community.  For example, you might say: 
“Welcome to this Unitarian Universalist Fellowship where we strive not to think alike, but to love alike.”  
Or you may say something else that defines who we are as a welcoming religiously liberal community of 
seekers.  Invite those guests who are willing to stand and introduce themselves to do so.  Write down 
their first names so you can call them by name as you’re inviting them to stick around for coffee and 
conversation.  

 
 Also, you might suggest that each member spend the first five minutes or so of every social hour 
greeting those we don’t know, especially our visitors. 
 
Ask visitors to introduce themselves. Remind visitors to fill out a visitor card so they can receive the 
emails. 
 
Introduce the celebrant for the day and the song leader, who’ll start everyone singing “Spirit of Life”.   
 
 
 
 
 
 
Lighting the Chalice 
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The symbolism of this ritual is that by lighting the chalice we are showing our devotion to the light of truth, 
reason, hope, love, joy and courage  (take your pick, or you may see other possibilities here).  Before 
lighting the chalice, say a few words. You can choose a reading from the hymnal (#447-455), UUA’s 
worship web (http://www.uua.org/spirituallife/worshipweb/) or 
http://www.icuu.net/resources/chalicelightings.html.  

 
Here are a few not listed in the hymnal: 
 
“As we light the flame let us be grateful for the enlightening gifts of knowledge and reason that creation 
has bestowed on us, mindful not only of the promise that these gifts bring, but also of the responsibilities 
these gifts place upon us.  (The flame is now kindled.)  Let this light rekindle in us a wonder and love for 
that which is only partly understood – The glory and majesty of that which is to be found in the beauty 
that surrounds us.”  (Vincent Sullivan) 

 
“Unitarian Universalist Churches . . . and Fellowships are dedicated to the proposition that beyond all our 
differences, beneath our diversity, there is a unity which makes us one, and which binds us forever 
together.  We pause in silent witness to this unity.  (Light Flame)  (David Bumbaugh) 

 
“Blessed is the one eternal power that inspires us to kindle these lights. 
BLESSED IS THE SOURCE OF LIFE AND LIGHT 
May we be blessed with the light of dignity, creation and freedom. 
MAY WE BE BLESSED WITH A LIFE OF JOY, LOVE AND PEACE.” 

 
“There is a vitality, a life force, an energy, a quickening that is translated through you into action, and 
because there is only one of you in all of time, this expression is unique.  And if you block it, it will never 
exist through any other medium and it will be lost.  The world will not have it.  It is not your business to 
determine how good it is or how valuable nor how it compares with other expressions.  It is your business 
to keep yours clearly and directly, to keep the channel open.”  (Martha Graham)  We light this chalice as 
a symbol and reminder of the unique gifts each of us brings to life. 

 
“There is a light that shines beyond all things on earth, beyond us all, beyond the heavens, beyond the 
highest, the very highest heavens.  This is the light that shines in our heart.”  (Chandogya Upanishad) 

 
“In the Middle Ages, when lighting a fire from scratch was an arduous process, people often carried 
about a metal box containing a smoldering cinder, kept alight throughout the day with little bits of 
kindling.  This meant people could light fires with ease wherever they went, because they always carried 
the spark. 

“But our universe is alive with sparks.  We have at our fingertips an infinite capacity to light a 
spark of possibility.  Passion, rather than fear, is the igniting force.  Abundance, rather than scarcity, is 
the context.” (Benjamin Zander) 
 So let us catch that spark, and use it to ignite more sparks from person to person, scattering light 
in all directions.  (Light Chalice)  
 options:  You may choose simply to reflect upon the meaning of the chalice or light during the week and 
speak extemporaneously of the meaning this ritual holds for you when the chalice is lit.  This is not as 
hard as it might sound.  Don’t underestimate yourself.  The benefit of this is that what you say may come 
more from the heart and feel more spontaneous. 
  
Another option is to invite an individual or family to come forward and say some special words and then 
light the chalice.  This is done in a number of Unitarian Universalist Fellowships to good effect. 
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Joys and Concerns 
You will already have chosen a flower from the arrangement to hand to those sharing. Invite people to 
come forward, take the flower and share their personal joys and concerns.  Be certain to emphasize that 
we want people to share joys and concerns personal to their life.  Otherwise we open the door to 
people voicing concerns about social justice issues, etc.   Allow for both joys and concerns as they occur 
and limit total to 5-6. Acknowledge both spoken and unspoken and say something like “together in 
community we hold these in our hearts”. (This should take no more than 5 minutes). 
 
Hymn #1  The song leader will lead us. 
 
10:45  Story for All Ages   
Introduce the individual who will give the story. Invite the children up to the front. After the reading, ask 
the individuals sitting on the middle aisle to form a “Love Arch.” Then the song leader will lead the whole 
fellowship in singing “This Little Light of Mine.” (Speak briefly with the person doing the story before the 
service.  See if they’d like  a chair.)  Children exit. 
 
Offertory   
This is a good time to acknowledge the pianist. Also thank (Judy Spinner) for the flowers. 
Let the congregants know where the cash donations are going this quarter and say a bit about that 
organization. 
There are Offertory Words in the back of the Hymnal #672-676. 
 
 
Meditative Moment 
This needs to be 3 minutes.  REALLY!  Say,  “Within you is a vast tranquil inner world of silence waiting 
to be heard.  Together as One, we practice Being in these moments of pure silence.  In this silence we 
find Peace.  Rest awhile here…………" Strike the Singing Bowl gently to begin and again to end.   
 
11:00  Sermon and Dialogue 
Find out ahead of time if the speaker would like to be introduced with any specific information. If the 
speaker has agreed to have a dialogue after his/her sermon, let the fellowship know so they can be 
prepared. Watch the time and bring the dialogue to an end at 11:30.  Perhaps conversations may 
continue during coffee time. 
 
11:30  Hymn #2   - Invite the song leader up to lead the hymn. 
 
Announcements 
Refer the fellowship to the printed announcements in the order of service. Since time is limited and 
people can read most of the announcements for themselves, don't read the printed announcements. 
Ask those who have announcements to keep them short, saying only who, what, where, and when.  
 
Celebrants will add the last announcement:  Call the visitors by their first names (that you wrote down 
earlier when they introduced themselves) and let them know we are so happy they joined us. Remind 
visitors that we hope they will stay to chat during the coffee hour. 
  
11:40 Closing Words 
“We extinguish this flame, but not the light of truth, which we carry in our hearts until we are together 
again”.  Extinguish the flame. 
 
Circle- Birthdays, Birthday Song 
Closing Song,  “Go Now in Peace” 
 
11:45  Postlude 



 

 
 
 
 
 

40 

 
Coffee and Conversation 
 
After the Service 
 
Return the water glasses to the coffee area where they are collected to be cleaned.  Remove papers left 
on pulpit for recycling. Place the chalice, candle, lighter, singing bowl, mallet in the podium supply box 
and return to cabinet. Return the microphone and amplifier to where it was when you arrived. 
 
Resources 

 
The Primary Resource:  UUA’s Hymnal 
Every Celebrant should have a hymnal.  Either purchase one (through uua.com) or borrow one for the 
week when you are selecting readings for your service.   There are many wonderful chalice lightings, 
opening words, calls to worship, meditations, prayers and responsive readings.   
 
UUA Worship Web - http://www.uua.org/spirituallife/worshipweb/ 
 
 
 
(See also: 8.2.1 Sample Order of Service) 
 

8.2    Coffee Hour  
 
After the service, attendees may gather for coffee and conversation.  Coffee is prepared before the 
service typically by a pair of volunteers who each take a turn once a month.  Another pair of volunteers 
take turns cleaning cups for each service. 
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Facilitator’s	  Guide	  for	  Simplified	  Service	  Sundays	  
A	  Step-‐by-‐Step	  Guide	  to	  Facilitating	  Worship	  Services	  at	  the	  

	  	  	  	  	  	  	  	  	  	  	  Universalist	  Fellowship	  Unitarian	  of	  McMinnville	  
 
 
 
Welcome	  to	  this	  Shared	  Ministry	  
	  
Our	  members	  of	  the	  UUFM	  think	  the	  time	  is	  ripe	  to	  increase	  services	  to	  every	  week.	  	  We	  believe	  that	  
this	  will	  provide	  opportunities	  to	  grow	  our	  membership	  both	  in	  numbers	  and	  as	  a	  community.	  Our	  call	  
as	  facilitators	  is	  to	  create	  and	  conduct	  these	  new	  Simplified	  Services	  in	  a	  manner	  that	  builds	  community	  
and	  nourishes	  our	  hearts	  and	  minds,	  but	  to	  do	  so	  in	  a	  more	  informal	  format.	  
	  
Facilitator	  Schedule	  
	  
Simplified	  services	  are	  offered	  on	  the	  second,	  fourth,	  and,	  as	  they	  occur,	  fifth	  Sundays	  of	  every	  month.	  	  
There	  is	  no	  printed	  order	  of	  service,	  no	  paid	  pianist,	  and	  no	  paid	  speaker—childcare,	  however,	  is	  
provided.	  	  As	  facilitator,	  you	  have	  an	  opportunity	  to	  select,	  organize,	  and	  facilitate	  an	  activity	  or	  service	  
for	  our	  membership.	  	  If	  you	  are	  scheduled	  to	  act	  as	  facilitator	  and	  cannot	  participate	  on	  your	  selected	  
Sunday,	  please	  contact	  the	  Simplified	  Services	  coordinator	  immediately.	  	  	  
	  
	  

Preparing	  for	  Simplified	  Sunday	  Services	  
	  

The	  facilitator’s	  role	  is	  to	  shape	  the	  service	  in	  such	  a	  way	  that	  visitors	  get	  an	  accurate	  perspective	  of	  who	  
we	  are;	  we	  are	  just	  joining	  together	  in	  a	  less	  structured	  environment.	  And,	  while	  topics	  may	  vary	  greatly	  
from	  one	  service	  to	  the	  next,	  their	  aim	  should	  be	  of	  interest	  to	  everyone	  in	  our	  non-‐creedal	  community.	  	  
Treat	  the	  service	  as	  an	  opportunity	  to	  build	  on	  a	  simple	  theme	  throughout	  our	  time	  together.	  
	  
Small	  group	  discussions,	  mini-‐lessons	  on	  Zen,	  and	  short	  presentations	  from	  UUFM	  members	  on	  their	  
paths	  to	  Unitarian	  Universalism	  are	  some	  service	  ideas.	  	  The	  Tapestry	  of	  Faith	  curricula	  also	  contains	  
topics	  and	  workshops	  to	  pull	  from:	  	  http://www.uua.org/re/tapestry/adults/index/shtml.	  	  	  
	  
Be	  creative!	  	  As	  you	  plan,	  remember	  the	  services	  must	  include:	  	  Welcoming	  Statements;	  Spirit	  of	  Life;	  	  
Chalice	  Lighting;	  	  Joys	  and	  Concerns;	  Offertory;	  Facilitator’s	  Activity;	  Announcements;	  Chalice	  
Extinguishing;	  and	  Go	  Now	  in	  Peace.	  	  Please	  inform	  the	  facilitator	  coordinator	  about	  your	  topic	  at	  least	  
one	  month	  in	  advance	  of	  your	  scheduled	  service.	   	  
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Sunday	  Morning	  before	  the	  Service	  
	  

Arrive	  a	  fifteen	  minutes	  before	  the	  service	  (10:15	  a.m.).	  	  Late	  arrival	  creates	  a	  sense	  of	  urgency	  and	  
tension	  for	  you	  and	  other	  participants	  in	  the	  service	  that	  is	  not	  conducive	  to	  a	  worshipful	  service.	  	  The	  
order	  of	  service	  listed	  below	  provides	  time	  estimates	  to	  staying	  on	  track	  in	  order	  for	  us	  to	  have	  time	  to	  
chat	  afterward.	  	  Feel	  free	  to	  change	  the	  allotted	  times	  around	  as	  you	  see	  fit,	  but	  remember	  that	  we	  
must	  be	  cleaned-‐up	  and	  out	  of	  the	  building	  by	  12:15	  p.m.	  	  	  
	  
10:15	  a.m.	  Set-‐up	  

	  
• Set-‐up	  the	  table	  with	  chalice,	  lighter,	  and	  singing	  bowl,	  and	  mallet.	  	  The	  key	  to	  the	  storage	  

cabinet	  is	  taped	  to	  the	  underside	  of	  the	  front,	  right	  edge	  of	  UUFM’s	  storage	  cabinet.	  	  The	  small	  
podium	  is	  located	  in	  the	  coat	  closet	  by	  the	  front	  entrance	  of	  the	  Senior	  Center.	  

• Place	  the	  offering	  box	  by	  the	  rolling	  door	  to	  the	  kitchen	  for	  those	  who	  wish	  to	  donate	  to	  UUFM.	  
• As	  others	  arrive,	  they	  pull-‐out	  a	  chair	  for	  themselves	  and	  possibly	  for	  those	  who	  need	  assistance.	  	  

Chairs	  are	  arranged	  loosely	  around	  where	  the	  front	  table	  is.	  	  
• Children	  go	  back	  to	  the	  childcare	  room	  where	  two	  workers	  will	  monitor	  them	  and	  keep	  them	  

entertained.	  	  TAO	  youth	  may	  choose	  to	  participate	  in	  the	  service	  or	  go	  to	  the	  childcare	  room.	  	  
Childcare	  workers	  are	  hired	  from	  10:15-‐12:15	  a.m.	  
	  

10:30	  a.m.	  	  Opening	  of	  Service	  
	  

• Welcome	  (2	  minutes):	  	  Explain	  the	  purpose	  of	  Simplified	  Sundays	  and	  when	  full-‐service	  Sundays	  
are	  held.	  	  Other	  welcoming	  statements.	  

• Spirit	  of	  Life	  (2	  minutes):	  	  Sing	  a	  cappella	  or	  accompanied	  by	  a	  UUFM	  member	  who	  wishes	  to	  play	  
piano.	  	  

• Chalice	  Lighting	  (1	  minute):	  	  Read	  inspirational	  quote	  and	  light	  chalice.	  
• Joys	  and	  Concerns	  (5	  minutes):	  	  For	  those	  willing	  to	  share.	  	  Welcome	  new	  people	  who	  would	  like	  

to	  stand,	  share	  their	  names,	  and	  how	  they	  came	  to	  be	  with	  us.	  
• Reminder	  about	  offertory	  located	  in	  the	  back	  of	  the	  room.	  

	  
10:40	  a.m.	  	  Activity	  (30-‐	  40	  minutes)	  

	  
11:20	  a.m.	  Closing	  of	  Service	  
	  

• Announcements	  (5	  minutes):	  	  Ask	  for	  brief	  announcements.	  	  Invite	  newcomers	  to	  join	  us	  for	  
conversation	  after	  our	  final	  song.	  

• Extinguish	  Chalice	  (2	  minutes):	  	  You	  or	  another	  member	  extinguishes	  chalice.	  
• Go	  Now	  in	  Peace	  (2	  minutes):	  	  Lead	  or	  ask	  UUFM	  friend	  to	  lead	  singing.	  	  
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11:30	  a.m.	  Conversation	  
	  
	  
	  
	  
Noon	  Clean	  up	  

• Facilitator	  stays	  until	  last	  person	  leaves.	  	  Collect	  offering	  for	  treasurer	  (Jay).	  	  Check-‐in	  with	  Senior	  
Center	  staff	  person	  to	  make	  certain	  everything	  is	  put	  away	  and	  cleaned-‐up	  correctly.	  

• Everyone	  puts	  their	  own	  chair	  back	  in	  the	  chair	  closet	  in	  stacks	  of	  7.	  	  People	  power!	  
	  

12:15	  End	  Time	  	  Simplified	  Services	  are	  over	  and	  all	  materials	  are	  put	  away.	  
	  

During	  the	  Service	  
	  
Troubleshooting	  
	  
During	  the	  service	  something	  unexpected	  may	  come	  up.	  If	  this	  happens,	  do	  whatever	  you	  can	  to	  remedy	  
the	  situation,	  including	  recruiting	  a	  UUFM	  member	  to	  assist.	  	  You	  are	  empowered	  to	  do	  whatever	  is	  
necessary	  or	  helpful	  to	  keep	  the	  service	  on	  track.	  	  
	  
A	  Suggestion	  about	  Speaking	  
	  
Imagine	  that	  you	  are	  speaking	  to	  a	  person	  in	  a	  sanctuary	  or	  to	  those	  who	  are	  hardest	  of	  hearing.	  	  Speak	  
slowly,	  clearly,	  and	  distinctly.	  	  If	  you	  are	  not	  used	  to	  speaking	  in	  public,	  magnify	  your	  inflections,	  
gestures,	  and	  etc.	  	  This	  is	  different	  than	  speaking	  one-‐on-‐one	  in	  a	  conversation.	  	  You	  must	  project	  your	  
voice	  and	  your	  presence.	  	  It	  is	  also	  a	  good	  practice	  to	  “sweep”	  your	  look	  across	  the	  room	  so	  that	  
everyone	  feels	  included	  in	  your	  address.	  
	  
Humor/	  Flexibility	  
	  
Chances	  are	  that	  things	  will	  not	  go	  perfectly	  during	  a	  worship	  service.	  	  We	  are	  human,	  after	  all.	  	  Above	  
all,	  maintain	  a	  sense	  of	  humor	  and	  playfulness	  about	  this.	  	  Do	  your	  best	  to	  plan	  and	  anticipate	  how	  
things	  will	  go,	  but	  also	  learn	  to	  expect	  the	  unexpected;	  to	  be	  adaptable	  as	  new	  situations	  arise.	  
	  
Welcome	  and	  Opening	  Words	  
	  
Opening	  words	  are	  included	  in	  our	  hymnal.	  	  For	  other	  ideas	  visit:	  
http://archive.uua.org/worshipweb/opening/index.html	  http://www.uua.org/spirituallife/worshipweb/	  
	  
The	  importance	  of	  a	  good,	  warm	  welcome	  cannot	  be	  overstated.	  	  Every	  Sunday	  there	  are	  visitors	  who	  
feel	  anxious	  about	  being	  in	  a	  new	  place,	  and	  they	  aren’t	  sure	  if	  they	  will	  fit	  in.	  	  Think	  about	  creative	  ways	  
to	  make	  everyone	  feel	  welcomed	  and	  included.	  	  There	  are	  many	  ways	  to	  greet	  people	  to	  begin	  the	  
service.	  	  Your	  primary	  goals	  are	  to	  project	  warmth,	  state	  the	  purpose	  of	  our	  gathering,	  and	  give	  people	  
some	  sense	  of	  who	  we	  are	  as	  a	  liberal	  religious	  community.	  	  For	  example,	  you	  might	  say,	  “Welcome	  to	  
this	  Unitarian	  Universalist	  Fellowship	  of	  McMinnville	  where	  we	  strive	  not	  to	  think	  alike,	  but	  to	  love	  
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alike.”	  	  Or,	  you	  might	  say	  something	  else	  that	  defines	  who	  we	  are	  as	  a	  welcoming,	  community	  of	  
seekers.	  	  	  

	  
	  	  
	  
	  
Lighting	  the	  Chalice	  
	  
The	  chalice	  lighting	  symbolizes	  our	  devotion	  to	  the	  light	  of	  truth,	  reason,	  hope,	  love,	  joy,	  and	  courage.	  	  
Before	  lighting	  the	  chalice,	  say	  a	  few	  words.	  	  	  You	  may	  choose	  your	  selection	  from	  any	  place	  that	  appeals	  
to	  you.	  	  If	  you	  need	  ideas,	  however,	  the	  little	  blue	  book,	  We	  Light	  this	  Chalice,	  is	  a	  good	  place	  to	  start.	  	  
Other	  sources	  include	  our	  hymnal	  and	  UUA’s	  websites:	  
	  
	  http://www.uua.org/spirituallife/worshipweb/	  
http://www.icuu.net/resources/chalicelightings.html	  

	  
Here	  are	  a	  few	  not	  listed	  in	  the	  hymnal:	  
	  

As	  we	   light	   the	   flame	   let	   us	   be	   grateful	   for	   the	   enlightening	   gifts	   of	   knowledge	   and	  
reason	  that	  creation	  has	  bestowed	  on	  us,	  mindful	  not	  only	  of	  the	  promise	  that	  these	  
gifts	  bring,	  but	  also	  of	  the	  responsibilities	  these	  gifts	  place	  upon	  us.	  	  (The	  flame	  is	  now	  
kindled.)	   	  Let	   this	   light	  rekindle	   in	  us	  a	  wonder	  and	   love	   for	   that	  which	   is	  only	  partly	  
understood	  –	  The	  glory	  and	  majesty	  of	   that	  which	   is	   to	  be	   found	   in	   the	  beauty	   that	  
surrounds	  us.	  	  ~Vincent	  Sullivan	  	  	  
	  
Unitarian	  Universalist	   Churches,	   Congregations	   and	   Fellowships	   are	  dedicated	   to	   the	  
proposition	   that	   beyond	   all	   our	   differences,	   beneath	   our	   diversity,	   there	   is	   a	   unity	  
which	  makes	  us	  one,	  and	  which	  binds	  us	  forever	  together.	  	  We	  pause	  in	  silent	  witness	  
to	  this	  unity.	  	  ~David	  Bumbaugh	  

	  
There	   is	  a	  vitality,	  a	   life	  force,	  an	  energy,	  a	  quickening	  that	   is	  translated	  through	  you	  
into	   action,	   and	   because	   there	   is	   only	   one	   of	   you	   in	   all	   of	   time,	   this	   expression	   is	  
unique.	  	  And	  if	  you	  block	  it,	  it	  will	  never	  exist	  through	  any	  other	  medium	  and	  it	  will	  be	  
lost.	  	  The	  world	  will	  not	  have	  it.	  	  It	  is	  not	  your	  business	  to	  determine	  how	  good	  it	  is	  or	  
how	  valuable	  nor	  how	  it	  compares	  with	  other	  expressions.	  	  It	  is	  your	  business	  to	  keep	  
yours	  clearly	  and	  directly,	  to	  keep	  the	  channel	  open.	  	  ~Martha	  Graham	  
	  
There	   is	   a	   light	   that	   shines	   beyond	   all	   things	   on	   earth,	   beyond	   us	   all,	   beyond	   the	  
heavens,	  beyond	  the	  highest,	  the	  very	  highest	  heavens.	  	  This	  is	  the	  light	  that	  shines	  in	  
our	  heart.	  	  ~Chandogya	  Upanishad	  

	  
In	  The	  Middle	  Ages,	  when	  lighting	  a	  fire	  from	  scratch	  was	  an	  arduous	  process,	  people	  
often	  carried	  about	  a	  metal	  box	  containing	  a	  smoldering	  cinder,	  kept	  alight	  throughout	  
the	   day	   with	   little	   bits	   of	   kindling.	   	   This	   meant	   people	   could	   light	   fires	   with	   ease	  
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wherever	  they	  went,	  because	  they	  always	  carried	  the	  spark.	  	  But	  our	  universe	  is	  alive	  
with	  sparks.	  	  We	  have	  at	  our	  fingertips	  an	  infinite	  capacity	  to	  light	  a	  spark	  of	  possibility.	  	  
Passion,	  rather	  than	  fear,	  is	  the	  igniting	  force.	  	  Abundance,	  rather	  than	  scarcity,	  is	  the	  
context.	  	  ~Benjamin	  Zander	  	  	  
	  
	  
	  
	  

Other	  options:	  	  You	  may	  choose	  simply	  to	  reflect	  upon	  the	  meaning	  of	  the	  chalice	  or	  light	  during	  the	  
week	  and	  speak	  extemporaneously	  of	  the	  meaning	  this	  ritual	  holds	  for	  you	  when	  the	  chalice	  is	  lit.	  	  This	  is	  
not	  as	  hard	  as	  it	  might	  sound.	  	  Don’t	  underestimate	  yourself.	  	  The	  benefit	  of	  this	  is	  that	  what	  you	  say	  
may	  come	  more	  from	  the	  heart	  and	  feel	  more	  spontaneous.	  
	   	  
Alternately,	  you	  may	  invite	  an	  individual	  or	  family	  to	  come	  forward	  and	  say	  some	  special	  words	  and	  then	  
light	  the	  chalice.	  	  	  
	  
Joys	  and	  Concerns	  
	  
Invite	  people	  to	  come	  forward	  to	  share	  their	  personal	  joys	  and	  concerns.	  	  Be	  certain	  to	  emphasize	  that	  
we	  want	  people	  to	  share	  joys	  and	  concerns	  personal	  to	  their	  life;	  otherwise,	  we	  open	  the	  door	  to	  people	  
voicing	  concerns	  about	  social	  justice	  issues	  and	  etc.	  	  	  Allow	  for	  both	  joys	  and	  concerns	  as	  they	  occur	  and	  
limit	  total	  to	  5-‐6.	  Acknowledge	  both	  spoken	  and	  unspoken	  and	  say	  something	  like,	  “Together	  in	  
community	  we	  hold	  these	  in	  our	  hearts.”	  
	  
Announcements	  
	  
Since	  time	  is	  limited,	  ask	  those	  who	  have	  announcements	  to	  keep	  them	  short.	  Welcome	  guests	  who	  are	  
with	  us	  for	  the	  first	  time	  and	  are	  willing	  to	  stand,	  introduce	  themselves,	  and	  how	  they	  came	  to	  be	  with	  
us.	  	  Warmly	  welcome	  each	  guest	  and	  say	  their	  first	  name.	  	  Let	  them	  know	  we	  are	  happy	  they	  joined	  us,	  
and	  we	  hope	  they	  will	  stay	  to	  chat	  after	  the	  service.	  
	  
	  
Closing	  Words/Chalice	  
	  
“We	  extinguish	  this	  flame,	  but	  not	  the	  light	  of	  truth,	  the	  warmth	  of	  community,	  or	  the	  fire	  of	  
commitment	  which	  we	  carry	  in	  our	  hearts	  until	  we	  are	  together	  again.”	  	  
	  
Closing	  Song:	  	  Go	  Now	  in	  Peace	  
	  
Coffee	  and	  Conversation	  	  
	  
As	  of	  this	  writing,	  there	  is	  no	  coffee	  person,	  and	  hence,	  no	  coffee.	  	  We	  do,	  however,	  have	  wonderful	  
conversationalists.	  
	  

After	  the	  Service	  
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If	  we	  get	  liquid	  beverages,	  return	  the	  water	  glasses	  to	  the	  coffee	  area	  where	  they	  are	  placed	  to	  be	  
cleaned.	  	  Remove	  papers	  left	  on	  pulpit	  for	  recycling.	  Place	  the	  chalice,	  candle,	  lighter,	  singing	  bowl,	  
mallet	  in	  the	  podium	  supply	  box	  and	  return	  to	  cabinet.	  Make	  certain	  the	  key	  is	  placed	  back	  in	  place	  
under	  the	  storage	  cabinet.	  
	  

Resources	  
	  

A	  Good	  Resource:	  	  UUA’s	  Hymnal	  
Hymnals	  are	  available	  if	  you	  want	  to	  borrow	  one.	  	  There	  are	  many	  wonderful	  chalice	  lightings,	  opening	  
words,	  calls	  to	  worship,	  meditations,	  prayers	  and	  responsive	  readings.	  	  	  
	  
UUA	  Worship	  Web	  -‐	  http://www.uua.org/spirituallife/worshipweb/	  
	  
	  

9.0   Membership Committee 
 

Welcomes visitors and encourages them to become members. 
 

The Membership Committee:: 
Act as Membership Ambassadors 
Maintain Membership database 
Maintain the list of “Candidates for Membership” 
Ensure badges are provided 
Provide Information Table support 
Provide Document Creation/Support 
Provide support for Circle Suppers 
Provide a Contact Sheet 
Maintain UUFM Google Docs Service Information for the Order of Service 

9.1   New Members procedures and forms  

8.1.1 New Member Information (handout) 
 

New Member Information 
 

Thank you for asking to join UUFM as a member.  All members are expected to be familiar with and 
embrace our Covenant. 

 
Our Fellowship is a member of the Unitarian Universalist Association of Fellowships (UUA) and the 
Pacific Northwest District of the UUA.  Our Fellowship pays annual fees of approximately $85.00 per 
member to our parent organization. 
 
We encourage members to think about these four important principles: 

1. Attend services, meetings, and gatherings, as one is able. 
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2. Members are encouraged to participate by serving on a committee, teaching RE, or helping 
with services. 

3. Members are encouraged to become familiar with the UU Principles and practice them in their 
daily lives. 

4. Members are encouraged to contribute to UUFM by pledges and/or services 
 
 
 
As a candidate you should have reviewed and be in general agreement with the following: 

• Section III of the fellowship’s bylaws regarding “Purposes of the Fellowship.” 
• Section IV of the fellowship’s bylaws regarding “Membership.” 
• The seven “Principles and Purposes” of the Unitarian Universalist Association of Fellowships. 

 
“We unite in fellowship to foster spiritual values rooted in tolerance and individual freedom of belief as 
articulated in the Principles and Purposes of the Unitarian Universalist Association, and through the unity 
of this fellowship to give expression to these convictions.  We welcome all people regardless of race, 
class, physical ability, sexual orientation, gender identity or religious affiliation.” 
 

9.1.2  New member application form 
 
 

Membership Application Form 
 
 
Name (last, first, MI) ____________________________ 
 
Address   ____________________________ 
   
Phone   ____________________________ 
    ____________________________ 
 
□  I have reviewed and am in general agreement with the points covered in the “New Member 

Information” form. 
 
□  My financial pledge form is attached, or if I am not able to pledge at this time, I still 

acknowledge that the fellowship is liable for approximately $85 for my membership, and 
that, in general, membership financial pledges are essential in enabling the fellowship to 
carry out its mission.  

 
□  I agree to allocate my time and energy in helping the fellowship to function as follows: 
 
 
 
 
Applicant’s Signature ___________________________Date _______________ 
 
Membership Committee  
Representative:   __________________________ Date _____________ 
 
 
 
(form date: --/--/--)    
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9.2 Membership Registration in UUA.org 
 
9.2  Membership Registration in UUA.org 
 
The Membership Committee registers new members with the Unitarian Universalist Association via 
uua.org. The membership committee also keeps contact information for members current via uua.org. 
(See Administration Book for details) 
 

9.3 Annual Membership Count  
 
In November each year, the Membership Committee reports the current membership to the Board.  The 
Board includes this number in a UUFM certification process sent online to UUA via uua.org each 
February. (For details, see section Member Certification 1.5 and the Administration Book). 
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9.4  Greeters Handbook 

8.4.1  Duties for Greeters 
 

1) Setup: 
a. Arrive by 10am or earlier to prepare for Service. 
b. Bring nametags (adults and children’s) from the closet and arrange on the table in the 

main room. 
c. Find temporary tags and a marking pen. Set out for visitors or anyone without a name tag. 
d. Find individual with copies of the Order of Service.  Hand out an order of service to the 

Celebrant, Accompanist and anyone else who is busy setting up the Center. 
 

2) Greet 
a. By 10:10 or sooner, greet arrivals and offer an Order of Service. 
b. If visitors, suggest that they complete a temporary name tag and welcome them to the 

Fellowship.   
i. If visitors have small children, orient them to the Religious Education program and 

suggest (by age of their children) that they allow their children to participate.  
Educate them where the groups meet and introduce them to the RE Coordinator. 

c. As members arrive, try to greet them by name. 
 

3) Offertory: 
a. Find the baskets and deposit bag for the collection.  
b. Review the Collection Procedures prepared by the Treasurer and ask questions if you 

have any. 
c. After the Collection, prepare the donation sheet and sign the documentation form. 
d. Return the Collection to the Treasurer (or designee) for deposit at the Bank on Monday. 

 
4) Headcount: 

a. Take a head count of the adults and children who are attending the Service. 
b. Write the number on the sheet inside the closet door.  Please be as accurate as possible.  

This will help us with fund-raising in the future. 
5) Mingle: 

a. During coffee hour, mingle among the folks with temporary name tags.  Introduce yourself 
and talk with anyone who is new or has only attended a few times.  Ask if they want a 
regular nametag. 

6) Have Fun!  You are vital to the formation of the first impression for members and guests of the 
Fellowship.  We want to live up to our commitment to be a welcoming Fellowship. 

 

9.4.2  Collection Procedures for Greeters 
 

SUPPLIES 
Supplies are located in the cabinet with all other supplies.  They will probably be brought out and placed 
on the kitchen counter in the back of the room: 

v 2 wicker collection baskets 
v 1 black & tan canvas bag.  Inside you’ll find: 

§ Green First Federal deposit bag 
§ Donation sheets 
§ White envelope for cash donations to UUFM 
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§ White envelope for cash donations to Quarterly Charity 
§ Pens 
§ Calculator 

 
COLLECTION 

Pass the collection baskets among the Fellowship. 
 
You may count the donations following the collection, or you may wait until after the sermon.  It’s totally 
up to the two of you. 
 
IMPORTANT: Once collected, please keep the donation with you at all times until it has been given to 
the treasurer (or designee), immediately following the conclusion of the service. 
 

COUNTING DONATIONS 
Take the baskets and the canvas bag with you when you go to count the donation. 
 
Checks: ALL checks (regardless of what it says on them or which section of the basket they were in) are 
written and totaled in the far left column of the donation sheet.  Please include the check number and the 
amount for each check.  Place the checks in the green deposit bag. 
 
Cash: Always keep cash in the “Charity” section of the baskets separated from the cash in the “UUFM” 
section. 
 

Cash in the UUFM section of the baskets is counted separately.  It is written and totaled in the 
center column of the donation sheet.  Please place this cash in the white envelope labeled 
“CASH for UUFM” and then place this envelope in the green deposit bag. 
 
Cash in the “Charity” section of the baskets is counted separately.  It is written and totaled in the 
far right column of the donation sheet.  Please place this cash in the white envelope labeled 
“CASH for CHARITIES” and then place this envelope in the green deposit bag 
 

Total, Date & Sign: Write the GRAND TOTAL in the box near the bottom of the 
donation sheet.  Please DATE the donation sheet and make sure that both greeters 
have signed it.  
 
Fold the donation sheet and place it in the green deposit bag with the other items.  
Zip the deposit bag closed and put it  in the canvas bag. 

 
Place the other supplies back in the black-and-tan canvas bag and give it to the 
Treasurer.   

 
 
DONATION WITH YOU AT ALL TIMES UNTIL IT HAS BEEN GIVEN TO THE TREASURER  (or 
designee), immediately following the conclusion of the service. 
 

** If you have questions, please do not hesitate The Treasurer ** 
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10.0  Communications 
 

10.1 UUFM Website – www.macuuf.org 
 
The purpose of the website is to promote and inform about the activities of UUFM.  As such the 
Webmaster maintains and updates the www.macuuf.org website in order to attract new visitors, to keep 
members and “friends” of the Fellowship apprised of services and upcoming events, and to provide a 
space for pictures and other records of history as relevant.   
 
The Webmaster obtains information and suggestions for postings from various sources including Board 
meeting minutes, the Sunday Bulletin, and the congregants at large.  While all are encouraged to 
propose additions and modifications, the Webmaster will determine through policy and consultation with 
others the best way to integrate new content. 
 
The website features information about UUFM activities, history, upcoming services, ways to get 
involved, and Unitarian Universalism generally.   Fellowship Business documents, including meeting 
minutes, committee membership, By-Laws, and the Policy & Procedure Manual, may also be viewed 
from the website.  By policy, names may be included but not personal information such as addresses or 
phone numbers.  Photos and audio sermons are included by permission from subjects. 
 

10.1.2  Permission to include Recordings and Personal Content 
 
Those allowing UUFM to record their sermons or speeches must fill out a Presentation Recording 
Release form before content will be made available on the website.  Ideally, the Speaker Coordinator 
from Worship Team will obtain and store a signed Presentation Release form from each speaker. (see 
Presentation Recording Release form below) 
 
In addition, UUFM would like permission from those featured in photos we would like to add to the 
website.  Parents opt to grant permission for their children when they register them for Religious 
Education classes.  Adults will be asked permission on an informal basis. 
 
  



 

 
 
 
 
 

52 

  Unitarian Universalist Fellowship of McMinnville 
 

Presentation Recording Release Form 
 
 
 

Title of presentation___________________________________________________________________ 

Presenter’s Name: ____________________________________________________________________ 

Presenter’s contact (email/phone):____________________________________________________ 

Type of Presentation (e.g. sermon or reading): _______________________________________ 

Date presented: ______________________________________________________________________ 

 
 
I hereby grant permission for Unitarian Universalist Fellowship of McMinnville (UUFM) to record my 
presentation or any part thereof by photography, videotape, audiotape, digital means or any other 
technology (the “recordings”). I affirm that the presentation is my original work and that I am the legal 
owner of the presentation and therefore have authority to sign this Release. Any material included in the 
presentation which is not my original work has been used according to the principles of fair use (17 
U.S.C. §107) or with permission from the copyright holder.  
 
The recordings of my presentation may be posted to the UUFM Web site either as an audio file or 
streaming video, as relevant.  It may be used for educational and archival purposes only and will not be 
reproduced, redistributed, or broadcast in any manner except as noted above. 
 
On behalf of myself and my heirs, successors, agents and assigns, I waive and release Unitarian 
Universalist Fellowship of McMinnville and its members, employees, agents and assigns from any liability 
whatsoever arising in connection with the use of the aforesaid recordings, including all claims for any 
damages (whether direct, indirect, punitive or otherwise), attorney’s fees and costs. If I am appearing on 
behalf of an entity, I represent and affirm that I am duly authorized to bind 
__________________________________ [organization’s name] to the terms of this Release. 
 
Signature ___________________________________________ Date ___________________________ 
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10.2. Sunday Bulletin (Order of Service) 
 
The editor prepares the bulletin for each Sunday service.  The bulletin consists of a standard cover page 
plus two parts:  the order of service and announcements.  Various persons (e.g., speaker scheduler, 
music director, celebrant organizer, greeter organizer, various committee chairs or Board members) add 
their input to a specific Google document (UUFM Services Information) which the editor refers to in order 
to compile the actual bulletin.  Deadline for information to be added to Google doc is 5:00 PM on the 
Thursday preceding the first or third Sunday service.  Other information may be conveyed to the editor 
via email or telephone by the 5:00 deadline. 
  
From the site, the Google doc pages may be printed out for the editor’s easy reference by clicking on the 
document’s printer icon and proceeding accordingly.   
  
Following the hardcopy sample of a previous bulletin, a new editor will set up a page layout on her/his 
word processing program, then type the Google doc info onto that layout.  The finished bulletin hardcopy 
is taken to a copy shop to have the copies made, generally on Friday morning.  The copies are picked up 
usually on Saturday by the person who has undertaken that job and who also will do the folding and take 
them to the Sunday service.  At the time of this writing, we have been using Copy Cats on Hwy. 99, and 
ordering 65 to 70 copies.  Copy Cats sends a bill to UUFM for the copies. 
  
Miscellaneous: 

•  The editor should have an announcement on the announcement page for each service indicating 
deadline for anyone of the fellowship who has information for the bulletin. 

•  As the Board membership changes from year to year, that information on the back cover page 
will need to be updated by the editor. 

 

Sample Order of Service: 
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Unitarian Universalist Fellowship of McMinnville 
Gathering Today in Friendship, Freedom and Love 

10:30 AM, (Date) 
 
 
 

Gathering Bell        Time to settle quietly 
 
Prelude Music       (composition / composer)     Please silently enjoy the music. 
           
Welcome           (Celebrant’s name) 
 
Opening Song* #123      “Spirit of Life” 
 Spirit of Life, come unto me; Sing in my heart all the stirrings of compassion. 
 Blow in the wind, rise in the sea; Move in the hand, giving life the shape of justice. 
 Roots hold me close; wings set me free; Spirit of Life, come to me, come to me 
 
Lighting of the Chalice     (celebrant’s name) 
 
  UUFM Covenant Reading    (See insert for words) 
 
Joys and Concerns 
 
Welcome to Those Visiting Today 
 
Hymn  (hymn# / title) 
 
Offertory 
 
 Story for All Ages (reader’s name) 
 
 Meditative Moment 
 
Announcements 
 
 Birthdays 
 
Speaker: (name), “(sermon title)” 
 (description of sermon) 
 
Dialogue  
 
Hymn (hymn# / title) 
 
Extinguishing of the Chalice and Closing Words  (Fellowship in unison) 
 We extinguish this flame, but not the light of truth, 
 which we carry in our hearts until we are together again. 
 
Hymn No. 413 
 Go now in peace; go now in peace 
 May the spirit of love surround you Everywhere, everywhere, you may go. 
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Postlude 
 
 
Please join us after the service and enjoy a cup of coffee or tea and conversation. 
 
 
Name of Speaker / description of speaker 
 

Today’s Worship Team 
Celebrant           (name) 
Music Leader     (name) 
Pianist                (name) 

 
Childcare            (names)   
Greeters             (names) 

 
 
     Religious Education 
 
The Littles: Pre-K & Kindergarten, Taught by (name) 
The Middles: 1st-5th Grades, taught by (name) 
Together as One (TAO I): 6th-8th Grades, taught by (name) 
Together as One (TAO II): 9th-12th Grades, taught by (names) 
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Seven Principles of Unitarian Universalism 
- The inherent worth and dignity of every person 

- Justice equality and compassion in human relations 

- Acceptance of one another and encouragement to spiritual growth in our Fellowships 

-A free and responsible search for truth and meaning 

- The right of conscience and the use of the democratic process within our Fellowships and in society at 
large 

The goal of world community with peace, liberty and justice for all 

- Respect for the interdependent web of all existence of which we are a part 

The Living Traditions we share draw from many sources: 
- Direct experience of that transcending mystery and wonder, affirmed in all cultures, which moves us to 
a renewal of the spirit and an openness to the forces which create and uphold life 

- Words and deeds of prophetic women and men, which challenge us to confront powers and structures 
of evil with justice, compassion and the transforming power of love 

- Wisdom from the world’s religions, which inspires us in our ethical and spiritual life 

- Jewish and Christian teachings, which call us to respond to God’s love by loving our neighbors as 
ourselves 

- Humanist teachings, which counsel us to heed the guidance of reason and the results of science, and 
warn us against idolatries of the mind and spirit 

- Spiritual teachings of Earth-centered traditions, which celebrate the sacred circle of life and instruct us 
to live in harmony with the rhythms of nature 

 

The UU Fellowship of McMinnville meets every Sunday at 10:30 AM, at the McMinnville Senior 
Center, 2250 NE McDaniel Lane. 

Our mailing address is: UUFM, P0 Box 163, McMinnville OR 97l28, 

Email Address: admin@macuuf.org 

UUFM Website:  www.macuuf.org 

Church Board: (name), Chair; (name), Vice Chair; (name), Treasurer; (name), Secretary; (name, Past 
Chair; (names), Members at Large. 
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Unitarian Universalist 

Fellowship of McMinnville 

(date / time) 

 
 

“Worshipping together in community and diversity” 

We are a welcoming Fellowship, welcoming people of all economic levels, religious orientations, sexual 
orientations, and all races and ethnicities 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


