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INTRODUCTION 
 

This Policy and Procedures Manual is a supplement to the Bylaws of the Unitarian Universalist 
Congregation at Rock Tavern (UUCRT). Its purpose is to describe the roles of the 
Congregation, the Board of Trustees, Committee responsibilities, Minister and to outline the 
policies that govern their actions. 
 
The Manual is intended to be a current document. Accordingly, it is to be reviewed regularly by 
the Board of Trustees and revised appropriately. The Secretary will make monthly changes as 
noted from monthly committee reports (Policy and Procedures Changes section in report). 
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CONGREGATIONAL POLICIES  
 

CONGREGATION 
 

The Congregation is the ultimate authority in the UUCRT. It calls, and when necessary, 
dismisses the Minister, elects members to the Board of Trustees, and establishes an annual 
budget for the operation of the UUCRT each year. 
 
The Congregation meets at least twice annually, fall (November) and spring (May). At the fall 
(November) meetings it conducts election for open offices at the UUCRT and adopts a budget 
for the next calendar year. At the spring (May) meetings the committees give reports on their 
accomplishments of the past year and goals for the coming year; financial status of the 
congregation and endowment accounts are reviewed, and any other matters are considered. All 
meetings of the Congregation must be announced with written notice received no later than 10 
days before the Congregational meeting, and include the agenda and any motions or budget to 
be voted on. All meetings are operated in accordance with the rules set down in the Bylaws. 
 

Covenant and Mission  

Congregational Covenant  (adopted by the congregation May 15, 2011)  
We covenant with each other, promising our goodwill and honest effort, pledging our care and 
support to one another and to our UUCRT community, challenging one another to live in accord 
with our Unitarian Universalist principles. With this common purpose as our source, we 
covenant:  

o To welcome all who come to us with acceptance and respect for the differences among 
us; 

o To practice patience and speak honestly and with compassion; 
o To reflect carefully about the potential results of our words and actions before we speak 

or act; 
o To keep our discussions to topics and issues rather than personalities; 
o To acknowledge that we may not always agree with group decisions, but we still support 

and participate in decision-making processes that are collaborative and democratic; 
o To seek to resolve disagreements to our mutual satisfaction and ask for help when 

needed; 
o To speak directly to those with whom we have disagreements; 
o To facilitate direct communication between parties in conflict, when appropriate; 
o To act with loving kindness, seeking to promote justice, equity, and compassion; 
o To speak out with loving kindness when we witness disrespectful interactions, and 
o To understand that building our beloved community requires learning and practice. 
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UUCRT Mission Statement    (adopted by the congregation in 
2007)                                                                                       

We, the members of the Unitarian Universalist Congregation at Rock Tavern, join together: 
o To celebrate our place within the sacred web of existence, through the arts, our actions, 

and the spoken word, 
o To encourage spiritual growth through all stages of life, 
o To foster healing for the earth and all living creatures through works of compassionate 

justice, 

We unite our hearts and hands in hope and love to create the beloved community. 

 

VISION STATEMENT 
A Look to the Future 

Unitarian Universalist Society of Orange County 
Adopted by the Congregation Sept. 16, 2001 

 
We identify ourselves as a Unitarian Universalist congregation.  We have a close sense of religious 
tradition.  Our services provide a balance for spirituality and rationality.  We relate to each other openly in 
our congregation.    
 
We are a close-knit congregation of approximately 150 members.  Our membership shows diversity with 
respect to age, ethnicity, gender culture, sexual orientation and socio-economic status.  In addition to 
Sunday services, there are a number of smaller groups which meet regularly; they allow members to 
follow their interests and get to know each other better.  These groups also integrate newcomers into our 
congregation.  We provide opportunities for worship on more than just Sunday mornings.  We utilize our 
building throughout the week.   
 
Our religious education program encompasses the entire age span and is served by a paid professional 
staff.  Children are an integral part of our congregation.  There are a number of intergenerational services 
as well as a strong RE program.  We learn the UU tradition and have the opportunity to take part in social 
action and environmental projects.  Our congregation is committed to local and worldwide projects 
consistent with UU principles. 
 
To accommodate our growth, we’ve expanded our meetinghouse.  The sanctuary can accommodate 250 
people and there are spacious classrooms for our children, a meditation-library area, and a hospitality area 
separate from the sanctuary area.  In addition, there are meeting rooms and a center for the arts. 
 
The outside is visually and physically welcoming.  There are flower gardens, trees, a meditation area and 
a memorial garden.  The adequate, clearly marked parking lot is well lit and the children’s area incudes a 
play set with benches. 
 
We have a full time minister with strong lay leadership and participation in services.  
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Congregation Policy Decisions: 
 

§ Hold a Committee Fair each fall (Congregation Meeting 11/2003) 
 

§ Use UUA materials for Board Leadership/Development Training (Congregational 
Meeting 11/2003) 

 
§ June 2009 Congregational Meeting: 

In Article IX, Section Three, the following committee names were changed: 
Finance Committee changed to Stewardship and Finance Committee  
Community Service Committee changed to Social Action Committee 
Publicity Committee changed to Communications Committee 
a) which includes: shall be responsible for publicizing all events sponsored by the 

congregation, as requested by the Board, Committee Chairs, or the Minister; 
b)  shall maintain and update the website; 
c)  shall publish a newsletter of congregational activities, 
d) shall coordinate external communication including press releases, brochures, and 

other UUCRT publications 
 
Waive by-law Article XII: Maintain an amount at least equal to the annual  
budget….10% of succeeding budgets shall be set aside annually until reserves once 
again equal the annual budget” for 2010 
 

§ Use the cluster system to provide refreshments after the Sunday services. (1/2010 
Congregational Meeting). 

 
§ Change Article V – Section Two  to  as follows: 
       The annual Congregational meeting shall be held each year in   
       November, at such time as fixed by the Board, to transact the   
       following business: 
       --To elect officers and trustees 
       --To adopt the annual budget 
       --To receive reports of the President and Treasurer 
       --To act upon any other business that may properly come before the  
       meeting.  The notice of this meeting shall include the names of any  
      officer and trustees whose terms have expired, the report of the 
      Nominating Committee and the proposed budget. (11/2010  
      Congregational Meeting). 
 
§ Motion to change Article V—Section Three to read as follows: 
     There shall be, in addition, one other regular congregational meeting,  
      held in May, to transact the following business: 
      --to receive committee reports 

                 to elect one member of the nominating committee 
      --to act on any other business that may properly come before the   
      meeting (11/2010 Congregational Meeting). 
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§ Motion to amend the proposed amendment to Article VIII Section 4, to include 

language from the “Welcoming Congregation” (11/2010 Congregational Meeting). 
 

 
Article VIII – Section Four     

§ In the event of a ministerial vacancy, the Board of Trustees will evaluate all 
options. including the timing of filling or not filling the vacancy.  If a  candidate 
is chosen by the Ministerial Search Committee for either an Interim or 
Consulting Minister position, then in accordance with UUA guidelines, the 
Board of Trustees is responsible for contracting with the Interim or Consulting 
minister if approved. The Interim or Consulting Minister may be dismissed by a 
majority vote of the Board. Eligibility for minister, or any person employed by 
the Congregation, shall not be restricted on the basis of age, national origin, 
race or color, gender, sexual or affectional orientation, or physical challenge. 
The process for “calling”a permanent minister is: 

The Minister shall be ‘called’ upon recommendation of the Ministerial Search 
committee by a four/fifths majority of voting members of the Congregation present 
at any meeting legally called for that purpose. Quorum for such a meeting shall be 
forty percent of the voting members. The Minister may be dismissed by a majority 
vote of voting members present at any meeting legally called for that purpose. 
Quorum for such a meeting shall be forty percent of the voting members. (11/2010 
Congregational Meeting). 

 
§ Suspend Article XII – Reserves – for 2011:  Article XII reads: 
     The congregation shall maintain an amount at least equal to the annual   
     budget in FDIC or conservatively managed investment accounts.   
     Should the reserve amount fall below the annual budget amount, 10%  
     of succeeding budgets shall be set aside annually until reserves once  
     again equal the annual budget. (11/2010 Congregational Meeting). 
 
§ Change Article IX- Section two of the by-laws to read: The ministerial Search 

Committee shall consist of five voting members elected by the congregation.  The 
Board of Trustees shall put forth three nominees for the committee.  The congregation 
will submit nominations for the other two posts and the board shall determine the final 
slate of five nominees.  A congregational vote to elect these candidates will be 
conducted at either one of the regularly held congregational meetings or a special 
congregational meeting to be called by the Board.  This committee shall be convened 
only in the event of a Ministerial vacancy. (11/2010 Congregational Meeting). 

 
§ The UUCRT shall begin to utilize the gallery space in the back of the sanctuary to 

display artist’s work.  The sale of these items will be handled outside of the sanctuary 
and no price tags will be displayed in the sanctuary (11/2010 Congregational 
Meeting). 

 
§ Motion FAILED to keep the phoenix logo as it currently appears. (11/2010 

Congregational Meeting). 
 

§ To suspend for one year, Article VII, Section III of the By-laws which limits officer 
terms (11/2012). 
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Board Policy Decisions Regarding the Congregation: 
 

§ Create plaque to denote memorial gifts, endowments and bequests (7/2003)  
 
§ Form a Congregation Council – Committee Chairs meeting several times yearly 

(1/2004) 
 

§ Terms of Board members and Nominating Committee members to be reviewed at 
each Congregational Meeting (10/2004) 

 
§ Congregation to have a designated spokesperson to deal with the press. Rev. Jim 

appointed. (02/2005) 
 

§ 5th Sunday brown bag lunches to be held for purposes of planning and fellowship 
(03/2005) 

 
§ Create a forum for programs outside Sunday services, of interest to members and the 

public at large. Meeting to be call on an ad hoc basis (5/2005) 
 

§ Right Relations policy adopted by the Board (6/2005) 
 

§ Restore A.D. Hitch and Peppi DeNave recipient list and plaques (5/2007) 
 

§ Join National Religious Congregations Against Torture (7/2008) 
 

§ Become a Welcoming Congregation (6/2008). 
 

§ Redesign the membership form to gain more information 
 and a pledge card should be presented with the membership form 
          *Update insurance policy regarding “builders risk” 

*  Review membership pledging (Mike McGinn and Rebecca Jones,  
Claire Reineman  and Rev. Bridges)  
* Change our filing status from a 944 to a 941 
* File a 1099 for Hollis Kellogg and Judy Garrett 
* Notify membership permission slips will be required for any off site activities 
* Notify our neighbors on Vance Lane of the upcoming construction in an effort to keep 
good relations 
* Add Article XV to our by-laws (Approved April 26th ‘09 at Congregational  Meeting)    
(5/2009). 

 
§ A Board Policy Manual should exist and be reviewed annually. The duties of the 

officers and job descriptions should be included.  It is much easier to change a policy 
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than a by-law.  A four-step Right Relations policy was approved by the board in 2005 
(10/2009). 

 
§ Reverend Jim feels the need and requested the formation of a ministerial committee 

(10/2009).   
 

§ Reevaluate the nominating process for 2010. Research and present the best policies 
and practices of other congregations. (11/2009). 
 

§ 1.  2010 newsletters need to be properly filed and stored. (By-Laws gives this task to 
Secy.).  In our new building, we should have a system for preserving and making 
available newsletters going back to the 1970's. Verne suggested establishing 
procedures for the following:   
2.  As the Secretary and Treasurer complete their term of office, they could compile a 

list of tasks that they do, (beyond those listed in the By-Laws), for the new person 
taking over.  These could be put in binder given to new officers. 
3. To facilitate communication to new friends and member regarding our Long Term 
Investments, the Treasurer could use the attached form each Congregational Meeting 
entering in the new statement of assets.  This was done in the past very effectively for 
many years.. 
4. To facilitate record keeping regarding the work of the Nominating Committee, the 
Chair of the Nominating Committee should submit to the Board for the November 
Congregational Meeting a complete statement that has the following 
information:  Names of members serving and how many years remain in their term; as 
well as the names of those nominated to be officers and on the board 
5. Board minutes should be posted on the bulletin board each month after being 
accepted. 
6. Motions of the Board and possibly highlights of the meeting, should be in the 
newsletter each month (12/2009). 

 
§ Hold a Special Congregational Meeting on January 24, 2010 to vote on becoming a 

Green Sanctuary (12/2009). 
 

§ Agreement to make a motion at the November 2010 meeting to change the by-laws to 
state that nominating committee elections will be held at the Spring Congregational 
meeting.  (6/2010). 

 
§ Accept the language added to Article VIII Section 4. In the event of a ministerial vacancy, 

the Board of Trustees will evaluate the timing of filling the vacancy and candidate chosen by 
the Ministerial Search Committee for either an Interim or Consulting Minister position.  In 
accordance with UUA guidelines, the Board of Trustees is responsible for contracting with the 
Interim or Consulting minister if approved.  The Interim or Consulting Minister may be 
dismissed by a majority vote of the Board.   The Minister shall be ‘called’ upon 
recommendation of the Ministerial Search committee by a four/fifths majority of voting 
members of the Congregation present at any meeting legally called for that purpose.  Quorum 
for such a meeting shall be forty percent of the voting members.  The Minister may be 
dismissed by a majority vote of voting members present at any meeting legally called for that 
purpose.  Quorum for such a meeting shall be forty percent of the voting members.(10/2010). 

 
§ Accept Article IX Section 2 as amended of the by-laws.  Will require congregational 

vote. The Ministerial Search Committee shall consist of five voting members elected by the 
congregation.  The Board of Trustees shall put forth three nominees for the committee.  The 
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congregation will submit nominations for the other two posts and the Board shall determine the final 
slate of five nominees.  A congregational vote to elect these candidates will be conducted at either 
one of the regularly held congregational meeting or a special congregational meeting to be called by 
the Board.  This committee shall be convened only in the event of a Ministerial vacancy. (10/2010) 

 
§ Accept the “Art in the Sanctuary” motion as written. Moved that the UUCRT begin to 

utilize the gallery space in the back of the sanctuary to display artists’ work.   Sales of 
these items would be handled outside of the sanctuary and no price tags will be 
displayed in the sanctuary. (10/2010). 

 
§   Accept the UUCRT Building Use Policy. (10/2010).  

  
§ To propose amendment to the bylaws at next congregational meeting, Article X, 

Section II- to read “Each committee should elect its own chair who is a member of the 
congregation.” (italicized language added) (3/2011). 

 
§ Neither the board or hospitality committee is responsible for providing volunteers for 

committee- sponsored special events. The event-planning form will be updated to 
reflect this (3/2011). 

 
§ To accept language for a preamble to the UUCRT bylaws presented by the 

Welcoming Congregation Committee (4/2011). 
Proposed	  Preamble	  to	  the	  Unitarian	  Universalist	  Congregation	  at	  Rock	  Tavern	  Bylaws	  

We	  affirm	  and	  promote	  the	  full	  participation	  of	  persons	  in	  all	  our	  activities,	  including	  membership,	  
programming,	  hiring	  practices,	  and	  the	  calling	  of	  religious	  professionals,	  without	  regard	  to	  race,	  color,	  
gender,	  gender	  expression,	  physical	  ability,	  affectional	  or	  sexual	  orientation,	  age,	  or	  national	  origin.	  	  

No	  test	  of	  creed,	  of	  faith,	  or	  national	  origin,	  of	  race	  or	  color,	  of	  gender,	  of	  sexual	  or	  affectional	  
orientation,	  of	  physical	  ability,	  or	  other	  similar	  test	  shall	  be	  imposed	  as	  a	  condition	  of	  membership.	  

Proposed Congregational Covenant: 

We covenant with each other, promising our goodwill and honest effort, pledging our care and 
support to one another and to our UUCRT community, challenging one another to live in accord 
with our Unitarian Universalist principles. 

         With this common purpose as our source, we covenant: 

• to welcome all who come to us with acceptance and respect for the differences among us;  
• to practice patience and speak the truth directly and with compassion;  
• to reflect carefully about the potential results of our words and actions before we speak or act;  
• to keep our discussions to topics and issues rather than personalities;  
• to acknowledge that we may not always agree with the group decisions, but we will support and 

participate in decision-making processes that are collaborative and democratic;  
• to seek to resolve disagreements to our mutual satisfaction and ask for help when needed;  
• to speak directly to those with whom we have disagreements;  
• to facilitate direct communication between parties in conflict, when appropriate;  
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• to act with loving kindness, seeking to promote justice, equity, and compassion;  
• to speak out with loving kindness when we witness disrespectful interactions;  
• to understand that building our beloved community requires learning and practice. (4/2011) 

 
§ That the UUCRT become a host congregation for Family Promise (8/2011). 

 
§ To have a policy manual developed (3/2013) 

 
§ Create a policy that committees will get Board approval on all events that are intended 

to include the public. Regarding internal congregational events, committees will inform 
the Board, but do not need Board approval (3/2013). 

 
Events 
 

§ First Peppi DeNave Memorial Debate held (5/1992) 
§ Create a calendar to list all yearly events, info provided by committees, and shared with 

members, friends and visitors (10/2004) 
§ Ice Festival held in 2/2005. Scheduled for 2/ 2006 but weather too warm and canceled. 
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THE BOARD 

 
Duties and Responsibilities of the Board of Trustees 
 

• hold in trust the purpose of this Congregation as stated in the Bylaws; 
• oversee all business affairs, programs and activities of the congregation; 
• refer any proposed expenditure in excess of 10% of the annual budget to the 

Congregation for approval; 
• hold eleven regular monthly meetings per year. Special meetings may be called as 

necessary by the President; 
• fill any vacancy on the Board or Nominating Committee which may arise. A Trustee with 

three unexcused absences during one year shall be considered to have resigned; 
• in November, appoint two or more members to audit the Congregational accounts by the 

end of February, and report to the Board at its March meeting; 
• designate one of its members to serve on or act as liaison to each of the standing 

committees.  
 
Composition and Election of the Board 
 
The Board of Trustees, also called “The Board,” consists of seven elective Board members, 
including four officers: President, Vice President, Secretary, and Treasurer. Board members 
must be members of the Congregation prior to election.  The President must have been a 
member for two full years. 
 
The Board members are elected at the Annual Congregational Meeting in November, to serve 
three-year terms, elected on a rotating basis, so that two or three members are elected each 
year as required to maintain seven on the Board. Board members may be elected to no more 
than two consecutive terms. A Board member completing an appointment of less than one year 
may still be elected to two consecutive terms. 
 
Officers are elected at the Annual Congregational Meeting in November to one-year terms, 
January through December. This one year term is a portion of the aforementioned three year 
term of Trusteeship. No more than three years may be served in one office during any six-year 
period.  
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Covenant of the UUCRT BOARD 
Adopted June 14, 2010  
 
We come together to serve our congregation and to provide leadership and guidance in living out its 
mission. We insure that our polices, procedures and programs are consistent with Unitarian Universalist 
principles, as we honor and respect that many people’s hopes and dreams lie within this historic 
institution. We strive to make decisions that will promote spiritual growth and work for the good of all. 
 
How we will work together as a Board:  
 

1. We will stay in relationship even in disagreement or conflict.  
2. We will work to turn problems into opportunities, seeking positive solutions to 
Challenges we might face. 
3. We agree to: 

• Respect our communal meeting time, using it to advance the 
designated agenda. 

• Fulfill the tasks we have promised one another. 
• Do our part to share the work of this board, each of us contributing 

our talents and strengths to the best of our abilities. 
 4. We will focus on policy-making and long-range planning for the growth and 
 vitality of the congregation and designate the day-to-day work to our committees, 
 providing constructive guidelines, not re-doing their work. 
 5. We will be mindful of the spiritual impact of our decisions. 
 6. We will work to find balance between good inclusive process and closure on 
 substantial matters. 
 7. We will be honest and direct with each other. 
 8. We will admit when we are wrong and forgive each other. 
 9. We will attend to and manage the energy level and spiritual tenor of the meeting 
 and treat each other with respect at all times. 
 10. We will make space for all voices to be heard and work toward common understanding. 
 If a consensus is not reached, we will support the majority decision. 
 
How we will work with our Congregation:  
 

1. Our actions will reflect that the Congregation as a body is the highest authority in this 
fellowship, with powers and accountability delegated to the Board for greater 
efficiency and agility of action. 

2. We will treat our time on the board as an opportunity to make an important gift to our 
Congregation and always strive to work for what is best for the Congregation as a whole. 

3. We will demonstrate our leadership and commitment by our engagement in the life of the  
Congregation and by personal example. 

4. We will work collaboratively with our minister in furthering our UU Principles and  
Purposes in a spirit of shared ministry and we will support our minister by: 

• Offering appropriate feedback and appreciation. 
• Respecting the limitations of his time with us. 

5. We will nurture and promote an approach that provides open, transparent and  
Consistent communications among and between all stakeholders in the Congregation 
Including congregants, committees, groups and the board. We will be responsive 
To congregation members’ requests, make space for those who wish to address the 
Board, and carefully consider all feedback. 
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Bylaws of the Unitarian Universalist 

Congregation at Rock Tavern 
Adopted in 2002 

Last amended November 17, 2013 
 

We affirm and promote the full participation of everyone in all our activities, including membership, programming, 
hiring practices, and the calling of religious professionals, without regard to race, class, color, gender, gender 
expression, physical ability, affectional or sexual orientation, age, or national origin.   
 
No test of creed, of faith, or national origin, of race, class or color, of gender, of sexual or affectional orientation, of 
physical ability, or other similar test shall be imposed as a condition of membership.   
 
Article I:  Name 
The name of this religious organization shall be The Unitarian Universalist Congregation at Rock Tavern (UUCRT). 
 
Article II: Mission Statement 
This Congregation shall have a Mission Statement that is voted on by the congregation as a whole at a 
congregational meeting.  The Mission Statement may be changed from time to time by such vote.  The most recent 
Mission Statement shall be contained in a Policy and Procedures Manual.     
 
Article IIa: Objective 
We, the members of the Unitarian Universalist Congregation at Rock Tavern are joined in fellowship by these 
beliefs: 

• That a free and open democracy is the best process for governing ourselves; 
• That our purpose in gathering is the journey toward the spiritual growth of ourselves and out community; 
• That our guides on this journey can be found in the Covenants and Sources set forth in the Bylaws of the 

Unitarian Universalist Association; 
• And that the spiritual welfare of any congregation must be grounded in an open, honest, search for truth, 

tempered by responsibility and compassion. 
 
We shall endeavor: 

• To celebrate the noblest human values; 
• To support one another in times of stress, deprivation and bereavement; 
• To share ourselves spiritually, materially and actively within our congregation and in the wider community, 

and 
• To create a place where charity, tolerance, wisdom and joy may flourish and nurture all who would come to 

us. 
 
We join hands as a congregation of seekers, certain only that our quest takes many paths.  We are the stewards, 
for our time, of a light that the human race has carried since before there was a flame for our chalice.  With humility 
and pride, we promise to pass the precious spark to those who follow. 
 
Article III:  Membership 
Section One: Any person, thirteen years of age or older, in sympathy with the purpose of this Congregation, may 
complete a request for membership, and participate in an interview with the minister and/or a representative of the 
Membership Committee. Membership in the UUCRT commences at the New Member Welcoming Ceremony with 
the signing of the Membership Book.   
 
Section Two: Voting members are 18 years of age or older. Junior members are age 13 -17, and are neither 
eligible to vote, nor required to make a financial contribution. 
 
Section Three: An annual financial pledge equal to at least the annual dues of the UU District of Metropolitan New 
York, and the UUA  shall be required of each member (may be waived by written request to the Treasurer prior to 
January 1). 
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Section Four: Failure to attend, or to pledge, or to contribute to the Congregation for a period of one year, shall 
result in termination of membership by the Board. 
 
Article IV:  Denominational Affairs 
This congregation shall be a member of the Unitarian Universalist Association and of the UU District of Metropolitan 
New York.  It is the intention of this congregation to make annual financial contributions equal to its full fair share as 
determined by the Association and the District. 
 
Article V: Meetings 
Section One: The dates of regular services shall be determined by the Congregation or person or persons 
designated by it. 
 
Section Two:  The annual Congregational meeting shall be held each year in November, at such time as fixed by 
the Board, to transact the following business: 

• to elect officers and trustees  
• to adopt the annual budget 
• to receive reports of the President and the Treasurer 
• to act upon any other business that may properly come before the meeting. 

 
The notice of this meeting shall include the names of any officers and trustees whose terms have expired, the 
report of the Nominating Committee and the proposed budget. 
 
Section Three: There shall be, in addition, one other regular congregational meeting, held in May, to transact the 
following business: 

• to receive committee reports 
• to elect one member of the nominating committee 
• to act upon any other business that may properly come before the meeting. 

 
Section Four: Special congregational meetings may be called by the Board or upon written petition of ten (10) 
voting members. 
 
Section Five:  Written notification of all congregational meetings must be given to the membership at least ten (10) 
days prior to the date of the meeting, and shall include specific notification of the business to be transacted. 
 
Section Six: A quorum shall consist of thirty percent (30%) of the voting members. 

 
Article VI: Nominating Committee 
Section One: The nominating committee shall consist of four members. Three of the members shall be elected by 
the congregation, each serving a rotating three year term. Thus, one member shall be elected annually. 
Nominations of candidates shall be made from the floor.  The immediate past president shall be the fourth member 
of the Nominating Committee.  The committee shall choose its own chair.   
 
Section Two: The nominating committee shall prepare a slate of officers and board members to be placed in 
nomination at the next annual meeting.  The slate must be submitted to the membership of the Congregation at 
least twenty (20) days prior to the meeting. 
 
Section Three:  Any other candidate may run for office by obtaining a petition signed by ten (10) voting members. 
A Notice of candidacy must be included in the meeting notice sent to all voting members of the Congregation.  

 
Article VII: Officers and Board of Trustees 
Section One: The Board of Trustees, hereinafter called “The Board,” shall consist of seven elective Board 
members, including four officers: President, Vice President, Secretary, and Treasurer. Board members must be 
members of the Congregation prior to election.  President must have been a member for two full years. 
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Section Two: The Board members shall be elected at the Annual Congregational Meeting, to serve three-year 
terms, elected on a rotating basis, so that two or three members shall be elected each year as required to maintain 
seven on the Board. Board members may be elected to no more than two consecutive terms. A Board member 
completing an appointment of less than one year may still be elected to two consecutive terms. 
 
Section Three:  Officers shall be elected at the annual Congregational Meeting to one-year terms, January through 
December. This one year term shall be a portion of the aforementioned three year term of Trusteeship. No more 
than three years may be served in one office during any six-year period.  
 
Section Four: The duties of the President shall include: 
 

• preside at all meetings of the Congregation and the Board of Trustees, 
• serve as ex officio member of all committees  

except the Nominating Committee,  
• be responsible for the general affairs of the  
      Congregation with the advice and consent of 
 the Board, maintaining records thereof to be  
 passed on to the next president,  
• serve as executive officer of the Board of Trustees, voting only when necessary to break a tie,  
• insure that Board decisions are implemented call special meetings of the Board of Trustees, allowing at 

least twenty-four hours’ notice. 
 
Section Five:  Duties of the Vice President shall include but not be limited to: 
 

• fulfill the duties of the Presidency in the absence of the President,  
• assist the President as necessary,  
• share in working with the standing committees as agreed upon with the President 

 
Section Six: Duties of the Secretary shall include but not be limited to: 

• keep an accurate record of all Board of  
Trustees and Congregational Business Meetings, posting them on the bulletin board after acceptance by 
the Board of Trustees provide the monthly newsletter with complete text of all motions made and voting 
results after acceptance of minutes by the Board provide written notification of all  
Congregational Business Meetings to all voting members; 

• be responsible for written correspondence  
requested by the Board of Trustees; 

• provide the UU World with an annually updated voting membership list; 
• maintain a permanent file of Newsletters,  

Publicity, and events of the Congregation, along with all minutes of Congregational and Board of Trustees 
Meetings; 

• call a special meeting of the Board of Trustees upon receipt of written request of at least two Trustees.  
Twenty-four hours notice must be given all Board members. 

 
Section Seven:  Duties of the Treasurer shall include but not be limited to: 

• manage Congregation funds in FDIC guaranteed, or conservatively managed investment accounts; 
• keep an account of all income, expenses and cash reserves; 
• complete annual certification form for the UUA and return it in a timely manner; 
• pay all routine budgeted bills, and other  
 expenses approved by the Board of Trustees; 
• provide updated financial statements at all  
 Board of Trustee and Congregational  Meetings;  
• serve as an ex officio member of the Finance  

Committee. 
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Section Eight: Duties and responsibilities of the Board of Trustees: 
• hold in trust the purpose of this Congregation as stated in Article II of these By Laws; 
• oversee all business affairs, programs and activities of the congregation; 
• refer any proposed expenditure in excess of 10% of the annual budget to the Congregation for approval; 
• hold eleven regular monthly meetings per year. Special meetings may be called as necessary by the 

President; 
• fill any vacancy on the Board or Nominating  

Committee which may arise. A Trustee with three unexcused absences during one year shall be 
considered to have resigned; 

• in November, appoint two or more members to audit the Congregational accounts by the end of February, 
and report to the Board at its March meeting; 

• designate one of its members to serve on or act as liaison to each of the standing committees.  
 
Section Nine: At any meeting of the Board, five of its members shall constitute a quorum.   
 
Section Ten: The Board shall fill a vacancy occurring during the regular elective term of a Board member or a 
member of the Nominating Committee.   

• the person so appointed shall serve out the  
 remainder of the calendar year; 
• the remainder of the term shall be filled by  

election at the Annual Congregational Meeting;  
• election by the Congregation to one year or more of an unexpired term shall be considered as election to a 

term of office.  
 
Article VIII:  Minister 

Section One: The Minister shall provide spiritual leadership for the congregation.  S/he shall share responsibility 
for conducting Unitarian Universalist services with the congregation, and assisting members in developing 
spiritual/community groups such as covenant groups.   

Section Two: The Minister shall be an ex officio member of the Board of Trustees, and of all committees except 
the search committee, as the Board shall designate. The Minister shall provide a monthly report to the Board. 

Section Three: The Minister shall meet with the Committee on Ministry at least four times a year.  A ministerial 
contract shall be reviewed annually by the Minister and the Committee, and presented to the Board for approval 
prior to November 1st. 

Section Four:  In the event of a ministerial vacancy, the Board of Trustees will evaluate all options, including the 
timing of filling or not filling the vacancy.  If a candidate is chosen by the Ministerial Search Committee for either an 
Interim or Consulting Minister position, then in accordance with UUA guidelines, the Board of Trustees is 
responsible for contracting with the Interim or Consulting minister if approved.  The Interim or Consulting Minister 
may be dismissed by a majority vote of the Board. Eligibility for Minister, or any person employed by the 
Congregation, shall not be restricted on the basis of age, national origin, race or color, gender, sexual or affectional 
orientation, or physical challenge. The process for “calling” a permanent Minister is: The Minister shall be “called” 
upon recommendation of the Ministerial Search Committee by a four/fifths majority of voting members of the 
Congregation present at any meeting legally called for that purpose.  Quorum for such a meeting shall be forty 
percent of the voting members.  The Minister may be dismissed by a majority vote of voting members present at 
any meeting legally called for that purpose.  Quorum for such a meeting shall be forty percent of the voting 
members.   

Section Five: If a Minister chooses to resign, three months notice shall be required, except that the Board of 
Trustees may allow a shorter interval.   In the case of dismissal, three months salary shall be paid to the Minister.  

Article IX:  Ministerial Committees 

Section One: Committee on Ministry 

The Committee on Ministry shall consist of three voting members appointed by the Board, in consultation with the 
Minister, each serving a rotating three year term.  One new person shall be appointed each year.  The Committee 
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shall meet with the Minister at least four times a year acting as a liaison between the Minister and the congregation, 
reporting to the Board as it deems necessary. The committee shall be responsible to review and modify the 
Minister’s contract. The purpose of a Committee on Ministry shall be to (1) strengthen the quality of ministry in the 
congregation (2) Implement ‘Right Relations Policy” by encouraging direct and constructive communication among 
members of the congregation and between members of the congregation and the minister, standing committees, 
and the board. 

Section Two:  Search Committee 

The Ministerial Search Committee shall consist of five voting members elected by the congregation.  The Board of 
Trustees shall put forth three nominees for the committee.  The congregation will submit nominations for the other 
two posts and the board shall determine the final slate of five nominees.  A congregational vote to elect these 
candidates will be conducted at either one of the regularly held congregational meetings or a special congregational 
meeting to be called by the Board.  This committee shall be convened only in the event of a Ministerial vacancy. 

Article X: Standing Committees 

Section One: Standing Committees shall be formed each November for the following year.  

Section Two: Each committee shall: 
• elect its own chair who is a member of the congregation;  
• maintain a written record of the committee’s operations to be passed on the succeeding chairperson;  
• provide a monthly report to the Newsletter Committee;  
• provide a written report for the Semi-Annual Congregational Meeting; 
• prepare and submit an annual budget request by October 15.   

Section Three:  The Standing Committees and the duties prescribed shall be: 

A. Arts Committee:  The Arts Committee shall be responsible for planning cultural events, including but not limited 
to: art shows, concerts, exhibits, coffee house programs, plays, etc 

B. Building and Grounds Committee:  The Building and Grounds Committee shall be responsible for maintaining 
and improving the property, real and personal, of the Congregation.  It shall review all contracts essential to the 
maintenance of the building and grounds at least once a year.  

C.  Sunday Services Committee:  The Sunday Services Committee shall, together with the Minister, be 
responsible for assuring the planning and publicizing of the Sunday programs to achieve the Congregation’s 
purpose. 

D. Social Action Committee: The Social Action Committee shall inform the Congregation of opportunities for 
individual or collective action in addressing social problems, and shall inform the Board of any disbursement of 
budgeted charitable funds. 

E. Stewardship & Finance Committee:  The Stewardship & Finance Committee shall be responsible for the 
preparation of the budget, to be presented at the Annual Congregational Meeting, and shall organize the annual 
stewardship pledge drive. 

F. Membership Committee:  The Membership Committee shall be responsible for 

• keeping the membership file current; 
• maintaining contact with  newcomers, friends and members; 
• with the minister, orienting newcomers and new members to the functions of the Congregation; 
• welcoming newcomers at worship services. 

G.  Communications Committee: The Communications Committee       

• shall be responsible for publicizing all events  
sponsored by the Congregation, as requested by the Board, Committee Chairs, or the Minister; 

• shall maintain and update the website;  
• shall publish a newsletter of congregational  

 activities; 
• shall coordinate external communication  

  including press releases, brochures and other  
  UUCRT publications. 
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H.  Lifespan Religious Exploration Committee: The Lifespan Religious Exploration Committee shall be 
responsible for 

• planning and coordinating Liberal Religious  
Education programs for adults, youth and children of the Congregation; 

• interviewing prospective teachers and nursery 
aides and making personnel recommendations to the Board; 

• ensuring the presence of full staff and volunteers as needed for RE Classes. 
 

I.  Green Sanctuary Committee:  The Green Sanctuary Committee shall:        
• work with the Congregation’s committees to  

provide environmental programs for the Congregation and the wider community;   
• facilitate the Congregation’s efforts to seek and maintain accreditation as a Green Sanctuary, as granted by 

the UUA.   
 

Article XI: Special Committees: The President and/or the Board may appoint special committees as needed.  The 
recommendations of such committees shall be approved by the Board before being carried out.  

Article XII: Reserves:  The Congregation shall maintain an amount at least equal to the annual budget in FDIC or 
conservatively managed investment accounts.  Should the reserve amount fall below the annual budget amount, 
10% of succeeding budgets shall be set aside annually until reserves once again equal the annual budget.   

Article XIII: Fiscal Year: The fiscal year shall begin on January 1st and end on December 31st. 

Article XIV: Amendments: The Bylaws may be amended at a Congregational Meeting by approval of 2/3 of the 
voting members present.  Proposed changes shall be provided to the Congregation as stated in Article VI Section 
five.  

 
 

  



 23 

 
BUILDING USE 

 
Alcohol Policy 
 
The Board recognizes that committees which plan refreshments or food functions, including 
alcoholic beverages, as part of their service to the UUCRT also accommodate the needs of 
those who do not use alcohol. In addition, we hope that members, friends and guests use 
alcohol responsibly at UUCRT functions. 
 
The Board requests that each committee consider: 
 

1. The committee’s attitude towards the use of alcohol on UUCRT premises. 
2. The presence of children at a given program or event, given our Religious Education 

safety policy, whether alcohol is appropriate to the event and the monitoring and serving 
of alcohol by a responsible adult over the age of 21. 

 
Building Use Considerations  
 

1. The UUCRT facilities may be used by organizations, clubs, or associations not 
sponsored by the UUCRT for a building use fee. See Fee schedule. The Building Use 
Schedule shall apply to all outside use, and payment of the fee and any deposits will be 
required to reserve the space. If the event is cancelled less than one month before it is to 
occur, the reservation fee will not be refunded. For ongoing building use, the fee for any 
month is due by the first day of the month. 

2. Building use fees are assessed per unit of time the space is utilized, and whether the 
event or organization is not-for-profit or for profit. 

3. A set-up and clean-up fee will be assessed for use of the fellowship hall for any event 
where food or drink will be served. 

4. Space is available for outside use after 6pm Monday through Friday, contingent on 
UUCRT event calendar and in coordination with The Birch School calendar. Saturday, 
day and/or evening and Sunday afternoon/evening use is contingent upon UUCRT 
calendar availability.  

5. UUCRT committee events/fundraisers need to be cleared through the Stewardship and 
Finance Committee after completion of the Non-Fundraiser form or Fundraiser form. The 
form (see attached) is given to the Stewardship and Finance Committee Chair for review, 
calendar clearance and board approval. Once approved by the Board, the UUCRT Board 
Secretary lists the event on the electronic website calendar. 

6. The President of the UUCRT Board of Trustees may make independent decisions for 
one-time building use. 

7. The Board of the UUCRT must vote on ongoing building use. 
8. Members of the UUCRT may utilize the UUCRT, pending calendar availability, for 

weddings at no cost. Building use for personal events (e.g. parties for birthdays, births, 
etc.) will be assessed according to the non-profit fee schedule, in discussion with the 
UUCRT President. 

9. All parties are expected to return the facilities to their original condition, without damage 
incurred; otherwise repair fees may need to be levied. 

10.  Opening and closing of the building with regard to building use events will be decided in 
cooperation with the President of the UUCRT. 
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11.  The purpose and use and events must be consistent with UU values. 
12. For purposes of indicating the location of the event, the UUCRT’s name and address may 

be used in even publicity, but NOT the UUCRT’s phone number.  Users must not imply in 
their publicity that their event is sponsored by the UUCRT.  

13. Smoking is NOT permitted anywhere within the buildings or on the playground area. 
14. Removal or rearrangement of artwork, papers, or flyers from UUCRT bulletin boards is 

not permitted by outside building users. 
15. Any movement of the piano, pulpit or chairs in the sanctuary is not permitted by non-

UUCRT building users without prior permission by the UUCRT President. 
16. Use of thumbtacks, nails, or tape on walls or woodwork is not permitted by building event 

users (UUCRT AND non-UUCRT).  
 

BUILDING USE FEE SCHEDULE 
UUCRT Building Use Donation Request for non-Commercial Use 

 
Building Use Donation Requests for Sanctuary  

Congregational members in good standing may use the Sanctuary free of charge for "life passage events" 
such as weddings, memorial or funeral services, child dedications or any ceremonial event.  All other use of 
building facilities by members will be at a reduced rate.  All users of the building must adhere to the 
UUCRT Building Use Policy. 

Donation for non-members to utilize the Sanctuary for a ceremony:  $100 

Building Use Donation Request for UUCRT Fellowship Hall 
 

 Donation for one-time events, i.e. birthday parties, wedding receptions 
 

• Members:    $100 for a 3 hour block/$35 each additional hour 
• Non-members:    $200 for a 3 hour block/$50 each additional hour 

 
 Donation for recurring events, i.e. 12 week workshop series (2 to 3 hour blocks) 
 

• Members:    $35 (if not for a solely UUCRT audience) each use 
• Non-Members:   $65 each use 

 
Building Use Donation Request for RE Wing and Facilities 

 
Donation for one-time events, i.e. business meeting 

 
• Members:    $30 for a 3 hour block/$10 each additional hour 
• Non-members:    $45 for a 3 hour block/$20 each additional hour 

 
 Donation for recurring events, i.e. 12 week workshop series (2 to 3 hour blocks) 
 

• Members:    $20 (if not for a solely UUCRT audience) each use 
• Non-Members:   $35 each use 

 
Building Use Donation Request for Churches and other non-profit organizations - $50.00 

Community Support Groups may be granted access to space in the building on a free will donation basis upon approval by the 
Board of Trustees. 

Approved by Board of Trustees (10/25/10) 
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UUCRT BUILDING USE POLICY 
(Adopted Board of Trustees 10/25/10) 

 
We reserve the right to refuse the use of the UUCRT Building to groups or persons, or for uses that are 
incompatible with our beliefs and purposes.  References may be requested. 
 
All users of the UUCRT Building shall adhere to the following:   
 
1. Smoking is prohibited in our building. 
2. Food and drink are prohibited in our Sanctuary. 
3. Users will comply with state laws regarding the serving and consumption of alcohol.  

The sale of alcohol is not permitted.  
If alcohol is to be served at a function, users will 
1) not serve or allow others to serve alcohol to a minor; 
2) not serve or allow others to serve alcohol to anyone who is obviously intoxicated; 
3) not allow any guests to take alcohol outside the building; 
4) be required to hire one or more professional bartenders who shall not drink alcohol during 

the event; 
5) not allow alcohol to be provided by anyone other than the host or host group; and 
6) not allow alcohol to be served during events which center on a person(s) who are under 21 
years of age.   

 4. Walls.  Users of the building are not authorized to hang anything on our walls that would incur 
any damage:  i.e. holes in the walls, paint removal, etc.   
5. The telephone is to be used for emergency purposes only.   
6. Furniture needs to be returned to its original state upon vacating the building.   
7. Kitchen and Food.  We allow private caterers to deliver and serve food at our facility and users 
can bring their own.  Coffee and tea pots are available upon request.  (All Food and Drinks, including 
coffee, tea, sugar, milk, butter, etc. need to be brought in for the event.  The UUCRT cannot supply these 
items and food and drink in the cabinets and refrigerator which belong to the UUCRT should not be 
utilized.)  
8. Clean-up and Garbage.  Users of the building are responsible for complete clean-up of any 
section of the building that was utilized, and garbage should be placed in the bins in the basement.  (If the 
basement is locked, please leave collected garbage in our kitchen).   
9. Recycling is required in our building and bins are provided in our kitchen.   
10. The Building must be vacated by 11:00 p.m. 
11. Users of the building must make it clear in publicity and any public statements that the UUCRT 
does not endorse or support their actions/position, statements, etc. if requested to do so.   
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UUCRT BUILDING USE AND HOLD HARMLESS AGREEMENT 
 
On behalf of __________________________________________, the Requesting Organization,  
I, _______________________________, as ____________________________, and 
I, _______________________________, as _______________________________, of the Requesting 
Organization, am an authorized representative of the Requesting Organization, state that we shall use the building 
and grounds of the Unitarian Universalist Congregation at Rock Tavern, Inc. (“the UUCRT”) for the requested 
building use referred to on the Building Use Request (hereinafter referred to as “the Activity”).   
 
We understand and agree that the UUCRT nor its trustees, representatives, employees, or agents may be held liable 
in any way for an occurrence in connection with the Activity which may result in injury, harm, or other damages to 
the undersigned or members of our organization and guest, invited or not.  We understand and agree to the rules for 
building use listed in the UUCRT Building Use Policy.   
 
As part of the consideration for being allowed to use your facility, building, and grounds, as well as, all appliances 
and fixtures in the Activity, we assume all risk in connection with participation in the Activity.  We further release 
the UUCRT, its trustees, employees, agents, or representatives for any damage which may occur while participating 
in the Activity. We further agree to same and hold harmless the UUCRT, its trustees, employees, agents, or 
representatives from any claim by the undersigned member of the Requesting Organization, their estates, heirs, or 
assigns arising out of or participation in any form or fashion in the Activity. We also authorize the UUCRT, its 
employees or agents to render or obtain such emergency medical care or treatment as may be necessary should any 
injury, harm, or accident occur while participating in the Activity. 
 
User will comply with state laws regarding the serving and consumption of alcohol.  The sale of alcohol is not 
permitted.  If alcohol is to be served at a function, users will:   

1) not serve or allow others to serve alcohol to a minor; 
2) not serve or allow others to serve alcohol to anyone who is obviously intoxicated; 
3) not allow any guests to take alcohol outside the building; 
4) be required to designate one or more bartenders who shall not drink alcohol during the event; 
5) not allow alcohol to be provided by anyone other than the host or host group; and 
6) not allow alcohol to be served during events which center on a person(s) who are under 21 years of 
age.   

 
Please initial that you have read and agree to the above Alcohol Restrictions: _______________ 
 
I/We further state that I/we are authorized to sign this agreement: that I/we understand the terms herein are 
contractual and not mere recital: and that I/we signed this document of my/our own free act and volition. I/We 
further state and acknowledge that I/we have fully informed ourselves of the content of this affirmation and release 
by reading it before I/we signed it. 
 
I/We have executed this affirmation and release on the ______day of _______________, 20__. 
 
Signature: _______________________________________  
   
Signature: ________________________________________ 

 
 

BUILDING USE REQUEST  
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                                                                        Today’s Date: ______________________ 

RequestingOrganization:____________________________________________________Street 

Address:_______________________________________________________ 

City, State, Zip:_______________________________________________________ 

Phone Number:____________________________Email:________________________   

Name and contact information for authorized representative of Requesting Organization: 

__________________________/______________________/______________________ 

 Name    Phone Number  Email Address 

 

__________________________/______________________/______________________ 

 Name    Phone Number  Email Address 

 

Purpose of Building Use:   

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

Building Use Rooms requested, check all that apply: 

_______ Sanctuary   _______ Fellowship Hall  _______ Kitchen 

_______ Indoor only          _______ Outdoor only        _______ Indoor & Outdoor 

_______ Religious Education Rooms (1, 2, 3)  

_______ One Time Activity   _________Recurring Activity Use 

 

Date(s) of Use:  __________________________________ Hours of  Use:____________ 

------------------------------------------------------------------------------------------------------------ 

UUCRT USE: 
Request received Date:  ________________  By Whom:________________ 

Hold Harmless Receipt Date:  ___________  By Whom:________________ 

Request approved Date:   ______________  By Whom:________________ 

Payment, if any, received:  $_____________  Check No._________________ 

Notes:_____________________________________________________________   
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Building Use – The Birch School 
 

The following agreement was signed in May 2014: 
 

BUILDING SHARING AGREEMENT 
 

 
 THIS BUILDING SHARING AGREEMENT (“Agreement”) is made this ___ day of ________, 
2014, by and between UNITARIAN UNIVERSALIST CONGREGATION AT ROCK TAVERN 
(“UUCRT”) a Religious Corporation with an office at 9 Vance Road, Rock Tavern, New York 12575 and 
WATERSHED LEARNING CENTER (“Watershed”), with an office at 279 Seaman Road, Circleville, 
New York 10919.  
 
 WHEREAS, UUCRT owns a building located at 9 Vance Road, Town of New Windsor, County 
of Orange; and 
 
 WHEREAS, Watershed is a School duly Licensed by the State of New York; and  

 WHEREAS, Watershed is desirous of continuing to utilize space at the building owned by 

UUCRT and UUCRT is desirous of having the school operate at the building; 

 NOW, THEREFORE, in consideration of the mutual covenants contained herein, the parties agree 
as follows:  
 
 1. Building Sharing.  Subject to the terms and conditions of this Agreement, Watershed shall 
have the non-exclusive right to use the building solely for use in connection with the operation of the 
school and for no other use.  In addition, Watershed, their students and invitees will have the non-
exclusive right in conjunction with UUCRT and their congregation members and invitees to use the 
parking area of 9 Vance Road. 
 
 2. Cooperation.  The parties agree that they will use their best efforts to cooperate with each 
other to minimize the interruption of their operations.  The parties will use their best efforts to work 
together to resolve conflicts and disputes that may arise between them, including, without limitation, 
scheduling conflicts (i.e., rooms, hallways, kitchen spaces, sanctuary, etc.). 
 
 3. Term.  This Agreement shall commence on August 18, 2014 and will terminate on June 
19, 2015, with an option to renew for three (3) additional one year terms if both parties agree to terms of 
one year.  
 
 4. Reimbursement of Expenses.  Commencing on Aug. 18, 2014 and on the same day of each 
successive month thereafter, Watershed agrees to pay to UUCRT the sum of $2,000 per month to June 19, 
2015 for use of the space on weekdays from 8 a.m. to 6 p.m. as a contribution to the fixed expenses of the 
building.   
 
 5. Reimbursement for Variable Building Expenses.   Watershed agrees to pay to UUCRT on 
or before the first day of each month, upon being invoiced by UUCRT, the sum equal to the cost incurred 
from UUCRT during the preceding month in connection with the expenses identified on the attached 
Schedule A.   
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 6. Representations and Covenants of Watershed.  Watershed represents to UUCRT that they 
are a duly licensed and qualified education facility in good standing and authorized to operate an 
educational facility in the State of New York.  Watershed agrees that at all times during the terms of this 
Agreement they will remain duly licensed and qualified to run an educational facility within the State of 
New York, and will remain in compliance with all State of New York requirements and procedures 
including safety procedures such as fire drills.  
 
 7. No Partnership.  The parties agree that this Agreement should not be construed to create a 
partnership, joint venture or other similar profit-sharing arrangement.  Furthermore, the parties agree that 
this Agreement should not be construed to authorize either party to act on behalf of, or in any way bind, 
the other party. Except as specifically set forth herein, each party will be responsible for the payment of 
his or its own expenses, including, without limitation, income taxes, self-employment taxes, worker’s 
compensation, disability insurance, retirement benefits, professional dues, continuing education and 
insurance.  
 
 8. Insurance.  During the term of this Agreement, Watershed will maintain insurance with 
customary terms and amounts, as are generally maintained by educational facilities in Orange County, 
State of New York. Each party hereby assumes the risk of loss with respect to their own personal property 
and each agrees to maintain casualty insurance with respect thereto. 
 
 9. Indemnity.  Each party agrees to indemnify, defend and hold harmless the other party with 
respect to claims, cause of action, damages, fees (including reasonable attorney’s fees) costs or expenses 
which the other party incurs or becomes subject to as a result of the following. 
  
  (a)  a breach of this Agreement by the other party;  
   
  (b)  a claim of negligence resulting from the activities of the other party; or 
  
  (c)  any cost or expense of the other party; 
 
 10. Severable Provisions.  The provisions in this Agreement are severable, and if any one or 
more provisions may be determined to be illegal or otherwise unenforceable, in whole or in part, the 
remaining provisions and any partially unenforceable provision to the extent enforceable in any 
jurisdiction shall nevertheless be binding and enforceable. 
 
 11. No Interest in Real Estate.   The parties acknowledge and agree that this Agreement is not 
intended to create an interest in real property or convey to Watershed an interest in the Premises and that 
this Agreement does not constitute a lease. 
 
 12. Termination.  This Agreement will terminate upon the happening of one of the following 
events: 
  (a)  Upon a breach of this Agreement by Watershed which breach is not cured within five 
(5) days after UUCRT notifies Watershed in writing of their default. 
 
  (b)  Upon expiration of the term set forth in Paragraph 3, above, without the parties 
agreeing to extend this Agreement. 
 
 13. Governing Law.  This Agreement is executed, delivered and will be solely performed in 
the State of New York.  Any dispute will be governed by the laws of the State of New York. 
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 14. Taxes.  In the event that the State of New York, County of Orange, Town of New Windsor, 
and the Washingtonville Central School District impose any real estate tax upon UUCRT because of the 
activities of Watershed, Watershed agrees to pay such tax as additional reimbursement.  Parties 
acknowledge that because of the use of premises at this time as a non-profit religious corporation there is 
a full exemption from property tax.  If the use of the premises by Watershed is deemed to be in violation 
of the laws causing an exception to cease, Watershed agrees to pay any amount of tax that is due because 
of their use and occupancy. 
  
 15. Entire Agreement.  This Agreement, including the attached Schedule A,  constitutes the 
entire agreement between the parties with respect to the subject matter hereof, and this Agreement is 
intended to supersede any prior discussions, agreements or writings.  Any amendments or modifications 
to this Agreement must be in writing and must be signed by the party against which enforcement is 
sought. 
 
 16. Binding Effect.  This Agreement will be binding upon the parties and their respective 
heirs, legal representatives and assigns. 
 
 17. Assignability.  This Agreement may not be assigned by either party, and any purported 
assignment or attempted assignment will be null and void and of no force or effect whatsoever.  
 
 18. Force Majeure.  UUCRT will not be deemed to be in default of this Agreement as a result 
of being unable to perform its obligations hereunder as a direct or indirect result of cause beyond the 
reasonable control of UUCRT; provided, however, in such event, both parties shall use reasonable efforts 
to remedy the conditions preventing such performance hereunder. 
 
 IN WITNESS WHEREOF, the parties hereto have executed this Building Sharing Agreement on 
the day and year first above written. 
 
    UNITARIAN UNIVERSALIST CONGREGATION  
    AT ROCK TAVERN 
 
   By: __________________________________________ 
    Keith Jordan, President 
 
    WATERSHED LEARNING CENTER 
 
   By: _______________________________ 
    Kate Fox 
 
   By: _______________________________ 
    Edward Helbig  
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SCHEDULE A 
 

Agreement to start on Aug. 18, 2014 and run through June 19, 2015, with an option to renew for up to 
three years if both parties agree. 
 
Watershed will have access to building prior to Aug. 18 with approval from UUCRT representative for 
the purpose of setting up for the school year.  
 
Watershed will not be using building from June 16 to Aug. 15, 2014 so building use payment will not be 
due those two months and building usage will be at discretion of UUCRT. 
 
In signing this agreement, Watershed attests to having filed for incorporation as a not for profit entity.  
 
Utilities:  UUCRT will track average utility costs. Watershed will pay usage above those costs if UUCRT 
requests it. 
 
Garbage and recycling: UUCRT currently has a contract for garbage and recycling removal. Watershed 
may partake of that at no cost. However, if hauler charges additional fees because of increased volume, 
Watershed will pay the difference. 
 
Internet: UUCRT currently has DSL service through Frontier. Watershed is welcome to utilize that 
service at no cost. 
 
Snow plowing: Watershed will assume responsibility for snow removal on driveway, parking lot and 
walks. UUCRT will pay 50% of the cost of snow removal; Watershed 50%. 
 
Mail delivery: Watershed may erect mailbox, after conferring with Rock Tavern Post Office for proper 
location, for delivery to 9 Vance Road. 
 
Lawn care: UUCRT currently has a contract for lawn care every other week at $100 per week. Contractor 
will mow every week for $75 per week, if Watershed so desires. If so Watershed will pay for lawn care 
every other week. If not, UUCRT will cover lawn care costs at $100 every other week. 
 
Cleaning service: UUCRT and Watershed will each take responsibility for cleaning the building after 
using it, in consideration of its later use by the other party.  
 
UUCRT is responsible for cleaning and paper goods after large events like holidays, celebrations, 
weddings, etc. 
 
UUCRT and Watershed will share equally in the cost of bubbler water. 
 
Watershed Learning Center will utilize the building from 8 a.m. to 6 p.m. Monday through Friday. 
Evening/ weekend/summer hours will be available for after school programs and parent conferences if not 
in conflict with scheduled UUCRT activities, with prior consultation with congregational representative. 
Cost of each additional hour will be $25 per hour after Watershed has utilized four additional hours per 
month. 
 
Watershed may, at its discretion, purchase locked cabinet for secure storage, in building, for some 
equipment. Cabinet may be placed in a corner of the Fellowship Hall. Watershed may, at its own expense, 
purchase an outside storage shed. Siting to be determined. Watershed will require storage area in 
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basement of approximately 20’ by 15,’ this area being marked on the floor with tape, with height 
clearance for sprinkler heads and away from wall valves. 
 
Watershed’s furniture will be placed in RE rooms, and fellowship hall in consultation with congregational 
representative. 
 
Watershed will have full use of the first (larger) office and closet. The UUCRT minister and officers may 
use a designated part of that office for pastoral care purposes and meetings as needed on weekends. A 
meeting space will be designated within the office with the dimensions of 7’ by 7’ that is furnished in a 
manner that is mutually agreeable to the minister and Watershed and kept cleared for weekend use. 
UUCRT access to the first office can take place on weekends when minister and/or church leaders are 
present. Both UUCRT and Watershed will make every effort not to disrupt items and furnishings in the 
office. The UUCRT will have exclusive use of the second (smaller) office. 
 
Watershed will have full use of kitchen, appliances, dishes and silverware, and may store items in 
consultation with congregational representative. Watershed to provide its own refrigerator. 
 
Fire extinguishers: UUCRT will maintain fire extinguishers. 
 
Watershed has the right to use rugs or carpets in the fellowship hall and classrooms but will be 
responsible for their cleaning and storage, if necessary, prior to the weekend. 
 
Watershed will have full use of the building and appliances and will use the sanctuary only for 
appropriate functions, i.e. music, theater, meetings and conferences during the day, and occasional 
evenings in consultation with the congregational representative and UUCRT calendar. No food or 
beverages allowed in the sanctuary. 
 
Watershed will use existing coat racks for coats and shoes or provide one after conferring with 
representative. 
 
Signage: UUCRT agrees to allow Watershed to place appropriate signage at entrance on driveway, near 
entrance to Vance Road and near large UUCRT sign on Rt. 207 providing such signage meets Town of 
New Windsor regulations. 
 
Insurance: Watershed to provide certificate of insurance.  UUCRT will provide tenant with insurance 
certificate. If UUCRT’s insurance costs increase due to Watershed’s use of building, Watershed will 
offset those costs. 
 
Watershed will realign classroom table/seating in each classroom, Fellowship Hall and office for UUCRT 
use of space on the weekends. UUCRT will put away tables/seating and other items used during the 
weekend to prepare for WLC use during the week. 
 
Watershed agrees to remove or move its furniture during summertime usage of building by Family 
Promise, approximately two weeks. 
 
UUCRT will keep the classroom and basement doors locked and restrict access to them before and after 
Sunday RE classes and during evening and weekend events and activities that are not UUCRT affiliated.  
Watershed will make sure that classrooms and basement doors are locked at the end of the school day. 
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UUCRT will refrain from use of the building when learning center children are present. If it is necessary 
for congregants to be in the building during school hours Watershed Learning Center requests 24 hour 
advance notice (to keep a safe building with everyone present having background checks, etc.). 
 
Use of outside grounds: Plantings and installation of play equipment is permitted after consultation and 
agreement with congregational representative. 
 
Septic system: Cost of pumping of septic tanks, if needed, will be divided 70% Watershed, 30% UUCRT. 
No heavy equipment or items can travel over or be installed on underground tanks or septic field. No 
discharge of chemicals not compatible with septic system. 
 
Cleaning supplies and paper products: UUCRT and Watershed will continue to separately purchase 
cleaning materials and paper products and will track those expenditures from September through June and 
devise a methodology to fairly split the costs. 
 
Watershed will make best efforts to be a good neighbor to surrounding residences. 
 
Board Policy Decisions Regarding Building Use: 
 

§ To allow the Hudson Valley Folk Guild use of the UUCRT building the second Saturday 
of every month starting Oct. 9th, on a 6-month trial basis (6/2010). 

 
§ It is imperative we establish a rental policy asap.  Among many issues discussed was an 

alcohol policy.  An unofficial vote showed that 2/3 majority of board members were in 
favor of allowing alcohol “with conditions”. 
Building reservations are made “with deposit”.  
Rental costs: non-member $200 for block of 3 hours and $50 for each additional hour.  
Members $100 for block of 3 hours and $35 for each additional hour (8/2010). 

 
§ Extend building rental agreement with the Hudson Valley Folk Guild through December 

2011 (3/2011). 
 

§ Pursue business arrangement with John J. Lease Realtors and advertise UUCRT space 
for rental on MLS (7/2011) 

 
§ Board move forward with working out an agreement with Kate Fox and Ed Helbig’s 

proposal for use of UUCRT space for a school and that a lease agreement be drafted 
(April 4, 2012). 

 
§ Voted to sign covenant between the UUCRT and Family Promise to be a host 

congregation for another year (April 3, 2013). 
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COMMUNICATIONS 
 

All-UUCRT Communications 
 
All UUCRT communications representing the Congregation as a whole, including emails and 
newsletter, with the exception of those associated with congregational meetings and weekly e-
blasts, must be reviewed and approved by the Communications Committee chair and/or 
President of the UUCRT. 
 
Bulletin Boards 
 
The use of bulletin boards shall be designated by the Building and Grounds Committee in 
conjunction with individual standing and special committees. Responsibility for what is posted, 
and the timely removal of outdated items, on those boards rests with the Committee chairs. 
Board Minutes or related Board items will be posted and monitored by the Board Secretary. 
 
If the item posted does not include a date in the body of the copy, a date must be written in the 
lower corner so that the announcement can be removed in a timely manner, post-event. Flyers 
and other documents are not to be posted on doors or walls of the UUCRT. 
 
A separate bulletin board shall be designated for exclusive use by the Birch School within the 
Fellowship Hall and vestibule. Only school events may be posted at the discretion of the school. 
The school will be responsible for monitoring the Board and removal of material.  
 
Committee Communication with the Board  
 
A Board liaison member will be assigned/designated to each standing UUCRT committee. It is 
the responsibility of that Board member to obtain minutes of the committee’s latest meeting and 
activities and submit the information to the President and Board members prior to the monthly 
Board meeting.  Committees are encouraged to submit meeting and event information to the 
UUCRT monthly newsletter by the middle of the month preceding publication. 
 
Duties of Committee Chairpersons  
 
Each committee chair shall assure that an annual report is given at the May Congregational 
Meeting. Committee Chairs are to hold regularly scheduled meetings, create an annual budget 
for the following calendar year, to be submitted to the Treasurer by the beginning of October. 
Committee Chairs are elected to one year terms, which are renewable. Committee member 
sign-ups are encouraged in November, with the Committee Chair encouraged to be elected by 
the 1st of December. 
 
Committee Chairs are encouraged to attend Leadership Training events.  
 
Sunday Order of Service Announcements 
 
The Sunday Service Committee is responsible for the Sunday Order of Service. If a paper Order 
of Service (OoS) is utilized, announcements may be inserted, if received by Wednesday 
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evening before the Sunday service, by the designated person or Worship Associate creating the 
OoS. A separate bulletin board for Announcements, to be posted weekly, may be set up in the 
entry hallway for members to put up announcements. The Committee Chair is responsible for 
the removal of outdated information. 
 

Guidelines for Email Communications 
(Adopted by the Board of Trustees June 5, 2014) 

I.                Purpose 

 The purpose of these email guidelines is to support the needs of the UUCRT community in 
communicating on a timely basis about issues of importance. 

 II.              Types of Email Uses 

 Email can be used for general announcements, urgent announcements, and as a tool by committees for 
communicating with each other and reviewing documents and other material. 

III.            Guidelines 

 Email is a valuable tool for communication but also has many downsides as well.  The following 
guidelines should be read and understood by anyone who is using email to communicate with or for the 
congregation or committees within the congregation. 

  a.       Why do we need email guidelines?  

We wish to maximize the good and minimize the bad that comes with email. Any growing human 
organization of UUCRT’s size faces challenge of maintaining effective communication among its 
members.  

Our words on the screen are not accompanied with the gestures, inflection, or other signals that humans 
use to interpret the message. As such, the possibility of miscommunication is increased, and with email 
the miscommunication can get to a greater audience faster. This also holds for messages that might be 
embarrassing, sent without the filter of second thought, intended to hurt someone’s feelings, or otherwise 
inappropriate. In any such event, the result could range from mere irritation to creating fissures in the 
community. We also must address concerns about privacy, confidentiality, and security that attend the 
use of email. 

 b.       Use of Email 

The overarching rule is that email should be used primarily as a means to announce, organize, make 
inquiry, and provide supplemental information for sanctioned  meetings, business, or activities of the 
UUCRT.  It should be supplemental to, and not be a substitute for face-to-face interaction or meetings.  

Messages may also relate to meetings or activities that occur outside the congregation, but should be 
reasonably considered of interest to the whole  UUCRT community and not a special interest group. This 
is not a bulletin board or a soapbox. 

 If you wish to have a message broadcast to the UUCRT community, send your request to the 
Communications Committee or the Board President. 

 c.       Caution is in order when using email.  
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Our words are immortalized once the SEND button is pushed, so assume the world will read your 
message, because it may.  Or in other words, if your message is something you would not like to 
hear read from the pulpit someday, do not send it.  

 Without face-to-face communication, attempts at humor, irony, sarcasm, and wit are often 
misinterpreted. Some may view your joke as an insult or criticism, which is inconsistent with creating a 
beloved community. If this should somehow happen,  we would encourage the recipient of the perceived 
slight  to consider another medium of communication such as the phone, and not fire off a hasty 
response that often exacerbates the situation. Both sides should remember that, unlike personal 
conversations that fade with time, impulsive (and permanent) email responses can be printed, circulated, 
stripped of context, and acquire a meaning that was never intended. So, figuratively speaking, do not 
attach negative emotion to your email. 

 d.       Best impressions are lasting impressions.  

Begin with a clear and meaningful subject line. The text should be concise and to the point. Always 
use correct grammar, spelling, punctuation, and sentence structure, as this is an important means of 
communicating what is intended and lessens the possibility of your message being misconstrued. 
Also, carelessness in this regard may convey a poor impression of you and our community. 

 e.       Be responsible about use of the email system.  

This is in particular regard to sending attachments that may have a virus, but also avoid attaching 
unnecessary or very large files. If you receive a message intended for another user, forward it with a 
brief explanation. Do not just ignore it. 

 Be thoughtful and judicious about the use of the “REPLY ALL” button and to whom you send a copy of 
your message.  Unless there is an explicit call for action on the part of the recipient, ask yourself if they 
really need the information you are about to send. 

 f.        An incomplete list of “don’ts”. 

• Do not send personal information (address, phone number) without permission.  
• Do not send spam.  
• Do not send virus warnings.  
• Do not harvest email addresses for spamming or sending advertisements.  
• Do not insult or criticize via email.  
• Do not forward chain letters.  
• Do not use offensive language.  

g. Proprietary email lists 

   The UUCRT uses a commercial marketing program – Constant Contact – to provide weekly email 
updates on upcoming events to members, friends and other interested parties. Access to this program 
and contacts is limited to members of the congregation’s Communications Committee and designated 
board of trustee members. It can only be used for UUCRT purposes. 

   The congregation also compiles a separate and similar list of members, friends and others for 
distribution of its monthly newsletter, the Chalice Light. Again this list should be accessed only by 
Communications Committee members and designated board members. When using this list of 
approximately 260 plus addresses, please use only the “bcc” field so that email addresses are protected.                                
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FINANCES 
 
Treasurer 
 
The Treasurer is responsible for overall supervision of the financial operations of the UUCRT, 
including receipt of monies, payment of bills and reimbursements of expenses and all 
associated bookkeeping. The Treasurer is elected by the membership and serves for a one-year 
term, renewable up to a maximum of three years within a six-year period.   
 
Specific finance-related activities of the Treasurer include: 
 

§ Review invoices and other payment requests and sign checks. 
§ Maintain accurate bookkeeping of all receipts, deposits and expenditures. 
§ Manage all aspects of endowment monies received quarterly from UUA as well as 

make deposits designated for endowment accounts. 
§ Create and submit monthly status reports of the UUCRT’s financial condition and 

account balances for Board meetings. 
§ Create and submit report of the UCCRT financial condition and account balances 

for semi-annual Congregational meetings (November and May). 
§ Intervene and consult with minister, committee chairs and Stewardship and 

Finance Committee as necessary to assure efficient and accurate financial 
management. 

§ In conjunction with the Stewardship and Finance Committee, create a budget for 
submission to the Board by the end of October. 

§ In conjunction with the Stewardship and Finance Committee, oversee the annual 
pledge drive. 

 
 
Annual Pledge Drive 
 
The Stewardship and Finance Committee is responsible for organizing an annual canvass to 
obtain pledge information from members and friends in order to make up the annual budget.  
The form and nature of the pledge drive can vary year to year, determined by the Finance 
Committee. Pledge information is needed to finalize the annual budget which is voted on at the 
November congregational meeting. 

 
Budget Preparation 
 
The Stewardship and Finance Committee, in conjunction with the Treasurer, will create a budget 
no later than the beginning of October, based on a reasonable estimate of member and friend 
pledges, other income and anticipated expenses. The Board of Trustees reviews the budget at 
its October Board meeting, voting on the final version to be mailed out within 14 days of the fall 
congregational meeting.  
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Accountability of Expenses 
 
Members and minister must submit to the treasurer a reimbursement form itemizing the 
expense, submitting a receipt, and obtaining Committee Chair approval for the expenditure (if 
applicable). 
 

UNITARIAN UNIVERSALIST CONGREGATION AT ROCK TAVERN 
Expense Voucher Reimbursement Form 

 
_______ Please pay attached bill, which has Committee Chair approval.   
 
_______ Please reimburse me for the following cash expenditures.   
 
Note: Always indicate the Committee or officer position to be charged for any expense incurred.  
        
______Item  ______             Committee/Officer                       ____Amount_ 
  
____________________________   _______________________________   ___________ 
 
____________________________   _______________________________    ___________ 
 
____________________________   _______________________________    ___________ 
STAPLE sales slips, if applicable.      
               TOTAL       ___________ 
 
____________________________   _______________________________ 
Requesting UUCRT Member       Chairperson Approval 
Phone #_____________________ 
 
 
TREASURER USE ONLY: Date Paid _________ Check #________ 
 
 
Sunday Offering 
 
The Worship Associate passes out two offering plates for collection of pledge monies and non-
designated funds. At the end of the service, the Treasurer will see to it that the Sunday offering 
is counted using the designated accounting form, lists the monies received, the checks 
received, and designated cash for pledges. 
A second Board or congregational  member counts the cash and co-signs the form. 
 
Procedure 
 

1) The Treasurer or designated Board member takes the offering plates from the 
sanctuary.  

2) Using an offering count sheet (see attached) from the Treasurer mailbox, in the 
office, open ALL envelopes (whether or not there is a name on it).  

3) Note on the sheet member names, who pay their pledges in cash, and the amount 
in the cash column.  

4) The money then goes into the general cash pile. 
5) Count the money and write the total on the top of the sheet 
6) Sign the sheet 
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7) Have a second Board member or designated member to count the money and 
sign the sheet 

8) Put all the money and sheet, with all the checks, and put it into the bottom of the 
Treasurer mailbox in office.  

 
The Treasurer is responsible for entering the accounting of the monies received and makes the 
deposit. 
 
Committee Chairs may request the full monies of the offering on a specific Sunday or a special 
second collection, be designated to a specific or ongoing charity. Special Collections are to be 
voted on by the Board prior to implementing during a Sunday offering.  The Treasurer is 
responsible for keeping accounting of special collections separately and working with the 
committee chair to mail out the monies designated in a timely manner. 
 
Checking Accounts 
 
Checking accounts are held with TD Bank. A separate account containing no less than $5,000 is 
available for immediate use through Fidelity. This money is a back-up reserve for emergency 
use as needed and determined by the Board of Directors. 
 
Check Writing Authority 
 
The following individuals are authorized to write checks and sign checks on the church checking 
account: Board Officers: Treasurer, President, Vice-President, Secretary.  Non-budgeted 
expense items over $1,000.00 and non-budgeted capital items require board approval. 
 
Endowment Accounts and Guidelines 
 
Endowment accounts have been established with willed monies from previous members and 
benefactors. Such funds are currently being held and managed by the Unitarian Universalist 
Association. One designated endowment accounts, the interest is returned to the UUCRT on a 
quarterly basis, depending on fair market rates at the time. These dividends and interest monies 
are put toward general budget operating costs. The Treasurer is responsible for depositing such 
funds and appropriately accounting for such monies in monthly treasurer reports to the Board. 
 
Two accounts were previously created and designated per the bylaws to contain amounts equal 
to one year’s budget for any unexpected events and expenses. Such funds could be liquidated, 
in whole or part, per UUA guidelines and time frames, and the principle used as needed by 
Board and/or congregational vote. Bylaws state that 10% of the budget is to contain savings to 
go toward this account should it drop below the yearly budget amount. Congregational vote can 
waive the savings amount in yearly budgets if needed. 
 
The Treasurer is responsible for giving an accounting of these endowment account balances 
and monies/interest/dividends received at the annual May congregational meeting.  
 

Unspecified Bequests 
 
Unspecified bequests to the UUCRT in a will or in memory of some individual that do not 
otherwise specify how they should be used shall be determined by the Finance Committee with 
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Board vote. Such monies might be deposited into the UUCRT capital improvement endowment 
fund or a designated existing endowment account. 

 
Specified Bequests 
 

Monies willed or donated to the UUCRT for the sole purpose of being an endowment with 
interest/dividends going to the UUCRT will be deposited into the existing Walter Bell UUA 
account or through the creation of a specially designated account if deemed appropriate by the 
Finance Committee and Board. 
 
Endowment Account Report 
 

UUA Endowment Fund Accounting 
July 1, 2012-September 30, 2012 

 
Beginning Balance (Total of All Accounts):    $141,709.55 
Dividends:   $480.73 
Interest:   $    6.70 
UU Administrative Fees ($ 71.14) 
Investment Management Fees ($204.07) 
Other Fees & Expenses ($103.24) 
Current Market Value:      $138,265.14 
 
Quarterly Payment: $ 1,774.19 
_______________________________________________________________ 
Delano Hitch Memorial (#610127) 
Beginning Balance:        $ 14,033.49 
Current Market Value;      $  13,695.30  
Quarterly Payment:  $177.15 
 
Annie Delano Hitch (#610233) 
Beginning Balance:        $ 28,067.02 
Current Market Value:      $  27,390.67 
Quarterly Payment:   $354.30 
 
Annie Delano Hitch Memorial (#610234) 
Beginning Balance:       $ 28,067.02 
Current Market Value:      $  27,390.67 
Quarterly Payment:   $354.30 
 
George W. Peters (#610444) 
Beginning Balance:       $  2,185.92 
Current Market Value:      $   2,133.24 
Quarterly Payment:  $   27.59 
 
Joseph (Peppi) DeNave Fund (#610733) 
Beginning Balance:       $ 68,195.18 
Current Market Value:      $  66,551.82 
Quarterly Payment:      $860.85 
 
Walter Bell Fund (#610892) 
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Beginning Balance:       $   1,160.92 
Current Market Value:      $   1,103.44 
Quarterly Payment:  $    -0- 
 
Long Term Capital Improvement (#650033) (Liquidated) -0-   Balance 
 
Long Term Investment Fund (#650034) (Liquidated)  -0-   Balance 
 

 
Debt Reduction 
 
Debt reduction is recognized by the Board of Trustees and Stewardship and Finance Committee 
as being one of the UUCRT’s primary priorities, and should receive attention during the 
budgeting process and throughout the year as needed. 
 
Repayment of member loans as well as mortgage payments to UUA, on a monthly basis, must 
be assured. It is the role of the Board of Trustees and Stewardship and Finance Committee to 
monitor that there are necessary funds to do so, as well as to meet the essential annual budget 
needs. The Board of Trustees is responsible for determining ways in which monies can be 
obtained, such as via fundraising, or through liquidation of endowment accounts, with 
congregational vote. 
 
Reserves 
 
Per the Bylaws, the Congregation shall maintain an amount at least equal to the annual budget 
in FDIC or conservatively managed investment accounts.  Should the reserve amount fall below 
the annual budget amount, 10% of succeeding budgets shall be set aside annually until 
reserves once again equal the annual budget.   
 
Mortgage 
 
The UUCRT was rebuilt, after the fire of 2006 destroyed our former building, with a $300,000 
promissory note/mortgage with the UUA. It is for 7 years, with a 7 year renewable agreement. 
Monthly mortgage payments are sent directly to UUA. 
 

PROMISSORY NOTE 
 

[CPLC Building Loan Program] 
 
$300,000.00         January __, 2010 
 
 
 FOR VALUE RECEIVED, the undersigned Unitarian Universalist Congregation at Rock Tavern 
(the "Congregation"), with a mailing address of P.O. Box 502, Washingtonville, New York 10992, 
promises to pay in or within seven (7) years to UNITARIAN UNIVERSALIST ASSOCIATION, a 
charitable religious corporation ("UUA"), or its order, at 25 Beacon Street, Boston, Massachusetts 02110, 
or at such other place as may be designated in writing by the holder of this Note, the principal sum of 
THREE HUNDRED THOUSAND AND NO/100 ($300,000.00) DOLLARS, with interest thereon from 
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the date hereof at the rate of five and 33/100 percent (5.33%) per annum (the "Interest Rate"), such 
principal and interest to be payable in installments as follows: 
 
 (1) Commencing on the fifteenth day of February, 2010 and on the fifteenth day of each and 

every month thereafter through and including December 15, 2016 (or if this Note is 
renewed as provided below, through and including January 15, 2017), principal with 
interest thereon shall be paid in equal monthly installments of $1,811.93 based on a 25-
year amortization rate; and  

 
 (2) Unless renewed as provided below, the entire unpaid balance of principal together with all 

unpaid interest accrued thereon, shall be due and payable on January 15, 2017 (the 
"Maturity Date"). 

 
 The principal and interest installment payment amounts have been calculated on the basis of a 25 
year amortization schedule, while the loan term is a significantly shorter period of time.  Accordingly, 
unless this Note is renewed, there will be due on the Maturity Date a substantial balloon payment of 
principal, in addition to accrued and unpaid interest.  Except as set forth herein, neither UUA nor the then 
holder of this Note is under any obligation to renew, extend or refinance this Note on the Maturity Date. 
 
 Any payments due hereunder that are not paid when due shall bear interest at the rate of the lesser 
of (i) the Interest Rate plus five percent (5%) per annum or (ii) the maximum rate of interest allowed by 
law, from the due date until paid, plus a late charge equal to five percent (5%) of the overdue amount. 
 
 If the Congregation fails to make any payment due hereunder on or before the due date, then the 
holder may, at the holder's option, declare the entire unpaid principal balance immediately due and 
payable. 
 
 If the Congregation ceases to be an APF Fair Share Congregation, as determined by the holder, 
then the Interest Rate shall increase by two percent (2%) per annum. 
 
 The principal balance of this Note may be prepaid in whole or in part without penalty, at any time. 
 
 The Treasury Rate is the yield per annum, determined by and in the good faith judgment of 
Eastern Bank, or a comparable financial institution, existing as of              January 8, 2010, to be the yield 
in the secondary market on United States Government Treasury obligations having a maturity date which 
is the same as, or is the nearest date subsequent to the Maturity Date, plus two percent (2%). 
 
 In addition to the events of default set out above, it is expressly agreed and understood that this 
Note may, at the option of the holder, be declared immediately due and payable and subject to foreclosure 
proceedings under the mortgage securing this Note, in the event that: (i) the Congregation fails to 
complete its Capital Campaign, as described in the Congregation's application for the loan evidenced by 
this Note and in the supporting materials submitted with the application; (ii) the holder determines that 
any of the information contained in said application and supporting materials is inaccurate in any material 
respect; (iii) the Congregation fails to submit an annual financial statement to the holder within ninety 
(90) days after the end of the Congregation's most recent fiscal year; or (iv) the Congregation shall be 
deemed to have ceased to be an active organization.  It shall be deemed to have ceased to be an active 
organization if: 
 
 1. It has been legally dissolved; 
 
 2. It has at a duly called meeting, formally voted to discontinue religious services; 
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 3. It has ceased to be a member of the Unitarian Universalist Association; 
 
 4. It has, in the opinion of the UUA, ceased to use its property for Unitarian Universalist 

purposes; or 
 
 5. It has, in the opinion of the UUA, failed to hold religious services with reasonable 

frequency. 
 
 A declaration approved by the Board of Trustees of the UUA or approved by the Executive 
Committee of said Board by not less than two-thirds of those present and voting, and duly recorded in the 
minutes of said Board or said Committee that the Congregation is in default under the terms of this Note, 
or that the Congregation has ceased to be an active organization, shall be conclusive evidence of such 
facts, and such declaration shall be binding upon the Congregation and any party or parties claiming 
under or through the Congregation, when a copy of such declaration attested to by the Secretary or 
Recording Secretary of the UUA is recorded in the Registry of Deeds or other like office in which the 
mortgage securing this Note is recorded. 
 
 The Congregation further promises that so long as any part of this Note remains unpaid, it will not 
prepay any mortgage indebtedness due others than the UUA without first paying the entire balance due 
under this Note in accordance with the terms of this Note. 
 

Provided the Congregation is not in default under this Note or any instrument given as security for 
this Note, at the Congregation’s request made no later than sixty (60) days prior to the Maturity Date, the 
UUA will offer to renew this Note for an additional seven (7) year term at the then prevailing seven (7) 
year Treasury Rate, plus two percent (2%), with equal monthly payments at the new Interest Rate on the 
basis of the same amortization period as the original seven (7) year term, such new monthly payments to 
commence with the eighty-fifth (85th) payment under this Note.  The new Interest Rate will be set no 
earlier than ten (10) days prior to the Maturity Date.  Any such renewal shall be evidenced by an allonge 
to this Note setting forth the specific terms, signed by both the Congregation and the UUA.  The 
Congregation will pay any and all administrative, legal and other costs incurred by the UUA in 
connection with such renewal.   
 
 The Congregation hereby acknowledges that upon delivery of this Note to UUA, UUA may assign 
this Note to Eastern Bank or its successors or assigns, as collateral for a loan made by Eastern Bank to 
UUA.   
 
 
Signed in the presence of   Unitarian Universalist Congregation at             

 Rock Tavern         
    

 
                                            By:_______________________________                                                
Witness           Its President 
 
                                            By:_______________________________                                                
Witness           Its 
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Fundraising 
 
Internal Fundraising 
 
The Stewardship and Finance Committee is responsible for monitoring internal fundraising 
activities and requests.  Fundraising monies may be obtained through building user fees, special 
committee events, and board or President designated fundraisers. Applications for Fund 
Raising events must be submitted for consideration and review by the Stewardship and 
Finance Committee (S&F) and vote by the Board. 
 
Committees submit annual budgets and are encouraged to realistically designate amounts. 
However, if a committee should find it needs funds beyond what the Board may be able to 
allocate from another budget line, they may hold a special fundraiser, with S&F Committee and 
Board approval. These funds will be earmarked and designated on a separate accounting line 
by the Treasurer for use by that committee. All monies need to be used by the end of the 
calendar year (December 31st), as no funds will be carried over into the next accounting 
calendar year. 
 
 

UUCRT FUND RAISING POLICY 
(5/3/10 Trustees adopted) 

 
The UUCRT Board of Trustees recognizes that fund raising activities represent a 
valuable source of revenue for the special needs of the committees, for the 
general operating budget of the UUCRT and for the Building Fund.  This policy on 
fund raising is stated in order to provide guidance to  

(a) those wishing to hold fundraisers,  
(b) the Stewardship & Finance Committee (“S&F”) to which they are 

submitted, and  
(c)   the Board which approves them.   

The policy is intended to establish a central point for coordinating fund raising 
events and to assure that the interests of the UUCRT are protected. 
 
A fundraiser is any activity undertaken by a UUCRT committee, or by an individual 
on behalf of the UUCRT, for which purpose is to secure money for the UUCRT, for 
an affiliate organization of the UUCRT, or for a special activity or cause.  One 
example of this is acquisition of equipment that would not easily be 
accommodated by a line item in the budget.  Another example is a fundraiser for 
the building fund.   
 
PURPOSE:  Each fundraiser must provide something of direct benefit to the 
UUCRT, its members or its committees. 
 
PROCEDURE:  The Board of Trustees is the approving authority for fundraisers.  
No fundraiser may be conducted without first being submitted to the S&F for 
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review which then presents it to the Board for approval.  The Board of Trustees is 
required to approve any contracts. 
 
CLEARANCE:  The frequency of fundraisers and events should be scheduled 
through S&F and/or Board to maximize potential for success.  Generally, only one 
major fundraiser event will be approved per month to support this goal, unless 
otherwise approved by S&F and/or Board.  Any ongoing established fundraisers 
such as ShopRite and/or Adams grocery cards are not subject to this rule as they 
are on-going throughout the fiscal year.  Clearance of fundraisers will be 
coordinated with S&F and placed on the UUCRT calendar by the Calendar 
Coordinator.   
 
RECEIPT OF MONIES:  The Board, S&F and/or Treasurer shall designate a 
Trustee to attend and be responsible for tracking specific amounts received from 
admission/entrance fees, food, mug, CD, tote bag and social action coffee sales, if 
any, as well as any other items for sale.  That Trustee shall complete a 
Fundraising Receipt Form, signed by two (2) people before leaving the event, and 
turn over the proceeds of the Fundraising Event to the Treasurer for deposit and 
proper accounting, within one week.   
 
PROCEEDS:  The proceeds from all fundraisers, after expenses are paid, are to 
accrue to the General Operating budget of the UUCRT, and go to the designated 
fund as specified (e.g. building fund). The exception are fundraisers such as 
special offerings during services and those sponsored by children and youth which 
shall not be required to contribute to the General Operating Budget of the UUCRT.  
In the case of large goals, which require a series of events over a long period of 
time, a percentage of the proceeds may be negotiated with and approved by S&F 
to accrue to a fundraising account for the specified goal.  Seed money (for set up 
expenses) will be charged to the income account for the fundraiser until the 
proceeds are deposited to balance the initial expenses. Money collected for all 
fundraisers must be turned over to the Treasurer for processing. All 
expenses will be paid through the UUCRT Request for Payment, not to be 
taken from the proceeds prior to deposit of said proceeds.             
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UUCRT Fundraiser Event Application 
 
Date of Application:     

Instructions 
1) Please fill out the information to the best of your ability. 
2) Return this form to Athena Drewes; adrewes@hvc.rr.com  as soon as possible. 
3) Request should be in at least 60 DAYS BEFORE DATE OF EVENT. 
4) You will be contacted for detailed information by a member of the Stewardship and Finance 

Committee.   
 
Name of proposed fundraising event:   
 
 
Projected date of fundraising event:   
 
 
Alternate date of fundraising event: 
 
 
Site of fundraising event:   
 
 
Indoor / Outdoor (circle one) 
 
 
 
Primary contact person for event: 
 

1) Name:  
 
2) Cell phone:  

 
3)  Home phone:  

 
4) E-mail:   

 
Secondary contact person (same info as above): 
  

1) Name:  
 
2) Cell phone:  
 
3) Home phone:  

 
4) E-mail:  

 
2/9/11  
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Fundraiser Event Worksheet 
(to be completed by committee member in discussion with event requestor) 

  
1) What is the nature of the event? ie.. dance/ dinner/ sale/ craft event...   
2) What is the attendance goal? i.e. How many folks do you WANT to show up?    
3) How many people do you think you need to help with the event?    

a. Pre-event activities 
i. Before day of event   
ii.Day of event 

1. unlocking building   
2. delivery of materials   
3. set up for event   

b. During event activities 
i. Ticket sales   
ii.Parking guidance   
iii.Waiting tables/ carrying sales items/cashiers...   

c. Post event (clean up) activities 
i. Breakdown of event decorations   
ii.Recovery of tables/chairs etc.   
iii.Trash removal   
iv.Building security/lock up   

v. 
4) Projected expenses incurred by UUCRT for event 

a. Purchase of Material /decorations   
b. Purchase/printing of tickets    
c. Cash on hand to make change   
d. Advertising:  

5) Information to go into Press Release: 
a. Title:   
b. Location:   
c. Time  - start and end:   
d. Contact person:  
e. Fee:   
f. Fee used for:   
g. Description of event:  
 
6) Proposed publicity for event.  

a. Do you have any ideas how to spread the word?   
b. Are there any specific population groups this event may appeal to?   
 

7) If items are donated will donors require gift acknowledgments for tax purposes?  
 

(For the Stewardship Committee member) 
 
Please obtain the previous information through interview with the requestor. Bring the request to the 
attention of the Stewardship and Finance Committee for approval.  
Check the availability of the date on Master Calendar. If primary date is not available request the alternate 
date listed on this form. If none of the listed dates are available provide feedback to the Primary Contact 
shown on this form. 
 
2/9/11  
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UUCRT FUNDRAISING EVENT EVALUATION FORM 
  

COMMITTEE 
 
    * Were there clearly written job descriptions for the committee? 
    * Were there enough volunteers on the committee? 
    * Were there target dates? 
    * Every person on the committee followed through with job assignments? 
    * Was there a staff person assigned to provide staff support to the committee? 
    * Did the staff person follow through with tasks in a timely manner? 
    * Was there a process in place to monitor progress of committee? 
    * Were committee reports made to the Board of Directors? 
 
COST OF THE EVENT 
 
    * Were costs for the event projected into the fund raising goal? 
    * How did the cost of the ticket compare to similar events in the community? 
    * What percentage of the cost of the event was covered by the ticket price? 
    * Were sponsorships solicited to cover the cost of the event? 100% 75% 50% 25% 
    * Were levels of support available? 
    * If this is an on-going event, have sponsorships continued to increase over time? 
    * If not why have they not increased? 
    * Did the event generate the anticipated income? 
    * If not why? 
 
PUBLICITY / MATERIALS FOR THE EVENT 
 
    * Was there good media coverage before the event? 
    * Was there good media coverage after the event? 
    * Was a press kit prepared? 
    * Was it clear in the materials where the funds will be used? 
    * Was the UUCRT mission clearly stated in the materials? 
    * Was there consistency in all the materials? 
    * Were sponsors clearly identified in the materials? 
    * Were there in-kind services provided? What was provided? 
    * Were invitations sent out by the deadline? 
 
EVENT LOCATION 
 
    * Was the event held in a centrally located venue? 
    * Were the food and beverage services adequate? 
    * Was parking available? 
    * Was the audio equipment adequate? 
    * Were the facilities adequate for the event? 
    * Was there room for all the activities? check-in? displays? registration?                
    * Was the site large enough for the event? 
 
THE EVENT 
 
    * Did the event begin on time? 
    * Did the event end on time? 
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    * Were special guests publicly recognized from the podium? 
    * Did attendance meet expectations? 
    * Were sponsors and donors recognized? 
    * If there was a speaker, was the speaker well received? 
    * Did the speaker understand the UUCRT mission and services? 
    * Did participants have the opportunity to evaluate the event? 
    * Did the event meet expectations? 
 
 
Total Sponsorships: 
 
Total Ticket Sales: 
 
Total Invitations Mailed: 
 
Total Attendance: 
Total income 
 
Net Proceeds: 
 
Volunteer Time:  ________ _________ ___________ 
         Before        During        After 

 
 
 
Sale of Goods by UUCRT Members within UUCRT Property 
 
Sale of items by UUCRT members or friends needs to be approved by the Stewardship and 
Finance Committee or Board prior to the sales occurring. Ten percent of the proceeds of the 
sales should be contributed to the UUCRT, unless special provisions are arranged, and those 
monies deposited into the Fundraising income line item. 
 
Gifts Policy 
 
The UUCRT, a not for profit organization organized under the laws of the State of New York, 
and Unitarian Universalist Association, encourages the solicitation and acceptance of gifts to the 
UUCRT for purposes that will help the UUCRT to further and fulfill its mission. The following 
policies and guidelines govern acceptance of gifts made or for the benefit of any of its programs. 
While the UUCRT appreciates the generosity of members and others, for a variety of reasons, 
the UUCRT is not obligated to accept any gift. 
 
Restrictions on Gifts 
 
The UUCRT will accept unrestricted gifts and gifts for specific programs and purposes, provided 
that such gifts are not inconsistent with its stated mission, purposes, and priorities. The UUCRT 
will not accept gifts that are too restrict in purpose, such as those that are too difficult or costly to 
administer, or gifts that are for purposes outside the mission of the UUCRT. The Board of 
Trustees will have the final authority to determine whether a restrictive gift will be accepted. 
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On occasion members or friends may designate a particular gift or use or purpose of a donation, 
together with conditions attached to the UUCRT’s acceptance of the gift. In some cases, 
however, the gifts or conditions for its acceptance may not be appropriate. In that situation, the 
UUCRT may turn down the gift, negotiate to change the conditions, or accept the condition/gift 
on a time limited basis.  
 
The policy applies to gifts offered by both individuals and organizations, within and outside the 
UUCRT. For merchandise donated and accepted, a form will be given to the donor for filing with 
their income taxes and their own determination of the value of the donation (the UUCRT does 
not fix a value of the donation) (see attached).  
 
The UUCRT will not accept donations of clothing and items that it feels it cannot dispose of. 
Stocks, bonds, property and real estate will be accepted and the Board may establish a 
committee or task force for assessing the value of the donation and means of liquidating said 
donation in a timely manner, along with use of legal counsel as needed. 
 
Use of Legal Counsel 
 
The UUCRT shall seek the advice of legal counsel in matters relating to acceptance of gifts 
where appropriate. Review by counsel is recommended for, but not limited to, the following: 
 

a. closely held stock transfers or any stock transfers that are subject to restrictions or 
buy-sell agreements; 

b. b. documents naming the UUCRT as trustee; 
c. all gifts involving contracts, such as bargain sales or other documents requiring the 

UUCRT to assume an obligation; 
d. all transactions with potential conflict of interest that may invoke IRS sanctions; and 
e. such other instances in which use of counsel is deemed appropriate by the Board of 

Trustees and/or Stewardship and Finance Committee; 
f. gifts of real estate (developed or undeveloped) or other gifts which may impose 

liability for environmental contamination or other significant liabilities 
 
The UUCRT will strongly urge all prospective donors to seek the advice of an independent legal 
and/or tax advisor prior to making any gift. The UUCRT shall not give any legal, tax, accounting 
or other advice to prospective donors. 
 
Miscellaneous 
 

1. The UUCRT reserves the right to refuse any gift at any time for any reason. 
2. No gift shall be accepted if the Board of Trustees and/or Stewardship and Finance 

Committee determines there is a question as to whether the donor has the legal right, 
power or competency to effectuate the proposed transfer. 

3. Donors will be responsible for their own legal fees and costs associated with any gift, 
including but not limited to the cost of any appraisal that may be required for tax or 
other purposes. 
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Donation Receipt (Non-cash) 
 

Unitarian Universalist Congregation at Rock Tavern 
PO Box 502    Washingtonville, NY 10992       

845-496-9696 
www.uucrt.org 

 
Receipt for Non-cash Contribution 

 
 
Name:______________________________________________________  
 
Address: ____________________________________________________  
 
City/Town, State, Zip Code:______________________________________  
 
Value of the Goods (to the extent allowed by law): $___________________  
 
Disclaimer: Please note that the Unitarian Universalist Congregation at Rock Tavern is not responsible 
for appraising the current market value of any goods received. The donor may make their deduction to 
the extent allowed by law. The UUCRT hereby acknowledges that items, as described below, were 
delivered and accepted by the UUCRT as a donation from the person to whom this receipt is addressed. 
No goods or services were received for this donation. The UUCRT will determine the length of time the 
donation will be retained and for what purposes. 
 
Date Delivered and Donated: _____________________________________  
 
Description of Goods: 
 
 
 
 
Received by: __________________________ Date: ___________________ 
 
UUCRT Insurance Policies 
 
The UUCRT’s liability insurance policy, board liability policy and other designated policies shall 
be reviewed at least once each year. The review may be conducted by a member of the 
Finance and Stewardship Committee or other designated UUCRT member, in order to 
determine that the policy includes all necessary and appropriate coverage, and the dollar 
amounts of coverage and deductibles and exclusions are appropriate. 
 
Internal Audit 
 
Each year the UUCRT shall conduct an internal audit or review of its financial management. The 
internal audit is to be conducted by two members of the congregation who are not regularly 
involved in the financial management of the UUCRT, but who may be on the Stewardship and 
Finance Committee. This audit committee is responsible for auditing the books and records of 
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the Treasurer for each fiscal year and files a report of such audit with the Board, and placed on 
file with the records of the UUCRT. 
 
The internal audit will be conducted at the close of the fiscal/calendar year and review the 
financial statements, accounting records and underlying data. The purpose of the internal audit 
is to verify that the accounting/financial system of the UUCRT is working satisfactorily, to verify 
the accuracy of the financial transactions and reports, and the reasonableness of the financial 
policies and practices.  
 
The examination of the UUCRT financial records should include, but not be limited to, the 
following items: 
 

1. Review bank reconciliations to ensure that they were done consistently, timely and 
that bank adjustments or corrections were posted to the general ledger. 

2. Confirm via receipts that cash disbursements are supported by legitimate and 
approved receipts and invoices or other appropriate payment documents. 

3. Review the balance sheets, looking for unreasonable or extreme changes in asset or 
liability balances over the year, requesting reasonable explanations. 

4. Review the income statement, looking for extreme variances from the budgeted 
expenditures and requesting reasonable explanations. 

 
The two member reviewers are to submit a written report to the Board at their earliest 
convenience but no later than January 31st reporting on their findings. 
 

Membership Financial Information Access 
 
Contribution and Pledge Information 
 
Individual member pledge and contribution amounts are personal and confidential information. 
Access to member pledge and contribution data is restricted to those persons who collect 
Canvass pledge cards; enter pledge and contribution data into the UUCRT management 
system; send out quarterly membership accounting notices and reminders, respond to 
members’ inquiries about their pledge or contribution status; provide financial data analysis and 
reporting for the Board of Trustees; and administer the UUCRT financial management system. 
 
Such individuals include the Treasurer, Minister, and designated person sending out quarterly 
membership letters of pledge status. 
 
Board Policy Decisions Regarding Finances: 
 

§ Board approval required for special second collections for specific projects (3/2004) 
 

§ Create a new Building Fund using funds donated for that purpose (9/2004) 
 

§ Create a scholarship fund for UU teens who have been active in RE (12/2005). (Use 
$1000 donation from Chris Farlekas).  

 
§ Allocate $500 for Minister’s Discretionary Fund (12/2006) 
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§ Special collection for UUA Association Sunday (11/2007) 
 

§ Proceeds from coffee sales to go to Social Action Committee to use as they see fit 
(11/2007) 

 
§ Pay costs of representative to UU Metro District Meeting (5/2008) 

 
§ Hire babysitter @ $20/week for rest of 2008 (7/2008) 

 
§ Pass the Plate to fund Minister’s Discretionary Fund (10/2008) 

 
§ Use Priority Payroll to issue checks to Reverend Jim for housing and salary (4/2009). 

 
§ Liquidate the Long Term Investment Fund to use as collateral if needed (2/2010) 

 
§ Approve the loan from Fred and Linda Mangelsdorf, for a yet to be determined amount up 

to $30,000, as outlined in the contract presented by Fred and Linda Mangelsdorf 
(2/2010). 

 
§ Accept loans from members with the agreed upon terms set by the lender (2/2010) 

 
§ Transfer $5,000 from UUCRT checking account into the Fidelity Savings Account 

(2/2011) 
 

§ Dissolve Frances Cott’s solar fund (2/2011) per her request. 
 
§ Money collected for the piano fund is a capital improvement and can be carried over as a 

budget item (7/2011) 
 

§ That the UUCRT sign on as a recipient for iGive.com. (8/2011) 
 

§ Hold a second collection on the third Sunday of every month for the Minister’s 
Discretionary Fund. (9/2011) 

 
§ Suspend Article VII, Section 3 of bylaws, which states: No more than three years may be 

served in one office during any six-year period. (10/2011) 
 

§ Suspend Article XII of bylaws, which states: The Congregation shall maintain an amount 
at least equal to the annual budget in FDIC or conservatively managed investment 
accounts.  Should the reserve amount fall below the annual budget amount, 10% of 
succeeding budgets shall be set aside annually until reserves once again equal the 
annual budget (10/2011).  

 
§ Approve S & F committee proposal stating that the Non-Fund-Raiser Event Planning 

Form be amended to add the following language (after Phone & Email):    
Free Will Donation_________________________________________ 
Suggested Donation (how much)_____________________________ 
Admission Fee (how much)__________________________________ 
All publicity should specify whether the event is free, or will have a free will donation, 
suggested donation or amount of a fixed admission fee.  (11/2011) 
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§ Approve S& F committee proposal stating that the Fundraiser Event Application be 

amended, as to the information to go into the Press Release, at “FEE” as follows:   
 
      e.  Fee, check one:  
      Free to enter _______, Free Will Donation _______, Suggested Donation of $______ or 

Fixed Fee of $_________ 
All publicity should specify whether an event is free, or will have a free will donation, 
suggested donation or amount of a fixed admission fee. (11/2011)  

 
§ Commit one collection plate per month for Family Promise (1/13).  

 
§ Approve the Rock Tavern Coffeehouse continue for one year with the same arrangement 

(1/3rd of the door goes to UUCRT) (6/2013) 
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OPERATIONS & ORGANIZATIONAL STRUCTURE 
 

PERSONNEL 
 

Minister 
The Minister provides spiritual leadership for the congregation.  S/he shares responsibility for 
conducting Unitarian Universalist services with the congregation, and assisting members in 
developing spiritual/community groups such as covenant groups.   
The Minister is an ex officio member of the Board of Trustees, and of all committees except the 
search committee, as the Board shall designate. The Minister provides a monthly report to the 
Board. 
The Minister meets with the Committee on Ministry at least four times a year.  A ministerial 
contract is reviewed annually by the Minister and the Committee, and presented to the Board for 
approval prior to November 1st. 
In the event of a ministerial vacancy, the Board of Trustees will evaluate all options, including 
the timing of filling or not filling the vacancy.  If a candidate is chosen by the Ministerial Search 
Committee for either an Interim or Consulting Minister position, then in accordance with UUA 
guidelines, the Board of Trustees is responsible for contracting with the Interim or Consulting 
minister if approved.  The Interim or Consulting Minister may be dismissed by a majority vote of 
the Board. Eligibility for being a Minister, or for being employed in any capacity by the 
Congregation, is not restricted on the basis of age, national origin, race or color, gender, sexual 
or affectional orientation, or physical challenge.  
The process for “calling” a permanent Minister is: The Minister shall be “called” upon 
recommendation of the Ministerial Search Committee by a four/fifths majority of voting members 
of the Congregation present at any meeting legally called for that purpose.  Quorum for such a 
meeting shall be forty percent of the voting members.  The Minister may be dismissed by a 
majority vote of voting members present at any meeting legally called for that purpose.  Quorum 
for such a meeting shall be forty percent of the voting members.   
If a Minister chooses to resign, three months notice is required, except that the Board of 
Trustees may allow a shorter interval.   In the case of dismissal, three months salary shall be 
paid to the Minister.  

 
Consulting Minister Contract with Rev. Chris Antal 

 
 

Agreement Between 
The Unitarian Universalist Congregation at Rock Tavern 

And the Rev. Chris J. Antal 
 

The Unitarian Universalist Congregation at Rock Tavern, (the Congregation) which is a member 
congregation of the Unitarian Universalist Association, located at 9 Vance Road, Rock Tavern , NY with 
a mailing address of PO Box 502 Washingtonville, NY, 10992 and the Rev. Chris J. Antal, MA, Mdiv. 
(the Minister) who resides at 10 Marlorville Rd, Wappingers Falls, NY 12590, enter into this agreement 
for the purposes of enhancing the spiritual life of the members of the Congregation, the growth of the 
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Congregation, and enlarging the Unitarian Universalist presence in Rock Tavern, and other nearby 
communities and the region. 
 
The term of this Agreement is from Sept. 1, 2011 through Aug. 31, 2014.  This Agreement will be 
reviewed annually by both the Board and the Minister.  A  Committee on Ministry (COM) from the 
Congregation will work with the Minister, meeting with the Minister at least  ten times per year, writing 
annual evaluations as required by the UUA for Ministers in Preliminary Fellowship.  Annually, this 
Agreement will be reviewed with the Minister by the COM, and any recommendations for change will be 
made to the Minister and the Board of Trustees of the Congregation at the June board meeting. (Current 
Congregational bylaws call for the Minister’s contract to be reviewed annually by the board prior to Nov. 
1 so this will require a bylaw change.)  Those recommendations will then be voted upon by the Board.  
The decision to terminate this Agreement can only be made by the Board or by the Minister. 
 

A. This ministry is a half time commitment.  The minister will work 6 units a week, not to exceed 20 
hours per week, as defined by publications of the Office of Church Staff Finances of the UUA, for 
the congregation.   He will use his best judgment in the conduct of his ministry.  Within the time 
constraints imposed by the half time agreement, the Minister will focus his activities on: 

 
1.  Preaching sermons during regular Sunday worship service of the Congregation twice per month 
but not more than twenty times per year during the term of the Agreement.  The Minister will also 
be present and available on an additional five Sundays to support and/or conduct five  special 
services (e.g. Christmas/Hanukkah, Passover/Easter etc.) as he may deem appropriate for the 
enhancement of the spiritual life of the members of the Congregation.  He will have freedom of 
the pulpit.  Depending upon when he takes his vacation, he may conduct worship during the 
summer months and be absent during some other time span.  This will be negotiated annually 
between the board and the minister. 
2.  Working with those responsible for the lay led services, in a close        collaborative 
relationship. 
3. Providing advice and counsel to the Board of Trustees and Committees of the Congregation. 
4. Representing the Congregation in interfaith and denominational activities. 
5. Providing pastoral services and rites of passage to members of the Congregation. 
6. Taking on other activities, (e.g. community, social action, religious education and community 

outreach) as the Minister shall judge to be necessary to the conduct of the ministry and for 
which he has time available within the half time commitment. 

7. Overseeing clerical duties necessary to the functioning of the Congregation. 
 

 
B.  The minister’s salary for the year shall be $6,500. 

 Additional disbursements shall be made under the following categories: 
1. Parsonage (Housing) Allowance:  $16,500. 
2. Professional expenses:  Not to exceed $2,000 annually, reimbursed with approval from 

Treasurer. 
3. SECA offset in lieu of FICA:  $1,500. 
4. A pension contribution of:  0. 
 
This results in a total compensation package to the minister from the UUCRT of $24,500 annually 
starting Sept. 1, 2011. 
 
Before January 31, 2012, the Congregation will provide the Minister with a form W-2 for the 
previous year, showing the amount paid in Cash Compensation for Services and amounts withheld 
for taxes, if any. 
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The minister shall have one month of paid vacation, one reading month or study leave when the 
minister is on-call for emergencies but not participating in regular activities, Sunday evenings and 
Mondays off, 1 unit per week for research and writing, and paid time for professional development 
as a Unitarian Universalist minister. 
 
In the event of major illness or injury resulting in the minister’s inability to perform his normal 
duties as a minister, the minister’s compensation will continue for three (3) months or to the end 
of this contract, whichever comes first, as follows:  full salary for up to one and a half (1.5) 
months, ½ salary for the remaining one and a half (1.5) months. This shall include salary, 
parsonage allowance, SECA offset and pension contribution, if any. 
 

C. The Minister will maintain regular office hours on Sunday afternoons from 1 – 4.  

D. It is understood that the Minister, who is a New York Army National Guard chaplain, will need 
flexibility to perform his military duties, including the possibility of deployment overseas. Should 
that deployment occur, the Minister will be regarded as being on an unpaid leave of absence, after 
which he will return to his position at Rock Tavern. 

All requests from non-members for services such as weddings, services of union, celebrations of new life, 
and memorials will be referred to the Minister, who will either provide these services or, at his discretion, 
or  make referrals to colleagues.  Ministerial fees paid for such services will be the property of the 
Minister. 
 
The Minister will retain all legal rights to his intellectual creations used in his conduct of the Ministry.  
However, in order to advance the purposes of the Ministry, the Minister may, without further 
compensation, grant permission to reproduce sermons, newsletter columns, etc. provided that: 

a) the Minister retains editorial control of the final form of the 
reproduction and 

b) the reproductions are distributed without charge. 
 

E. Recognizing that any ministry is a partnership between the membership and the Minister, both 
commit themselves to: 

1. Enhancing the spiritual life of the members of the Congregation 
2. The growth of the Congregation, and 
3. Enlarging the Unitarian Universalist presence in Rock Tavern and the surrounding 

communities of Orange County. 
 

F. The Minister will adhere to The Code of Professional Practice and The Guidelines of the Unitarian 
Universalist Ministers Association. 
 

 
 
__________________________   __________________________ 
President, UUCRT      Chris J. Antal, Minister 
Date:         Date:   
 
Board Policy Decisions Regarding the Minister: 
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• To hire Rev. Chris Antal as our half-time consulting minister with contract details to be 
determined over the next few weeks (7/2011). 

 
CHILDREN’S RELIGIOUS EDUCATION COORDINATOR 

  
The Children’s Religious Education (RE) Coordinator is the primary provider of administrative 
and organizational support for our Children’s Religious Education program (ages 3-12), 
reporting to the Board, and working in collaboration with the Religious Education Committee and 
Minister. 
 
Responsibilities include: 
 

• Maintaining the teacher schedule, ensuring that there are two teachers and two assistant 
teachers scheduled to teach every Sunday (excluding the monthly intergenerational 
service). 

• Maintaining accurate and up-to-date records (e.g., enrollment and registration, weekly 
attendance, budget, teaching records, curriculum history) 

• Ensuring a well-stocked and organized supply closet and readiness of classrooms on 
Sundays 

 
• Assisting with teacher training, particularly in the areas relative to administration, safety 

policy, and building usage. 
 

• Ensuring that the safety policy is understood and adhered to by all teachers, assistants, 
and others who interact with the children in the RE classroom. 

• Coordination of RE publicity via weekly email announcements, order of service, and 
website.  

 

Religious Education Coordinator Contract with Judith Stein-Farrall 
Religious Education Coordinator 

Status: Part-time, under contract 
 
Reports to: Religious Education Committee Chair; Minister 
 
Basic Function: Oversees administrative duties related to maintenance of RE program; acts as liaison for 
RE program both within the UUCRT and beyond, in fostering relationships with neighboring 
congregations; provides support services to the religious education committees, acts as resource for 
religious education matters 
 
Typical Responsibilities: 
* Maintaining the teacher schedule 
* Maintaining accurate and up-to-date records (e.g., enrollment and registration, weekly attendance, 
budget, teaching records, curriculum history) 
* Assisting with teacher training, particularly in the areas relative to administration, safety policy, and 
building usage. 
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* Ensuring that the safety policy is understood and adhered to by all teachers, assistants, and others who 
interact with the children in the RE classroom. 
* Coordinating RE publicity via weekly email announcements, order of service, and website.  
* Attending meetings of the Lifespan Religious Exploration Committee 
 
Requirements: 
strong organizational, communication, and people skills 
experience with Microsoft Office and Google Docs 
understanding/ appreciation of Unitarian Universalist values.  
 
EMPLOYMENT AGREEMENT 
 
This Agreement is made between the Unitarian Universalist Congregation at Rock Tavern and Judith 
Stein-Farrall, Religious Education Coordinator. 
 
The Congregation, acting through its Board of Trustees, employs Judith Stein-Farrall as Religious 
Education Coordinator (RE Coordinator) under the terms set forth in this agreement. Judith Stein-
Farrallaccepts such employment under the stated terms, subject to adopted policies and procedures 
except as expressly provided herein. 
1. Effective date. This agreement shall begin July 1, 2014 and shall continue through June 30, 2015. 
2. Compensation. The Congregation shall provide the following compensation: 
A. Initial Salary: The Congregation agrees to pay the RE Coordinator fifteen dollars ($15) per one (1) 
hour of work, at a total rate of fifteen (15) hours per month.   
B. Review: The Board of Trustees, with the assistance of the Minister and the Religious Education 
Committee, shall review the compensation package annually. The Board will recommend to the 
congregation adjustments in compensation considering the RE Coordinator’s performance of duties and 
length of service. 
3. Duties and Responsibilities. The RE Coordinator shall carry out the tasks as outlined on the above job 
description, which is incorporated in this agreement by reference. Job priorities will be determined by the 
RE Coordinator in consultation with the Chair of the Religious Education Committee. 
5. Miscellaneous. a) This contract contains the entire agreement among the Parties and supersedes all 
prior agreements, commitments or understandings with respect to the matters provided for herein, and no 
modification shall be binding upon the Parties affected unless set forth in writing and duly executed by 
each Party affected. b) This agreement shall be construed and enforced in accordance with, and the rights 
of the Parties shall be governed by the laws of the State of New York. c) Any controversy, claim, or 
breach arising out of or relating to this Contract which the Parties are unable to resolve to their mutual 
satisfaction shall be settled by arbitration in Orange County, New York, in accordance with the ruses then 
in effect of the American Arbitration Association and judgment on the award rendered may be entered in 
the court having jurisdiction thereof. 
 
____________________________________________ 
President, Board of Trustees 
  
Date: ____________________ 
 
____________________________________________ 
Religious Education Coordinator 
 
Date: ____________________ 
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UUCRT STANDING COMMITTEES 

 
Duties of Committee Chairpersons  
 
Each committee chair shall assure that an annual report is given at the May Congregational 
Meeting. Committee Chairs are to hold regularly scheduled meetings, create an annual budget 
for the following calendar year, to be submitted to the Treasurer by the beginning of October. 
Committee Chairs are elected to one year terms, which are renewable. Committee member 
sign-ups are encouraged in November, with the Committee Chair encouraged to be elected by 
the 1st of December. 
 
Committee Chairs are encouraged to attend Leadership Training events.  

 
Template for Committee Reports to the Board: 
 

MONTHLY COMMITTEE REPORT TO THE BOARD OF TRUSTEES 

Committee Name:          

Date:                             

Submitted By:                

Date of Last Meeting:          

Attendees:                     

Other Members- Regrets:             

Goals of Meeting 

Upcoming Events/Actions 

Conclusions 

Areas of Concern 

Action Items for the Committee  

Action Items for the Board 

Changes in Polices and/or Procedures 
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  Non-Fund-Raiser Event Planning Form 

 
Unitarian Universalist Congregation at Rock Tavern  
(Revised 10-7-2011) 
 
This form is designed to coordinate communication among committees and the Board of Directors, and to 
help congregants organize community or non-fundraising UUCRT congregational events.   

 
Step 1: Bring your suggestion to the appropriate committee for discussion and support.  Proposal should 
include volunteer, building and any monetary needs.  If specific date is required, check availability on our 
website calendar.   
Step 2: Once the committee expresses support for the event, submit this form to Claire Reineman, 
President of the Board of Trustees, for approval by the Board.  The Board typically meets on the first 
Monday of the month.   
Step 3: Once approved, the Board President or Board Liaison with that committee will communicate that 
approval to the requestor and the committee via email. 
Step 4: Submit Publicity information:  Describe and write up the details of the event for publicity. Submit 
the information via email to the following people: 
 
NEWSLETTER:  John Kinney, due by the 15th of each month. johnpkinney@hotmail.com  
UU WEBSITE and Weekly Email Blasts:  John Kinney. Email blasts due one week in advance.   
PRESS RELEASES, MEDIA LISTINGS:  John Kinney, two weeks notice or more.  
Johnpkinney@hotmail.com  TO BE WRITTEN AND SUBMITTED BY ATHENA DREWES 
ARTS COMMITTEE: Concerts and special programs events listings and news publicity should also go to 
Keith Jordan.  KeithEJordan@aol.com   
CALENDAR:  Board Secretary 
 
If email is not accessible to the person writing the publicity, then that person should give the article to 
their committee lead for distribution. 
 
Committee Sponsoring Event _______________________________________________  
Name of Event___________________________________________________________ 
Proposed Date & Time_____________________________________________________ 
Name(s) of Organizer______________________________________________________ 
Phone & Email _________________________________________________________________ 
 
 
Description of Event: 
 
 
 
 
 
Building and monetary needs: (please note that all expenditures for the event will be charged against the 
committee’s budget. 
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Will any merchandise be sold at this event?  If so, what products will be sold and by whom?     
 
 
 
 
 
  
Please indicate whether a free will donation collection is planned for this event: 
 
*****Unless otherwise approved by the Board in advance, all monies collected will be turned over to the UUCRT 
Treasurer and used to offset the operating expenses incurred by the UUCRT for the event.  
 
*****Please note that neither the Board of Trustees, the Hospitality committee, nor the congregational 
cluster in charge that month is responsible for providing volunteers to assist with committee-sponsored 
events.   

 
Arts Committee 

 
The UUCRT Arts Committee is responsible for planning cultural events, including but not limited 
to: art shows, concerts, exhibits, coffee house programs, plays, etc.    
 

 
Board Policy Decisions Regarding Arts Committee: 

 
§ Approved Arts Committee request for a monthly concert series that would not necessitate 
going before the board for each event on the second Saturday night. 75% of the proceeds would 
go to the performer and 25% to UUCRT (1/2012).   
 
 
§ Building and Grounds Committee 

 
The Building and Grounds Committee is responsible for maintaining and improving the property, 
real and personal, of the Congregation.  It reviews all contracts essential to the maintenance of 
the building and grounds at least once a year. 

The UUCRT is located on 7 acres of land on a hill in Rock Tavern, NY.  On September 12, 2006 our 
previous building at that location burned to ashes in an early-morning fire.  We were temporarily 
housed at St. Anne’s Episcopal Church in Washingtonville, NY.  At a special congregational meeting 
on March 2, 2008, the UUCRT unanimously passed a floor plan for rebuilding.  The UUCRT 
committed itself to building green and secured the architectural services of Alfandre Architecture in 
New Paltz NY, with Rick Alfandre, a LEED certified architect committed to building environmentally 
sustainable buildings, and David Ekroth, a UU, as lead architect. The civil engineer was Troy 
Wojciekofsky, PE, Senior Project Manager at Fuss and O’Neill, located in Poughkeepsie NY. This 
firm ranks in the top 200 environmental firms in the country. The builder was Jim Hinze of Zion 
Church Builders in Mattawan MI.  Through monies from a capital campaign, insurance, and UU 
Metro NY District Chalice Lighter campaign donations, our beautiful new building was completed in 
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the spring of 2010.  The new building is approximately 6,000 square feet, and was designed for 
growth into the future. It contains the sanctuary, a fellowship hall, RE classrooms, and offices. The 
sanctuary holds up to 150 people. 

Our space is shared in the daytime during the week with The Birch School, with whom we have 
an unaffiliated but friendly relationship.  It is available for use at other times for weddings, 
funerals, memorial services, birthday celebrations, or public or private meetings.  

Board Policy Decisions Regarding Building and Grounds 
Committee: 
 

§ Cut down trees that screen building from the road – voted 5/85 
 

§ Install  4 - 1 ½’ x 2’ signs (1989) 
 

§ Purchase and install Roadside Pulpit (various references in 2003 and 2004) 
 
§ Use of building or grounds by an outside group must be approved by the Board (9/2004) 

 
§ Rent P.O. Box for mail, with keys to Minister and Board President (1/2007) 

 
§ Have arrangements made for Flanagan to provide lawn care on an every-other week 

basis for $100 every other week (4/2012) 
 

§ That $2000 be authorized for purchase of a storage shed (4/2012).   
 
Communications Committee 

 
The Communications Committee shall be responsible for: 
 

• Publicizing all events sponsored by the Congregation, as requested by the Board, 
Committee Chairs, or the Minister; 

• Shall maintain and update the website; 
• Shall publish a newsletter of congregational activities; 
• Shall coordinate external communication including press releases, brochures and other 

UUCRT publications. 
 
Board Policy Decisions Regarding Communications Committee: 
 

§ Webmaster must be a member of the Congregation (1/2007) 
 

§ Establish (and accept 4/2007) Newsletter Guidelines (not listed) (12/2006) 
 

Green Sanctuary Committee 
 

The Green Sanctuary Committee shall: 
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• Work with the Congregation’s committees to provide environmental programs for the 
Congregation and the wider community;  

• Facilitate the Congregation’s efforts to seek and maintain accreditation as a Green 
Sanctuary, as granted by the UUA. 

 
 
Board Policy Decisions Regarding Green Sanctuary Committee: 
 

§ Motion: to add the UUCRT Green Sanctuary Committee to our By-laws.  The 
Green Sanctuary Committee shall:   
*Work with the Congregation’s committees to provide environmental programs for 
the Congregation and the wider community. 
*Facilitate the Congregation’s effort to seek and maintain accreditation as a Green 
Sanctuary, as granted by the UUA (1/2010 Congregational Meeting). 

 
 
Lifespan Religious Exploration Committee 

Lifelong learning and spiritual development will be nourished by explorations of the world’s 
religious traditions, study of our Unitarian Universalist heritage, and integration of the arts with 
moral and spiritual development.  This is an exciting and energized moment for RE, as we hope 
to work closely with other committees to strengthen and enhance the opportunities available to 
grow in faith together as a congregational community. 

Adult Faith Development Opportunities 

Prayer Circles:  This is a 20-minute period of quiet and meditation, and a time to offer those 
concerns and hopes we hold deeply in our hearts through words of spoken prayer.  This circle is 
open to all—to anyone who is carrying a concern they would like help holding, and to anyone 
who is seeking a space of quiet and peace before service on a Sunday morning. All approaches 
to prayer and names for the Holy are welcome.  Individuals are invited to bring their silent 
supportive presence, or to share prayers from the heart aloud.   
 
Covenant Group     
 
Involvement in small group ministry occurs through participation in our Covenant Group. This 
ministry offers an opportunity for newcomers and members to become connected to the wider 
community. Small Group Ministry encourages people to explore their faith and share their 
spiritual journeys with each other. The group meets twice a month and discusses various UU 
readings and related topics. 

WHAT IS The COVENANT GROUP ABOUT? In 2002, the UUCRT began a covenant group to offer another path 
to realize our mission as a congregation and religious community. We know that a vibrant and vital religious 
community needs to provide resources in four areas: 

Worship is the shared experience at the heart of our congregation.  Small Group Ministry offers the 
opportunity to deepen that experience. 

Learning means stepping onto the spiritual path toward knowing one's self better, growing in understanding 
of the world and pondering questions of faith: how to live, what to believe, how to act, how to respond to the 
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mysteries of life.  Small Group Ministry provides the opportunity to address these questions in the company of 
other searchers. 

Community answers the need for connection and real intimacy that is a deep yearning in our society and 
essential to the life of a religious community.  Small Group Ministry is one avenue to speak to this yearning. 

WHY CALL IT SMALL GROUP MINISTRY? At the UUCRT the ministry of the congregation is widely 
shared.  Small Group Ministry is one among many opportunities to care for others and to be cared about as well. 

Small Group means a group with a maximum of 10 people. Groups of this size provide an opportunity to 
relate on a more intentional level. 

Ministry is the process or act of caring or being present with another. This relates to the spiritual as well as 
the physical and emotional well-being of the group participants. 

WHAT HAPPENS AT A COVENANT GROUP MEETING? The focus of the group meeting is the topic of the 
selected session plan.  The session plans are simple and include: 

   Chalice Lighting and Opening Words: The opening serves to gather people in, to remind participants of 
the special opportunity of the gathering, and to reflect on the chosen topic.   

   Check-in: Participants share news of what has been happening in their lives.  This portion of the meeting 
usually lasts 30-45 minutes. 

   Topic/Discussion: A reading lays out a topic and presents questions that will elicit thoughtful discussion 
and significant reflection.  Each member is encouraged to participate in discussion about the topic.  This 
portion of the meeting usually lasts about 45 minutes.  

   Likes and Wishes: This is a format for feedback on the session itself or on how the meeting went overall. 

   Closing Words:  This brings the formal session to an end. 

WHEN, WHERE, AND HOW OFTEN DOES THE GROUP MEET? Our Covenant Group meets at the UUCRT 
every second and fourth Wednesday at 7:30 p.m. 

HOW LONG DO MEETINGS LAST? Sessions are designed to be 90-100 minutes long, and members are 
encouraged to be respectful of the time. 

WHAT IS EXPECTED OF A SMALL GROUP MINISTRY PARTICIPANT? Participants should bring a positive 
attitude, as well as a willingness to share and grow. An important expectation is that members give the meetings 
high priority.  

WHO WILL KNOW WHAT I SAY? Respect for confidentiality is fundamental to building the trust that allows 
intimacy to flourish and is an essential element of the group's covenant.  When a member has a need that might be 
addressed by the minister or a pastoral care associate, the member can be encouraged to make that connection, or 
another member may ask permission to pass the concern along to the appropriate resource.  

IS SMALL GROUP MINISTRY THERAPY? No, it is not. While participants in the groups often report feeling more 
connection and increased satisfaction in their lives, Small Group Ministry is not therapy. We offer intimacy, 
reflection and spiritual growth. 

HOW ARE TOPICS SELECTED? Group members take turns selecting the topics.  We select our topics from 
various resources.  Our main resource is the extensive range of session plans on the UU Small Group Ministry 
Network (www.smallgroupministry.net) under Group Session Plans.  
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Children’s Religious Education Program 

The children’s Religious Education (RE) program varies from year to year in order to best meet 
the educational and religious needs of our children and youth. Children’s RE classes meet on 
Sunday mornings, during services (except for during the once-monthly intergenerational 
service). On each Sunday, two separate RE classes are offered: one for children ages 3–6 
(preschool/early elementary) and one for children ages 7–11 (elementary). The classes are 
taught by volunteers who have been UUCRT members for at least six months. Each teacher is 
accompanied and supported in the classroom by an assistant.  

Curriculum 

The preschool/early elementary class follows the UUA Tapestry of Faith curriculum World of 
Wonder (http://www.uua.org/re/tapestry/children/wonder/), which delves deep into our Unitarian 
Universalist Seventh Principle. It instills respect for the interdependent web of all existence of 
which we are a part, and appreciation of its beauty, excitement, and mystery.  

The elementary class follows the UUA Tapestry of Faith curriculum Moral Tales 
(https://www.uua.org/re/tapestry/children/tales/), which attempts to provide children with the 
spiritual and ethical tools they will need to make choices and take actions reflective of their 
Unitarian Universalist beliefs and values. 

There remains within each curriculum ample room for a child's creative response both 
individually and with his or her peers. The children are encouraged to explore, because it is our 
faith conviction that persons of any age should be respected for their inherent ability to reason 
and discern what is true. 

Occasional combined, all-ages RE classes are offered throughout the year on special topics 
outside the curricula. These topics include (but are not limited to): holidays from the world’s 
religions; anti-bullying and conflict resolution; children’s tai chi; children’s yoga; and music. 
These classes are led by members of the congregation.   

Most importantly, every RE class includes a time to share joys and concerns and build trusting 
relationships among our children, and between children and adults, as we grow together in 
intergenerational community. 

Intergenerational Worship 

Children over the age of 11 are always very welcome to participate in our intergenerational 
Sunday services, which will be held on the fourth Sunday of each month, as worship associates, 
readers, and planners.  
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RE Safety Policy 
 

Unitarian Universalist Congregation at Rock Tavern 
Religious Education Safety Policy 

 
1. Purpose of the policy 

1.1. Improve the safety of children in our congregation’s programs by implementing preventive steps 
and by providing guidelines regarding appropriate behavior with the children and youth of our 
congregation; 

1.2. Provide guidance on how to effectively respond to incidents that may occur, whether during a 
congregational activity or at other times; and 

1.3. Through prevention steps, reduce the likelihood that allegations (true or false) will be made 
against congregation staff or volunteer workers. 

2. Underlying principles for this policy 
2.1. Unitarian Universalists have a covenant with one another. Our covenant is not a creed. It does not 

dictate correct doctrine or belief. It does outline our relationship with one another. It is a volun-
tary and unconditional agreement to act in ways that express the values or our Unitarian 
Universalist Principles. 

2.2. We, the members of the Unitarian Universalist Congregation at Rock Tavern believe that our 
commitment to affirm and promote the inherent worth an dignity of every person, justice equity 
and compassion in human relations, spiritual growth, an the use of the democratic process within 
our congregations compels us to create a safe environment that protects children and adults from 
harm and promotes their spiritual growth. 

2.3. In adopting this policy, we accept the responsibility to educate ourselves about child abuse, and to 
take the steps that are necessary to assure the policy’s successful implementation. 

3. Building safety 
3.1. An escape plan and the location of the fire extinguisher must be posted near each classroom door. 
3.2. A review of fire escape plans must be part of teacher training. 
3.3. The RE Committee must conduct a Sunday morning fire drill annually. 
3.4. Two-way radios shall allow communication between the RE program and others in attendance at 

UUCRT and with emergency services.  The arrangement is in consideration of the physical 
placement of the RE Program in a separate facility. 

4. First aid 
4.1. At least one person with first aid and CPR training will be present whenever activities are taking 

place involving children and youth. 
4.2. First aid/CPR training from a certified first aid instructor shall be mandatory for the DRE and 

optional for the minister. The congregation shall pay any fee required for this training and retrain-
ing to maintain current certification. 

4.3. A review of first aid skills, including universal precautions, must be part of teacher training. 
4.4. A first aid kit must be readily available in the RE classroom area. Kit must include non-latex 

gloves for the implementation of universal precautions in the event of an incident that may result 
in exposure to blood borne pathogens. (See appendix B). When leaving the building with the 
children, the teacher must carry a small plastic bag including gloves, antiseptic wipes, gauze, and 
Band-Aids. 

4.5. Any incident requiring the rendering of first aid services should be reported to the DRE as soon as 
possible. 

5. Child protection and safety 
5.1. Child abuse definition: The UUA defines child abuse as “an act committed by a parent, caregiver, 

or person in a position of trust that harms or threatens to harm a child’s well-being or physical or 
mental health.” Child abuse is also against the law. 
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5.2. Prevention 
5.2.1. Screening 

5.2.1.1. Minister, DRE, RE teachers and other adults working with children and youth: 
5.2.1.1.1. Will have been a congregant (member or friend) for at least six months or 

have references from other UU churches of a number and type acceptable to the 
RE Committee and DRE. Such references might include a reference from the prior 
minister or DRE. A nursery worker need not be a congregant. 

5.2.1.1.2. Will have completed a screening application approved by the board of 
trustees before assuming their duties, including a Criminal Record Check, Child 
Abuse Clearance, and a statement of never having been involved in any sexual 
misconduct or physical abuse. 

5.2.1.1.3. Will include two references who have known the applicant for at least three 
years, preferably in relation to previous work with children or youth. These 
references will be contacted by the chair of the RE.  The references will include 
specific questions of any allegations of sexual misconduct or harassment, or 
physical abuse. 

5.2.1.1.4. Will be interviewed by the hiring committee. 
5.2.1.1.5. Will have read, understood, and signed the “Code of Ethics.” 
5.2.1.1.6. Teachers will also sign the teacher job description/contract form. 

5.2.1.2. Occasional volunteers, parents or church members who substitute in the classroom 
or program occasionally: 

5.2.1.2.1. Will read and sign the Code of Ethics 
5.2.1.2.2. Will be supervised by the DRE and RE teachers. 
5.2.1.2.3. Will have a Criminal Record Check and Child Abuse Clearance. 

5.2.1.3. Childcare workers under 18 years old: 
5.2.1.3.1. Will have completed the Red Cross Babysitter’s or equivalent course 
5.2.1.3.2. Will by supervised by an adult meeting the above criteria 

5.2.2. criminal background checks 
5.2.2.1. Confidential Criminal Record Check and Child Abuse Clearance will be conducted 

for all paid staff prior to hiring or signing of any contract and may be conducted, at the 
discretion of the RE Committee, for teachers and other adult volunteers working with 
the children and youth 

5.2.2.1.1. The criminal background check would only look for convictions for the 
abuse of children or vulnerable adults 

5.2.2.1.2. Anyone who refuses the criminal history check will not be eligible to work 
directly with children or youth. They will, however, be eligible for any volunteer 
job without direct child contact. They will also be welcome to volunteer at any 
congregational events that include children. 

5.2.2.1.3. In the event that a criminal history check reveals a history of abuse, that 
information will be released only on a need to know basis. The RE Chair and 
teachers, the Minister, and the Board President will be informed, as well as will 
parents of or other individuals responsible for the children within the congregation. 
The individual will continue to be welcome in the congregation, but will not be 
permitted to be around children or youth without another adult present and must 
sign a Limited Access Agreement (a sample of which is provided in Appendix D). 

5.2.2.1.4. In addition, this policy encourages any congregant who has been convicted 
of, is under current indictment or, or has been involved in any act of sexual mis-
conduct involving a child or of child abuse to make him or herself known to the 
Minister, DRE, or Board President, who shall then inform the teachers and parents 
on a need to know basis. Any other member or friend of the congregation, 
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including the Minister and DRE, who becomes aware of such information should 
report this to the Minister, DRE, or Board President. 

5.2.2.1.5. When criminal record police checks are received, they will be kept 
confidential and in a locked file with the Minister. 

5.2.2.2. The minister and DRE will conduct an annual check of the congregation’s mailing 
list against the NY Sex Offender Registry. 

5.2.2.3. If it is determined that a potential volunteer should have restricted access to 
children s/he shall be requested to sign a Limited Access Agreement, and shall not be 
allowed to have any further contact with children. If the same is determined for a 
potential church staff person, the person shall not be hired. 

5.2.2.4. The Minister, DRE, and RE Committee will keep all screening information 
confidentially and indefinitely, informing others within the congregation on a need to 
know basis. 

5.2.3. Minimum staffing 
5.2.3.1. There must be a minimum of two adults present in the building at events involving 

children and youth of the congregation. The DRE may make exceptions to this two-
adult rule on a case-by-case basis. 

5.2.3.2. The building will not be open for any child/youth activity until two adults are 
present. Parents are responsible for supervising their children or youth until two adult 
supervisors are present in the meetinghouse for any congregational activity. 

5.2.3.3. A roaming supervisor (e.g. DRE, Assistant, Parent/Volunteer) will be present in the 
RE area during RE to provide supervision for children going to the lavatory or removed 
from class for disciplinary purposes. This supervisor must meet screening requirements. 

5.2.3.4. If any adult is alone with a group of children at the meetinghouse, the door to the 
classroom will remain open and the DRE or his/her designated representative will 
check-in with the group 

5.2.3.5. Exceptions to this guideline (for example, to transport children from one location to 
another) require written permission from parents. 

5.2.4. Congregational policies 
5.2.4.1. supervision of children 

5.2.4.1.1. Children and youth shall be under the supervision of their parents or 
guardians at all times when they are not in class or a RE-sponsored activity. 
Parents are responsible for the safety of their children when the RE program time 
ends. Parents should keep track of the whereabouts of their children and educate 
them in personal safety. 

5.2.4.1.2. Parents need to pick up their younger children (2nd grade and under) from 
classes. 

5.2.4.1.3. Teachers should wait for parents as they clean up. If a parent does not 
arrive, the teacher or an assistant should take the child to the coffee hour and find 
the parent. Also, the teacher should let the DRE know that they were not picked 
up. The DRE will speak to the parents.  

5.2.4.2. Meetings/Relationships with children and youth 
5.2.4.2.1. Two adults will be present during all disciplinary meetings. Disciplinary 

meetings between a teacher, adult sponsor, advisor or other volunteer and a child 
must include another worker or the DRE. If such a meeting is necessary, the 
parents will be informed and the contents of the meeting will be discussed with 
them as soon as possible or when they pick up their child. 

5.2.4.2.2. If an adult other than a parent or guardian (see also section below on 
counseling by DRE or minister), has a private on-site, one-on-one meeting with a 
child or youth, the DRE or another member o the RE Committee should be 
immediately notified or the meeting and its purpose. Such meetings are strongly 
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discouraged and must be conducted in a room with a window or open door. At 
church-sponsored events no adult volunteer or compensated employee, other than 
the parent or guardian, is to be alone with a child or youth off-site without prior 
parent arrangement approved by the DRE. 

5.2.4.2.3. The minister or DRE counseling children or youth must inform the other 
member of the professional staff or, if unavailable, the RE Committee Chair, of the 
counseling meeting and the name of the counseled. Advanced scheduling is 
strongly encouraged, but notice immediately after counseling is permissible if 
prior notice is impossible. Standard rules of ministerial confidentiality will be 
respected. Parents will be informed of the meeting, again respecting rules of confi-
dentiality, unless it is deemed that to do so would endanger the child or youth. 

5.2.4.2.4. Although we hope that youth and adults will have genuine fondness for one 
another, any adult who looks to youth for friendship is not sufficiently mature to 
be in a position of responsibility over them. A “friendship” is reciprocal, where 
neither person has more responsibility for the health of the relationship than the 
other. This definition is antithetical to the adult/youth relationship, where the adult 
is the one who assumes primary responsibility for maintaining appropriate 
boundaries and cultivating an atmosphere of health and trust. Therefore, it is the 
adult volunteer or compensated worker’s responsibility to avoid or discourage 
inappropriate friendships. 

5.2.4.2.5. Sometimes a genuine mentoring relationship will develop between a youth 
and an adult. These relationships can be healthy and transformative for both. 
However, it is our concern that someone who might not have the best interest of 
the youth at heart could try to disguise an unhealthy relationship with a youth as a 
mentoring relationship. Therefore, if an adult wishes to be in contact with a youth 
outside of the normal channels of congregational events, it is imperative that his or 
her behavior both be and appear to be above reproach. Any relationship developed 
between an adult and a youth outside of congregational activities must be with the 
knowledge and consent of the youth’s parents. This policy is for the protection of 
the youth and the adult. Adults will best protect themselves from false accusations 
of misconduct by keeping the parents informed of their actions. 

5.2.4.2.6. Adults who work with children and youth of the congregation are 
responsible first to the children and youth, and to the congregation as well. 
Sometimes an adult will learn that a child or youth is the victim of abuse, is 
suicidal, has a serious drug problem, etc. It is the congregation’s policy that 
information be communicated to the Minister or DRE immediately. For this 
reason, please try never to give children or youth the impression that you will keep 
secrets for them. Confidentiality is not secret keeping. For the most part, a 
covenant of confidentiality will mean that you do not repeat information told to 
you in confidence. However, when the information is of a major, crisis nature, 
encourage the child or youth to seek help from a parent or other authority figure. 
Consult with a person of greater authority in the church, the Minister or the DRE, 
about an appropriate course of action. 

5.2.4.2.7. It is never appropriate to engage in any manner of sexualized behavior with 
a child or youth. This policy refers to both explicitly sexual behavior, and also to 
sexually provocative behavior or language. It is inappropriate to tell jokes with 
sexual content, for instance, or to make double entendres. Physical expressions of 
affection such as hugs certainly have their place, but it is best to allow the child or 
youth to initiate them, and the adult must be sensitive not to allow them to be 
prolonged. 
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5.2.4.2.8. Ask permission of a child or an adult before giving them a hug or a kiss, or 
holding their hand. This permission gives them the opportunity to say no if they 
are uncomfortable. 

5.2.4.2.9. Corporal punishment or abusive language will not be used under any cir-
cumstances 

5.2.4.3. Alcohol shall not be permitted at church events to which children are invited 
5.2.4.4. Illicit drugs and weapons are not permitted at church events or on church grounds 
5.2.4.5. Field trips 

5.2.4.5.1. Parents must sign permission slips (see appendix A) when children are 
leaving the meetinghouse premises by vehicle. If the driver is under 21, the 
permission slip must so specify. 

5.2.4.5.2. The leaders must have a list of names, emergency contacts, and medical 
conditions with them at all times. 

5.2.4.5.3. The field trip organizer shall provide the DRE with a copy of the activity in-
formation at least one week in advance of the activity. 

5.2.4.5.4. There must be a minimum of 2 adults with the group. In addition, for 
preschoolers, the ratio shall be one adult for every three children. For all other 
children and youth, the ratio shall be 1 to 5. 

5.2.4.5.5. A first aid kit shall accompany all field trips. 
5.2.4.5.6. There must be enough seat belts for everyone and everyone must wear a 

seat belt. Children four (4) and under must be in appropriate car seats.  Booster 
seats must be provided according to NY and other state law as required. 

5.2.4.5.7. All drivers must be covered by car insurance. Proof of insurance coverage 
must be filed with the DRE.  Volunteers and compensated employees are not 
allowed to pick up or drive children and youth home from the meetinghouse or to 
be alone in a car with one child or youth except by prior parental arrangement and 
notification of DRE. 

5.2.5. Training and education 
5.2.5.1. Children and youth 

5.2.5.1.1. We will promote self-esteem and personal responsibility in all our religious 
education programs 

5.2.5.1.2. We will provide age appropriate information about development and 
sexuality to our children and youth including a sex education program for 
children/youth that includes sexual abuse prevention. 

5.2.5.2. Teachers/youth leaders/RE Committee/Staff 
5.2.5.2.1. Provide training for teachers, RE Committee members, and staff in 

recognizing and responding to suspected physical and sexual abuse 
5.2.5.2.2. Inform and educate teachers about the congregation’s abuse policy 

5.2.5.3. Congregants 
5.2.5.3.1. Inform congregants of congregation’s abuse policy 
5.2.5.3.2. For new members of this congregation the Membership Committee will 

provide a copy of this policy to be included in all new member packets 
5.2.5.3.3. Provide information for all members and friends regarding community 

resources that address the issues of domestic violence and sexual abuse 
5.3. Reporting & response: Situations of suspected child abuse are seldom simple and straightforward. 

Religious leaders should be guided by a commitment to the overriding priority of protecting the 
children. They should also be sensitive to the harm that can be done by false or mistaken accusa-
tions. 

5.3.1. Congregation member or friend becomes aware of child abuse within a congregational pro-
gram. This person must not ask investigative questions, but must write notes on what is said 
with names, dates, times. These notes will enable the person to make an accurate report, and 
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will be useful if asked to testify. The person taking the report from the child/observation is 
not asked to determine whether or not a crime has been committed 

5.3.2. Congregation member or friend reports incident to the minister, DRE, and Board President 
(i.e. the Response Team). 

5.3.2.1. The Response Team member receiving the allegation should take the necessary 
steps to take appropriate action to assure protection of the children in the congregation; 
and will convene a meeting of the Response Team 

5.3.2.2. The Response Team will carefully document all meetings, conversations, and infor-
mation regarding this matter, and keep all this information as confidential as the circum-
stances warrant 

5.3.2.3. The Response Team will keep the matter confidential [until the investigation is 
complete]. Release of information could interfere with successful prosecution, could 
result in unwarranted damage to the reputation of the accused, or may endanger the 
child. 

5.3.2.3.1. In cases when the reporting person and/or child or youth victim has reason 
to fear retaliation or recrimination, the strict confidentiality of the reporting person 
and/or child or youth victim will be maintained at his or her request, except when 
the Response Team determines that NYS CHILD ABUSE HOTLINE (1-800-635-
1522) officials or the State Police must be informed. Except when this request for 
strict confidentiality is made, a full disclosure of the details of the suspected abuse 
or concern will be made to the accused at the appropriate time. 

5.3.2.3.2. In this context, “confidential” means that the identity of the child victim 
and/or reporting person, the details of the allegation or concern and any other iden-
tifying information will be kept between the Response Team and the accused. This 
information will not be disseminated to the congregation. “Strict confidentiality” 
means that this information will not be shared with the accused. 

5.3.2.3.3. The reporting person must meet in person with the Response Team to give a 
full report of his or her concern. In order for the Response Team to respond appro-
priately and fairly, all members of the response team must be present for all initial 
interviews and make every effort to attend all meetings and all information, related 
to the concern, known to any one member, including the Minister and DRE, must 
be shared with the other Response Team members. 

5.3.2.4. The Response Team does not have the legal authority, or the expertise, to 
determine guilt or innocence. Instead, they are to protect members of the congregational 
community, and to ensure that the victim and accused are treated with dignity and 
respect. The team responding to the allegation should keep the following response 
guidelines in mind: 

5.3.2.4.1. The response team will decide, in a careful but timely manner, whom to 
inform about the incident (parents, teachers, state officials, the board, the 
congregation, the child or children in question, the alleged perpetrator) and the 
information to be provided. The decision should be made based upon the 
individual situation (e.g. severity and credibility of allegation: does the threat to 
the safety of the children still exist?) 

5.3.2.4.2. If any action is taken or recommended by the Response Team, the 
Congregational Services Consultant of the Metro District will the notified that a 
report has been made to the congregational leadership, of the nature of the issue 
and whether a report has been or will be made to NYS CHILD ABUSE HOTLINE 
(1-800-635-1522).  The President will report to the full board in a closed meeting 
at the earliest appropriate time. 

5.3.2.4.3. If the Response Team determines that an accusation has been made with malice or 
for any other reason believes that a report has not been made in good faith, the 
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confidentiality of the reporting person will not be protected, except in the case of a 
minor. The Response Team may determine that a false accusation by a child or 
youth requires further consideration.  Congregant, with the support of the 
Response Team, then reports incident to New York state authorities. Reports of 
abuse or neglect by a parent or guardian should be made to the New York CHILD 
ABUSE HOTLINE (1-800-635-1522). 

5.3.3. This telephone number will be posted in the RE area. 
5.3.4. Interim suspension of accused 

5.3.4.1. If the reported abuse involves a worker or volunteer at the congregation, the super-
visor of that person will immediately relieve that person of any duties involving super-
vision, care or teaching of children and youth at the congregation. Suspension will oc-
cur for an incident that allegedly occurred either within or outside the realm of the con-
gregation. Suspension will continue pending the outcome of the investigation by the 
appropriate authority. 

5.3.4.2. Even if an allegation is not reported to New York authorities, the adult against 
whom the allegations are made may be asked to refrain from teaching or otherwise 
interacting with the child or children in question for the adult’s own protection. 

5.3.4.3. If a report is made to NYS CHILD ABUSE HOTLINE (1-800-635-1522), this 
leave will be mandatory. 

5.3.5. In the case of report of Ministerial abuse 
5.3.5.1. In the event that the charges involve the minister, the next points of contact shall be 

the Board President, the Metro NY Congregational Services Consultant, or the UUA 
Department of Ministry. 

5.3.5.2. Situations involving alleged ministerial abuse shall be reported to the Metro NY 
Congregational Services Consultant, the Director of the UUA Department of Ministry, 
the Ministerial Fellowship Committee of the UUA, and to the Unitarian Universalist 
Ministers’ Association. 

5.3.6. Restrictions on participation in congregational activities 
5.3.6.1. Without accusation: The Response Team may determine, even without an 

accusation of abuse made, that they have reason(s) for concern that a congregant's 
contact with children or youth in our congregation potentially places both the 
congregant and the children at risk of incident or accusation. For this reason the 
Response Team is authorized to restrict an individual from teaching in the RE program 
or otherwise volunteering or chaperoning for children’s events. 

5.3.6.2. If a serious accusation is made 
5.3.6.2.1. If a serious accusation is made, the accused must sign a limited access 

agreement (appendix D). 
5.3.6.2.2. Regardless of where or under what circumstances the alleged incident took 

place, if a paid staff person is involved and convicted, or a legal charge is brought 
but not acted upon for reasons that leave too many questions unanswered, it may 
be considered as job-related and affecting job performance. 

5.3.6.3. If a congregational member or friend has been convicted of sexual abuse 
5.3.6.3.1. Because we “affirm the inherent worth and dignity of every  
person” we do not believe any person should be automatically excluded from our 
membership because of their past actions. However, we also believe we have a 
responsibility to ensure the well being of all of our participants, especially the most vulner-
able. To date it is our understanding that the ability of pedophiles to change their behavior 
is problematic. If someone who has been convicted of sexual abuse, regardless of where it 
occurred, wishes to participate in this congregation, we will welcome him or her but 
his/her participation will be limited in ways to ensure the safety of our children.  The 
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congregant must sign the limited access agreement (appendix D). Refusal will grant the 
congregation the authority to deny access to the congregation and its sites. 

  5.3.6.3.3.  Those who refuse to sign and who enter congregation sites 
   will be asked to leave. Refusal will prompt a call to the local police   
 for assistance. 
  5.3.6.3.4.   The limited access agreement will be reviewed by the    
 Response Team and will be kept in a locked file with the Minister. 
  Such information will be revealed to others on a need-to-know basis.   
  Those with a need to know will include the RE teachers in the  
  program and parents or other parties responsible for children within the   
 congregation. 

5.3.7. Board actions following incident 
5.3.7.1. The Board of Trustees will make the final determination of any additional conse-

quences appropriate to the violation of this policy, including, but not limited to, termi-
nation of a staff person [except for minister] and any additional action in the case of 
volunteers beyond that for which the Response Team is authorized. 

5.3.7.2. Reinstatement of paid staff member or volunteer will occur only after all 
allegations have been cleared to the satisfaction of the Executive Board. 

5.3.7.3. Violation of this policy by the Minister or DRE shall constitute good cause for dis-
cipline under the terms of the Minister’s or DRE’s contract. 

5.3.7.4.      If disputes arise out of actions taken by the Response Team, the matter may be 
taken to the Board. However, the DRE and the RE committee (together) retain the independent 
right and responsibility to screen and authorize volunteers for teaching in the RE program, 
while the Response Team will make final decisions about removing a teacher or otherwise 
restricting an individual’s contact with children and youth on congregational sites or at 
congregation-sponsored events..   

6. Implementation of the policy 
6.1. Announcements of the policy will be made in the order of service for two consecutive Sundays 

and copies will be made available to the congregation in the sanctuary entry 
6.2. Upon implementation, parents or others responsible for children, teachers, and volunteers will be 

mailed a copy along with a letter from the board and appropriate forms to sign. Subsequently, 
parents or other responsible parties, teachers and volunteers will receive a copy of this policy 
each year at registration. As new children enroll in the RE program their parents or other 
responsible parties will receive copies of the policy.  

6.3. The policy will be included in all new member information packets. 
6.4. The RE Chair will prepare a summary of the policy to be distributed to all members and friends 

through a UUCRT newsletter article in the month following its approval. 
6.5. The policy will be provided to and discussed with all workers and volunteers who supervise or 

care for the children and youth of our congregation.  
6.6. The RE committee will include information on this policy and its implementation as part of its 

annual report to the board. 
6.7. The Board will conduct an annual review of the prevention program. The Board will assess how 

well the program has met its goals. The minister and DRE can report on the prevention efforts. A 
brief questionnaire can be given to workers and representative congregation members asking for 
their reactions and concerns. 
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Appendix A 
Field Trip Permission Slip 

Date:_______________________ 
I hereby grant permission for my child, ___________________________, to travel by vehicle with the 
UUCRT RE program to _________________________ on _________________. 
My child has the following medical conditions:  

________________________________________________________. 
Because of these conditions, the following precautions or supplies should be taken on the field trip:  

_________________________________________________________. 
Parent or guardian, print name: ___________________________________________ 

Signature:_________________________________________________ 
Phone number: _____________________________________________ 

Emergency contact name, relationship to child, and phone number:   
____________________________________________________________________ 

 

Appendix B 
Universal Precautions from Bloodborne Pathogens 

Scope 
This document discusses steps to be taken to minimize the likelihood of spread of bloodborne 
pathogens, and the handling of potentially infectious materials. Other policies to control the 
spread of infections other than bloodborne pathogens are found in the RE policy manual. 
Definitions: 
Bloodborne: spread in blood and other bodily fluids  

Pathogens: germs that can cause disease 
Bloodborne pathogens: HIV, hepatitis B, hepatitis C, hepatitis D, (hepatitis G?) 

Potentially infectious materials: in the case of bloodborne pathogens, and as relevant to injuries that 
may occur during RE, these materials include blood, and bodily fluids visibly contaminated with 
blood. With respect to bloodborne pathogens, these materials do not include urine, feces, vomit, 
tears, or saliva, unless these materials are visibly contaminated with blood. 

Universal precautions: Those steps taken to prevent spread of bloodborne pathogens, based on the 
premise that any person may carry these germs. Universal precautions are steps taken not only for 
persons known to be infected, or with persons considered at high risk for infections, but steps taken 
for every person. People can spread infection to others without even showing any symptoms. In 
addition, people can spread germs without even becoming sick themselves.  

 

Policies 
§ Latex-free gloves will be available and kept in a handy location in each RE room. Gloves 

contaminated with potentially infectious material should be disposed of in a leak proof plastic bag. 
Wash hands after removing gloves, even if hands are not visibly contaminated. 
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§ Gloves are not required for diaper changes, unless waste is visibly contaminated with blood. 
§ Any injury that results in bleeding or release of other potentially infectious materials requires the 

use of gloves while rendering first aid. 
§ Spills of blood or other potentially infectious materials should be cleaned while wearing gloves. 

All contaminated materials should be placed in a sealed plastic bag. Be careful not to get any of 
the infectious material in eyes, nose, mouth, or any open sores. Contaminated surfaces should be 
cleaned with a fresh solution of 1T of household bleach in 1 quart of cool tap water or other 
disinfectant solution. Solution must remain in contact with contaminated area for a minimum of 10 
minutes. Items such as stuffed animals that are not easily contaminated should be discarded. 

§ Biting incidents will be reported to the parent/guardian of each involved party by the DRE. Both 
families will be advised to seek medical treatment if the bite involved bleeding. Testing the 
involved children for HIV and hepatitis B may be considered and should be discussed by both 
parties with their health care providers. A child known to be positive for HIV or hepatitis B and 
who bites, even after efforts by the DRE and the child’s family to change the behavior, should be 
taken out of the RE setting until the biting ceases. 

§ Open wounds with bloody discharge must be covered while in the meetinghouse or while 
participating in RE activities. 

§ Teachers should report to the DRE any incident that they believe may have resulted in exposure to 
bloodborne pathogens. 

 

Appendix C 
Code of Ethics for Adults and Older Youth Working with Children and Youth 

Adopted by the Unitarian Universalist Association 1986 
Adults and older youth who are in leadership roles are in a position of stewardship and play a key role in 
fostering spiritual development of both individuals and the community. It is, therefore, especially 
important that those in leadership positions be well qualified to provide the special nurture, care and 
support that will enable children and youth to develop a positive sense of self and a spirit of independence 
and responsibility.  

The relationship between young people and their leaders must be one of mutual respect if the positive 
potential is to be realized. Among the most important areas of growth are those of self-worth and the 
development of as healthy identity as a sexual being. Adults play a key role in assisting children and 
youth in these areas of growth. Wisdom dictates and research shows that children, youth and adults suffer 
damaging effects when leaders become sexually involved with young persons in their care. 
Therefore, I will not engage in sexual, seductive, or erotic behavior with children and youth. I will not 
sexually harass or engage in behavior with youth that constitutes verbal, emotional or physical abuse. 
I will not be under the influence of illegal drugs, alcohol, or any other drug that would impair my 
judgment or ability to function effectively while in a leadership role with children or youth.  I 
acknowledge receipt of the UUCRT Religious Education Safety Policy plan. I understand that it is my 
responsibility to comply with its spirit and purpose. 
 

 
Signed _______________________________ Date ________________ 
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Appendix D 
SAMPLE 

CONFIDENTIAL 
Limited Access Agreement 

The UUCRT Response Team has serious concerns about your continued contact with children and/or 
adolescents in this congregation. In order to protect the children in our programs from potential risk, to 
protect you from further suspicion, and to maintain confidentiality, we ask you to abide by this agreement. 
Signing this document in no way constitutes a presumption or a confession of guilt. Instead this restriction 
is a routine safety precaution, activated without prejudice toward particular individuals. This document 
will be considered confidential, will be kept in a locked file in the minister’s possession, and will be 
reviewed only by the Minister, the Director of Religious Education, and the President of the Board of 
Trustees. 

The guidelines are designed to reduce the risk, to both you and the children, of an incident or accusation. 
§ Avoid all contact with children on congregation sites or at congregation-sponsored events. The 

restriction includes the following: 
o Any verbal or physical contact with children 

o Volunteering or chaperoning children (including participation in RE classes, participation 
in any other organized children’s activities, and transporting children in connection with 
congregation activities). 

§ Remain in sight of, and with hearing distance of, an adult at all times when children are present on 
congregation sites or at congregational events. 

§ Avoid conversations with children on congregation sites or at congregation-sponsored events. 

§ The congregation must provide a safe environment for any groups that use congregation sites. 
Avoid being unsupervised on congregation sites when any activity that children are participating 
in or attending is taking place. 

§ Inform a member of the Response Team of any further developments that may influence our 
concerns about your possible impact on the well being of the children in this church. 

Within the confines of the above guidelines, the congregation continues to welcome your  participation in 
Sunday services, committee meetings, adult discussion groups, adult social events, and well-supervised 
intergenerational events. You may not attend coffee hour. 
You may not enter the RE area on Sundays before all children have been dismissed.  To the extent 
possible, the Response Team will respect your privacy and the right to confidentiality. Our prime 
responsibility, however, is to ensure the safety of the meetinghouse for children. The Response Team is 
your point of contact should further developments or questions arise. 
 
If you have been convicted of child abuse, you must be under the supervision of a chaperone via parole, 
probation or state sexual offender program before being allowed to enter congregational sites. In addition, 
you must be in a certified treatment program. The restrictions listed above will apply. 
 
I have read the attached guidelines and I agree to abide by them or I will relinquish my participation and 
membership in this congregation 
_________________________________________________                           _________ 
Signature                                                                                                                Date 
_________________________________________________                           _________ 
Witness                                                                                                                   Date 
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UUCRT RE Registration Form 

 
Note: this form is available online, and is circulated to members via email and the 
Internet. Online features (text box for insertion of child name, button for marking 
child’s class placement/ agreement with statements) are not reproduced in the text 
version below.  
 
Responses to the form are collated and maintained by the RE Chair. 
 
1. Child / Children Information Section: 
 
Please list your children from oldest to youngest. For each child, please 
include full name, date of birth, and any allergies/special needs our teachers 
should be aware of.  
 
 
2. Are there any sensitive issues of which our teachers should be aware? 
Please explain, and let us know if you would like an individual meeting to 
discuss further. 
 
 
3. Scheduling for 2013–14: To the best of your knowledge, please let us know 
which class your child should be placed in, based on his or her age and school 
grade. 
 
Preschool/Early Elementary (ages 3 to 6, or Pre-K to 1st Grade) 
Elementary (ages 7 to 10, or 2nd to 5th Grade) 
 
If you have more than one child, please list their names and class choices below. 
 
 
4. If you have listed an age group preference that is different from your child's 
actual age or school class, please let us know the reason. (Please note: We 
currently have the capability to offer Sunday religious education classes during 
services to preschool and elementary-age children (up to 5th grade). Children 
younger than 3 are welcome in our younger children’s class if accompanied by 
a parent.)  
 
 
5. Parents/Guardians, please provide the following information.  
 
Name: 
Address: 
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Address 2: 
City/Town: 
State: 
ZIP: 
Email Address: 
Phone Number: 
 
6. We hope to hold RE classes on the first 3 Sundays of each month. 
Intergenerational services, led by our minister, Reverend Chris Antal, will be 
held on the 4th Sunday of each month. Special children’s programming (i.e. 
yoga, tai chi, etc.) will take place on 5th Sundays. We encourage consistent 
attendance in order to build trust, friendship, and continuity with our children’s 
religious education. However, we understand that it is not always possible to 
attend every Sunday. In order to help us plan accordingly, please note 
approximately how many Sundays per month your child(ren) will be attending 
and if you have a sense of which Sunday(s), please indicate that as well.  
 
 
7. We always welcome and are grateful for the involvement of volunteers with 
our Children’s Sunday Religious Education program. Please let us know here if 
you are interested in teaching the younger children once a month, teaching the 
older children once a month (this is a particularly high-need area!), being an 
assistant teacher in the classroom with the younger children once a month, or 
being an assistant teacher in the classroom with the older children once a 
month.  
 
Also, please let us know if you would be willing to teach a one-time, special-
topic, all-ages class during the course of the school year, on a topic that is of 
interest and importance to you. Possible topics for such a class include yoga, 
tai chi, music, art, creative writing, creative movement (dance/drama), or 
outdoor exploration. We are open to your suggestions as well!  
 
 
8. Please check agree to show that you have read & understand our concerns & 
goals. 
 
I/we will strive for consistent attendance, which demonstrates to our children 
that our congregation and faith are important. I/we understand that building 
trust and friendship nurtures the life that we share together. 
 
_ Agree 
 
 
9. I/we give permission for our children to appear occasionally in church 
literature and displays, as well as on our website and on Facebook. I/we 
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understand that no names or personal information about our children will be 
identified. 
 
_ Agree 
 
 
10. I/we will remain in the building while our children are in educational 
programs, unless we have made specific arrangements with the RE coordinator 
or chair. 
 
_ Agree 

 
 
Board Policy Decisions Regarding Lifespan Religious Exploration 
Committee: 
 

§ RE Director to provide Code of Ethics for teachers (9/2003) 
 
§ Use RE Funds to pay sitter (5/2007) 

 
§ Accept recommendation to have a paid Religious Education Coordinator for up to 

$2500/year, with responsibilities to be finalized in the contract. (6/2013) 
 
 
Membership Committee  

 
As more fully set forth in the UUCRT Bylaws, the Membership Committee shall be responsible 
for: 

 
• keeping the membership file current; 
• maintaining contact with newcomers, friends and members; 
• with the minister, orienting newcomers and new members to the functions of the 

Congregation; 
• welcoming newcomers at worship services 

 
UUCRT Membership Committee & Chair Duties  
1. Greeters/Greeting:  

a) The Committee Chair ensures there is greeter coverage each Sunday. Currently there is one 
member or friend that greets once a month, every month.  

b) Chair assists the Sunday Greeter by running errands, making extra copies of the Order of 
Service, etc. for the Greeter (this helps Chair know who is a 1st time visitor, etc.) 

c) Keep supply of prepared Visitor envelopes with either logo label and text or with colored 
text; envelope contents:  UUCRT and We are Unitarian Universalists brochures 

d) Chair checks visitor binder for new visitors, makes copy of completed form and send an 
email to President, Communications Chair and Visitor with contact information for 
newsletter, email blast and follow up phone calls.   
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e) Greeter removes clipboards, visitor book, name tags, birthday stand, etc. and places in left 
hand middle drawer in the reception desk 

   
•  Newsletter:   Chair submits monthly entry to Newsletter editor by 15th of the month 
 
•  Hospitality Hosts Hospitality Host members provide refreshments for coffee hour after 

service and clean up the kitchen, bathrooms and fellowship hall afterwards.  Each group has a 
Host Coordinator who ensures there are people to provide set up, provide food and clean up 
afterwards.   

 
a) Host Coordinators are     
 January/July:  Verne Bell 
 February/August: Donna Davies 
 March/September: Carrie Sabins 
 April/October:  Jan Kinney 
 May/November: Dana Beisheim 
 June/December: Dawn Vandervloed 
 
b) Sunday morning setup and clean up instructions updated as needed and circulated to 

Coordinators (Coordinator contacts their Group 1-2 weeks in advance of new month to 
coordinate food, set up, clean up and lock the building).  

 
 c) Coordinators are to report low participation to Membership Committee  

Contact, Jack Pollard, if they need Sunday; Jack will ask Worship Associate to make an 
announcement that Hospitality Host help is needed that Sunday.   

 
•  New UU Class 

a) To be held the first Sunday of the month at 8:30 a.m. and attended by Rev. Chris and 
Membership Chair  

b) Chair updates, as needed, handout on Benefits & Responsibilities of Membership 
c) Chair updates Congregational Life activities: committees, UU activities 
d) Last ½ hour of New UU Class, Chair reviews benefits and responsibilities of Membership, 

including financial support, membership process (request for membership to Chair, 
confirming letter, conversations with Chair and Spiritual Leader, Board considers and 
approves membership request, Welcoming Ceremony during Sunday services where 
prospective new members recite words of covenant with the congregation, sign the 
membership book - membership begins when they sign the book) 

e) Chair receives Request for Membership card from prospective new member 
f) Chair sends out letter confirming membership request and describes membership process 

(confirms their attendance at a New UU Class or that they should attend a New UU for 
clarification of UU history, principles and practices).   

g) Chair schedules a conversation with prospective new member after they have attended a 
New UU Class and inquires whether they wish to have a mentor assigned (to answer any 
new member questions they may have) 

h) Chair advises Rev. Chris of membership requests received 
i) Chair emails summary of conversation with prospective new member to the board 

 
•  New Member Ceremony: 

a) Chair assembles New Member Packet (one each per household): 
i) Generic welcome letter itemizing folder contents:  pledge form, 7 Principles Wallet 
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card; UU Pocket Guide; Membership Directory (updated with any changes); 
UUCRT Committee Chair & Duties List 

ii) To be furnished at another time:  Member name tag, Membership Certificate which 
is signed by Board President, Personalized Hospitality Host Group assignment  

 
b) Chair advises Board Secretary of New Member contact information because Secretary will 

update UU World subscription list.     
 
•  Directory 

a) Beginning in September, Chair prepares listing of all current Members in the Directory and 
on Sundays asks Members to update and/or confirm the accuracy of their listing in the new 
year Directory by making necessary changes and if no changes, by initialing their entry  

b) Per Board guidance in 2011, the Membership Committee decides, based upon participation 
criteria, which Friends appear in the new directory.  2/20/11 definition was affirmed by the 
Committee on 9/10/13 defines a Friend for inclusion in the yearly directory as follows:  “A 
person who has requested membership in the UUCRT, or has attended Sunday services at 
least once for three consecutive months and has visibly contributed to the Congregation by 
helping, among other things, with the coffee hour, cleaning up after services or assisting 
with RE.”  Some of the “other things” would be serving on a committee, serving on a Host 
Group.   

c) Chair updates current Directory for the New Year with bylaw changes, if any, new 
members, committee chairs, board members, etc. 

d) Chair prints labels for Directory recipients 
e) Committee reviews draft Directory prior to publication 
f) Directory is self-published  
g) Committee assembles directory, staples at the UU, affixes logo, and name & address label 

of Directory recipients 
h) Directories are available at the UUCRT in January for pickup by Members and Friends 

listed in the Directory 
 

•  Monthly Membership Committee Meetings and Schedule of Activities 
a) With Committee, set schedule of monthly meetings throughout the year 
b) Basic calendar of year round activity is: 

i) January - publish directory and report membership count to Secretary by 1/31 
ii) January/February – Chair/Committee solicit attendees to Serendipity Dinners and 

assign, Chair notify hosts of guests 
iii) May – Chair prepares & presents Membership Committee activity since last May at 

congregational meeting 
iv) August – reach out to current Chairs to schedule their Committee minute (before 

service begins) on a Sunday from September to the November congregational 
meeting; advise APPC of schedule 

v) September-November – Request members confirm and/or update their directory 
listing  

vi) November - Chair prepares committee sign up forms for 2014 committees and to 
elect a chair; AND prepares form for Serendipity Dinners hosts (dinners from 
January through March); Chair or Committee  

vii) November/December – *committee contacts members who haven’t already 
confirmed their directory listing to confirm membership and contact information; 
*solicit Hosts for Serendipity Dinners 

viii) December - current committee chairs to hold election by 3rd Sunday in December 
and report outcome to Membership Chair 
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•  Serendipity Dinners 

a) Solicit Hosts; prepare sign up sheet with number of guests they can accommodate 
b) After sufficient number of hosts available, prepare sign up sheet with guests indicating 1st, 

2nd and 3rd choice of dates 
c) Committee assigns guests to hosts to create an interesting mix of new and not so new 

members and friends 
d) Chair advise hosts who their guests are so they can set a time and arrange menu with 

guests. 
 
9. Miscellaneous.   
Ensures the weekly placement of these announcements on Order of Service, because each Sunday could 
be someone’s first time here: 
 
              a) Interested in becoming a UUCRT member? Fill out a Request Membership card located on 

the pamphlet rack, then give it to Membership Chair or hand it to the greeter.  
              b) Important Reminder to Parents: For the safety of our most important asset—our 

children—please keep the following in mind: Children are to remain with you in the 
sanctuary during service and the Fellowship Hour. Children should not be out in any of 
the other rooms, or outside of the building, unsupervised during this time. Thank you in 
advance for your cooperation.  

              c) Naming the Hospitality Hosts because we are welcoming members and friends to our 
spiritual home and to advise that friends can participate in our schedule of refreshments:  
Hospitality bring lighter fare (fork free) on the 1st, 3rd & 4th Sundays. On the 2nd Sunday, 
we enjoy heartier fare and welcome the savory and sweet culinary contributions of 
members and friends.  

               d) Chair orders online from UUA brochures, Pocket Guide, etc. as needed and submits 
invoice to Treasurer for payment to UUA 

 
10. Membership Database.   

a) Chair maintains Excel membership database to include all information in directory listing 
and updates with new members.   

b) Chair prepares Birthday Flyer each month for member and friends birthdays 
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Hospitality Host Groups 
 
SUNDAY SERVICE REFRESHMENT HOSPITALITY:  Hosts (Members and Friends) twice a year bring 
food, make coffee, set up the Fellowship Hall with lighter fare, small plates (no forks) on the 1st, 3rd, 4th 
and 5th Sundays.  On the 2nd Sunday, Potluck Sunday, we enjoy heartier fare.  Hosts also clean up 
afterwards including the bathrooms, kitchen and Fellowship Hall.  Membership Committee Contact:  
Jack Pollard 
 
January & July Coordinator:  Verne Bell 
Verne Bell   Bryon Abrams   
Samuel Browning  Alison Fornes  
Kristen Holt-Browning Pasha Moffett  
Betty Munford   Lance Pahucki  
Adrian Sicam  
   
 
February & August Coordinator:  Donna Davies 
Heather Broadfoot  Donna Davies  
Glenn Davies   Rebecca D. Jones 
Keith Jordan   Jackie Jordan  
Linda Mangelsdorf  Jackie Turenchalk 
 
March & September Coordinator:  Carrie Sabins 
Jay Beaumont   Pat Beaumont    
Rohann Daly    Bill Domanico 
Athena Drewes    Diane Newlander 
Carrie Sabins     
Twila Smith       
 
April & October Coordinator:  Jan Kinney    
Howard Garrett                     Judy Garrett 
Anthony Kimball 
Lisa Kimball   John Kinney 
Jan Kinney   Jeannette Lamb 
Jack Pollard   Madelaine Ventre 
 
May & November Coordinator:  Dana Beisheim 
Dana Beisheim   Nan Dempster  
Hollis Kellogg    Claire Reineman 
Michael McGinn   Bernadette McGinn 
 
June & December Coordinator:  Dawn Vandervloed 
Anne Beck  Diane Diachishin  
Barbara Hultgren  Valerie Kowkabany  
Michael Landrum Dawn Vandervloed 
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UUCRT HOSPITALITY HOST GUIDELINES & INSTRUCTIONS 
(as of September 22, 2013) 

 
Any questions regarding the kitchen, contact Chair, Buildings & Grounds; as to kitchen and 
bathroom supplies, contact Jan Kinney at (845) 457-4578.   
 
Need help on a given Sunday?  While each Host Group is served by a Coordinator who 
coordinates in advance their group’s participation, sometimes, despite best laid plans, group 
participation is low on a given Sunday.  To have the Worship Associate make an announcement 
that help is needed, on Sunday, any Group member may reach out to Jack Pollard (the 
Membership Committee liaison) and he will make that request to the Worship Associate.  If Jack 
is not there, reach out to the Membership Committee Chair or Greeter.   

**** 
Please keep the door to the unheated basement closed.   
 
For easier cleaning of the Fellowship Hall, quicker cleanup in the Kitchen, and to promote greater 
interaction with each other and newcomers, the Membership Committee requests: 
Lighter Fare (No Fork) Sundays:   
Finger foods only on the 1st, 3rd, 4th and 5th Sundays 
Two or three tables set up in the middle of the room, with space to walk between 
Chairs along the perimeter of the room 

 
While Lighter Fare is optional for the individual Host Group, cleanup is easier and we do not 
have enough tables and chairs to accommodate every person who wishes to sit.  As we grow, this 
disparity will increase.   

 
Potluck Sunday (2nd Sunday):  Retrieve tables from the Kitchen and set up with tablecloths and 
chairs.  Afterwards during the school year, leave two or three tables up for the School and put the 
remainder away in the Kitchen.   
 
Since Cleanup is more labor intensive than setup, especially on Potluck Sundays or any Sunday 
where there is silverware and plates, all Host Members are expected to participate in the initial 
cleanup activity which includes washing dishes, clearing tables, storing leftover food in the 
refrigerator, wiping down counters, etc.  In addition, Host Member(s) are to sweep/vacuum the 
Fellowship Hall, Kitchen and hallway to the classrooms AND clean the bathrooms.   
 
PREPARATION:   
1. Upon arrival:  Hang the metal sign, found inside the main door, on the wooden support by 
Rt. 207.  Return the sign to just inside the front double door entry before leaving for the day.      
2. Coffee:   There are 3 coffee makers underneath the hand-washing sink (just inside the door 
to the left).  Each coffee maker should be plugged into a different outlet to prevent blowing a 
fuse. Coffee, tea, and sugar are in the tall cabinet by the door.   
 
Make coffee using the following measurements:   
  12 cups of coffee:  ½ cup to 2/3 cup of ground coffee 
  24 cups of coffee:  1 cup to 1-½ cups of ground coffee 
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3. Refreshments Setup:  Most cabinets and drawers are labeled if you are looking for a 
particular item.   
 
Dishes, cups, and cutlery are on each side and below the pass-through window.   
Dishtowels and tablecloths are in the center island drawers AND left of the stove.   
 
4. Set out food.   
 

5. Turn on dishwasher and the switch above it (water needs to be preheated for 
washing).   
 

KITCHEN CLEAN UP: 
1. Dishwasher directions are on the wall above the dishwasher.   Prime the machine as 
directed.  Do one rack of dishes at a time.  When ALL dishes are done, turn off the dishwasher 
with the RED button, then drain the dishwasher. 
 
2. Clear and wipe down all tables.   
 
3. Wipe off the counters after each use to eliminate food debris and sticky residue.  
  
4. Vacuum or sweep the kitchen and Fellowship Hall.  In case of spills, please wash so there 
isn’t a sticky residue.    
 
5. Fellowship Hall Chairs – Please use the handheld vacuum, kept in the kitchen, courtesy 
of The Birch School.   
 
6.   Launder dishtowels and table cloths after each week if they are dirty or stained, and return 
them to the drawer (in the island) or next to stove. 
   
7. Date any food items to be stored in the refrigerator or freezer.   
 
8. Supply Replenishment - Make a note on the refrigerator of necessary items running low – 
Jan Kinney, a Building & Grounds Committee member  (jankinney1949@hotmail.com) has 
agreed to shop for items the UU normally supplies (kitchen, bathroom, and general cleaning 
supplies).   
 
9. The School appreciates a clutter free kitchen; please try to keep the counters clear.   
 
10. Garbage - collect all garbage from the kitchen and Fellowship hall.  Divide into 
recyclables and standard garbage.*   
 

No Ants = no food left on the kitchen counters after cleanup. 
 
We use single stream recycling – so paper, plastic, glass, etc. can all be put together.  Bring the 
recyclables and garbage downstairs (to the basement) where you will find two containers clearly 
marked for the waste company.   Upon return upstairs, close the door to the unheated basement.   
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Roll the garbage can and recycling can through the doors in the basement and set them at 
the edge of the driveway facing the road for pickup on Monday morning.   HINT- do not let 
the outer door close behind you because it will lock. 
 
*At times there may be a container supplied by one of our UU gardeners, for compostable food 
items.  The gardener must be present and take the compost container home when leaving the UU 
that day. 
 
BATHROOM CLEANUP (Every Sunday) 
1. Before services, check toilet paper levels in the bathrooms before services and refill or lay 
out extra, as necessary.   
2. Bathroom cleaning products are in the closet by the ladies room.   
3. After services, disinfect the toilets and sinks in both bathrooms.   
4. After services, refill toilet paper, paper towels, and soap.   
 
Last Sunday of the Month, add 
(1) mop the floor  
(2) wash all surfaces that are not cleaned in the first 3-4 weeks (walls and partitions of the stalls, 
mirror, paper towel dispenser).   
 
CLOSING: 
1. Take down and return the sign to inside the front door. 
2. If your Host Group does not have someone who can lock the building and Host members 
may be the last ones in the building, make sure that a Board member is available to lock the 
building. 
 

UUCRT GREETER RESPONSIBILITIES 
(Revised 8/11/13) 

  
Thank you for agreeing to be a GREETER at our congregation.   
Qualifications are simple:  be friendly/outgoing, flexible, and available for at least one Sunday a month.  
Also, as you experience this responsibility, feel free to offer any suggestions that might improve our 
efforts.  Your insights are valued. 
 
Basic Responsibilities: 
 1) Retrieve Greeter supplies from left hand middle and lower drawers from the desk in the entry. 
 2) Reserve the Greeter chair – 1st seat in the left back row so you can easily see late arrivals and 
hand them an order of service. 
 3) Assemble Orders of Service and make additional copies if necessary.  From September through 
May minimum copies needed:  45.  During the Summer: 25-35 copies.   
 4) Welcome newcomers, members and friends. 
 5) Assemble Visitor Packets. 
 6) Count Adults, Children and Babies attending that Sunday, record count in Blue Binder 
(attendance record) along with speaker’s name and topic. 
 7) Visitors are adults who fill out a Visitor Form (for themselves and/or their spouse/companion).  
Fill in the number of Visitors in the Visitor column on the attendance record. 
  
Preparation: 
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 * Please arrive no later than 10:00 A.M. on your designated Sunday to allow sufficient time to set 
up Greeter supplies and collate the Orders of Service. 
 * Retrieve Greeter supplies from left hand middle and lower drawers from the desk in the entry. 
 * Lay out the clipboards (with attached pens) on the entry table. 
 * Place the Guest Book and the blue Attendance Binder on the shelf to the left of the entry table. 
 * Refer to the Order of Service for the Presenter’s Name and Topic and complete this information 
in the Attendance Binder (later, either before you go into the Sanctuary or near the end of the service, you 
will fill in the attendance count of adults, children and babies attending the service). 
 * Assist Worship Associate, if necessary, with copying/folding Order of Service. 
 * If additional Order of Service copies are needed, make copies & update the copy log with the 
date, Committee Name (APPC), number made, and your name as person making the copies. 
  * Each clipboard contains a Visitor Envelope with:   “What UUs Believe” a red card and UUCRT 
Brochure together with the monthly Chalice Light newsletter and the blue lined name tag.  Please 
replenish clipboards as necessary.     
 
 
AS PEOPLE ARRIVE:  
For newcomers:  
 * Greet newcomers and hand out the Order of Service in the UUCRT cover 
 * Advise newcomers on restroom and coat rack location 
 * Ask them to fill out the Newcomer Name tag (which asks them for their town too) 
 * Ask them to complete a Visitor Information Form on the clipboard so we can keep in touch with 
them, send them the Wednesday/Thursday weekly email blast of upcoming services, and our newsletter 
(and provide them with the envelope and newsletter) 
 
For Members and Friends (or anyone with a printed name tag), they pick up the Order of Service on the 
shelf under the nametags.   
 * Make sure the wicker basket is on that shelf to receive unwanted papers. 
 
JOINING THE SERVICE: 
 * At about 10:25 A.M. close the Sanctuary doors, and maintain quietness as others enter.  When 
the service begins, open doors again briefly for new arrivals. 
 * Attendance Count.  Either count the number of adults, children, babies before entering the 
Sanctuary or do so during the service or during closing circle.  When counted, record the number in the 
Blue Binder on the Greeter's shelf. [Each January we report to UUA the total attendance for the previous 
year] 
     * You may enter the Sanctuary during the Greet Each Other Time and sit in the Greeter Chair (just 
inside the left hand door, back row).  Bring Order of Service copies with you in case there are any late 
arrivals. 
 
CHILDREN RETURN TO THE SANCTUARY:   
At the final hymn, go and alert the Religious Educators to join in the Sanctuary closing and extinguishing 
the chalice. 
    
ALSO: 
 * As visitors are exiting, make sure to contact them, and ask for the completed card/visitor form (if 
not previously turned in).  Invite them to join us in the Fellowship Hall for refreshments.  Make a special 
effort to introduce them to a UU Member.   
 
AFTER SERVICES  
 * Return Greeter supplies to the Committee's left hand drawer in the desk 
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 * If a Visitor slip or card was completed, make a copy and give it to the Membership Chair and 
place the original in the front of the Visitor notebook.  The Membership Chair will transmit the Visitor 
information to the President, Communications Chair and Rev. Chris so the Visitors will receive the email 
blast and newsletter and also a call from Rev. Chris.   
 
 
 
 
 
 
 
 
 
VISITORS 
 
The Membership Committee welcomes visitors to Sunday services and asks them to fill out a 
visitor’s card. 
 

 
Welcome to the 
Unitarian Universalist Congregation at Rock Tavern 
We are happy to share our service with you today.   
Won’t you help us get to know you better? 
 
Name(s): 

 
Phone:                                                 Date: 

 
Address: 

 
email:  

 
 

 
Would you like to receive our Newsletter?  £  Yes   £  No 

 
Children (ages) 
 
 
 
If you are the guest of a member of our Fellowship, please note their name here: 
 
Have you attended UU services elsewhere? 

 
If so, where? 

 
How did you learn about us?  Web site £    Road sign £    Word of mouth £    Other: 
 
Have you any comments or questions? 
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Membership Benefits and Responsibilities 
 
Per the Bylaws, any person, thirteen years of age or older, in sympathy with the purpose of this 
Congregation, may complete a request for membership, and participate in an interview with the 
minister and/or a representative of the Membership Committee.  We welcome new members at 
a membership ceremony on the first Sunday of the month where prospective new members 
recite words of covenant with the congregation. Signing the membership book signifies 
prospective new members’ commitment to the benefits and responsibilities of membership. 
Membership in the UUCRT commences at the New Member Welcoming Ceremony with the 
signing of the Membership Book. 
 
Voting members are 18 years of age or older. Junior members are age 13 -17, and are neither 
eligible to vote, nor required to make a financial contribution. 
 
An annual financial pledge equal to at least the annual dues of the UU District of Metropolitan 
New York, and the UUA shall be required of each member (may be waived by written request to 
the Treasurer prior to January 1). 
  
Failure to attend, or to pledge, or to contribute to the Congregation for a period of one year, shall 
result in termination of membership by the Board. 

Some of the many benefits of membership at UUCRT include: 
-Opportunity to be part of a community of caring people 
-Opportunity to learn and grow as a person 
-Opportunity for spiritual growth 
-Opportunity to make a contribution to the community through social justice activities. 
-Opportunity to develop leadership and interpersonal skills. 
-Opportunity to vote in congregational meetings to elect leaders or adopt a budget. 
-Opportunity to call a minister or adopt elements of a strategic plan. 
-Opportunity to attend district Unitarian Universalist events/activities. 
-Subscription to the UU World magazine 

Some of the responsibilities of membership include: 

-Attend Sunday services regularly. 
-Work on your Spiritual Development. 

-Serve the Congregation with your talents and interests. The opportunities for involvement are 
many:  teaching our children, helping with coffee hour, sharing your musical talents at worship 
services, or leading a service project are just some of the ways to get involved. You may also 
consider joining one of our committees:  Adult Program & Planning Committee, Arts, Buildings 
and Grounds, Communications, Membership, Religious Education (for children or adults), Social 
Action, and Stewardship & Finance. We believe that whatever your talents or abilities, everyone 
can make some contribution to our community. 

-Pledge at a stewardship level. Each year, every member of the Congregation is contacted to 
make a monetary contribution of record. This commitment is either made during our annual 
pledge drive (held September/October) or upon joining the Congregation. Giving financially, as 
one is able, is crucial to the health of the Congregation and its ability to serve its members and 
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the community at large. Since each of us is at a different place financially, we ask members to 
consider making a pledge equal to 3% or more of their adjusted annual income. 

Preparing for Membership 

Membership is a public commitment to support the values and principles of liberal religion, to 
support and encourage one’s own and others’ efforts to grow spiritually, and to support the 
Congregation and the denomination.  
 
Any person who is at least 13 years of age and in general sympathy with the Congregation’s 
Mission and programs may become a member. Voting members are 18 years or age or older. 
Junior members are 13-17 and are neither eligible to vote nor required to make a financial 
contribution.  

The New UU is a class designed for those who are new to Unitarian Universalism, and is 
especially encouraged for those who are interested in membership in our 
congregation.  Classes are held the first Sunday of the month before services and provide a 
general overview of UU theology and worship, denomination and congregation history, religious 
education, governance and polity, and membership.  Participants also have an opportunity to 
ask questions and learn more about the ministry and programs of our congregation.  

Upon completion of the class, conversations can be held with the minister and the Membership 
Chair on the last Sunday of the month or any other time by appointment to answer any 
questions or concerns about joining this Congregation and to help find your place within our 
community.   

New UU Handout 

UNITARIAN UNIVERSALIST CONGREGATION AT ROCK TAVERN 
(as of 9/1/13) 

 
STANDING COMMITTEES  

and other Activities 
 

Elections are held each year in December to select Chair  
(Friends are welcomed on committees; only Members can Chair) 

 
Sign up for a committee at the November Congregational meeting and  
help elect a chair in December or join a committee throughout the year 

Contact Committee Chairs for more information 
 

********************************************************** 
2013 Monthly Meeting Schedule 

 
Arts To Be Announced 
Adult Programming & Planning 1st Sunday, 12:30 p.m. 
Membership 2nd Sunday, 9:15 a.m. 
Religious Education (children) To Be Announced 
Social Action 4th Sunday, 12:15 p.m. 

 
2013 Quarterly Meetings 
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Buildings & Grounds  Stewardship & Finance   

 
Other Frequency 

 
Communications   December and as needed 
 

Sunday (After Service) Hospitality Hosts 
 
Hospitality Hosts are members and friends who bring food, make coffee, set up the Fellowship 
Hall with lighter fare, small plates (no forks) on the 1st, 3rd, 4th and 5th Sundays.  On the 2nd 
Sunday, Potluck Sunday, we enjoy heartier fare.  Hosts also clean up afterwards including the 
bathrooms, kitchen and Fellowship Hall.  Members are encouraged to participate; friends are 
welcomed.   
 
Months Served:  January/July   April/October 
   February/August  May/November 
   March/September  June/December 
 
Each Host Group serves twice a year.  Each group is served by a coordinator who organizes a 
schedule of participation.  Membership Committee Contact:  Jack Pollard 
 
Adult Evening Religious Education (September through May/June): 
2nd & 4th Wednesdays at 7:30 p.m. - The Covenant Group, through personal sharing and 
the discussion of readings, explores UU beliefs and traditions as they relate to living our lives 
and provides an opportunity to support each other on our spiritual and personal growth 
journeys.  Contact Keith Jordan at Keithejordan@aol.com.  

2nd Wednesday from 7:00 to 9:00 p.m. - Spirit in Practice is a 10-month (Sept-June) 
UU spiritual deepening program that explores spiritual practices in a circle of support. The UU 
Tapestry of Faith Curriculum, Spirit in Practice, serves as a guide, drawing on a model of eight 
spheres: personal, communal worship, spiritual partnerships, mind, body, soul, life, and justice. 
Reading, practices, and meetings with a partner provide additional support and growth 
opportunity between monthly group meetings.  Contact Terri Pahucki at tlpahucki@gmail.com. 

 
UUCRT MONTHLY MEETINGS OF STANDING COMMITTEES 

1. Arts Committee  
Chair:   Hollis Kellogg:  845-440-3006; holliskellog@yahoo.com 
Activities Plans cultural events, including but not limited to: art shows, concerts, exhibits, 
coffee house programs, plays, etc. 
 
2. Adult Programming & Planning Committee 
Co-Chairs:  Bryon Abrams: 845-562-1911 or bryonalan@yahoo.com 
 Bill Domanico:  (845) 496-9925, billcollector3345@yahoo.com  
Activities Coordinates with the Minister and other spiritual leaders to plan and 
to publicize Sunday programs to achieve the Congregation’s purpose. 
 
3. Membership 
Chair: Rebecca D. Jones: rdjones828@earthlink.net; 845-565-1219 
Activities 
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(1) Schedules Greeters to welcome and distribute the Order of Service to Members and 
Newcomers each Sunday 
(2) Maintains membership roster 
(3) Assigns new members (and friends who request to serve) to a Hospitality Host Group and 
each Host Group serves twice a year; Hosts bring refreshments, set up and clean up the 
Fellowship Hall, Kitchen and bathrooms each Sunday  
(4) Publishes yearly Directory of Members and Friends 
(5) Conducts monthly New UU Classes with Rev. Chris   
(6) Acquaints, with the minister, newcomers and new members to the functions of the 
Congregation  
 
4. Religious Education 
Co-Chairs: Kristen Holt-Browning, 917-902-8390 
 Terri Pahucki, 845-344-7336 
Activities 
(1) Plans and coordinates Unitarian Universalist Religious Education programs for children and 
youth of the Congregation 
(2) Coordinates teachers, assistants and other volunteers for RE classes 
(3) Works with our minister and other committees to include children and youth in 
congregational life-including worship, social action, the arts, and other community-building 
activities.  
(4) Coordinates adult RE education, in consultation with our minister.  
 
5. Social Action  
Coordinator:  Verne Bell, (845) 569-8965; verneMB@aol.com  
Activities Endeavors to “help heal our world” in ways consistent with our 7 UU Principles 
and the Social Justice Work of the UUA including organizing and hosting forums on social, 
environmental and other issues.   
 
 

UUCRT QUARTERLY MEETINGS 
 1.  

1. Buildings & Grounds 
Chair: Dana Beisheim: 845-986-4525 
Activities Maintains and improves the property, real and personal, of the Congregation.  
 
2. Stewardship & Finance 
Chair:    Mike McGinn, Treasurer: mikemcginn@mcginnweb.net; 845-774-7157 
Activities 
(1) Prepares annual budget for presentation at Fall Congregational Meeting 
(2) Organizes annual stewardship pledge drive 
(3) Receives and review fundraising proposals for board approval 
(4) Organizes and conducts fundraising activities on behalf of Congregation  
 
 

UUCRT OTHER MEETING FREQUENCY 
1. Communications 
Chair:    John Kinney: johnpkinney@hotmail.com 
Activities 
(1) Publicizes all events sponsored by the Congregation, as requested by the Board, Committee 
Chairs, or the Minister 
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(2) Maintains and updates the website, www.uucrt.org 
(3) Coordinates publishing a monthly newsletter of congregational activities  
(4) Compiles and distributes a weekly emailed newsletter listing upcoming services and events 
(5) Coordinates external communication including distributing weekly services to local media, 
press releases, brochures and other UUCRT publications 
(6) Maintains and updates UUCRT brochure 
 
 
NEW UU CLASS HANDOUT 
 

Unitarian	  Universalist	  Congregation	  at	  Rock	  Tavern	  
P.O.	  Box	  502	  

Washingtonville,	  NY	  10992	  
www.uucrt.org	  
	  (845)	  496-‐9696	  

	  
UUCRT MEMBERSHIP - NEW UU CLASS 

 
As a member congregation of the Unitarian Universalist Association, we covenant to affirm and promote 
the seven principles of our denomination.  And, as stated by this Congregation's 2007 mission statement, 
we covenant to  
 
to celebrate our place within the sacred web of existence, through the arts, our actions, and the spoken 
word, to encourage spiritual growth through all stages of life, to foster healing for the earth and all living 
creatures, through works of compassionate justice.  We unite our hearts and hands in hope and love to 
create the beloved community 
 
Some of the many benefits of UUCRT membership include 
 
(a) being part of a community of caring people,  
(b) opportunities for spiritual growth,  
(c) making a contribution to the community through social justice activities,  
(d) voting at congregational meetings to elect leaders or adopt a budget,  
(e) calling a minister or adopting elements of a strategic plan, and  
(f) subscription to the UU World magazine, published quarterly.   
  
Some of the Responsibilities of membership include  
 
(a) attending Sunday services regularly;  
(b) working on your Spiritual Development;  
(c) financially supporting this Congregation as you are able; and  
(d) serving the Congregation with your talents and interests, such as joining a committee, or other activity, 
to contribute to the vibrant life of the congregation.   
 
We have a vibrant, active community because members and friends serve on committees of interest to 
them:  
 
a)  Sunday Services Committee schedules speakers (within and without the congregation) for Sunday 
services,  
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b)  Lifespan Religious Exploration Committee ensures we have RE education for our children,  
 
c)  Social Action Committee endeavors to help heal our world in ways consistent with our 7 UU 
Principles, 
d)  Building & Grounds Committee maintains the property, real and personal, of the congregation; 
 
e) Communications Committee coordinates internal (monthly newsletter) and external communication 
(press releases of congregational activity and services);  
 
f) Arts Committee plans cultural events including art show in the Sanctuary, exhibits, plays, etc.; 
 
g) Stewardship & Finance Committee prepares the annual budget, organizes pledge drives and reviews 
fundraising proposals for board approval; and 
 
h)  Membership Committee schedules Sunday Greeters, publishes yearly Directory of Members and 
Friends; assigns new members (and friends who volunteer) to Hospitality Host duty, conducts with the 
Minister monthly New UU Class.   
 
Each year, every member of the Congregation is contacted to make a monetary contribution of record.  
This commitment is either made during our annual pledge drive (usually held September/October) or 
upon joining the Congregation.  Giving financially, as one is able, is crucial to the health of the 
Congregation and its ability to serve its members and the community at large.  Since each of us is at a 
different place financially, we ask members to consider making a pledge equal to 3% or more of their 
adjusted annual income.  
 
Upon completion of the New UU class, prospective members will have an opportunity to have any 
questions or concerns answered about joining this Congregation by speaking with the Membership Chair 
and with Rev. Antal, on the 4th Sunday of the month or by appointment.    
 
Prospective Members, who have attended a New UU Class, requested membership, and have had 
conversations with the Membership Chair and Rev. Antal choose when they wish to become a member.  
The New Member Ceremony is held during services on the first Sunday of each month.  Prospective 
members make a public commitment to support the values and principles of liberal religion, to support 
and encourage one=s own and others= efforts to grow spiritually, and to support the Congregation and the 
denomination.  This commitment is made by standing at the front of the Sanctuary and reciting words of 
covenant with the Congregation.   
 
Membership begins upon the signing of the Membership Book which signifies each person=s personal 
commitment to the benefits and responsibilities of membership.  
 
Any person who is at least 13 years of age and in general sympathy with the Congregation=s Mission and 
programs may become a member.  Voting members are 18 years or age or older.  Junior members are 13-
17 and are neither eligible to vote nor required to make a financial contribution.   
 
By becoming a member of our Congregation, you become part of a growing, living institution. Members 
bring to the Congregation their talent, energy, conviction and financial support, knowing that this 
community will prosper as we invest ourselves in it.   
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REQUEST FOR MEMBERSHIP 

I would like to formalize my commitment to the 
Unitarian Universalist Congregation at Rock Tavern 

by becoming a member 
 

Name(s)__________________________________________________________ 
  
Address__________________________________________________________ 
 
Phone(s)_________________________________________________________  
 
Email(s)_________________________________________________________ 
 
Children under 13 years:____________________________________________ 
 
Signed:______________________________________Date:_______________ 
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Letter to Prospective New Member (who has requested membership): 

 
 

 
 

Unitarian Universalist Congregation at Rock Tavern 
P.O. Box 502 

Washingtonville, NY 10992 
www.uucrt.org 
(845) 496-9696 

Date 
 
Prospective New Member who has requested membership 
Address 
 
Dear ______:     
 
On behalf of the Unitarian Universalist Congregation at Rock Tavern (“Congregation”) and as Chair of 
the Membership Committee, I am delighted you have expressed an interest in joining this Congregation.   
 
Becoming a member is a heart-felt decision, one that is not taken lightly.  New members bring our 
spiritual community new ideas, new thoughts, and new views – the very essence of growth.  
 
Ours is a non-creedal denomination, so we do not ask our members to accept a particular religious 
doctrine.  But the commitment to membership signifies the acceptance to a higher calling.  Unitarian 
Universalism may call us to do things which are sometimes difficult – to welcome diverse people and 
ideas, sharing our resources with others in need and to care for our planet.   
 
Membership has great advantages, but also responsibilities.  Some of the many benefits of membership at 
UUCRT include: 
 
● Opportunity to be part of a community of caring people 
●  Opportunity to learn and grow as a person 
● Opportunity for spiritual growth 
● Opportunity to make a contribution to the community through social justice activities 
● Opportunity to develop leadership and interpersonal skills 
● Opportunity for members over the age of 18 to vote in congregational meetings to elect leaders or 
adopt a budget  
● Opportunity to call a minister or adopt elements of a strategic plan 
● Opportunity to attend district Unitarian Universalist events/activities 
● Subscription to the UU World magazine (per household) 
  
Some of the Responsibilities of membership include: 
 
● Attend Sunday services regularly. 
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● Work on your Spiritual Development.   
 
●          Serve the Congregation with your talents and interests.  The opportunities for involvement are 
many:  teaching our children, serving on a Host Group during Fellowship Hour, sharing your musical 
talents at worship services, or leading a service project are just some of the ways to get involved.  You 
may also consider joining one of our committees:  Adult Programming and Planning, Arts, Buildings and 
Grounds, Communications, Membership, Religious Education (for children or adults), Social Action, and 
Stewardship & Finance.  We believe that whatever your talents or abilities, everyone can make some 
contribution to our community. 
 
● Pledge at a stewardship level.  Each year, every voting member of the Congregation is contacted 
to make a monetary contribution of record.  This commitment is either made during our annual pledge 
drive (held September/October) or upon joining the Congregation.  Giving financially, as one is able, is 
crucial to the health of the Congregation and its ability to serve its members and the community at large.  
Since each of us is at a different place financially, we ask members to consider making a pledge equal to 
3% or more of their adjusted annual income.   
 
By becoming a member of our Congregation, you become part of a growing, living institution. Members 
bring to the Congregation their talent, energy, conviction and financial support, knowing that this 
community will prosper as we invest ourselves in it.   
 
Preparing for Membership 
As you have attended the New UU Class on _________, the next step is your individual conversation 
with me, as Membership Chair.  (Or if they haven’t attended New UU Class, then insert language to have 
them attend a class).  For our conversation, we can meet after services on the last Sunday of the month or 
by appointment.  Our conversation will take about 20 to 30 minutes.  Please call me at 
_________________ or email me at _________________________ to set up a time convenient to you.  
You will also converse with Rev. Chris to have any spiritual or religious questions or concerns answered 
about joining this Congregation.   
 
Joining the Congregation/Membership Ceremony 
Any person who is at least 13 years of age and in general sympathy with the Congregation’s Mission and 
programs may become a member.  Voting members are 18 years or age or older.  Junior members are 13-
17 and are neither eligible to vote nor required to make a financial contribution.   
 
Membership is a public commitment to support the values and principles of liberal religion, to support 
and encourage one’s own and others’ efforts to grow spiritually, and to support the Congregation and the 
denomination.   
 
After having conversations with me and Rev. Chris, I will advise the Board of your interest in joining this 
congregation.  Prospective Members become members during a New Member Ceremony where they 
stand at the front of the Sanctuary and recite words of covenant with the Congregation.  Membership 
begins upon the signing of the Membership Book which signifies each person’s personal commitment to 
the benefits and responsibilities of membership.     
 
If you have any questions not addressed by this letter, please contact me.  
 

Very truly yours, 
 

__________________________ 
Chair, Membership Committee 
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PROSPECTIVE NEW MEMBER CONVERSATIONS WITH QUESTIONS POSED BY 
MEMBERSHIP CHAIR: 
 
Birth date _____ (month/day for directory) 
 
Prospective New Member Conversations, with ___________________________   
on ___________ by ___________________________ of Membership Committee 
 
 
1) What was your religious upbringing? 	  
 
2) Have you been a member of other religious organizations?  
 
3) How did you hear about the UU?  
 
4) Why do you wish to become a member?  
 
5) In what way(s) can you contribute to life of congregation?    
 
6) Do you have any questions?   
 
7) Do you have any suggestions for improvement  
 

a) in our greeting of newcomers  
 

b) the membership process  
 

c) what could we be doing better? 
 
Pledge reminder 
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NEW MEMBER CEREMONY SCRIPT: 

New Members:  (INDIVIDUAL NAMES) 
Rev. Chris: I welcome each of you, with humility and joy, into our community of memory and hope, 
where we strive to be stewards of the rich heritage that is Unitarian Universalism, nurturing our souls, 
helping to heal the world. Will you walk together with us, sharing the joys and the responsibilities of 
membership?  
 
New Members: Yes. I will walk with and support the members of this congregation as we grow together 
in the process of membership and deepening commitment. To this congregation, I pledge to give of my 
talents, time, financial support, and love. 
 
Rev. Chris: Members of UUCRT, let us take this moment to reflect on our own process of membership; 
have you progressed from lesser to greater commitment? If not, why? If so, how? Now as we behold 
_____, _______ & _______, will you welcome these people into our congregation? Will you reach out to 
them in friendship, including them in our activities and fellowship? Will you be open to their unique gifts 
and perspectives? Will you extend a warm welcome to each of them, remembering that each of us was 
once a new member? 
 
Congregation: Yes. We join our strengths, talents, and commitment with yours. You are a part of us and 
we are a part of you.  
 
Each new member signs the membership book, is given a folder with new member materials.   
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New Member Letter: 
 

Unitarian Universalist Congregation at Rock Tavern 
9 Vance Road, Rock Tavern, NY 12575 

Mailing Address: P.O. Box 502, Washingtonville, NY 10992 
www.UUCRT.org 
(845) 496-9696 

 
_________________ welcome to our spiritually rich community. 
 
As a voting member, you will receive a notice to attend our congregational meetings 
held in May and November. In May, Committee Chairs normally give a report of their 
committee activities since the prior May. In November, we vote on any Board and 
Bylaw changes. Our current Bylaws are in the Directory. 
 
As a Member, you will receive by mail, the UU World Magazine, a quarterly publication 
of the Unitarian Universalist Association (“UUA”). 
 
Included with your New Member Packet are the following: 
1. 7 UU Principles Wallet Card 
2. UU Pocket Guide 
3. Hospitality Host Assignment and Instructions 
4. Committee List and UU Activities 
5. Pledge form, to be submitted to the Treasurer within 2 weeks of becoming a member 
6. Certificates of Membership (to be provided) 
7. Member Name Tag 
 
Should you have any questions, you may contact me  ____________________. 
 
 
On behalf of the UUCRT Membership Committee, I am delighted you have chosen the 
UUCRT as your spiritual home. We each have our own gifts to share and enrich our 
community. 
 
______________________  
Membership Chair 
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DIRECTORY PUBLICATION: 

Word,  

Paper:  Letter, width 11”, Height 8.5”  

Document Set Up:  Landscape, 2 pages per sheet 

Left Margin:  .7 – Top Margin:  .8; Inside .8 

Header & Footer:  .5 

To Print:  Suppress page number on 1st page, page number at top; Portrait, double-sided, flip on 
short edge 

 

For even-numbered page Directory, use the following pagination order to print the directory:   

For 32 pages:  set up the printer to print these pages:   

32,1,2,31,30,3,4,29,28,5,6,27,26,7,8,25, 
24,9,10,23,22,11,12,21,20,13,14,19,18,15,16,17 

For 36 pages, set up the printer to print these pages:  
36,1,2,35,34,3,4,33,32,5,6,31,30,7,8,29,28,9,10,27, 

26,11,12,25,13,14,23,22,15,16,21,20,27,18,19 

If printer does automatic double-sided copies, nothing more to do.   

If not, for 32 pages total, enter up to 8,25 print, re-insert printed pages into the printer to print on 
the back side, and enter pages from 24,9 to end.    

Likewise for 36 pages, enter up to 28,9, re-insert into the printer and enter pages 10,27 to the 
end 

Board Policy Decisions Regarding Membership: 
 

§ Reach 62 members by June 1986 (5/1985) 
 
§ Provide free Coffee House tickets to new members to encourage integration into 

Congregation (11/2004) 
 

§ Hold fall and spring New Member meetings based on UU Growth DVD (10/2007) 
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§ Bylaws at Article III, Section One be changed: (From: Current bylaw:  The board shall be 
the approving authority for membership.  A welcoming ceremony, with the signing of the 
Membership Book, shall take place as soon as is practicable after Board approval.  TO: 
Proposed bylaw:  The Board shall be the approving authority for membership requests.  
Membership in the UUCRT commences at the New Member Welcome Ceremony with 
the signing of the Membership Book. (7/2011) 

 
§ To empower the membership chair to create a council of committee chairs to meet before 

September, 2013 (2/2013) 
 

§ NOT PASSED: MOTION: To give approval to the Membership Committee to collect 
donations for coffee, tea, etc. during hospitality/refreshment time on Sunday mornings. 
(6/2013) 

 
 

Social Action Committee 
 

The Social Action Committee takes action for the benefit of our society, informs the 
Congregation of opportunities for individual or collective action in addressing social problems, 
and informs the Board of any disbursement of budgeted charitable funds.   
 

 
Board Policy Decisions Regarding Social Action Committee: 

 
§ Proceeds from coffee sales to go to Social Action Committee to use as they see fit 

(11/2007) 
 
§ Committees will get Board approval on all events that are intended to include the public. 

Regarding internal congregational events, committees will inform the Board, but do not 
need Board approval (3/2013). 

 
 
Stewardship and Finance Committee 

 
The stewardship of financial resources at the UUCRT is an important responsibility that is 
shared by elected and non-elected volunteers.  
 
The Stewardship and Finance Committee consists of an elected Chair, volunteer members, 
usually consisting of past Treasurers or those with financial acumen, the Treasurer as ad hoc 
member and President as ad hoc member. 
 
Frequency of meetings determined by the Chair. 
 
 Specific finance-related activities of the Stewardship and Finance Committee include: 
 

§ Request annual budget items and priorities from minister, committees and Board.  
 
§ Codify these items into budget expenses to be finalized by committee. 
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§ Prepare a draft budget based on congregational priorities and building operating 

expenses, committee budget requests and pledge drive results.  
 

§ Submit draft budget approved by committee to Board for final budget vote, and mailing 
for congregational meeting in November. 

 
§ Review monthly financial reports for accuracy and consistency with the budget and 

determine any monetary concerns. 
 

§ Communicate with Board regarding financial aspects of UUCRT’s operations, fundraising 
requests or needs, and any deficit concerns. 

 
§ Project future financial needs and relay to congregation and Board. 

 
§ Develop recommendations on the financial aspects of UUCRT’s strategic plans. 

 
§ Review UUCRT insurance needs and make recommendations regarding coverage. 

 
§ In advisory role, promote the development of financial resources to carry out UUCRT’s 

mission and meet budget through coordination with committees and Board. 
 

§ Make recommendations to Board regarding conduct of the annual audit. 
 

§ Review audit results and assist in implementing appropriate recommendations. 
 

§ Establish an annual pledge drive to be completed by the middle of October in time to 
complete budget for Board and upcoming congregational meeting in November. 
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Financial Status Letter to Members (sent quarterly) 

 
Unitarian Universalist Congregation at Rock Tavern 

P.O. Box 502 
Washingtonville, NY 10992 

 
DATE 
 
«FirstName» «LastName» 
«StAddress» 
«City», NY «Zip_Code» 
 
Re: 201… Operating Fund Pledge 
 
Dear «FirstName»:   
 
Your financial support enables the Congregation to continue its efforts to meet your needs for a 
spiritual, vibrant and beloved community throughout the year.   
 
Thank you for your 201… pledge of $«M_201….__Pledge» for the Congregation’s Operating 
Fund.  As of DATE, $«Paid» has been received towards your pledge.   
 
A balance of $«Balance» remains to be paid by December 31, 201….  However, if possible, we 
would prefer any balance be paid by December 23, 201…..   
 
The UUCRT did not provide any goods or services in exchange for your contribution other than 
intangible religious benefits.   
 
Should you have any questions, please do not hesitate to contact me.     
 
Very truly yours, 
 
 
Treasurer  
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Stewardship Gathering Conversation Guidelines 2013  

 
 

The following are pointers to help you in leading your Stewardship conversation. 
 
These groups should be no longer than three hours. 
 
Up to One Hour for Social time, refreshments 
 
Next One and a Half Hours:   
 

a) hand out the three questions and also the “Time and Talents Questionnaire” for members to 
complete (and allow about 15 minutes for completion) – be sure to have pens;  
b) facilitator begins asking and then answering the ice breaker question;  
c) group sharing of the ice breaker question  
d) group sharing from the questionnaires  
e) collect the questionnaires 

 
Last half hour: final sharing and summary  
  
Take notes, or ask someone else to, about ideas and suggestions offered during group discussion, 
without using people’s names.    
  
Provide the collected forms to Mike McGinn ASAP for the collating process.  Forwarding your forms 
before October 20 is VERY important.  
 
Keep focused on the questions and the purpose of the get-together. 
 
Keep positive!   Steer the conversation if anyone prefers to focus on the negative, with “I understand 
that you have some strong feelings about things that are not going well. Let’s talk about what can be 
done in a positive way in our UUCRT community to make things better.“ 
 
If you are asked questions about money or pledge amounts, reply “You will be given a packet at the end 
of the evening that will address these questions. You will also have the opportunity to ask questions on 
Stewardship Sunday, October 20, 2013.” 
 
How to Start: 
 
After you have people seated and attentive, paraphrase the following in your own words: 
 

“Please take a few minutes to jot down your thoughts and ideas in response to the three questions on 
the paper that is being handed out. Your responses and thoughts are important. We will respect your 
privacy and all responses will be kept anonymous.  At the end of our conversation, I will collect your 
responses and they will be combined with all responses from the other conversations.   Results will 
be shared, without names being mentioned, at the service on Sunday, October 20th.  When you have 
finished with the three questions, go ahead and check off your answers on the Time and Talents 
Questionnaire. We ask that you do not put you name on the Three Questions sheet but that you put 
your name of the Time and Talents Questionnaire.” 

 
Give everyone about ten minutes to fill out the questionnaire.   When everyone has completed it and 
most people have also completed that T & T Questionnaire, continue:  
 

“Welcome to our Stewardship Gathering Conversation. The purpose of this conversation is to talk 
about the careful and responsible management of our UUCRT community, to keep it thriving and 
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healthy, which is the responsibility of each of us as part of that community.  It has been said that 
gratitude is the cornerstone of stewardship because when we receive with gratitude what the 
community offers us we are more able to nurture our gifts and share them for the benefit of that 
community.”   

 
Make a statement similar to the following to promote right relations in the interchanges during the 
conversation: 
 

“To promote right relations in our discussion, it is suggested that we use the following guidelines: Use 
"I" statements when sharing our experiences, feelings and opinions.  Keep our discussion to topics 
and issues rather than personalities. Withhold personal judgments.  Speak in constructive and 
considerate ways.  Treat others in this group with love, compassion, dignity, and respect.”  

Then begin sharing about the topic of the icebreaker question: 
 

“Before we get into discussion about our responses that we wrote to the three questions, I’d like to 
share a little bit about what being a part of the UUCRT community means to me.” (Please share 
some of your own personal thoughts and feelings)  

 
Then ask who would like to share next. Be sure each person has time to share, giving each person a few 
minutes. If someone is quiet or not offering to say much, be sure to ask them if they would like to share 
any thoughts. Oftentimes introverts think before talking, while extroverts talk in order to think. So don’t let 
just the extroverts do all the talking! 
 
Discuss the Three Questions: 
 
After sharing about what being a part of the UUCRT community means to each of us, discuss each of the 
three questions on the survey, saying something like the following: 
 

“You can use what you put on your questionnaire as a guide for your sharing, but we prefer that you 
do not read your responses to the group, and you can share ideas as they occur to you.  If you think 
of things you would like to add feel free to write them down on the paper during our conversation.”  

 
Keep focused. Do NOT let the conversation wander too far afield. Stay with the questions.  Stay 
positively focused and do not allow the discussion to deteriorate into a time for complaining or ‘bad 
mouthing’ the congregation or people or programs.  If someone makes a negative statement, give them 
an opportunity to become positive by paraphrasing, “Can you say how that situation presents an 
opportunity for taking positive action that could bring about improvement?” 
 
Allow Time for Summarizing: 
 
When there is a half hour left, go around the “circle” and have each participant share about what they 
consider to be the main points that they heard or the impact that what others have shared has had on 
them.  Be the last to share and give a general summary of the ideas that were expressed during the 
evening.   
 
It will become evident that the responses are primarily emotional.   People use an emotional basis in 
making choices for where they will donate or contribute. Our stewardship campaign will be rooted in 
appealing to and eliciting emotions, not simply asking for money. We want people to articulate their 
commitment, and evoke in them a greater sense of their commitment (which ultimately will lead to higher 
contributions).  
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UUCRT Stewardship Questions (2013) 

 
(Continue your answers on the back or a separate sheet of paper if you run out of room) 

  
1. What are some aspects of the UUCRT or Unitarian Universalism in general that you 
are proud or appreciative of?  
 
 
 
 
 
 
 
 
2.  What are some ways that the UUCRT has been, is becoming, or could be important to 
you in your life? 
 
 
 
 
 
 
 
 
3.  Five years from now, what are some ways that you would like to see that the UUCRT 
has changed (or stayed the same)?  (You can include any of the following areas or 
others: the building, the minister, the services, the music, the committees, the board, 
the activities, the membership, the finances, or the relationship with the community.)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

UUCRT Time and Talent Questionnaire 2013 
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Name: _________________  E-Mail: ________________________ Phone: _______________  
 
Please check your level of interest in using your time and talent for the UUCRT in each of 
the following areas.  If you have no interest, just leave the line blank: 
 
Doing It      Would Be         Might  
Already      Interested    Consider It 
 
_______     _______     _______ Writing 
 
_______     _______     _______ Editing 
 
_______     _______     _______ Graphic Design (Flyers/Newsletters) 
 
_______     _______     _______ Communications/Publicity/Marketing 
 
_______     _______     _______ Making Reminder Calls to Volunteers 
 
_______     _______     _______ Maintaining Bulletin Boards 
 
_______     _______     _______ Facilitator of Meetings 
 
_______     _______     _______ Driving 
 
_______     _______     _______ Photography 
 
_______     _______     _______ Cooking 
 
_______     _______     _______ Baking 
 
_______     _______     _______ Hosting Small Group Dinners at Home 
 
_______     _______     _______ Assisting with Dinners and Special Events at the Meeting House 
 
_______     _______     _______ Arts/Crafts 
 
_______     _______     _______ Sewing or Quilting 
 
_______     _______     _______ Knitting or Crocheting 
 
_______     _______     _______ Audio/Video Recording 
 
_______     _______     _______ Operating a Sound System 
 
_______     _______     _______ Word Processing 
 
_______     _______     _______ Database Entry 
 
_______     _______     _______ Computer Programming 
 
_______     _______     _______ Web Site Maintenance 
 
_______     _______     _______ Putting Together Orders of Service 
 
_______     _______     _______ Bookkeeping 
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_______     _______     _______ Filing/Archiving 
 
_______     _______     _______ Compiling/Tabulating Information 
 
_______     _______     _______ Fund Raising 
 
_______     _______     _______ Yard Work 
 
_______     _______     _______ Painting 
 
_______     _______     _______ Carpentry/Construction 
 
_______     _______     _______ Building Repair 
 
_______     _______     _______ General Manual Labor 
 
_______     _______     _______ Cleaning 
 
_______     _______     _______ Singing in Choir 
 
_______     _______     _______ Providing Special Music by Singing 
 
_______     _______     _______ Playing a Musical Instrument 
 
_______     _______     _______ Greeting Members and Visitors on Sundays 
 
_______     _______     _______ Welcoming and Integrating Newcomers 
 
_______     _______     _______ Teaching or assisting in Children’s RE 
 
_______     _______     _______ Serving as Worship Associate 
 
_______     _______     _______ Presenting/Leading a Sunday Service 
 
_______     _______     _______ Providing Pastoral Care 
 
_______     _______     _______ Doing Community Outreach 
 
_______     _______     _______ Evangelism 
 
_______     _______     _______ Chairing a Committee 
 
_______     _______     _______ Serving on the Board 
 
_______     _______     _______ Teaching or Assisting in Adult RE 
 
_______     _______     _______ Being in a Covenant Group 
 
_______     _______     _______ Other:  __________________________________________________ 
 
_______     _______     _______ Other:  __________________________________________________ 
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Sunday Services Committee  
 

The Sunday Services Committee, together with the Minister, is responsible for assuring the 
planning and publicizing of the Sunday morning services, to achieve the Congregation’s 
purpose. Services begin at 10:30 a.m. each Sunday.  The committee meets on the first Sunday 
morning of each month at 12:45 a.m.   

The Sunday Services Committee is the committee that tackles putting together and optimizing 
our Sunday services from presenters to Orders of Service to Joys and Concerns. 
This committee schedules the Sunday morning presenters and worship associates.  The 
presenter provides the "sermon" portion of the service and the Worship Associate is responsible 
for the Order of Service and the portions of the service other than the sermon.  There is a 
"script" or guideline that worship associates follow.    
 

Worship Associate Script as of September 2014  

** Put out matches for chalice (make sure there is oil in it) 

** Be sure hymnal available    ** Water for speaker 

** Be sure monitor for listening room is plugged in and turned on at both locations 
Read words in bold face. Directions in italics. 

10: 25 - Ring Singing Bowl 

Carry the singing bowl into the fellowship hall and ring it three times and then slowly walk back to the 

sanctuary. Return the singing bowl to the table stand and ring it a fourth time at 10:30.  

 

10:30 - Musical Prelude (cue musician to begin) 
 
Opening Words  

 
Welcome and Introduction: (worship associate) 

Welcome to the Unitarian Universalist Congregation at Rock Tavern.  I am ________ and I am 

your worship associate this morning.  

 

Our minister, the Rev. Chris Antal, preaches on the first and fourth Sundays of the month.  On the 

other Sundays, our services are led by guest ministers, other guest speakers, or members of this 

congregation.   Today our service will be led by ________.   

 

Other members of our Worship Team this morning include:   our pianist, _________, our greeter, 

__________, and our Religious Education teachers, ____________ and _______________. 

 



 112 

If we have newcomers here today, we welcome you to our congregation! If you have any questions, 

you are invited to talk to a Pastoral Care Associate (please raise your hands), or our membership 

chair, Bernadette McGinn - or any one of us.  We encourage all those who are new to our 

congregation or considering membership to share in the New UU Fellowship time with our minister 

on the first Sunday of the month at 8:30 a.m., in order to become familiar with the minister and our 

congregation, and learn more about our heritage, beliefs and practices, and the privileges and 

responsibilities of membership.   

We welcome your entire family.  We have Religious Education for children after the Time for All 

Ages, except on the fourth Sunday of the month, when the service is intergenerational with the 

children are included for the entire service.  We are an active congregation, as you can see from the 

announcements printed in your order of service which you can look at. (Do not read the 

announcements). 

 

Let us take a moment to greet one another in the spirit of our beloved community. 

Allow for several minutes of fellowship and then ring the bell to bring people back to their seats. Be sure 

to greet your neighbors too, paying special attention to the newcomers. 

 

There will be more time to strengthen the bonds of our beloved community after the service.  You 

are all invited to stay for coffee and conversation in our fellowship hall.   

 

Please take a moment at this time to silence your cell phones. 

 

Chalice Lighting: (leader or worship associate) 

Please join me in lighting our chalice (either the WA or presenter should light it, no children). The 

chalice is the symbol of our Unitarian Universalist faith. I invite you to read together with me the 

words for chalice lighting, # ______ in the hymnal. 

 

Opening Hymn  

We will now having our opening hymn, which is Hymn # ___ in the hymnal, _________________. 

Please rise if you are willing and able. 

 

Offering: (worship associate) 

Members and friends support the good work of our congregation with an annual pledge. We 

supplement our pledge revenue with weekly offerings. (On second Sundays of the Month the 
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offering is devoted to Family Promise, an organize that helps homeless families in our area.) Please 

give with generosity and love, as we renew our commitment to nurture spirits and help heal the 

world – work which benefits us all.  

(Allow two children to pass the collection plates, if possible)  

(Musician cued to play offertory. Wait until music is finished and then proceed.)   

 

Time for All Ages: 

Move the lectern out of the way so that the children have room to sit up front, facing the congregation.   

 

Sing children out to RE: 

Go now in peace, go now in peace.  May the love of God surround you everywhere, everywhere you 

may go. 

 

Responsive Reading (worship associate leads) 

We will now have Responsive Reading # ______ in the hymnal. 

 

Joys and Sorrows: (worship associate) 

This is the time we take each week to share our joys and our sorrows, one of the ways we have of 

strengthening the bonds of love between us.  I ask that you refrain from using this time for 

announcements or expressing political opinions.  

 

Those so moved to share a personal joy or sorrow may come forward, as you are willing and able, 

and form a line to my left. Please state your name and as you share your joy or sorrow, you may 

take a stone from this bowl and place it in the sand. (Indicate the bowl of stones and the sand dish to 

the left).  You are also invited to come forward in silence and place a stone.  If you would prefer to 

remain where you are, please raise your hand and I will call upon you and place a stone for you. (If 

anyone chooses this option you may place a stone on their behalf). 

 

**In the event that someone raises a controversial concern that is political in nature, you may respond 

with the following words: 

I want to recognize that this morning we have heard significant concerns that represent a particular 

perspective, and do not necessarily represent the views of all gathered here. 
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While we treasure freedom of conscience and freedom of speech as integral to our Unitarian 

Universalist tradition, now is not the time to hear all perspectives on this particular concern. 

(Address speaker by name), I encourage you to contact the Social Action Committee and plan a Third 

Sunday discussion so that the voices of all the membership can be heard and honored. 

 

 

After everyone has spoken: 

I place a stone for those joys and sorrows left unspoken. Let us hold each of these, both those 

spoken and those which remain unspoken, close to our hearts today during our period of Silent 

Meditation. After meditation, we will sing Hymn #123, Spirit of Life.  May the sound of the bell call 

you into and then out of the silence.   

 

Ring Bell at the beginning of one minute of meditation. (Ring bell again at the end.) 

Hymn #123 – Spirit of Life 

 

Talk/Discussion/Sermon (presenter) 

 

Closing Hymn 

We will now have our closing hymn # ____________.  Please stand if you are willing and able. 

 

Closing Fellowship Circle  

Let us create our Closing fellowship circle. I invite you to hold ‘em or fold ‘em: hold hands with 

your neighbor or, if you prefer, just place your hands together in front of your heart. 

Can we hear from our Religious Education teachers about what the children did in their classes 

today?  

 

Extinguishing the Chalice (Minister or worship associate) 

Pick up the chalice and bring it to the center of the circle and then say these words: 

We extinguish this chalice, but not the light of truth, the warmth of community, or the fire of 

commitment. These we keep in our hearts until we are together again.  Then have children blow it 

out. 
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Order of Service 
 

UU Congregation at Rock Tavern 
Order of Service 

 
Sunday,                                                           10:30 a.m. 
 
Inviting the Bell followed by Musical Prelude  
 
Opening Words – No.  
 
Chalice Lighting – No.   
 
Welcome and Announcements 
 
*Opening Hymn No.  
 
Responsive Reading – No.  
  
Offering and Offertory -  
 
A Time for All Ages  
Followed by Hymn #413 Go Now In Peace 
                               
Sharing of Joys and Concerns 
Silent Meditation  
followed by Hymn No. 123 ~ Spirit of Life  
 
Sermon:    
 
*Closing Hymn – No.  
 
*Closing Fellowship Circle and Closing Words 
 
Extinguishing the Chalice – Extinguishing the Flame by Elizabeth Selle Jones 
 We extinguish this flame but not the light of truth, 
 the warmth of community, 
 or the fire of commitment. 
 These we carry in our hearts until we are together again. 
 
* Please rise in body or spirit. 

_______________________________________________ 
 
Today’s pianist is              , our Worship Associate is        and Greeter is              . RE Teachers:  
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Announcements 

 
We welcome all seekers regardless of age, creed, race, ability/disability, class, sexual orientation and gender 
identity. 
 
You are invited to join us in the Fellowship Hall for refreshments after today’s service. Welcome 
visitors and newcomers. We encourage you to sign our guest book in the narthex.  
 
Next Sunday Service: 
 
 

We welcome all seekers regardless of age, creed, race, ability/disability, class, sexual orientation and gender identity. 
 
Welcome visitors and newcomers. You are invited to join us in the Fellowship Hall for refreshments after 
today’s service. We encourage you to sign our guest book in the narthex.  
 

Please join us for our Sunday morning 9:30AM Qigong. This group is donation based with half proceeds 
to be received by the UUCRT.  

 
Pastoral Care Associates, ________________, are available to assist congregants with pastoral care and 
personal issues each Sunday after services. 
 
Important Reminder to Parents: For the safety of our most important asset—our children—please keep the 
following in mind: Children are to remain with you in the sanctuary during service and the Fellowship 
Hour. Children should not be out in any of the other rooms, or outside of the building, unsupervised 
during this time. Thank you in advance for your cooperation. 
 
Interested in becoming a UUCRT member? Fill out a Request for Membership card located on the 
pamphlet rack, then give it to _________, Membership Chair, or hand it to the greeter. Want to learn more 
about us? See _______________ to sign up to attend a New UU Class. 

 
Board Policy Decisions Regarding Sunday Services Committee: 

§ Plan programs a year in advance (5/1985) 
 
§ Snacks and drinks will be provided by UUCRT and served at each Sunday service 

(1/2005) 



AD HOC COMMITTEES 
 

Committee on Ministry 
 
The Committee on Ministry shall consist of three voting members appointed by 
the Board, in consultation with the Minister, each serving a rotating three-year 
term. One new person shall be appointed each year. The committee shall meet 
with the Minister at least four times a year acting as a liaison between the Minister 
and the congregation, reporting to the Board as it deems necessary.  
 
The committee shall be responsible to review and modify the Minister’s contract.  
 
The purpose of the Committee on Ministry shall be to: 
 
 1. Strengthen the quality of ministry in the congregation, 
 

2. Implement “Right Relations Policy” by encouraging direct and 
constructive communication among members of the congregation and the 
minister, standing committees, and the board. 

 
 
Board Policy Decisions Regarding Committee on 
Ministry: 

 
§ Motion: to change Article IX, Section one of the by-laws to replace 

“Ministerial Relations Committee” with “Committee on Ministry” and add the 
following language after the existing paragraph in Article IX Section I. 

      “The purpose of a Committee on Ministry shall be to(1) strengthen the  
     quality of ministry in the congregation (2) Implement ‘Right Relations  
     Policy” by encouraging direct and constructive communication among  
     members of the congregation and between members of the congregation  
     and the minister, standing committees, and the board. (6/2010). 

 
§ Motion: To change the bylaws, Article IX Section One to read:  The 

Committee on Ministry shall consist of three voting members appointed by 
the Board, in consultation with the Minister, each serving a three year term. 
(10/2011). 

 
§ The UUCRT Board of Trustees appoints Jan Kinney for a one-year term, 

and Alison Fornes for a three-year term, on the Committee on Ministry. 
(5/2013) 
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WELCOMING CONGREGATION 
 

The UUCRT voted to become a Welcoming Congregation at a Congregational 
Meeting in June 2008. It completed the requirements by UUA to obtained the 
official status of Welcoming Congregation in January 2012. 

 
The Welcoming Congregation Program – UUA 

Recommended Guidelines 
2010 

 
The Welcoming Congregation Program “offers guidelines, which are not a precise 
blueprint, but rather a suggestive road map for congregations beginning the 
journey toward becoming truly welcoming.” 
 
Commitments: 
 

1. A Welcoming Congregation: 
a. Is inclusive and expressive of concerns of bisexual, gay, lesbian 

and/or transgender persons at every level of congregational life – 
worship, program, special occasions, welcoming. 

b. Uses vocabulary in worship that reflects this perception: celebrates  
diversity by inclusivity of language and content. 

c. Incorporates BGLT persons fully throughout all programs, including  
 religious education. 
d. Bylaws and other official documents include an affirmation and non-

discrimination clause affecting all dimensions of congregational life,  
including membership, hiring practices, and calling of religious  
professionals.  

e. Engages in outreach into the BGLT communities through  
advertising and actively supporting BGLT groups. 

f. Offers congregational and ministerial support for services of union, 
memorial services, and celebrations of evolving definitions of family 
geared to BGLT persons. 

g. Celebrates the lives of all people and welcomes same-gender  
couples and equally affirms displays of caring and affection without  
regard for sexual orientation. 

h. Seeks to nurture ongoing dialogue between people of different  
affectional/sexual orientations and gender identifications and  
creates deeper trust and sharing. 

i. Encourages presence of a chapter of Interweave (UU for LGBT  
concerns). 

j. Affirms and celebrates BGLT issues and history during church year 
k. Advocate for BGLT people, works to promote justice, freedom and 

equality in larger society. 
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Actions: 
 
 Education: 
 

1. Offer RE that incorporates BGLT life issues, including workshop series 
from Welcoming Congregation Program. 

2. Promote participation by minister, RE minister of director, President in 
The Welcoming Congregation Program. 

3. Offer congregation-wide workshop programs. 
4. Use the UUA “Our Whole Lives” sexuality education program 
 
Congregational Life: 
 
1. Form a broad-based Welcoming Congregation committee to offer 

programs and monitor progress. 
2. Adjust congregational bylaws and other relevant documents to include 

an affirmative non-discrimination clause (membership, hiring, calling of 
religious professionals). 

3. Use inclusive language and content as regular part of worship services; 
provide worship coordinators and speakers with guidelines on inclusive 
language. 

4. Provide main worship space and ministerial services for BGLT rites of 
passive. 

5. Welcome BGLT persons in congregation’s brochure (and website). 
6. Ensure publications, public information and programming reflect 

requested status of any individual. 
 

Community Outreach: 
 
1. Celebrate and affirm BGLT issues and history during church year. 
2. Participate in and/or support efforts to create justice, freedom and 

equality for BGLT people in larger society. 
3. Provide main worship space and ministerial services for BGLT rites of 

passage. 
4. Establish and maintain contact with local BGLT groups to offer support 

and promote dialogue and interaction. 
5. Advertise in local press and/or other media that reach BGLT 

communities 
6. Provide use of building space on an equivalent basis with other UU 

organizations when requested by members for program and meeting of 
an Interweave chapter. 

 
Time Commitment:  
 
 Our plan is to hold 10 workshops, 9 of them once a month as a two-hour 
Sunday Forum on a set Sunday each month for interested and committed 
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members/friends.  The tenth workshop would be a movie night, probably on a 
Friday evening, showing a movie dealing with societal issues facing the BGLT 
community.  
 
There is no minimum or maximum number of people from the congregation 
required to attend. Of course, a larger percentage shows a greater commitment 
from the congregation. Members and friends can attend any number of 
workshops, however consistency is encouraged for attending the full series as 
each workshop builds upon the other, and the issue of trust and safety in sharing 
is more easily established with a consistent group. 
 
 The goal of the workshop series is to reduce prejudice by increasing 
understanding and acceptance among people of different sexual orientations.  
 
 In addition, monthly information on becoming a Welcoming Congregation 
would go into the newsletter, starting with October’s which will also include 
voluntary participation in an anonymous questionnaire (see attached). 
 
 A one-time training with the Board, and separately with the APPC 
Committee, and Communications Committee on addressing the various relevant 
points listed above (bylaw inclusion, ways to be sensitive in language and use of 
examples during worship service, community outreach and advertising). This 
short training would be built into the regular meeting time for each group. 
 
Receiving status as a Welcoming Congregation: 
 
Once a congregation feels it has achieved all applicable action steps and has 
taken a congregational vote in affirmation of being recognized as a 
Welcoming Congregation, a brief description of how each action step was met is 
sent to the OBGLTC (Office of BGLT Concerns), along with notification of the 
congregation’s completion of their process. 
 
The committee does NOT rate the congregation nor judge it, but rather wants to 
be informed as to how this was accomplished. UUA then sends us a letter of 
congratulations and a poster that proclaims we are a Welcoming Congregation. 

 
Board Policy Decisions Regarding Welcoming 
Congregation: 
 

Motion: That the UUCRT become a Welcoming Congregation (10/2011) 
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PASTORAL CARE ASSOCIATES 
 

Pastoral Care Associates 2014-15 
Unitarian Universalist Congregation at Rock Tavern 

 
Goal: to offer empathic listening, emotional and spiritual support to 
members and friends of our congregation 
 
Minimum Requirement to be a Pastoral Care Associate (PCA) 
• Member of the UUCRT in good standing for at least one year 
 
Areas of Competency for Pastoral Care Associates: 
• Understanding of Unitarian Universalism and a sense of identity 
as a Unitarian Universalist 
• Good listening skills 
• Good personal support system 
• Ability to work collaboratively 
• Self awareness 
• Willingness to ask for help when needed 
• Respect for confidentiality and boundaries 
 
If you meet the minimum requirement and consider yourself 
competent in the above areas, or are committed to growing in 
competency in the above areas, then please consider serving the 
congregation as a Pastoral Care Associate. 
 
• Submit a written application to the minister. 
• Come to a follow up meeting with the minister. 
 
If selected you will need to:  
• Attend six hours of training; 
• Commit to being “on call” one Sunday a month and available to 
one or more congregants for a period of one year; 
• Participate in a monthly ongoing colleague support group;  
• Be receptive to guidance from our minister and the Committee 
on Ministry; 

 
For an application or more information contact Rev. Chris 
rev.chris.antal@gmail.com 
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Pastoral Care Associates 
Unitarian Universalist Congregation at Rock Tavern  

 

ñApplication 2014-2015 
 
 
lName________________________________________  Date_______________ 

 

Address ________________________________________________________________ 

 

Telephone________________________________e-mail__________________________ 

 

Please insert your answers into this Word document or provide responses on separate 

paper. 

 

Limit your responses to a half page or less for each question or set of questions. 

 

1.What does being a Pastoral Care Associate mean to you? How did you react upon 

hearing about this program? How would this commitment fit/integrate with others in your 

life? 

2.What is your expectation of what you will gain from this program? 

3.What experience, strength and skills do you have in working with people that you think 

will help you in the program?  Describe a helping relationship you have had with a 

person in need of support.  

4.How does Unitarian Universalism inform your desire to minister to others? How has 

our congregation ministered to you?  

5.How would your Unitarian Universalist beliefs guide your work as a pastoral care 

associate? How will you minister to people whose beliefs or lifestyles are different from 

own? 

 

Please submit your completed application and a list of three members of the congregation 

who are willing to serve as reference for your candidacy. 
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Helping Hands 
 
PCA also coordinates Helping Hands. Helping Hands provide phone calls and 
cards of care and sympathy. On a limited basis, they help with meals, food 
shopping, and transportation to doctor’s appointments, and child care. 

 
 

Board Policy Decisions Regarding Pastoral Care 
Associates: 

§ Board agreed that adding Pastoral Care Associates under the Committee 
on Ministry to volunteer on Sundays to respond to congregants or visitors 
who are experiencing difficulty and need to talk or have extra support is an 
excellent idea (1/2012). 

 


