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Introduction:

This policy manual has been developed in forteb establish a coherent policy that
will transcend changes in the various offices amd@nnel from year to year, without the
necessity of “reinventing the wheel”. It is metmbe a dynamic guide that can be easily
modified as better ways of doing things are dewatopWe have as our basic primary
guide the UU Principles and Purposes, our own GUWVRo We Are” statement, and our
bylaws - all designed to be broad in scope, bikitacthe specificity needed for
management of the organization.

The Unitarian Universalist Principles and Purposes:

We, the member congregations of the Unitarian Uniusalist Association, covenant
to affirm and promote:

The inherent dignity and worth of every person;
Justice, equity and compassion in human relations;

Acceptance of one another and encouragement to igpal growth in our
congregations;

A free and responsible search for truth and meanjng

The right of conscience and the use of the demomraprocess within our
congregations and in society at large;

The goal of world community with peace, liberty, @justice for all;
Respect for the interdependent web of all existen€ghich we are a part.

The Glacier Unitarian Universalist Fellowship “WhdVe
Are” Statement:

Who we are...

We are a welcoming, supportive fellowship that numes the spiritual, intellectual
and social needs of our members of all ages throutfte open inquiry into
inspirational experiences, diverse beliefs, andigedus traditions.
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The Bylaws of the Glacier Unitarian-
Universalist Fellowship



BYLAWS of the
GLACIER UNITARIAN UNIVERSALIST FELLOWSHIP

Kalispell, Montana

ARTICLE I. NAME

The name of this religious society shall be@acier Unitarian Universalist Fellowship
of Kalispell, Montana.

ARTICLE Il. PURPOSE

In the discipline of Truth, irrespective of gource, and in the spirit of universal
community, undivided by national origin, race, oged, we unite to strengthen our convictions
in the value and need for liberal religion, angjitce expression to these convictions.

ARTICLE Ill. MEMBERSHIP

Any person may become a voting member of this kallop who is in sympathy with its
Principles and Purposes, who has accepted the Giyldws, and signed the Membership
Book. Any person who has attended at least ond¢imgegnd who has made a contribution
sufficient to meet at least our per-member oblagyato the denominational affiliation
organizations (listed in Article IV), will continu® be listed as a member at the beginning of
each new fiscal year. This contribution must biel pgt December 31 of the current fiscal year
to be included in the annual report to the UUA &1aD.

Glacier Unitarian Universalist Fellowship declasesl affirms its intention to promote the
full participation of persons in all of its activs, and thereby does not discriminate against any
person on the basis of race, color, sex, disapgd@yual orientation, age, national or ethnic
origin, marital status, or language, and does equire adherence to any particular
interpretation of religion or to any particulariggbus belief or creed.

ARTICLE IV. DENOMINATIONAL AFFILIATION

This Fellowship shall be a member of the UrataUniversalist Association (UUA), the
Mountain Desert District (MDD), and the Montana Afdnitarian Universalist Association
(MAUUA).

ARTICLE V. MEETINGS

The regular meetings of the Fellowship shall bewheined by the Fellowship itself, or
by any person and persons designated by it. Tmi&rMeeting shall be held each year in the
month of April or May, at such time and place aallsbe fixed by the Steering Committee.
Meetings may be called by the Steering Committed,special meetings may be called by



written request of any five Fellowship members.e Dlusiness to be transacted shall be
mentioned in the call to the special meeting. tJipercent of the membership shall constitute
a quorum, and a two-thirds vote of those preseditvating is required to transact any business.

ARTICLE VI. Officers

At each Annual Meeting there shall be elected asiBeat, a Vice President, a Secretary, a
Treasurer, and committee chairs, all of whom ghallll their offices for one year until their
successors have been elected and qualified, andhalioperform the duties pertaining to
these offices. These officers shall constituteBkecutive Committee, and with the
committee chairs shall constitute the Steering Cdteen The President shall not have a
vote on the Executive Committee or the Steering Qdtae unless it becomes necessary to
resolve a tie. A quorum of the Executive Committethree of the 4 officers. A

Nominating Committee of three members shall alselbeted at the Annual Meeting. (The
Nominating Committee is considered a “special” cattea and does not have a seat on the
Steering Committee. See Article VIl below.) No gt shall hold the same office longer
than three consecutive terms. The Executive Coteenghall have general charge of the
property of the Fellowship, and in conjunction witle Steering Committee conduct all of
the Fellowship’s business affairs it may deem n&sgsuntil the next general meeting.

The Executive committee may fill Executive Comnetiecancies, and persons so
appointed shall serve until the next Annual MeetiAd officers shall be voting members

of the Fellowship. Co-chairs and co-officers mayetected or appointed, particularly

when one person may be away for part of the yelawever, each office or committee has
only one vote on the Executive or Steering Committe

ARTICLE VIl. Steering Committee

The GUUF Steering Committee is open to all wttend. Steering Committee
meetings will be called by the President as neegiegrally once per month.

The Steering Committee is composed of the fourtetecfficers, President, Vice
President, Secretary, Treasurer, and the chainpeisthe standing committees. The Steering
Committee may create and eliminate standing andapmommittees as needed. The chair of
a newly createdtandingcommittee becomes a voting member of the steeongmittee, but a
chair of aspecialcommittee does not. The chair person of a stgncimmittee must be a
member of GUUF. When unable to attend a Steermmgr@ittee meeting, the chairperson may
designate a member of his or her committee to asteroxy (since this proxy is not a
permanent arrangement, the proxy does not have gorhember of GUUF.) The Steering
Committee may fill Steering Committee vacancied (mt the officers of the Executive
Committee vacancies), and persons so appointebdsamaé until the next Annual Meeting.

A quorum consists of 50% of the Steering Committegnbers. The President is the
nominal chair of the committee; if he/she is abstm@n the Vice President becomes the chair.
In the event both are absent, then the Secretagnies the chair. The chairman does not vote
except to break a tie. Although all who attend sgak, voting and motions are restricted to
the Steering Committee members.



ARTICLE VIII. Fiscal Year

The fiscal year shall end June 30 — the same ddtw #he Unitarian Universalist
Association.

ARTICLE IX. Amendments

These bylaws, so far as allowed by law, may be dexdror replaced, at any meeting of
the Fellowship by a two-thirds vote of those memlesent and voting. Notice of any
proposed change shall be contained in the cafidamteeting.

ARTICLE X. Dissolution

Should this Fellowship cease to function and thenbership vote to disband, any
accrued assets of the Fellowship will be assigondbe Unitarian Universalist Association, to
be used for the extension of liberal religion.

(These bylaws were adopted July 1964, ameNd&d 10, 1965, April 13, 1966, May 1991, Februar801,
and February 28, 2001)

Amended and adopted this day of 6 BOO

Ross G. Anderson, President M. Kasey Kephadr,eSary
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General Policy Section

These are general policies that have been adoptétb
Executive Committee and/or the Steering Commities o
the years. (To change, add, or delete a policyires|a
vote by the Steering Committee.)



Membership Policy:

In order to become a voting membeBbiUF, one must read and agree with the
GUUF bylaws, generally agree with the UUA Purpcased Principles, and sign our
Membership Book. Folks who initially sign this Bowill be recognized as active
members of our Fellowship. However, in order tomtain an active membership, it is
also required that each member attend at least@mwece per fiscal year, and provide a
financial contribution sufficient to at least m&ltUF’s per-member obligation to UU-
affiliated organizations (these being the Unitatfimversalist Association in Boston
(UUA), the Mountain Desert District regionally (MDPand the more local Montana
Area UU Association (MAUUA) as determined by thedsurer on an annual basis. An
in kind contribution can substitute for the memhbgrontribution subject to the
approval of the President.

Each year, the GUUF Treasurer establishégiashare” per member contribution, an
amount based on a projected budget that inclutlesreexpenses: building and upkeep
expenses, taxes, phone, religious education,aéfdi organization dues, visiting
ministers, speaker honoraria, sitters for the ydotig, and much more.

All non-members are welcome at all our serwiged events and may serve on any
committee. (Since voting is restricted to membanspn-member cannot serve as an
officer or a standing committee chair.)

Honoraria:

Fees will be paid as follows: $75.00 for iidual local speakers and $100 for local
panels. Fees in excess of this will be approveddlof time by the Executive
Committee. Travel time for out-of-town speaker#i e negotiated by the Program
chairperson who will report the outcome of the niegions to the Treasurer and the
Executive Committee.

Use of GUUF Banner:

There are times when it would appear degrabhave an “official” GUUF presence
at an event, particularly when social justice issaie involved (attending a Lesbian and
Gay Pride parade or a reproductive rights marahexample). However, at potentially
controversial events the Executive Committee wakka to approve of the use of the
GUUF banner. In case there is too little timedonrExecutive Committee meeting before
such an event, the President (or another ExecQmramittee member in the President’'s
absence) must contact other Executive Committeebaesyby phone or e-mail and vote
on the matter.



Building Use Policy:

In general, any use of the building for anythother than fellowship-scheduled events
will be scheduled in advance with the chairpersioti® Buildings and Properties
Committee, or the Fellowship President. CleaHhg, fellowship has priority use of the
building. The renters in our apartment and shag@rie be informed about other building
use.

Those using the building must leave the boddn the condition they found it in.

Lists of clean-up tasks are posted in the buildiRgllowship members may unlock the
building for their own events. Non-fellowship meenb will need to have a member of
the Fellowship unlock the building for them andwhbem around. A key may be
provided if necessary, which will require a deposit

There will be five basic categories for facility s

1. One-time use by fellowship members for somertinganization's meeting or for
social occasions is free.

2. Afellowship member hosting an event. Gemgthls will be free, but is subject
to approval and review by the Building and ProgsriCommittee.

3. A fellowship member scheduling regular monitiyweekly use of the building
for a meeting by another public service organizatiadGenerally there will be nominal
fee (see rental rates below), but use is subjeappooval and review by the Building
and Properties Committee.

4. Non-fellowship member wishing to rent the tunb for a one-time event or
scheduling the building for regular use. Base valieapply, and a deposit of $50 will
also be required. (Also a key deposit is requifedkey is given to the renter).

5. There may other longer-term facility proposalg, schools, another church, etc.
Rental terms and conditions will be approved bySteering Committee.

All events should be scheduled in advance and ngsetie ended by 10 p.m. as a
courtesy to our apartment renter. Facility usei teeat all property with respect.
Trash resulting from activities will be removeddaall areas used shall be left clean
and tidy as specified in the janitor's guidelin@sted in the building. If this
condition is not met, GUUF will secure janitoriagdrsices and the charge will be
taken out of the deposit or charged to the fachibgt. Upon leaving the building, all
windows will be shut, lights turned off, heat ragded to appropriate settings, and
doors locked.

Rental rates

$50 a day for full day use.
$25 for any part of a day or evening less thanurdiin length.

10



$15 for a short, regular monthly use of the buiyim the evening.
Deposits:

$50 for category 4 use.

$ 25 key deposit

Building Use Rental Agreement
Between

Glacier Unitarian Universalist Fellowship (GUUF)

And named
party)

For the specific time period
on this specific day
the Glacier Unitarian Universalist Fellowship wallovide space to the above named
party. The space to be used will be:

The named party to this agreement shall notlact, or allow to be conducted, by any
employee or affiliate, any activity or event thasyrbe counter to GUUF's mission and
ministry or that could damage the good name of GldU€onflict with GUUF scheduled
usage.

A specific contact person from GUUF will bepapted as liaison and will be
responsible for any arrangements involved in makigrental agreement workable.
The GUUF liaison will see that the lease is sigried,deposit and rent collected, a tour
of the building given to the leasing organizationralividual, and the deposit returned if
the building is left in good shape following theseat.

Renters will treat all property with respedtash resulting from activities will be
removed, and all areas used shall be left cleartidypés specified in the janitor's
guidelines posted in the building. If this conalitiis not met, GUUF will secure
janitorial services and the charge will be takehajuhe deposit. Upon leaving the
building, all windows will be shut, lights turnedf,cheat readjusted to appropriate
settings, and doors locked.

The agreed upon fee for the above facility vl set at $50 per day or $25 per event
less than 4 hours in length. A $50 deposit fe¢alslo be charged organizations that
have no GUUF members. Fee agreed upon for thigtieve
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This lease contains the entire agreement legtwee parties hereto and cannot be
modified, changed or altered in any respect exiceptiting signed by the parties hereto.
In the event of any termination of this lease fioy aause except an unremedied default,
all liability for the payment of rent shall ceaselderminate upon payment prorated to the
date of such termination.

Time shall be, and is hereby declared, toflibebessence of this agreement and the

terms, covenants, and conditions hereof shall beithg upon the respective parties
hereto.

Glacier UU member: date

Named party: date
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Section Il

lII-A The Executive Committee
llI-B The Standing Committees

Officers and Committees

An organization such as GUUF would never succeedhout volunteer help. We
strongly encourage everyone to select one or marenteer tasks which interest you in
order to lighten the load of those in leadershiples, or get involved in leadership. We
have many successful leaders who are relatively newur congregation. In this
manual we have attempted to present committee addescriptions in order to help
make volunteer choices more understandable. Altgbitsome of the descriptions
below may seem daunting, we have included those finints in order to make it
possible for our organization function as a integed entity. They are intended as a
guideline and may be added to or amended as ourdseghange.

Committee chairs and/or co-chairs of each of thamstling committees are voting
members of the Steering Committee and are obligatedttend the monthly Steering
Committee meeting. In the event a chairperson cahatiend, then it is strongly
suggested that they appoint a proxy from their coittee and so inform the Steering
Committee chair. In the event a proxy cannot bearged, then a written or verbal
report to the Steering Committee chair should bedea

A special committee’s chairperson obligation toexid a Steering Committee meeting

depends upon the reason it was created. For exanalnominating committee may
have no function or anything to report until the arual meeting nears.

13



SECTION IlI-A
THE OFFICERS (EXECUTIVE COMMITTEE)

PRESIDENT:

The President is elected annually by the membershipd is the chief coordinator,
communicator, and delegator. The President encagea and mentors volunteer
leadership in the congregation and is responsibbe €nsuring that all the components
are fitting together and working smoothly. The Pident:

- Calls regular meetings of the Steering Committeéh(ather people included as
necessary) in order to plan, coordinate operatiamd,keep communications open.
The president serves as chair of the Steering Ctteerand the Executive
Committee. A Steering Committee meeting shouldipet least every month; an
Executive Committee meeting will be called onlyetgr
Has general oversight responsibility for all conteetchairs, clarifies the tasks of
each committee, supports the work of each committesures that each committee
has the resources to accomplish its tasks, andlsatethe mission of each committee
is accomplished.

Helps organize, secures dates for, and leads theahiMeeting and other business

meetings during the year as needed. Signs ameisliayeth changes to the bylaws

that have been approved by the congregation.

Speaks for our congregation to the wider commurniitys very important,

particularly in a community crisis situation whérte is no time to consult, that our

congregation has a spokesperson who speaks féetloevship. Less critical
spokesperson tasks can be delegated as the Ptessderfit.

VICE PRESIDENT:

The Vice President assists the President in supipgrthe work of all standing
committees, fills in for the President during his#in absence, and performs other duties
as may be assigned by the President. This persastrbe ready to stand in for the
President on little or no notice, and will be thpakesperson for the Fellowship in the
President’s absence. In addition, the Vice Presitishall perform such duties as may
be specified by the Steering Committee.

SECRETARY:
The Secretary:
Takes notes and keeps a record of each Steeringn@® meeting’s resolutions and
other business, records the proceedings of the #&riviaeting and other special
meetings, and distributes copies as appropriate.
Maintains a written record of changes and amendsriterthe GUUF bylaws, edits
and signs each revision to the bylaws.
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Maintains a liaison with the Montana Secretary @it&to ensure that our certificate
of incorporation remains valid. The secretary Widl any annual reports required by
the State of Montana to maintain our charter. (&tpoint of this writing, we are not
sure if we have or need a State charter. If tbeet@y determines we don’t need a
charter, this paragraph is inapplicable.)

Picks up and sorts mail frequently and distribatesppropriate. Retains and answers
any correspondence that is appropriate to theeotficsecretary. If he/she is unable to
deal with any particular correspondence, the sagretill delegate someone to deal
with it and then follow up to make sure it gets €on

Maintains the bulletin boards, particularly the gext interest board.

Maintains the name badges, printing new ones, pgriffie old ones, and keeping the
board neat. Whenever we have a visiting speakakema name badge for that
speaker. Makes sure that supplies such as slégbels, Sharpies, Velcro, etc., are
on hand.

Updates our UUA and MDD information. Every yeag thUA and MDD sends out a
form that must be filled out to maintain our mendbgp in the UUA. It is the
responsibility of the secretary to find out wheattregistration is due and follow up
on it even if there has been a breakdown in théicetion process. The
responsibility for maintaining a current list of mbers rests with the Treasurer;
therefore, the Secretary must obtain a current neeship list from him/her before
updating the UUA and/or MDD.

Co-ordinates and maintains the revisions to thePManual, as well as other non-
financial records and bylaws. When updating theponanual, the most current
version can be downloaded from our resource pAder the updates are made, then
the secretary will contact one of the webmastergptoad the revised version.

TREASURER:

The Treasurer manages and keeps a record of thddveship’s financial affairs.
He/she will keep records in sufficient detail tolav a categorical budget to be
prepared for the next year. (The records shouldkapt in a form that can easily be
passed on to his/her successor.) The Treasurer &asity to foresee the financial
needs of the congregation as far in advance as gaesThe Treasurer:

- Maintains a record of those people who have pledggxhid an amount to the
maintenance of the Fellowship. During the fisezdrythe Treasurer shall periodically
send each member a report of his or her pledgpayment. (Suggested times are at
the end of the calendar year and sometime prithré@nnual Meeting.)

Makes known to the congregation any changes texfsting confidentiality policy.
(The Treasurer keeps in confidence the amount paxdon pledges and pays.)
Maintains a list of current members in accordanitk the membership policy
detailed in the General Policy section of this medmu conjunction with the
Membership Committee.

Prepares a detailed Treasurer’s report from tinterte and presents it to the
President. Prepares a synoptic report ready fdr 8&eering Committee meeting.
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Pays the annual dues to UUA, MDD & MAUUA after thecretary submits the
membership count for the current fiscal year.

Once the secretary has submitted the membershig tanfiscal year, the treasurer
will pay the amount that due to be paid for outitofonal dues to the UUA, MDD
and MAUUA.

Schedules a time on the Steering Committee agemalatp the Annual Meeting to
develop a preliminary budget for the next fiscaryePresents the preliminary budget
developed at that meeting to the congregationifection and comment. A fair

share recommendation for each member is then gedeaad presented to the
congregation by individual letter, newsletter des; at a semi-Annual Meeting, or
during individual canvass.

Promptly pays hired RE personnel, speakers, guessters, or any other necessary
expense that arises. The Treasurer shall takeitiaive to see that these payments
are made and not wait until approached.

Maintains a liaison with all federal, state, andditaxing authorities to ensure that
our tax free status remains active, and pays gtiglaand other taxes when due.
Since our tax status may be complicated by factoch as the building rental (may be
considered business income), the Treasurer mawlprefessional advisor/s as
necessary and keep the board informed of thosegemaents.

Creates, at his/her discretion, a Financial ConeitThis committee may organize
and oversee fund raising events, conduct an amanabss, evaluate needs related to
building expansion projects, or undertake any otheies as delegated.

Shall be the MDD Chalice Lighter Representativesews that someone else is so
designated.
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SECTION llI-B
STANDING COMMITTEES:

GUUF STEERING COMMITTEE:

The GUUF Steering Committee is open to allaviittend, although only Steering
Committee members may vote or make a motion. $tgeCommittee meetings will be
called by the President as needed, generally oreerponth. The Steering Committee
is composed of the four elected officers, Presidarite President, Secretary,
Treasurer, and the chairpersons of each of the sflarg committees( or their
designated proxy). A quorum consists of 50% of Bteering Committee members plus
a chair (which must be an elected officer). The Bréent is the nominal chair of the
committee, if he/she is absent, then the Vice Pdesit becomes the chair. In the event
both are absent, then the Secretary becomes therchad finally if all are absent
except for the Treasurer, then the Treasurer becaobair. The chairman does not
vote except to break a tie. The duties and resjjuhises of the GUUF Steering
Committee are broad. The Steering Committee:

Shall have general charge of the property of tHi®wship and shall conduct of
all of the Fellowship’s business affairs it may uleleecessary until the next
general meeting.

Shall appoint committee chairs that become vacaiwdren annual meetings,
creates and eliminates standing and special cosesitis needed. . (The
distinction between and “Standing” Committee ari@pecial” Committee is that
a newly created “Standing” committee chairpersaomatically has a seat on the
Steering Committee, and a “Special” Committee ctlags not.)

Clarifying note: The elected Executive Committieattforms the core of the Steering
Committee meets only rarely as a separate entitg.the Steering Committee that
actually conducts the business of GUUF. (The EtreelCommittee structure is required
by our charter with the State of Montana.)

PROGRAM COMMITTEE

The Program chair is a key person in the GUUF orgaation and a member of the
Steering Committee; well-planned programs and seed are key to good attendance.
Good organizing and delegating skills are importantthis position. Though other
members or speakers will be conducting most progsathe Program chair should see
that each service is well planned and has structungthout appearing rigid and pre-
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formatted. Each speaker/presenter who puts on asg®r should feel that he/she has a
person to turn to for help and resources, and ttsdtould be the Program chair or
somebody he/she has delegated. This must be soene@bio can work in the
background and see that things are in place and Wiog smoothly. This is a position
that may work well in a co-chair arrangement withtavo-year staggered commitment
by each co-chair. The Program chair(s) is expected
- Hold meetings on an every-other-month basis apprately 2 weeks before the

newsletter deadlines to decide the schedule fonéé two months.

Convey sufficient information about each progranth newsletter editor in a

timely fashion.

Have structure available or persons to refer tspacial services as necessary

(like memorials, naming days, weddings, etc.).

Conduct an annual survey of the effectiveness npoagrams and prepare a

report for the Annual Meeting.

Coordinate special events such as weddings and nadrservices. (Since these

can be rather unexpected events, the program sthaild check with the

library/librarian to see that guidebooks on conohgcthese types of services are

on hand.)

Call a meeting, or get a consensus at a serviceit adhat our summer activities

will be.

Put a copy of each order of service into the GUltdgmam notebook.

Plan hosting of guest ministers (housing, trangiom, plane tickets, dinners,

etc.)

Ensure the guest minister or speaker/s receivesrana. The Treasurer is

responsible for writing the check, but the Progdmair should be following up to

make sure it actually happened. (Also see sectiomonoraria.)

Ensure that we have a Librarian — One or two memtzemaintain, organize, and

catalog our library (including maintaining the emidirectory), be in charge of

ordering new materials as needed, and maintairkeep track of our hymnals.

Periodically view the information on the GUUF Libyaveb page and ensure that

it is up-to-date. Submit any changes to the welenas

On at least an annual basis communicate projecteutiy needs of the Program

Committee to the Long Range Planning Committee CR$d that these can be

reflected in the LRPC’s 5 year plan for the Fellbygs

At each service, the Program chair should see tthat things happen smoothly.
Most of these are items he/she need not necessdalpersonally, but rather ensures
that:

There is a program facilitator designated for esatvice. This can be either the

program chair, or someone else. (See Section IWj&s and Programs — Planning

of Services for a more detailed discussion.

Time is set aside each service for chalice light@gmony, announcements,

introduction of visitors, joys and concerns, adteh inclusion ceremony of some

sort, hymns and readings, a closing ceremony,atd.see that there is a bit of
background structure, even if not readily appar@rtese plans need not be rigid, but
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rather flexible and dynamic: they should be intégptawith the program planned for
that day.)

An order of service is printed and available anish$&rted in the cover in time for the
greeters to hand out. This will require coordingtwith the speaker/presenter a week
or so in advance. It also ensures that someonadthsssed the need for
hymns/readings.

A piano player is available (or other music, if ded).

In the case of having two or more speakers, eagtade aware of the other’'s
presentation and how much time will be allotte@ach. Someone should meet with
the speaker(s) and work out a rough outline oktrgice and an approximate time
line.

The room is set up appropriately for the type ofise being conducted.

Fresh candles, clean tablecloth, matches or ligbkedice, etc., are in place.
Hymnals are out, if needed.

Needed resources, such as the TV/VCR, and otheahasds, are ready and working.
(Check with the person conducting the service &ifsaudio/visual chores can be
more conveniently handled by someone other thaspgheker.)

Section IV, Services and Programs — Planning ofi€es has been complied with as
far as is reasonable.

MEMBERSHIP COMMITTEE

Membership issues connect with almost all that goeswithin the Fellowship —
focusing on ways to adjust to a changing membersaig helping people in the
Fellowship to feel content and included. The Menmbleip Committee is responsible
for the following tasks:

1) Welcoming and orienting new members and assistireywiand continuing
members to find ways to become active in the Feflbip. The emphasis will be
on encouraging attendees to become members anetam those individuals
who are already members.

Tasks:
Recruit greeters for each service and train themelocome new members and
obtain their contact information. Ensure that ragtendees receive
information packets at the service about GUUF andddan Universalism.
Send out welcome letters to new attendees andhatal tio the GUUF roster
for email updates and newsletters.
Hold new member orientations as needed. (Suggsstestiule:
September/November/January/March/May). Provide barsdto orient
newcomers to the history and organization of bdthdnd GUUF, principles
of Unitarian Universalism, description of servicasnual activities, and
opportunities for involvement, among other topics.
Send out new member surveys to orientation attenideleelp connect them
with volunteer opportunities within the Fellowslapd send surveys to
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continuing members as needed. Whenever possibtencaicate in person or
by phone with new members to assist them in becgpmiolved with the
Fellowship.

Recognize new members in the services and in tivslaters.

Maintain an inventory of brochures from UUA and GBtdr new and
continuing members. Check that the brochures agadle to attendees in the
lobby.

Provide information to attendees about how to becarmember and the
privileges and responsibilities associated with Glutembership. Send
letters to each orientation attendee to formaNytenthem to become a
member.

Provide annual update of the GUUF household phamaldist. (This is the
one we hand out to members — not the master maitingovered in the
Communications Committee section.) Provide a adfhis when done so it
can be uploaded to the GUUF resource page.

On at least an annual basis communicate your genjegrowth needs in your
areas of responsibility to the Long Range Plan@ongmittee (LRPC) so that
they can be reflected in the LRPC’s 5 year plartherFellowship.

The Chairperson of the Membership Committee inwoctjon with the
Treasurer shall determine, as soon as possiblacim mew budget year,
according to our membership by-laws, the offiastl bf members that will be
passed on to the Secretary to file for our UUA (fleation in January.

2) Providing comfort and support to those members wdre suffering from illness
or other traumatic life events.

The Cares and Concerns Committeés a subcommittee of the Membership
Committee whose chairperson is appointed by the Memship Committee
chairperson.

Tasks:
Evaluate the needs of members and regular attemde®rare experiencing
traumatic iliness or life events and who need (@mdwilling to accept)
support from GUUF members. Provide referralsegaed, for those needs
that are beyond the scope of the Committee’s work.
Coordinate visits, phone calls, letters, meal @&ginand other appropriate
services to provide support and assistance to mesnmeeed, while keeping
in mind the limited capacity of the Fellowship t@pide long-term or
intensive services. The assistance offered thrtlugiCares and Concerns
Committee can augment, but cannot replace, theofBmeed by social service
professionals.
Make care plans for members with special needs.
Encourage members to complete Final Plans and Mledicectives, and keep
copies of any such documents safely in GUUF office.
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3)

Ensure that the Fellowship is accessible and walugmo members or visitors
with disabilities.

Coordinating Circle of 8 dinners, which is one ofio primary venues for
helping members, especially new members, becomeaintpd with one
another and build a sense of community.
Tasks:
Schedule Circle of 8 dinners four times a year.
Recruit volunteers to serve as hosts.
Organize the guest lists for each dinner basethasetinterested in attending.
Make an effort to include new members, recentmisiand attendees.
- Send the list of invitees to the hosts, along pibstcards, etc, to facilitate the
mailing of invitations.
Gather input from hosts about the outcome of theelis and look for ways to
increase participation and satisfaction with thergs.

The Chairpersonof the Membership Committee is responsible for théollowing

tasks

Maintaining the list of Hospitality hosts who aesponsible for making
coffee, tea, and providing snacks for social hAlso responsible for
inventorying supplies such as coffee, tea, sugaanaer, etc.

Serving as a member of the Steering Committee emdding reports about
the activities of the Membership Committee andassociated sub-
committees.

Calling a meeting of the Membership Committee eagular basis.
Communicating with the chair of the Cares and Corgand Circle of 8 sub-
committees to ensure those functions are carrieéftectively.

Composing updates to the Policy Manual’s descriptibthe Membership
Committee and related sub-committees; keeping ¢élaemember orientation
outline current, as well as the list of accompagynochures and handouts.
Revising the member survey as needed.

Submitting Membership Committee news to the Newssididitor and
composing a column for the newsletter about aviglablunteer opportunities
and a column with brief biographies of new members.

Consulting with other committee chairs about howntamlve new members in
their activities.

Coordinating closely with any future Outreach/Palftielations Committee to
create marketing strategies aimed at potentialmewbers in the Flathead
Valley.

MINISTERIAL RELATIONS COMMITTEE
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The Steering Committee, in consultation with the Mster, shall appoint from the
membership a three (5) member Ministerial Relatio@®mmittee. Members may serve
for three consecutive two-year terms. This comesgtshall meet with the Minister at
least every sixty (60) days (except in July and Asg. The function of the Ministerial
Relations Committee shall be to recognize and nuetthe needs of the minister and to
maintain a channel of communication between the nster and the congregation. A
chair shall be selected by and from the three menshaf the committee. The duties
are:

The Committee will conduct a performance review endew the minister's job
description and terms of employment and renegoatieem, if needed. The
Committee will recommend compensation for the Mamsgo the Steering Committee
and Treasurer for the annual budget. Subsequé&tetring Committee and Treasurer
approval, it shall be responsible for negotiatingpmpensation contract for the
Minister.

On at least an annual basis communicate projectautiy needs of this Committee to
the Long Range Planning Committee (LRPC) so theyt tan be reflected in the
LRPC'’s 5 year plan for the Fellowship.

SOCIAL ACTION COMMITTEE

The GUUF Social Action Committee provides the leestep and coordination to
support and encourage the members of GUUF — induadly and collectively - on their
passions for justice within the framework of UU pitiples. The Social Justice Council
invites every member and friend to put their faittito action - through active
involvement

The chairperson is responsible for:

- Planning and carrying out various community acpoojects (such as donations to
food bank) and exploring areas in which GUUF migkerface with the Flathead
community.

Keeping abreast of interesting organizations/mgednound the Flathead and making
these known to our congregation.

Maintaining and updating social action bulletin fwbaith relevant local and regional
news and opportunities.

Calling meetings of the committee at least two srag/ear to accomplish the above.
Periodically viewing the Social Action web page amduring that it is up-to-date and
submitting any changes to the webmaster.

Planning 2-4 Social Action related programs annyuall

Raising awareness of statewide, national and iatenmal social action issues,
including support of UUSC.

Coordinating with other committees and initiatie#sSUUF to further social action
goals.
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Communicating about social action activities arsdies within GUUF and the larger
community, including outreach to prospective meraber

Communicating at least once annually projected groweeds for the Social Action
Committee to the Long Range Planning Committee CR$d that they can be
reflected in the LRPC’s 5 year plan for the Fellbigs

RELIGIOUS EDUCATION COMMITTTEE

The GUUF approach to liberal religious education ie guide and assist individuals
while they explore life's questions by encouragiolgildren to develop a sense of
fellowship through the sharing of ideas and partpation in meaningful and fun
activities.

The chairperson is responsible for:

Meeting in the spring of the year with interestedgmts and teachers to define the
curriculum, define the class sizes and ages, dedtgeligious education resource
material for the following year.

Determining the size of each group and coordingtizxgnt volunteers as teachers for
each group. Hiring and overseeing the paid balgr&stand other RE personnel as
necessary and making sure the Treasurer paysdseestants in a timely manner.
Purchasing materials for children’s programs.

- Providing the Newsletter editor a description ofaming activities when asked.
Providing a written overview of the classes andiculum to distribute to families in
the fall and through the year as necessary.

Providing a framework for Jr. and Sr. High Schomlith groups to meet for social
events as determined by interest from those stadet their families.

Forwarding information about UU youth activitiesaatlistrict and national level to
interested GUUF members and teens.

Periodically viewing the Religious Education welgpand ensuring that it is up-to-
date and submitting any changes to the webmaster.

On at least an annual basis communicate projectautig needs of Religious
Education to the Long Range Planning Committee (CR$d that they can be
reflected in the LRPC’s 5 year plan for the Fellbigs

LONG RANGE PLANNING COMMITTEE

The Long Range Planning Committee (LRPC) is respilnhs for engaging the
Fellowship in developing a vision of the future, drthe specific action plans to move
toward that vision. Working closely with the Stesy Committee and the other
standing committees, LRPC focuses on The Big Pietof the Fellowship, including
mission, purpose, values, and evaluation of progrésward meeting expectations.
Unlike other committees, LRPC is less focused ormpional tasks (like producing a
newsletter or replenishing the supply of candleaipd more concerned with the overall
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system--how all aspects of the Fellowship are figtitogether, and how those functions
may need to evolve over time. Specific functionglirle:

Reuvisiting and revising the GUUF “Who We Are” statent. This review should
take place annually and be revised as deemed apmfin cooperation with the
Steering Committee).

Generating membership and visitor growth projeciand determining potential
implications for all aspects of GUUF operations.

Leading a process to engage the congregation anthittees in planning for the
future, and developing a documented vision of theré. Stimulating longer-term
thinking amongst the committees and the membeehgwhole. Developing an
ongoing 5-year plan, to be revised annually andearted at the spring annual
business meeting.

Taking steps to inform the Fellowship about thegloange plans of GUUF, through
presentations, newsletter articles, and other mebosmmunication; engaging the
Fellowship in ongoing discussions about the futifrhe Fellowship; and distributing
written documents such as the long-range visionaatidn plan.

Developing and frequently updating implementatitanp with input from
committees and congregation members.

Tracking progress toward completion of implemeptaplans.

BUILDINGS AND PROPERTIES COMMITTEE

This committee should meet regularly to discuss omg building concerns and how to
resolve them. The chairperson should attend eackeBing Committee Meeting, or
submit a written report to the President (or desaje a committee member to report)
prior to each meeting. Also:
Spearheading development and maintenance of am@rdpaster Plan, reflecting
projected grown requirements for both our buildiagd property. Said plan to be
coordinated with Long Range Planning, and otherdstey committees influencing
growth requirements and reviewed on an annual bagisghe Steering Committee
and the congregation as a whole.
Appoint (or serve as) a building use coordinatosdbedule building use dates and
communicate with renters as needed.
Organize “work-days” as needed to accomplish jbls Eellowship members can
handle.
Contract with various subcontractors and vendeestomplish jobs we cannot
handle ourselves.
See that lawn care needs and weed control isseegldressed.
Deal with snow removal.
Make sure insurance needs are met.
Deal with ongoing other minor maintenance detaitshsas furnace filter,
accumulator tank pressures, etc.
Completes a periodic review of kitchen stuff anglaeing any needed items.
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Ensure that someone (hired or volunteer) is ddiegouilding cleaning.

See to it that we have a Chief Gardener — Gatheesand structure for how flower
gardens will be maintained, watered, etc.

On at least an annual basis communicate projectedtly needs for the Buildings and
Property to the Long Range Planning Committee (LR&that they can be reflected
in the LRPC’s 5 year plan for the Fellowship.

NOMINATING COMMITTEE:

This three-member special committee is chosen l®/dbngregation at large at the
Annual Meeting in accordance with ARTICLE VI of oubylaws. This committee shall
meet from time to time to solicit volunteers td @lll of our elected offices. Itis
particularly important that all that all fellowshipmembers be considered for our
elected offices, and those recommendations are madk prior to the next Annual
Meeting. (As a special committee its chairpersembt a voting member of the
Steering Committee)

COMMUNICATIONS COMMITTEE

The Communications Committee is a diverse comnutegrised of individuals and
sub-committees that accomplish a wide variety ofroanications tasks, such as the
newsletter, web presence, maintenance of contst tlistribution of announcements at
each service, organization of the phone tree, naairig our various e-mail servers, and
weekly e-mail update.

WEBMASTER
Develops and maintains our website, including @tissdiary pages.
Co-ordinates closely with all committees and grogpsiake sure that the
information on each one’s page is current. (Thesual places the primary
responsibility on each committee chair to keeppihge updated, but in practice it
does require a bit of nagging from time to timeénc® we need to restrict uploading
capabilities to a very few due to security, it viié necessary for the webmaster to do
the uploading when needed.)
Ascertains that all links on all of our pages araent. Checks often that other
organizations’ links to our page are current andkng (e.g. UUA, MDD,
MAUUA, other congregations, etc.)
Formats the newsletter for the web and makes sigeiploaded and working. This
requires close co-ordination with the newslettetoed(All events that have been
changed, cancelled, postponed, or were not in #ikedwversion should be amended
to the online version of the newsletter.)
Keeps abreast of technology and chooses the bésawtkoring software that meets
our needs.
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Maintains a backup of our website, backups of these documents for the various
web pages.

Co-ordinates with our web hosting supplier/s anétesasure our domain name is
maintained.

Updates resource documents. We maintain a pagaegburce documents of use to
committee folks, building maintenance, treasureictvicontains items like the
master mailing list, letterheads, name badge taetepl GUUF brochures, etc. The
webmaster will make sure all of these are up-te-dad all the links work.

MASTER MAILING LIST MAINTAINER
Checks frequently for new names in the “guest tegisind enters onto the list.
Be sure to enter a date that the person went olistlees the list is occasionally
sorted by date to purge it of folks who are evitlenott interested. (If you note
that there is someone whom you see frequently aiiGWut is not yet a member
— refresh that date so we don't inadvertently sbed a “drop” letter.)
Makes sure those that need to know (Membershigshrer, Board, etc.) have a
current list and/or know how to get it from the wi#d. Makes sure they have the
current password.
Uploads the list to the website resource page evesgythere is a change. That
copy is the true “master” copy and changes toigterlay be made by more than
one person. It is essential that any changes ke imaly to the most current
version online and that it be re-uploaded
Purges the list at least once per year to rid ihefnames of folks who are no
longer interested. Instructions on how to do #nesin the master mailing list
itself on the “instructions” tab.
Compares the e-mail list fairly frequently with thesed in our list server and
makes sure they are the same.
Looks at the list fairly frequently and sees whatloa list does not have an e-mail
address and updates the “don’t have e-mail listl’ sends it to the “phone tree”
person (see below).
Updates the “children” list, and makes sure wentdude a birth date. (That list is
sorted by birth date.)
Watches for errors and omissions. For exampkepigrson is seen regularly who
is not on our mailing list, then make a persontdreto get them on the list. If a
misspelling becomes apparent, then fix it, etc.

LIST SERVER MAINTENANCE
We have a number of e-mail list servers up and runing for our Fellowship. The
main one is our general membership list, there isrether for the Social Action
Committee, and several more that we may activate ithe future.
The List Server Maintainer sets the ground rulewlod can post to a list, and
who will be on the list. He/she will work closelyth the Mailing List Maintainer
to ascertain that there are no errors in eitheag-st.
He/she will work with the service provider to resmhny and all technical
glitches as quickly as reasonable.
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He/she will monitor any traffic that comes in viardsend a message” link on the
web page and see that it gets to the proper person.

He/she will coordinate with the Webmaster to chaihgenternal address should
we begin to receive too much spam.

WEEKLY E-MAIL AND ANNOUNCMENTS
In order to keep the time devoted to announcenterdaminimum, we are
printing the weekly announcements on a single $tadet that is inserted into the
order of service folder in time for the greeter®iamd out. The “announcement”
person keeps track of all happenings and upcomiagts and sees to it that they
are in this handout.
We have been sending weekly e-mail updates on @ayrsr Friday which should
include (but are not necessarily limited to):

1. The upcoming service on Sunday

2. Any meetings or any other events that will happethe week following
Sunday’s service

3. Any community event that is of interest to mosbaf congregation

4, A reminder of any ongoing public service project

5. A brief mention of any upcoming event that may In@tn the mailed
version of the newsletter and beyond the weekollg Sunday’s service.

6. A more detailed version is appropriate when theneigewithin the

following week.
From input gathered from our congregation, it ipontant that we limit the number of e-
mails to_one per week if at all possipéand limit the timeline to the upcoming week so it
can be brief as possible. Occasionally, more elsrae unavoidable, but it is very
important that we are aware that people are alreaglgrloaded with info from
cyberspace.

PHONE TREE
There are a number of folks who are not on our e-inlgst and therefore may miss
updates and changes in schedules when they occur.

- There is a list of people who do not have e-mailrasis and that list is included in
our master mailing list. The person in chargehefpphone tree should be proactive
and personally compare that list with the main @-toée sure it is up to date.
When an e-mail goes out it will be left to the jutent of the phone tree person as to
whether or not to pass the information on to thegkout e-mail. For example, the
next week’s service is already in the newsletter ram action is required unless there
is a major change of some sort.

The phone tree person can set up a phone treekar ang necessary calls
personally.

NEWSLETTER EDITOR
The newsletter editor is responsible for:
Establishing a deadline and receiving all artittebe printed. Contacting all
committee chairs, groups, board members, and Sogjcrticles and information
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Gathering the dates of various committee meetigigajp meetings, Circle of 8
dinners, and all other events and publishing thethe current edition. Seeking
contributions of pictures, articles on communitppanings, poetry, book reviews,
milestones, written profiles of new members, ag8abn upcoming social events, etc.
Editing and formatting each issue.

Attending as many committee and board meetings psssible so he/she will be up
to date on what is happening in GUUF.

Overseeing printing and distribution, includingtgeg a copy to the webmaster so
he/she can format it and get it online.

Exploreing alternate means of delivery, particylara e-mail or internet link in an
effort to reduce printing and mailing costs.

Securing assistants to help with many tasks: swlgcpersonal contributions from
both adults and children, seeking contributionpiofures, articles on community
happenings, poetry, book reviews, reports fromotericommittee chairs,
Milestones, written profiles of new members, aescbn upcoming social events, etc.

PUBLIC INFORMATION & OUTREACH COMMITTEE

Oversees public information; this is primarily aé#ch to the general community. This

person or committee:
Sees that articles about upcoming GUUF eventsjapaents in which we may be
participating, etc., are disseminated widely, idahg the three area newspapers and
other community newsletters.
Coordinates closely with the Membership Committee,Marketing
Committee/person and creates marketing strategresdaat potential new members
in the Flathead Valley.
Makes sure that our ad and name continues to appda phone book, Chamber of
Commerce listing, and other church listings sucthadocal newspapers, web sites,
and the like.

COMMUNICATIONS COMMITTEE CHAIR
The Communications Committee chair is the persamiw/probably already doing
several of the tasks outlined above. He/she mmamily responsible for seeing that all
the tasks are being covered and are functioning/skie should attend all the Steering
Committee Meetings. There are a few miscellandatiss:
The CC chair also volunteers (or sees to it sbatebodyhas in fact volunteered) as
MDD, MAUUA and UUA communications rep. All havestiserves that keep us up
to date on UUA and MDD events and affairs. Sincelmof we receive is of
marginal interest to publish in our newsletter,@mcements, the communications
rep scans these mailings for things that may dgtbalof concern and interest to us.
Ensures that someone is maintaining the GUUF sorgb
Ensures that someone does photography and viddognaarticularly at special
events and when there is a visiting minister orsjgpeaker.
On at least an annual basis communicates projgctedh needs in for
Communications to the Long Range Planning Comm(tt&C) so that they can be
reflected in the LRPC’s 5 year plan for the Fellbigs
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Section IV

Services and Programs

The following section is devoted to our seegi@and is a general
guideline for planning of services and programsy fart of the
guideline may be modified as needed to meet thésneka
particular service.
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Planning of Services

Overview:

In an attempt to provide some sense of coityimund to spread the work of preparing
services around a bit, the UU Program Committeeisloping this guideline for
planning services. Any part of this guideline camtodified as needed, events need not
happen in the suggested order, or it can be ignmyatpletely if something else will work
better.

The Program Committee chair or co-chairs asltertain that a leader (or a
leader/presenter combination) has been designatexvéry service. There are two
important people involved in each service: thelitator and the leader.

Facilitator
Thefacilitator is normally the program chair (but can be anyglestied person). The
facilitatoris a background person who sees that things get slo the leader/presenter
can concentrate on the program. He/she will bearesible for:
Coordinating and assisting theader of each service.
Making sure everyone is aware of and briefed ofhlrspart in the service
Coordinating with the visiting speaker, if any, igiy guidance on time considerations
Making sure there is a piano player or that othesioal arrangements have been
made.
Coordinating with the visiting speaker or preseatad helping him/her choose
readings and hymns
Making sure any props, audio-visual aids, etc.jrmapmace and working
Creating arorder of serviceas follows:
- including a list of participants such as the naofagbe minister, the lay
leader/s, musicians, greeters, and hospitalityomsts
including any announcements known at the time.
including words for extinguishing the chalice.
including words for closing circle.
inserting theorder of servicanto the printedrder of service cover
seeing that the greeters pass them out at asdoike.

The Leader:

Theleaderis the person who actually stands before the gamapconducts the
service. If there is a separate presenter/guesepter, he/she introduces him/her. The
leaderwill present the welcoming words and will pres{daless he/she delegates certain
parts) over the entire service, including as mudhe following as possible:

30



1.) Welcoming words:

A welcome message should be inl#sler'sown words. Below is an example, but
the points outlined in blue should be included atimsimum, regardless of how it is
worded:

“Welcometo the Glacier UU Fellowship. We are glad thatware here today. We are
especially happy tavelcome the new folkamong us. We want to make sure that you
havesigned our guest book so that you may receive oewsletter We also invite you
to join us for our fellowship hour after the servicehere you can enjoy meeting some
of our members and have some coffee and good#esd for anyone who thinks that he
or she has found a spiritual home here with us, a¢& find a member of the Executive
Committee after the service and sign the memberdiopk. There is an explanation
within the membership book concerning GUUF membeirsh

The leader might recognize a current religiang/or ethnic holiday. Some examples
are Ramadan, Hanukah/Christmas, Native Americantsy€inco de Mayo, Kwanzaa,
Canada Day, and so on. This also works well if dmwdg includes it as oy and
Concern

2.) Chalice lighting ceremony:

Normally, a child will do the actual lightiras either théeaderor congregations reads
the words appropriate to the occasion - either filoenhymn book or in the reader’s own
words. (The hymn book has a number of readingsmbegy on page 447.)

3.) Children’s story:

This should be a short story told to the aleifdby the storyteller (either theaderor a
designee). The children should be seated aboustdingeller at the front of the
congregation (or wherever else appropriate.) Towey should be appropriate to the
theme of the day’s service if possible. At the ehthe story, the children will leave for
RE class. This may be a good point for a hyguoh agt413Go Now in Peace.

4.) A reading:

This can be optional, or alternated with¢hédren’s story. Théadercan choose a
person and ask him/her to select a reading ap@teo the focus of the service - or
perhaps something relating to a current religicaigihy.

5.) Announcements:

A member of the Communications Committee balprinting whatever
announcements he/she may have and insertingheinrder of service for the day. The
leader will make a call to the congregation for additional announcements. (There has
been a tendency for our announcement period tobielengthy; therefore, it may be
necessary to request that the announcers pleaseleef as possible, and any
announcements already in the printed version neetlencovered unless exceptionally
important.)
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6.) Joys and Concerns:

Theleaderwill invite folks to come forward and light a cdadn remembrance of any
personal joys or concerns they may have. At tlieagithe Joys and Concerns light one
final candle and say something like.and one more candle for the joys or concerns in
our hearts but not expressed”.

7.) Main Presentation:
Generally, théesaderwill introduce the main presentation. The faatidr, leader, and
presenter/s will coordinate closely to make surga@s well.

8.) Meditation/quiet time

Somewhere in the service there should beiagor quiet meditation of three or
four minutes’ duration. A guided meditation is yeffective, either led by the leader, or
by someone designated by the leader. A meditgigoiod can by simply a period of
quiet which can be accompanied by music (either divrecorded) or just plain quiet.
Theleader(or presenter) should make an announcement ldtilkg know what is
happening, particularly for new people who perhegscoming from a tradition of
minister-led prayer. Meditation can be inserteghdrere in the program, but a good
place is right after Joys and Concerns, or rigterahe presentation before Q&A. The
leader/presentawill end the meditation period by going on to tiext item in the order
of service.

9.) Congregational response to the presentation:

Theleader/presentawill initiate the congregational response peribdis can and
usually will take the form of questions and answerst can be an invitation for the
congregation to make statements and comments. ldirgy UUs, often tend to run on
forever if given the chance, so it will probablyugre a finely tuned sense of timing to
end the discussion without either being prematulowing it to elongate excessively..

10.) Extinguish the chalice:
Theleaderwill initiate this short ceremony. Suggested vgial be used each time,
and read each time, by the congregation (Wordsldhmmion the order of service):

We extinguish this flame but not the light of truthe
warmth of community, or the fire of commitment.
These we carry in our hearts until we are together
again.

11.) Closing circle:

Theleaderwill initiate the closing circle. In order to ilutle visitors, the words to
our short hymn (whatever we are currently usingusth be either in the order of service
or posted prominently on the wall since it is herdhold hands and a hymn book at the
same time.

12.) Invitation to Fellowship Hour:
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Theleadershould issue an invitation to join with us at doeial hour following the
service.
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GUUF Program Committee Guest Speaker Policy

Guest speakers at GUUF services should addressd@md offer opinions that are
consistent with Unitarian Universalist Principlea@Purposes.

Proposed procedures to support this policy:

1.

Guest speakers will be provided with a copy ofhé Principles and Purposes
and the GUUF's statement of "Who We Are." We walVé this information
posted on the GUUF website for those who are fatiig guest speaker
programs.

Facilitator should have first-hand knowledge of gjuspeaker's previous speaking
experience or be provided with a bio sheet fromsiieaker.

Facilitator should understand the scope of whagthest speaker plans to speak
about, and should be sure that the subject isasteand appropriate for our
fellowship.

Facilitator should ask the speaker to provide araade outline of her/his
presentation. If organization appears to be lackimg facilitator will work with
the speaker to improve the logical sequence okidea

The facilitator should announce at the beginninthefservice that the guest
speaker's presentation and opinions do not nedgssgresent GUUF's values,
or the feelings of individual members.

The facilitator shall step in, if necessary, aniplgeiide the speaker's focus if the
material is inappropriate, lacks focus, or doesfoldw the general direction of
the advance outline. This shall be accomplishechegins of "guiding questions”
directed to the speaker.
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Service Planning Worksheet

Name of service

Date of service

Facilitator for this service

Leader for this service

Presenter for this service

Order of Service will be prepared and printed by:

Music for this service

Two or three hymns appropriate to the focus ofswwice should be chosen. The selections will be
inserted in the order of service. (In additioriite short hymn used at the closing circle.)

Hymn

Hymn

Hymn

The Vice President normally will have folks linep for the following, but we will need the names to
include in the order of service:

Greeter/s

Hospitality

(This guideline is a work in progress. If you haveny suggestions or comments, please see me or jot
them down and return to me. Charles McCarty 862-158 or go to our web page at
www.glacieruu.org and click on the e-mail link.)

35



