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UUCC Mission Statement 
 
 
The Unitarian Universalist Church of Chattanooga is an inclusive liberal religious community dedicated to 
the Unitarian Universalist Principles.  We provide an environment which celebrates life, stimulates 
creativity and an exchange of diverse ideas, and fosters spiritual and intellectual exploration.  We support 
responsible actions to reduce oppression, preserve the ecology, and promote compassionate justice in 
our larger community. 
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A Short History of the Unitarian Universalist Church of Chattanooga 

 
The first Unitarian Society of Chattanooga was organized in 1889. It became known as All Souls Unitarian 
Church and was chartered in 1890. The congregation acquired a church building at 654 Houston Street. 
The cornerstone of the church can be seen on the patio of the current church on Navajo Drive. All Souls 
Unitarian Church closed its doors in 1939.  
 
The first Universalist Church in the Chattanooga area was organized in March 1897. The church was 
called the First Universalist Church of Chickamauga and was organized by Dr. Quillen Shinn. After Dr. 
Shinn died in 1907, members of the congregation moved away and the church ceased to exist. The first 
Universalist church in the city of Chattanooga was organized in 1907. In the late 1940s the church 
disbanded as an official unit and there were only meetings of the members until 1951.  
 
In the fall of 1951 a movement began to reorganize the Unitarian Church in Chattanooga. The prime 
movers in the effort were Helen and Ray Solomon who are still active members of the church. In 
November, 1951 the Unitarian Fellowship of Chattanooga was organized with 13 members.  
 
Fellowship meetings were held in the Hamilton County Courthouse for two years. In October, 1953 the 
group began to hold meetings at Shinn Memorial Universalist Church. By 1955 the membership had 
increased to approximately 50 families and individuals.  
 
The group then purchased the building of the former Ridgedale Church of Christ at 1211 Dodds Avenue. 
For 12 years this was the church home.  
 
During the 1960s when church membership became involved in civil rights activities in Chattanooga, a fire 
bomb was set in the Sunday School building and then the main building was fire-bombed. An upright 
piano in the present church still bears the marks of the fire.  
 
The Dodds Avenue building was sold in 1969 when the Navajo Drive land was purchased. Spring Creek 
School served as a temporary home until the ground floor of the present building was completed in 1970. 
Ten years later the Jean Livingston Memorial Hall was dedicated in October 1980.  
 
 
 
Adapted from the “History of Liberal Religion in Chattanooga Area,” written by Helen Solomon, 1992 
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UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA  BYLAWS 

June 2012 
 

I     NAME AND DENOMINATIONAL AFFILIATION 
 

The name of this religious society shall be the Unitarian Universalist Church of Chattanooga (UUCC). 
It shall maintain membership in the Unitarian Universalist Association (UUA), the Southeast District of 
the UUA, and in appropriate regional organizations. 
 

II    PURPOSE 
 

The purpose of the Unitarian Universalist Church of Chattanooga shall be to foster liberal religious 
living through worship, study, service, and covenant in fellowship to promote the broad principles of 
Unitarian Universalism. 
 

III  NON-DISCRIMINATION 
 

This Congregation affirms and promotes the full participation of persons in all our activities and 
endeavors including membership, programming, hiring practices, and the calling of religious 
professionals, without regard to race, color, gender, physical or mental challenge, affectional or sexual 
orientation, class or national origin. 
 

IV   MEMBERSHIP 
 

A.  Definitions 
 

1. Voting Member 
 Any person, 16-years or older, who is in sympathy with the purpose, goals, and programs of 
the UUCC may become a Voting Member upon signing the Membership Book. Signing the 
Membership Book shall be understood to imply: agreement with the Principles and Purposes 
of the UUA; an intention to participate in church activities, and to make an annual financial 
contribution of record equal to or greater than the combined annual dues paid for each 
member to the Southeast District of the UUA  and the UUAÇÖs Annual Program Fund. 
 

2.  Inactive Member 
 Any Voting Member who has not participated, or contributed services and funds, during the 
current and preceding church years may be placed on the inactive membership roll pending a 
return to participation, written resignation, or death.  Inactive Members will not be included in 
the census of the church submitted annually to the UUA. 
 

3.  Contributing Friend 
Any person, 16-years or older, who is in sympathy with the purpose, goals, and programs of 
the UUCC, and who makes an annual financial contribution of record, but who chooses not to 
sign the Membership Book, will be classified as a Contributing Friend.  Contributing Friends 
will not be included in the census of the church submitted annually to the UUA. 

 
B.  Privileges 
 

1. Voting Member 
A Voting Member shall have the right to vote in Congregational meetings on all matters 
relating to the business of the UUCC thirty (30) days after signing the Membership Book.  
Voting Members may be elected to the Board of Trustees, serve on and chair committees, 
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and represent the church as delegates to denominational meetings. Voting Members will be 
included in the census of the church submitted annually to the UUA. 
 

2.   Inactive Member  
An Inactive Member will have the same privileges as those of a Contributing Friend, below. 
 

3.  Contributing Friend  
A Contributing Friend does not have the right to vote in Congregational meetings on any 
matters. A Contributing Friend may serve on and chair all committees other than the 
Committee on Ministry, the Nominating and Leadership Development Committee, and the 
Search Committee unless otherwise prohibited elsewhere in these bylaws or as specified in 
the UUCC Policy & Procedure Manual.  Contributing Friends are not eligible to serve on the 
Board of Trustees or to represent the church as a delegate to denominational meetings.  
 

4.  Termination of Voting Membership 
Any person having become a Voting Member shall continue to be a Voting Member unless 
and until the Board of Trustees (BOT) votes otherwise. Reasons for the BOT removing a 
Member shall include: 

a.  the Voting Member's death; 
b.  a written request by the Voting Member to resign; 
c.  the Voting Member has not participated, or contributed services and funds during both 
the previous and current fiscal years up to two months before the date of the Annual 
Congregational Meeting.  In this case, termination will only be done with at least thirty 
(30) days written notice to the Member.  The Vice-President of Outreach Ministry 
together with Membership Chair shall identify those to be so contacted and bring their 
names before the Board of Trustees. The above mentioned requirements for membership 
may be waived in individual cases at the discretion of the Board of  Trustees or the 
Voting Member may be moved to the category of Inactive Member;  d.   removal by a 
two-thirds (2/3) vote of the Board of Trustees for actions that threaten the well-being of 
the Congregation. Such person shall be given reasonable notice of the proposed action, 
and the reasons therefore, and an opportunity to be heard by the Board of Trustees prior 
to his/her removal as a voting member.  

 

V    CONGREGATIONAL MEETINGS 
 

A.  Annual Meeting 
The Annual Meeting shall be held each year at least two weeks before the end of the fiscal year 
(June 30) at such time and place as shall be fixed by the Board of Trustees.  The agenda for the 
Annual Meeting shall include electing officers and trustees, electing members of the Nominating & 
Leadership Development committee, electing delegates to the Unitarian Universalist General 
Assembly, adopting the budget for the following church year, receiving reports from the Minister, 
Officers, and Committee Chairs, and other business as appropriate. 

 
B.  Special Congregational Meeting 

Special Congregational Meetings may be called by the President, or in her/his absence, another 
member of the Board of Trustees.  Special Congregational Meetings may also be called at the 
written request of 20% of the Voting Membership. When such a meeting is called, the Board shall 
have the duty to schedule the meeting within thirty (30) calendar days and to send out the notice 
of the meeting within seven (7) calendar days of having received the call for the meeting.  The 
business transacted at Special Congregational Meetings shall be confined to the purposes stated 
in the notice of call. 

 
C.  Meeting Notice 
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The President shall cause the notice of a meeting to be posted at the church and communicated 
by email, the US Postal Service, or another method to every Voting Member at least two (2) 
weeks before any Annual or Special Congregational Meeting.  The notice shall state the business 
to be transacted.  
 

D.  Voting 
The right to vote shall be as defined in Article III B of these bylaws. 
 

E.  Quorum 
Twenty percent (20%) of Voting Members shall constitute a quorum at all meetings of the 
Congregation except in the case of voting to Call or terminate the Call of a Minister as specified in 
Article VI of these bylaws.  

 

VI   GOVERNING STRUCTURE 
 

A.  Board of Trustees 
The governing body of the UUCC shall be a Board of Trustees consisting of a President, 
President-Elect, Immediate Past President, Vice-President for Congregational Life Ministry, 
Vice-President for Outreach Ministry, Vice-President for Resources Ministry, Vice-President for 
Religious Growth Ministry, Secretary, Treasurer, and Treasurer-Elect.  The Immediate 
Past-President and Treasurer-Elect shall serve as nonvoting members of the Board of Trustees.  
The Minister shall serve as an ex officio, non-voting member of the Board of Trustees. 

 
B.  Qualification for Office 

Only a Voting Member in good standing who has been a member of the UUCC for at least one 
year and has served actively on at least one Committee for at least six months may serve as a 
Trustee.  

 
C.  Term Length and Term Limits 

Vice-President and Secretary positions shall be elected to serve for two-year terms or until their 
successors are elected or appointed. Terms of office for Trustees shall begin on July 1 of the first 
fiscal year after election and end on June 30 of the second fiscal year. Terms of office for VP for 
Congregational Life Ministry and VP for Outreach Ministry, Treasurer, and Treasurer-Elect, shall 
begin in even numbered years. Terms of office for VP for Resources Ministry, VP for Religious 
Growth Ministry and Secretary shall begin in odd numbered years.  Trustees who are elected or 
appointed to fulfill a vacancy will serve the remainder of that term and are subject to re-election in 
accordance with provisions outlined in these bylaws. No Trustee may serve in the same position 
for more than four consecutive years. President-Elect serves a three-year term with the first year 
as President-Elect, second year as President, and third year as Immediate Past President. 
Treasurer-Elect serves until the office of Treasurer is vacated at which time the Treasurer-Elect 
becomes the Treasurer. 
 

D. Vacancies 
Any vacancy occurring on the Board of Trustees shall be filled by a majority vote of the Board of 
Trustees after consultation with the Nominating & Leadership Development Committee. Any 
Trustee elected to fill a vacancy shall be elected to serve the remainder of the position term as 
outlined in these Bylaws. 

 
E.  Board Meetings 
 

1. Meeting Frequency and Notice 
The Church Board shall meet at least once a month. The President, the Minister, or three 
members of the Board may call additional special meetings of the Board.  Notice of any 



  
UUCC Policies October 2012 
 
  4 

meeting of the Board of Trustees shall be published on the Church calendar at least 2 days in 
advance of the meeting. 
 

2. Open Meetings 
Meetings of the Board shall be open to the members of the Congregation. Provision shall be 
made at meetings for non-Board members to address the Board. The Board may meet in 
Executive Session only to discuss personnel matters or to receive legal advice.  
 

3.   Quorum 
A majority of the voting members of the Board shall constitute a quorum. 
 

4.  Decision Making/Voting 
Any action by the Board of Trustees may be decided upon by a majority of the votes cast by 
those voting members present at the meeting unless otherwise specifically addressed 
elsewhere in these Bylaws or established policies. 
 

5.  Minutes 
Complete and accurate printed minutes shall be kept of any and all regular or special 
meetings of the Board excluding Executive Sessions. A record set of final approved minutes 
shall be kept in a bound and indexed form in the church office and may be made available 
online.  

 
F.  Removal From Office 

1.  Any Trustee may resign by giving notice in writing to all trustees. 
 
2. Failure of a Trustee to attend three consecutive regular Board meetings or four of any six 
consecutive regular Board meetings shall be an automatic resignation from the Board without 
further action or notice.  
 
3.  Any member of the Board of Trustees may be removed, with or without cause, by action of 
two-thirds of the trustees or by vote of a majority of the Voting Members present at an Annual 
Meeting of the UUCC or at a Congregational meeting called pursuant to these Bylaws.  

 
G.  General Responsibilities of the Board 

 The Board of Trustees, on behalf of the UUCC, shall have general charge of the property of the 
UUCC and the conduct of all its business affairs, and shall monitor the work of all officers, the 
Council (as defined in Article V.J.)  and employees.  The Board of Trustees shall: 
 
1.  Appoint all employees of the UUCC except the Minister and fix their compensation; 
 
2.  Fill any office which becomes vacant in accordance with Article V.D Vacancies, above; 
 
3. Authorize the expenditures of money; however, no contract involving the non-budgeted 
expenditure of an amount exceeding 10% of the previous year’s total operating budget shall be 
made without the affirmative vote at a Congregational meeting of the UUCC; 
 
4.  Inform themselves regarding the UUCC’s real estate, trust funds, and all other properties of 
the UUCC; 
 
5.   Act upon applications for new organizations and committees within the UUCC; 
 
6.  Provide for an annual review of all the financial records of the UUCC covering the fiscal year 
either by a certified public accountant or by a committee of three members of the UUCC selected 
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by the Board of Trustees; 
 
7.  Ensure that there are periodic reviews of the UUCC’s Vision, Mission, Covenant,  Strategic 
Plan, Annual Program Plan, Religious Education Plan and Budget. Any proposals resulting from 
these reviews resulting in a recommendation by the Board of Trustees shall be presented to the 
Congregation for approval. 
 
8.  Ensure that there are annual reviews of the UUCC’s membership list and approve changes in 
membership status; 
 
9.  Ensure compliance with all applicable local, state, and federal laws and regulations. 
 

H.  Specific Responsibilities of Board Positions 
 

1.  The President 
a.   is a voting member of the Board of Trustees at meetings of the Board but shall abstain 
from voting when presiding over meetings of the Congregation other than to cast the deciding 
vote in the case of a tie or the vote that creates a tie.  
b.   is responsible for calling meetings of the Board of Trustees and meetings of the UUCC 
as provided for in the bylaws; 
c.  remains on the Board of Trustees for the year succeeding his/her Presidency in the role of 
Immediate Past President as outlined in these Bylaws.     
 

2.  The President-Elect    
a.   is a voting member of the Board of Trustees; 
b.   acts as President in the President’s absence or incapacity or when requested by the 
President or by the Board of Trustees; 
c.   calls and presides over quarterly meetings of the Council as provided for in Article V. J. 
d.   remains on the Board of Trustees for the year succeeding his/her term as 
President-Elect in the role of President as outlined in these bylaws and for another year in the 
role of Immediate Past President. 
 

3.  The Immediate Past President 
a.   with the goal of providing institutional continuity and guidance, serves as an ex officio, 
non-voting member of the Board of Trustees; 
b.   completes special projects and assignments as designated by the President or the Board 
of Trustees. 
 

4.  The Four Vice Presidents 
 Each Vice President has specific duties as enumerated in Article V. H. 5,6,7, & 8. In addition 
each Vice President: 
a.  is a voting member of the Board of Trustees; 
b.  serves as Board liaison to those committees and functions listed within their respective 
Ministry on the UUCC Organizational Chart and in the UUCC Policy & Procedures Manual; 
c.  is responsible for appointing people to chair committees and manage projects within his or 
her respective Ministry; 
d.  ensures that respective Ministry committee members are familiar with their respective 
functional responsibilities and that they are duly executed; 
e.  supervises staff positions as detailed in the UUCC Policy & Procedures Manual or as 
directed by the Board of Trustees. 
 

a. The Vice-President for Outreach Ministry 
    The Vice-President for Outreach Ministry will maintain a broad view of UUCC and 
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denominational activities to enrich the experience of members and friends by promoting 
visionary and hands-on leadership; 
 
b. The Vice-President for Congregational Life Ministry  
    The Vice-President for Congregational Life Ministry will maintain a broad view of 
UUCC programming with the goal of promoting events and activity that enhances 
Congregational life; 
 
c. The Vice-President for Resources Ministry          
     The Vice-President for Resources Ministry will maintain a broad view of the financial 
health of the UUCC, and together with Resources Ministry committees, provide a 
balanced program of UUCC finances and operations and for capital accretion and work to 
project long range capital expenditures; 
 
d. The Vice-President for Religious Growth Ministry 
    The Vice-President for Religious Growth Ministry will remain abreast of current 
denominational practices with regard to Lifespan Religious Education and work together 
with Religious Growth Ministry committees to provide a balanced program of religious 
growth and education for members of all ages within the Congregation.  In addition, will 
report monthly to the Board of Trustees the work, progress and activities taking place 
within Religious Growth Ministry and, when appropriate, bring recommendations forward 
for consideration by the Board of Trustees and the Minister; 
 

5.  The Treasurer 
a.  is a voting member of the Board of Trustees; 
b.  is responsible for the receipt and safe keeping of all the monies of the UUCC and shall be 
responsible for the disbursement of the same under the direction and to the satisfaction of the 
Board of Trustees; 
c.  is the custodian of all properties of the UUCC and shall keep a complete record of all 
funds and properties of the UUCC 
d.  opens financial records for inspection at any time by the Board of Trustees; 
e.  submits a current cash flow statement to each regular meeting of the Board of Trustees 
and an annual financial statement covering the fiscal year to the Annual Meeting of the 
UUCC. The annual financial statement shall be subject to an annual financial review as 
provided for in Article V. G. 6. 
 

6.  The Treasurer-Elect 
a.  is a non-voting member of the Board of Trustees;   
b.  learns the duties of the Treasurer in an understudy capacity; 
c.  assumes the duties of Treasurer upon completion of the Treasurer’s term; 
d.  initiates the annual financial review provided for in Article V. G. 6 no later than 1 October 
each calendar year. 

7.  The Secretary 
a.  is a voting member of the Board of Trustees;  
b.  keeps an accurate record of the minutes of all business meetings of the UUCC and of the 
Board of Trustees and any other such gatherings or meetings as designated by the President; 
c.  ensures that all recorded minutes are filed and made available as specified in Article V. E. 
5 of these bylaws;  
d.  maintains the UUCC Policy & Procedure Manual, keeping it up to date with all Church 
policies categorized and filed for ease of reference; stays abreast of these policies, and is 
capable of referencing policy as needed. 
 

I.  Committees of the Board     
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1.   Ministerial Search Committee  

a.  In accordance with Article VI. C, The Ministerial Search Committee shall consist of seven 
(7) members elected by a majority of the Voting Members at a Special Congregational 
Meeting called for that purpose. The Nominating & Leadership Development Committee shall 
present a slate containing a minimum of seven names for the Committee to the Congregation. 
Additional nominations may be made from the floor.  
 
b.  This committee shall consult with but not be bound by the Department of Ministry of the 
UUA to select a ministerial candidate. The candidate shall then be recommended to the 
members at a Special Congregational Meeting. The President shall call a Special 
Congregational Meeting for this purpose when so requested by the Chair of the Search 
Committee.    
 

2.  Committee on Ministry 
a.  The Committee on Ministry is a continuing body whose purpose is to focus on all aspects 
of the congregation's ministry, including professional leadership, worship, music, social 
justice, religious education, and pastoral care. The Committee shall be composed of three (3) 
UUCC Voting Members serving staggered three (3) year terms, with one committee 
member's term ending each year coincident with the church fiscal year. The longest serving 
member shall automatically serve as committee chair.  No member may serve more than 
three years consecutively. When vacancies occur, the Committee shall submit three names of 
church Members to the Board, who shall select the new member from this slate. No member 
of the Board may serve on the Committee on Ministry.  Upon arrival of a newly called 
minister, the Board shall include in the Committee at least two (2) members from the Search 
Committee that recommended the new minister.  
 
b.  The Committee on Ministry shall meet together with the Minister as needed, but in no 
case less than once per month, in a non-crisis, goal-oriented manner with an agenda to 
explore the various concerns and challenges of the Minister/Congregation relationship and the 
Congregation's own role and agreed responsibility in shared ministry.  
 
c.  The Committee on Ministry shall assist and support the Minister in her/his plans for 
professional development, sabbaticals, community outreach, etc. The Committee shall alert 
the Board to any emerging concerns between the Minister and the Congregation.  Annually, 
the Committee shall conduct reviews of both the Minister's performance in relation to 
expectations, and reviews of the congregation's performance in relation to goals. The 
Committee shall annually recommend the Minister's compensation package for inclusion in 
the budget. 
 

3.  Nominating & Leadership Development Committee 
a.  The Nominating & Leadership Development Committee shall be composed of six 
members each serving two-year terms.  Three are to be elected at each Annual Meeting so 
that they serve staggered terms. New committee members take office immediately following 
the Meeting at which they are elected.   In the case of vacancies caused by resignation, 
relocation, death, etc, the President shall appoint replacements. The Committee shall elect its 
own chair.  No member of the Committee shall serve more than two consecutive terms.  
 
b.  The Nominating & Leadership Development Committee shall nominate a slate of 
candidates for each elective office specified in Article V. C, and for the three Nominating 
Committee members whose term are expiring.  Additional nominations may be made from 
the floor for each office.  The slate of candidates nominated by the Nominating & Leadership 
Development Committee shall be posted at the UUCC and sent to the members with the 



 
 
UUCC Policies October 2012 
 
  8 

notice of the Annual Meeting.  
 
c.  The Nominating & Leadership Development Committee shall also be responsible, on a 
year-round basis, for identifying, encouraging, and supporting potential and current leaders 
among the Members of the congregation. 
 

J.  Council 
 
The Council shall consist of the current President-Elect (or in the event of vacancy of such 
position, the current President or his/her designee), members of the Board of Trustees, 
committee chairs and other key leaders and staff members as identified by the President-Elect. 
Council shall have general responsibility for coordination of the functional ministries of the 
congregation. 
 

VII   THE MINISTER 
 
A.  Relationship and Responsibility of the Minister 
The duties of the Minister shall be as prescribed by the Board of Trustees, agreed to by the Minister in 
writing, and approved by the Congregation.  In general, the Minister shall provide overall leadership 
and guidance in accordance with the established purposes of the Church, and shall be guaranteed 
freedom of the pulpit.  The Minister is an ex officio and non-voting member of the Board of Trustees, 
and of all committees other than the Nominating & Leadership Development Committee, the 
Committee on Ministry, and the Ministerial Search Committee. The Minister shall serve under a Letter 
of Agreement that stipulates his or her duties, compensation, and other conditions of employment.  
The Letter of Agreement shall be reviewed in the spring of each church year and revised as necessary 
by the Board of Trustees after consultation with the Committee on Ministry and Minister.    
 
B. Termination of Call 
The Minister is considered to have indefinite tenure, subject to the right of the minister to give the 
membership ninety (90) days notice of intent to resign, and the membership's right to give the minister 
ninety (90) days notice of the termination of his or her services. The Minister may be dismissed by a 
majority vote of the voting members of the church, voting by secret ballot at a meeting legally called 
for that purpose; quorum for such a meeting to be constituted by forty percent (40%) of the Members 
rather than twenty percent (20%) of the Members as called for other Congregational meetings. Such a 
meeting may be called by the Board of Trustees or by a written petition signed by 20% of the 
Membership. It shall be the responsibility of the Board of Trustees to give prior consideration of this 
grave act, to seek advice from Members of UUCC and to recommend appropriate action to the 
UUCC.   In the event of the Minister's dismissal, his or her salary and allowance shall be continued 
for three (3) months after the date of dismissal. Should the minister offer his or her resignation, three 
(3) month's notice must be given at the time the resignation is made, except as the Board of Trustees 
may allow an interval of less time. 
 
C.  Filling a Ministerial Vacancy     
Upon notification of an immediate or future vacancy of the ministerial office, the Board shall call a 
Special Congregational Meeting for the purpose of electing a Ministerial Search Committee.  
 
The President shall call a Special Congregational Meeting for the selection of a minister when so 
requested by the Chair of the Search Committee. Notice of such meeting shall be given as specified in 
these Bylaws.  A quorum for such meeting is forty percent (40%) of the Members rather than twenty 
percent (20%) of the Members as called for in other Special Congregational Meetings. An affirmative 
vote by at least ninety percent (90%) of those present and voting by secret ballot shall be required to 
call a Minister. 
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D.  Qualifications of the Minister 
Any candidate for the position of Minister must be in fellowship in the Unitarian Universalist 
Association or be willing to enter into such fellowship as a provision of continuing employment. 
 
E.  Filling the Void between Settled Ministers 
The  Board of Trustees shall call a Special Meeting of the Board to decide how the void shall be filled 
until such time as the office is filled by a new settled minister.   
 

VIII   FISCAL MATTERS 
 

A.  Fiscal Year   
The Fiscal Year of the UUCC shall be from July 1st through June 30th. The annual financial review 
provided for in Article V. G .6, shall be submitted to the Board of Trustees and shall be available for 
examination by any member of the UUCC. 
 
B.  Budget Process 
At each annual Congregational meeting, the Board of Trustees shall submit an operating budget for 
the coming fiscal year. The budgeted expenses may not exceed the anticipated income. A budget is 
adopted by a simple majority vote of the eligible voting members present at the meeting. Once a 
budget is approved, the Board may authorize and expend the funds as budgeted. The Board may 
reallocate funds, as long as the reallocation does not exceed ten percent (10%) of the approved 
obligation or indebtedness that exceeds $5,000. 
 
C.  Financial Indebtedness 
The corporation shall not become indebted in an amount greater than Fifteen Thousand Dollars 
($15,000) unless said limit is increased by a two-thirds (2/3) vote of the voting members present at a 
duly called Special Congregational Meeting. 

 

IX   DISSOLUTION 
 
Any action to dissolve the Church must be approved by a two-thirds (2/3) vote of eligible voting members 
of the church present at a meeting called to specifically consider such action, for which meeting written 
notice has been issued to all members eligible to vote in accordance with the provisions of these Bylaws. 
If the church at it own option shall cease to exist, all property real or personal shall be transferred to the 
Unitarian Universalist Association or its successors. 

X   RULES OF PROCEDURE 
 
The rules contained in the current edition of Robert's Rules of Order Newly Revised shall govern the 
church in all cases to which they are applicable and in which they are not inconsistent with these Bylaws 
and any special rules of order the church may adopt. 
 

XI   INDEMNIFICATION 
 
The church shall indemnify any person who is or was an employee, agent, representative, member of the 
Board of Trustees, or committee volunteer of the church against any liability asserted against such person 
and incurred in the course and scope of his or her duties or functions with the church to the maximum 
extent allowable by law, provided the person acted in good faith and did not engage in an act or omission 
that is intentional, willfully or wantonly negligent, or done with conscious indifference or reckless disregard 
for the safety of others. The provisions of this Article shall not be deemed exclusive of any other rights to 
which such person may be entitled under any bylaw, agreement, insurance policy, vote of members or 
otherwise. 
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XII   REAL PROPERTY 
 
At any meeting of the board or any Congregational meeting where the sale, encumbrance, or acquisition 
by the church of real property or improvements thereon is to be discussed, notice of the same shall be 
published in the official church newsletter at least thirty (30) days prior to said meeting, and read from the 
pulpit at least two (2) consecutive Sundays immediately preceding the meeting. Any action requiring the 
sale, encumbrance, or acquisition by the church of real property shall require a two-thirds (2/3) vote of 
those voting members present and voting at a Congregational meeting with such action in its call. 
 

XIII   AMENDMENTS 
 
These Bylaws may be amended by a two-thirds (67%) vote at the Annual Meeting or a Special 
Congregational Meeting of the UUCC provided the proposed amendments shall have been mailed to all 
members at least two (2) weeks prior to the meeting at which time they are to be voted on. Amendments 
may be proposed by the Board of Trustees or by written petition signed by twenty (20) or more member of 
the UUCC. 
 

XIV  OPEN RECORDS 
 
All records of the church other than those of a personal nature shall be made available for inspection by 
any member during reasonable office hours.   
 
 

XV   PROTECTION OF NON-PROFIT STATUS 
 
Neither the church, the Board of Trustees, nor any officer or employee of the church shall take any action 
or allow any activity or use of church property which shall endanger the non-profit corporate status or 
charitable, tax-exempt status of the church or its property. Nothing in these Bylaws shall be construed 
Nothing in these Bylaws shall be construed to allow a violation of the section. 
 
Adopted 20 May 2012 
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LEADERSHIP ORGANIZATION CHART 
 

Ministry:  Congregational Life 
 
Committees: 
· Worship Enhancement/Music 
· Committee on Ministry 
· Nominating/Leadership Development 
· Pastoral Care 
· Programs of Fellowship 
 
 

Ministry:  Outreach 
Committees:  
· Denominational Affairs 
· Membership 
· Public Relations/Communications 
· Social Justice 
 

Ministry:  Religious Growth 
Committees: 
· Children's RE 
· Forum 
· Adult RE 
· Pagan Group 
· Small Groups Ministry 
· Yoga 
 

Ministry:  Resources 
Committees: 
· Building & Grounds  
· Finance Committee 
· Human Resources 
· Stewardship Campaign 
· Strategic Planning 
 

Church Council: includes all Board Trustees and Committee Heads. 
 
 
Adopted 20 May 2012 
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UUCC Agreement for Fellowship  

 
The purpose of this agreement is to encourage and promote "right relations" among the members and 
friends of the UUCC, in part by providing processes for dealing with interpersonal conflicts when they 
arise. "Right relations" require the free expression of different points of view in a context of mutual respect.  
 
The UUCC encourages every Member and Friend to embrace this Agreement for Fellowship as an 
essential part of our shared religious journey.  
 
Our Collective Vision for Fellowship:   

This Agreement is influenced by the Unitarian Universalist Principles; we intend it to provide guidance 
in implementing these principles in our everyday lives. It is in loving relationship with those in our 
church community, including the youth in our Religious Education program, that we have the 
opportunity to grow spiritually as individuals and as a fellowship.  It is here, in our church, that we 
come together to express our common purpose and be strengthened through compassion and 
forgiveness. We choose to become a part of a community with a common purpose to foster an 
atmosphere where the Unitarian Universalist Principles may be learned and practiced.  
 

A Community of Common Purpose:  
The UUCC is a safe haven that nurtures and enhances the personal and spiritual growth of all 
participants. It is a place of trust where personal enrichment arises from serving the community.  
 

Awareness of Self and Others:  
The UUCC is a welcoming place where those in the community respect themselves and others. We 
are a shelter of many beliefs where minority and opposing views are accepted and respected.  

 
Personal Responsibility:  

We maintain our dignity and integrity by taking responsibility for our actions.  The UUCC is a place 
where we invite constructive criticism when it is free of animosity. We strive to recognize when our 
conflicts have become selfish and non-productive.  Participation in the activities and leadership of the 
church is encouraged for all who would choose to act for the good of community and themselves.  
 

Listening, Speaking and Acting with Respect:  
The UUCC is a place where we openly listen to the ideas of others. We actively listen for the meaning 
and feelings within other’s words so that we may understand their message better. 
 
We affirm the inherent worth and dignity of all in our church community and bring the intentions of 
kindness and respect to our spoken words. We are mindful of what we say and how our words may 
be interpreted by others, whether or not they are present. We are accepting of others views and, while 
we may disagree, we do not challenge the worth of the person behind those views.  
 
We fulfill our commitments to the community and to each other. We give generously of ourselves 
within our means and are grateful that others do, as well. We come here to learn the skills of loving 
kindness and to practice what we have learned in our community.  
 

Reconciliation and Forgiveness:  
We acknowledge and respect our personal differences. When disagreements arise, we help each 
other resolve them before they escalate to destructive levels of conflict. We offer the gift of 
forgiveness and are aware that reconciling conflict allows us to remain in fellowship.  
 

With this Common Purpose as Our Source, We Agree to:  
· Welcome all who come to us with acceptance and respect for the differences among us. 
· Keep our discussions to topics and issues rather than personalities.  
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· Practice patience and speak the truth directly and with compassion.  
· Reflect carefully about the potential results of our words and actions before we speak or act.  
· Acknowledge that we may not always agree with group decisions; however, we will support 

the consensus of the larger church community and seek to find our common goals.  
· Seek to resolve our disagreements to our mutual satisfaction, and to ask for assistance when 

they cannot be resolved.  
· Speak directly to those with whom we have disagreements rather than to a third party. If we 

have concerns about the conduct of a youth in our Religious Education program, we will 
speak directly to his or her teacher or parent. In no case will we act as messengers between 
parties in conflict.  

· Contribute to the community at a level that is healthy for us as individual’s intellectually, 
financially, and with gifts of time and energy.  

· Act with loving kindness as best we can at all times, seeking to promote justice, equality, and 
compassion.  

· Understand that creating and maintaining Fellowship requires learning and practice.  
 

Resolution, Reconciliation and Healing (When Conflict Arises) 
We know that there may be times in the life of relationships within the church when we do not model 
our vision of Fellowship. The following steps to resolve, reconcile and heal our inevitable differences 
are offered to those on the path to Fellowship so that we may remain in community.  
 

Interpersonal Conciliation and Healing (One-on-One Solution)  
Affirmation:  
When we find ourselves involved in or experiencing conflict, we will not ignore it nor pretend that it 
doesn't exist; rather we will talk to the person(s) involved with the intention of solving the problem. 
When someone tells us about a problem with a third party, we will encourage him or her to speak 
directly to that party and we will offer, if appropriate, to participate in that conversation.  
 
Process:  
Individuals and leaders bear the responsibility to recognize and name problems as they arise and 
address them under the terms of this Agreement. In the event of threatening or dangerous behavior, 
our responsibility could involve calling the police. Under ordinary circumstances, when we find 
ourselves or the group we are leading involved in conflict, we accept this and become responsible for 
seeking solutions. As individuals, we will go directly to the offending party and carefully listen to the 
other’s point of view until we understand it; we will ask the other party to do the same. If we believe 
that inviting another member or friend to join that conversation will help resolve the conflict, we will do 
so. We will avoid triangulation (telling others outside the conflict resolution process about the 
problem); instead, we will engage in open communication with the person(s) directly involved. While 
we may sometimes need to agree to disagree, if it is in the best interests of the community to resolve 
our conflict, we will attempt to find a compromise that leads to a mutually satisfactory solution.  
 

Outcome:  
Our goal is the resolution of problems by negotiating a win-win collaborative or negotiated acceptable 
solution.  
 

Conflict Mediation and Resolution (Getting Help from Others)  
Affirmation:  
When the steps involved in interpersonal conflict resolution fail to resolve a conflict, we will seek 
mediation through a process that we will uphold as members of the UUCC.  
 
 
Process:  
When we are unable to resolve a conflict with another, we will ask for the assistance of the Committee 
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on Ministry, which can provide mediation, other processes, or request assistance from other sources 
(such as the UUCC Board of Trustees, the regional or national offices of the UUA, and persons or 
groups from the local community). With input from all involved, the Committee on Ministry will 
recommend the best methods to bring those involved to constructive interaction.  
 
Outcome:  
Through mediation, we will offer compromise to our own positions, and accept a reconciliation of our 
once disparate goals. 

 
Resources to implement this Agreement 

· The Unitarian Universalist Principles  
· This Agreement for Fellowship  
· Ourselves  
· Minister(s)  
· The Committee on Ministry  
· Community Mediation Resources  
· Peace Treaty of the Community of Mindfulness 
· Other resources as determined by the Committee on Ministry  
· On-going Training and Workshops in Conflict Resolution and Communication  
 
 
 
 
 
Approved May, 2004 Annual Meeting 
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UUCC Affiliation with UU Association of Congregations 

 
Membership Reporting Procedures 
 

A certification form must be filled in and sent to the Unitarian Universalist Association (UUA) once 
each year.  Congregations may certify as early as November 15, but must complete the process no 
later than 5:00 PM on February 1 of the following year.  The form is available online at 
http://www.uua.org/congregation/index.php.   
 
The minister, church office, and board president will each receive timely reminders of the reporting 
requirement from Membership Chair with the current link given.  The form can be filed electronically 
or printed out and mailed or faxed.  It must reach the UUA offices no later than before close of 
business on February 1.  No exceptions are granted. 
 
The UUCC pays dues to the UUA and Southeast District.  Dues for each fiscal year are based on the 
number of members we report during the filing period of the prior fiscal year, from November 15 to 
February 1.   
 
The count of members will be taken each year during the filing period, on a specific census date  set 
by the Finance Committee.  As an example, if December 1 is the census date, and 200 members are 
listed, then dues to the district and UUA will be based on 200 members for the following calendar 
year. 
 
The Office Administrator keeps track of current membership on the church database, adding and 
removing members as advised by the minister, membership committee, or finance committee. 
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UUCC Employment and Staff Retention 

 
Employment Categories 
 

Church employees fall into two categories established by the federal Fair Labor Standards Act, 
(FLSA). 
 
Employees defined as Professional, Executive, or Administrative are exempt from overtime pay 
provisions of the FLSA.  All other employees are defined as non-exempt, and receive overtime pay of 
time and a half for work over 40 hours per week.   
 
Full time employees are scheduled to work 24 or more hours per week.  Part time employees are 
scheduled to work less than 24 hours per week.  Temporary employees may be full or part time, but 
are hired for a limited period of less than 12 months.  
 

Non Discrimination Policy  
 

The church will hire, recruit, train, assign, promote, and otherwise maintain employees without 
discrimination on the basis of race, ethnic origin, age, sex, affectional preference, religious or political 
beliefs, or medical disabilities.   
 

Hiring 
 

Ministers of the Church are hired according to the terms of the Church’s Constitution and Bylaws, and 
UUA and UUMA guidelines.  Conditions of employment are defined by individual contract 
agreements.  All candidates who are interviewed for an employment or volunteer position will 
complete an “Application for Employment,” a form appended at the end of these policies. 
  
Church openings will be publicized within the local community, or by wider search, as required.  
Exempt employees will be interviewed and hired by the Board of Trustees in consultation with the 
minister and the Personnel Committee.  Non-exempt employees will be interviewed and hired by the 
head of the department in which they will work, in consultation with the minister. 
 
When a candidate has been selected for employment, the job will be offered on condition of a 
problem-free background and reference check, based on the Background Screening policy in this 
manual.  Paperwork for obtaining background screening for the selected applicant will be included 
with the letter of offer 
 
Upon successful completion of all pre-hire requirements the hiring individual will provide a letter of 
employment, giving the job title, duties and responsibilities and agreed wages and benefits, with copy 
placed in the employee file. 
 

Background Screening 
 

Background checks, paid for by the church,  will be part of the hiring process for employees and for 
Religious Education Program volunteers (see Volunteer’s policy).   
 
Prior to offer of employment, the hiring individual will obtain three employment and/or personal 
references for the candidate under consideration.  Further checks may be carried out if they are 
relevant to the position, such as a credit check for positions handling funds, or criminal check for 
positions in child care or education.  Inexpensive checks (usually less than $12) can be carried out by 
firms such as “Hire Right” (http://www.hireright.com). 
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Volunteers who are assigned duties with children or youth in any capacity must have been active in 
the Church for at least six months.  These volunteers will also pass a background screening before 
undertaking any youth-related duties.      
 

Work Time and Pay 
 
The church work week is the seven days and runs from 12:01 AM Saturday to 12 Midnight Friday.   
 
Time worked records will not be kept by exempt employees.  Nonexempts scheduled to work more 
than 30 hours must keep written weekly records, showing time in, time out, and meal breaks. 
 
Employees are paid semi-monthly by check.  Deductions from the gross pay amount will be made as 
required by law or by pre-negotiated agreement with the employee. 
 

Benefits 
 

Unless established contractually, Church employees participate in benefit plans below: 
 

· Employees who are scheduled to work 20 hours per week or more are eligible for health 
care benefits consisting of employer payment of 50% of the cost of single coverage to a 
maximum premium cost of $3,000.    

 
· Employees who are scheduled to work 24 hours per week or more accrue paid leave time 

of one day per month.  Accrued leave time is normally used in the calendar year following 
its accrual, with time off prorated for the year following hire.  It may be carried over to the 
following year only with approval of the Board of Trustees.  Leave time accrued but not 
used will be paid at termination.  

 
· Unpaid leave time is exceptional and must be approved by the Board of Trustees. 
 

Employee Development 
 

Employees of the Church are encouraged to grow professionally, and the Church will facilitate formal 
and informal training on the job.  Growth opportunities outside, through denominational and 
professional growth programs, will be supported by the Church as time and budget constraints allow.  
Such opportunities as arise that require time off from the work schedule, or unbudgeted expense, 
must be approved by the Board of Trustees.  
 

Job Descriptions 
 
Current job descriptions for each budgeted position are included in this manual as Appendix A.  
Before a new position is approved for the budget, a job description must be prepared by the hiring 
individual and approved by the Board of Trustees. 
 

Performance Evaluations 
 
In advance of the start of annual budget planning or 15 February, whichever comes first, every 
employee should receive a formal evaluation of performance during the past year, in writing, from the 
minister as their supervisor and the Vice President who oversees their Ministry area.  All discussion 
will refer to the employee’s job description, and the behaviors and outcomes associated with success 
in each responsibility; attention is particularly given to very strong or weak outcomes and efforts.  The 
employee will also prepare a self-evaluation in writing and all evaluations will be shared and discussed 
in an evaluative interview.  Both evaluations will be signed by the evaluator/s and employee and 
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placed in the employee’s file.  The evaluations will be used when salary adjustments are determined. 
The job description that served as basis for the interview should be updated as necessary when the 
appraisal discussion is complete. 
 
The Director of Religious Education (DRE) will conduct a performance evaluation of the childcare 
workers each year by 15 February, and include monthly RE attendance numbers.  DRE will report 
back to the Board on the process and review. 
 

Employee Problem Resolution 
 
The church bases employment relations on the “Agreement for Fellowship” policy in this Manual; any 
employee may discuss any problem or concern, or ask any work-relation question, of the supervisor 
or a member of the Board Personnel Committee.  Work-related issues might include the application 
of a policy or procedure that seems detrimental to work, treatment that seems unfair, discriminatory or 
harassing behavior, difficulties with administration of benefits, or disciplinary actions which the 
employee deems unjustified. 
 
These employment problems should be discussed by the concerned employee with the supervisor.  If 
the supervisor is involved in the problem, or does not decide things satisfactorily, the employee should 
bring the difficulty to a member of the Board Personnel Committee.  If the employee is not given a 
satisfactory reply within five days of the meeting with the Personnel Committee Trustee, the issue will 
be brought to the full board in an investigatory meeting with the employee, who may bring advocates 
or witnesses if required.  The Board will advise the employee of the outcome of the investigatory 
meeting within 10 days, and the decision of the board will be final. 
 

Termination of Employment 
 
Employees should give two weeks notice of their intent to resign their positions.  Vacation accrued 
but unused will be paid at termination.  References will be prepared by and released at the discretion 
of the Board Personnel committee. 
 
Involuntary termination will be at the discretion of the Board of Trustees, after suitable investigation 
into the reasons for separation.  Generally, conduct which may be disruptive, unproductive, unethical, 
dishonest, or illegal will not be tolerated. 
 
An Exit Interview should be conducted by a member of the Board. 
 

Volunteers 
 
Volunteers who are assigned duties with children or youth in any capacity must have been active in 
the Church for at least six months.  These volunteers will also pass a background screening before 
undertaking any youth related duties.  Candidates who are interviewed for a volunteer position must 
complete an “Application for Employment or Volunteer Position,” at the end of these policies. 
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UUCC Permission for Outside Celebrants for Church Ceremonies 

 
Outside celebrants may, for certain religious occasions such as weddings, holy unions, christenings or 
baby dedications, funerals or memorial services, be invited to lead ceremonies.  The celebrant must meet 
with the church minister prior to the ceremony and discuss conforming to church standards for religious 
ceremonies.  If the church has no minister at the time of the ceremony, the celebrant will meet with the 
president of the board.  When these standards are accepted and agreed to, the ceremony may be 
planned, and must include a written note in the program, or if no program, an announcement thanking the 
church for the use of the building and noting the religious affiliation of the celebrant.  Responsibility for 
making church members and outside renters aware of this policy lies with the church administrator or 
Chair of the Building & Grounds Committee. 
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Finance and Accounting 

 
Resources Ministry  

 
The Resources Ministry  composition and responsibilities are outlined in Article VII of the UUC Bylaws 
(Section 3 of this manual).   
 
In addition to the finance and accounting processes, the Resources Ministry  will be responsible for 
obtaining insurance required for church operations.  The insurance arrangements should be audited and 
updated every five years.   
 
Endowment Committee  
 

Effective June, 2005, the purpose of the endowment is to help secure, strengthen, and extend the 
long-term survival and mission of the Unitarian Universalist Church of Chattanooga.  The endowment 
serves as an emergency cushion on case of events that could not reasonably be anticipated and 
budgeted, and the present a severe financial hardship to the congregation.  The endowment may 
also serve to extend and strengthen the reach of Unitarian Universalism in the community.   
 
The Endowment Committee is structured within the Resources Ministry (or successor bodies).  
However, decisions regarding investments and the disbursement of funds are made at the discretion 
of the committee, subject to the provisions outlined below, and not by the Board of Trustees.  A 
member of the Endowment Committee will serve as a member of the Resources Ministry and its 
subordinate Finance Committee and represent the Endowment Committee at meetings of these 
bodies. 
 
The Endowment Committee will consist of three members appointed by the Board of Trustees, who 
will serve for terms of five years.  At inception, the committee members will serve staggered terms of 
two, four, and five years, so that new members rotate on to the committee approximately every two 
years.  The committee will select its Chairperson. 
 
Investment Objectives: 

 
The Endowment Committee will follow a long-term investment perspective, with the objectives 
below in order of priority.  In a time of severe financial crisis, the ranking of these objectives may 
be rearranged to better suit the needs of the church. 
 
The primary objective of the Endowment is the preservation of capital from the gifts made to the 
endowment.  While the Endowment Committee may invest the funds in risk-bearing instruments, 
the investment parameters should be constructed in a manner intended to emphasize the 
preservation of capital. 
 
The secondary objective of the endowment is the creation of investment income from socially 
responsible investments.  It is explicitly acknowledged that such investments, when made in the 
form of mutual fund investment, may lag the overall financial market peer groupings.  However, 
given that a Church has a responsibility to make socially responsible investments, the committee 
will strive to find socially responsible investment vehicles that present the greatest potential return 
with the smallest level of risk. 
 
The tertiary objective of the endowment is growth of capital.  The investment parameters should 
be constructed in a manner intended to require a level of growth investing.  However, these 
parameters should impose limits on the types of growth investments that can be made to 
minimize the risk of such investments as much as possible. 
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Investment Parameters: 

 
The Endowment Committee may make investments subject to the guild lines below. When 
applicable, the committee may make such investments either directly in stocks, bonds, certificates 
of deposit (CDs), etc, or in mutual funds matching the investment type specified.  It must be 
acknowledged that, in times of adverse market conditions, the endowment investments may incur 
short-term losses. 
 

Cash:  Between 0 and 15% of assets of the endowment may be placed in cash, or cash 
equivalents such as CDs or money market funds. 
 
Debt Securities:  Between 40-60% of assets must be placed in debt securities.  Such 
securities may take the form of government bonds (federal, state, or municipal) or 
investment-grade corporate bonds. 
 
Socially Responsible Investments:  Between 30-40% of assets must be placed in equity 
securities (stocks) of corporations that are socially responsible, in that they do not damage the 
environment, make harmful products (such as tobacco, weapons, alcohol), or have a record 
of unfair labor practices, either in this country or abroad.  The committee has the right to 
expand or contract these characterizations of a socially responsible corporation. 
 
Growth Investments:  Between 15-30% of assets may be placed in equity investments that 
should being a maximum return on capital.  In addition to stocks deemed likely to have high 
future growth, the Endowment Committee may wish to invest in index funds, international 
funds, or similar investments designed to bring more diversity to the investment portfolio mix.  
However, the Endowment Committee should limit or prohibit exposure to sector funds (e.g. 
commodities, metals, health care, retail) as these investments do not provide sufficient 
diversity, with the exception of real estate investment trusts (REITs). 
 

Gifts  
 

Fulfilling stewardship pledges should be the priority of members before making special 
contributions or gifts, such as memorial donations, or funding for areas of special interest.  
Donors of additional gifts are encouraged to consider unrestricted gifts, which may be used for 
current UUCC priorities as determined  by the Board of Trustees  
 
The Vice President of Resources Ministry, (VPRM) is the sole authority for acceptance of gifts of 
any kind to the UUCC, and does so according to this policy.   Where an appraisal  or other 
financial or professional advice is required in valuing or otherwise recording a gift, the donor is 
responsible for securing and paying for this advice.  If legal advice is required about acceptance 
of a gift, such as potential conflict of interest, the UUCC shall obtain and pay for this advice. 
 

Restricted Gifts  
 

Under certain circumstances the UUCC may accept gifts restricted to specific budgeted programs 
and purposes.   Though discouraged, the UUCC may also accept gifts restricted to 
non-budgeted programs and purposes, but only upon the prior, written approval of the VPRM. The 
UUCC reserves the right to decline gifts which are too restrictive in purpose, too difficult to 
administer, or for purposes outside of its mission. 
 
The Endowment Committee may also invest restricted gifts made to the UUCC according to the 
provisions of the stated restrictions.  Restricted gifts cannot be co-mingled with any other 
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endowment investments.  Disbursement of money from restricted funds will be governed by any 
stated restrictions on such disbursements.  Restricted gifts must be reported separately from the 
remainder of endowment assets.  Restricted gift investments will not be considered when 
calculating the portfolio mix. 
 

Types of Gifts 
 

Cash:  Acceptable in any negotiable form, including currency, check and credit card gifts. 
 
Securities: 
· Publicly Traded Securities:  Stocks, bonds and mutual funds traded on an exchange or 

other publicly reported market are acceptable. 
 
· Closely Held Securities and Business Interests: Debt and equity positions in non-publicly 

traded businesses, hedge funds, REITs, interests in limited liability companies and 
partnerships may only be accepted upon prior written approval of the GAC after review in 
accordance with the Gift Acceptance Procedures. 

 
· Options and Other Rights in Securities: Warrants, stock options and stock appreciation 

rights may only be accepted upon prior written approval of the GAC. 
 
· Life Insurance: The UUCC will accept a gift of life insurance provided that the policy has a 

positive cash surrender value and the UUCC has been named both beneficiary and 
irrevocable owner of the policy. 

 
· Real Property: Personal and commercial real property, real estate interests/derivatives, 

and remainder interests in property (gifts subject to a retained life estate) may only be 
accepted upon prior written approval of the VPRM after review in accordance with the Gift 
Acceptance Procedures, including appropriate environmental screenings. The UUCC 
does not accept debt-encumbered real property, real property subject to a mortgage or 
lien or time share interests. For gifts subject to a retained life estate, the donor or primary 
life beneficiary shall be responsible for all expenses other than capital expenditures during 
the life tenancy, including but not limited to maintenance, real estate taxes, assessments 
and insurance. 

 
· Tangible Personal Property: Jewelry, books, works of art, collections, equipment and 

other property which may be touched, may only be accepted after review in by the VPRM. 
 
· Other Property: Property not otherwise described in this section, whether real or personal, 

of any description (including but not limited to mortgages, notes, contract rights, 
copyrights, patents, trademarks, mineral rights, oil and gas interests and royalties) may be 
only be accepted upon prior written approval of the VPRM. 

 
Structured Current Gifts 
· Bargain Sales: Transactions wherein the UUCC pays less than full value for an asset and 

issues a gift receipt for the difference may only be accepted upon prior written approval of 
the Vice President after review. 

 
· Charitable Lead Trusts:  The UUCC may accept a designation as income beneficiary of a 

charitable lead trust.  The UUCC will not serve as trustee of a charitable lead trust. 
 
· IRA Charitable Rollover: The UUCC may accept all gifts directly transferred from an IRA, 

as permitted under the Pension Protection Act of 2006 and subsequent extensions. 
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· Other Structured Current Gifts: The UUCC may only accept other structured current gifts 

with prior written approval of the Vice President after review. 
 

Donor Recognition 
 
The Board will establish criteria for the recognition, honoring and stewarding of donors. 
 

Investment Advisor/Broker 
 

The Endowment Committee may, at its discretion, retain the services of an investment advisor or 
broker to advise on specific types of investments, and/or broker the purchase of securities and 
mutual funds.  The committee will attempt to keep any fees associated with this service to a 
minimum.  Such fees, if applicable, will be paid by the endowment. 
 

Disbursement of Funds 
 

Except in the event of a financial emergency for the UUCC, the Endowment Committee may only 
disburse funds representing investment gains of the endowment. 
 

Meeting Requirements 
 

The Endowment Committee will meet at least once per quarter during the UUCC’s fiscal year. 
 

Record Keeping Requirements 
 

The Endowment Committee will maintain records on the investment and gift history of the 
endowment.  As gifts are made, the gifts will be recorded and acknowledged as per current tax 
requirements, by a member of the committee or the Board of Trustees.  It is of paramount 
importance to be able to calculate the amount of the endowment that represents gift amounts and 
investment gains or losses. 
 

Reporting Requirements 
 

The Endowment Committee will provide brief reports to the Resources Ministry once per quarter 
during the church fiscal year.  An annual report will be prepared for inclusion in the materials 
presented at the congregations Annual Meeting. 
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Budgeting Procedures and Schedules 

 
Expense Procedures 
 

Requests and Approvals 
 
For budgeted expenses, requests for expenditures will be approved by the appropriate council 
chair or officer.   
 
For unbudgeted expenses, the member requesting and council chair or officer will present the 
argument for expenditure to the full Board of Trustees.  If funds are present, and the Board 
approves, the expenditure will be arranged by the council chair.  If sufficient funds do not exist, or 
if the board does not judge the expenditure to be a priority, a fund raiser may be proposed for 
approval by the board, or the project must wait to become a budgeted expense in the next fiscal 
year.  
 

Reimbursing Guest Speakers and Performers 
 

With prior expense agreement: 
When a guest speaker or performer has agreed in advance to a stipend, a check will be cut and 
signed for the agreed amount in advance of the event.  The event liaison to the guest will pick up 
the check for delivery to the guest on completion of the event. 
 
With no prior expense agreement: 
When the amount to reimburse the guest speaker or performer is unspecified (such as when the 
amount is dependent on donations at the event) the distributive ratio of the proceeds (i.e. 50% to 
the guest, 50% to the church operating budget) will be determined before the even and approved 
by the Board of Trustees.  The guest will be advised that a check will be cut and mailed within 
five business days of the event. 
 

Temporarily Restricted Accounts 
 

Temporarily restricted accounts are accounts outside of the operating budget that have been 
accrued from donations or fundraising events.  In addition, surplus funds may be transferred from 
the operating budget into one or more temporary restricted accounts at the end of a fiscal year, by 
approval of the Finance Committee with agreement of the Trustees.  Donations carrying 
use-restrictions will also be kept in restricted accounts.   
 

Releasing Restricted Funds 
 

Application for release of restricted funds is Appendix 5 of this manual.  An affirmative vote of the 
board is required for funds to be released and checks to be written from a temporarily restricted 
account. 
 
The Board of Trustees may give blanket approval for multiple expenditures from any temporarily 
restricted account, or may set a limit on the funds approved for any project.  When blanket 
approval is given, individual checks may be written without additional authorization up to the 
expenditure limit set by the board. 
 
Requests for approval for release of funds from a temporarily restricted account may be submitted 
to the board President by a staff member, a board member, the Minister, the Bookkeeper, or the 
Committee Chair involved with the proposed expenditure.  If no board meeting is scheduled 
before the release of funds is required, an e-mail vote may be taken by the President of the board. 
 If the President is unavailable, the President-Elect, the Vice President Ways & Means, or the 
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Treasurer may call for the e-mail vote.  The form for requesting funds withdrawal from a 
temporarily restricted account is found in the appended forms at the end of this manual. 
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Benevolence Fund Purpose and Use 

 
The Benevolence fund enables the church to provide limited financial aid, at a maximum of $500,  on 
behalf of individuals who are in need on an urgent basis.  Decisions about funding will be made by the 
minister and Treasurer who will have sole discretion to approve provide monetary support, other types of 
support, or refuse the request, after developing understanding of the circumstances.  The persons 
designated to decide on applications are charged with absolute discretion and nondisclosure with regard 
to information obtained in the application. 
 
Usually, help will be considered for necessities of life such as rent or mortgage, utilities, and similar 
requirements, but will not be approved for business expenses or costs.  Payments will ordinarily be from 
the church to the third party, not to the applicant. 
 
Eligibility Criteria 
 

Applicants must have held church membership for at least a year prior to submitting a request.  
Applicants must show that they do not have alternative financial options. 
 

Application 
 

A copy of the application is appendix 5 of this manual, and will be available from the church 
administration office.  It should be completed, and submitted to the Treasurer confidentially.  .  A 
member may make application to the benevolence fund no more than three times in a calendar year.  
Only one award from the fund each calendar year may be made. 
 
Applications must include proof of need (notice of eviction, turn-off notice), and the applicant may be 
asked to provide additional information or to consent to an interview during the review process.  The 
decision will be given to the applicant in writing, by letter or e-mail, copy to the application file. 
 
The Treasurer and the Board President will confidentially evaluate the request and respond to the 
requesting member. 
 

Payment Procedure after Approval 
 

If approved, the Treasurer will prepare a check payable to the third party, or, if circumstances indicate, 
a check to the church member.  The church may award an amount less than the amount the member 
has requested, depending on understanding of the case, and the availability of funds in the 
Benevolence Fund. 
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Expense and Reimbursement Administration 

 
Credit Card Use 
 

The minister and the Office Administrator will each hold a card in their offices, and may use the card 
as required by budgeted church operations.  Additionally, cards may be loaned out when required to 
the Director, Religious Education, Resources Ministry VP, and members of the board.  Persons using 
the church credit cards will sign them out on a short form developed by the Office Administrator for the 
purpose, showing name, date, purpose of purchase, expected dollar amount, and expected date of 
return, with signature obtained on sign out, and again on return of the card.  Purchase receipts must 
be handed in along with the card and matched with the bill for filing each month.  The full bill will be 
paid each month. 
 
Under no circumstances may a church credit card be used for personal purchases. 
 

Cash and Check Handling 
 
Cash and check Reimbursements 
 
Expenses paid by members on behalf of the church will be reimbursed.  Reimbursement forms are 
available in the church office, and may be completed and submitted to the administrator.  The 
administrator will have reimbursements approved by the Treasurer, and return a check to the member 
in the amount of the expenditure. 
 
Approved purchases which are donated to the church are considered “non-posting gifts” and cannot 
be applied to outstanding pledge balances.  Donors may submit the receipt or official letter giving the 
value of non-posting gifts to receive an immediate acknowledgment showing the pre-tax purchase 
price of depreciated value of a used item (shipping charges or other extra fees will not be included in 
donation value) and date of donation.   Alternatively, donor may request a Tax Deductible Donation 
Receipt at year end showing the value of all donations for tax purposes. 
 

Sales Tax Reimbursements 
 
The church, as a nonprofit organization, is exempt from paying sales tax.  For all purchases made on 
behalf of the church, a Sales Tax Exemption form is given to merchants at time of purchase that 
precludes adding sales tax to the purchase total.  The tax exemption forms are available in the 
church office.  Also, merchants the church often uses have the tax exemption number on file so that 
forms are not needed.  The office administrator can provide advice on which merchants these are. 
 
If the member makes a purchase on behalf of the church and neglects to provide an exemption form, 
sales tax will be added by the merchant.  The amount of the tax will not be reimbursed to the member 
when the receipt is submitted.  Instead, the member may make a copy of the receipt and note the 
sales tax paid as a donation on his or her personal income tax for the year. 
 
Persons using the church credit card should prepare and provide to merchants a sales tax exemption 
form, available from the church office.  If no exemption form is used and tax is paid, the amount of 
tax is owed to the church by the purchaser, and may be paid by check when receipt and card are 
returned. 



  
UUCC Policies October 2012 
 
  1 

Income Administration 

 
 

Sunday Collections 
 

Each Sunday the designated Board Rep is responsible for collecting the Offering.  At conclusion of 
service, take offertory to office to count with Office Administrator.  Count paper money and coin to 
confirm Administrator’s count and initial log form.  In the absence of an Office Administrator, identify 
another person to help with the counting; paper money and coin count must be verified by two 
individuals who fill in log form.  Indicate amounts of checks for donations and pledge payments on log 
form.  Initial/sign log, place in envelopes and slide into slot on safe. 
 

Special Events, Cash and Expense Handling 
 

For events requiring handling of money, the office will, if notified in advance, provide a cash box with 
appropriate funds, including specific cash denominations, for making change.  (The usual amount for 
this cash box is $50, but advance notice is always needed to ensure that this amount is available.)  
The cash box is accessible only to the Minister, the office administrator, the treasurer, and the Vice 
President of Resources Ministry.  After the event, all cash and checks received should be added to 
the beginning cash amount and locked into a secure place in the office.  No expenditures nor 
reimbursements may be made from the event income, except by the Treasurer.  If a vendor requires 
payment for services from incoming cash, arrangements must be made in advance with the treasurer, 
and the vendor’s bill/receipt submitted in the cash box to account for the missing income. 
 

Church Income from Credit Cards 
 
The church has the ability to accept payments by MasterCard and Visa credit cards for special events 
or offerings.  Credit cards may not be used for pledge payments.  If a member wishes to take credit 
card payments for any event, fees charged for bank processing of the payment will be charged to the 
event.  Approval for use of credit cards may be given by the Resources Ministry , but the members 
responsible for holding the event must make an appointment with the church administrator for training 
in the handling of credit card payments. 
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Communications Administration  

 
 
The Communications Committee will have responsibility for most internal and external communications of 
the Church, including content of the church web site, advisories and information to the media, 
informational listing such as yellow pages, and bulletin boards.   
 
Personal opinions in letters for an Editor, for publication or not, will not be on church letterhead or signed 
as a representative or member of the UUCC congregation.  The exception to this is the minister, who will 
state that the opinion is his or her own. 
 
Any media marketing policy which the Communications Committee might consider regarding internal and 
external communication will be reviewed by a qualified consultant or advisor.  The committee will first 
seek such an advisor from among the congregation. 
 
Newsletter 
 

The deadline for the newsletter is the 15th of the month prior to the issue. To obtain additional time for 
a later deadline, please contact the newsletter editor by the 15th. 
 
All submissions should be sent to the newsletter editor. Electronic submissions are preferred in a 
standard word processing program or embedded in the body of an email. Hard copy submissions 
should be delivered to the church office or mailed to the editor at home. 
 

Order of Service and Announcements  
 

Each Sunday’s Order of Service and Announcements are prepared and distributed by the Minister and 
church administrator.  Additions must be approved by the Minister or Board President.  Deadline for 
submissions is noon on the preceding Friday. 
 

Mailings 
 

Mailings on approved subjects should be prepared by the member or committee involved with the 
assistance of the administrator.  If more than minimal assistance of the church office is required, at 
least two weeks notice of the mailing particulars is required.  The mailing and contact lists of the 
church are for approved church use only.  



  
UUCC Policies October 2012 
 
  1 

Religious Education and Nursery 

 
The Unitarian Universalist Church of Chattanooga is committed to providing a safe and healthy 
environment for all children.  
 
On Sunday mornings, the nursery is open to children from birth to 5 years of age before and during the 
worship service. All children in the nursery must be signed in by the person dropping them off. Older 
children are allowed in the nursery at the discretion of the child care providers. A minimum of two adults 
will provide child care in the nursery. For the safety of the children, children under the age of 5 must be 
with their parent/guardian, a child care worker, or another responsible person at all times.  
 
On Sunday mornings prior to the worship service, the “children’s room” is open to children from 5-12 years 
of age. The children’s room  will be monitored by a child care provider.  Parents or guardians are 
responsible for children 5-12 years of age who are not in the children’s room, or who are not involved in 
structured activities. 
 
For church events other than on Sunday morning, child care may or may not be available. When child 
care is provided, it is available for children of all ages.   
 
The childcare staff cannot care for a child with any symptom indicating a contagious illness: sore throat, 
nausea/vomiting, diarrhea, fever, persistent cough and/or runny nose. The childcare staff will ask the 
parent or guardian to resume care for that child at any time if they believe the child is not well.  
 
The child care staff will comfort children who are crying or upset. If a child cries for an extended period of 
time, the staff will get the parent or guardian so the parent or guardian can comfort the child.  
 
If there is a concern about a child, the child care worker will speak to the parent or guardian. If the parent 
or guardian and child care worker cannot come to agreement on resolving the concern, the Director of 
Religious Education, Minister or a member of the board will be asked to assist. 
 
Background checks, as stipulated in Section 5 of this manual, will be part of the hiring process for all 
Religious Education Program employees and volunteers.  
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Building and Grounds Administration 

 
Facility Use Policy 

 
It is the objective of the Church to utilize church facilities to the greatest extent possible, to encourage the 
community life of the congregation and advance the profile of the church in the greater community.  It is 
also a goal to wisely use the facility as an asset that contributes to the financial health of the church.  
 
UUCC facilities are available for use for the benefit of the church and its members, and, with certain 
limitations, for the use of groups and individuals not associated with the church.  Allocation is determined 
by determining the symmetry of the requested use with the UUCC mission, and further on a 
first-come-first-served basis.  All users will, as a condition of use, respect UUCC principles, and refrain 
from denigrating or dishonoring these principles. 
 
Facility use administration is under the direction of the Vice President, Resources, and may be made a 
responsibility of the Building and Grounds committee or a sub committee may be formed to assume the 
obligations, which are: 

- To administer these policies as promulgated, 
- To generate user fees and donations consistent with reasonable market value and needs of the 
church, 
- To arbitrate user conflicts that may arise from time to time, 
- To report on building usage to the Vice President, Resources, at each quarterly council meeting, and 
provide an annual summary for year end. 

The Committee charged with facility use responsibilities will have decision-making authority in all matters 
related to facility use that are not otherwise addressed in the UUCC policies.  However, users may appeal 
decisions of the committee to the Board at a regularly scheduled Board meeting. 
 
User groups are categorized in precedence by the purpose of their request for facility use, and the nature 
of their affiliation with the church.  A user’s category determines the parameters of approvals.  Appendix 
7 is a table which defines user categories and lists principal parameters of use. 
 
UUCC Facility Use 

 
For UUCC groups, facility space is allocated to on the basis of priority of importance to the church’s 
function, and by timing  of request, with first received, first granted.  Church committees and 
established or ad-hoc groups may use the building for meetings by submitting a written or verbal 
request to the Office Administrator to occupy the space they select for the times they require.  If the 
calendar shows the space to be available, the request will be honored.  
 
UUCC may use church facilities for fund raising activities to support church operations at any time.  If 
a UUCC group wishes to raise funds for a different entity, even one in sympathy with UUCC goals, the 
group must submit a request to the VP Resources, and receive approval from the Board.  Partisan 
political events, political party or campaign meetings will not be approved for involvement with UUCC 
facilities, to preserve IRS designation as a nonprofit.. 
 

External Group Facility Use 
 
For outside groups, requests for rental agreements for space must be in writing to the Vice President, 
Resources, submitted to the Office Administrator, giving details of the nature of the group and its 
activities, and disclosing the reason for the request: what type of event is planned, the  number of 
individuals expected, and what amenities additional to the space will be required, such as audio-visual 
equipment, child care arrangements (which require two adults in supervision), or other special 
requirements.  The group must disclose whether it will charge an admission or similar fee as part of 
its request; reasonable entry fees to defray facility rental costs will be approved, but fees in excess of 
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this are subject to fee-sharing negotiations with the facility use committee before approving the rental 
agreement.  Outside groups may not use UUCC facilities for events that are primarily fund-raising in 
nature, unless the Board approves the beneficiary of the funds, and negotiates a similar 
income-sharing agreement in the rental agreement.  The Rental Agreement is in this manual as an 
Appendix. 
 
 If the outside group has a sponsor within the congregation, that member should support the request 
with whatever additional information might be of value or interest in making a decision.  The support 
of a member sponsor, however, does not put the event under UUCC “sponsorship.” 
 

Priorities for Facility Use. 
 
In cases of competing requests, priorities for allocation of facilities will be as follows: 
1. Official UUCC functions, with religious activities given priority over nonreligious. 
2. UUCC sponsored functions, with religious activities given priority over nonreligious. 
3. UUCC affiliated groups or individuals, with religious activities given priority over nonreligious. 
4. Non-affiliated groups or individuals, with religious activities given priority over nonreligious. 
 

Event Procedures 
Sexton 

A facility Sexton must be appointed for all events, internal or external, who is competent to open 
the facility, oversee the use of the space, the equipment and food service items, and competent to 
ensure clean up, shut down, lock up and security at event’s end.  The Sexton must also assure 
that outside groups fulfill the rental agreement performance for cleanup.   
 
For a UUCC event, the Sexton would ordinarily be the event Chair, or his/her designee.  For 
external events, a Sexton will be appointed from volunteer congregants, who will be trained and 
confirmed to be proficient in Sexton duties listed above, and receive pay as shown under “Sexton 
Fees,” below.  Alternatively, a Sexton may be appointed from the renting group.  The Office 
Administrator will insure that this appointee be trained in shutting down lights and appliances, 
locking up, and security procedures.  The designee will be held accountable and sign a release of 
UUCC responsibility for event security if so appointed and trained.  The Sexton will ensure that 
any keys issued to the outside group are submitted back to the UUCC at end of event, or advise 
the  Office Administrator to follow up on securing them. 
 

Fees and Payment 
 

UUCC sponsored events are not fee-based; member users will not pay rental fees for space for 
church activities and events.  In addition, UUCC members, families, and contributing friends may 
use church spaces for “Rites of Passage,” such as weddings, baby dedications, or memorial 
services, without paying fees.  Members and non-members will be charged fees, however, for 
facility rental for other personal reasons, such as parties, lectures, group meetings and 
performances, as shown in the tables below. 
 
Outside users will be assessed fees according to the fee table below for facility use of any 

purpose. 

 
Rental fees stated below will be established by the Building and Grounds Committee, based on 
market information for rental of similar space and amenities.  The rental fees will be reviewed by 
the Building and Grounds Committee every two years, and any rental fee adjustment suggested 
will be presented by the Vice President, Resources, to the Board for approval.   
 
Rental Fee Structure 
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Room 

 
First 4 hours 

 
Each Additional Hr.* 

 
Deposit Required 

 
Livingston Hall & 
Fellowship Area 

 
 
$150 

 
 
$25 

 
 
$150 

 
Fellowship area only 

 
$ 75 

 
$15 

 
$ 75 

 
Emerson Chapel 

 
$ 50 

 
$10 

 
$ 50 

 
Jefferson Room 

 
$ 50 

 
$10 

 
$ 50 

 
Thoreau Room (East 
or West) 

 
 
$ 50 

 
 
$10 

 
 
$ 50 

 
Thoreau Rm (entire) 

 
$ 75 

 
$15 

 
$ 75 

 
Fahs Nursery 

 
$ 50 

 
$10 

 
$ 50 

 
Channing Room 

 
$ 50 

 
$10 

 
$ 50 

*If the sexton is required to remain after the renters depart to clean or arrange furniture, this additional time 
will be charged at $30 per hour, with partial hours counted as above. 
 

Sexton Fees: 
When the UUCC must provide a sexton for an event, a $50 sexton fee will be charged for all 
outside rentals of Livingston Hall and/or the Fellowship area, for the first four hours of required 
sexton time; the fifth hour and any beyond are charged at $15 per hour, with any partial hour 
longer than 15 minutes being charged as a full hour. 
 
85% of sexton fees will be paid to the church member who voluntarily agrees to perform this work, 
and 15% will go to the UUCC.  If an outside renter is trained and performs this work, no sexton 
fee will apply. 
 

Memorial Garden 
 

The Memorial Garden of the Unitarian Universalist Church of Chattanooga is available as a memorial 
option or as a final resting place for the cremated ashes of members, members’ families, and 
contributing friends.  Arrangements may be made through the Church Administrator.  
 
Payment of a memorial membership fee of 150.00 is required and includes display of the deceased’s 
name on the Memorial Plaque in the sanctuary and, if desired, interment of ashes in the Memorial 
Garden.  The minister will assist with interment if arrangements are made in advance. 
 
The family will consult with a member of the Memorial Garden Committee to choose a spot in the 
garden for interring the deceased’s ashes. The space chosen will be 30 inches by 30 inches. This 
space will be designated with a letter and a number and that letter-number designation will be placed, 
along with the deceased’s name, on a plaque on the wall of the Memorial Garden. 
 
The family must arrange for digging a hole in the designated spot approximately 18 inches deep and 
wide enough to place a box containing the deceased’s ashes.  (A member of the Memorial Garden 
Committee will, on request, help the family arrange for digging the hole.)  The box must be 
biodegradable. If the family wishes, the Memorial Garden Committee can furnish a suitable box (7 by 
7 by 7 inches) at no additional charge.  Since the ground in the garden is very hard, the hole should 
be dug no later than several hours prior to the interment of ashes. Recommended tools include a 
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shovel, a pickaxe, and a posthole digger. 
 

Congregant Kitchen and Activity Rooms Use 
 

Kitchen 
 

Kitchen cleanliness is a primary responsibility of any person or group using the kitchen. 
 
1. Unused perishable food items will not be stored in the kitchen or refrigerator, but either 
removed or thrown out.  Condiments and staple food items (spices, sugar, tea, coffee) may be 
returned to storage. 
 
2. If a staple item is used up, information about requiring a replacement supply must be provided 
to the office administrator in writing so that more may be supplied immediately. 
 
3. Dishes, flatware, glassware, and preparation utensils must be washed by hand or by 
dishwasher, dried, and returned to the proper storage place. 
 
4. Recyclables must be disposed of in their proper containers; specifically paper to blue paper 
receptacles, and plastic bottles and aluminum to the green receptacles.  All non-recyclable trash 
and wet garbage must be bagged, secured, and disposed of in the trash bin at the south end of 
the parking lot. 
 

Activity Rooms 
 

In addition to the responsibility for keeping the kitchen area clean, congregants using any church 
room or area for a meeting or event must return all furniture to the original positions, bag and 
dispose of recyclable and regular trash, vacuum as required, and return any materials or objects 
used to the proper storage area. 
 

Building Security 
 

Keys 
 
The Office Administrator is responsible for safekeeping of building keys, distributing them to 
congregants as required, noting the security code that each recipient will use, and keeping security 
code numbers and signatures of recipients on file until keys are returned.  Recipient will provide 
signatures on a form for that purpose when issued a key or returning a key. 
 
Board members and committee chairs may be issued keys as required.  When key recipients rotate 
off or resign from leadership positions, they will return keys to the office administrator, who will cancel 
the code assigned to that key.  The key may be reassigned to the next eligible congregant, who will 
choose a new code. 
 
Keys may also be assigned on an “as needed” basis: Examples include members who have agreed to 
be sextons and have completed the training for this assignment; members who have response 
responsibility in case of a security alarm; those who perform either continuing or ad hoc repairs or 
improvements, or who set up for meetings or rentals. 
 
The office administrator may make routine distribution of keys under the guidelines above.  For key 
requests outside of these guidelines, the administrator should consult with the Minister, the board 
President, or the VP Resources Ministry. 
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Alarm System  
 

The security system is maintained by Turner Security Systems.  Their phone number is on the 
handset of the phone just outside the office door.  The church personnel to be notified in case of an 
abnormal situation are also listed with their phone contacts on the base of this phone.  There is a 
police response if the alarm is tripped and no follow-up information is provided to advise of a mistake 
in procedures.  It is therefore urgent that all procedures be known to and followed by all members 
who have key access to the church. 
 

Entering the Building 
 

Immediately upon entering, go to the security keypad on the wall to determine whether the system is 
armed: 

 
If armed:  A steady, high-pitched tone sounds, there is a small red light shining to the right of the 
keypad, and the keypad reads: ON: AWAY  DISARM NOW.  Disarm the system immediately by 
punching in your security code. 
 
If disarmed: There will be no high-pitched tone sounding.  There will be no red light to the right of 
the keypad, and the keypad will read either: “NOT READY  ZONE 006 FOYER MOTION,” or 
“SYSTEM READY   UNITARIAN CHURCH.”   If the system is disarmed, do nothing further.  
Either someone else is in the building, or has left the building without securing it. 
 

Leaving the Building  
 

1. Return all areas to clean readiness, especially securing and unplugging any electrical items, such 
as coffeepots.  
 
2. Ensure that no other meetings are still in session, and that all persons have left the building.  
 
3. Ensure that the main floor office doors are securely locked. 
 
4. Ensure that all EXIT doors are closed and all lights are off. 
 
5. Turn ON the two light switches near the door. 
 
6. At the keypad, wait without motion until the system reads “SYSTEM READY  UNITARIAN 
CHURCH” and this message holds steady. 
 
7. Enter your code on the keypad.  When the keypad says “EXIT NOW” and the high-pitched tone 
and red light go on, leave the building, making sure the front door is locked by testing both doors 
behind you.  When the doors are definitely secure, you may leave the area. 
 

Abnormal Situations 
The system may not arm, in some situations, after procedures for leaving are carried out.  If the 
keypad does not read “EXIT NOW” after your code is entered, check that all emergency exits (two in 
basement and one in sanctuary) are securely closed and try again.  If the system still does not arm, 
call the minister or the sexton, whose numbers are on the phone base,  for instructions. 
 

Accidental Alarm Tripping 
 

There are several reasons why an alarm may be accidentally tripped, including keying in the code too 
slowly or erroneously.  If the loud horn sounds for this reason, simply re-enter your code. 
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Once the alarm is tripped, however, Turner Security is alerted, and must be advised of the error 
immediately to prevent police notification.  Call Turner at the number on the phone handset outside 
the office door.  The responder will ask for your code or password, and you should provide it calmly.  
When Turner is assured that you are a designated key holder, you may explain that the alarm was 
tripped in error.  When you get off the phone with Turner, immediately call the first Church member 
on the notification list on the phone base to explain the situation, as Turner will have alerted this 
person to the tripped alarm.  If the first name is unreachable, try the second, or the third.  It is 
possible that the phone may be in use as part of the automatic security notification system, and if you 
are unable to use it, use your cell phone or wait for the automatic call to end and make the Turner 
notification.  If there is a delay in reaching Turner to explain the error, and they have notified the 
police, you must stay in the building until the police arrive to explain the situation to them. 
 

Weapons on Church Grounds 
 

The Unitarian Universalist Church of Chattanooga provides a place of peace and safety for all who 
come. The church sanctuary, building and grounds are a testament to our belief in a greater good, a 
faith in the future, and the need for sanctuary from challenges of daily life. To that end, the UUCC 
Board of Trustees has designated the building as a Weapons Free Zone. No one is permitted to bring 
 firearms, weapons or explosive devices into the church building, or engage in violent behavior while 
on the church grounds. The sole exception to this policy is the need for active law enforcement 
personnel providing law enforcement services. 
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Office Administration   

 
Calendar Maintenance  
 

The office administrator and the Minister must be consulted for approvals when any meetings or 
events are planned, and after approval, they will add them to the church calendar.  Events planned 
around or during the Sunday service must be cleared through the Board, Worship Committee and 
Minister before they are calendared.  Events are usually calendared on a first-come, first-served, 
basis. 
 

Bulletin Board 
 

Items may be posted on the church bulletin board only by church staff or Communications Committee 
members.  The board is for: 

 
- Informational and community news items    
 
- News clippings, pamphlets or other church-related items 
 
- External advertising materials may be posted if costs, fees, or other pricing information are not 
mentioned, and so are for informational value only 
 
- Personal items from individuals regarding services, needs, rentals, etc. are limited to half-page 
letter paper in size, and must be typed.  Business cards may be posted. 
 

All items must be dated and placed in the Bulletin Board folder in the church office.  The member 
who submitted the item must remove it from the board after 30 days. 
 

Office Supplies and Use of Equipment   
 

The church copier may be used, with permission of the office administrator, for necessary 
church-related business.  With sufficient notice (usually 2 weeks) the church administrator can assist 
with copy projects.  Routine, small jobs are charged to the office expense budget line; large projects 
will be charged to the committee or group requiring the materials. 
 
If the copier should break down during a job, the user will contact the office administrator immediately, 
at home if required, so that repair may be scheduled.  The user should prepare and place a sign 
advising of the broken condition on the copier before leaving the office. 
 

 Religious and Other Literature; Postings and Displays 
 

Unitarian Universalist religious literature will be available to all congregants on a table in the fellowship 
area.  The Membership Chairman is responsible for keeping a sufficient inventory.  Literature, CDs, 
or crafts by guest speakers and musicians may be offered on separate tables after services.   
 
Information posted elsewhere in the church must be cleared by the administrator or minister prior to 
posting.  The glass wall in the foyer area may hold postings of the Adult Religious Growth & 
Education only.  The church doors may hold postings of immediate necessity only: i.e., “Meeting 
Canceled” or similar.  The glass wall in the fellowship area may be used for approved postings of 
church information, or activity sign-up sheets.  Any posting may be removed at any time by the 
minister or office administrator.  Tape may be used for postings on glass areas, but may not be used 
on painted walls. 
 

Maintaining The Policy Manual 
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This policy manual is the repository for policies governing operation of the church, and all policies 
must be approved by the Board of Trustees and/or the congregation to be included as official.  The 
manual will be maintained by the church administrator, at the direction of the Board Secretary.  As 
policies are initiated or updated, the Manual will be updated by either responsible party to include the 
new material.  Pages will be numbered in the Manual style established, and dated in the footer of 
each page.  If a policy affecting one page is revised, the page with the new material will show the 
month and year of the revision in the footer. 
 
The source electronic copy of the manual is maintained by the church administrator and made 
available through the UUCC website..  A current edition of the Manual will be made available to the 
Board of Trustees, Minister, and Committee Chairs on appointment to their positions and revisions will 
be circulated to current manual holders when adopted.  Church office holders will hold manuals 
during the period that they hold office; At the end of the term, all church leaders will return the edition 
so that old, unrevised manuals are not in circulation.   
 
Church members may obtain a Policy and Procedures Manual on request, and their names will be 
added to a list of manual holders who will be sent revisions when they are issued. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA 

 

TITLE:  Church Administrator 
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REPORTS TO: Minister 
 

PRIMARY ACCOUNTABILITIES 
Coordinates administrative affairs and other matters related to the activities of the Minister and Board of 
Trustees, including calendar maintenance, office supplies and equipment maintenance, meeting planning, 
preparation and distribution of materials, and regular communications in liaison with the  Board Chair, and 
Vice Presidents.  Works on special assignments and projects as directed. 
 

DUTIES & RESPONSIBILITIES 
Maintains Church records and files, paper and electronic. 
 
Schedules building usage, rentals, and maintenance.  Schedule Sextons as needed for Church 

rentals. 
 
Maintains Church facility usage calendar in hard copy and on web site. 
 
Posts pledges to data base during stewardship campaign; tracks pledge fulfillments throughout the 

year. 
 
Counts Sunday offerings and prepares income for deposit;  
 
Attends quarterly council meetings and serves as recording secretary; records minutes of other 

meetings as required. 
 
Lays out and prints Order of Service for Sunday services, memorial services, and special events. 
 
Copies and distributes monthly Church Newsletter. 
 
Compiles and distributes each Friday the weekly announcement e-mail. 
 
Purchases office supplies; maintains office equipment. 
 
Creates a weekly report of work performed and documents all hours worked. 
 
Provides additional support to the Minister and Board as required. 

 

SCHEDULE: 
25 hours scheduled each week including 9:30 am to 12:30 PM each Sunday.  Weekday schedule will 
be agreed upon with Minister and posted.  Some extended hours may be required during 
congregational meetings. 
 

REQUIREMENTS: 
High School Diploma or equivalent, some College preferred.  Five years experience in office 
organization and administration; Proficiency in Microsoft Office applications, and experience in 
database administration and maintenance; Proven orientation toward service, and demonstrably 
tolerant of diverse cultures, lifestyles, and beliefs. 
 

STATUS: Non Exempt     UPDATED: 10/12 
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UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA 

 

TITLE:  Director, Religious Education 
 

REPORTS TO: Minister 
 

PRIMARY ACCOUNTABILITIES 
The Director, Religious Education (DRE) designs and implements a curriculum of engagement and 
instruction for young congregants from pre-K age through high school; recruits, schedules, and 
supervises Religious Education teachers from volunteers within the congregation , and oversees 
Nursery operations and personnel.  Prepares an annual budget for RE activities;  

 

DUTIES & RESPONSIBILITIES 
Research and select curricula for use in each age cohort every year; Maintain the Curricula Map and 

update each year; Compile teacher notes on current curricula for future use and include with 
Curricula Map.  Review curricula not currently in use for adaptability or use at UUCC;  Present 
curricula plans each spring for committee review for fall classes. 

 
Prepare and Present RE budget to the Vice President, Religious Growth, for Board and Annual Meeting 

approval. 
 
Recruit and assist in training and nurturing of RE teachers; prepare teacher schedules and assure 

backup wherever possible.  Provide coaching, supervision, and annual evaluations for volunteer 
teachers and nursery workers. 

 
Create monthly Newsletter notification of special RE events and youth group activities, classroom 

updates, and parent volunteer requests; submit by deadline. 
 
Publish classroom prospectus each year for the September newsletter to be updated quarterly. 
 
Assist RE Board Committee Chair in creating Agenda for, and attend monthly  meetings 
 
Write monthly DRE Report for the Vice President, Religious Growth,, to include: 

Classroom statistics:  Month’s attendance, comparison to previous years, teacher names. 
List of special events and activities planned for Sunday school/Youth Group. 
Summary of any extraordinary circumstances or issues to be brought to Committee attention. 

 
Maintain RE files and records, to include, student registration forms, Required pre-employment Teacher 

Ethics Forms?  and weekly attendance, document of all hours committed to UUCC, submitted 
monthly. 

 
Plan and implement annual RE Sunday; Participate in development of youth activities for church wide 

retreat when held. 
 
Maintain contact with other DREs in region and nationally, and attend UU programs as scheduled and 

RG&E budget allows. 
 

SCHEDULE: 
Twenty hours per week, including three Sundays each month from 10:00 am-12:30 PM.  Weekly 
office hours may be agreed with the Minister and posted. 
 
 

REQUIREMENTS:  
Bachelor Degree, preferably related to childhood education.  Two years experience working with 
children, preferably in an educational setting.  Certification from UUA Liberal Religious Educators’ 
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Association required after 5 years.  Proven written and verbal communication skills.  Familiarity with 
basic budget preparation and administration. 
 

STATUS: Exempt     UPDATED: 10/12 
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UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA 
 

TITLE:  Music Director 
 

REPORTS TO: Minister 
 

PRIMARY ACCOUNTABILITIES 
The Music Director provides planning and performance of music as a part of the UU Sunday liturgy, 
selecting pieces appropriate to different occasions, and coaching and rehearsing the choir to achieve 
superior presentation. 
 

DUTIES & RESPONSIBILITIES 
Provide music for Sunday worship at least 40 weeks each year. Direct the choir during Sunday 

morning performances a minimum twenty (20) Sundays per year. ???  
 
Rehearse and direct choir as needed for performances on the minimum twenty (20) Sundays of the 

year, usually Sundays prior to the Service, and one weekday evening. 
 
Select and play music for the Sunday Service that enriches the worship experience and supports the 

speaker’s message. 
 

When not in attendance on Sunday, assist arrangements of Worship Committee for guest musicians 
to cover parts of the service. 

 
Participate as required in the Worship and Music Committee monthly meetings to ensure integration 

of music and liturgy; Attend quarterly Council meetings. 
 
Assist the Chair of the Worship and Music Committee to develop an annual music budget. 
 
Prepare monthly report for the Vice President, Congregational Life to present to the Board, outlining 

activities and planning for upcoming worship services. 
 
Prepare an annual summary of music activities for the VP, Congregational Life to present at the 

Annual Meeting.   
 
Be available for two floating services to be selected and designated at the option of UUCC Board of 

Trustees. 
 
Use resources such as the UUA Musician’s network to develop UUCC music programs. 
 
 

REQUIREMENTS:  
Prior experience with choral music; proficiency at playing piano. 
 

SCHEDULE: 
On average, between 12 and 16 hours per week. 
 

STATUS: Exempt     UPDATED:   10/12 
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 UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA  
 

TITLE:  Nursery Worker 
 

REPORTS TO: Director, Religious Education 
 

PRIMARY ACCOUNTABILITIES 
Care for and engage children entrusted by parents to the UUCC Nursery during Sunday Services, 
and on other occasions as required. 

 

DUTIES & RESPONSIBILITIES. 
Read to children, and engage them in play. 
 
Change children’s  diapers as needed. 
 
Clean and straighten nursery each Sunday before leaving. 
 
Document all hours worked and turn into office for payment. 

 

 

SCHEDULE 
9:30 to 12:30 PM each Sunday as scheduled, with extended hours as required when congregational 
meetings follow the service. 

 

REQUIREMENTS:  
High School diploma or equivalent; One year experience in an early child care setting. 
 
 

STATUS: Non Exempt     UPDATED: 12/02 
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 UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA  
 

TITLE:  Board Representative, Sunday Service 
 

REPORTS TO: Minister 
 

PRIMARY ACCOUNTABILITIES 
Prepare Church grounds and interior for Sunday services; Welcome congregation, and  

 

DUTIES & RESPONSIBILITIES. 
Arrive at church at least 20 minutes before the service.  Bring with you the script for the service which 

will be provided by e-mail during the week before. 
 
Check that the chain across Spehar parking lot has been unlocked.  If not, unlock it. 
 
Ensure that the locking mechanism in the front doors has been “dogged.”  This allows the doors to open 

freely.  If this hasn’t been done, use the Allen wrench housed with the keys in the office to do so: 
 Stick it in the hole and press the crash bar in, and while holding the crash bar, turn the Allen 
wrench to hold back or “dog” the locking mechanism.  

 
Check toilets for sufficient paper products. Additional supplies are in the office closet.  
 
Check with Minister to obtain “opening words.” If the Minister is not in the pulpit that Sunday, a Worship 

Committee member will have contacted you during the week regarding your role and possible 
additional responsibilities.  If not, see the worship leader to coordinate. 

 
Take collection plates from the office closet and placed under the pulpit.  If Office Administrator will not 

be available after service to count collection, find another board member to help you count. 
 
Place a glass of water under the pulpit.        
 
Resist pressure from people who want to add an announcement that morning. Refer them to the minister 

or worship leader. 
 
After Connections has ended, sound the bowl stored in the pulpit to invite congregants from the 

fellowship area to the sanctuary. 
 
Greet the congregation and follow the service script: Read announcements, and introduce hymn.  After 

hymn, read welcome. Introduce prelude. 
 
On every third Sunday ,when RE classes are not held and the children remain in the sanctuary, place a 

sign on the sanctuary door stating there is “No RE Downstairs;” ensure the children remain after 
the story. 

 
At the offertory, collect offerings and bring collection plates back to the altar.  While at the back of the 

sanctuary, collect any cards in the “Prayer for the People” basket and give them to worship 
leader. 

 
Place the full collection plates on the altar, go to the back of the room and complete an adult head count 

in the sanctuary, the fellowship area, and downstairs.  Count children in sanctuary and 
downstairs.  (On a third Sunday, check classrooms and tell any children in classrooms to return 
to the service.)  Report numbers of adults and children to the Office Administrator. 

 
At conclusion of service, take offerings to office for count with the Office Administrator, or the 2

nd
 Board 

Member. Two individuals must confirm each other’s count of paper money and coin.  One 
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individual completes the log form, and the second initials the completed form.  Indicate amounts 
of checks for donations and pledge payments on log form.  Initial/sign log, place in envelopes 
and slide into slot on safe. 

 
Mingle during coffee hour, provide hospitality and conversation  to visitors  Encourage visitors to 

complete a visitor card, and encourage legibility.  Turn visitor forms into the office. 
 
Remain until everyone has left the building, usually around 12:45, or later if there is one or more 

post-service meetings.  If possible, recruit someone at the meeting who knows how to set alarm 
and lock building.  If no one at the meeting has a key, you can lock the door when you leave and 
someone remaining would simply have to set the alarm. If no one can set the alarm, you must 
remain or find a Church member with key and lock-up. 

 
The church may not be left and locked before the items below have been secured: 

All lights in sanctuary are out, and sanctuary door that leads to patio is securely locked. 
Kitchen is clean:  no food is left out, all coffee pots are unplugged. 
All lights in lower level are off and doors leading to the outside are secured. 
No toilets are running, upstairs & downstairs 
Office is secure if Office Administrator has left and 

Copier is off 
Computer is off 
Lights are off 
Space heater is unplugged in winter 
Office door is locked 
All upstairs lights are off. 

  
Turn on outside and foyer lights (2 switches saying “ON” to your right as you’re facing the outside doors).  

 
Make sure both outside doors are closed & latched.  Undog the latches if they aren’t already by inserting 

the Allen wrench and turning it to release the lock.  Return wrench to office. 
 
Set alarm.  Observe and follow the instructions on the screen. 
 
Exit and double check to make sure the outside door is locked and the door to the left is “undogged.” 
 
Put chain back up across Spehar parking lot and lock it unless there are still cars there.  
 

SCHEDULE 
10:30 to 12:30 PM each Sunday as scheduled, with extended hours as required when congregational 
meetings follow the service. 

 

REQUIREMENTS:  
Member of the Board. 
 

STATUS: Volunteer     UPDATED: 2011 
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UNITARIAN UNIVERSALIST CHURCH OF CHATTANOOGA 
 

Policy Revision Request 
 

 
Policy Title or Description: 
 
 
 
Current Effective Date (indicate “NEW” if policy area is not currently covered) 
 
 
Proposed Revised or New Policy Language (attach pages if policy is lengthy) 
 
 
 
 
 
 
 
 
 
 

 
 
 
Purpose of revision: 
 
 
 
 
 
 
 
 
 

 
 
 
 
Submit suggested policy to one or more board members for discussion and approval.  You may be asked 
to attend a meeting to present back up information.   
 
Presented By.        Date:  
 
 
 
 
Approved by:        Date   
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Unitarian Universalist Church of Chattanooga Non-Rental-Church Event Planning Form 
 

Thank you for planning a Church event! 
 
Church-sponsored events must be approved by the Board of Trustees one month prior to the event for 
calendar listing, and to give sufficient time to post information online and in the church bulletin. Complete 
this form and submit to the Board of Trustees for approval before the 15th of the month prior to your event. 
 
Name of Event__________________________________ Sponsor Group _______________________ 

Date of Event_____________________ Time: From _______   to ___________ (Estimate is okay) 

Event Chair    ______________________________ E-mail________________________________  

        Home Phone______________________________ Cell Phone ___________________________ 

Back-up Event Chair  ________________________E-Mail ______________________________          

             Home Phone______________________________ Cell 

Phone___________________________ 

 
Event Plan 

_____________________________________________________________________________________

_____________________________________________________________________________________

_______________________________________________________________________________ 

 
Will event require childcare? ________ If yes, have you contacted the approved church caregivers and     
              had the expense approved? _________ 
 
Will the event require a sexton? ______     If yes, has the sexton been arranged? ________ 
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Is transportation required? Yes_____ No______ If yes, please supply details in “Event Plan” below. 
 
The Event Chair and Co-Chair are responsible for planning and oversight of the entire event, including 
clean up, church lock up and security, and providing for the needs of those who are scheduled to attend. 
The named Event Chair will be advised when the proposed event is approved and officially placed on the 
calendar. It is suggested that Groups fill in and submit these Plan Forms as soon as possible; A year in 
advance is not unreasonable. 
 
If help is needed to answer any question below, please ask the treasurer or Office Administrator for help. 
 
Are there expenses and/or income involved in this event?   Yes ___ No ____ 
 
If no, please skip the additional questions below, and sign and date this form. 
 
If you checked yes, you must answer the following questions: 

 
What is your best estimate of the cost for this event?_______________ 

To what account do you plan to charge the costs? ________________ 

 

Is there enough money in that account to readily fund the event? _____________ 

             If you answered no here, you'll need to approach the BOT before proceeding. 

 
Please note that an invoice/bill for goods or services will be required for payment by the church and a 
receipt will be required for reimbursement from the church. 
Are you anticipating income from the event? ____________ 

If yes, to what account should this income be credited? __________________________ 
 
If you anticipate income will it be”in and out” or profit,  or a mix of the two? 
 
In and Out _____    Profit only _____     Both In & Out and Profit ______  
 
______________________________________                  
____________________________ 
Signature of Chair           Date 
 

 

______________________________________                   

____________________________ 

Signature, of Vice-President with budget account involved     Date 
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                                                   Revised and approved by the Board of 
Trustees, July, 2011 
 
 
 
 
 
 
 
 
 
 
 
 

Request to Withdraw Funds from a Temporarily Restricted Account 
 
 
For assistance with this form, please contact the current Treasurer. 
 
Account name and/or account number:  ____________________________________________ 
 
Total amount currently in this account: _____________________________________________ 
 
Amount of withdrawal requested: _________________________________________________ 
 
Reason for withdrawal request: __________________________________________________ 
 
If withdrawal is for an event, is it on the church calendar?    Yes _______       No________ 
 

This section is for office use only.  
Event has been cleared and noted on the church calendar ____Yes _____No, there is a conflict. 
 
What budget accounts are involved in this event?_______ ________ ________ 
 
Has the Event Chair been informed?   ______ If “Yes” how?  (circle one) Phone Person E-mail 
 
Has the ____ Minister, ____ BOT, or _____ appropriate Board Member been informed of event? 
 
Does the event need a Sexton? __________    Has the sexton been arranged? _________ 
 
Is transportation required?  ____ No ____ Yes 
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Print name of Requestor; _________________________________________________________ 
 
Requestor’s church or event position: _______________________________________________ 
 
Signature of Requestor: __________________________________________________________ 
 
Date of Request: _______________________________________________________________ 
 
 
 
 
 
 
Approval: Vice President  supporting request  ________________________ Date: ________ 
 
Approval: Board President or Secretary _____________________________  Date: ________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Unitarian Universalist Church of Chattanooga 

Application for Employment or Volunteer Position  

  
Personal Information  
Name ______________________________________ Soc. Security No. ________ - ______ -_________  
If school or employment records are under another name, please supply it below for purposes of  
verifying records: ____________________________________________________________  
Current  
Address_______________________________ City__________________ State_______ Zip ________  
Previous  
Address_______________________________ City _________________ State _______ Zip ________  
 
Mobile Telephone (______)________________ Home/Office Telephone (____)____________________  
 
Are you legally eligible for employment in the US?  
Yes     No            (Verification required upon employment)  



 

  

  

  

   

 
Have you ever been convicted of a felony which has not been annulled, expunged or sealed by a court?  
Yes     No   
     If YES, please explain: (Age, nature and seriousness of violation and rehabilitation will be taken into   
     account.) _______________________________________________________________________ 
 

Job Information  
Position Applied For __________________________________ Wages desired $___________________  
How did you hear of this opening? ________________________ Date Available ___________________  
 
Are you related to or acquainted with any employee or member of UUCC? 
Yes                 No           If YES, please list name(s):  

________________________________________  

 

Please list your computer or other office skills and indicate if they are at Excellent, Good or Fair level:  

  Skill ________________________ Level ____         Skill ________________________ Level ____ 
 
If applying for Religious Education or Nursery area, please list relevant experience: 
 
 
 

 Education            
 Do you have High School diploma or GED?    Yes               No    
 
 College or Vocational School:   Degree ________    Degree Date: ___________  Major Field 
________ 
School Name __________________________________________  
Address ________________________________________________________________________  

  
Post Graduate:   Degree ________    Degree Date: ___________  Major Field ______________  
School Name __________________________________________  
Address_________________________________________________________________________  
 

Professional and Community Interests 
For the following questions, do not give any information that Federal, State, or local law restricts 
employers from obtaining before employment, such as race, color, national origin, citizenship, religion, 
age, sex, sexual orientation, marital status, or disability.  Please list any professional associations to 
which you belong, certifications, awards or recognition you have received which indicate your preparation 
for the job for which you are applying:  

 
 Please list any civic or community organizations to which you belong or for which you perform services if 
you consider it helpful to your ability to perform the job for which you are applying:  

                         
  

        

Employment History Start with your most recent job and please provide all information requested.  
Company______________________      Address__________________________________________  
Position _________________________      Supervisor ____________________________________   

Email ________________________________     Phone (       ) ___________________ _________  

     

Dates of Employment:     From ____/____   To ____/____  
Salary :    Start $__________   Final $_____________  Reason for Leaving 
______________________ 
May We Contact?    Yes                 No         
 
Company______________________      Address__________________________________________  
Position _________________________     Supervisor ____________________________________  
Email ________________________________     Phone (        )_____________________________ 
       



 

  

  

 

  

 

  

Dates of Employment:     From ____/____   To ____/____  
Salary :    Start $ _________   Final $_____________  Reason for Leaving 
______________________ 
May We Contact?    Yes                 No    
 
Company______________________      Address__________________________________________ 
Position _________________________     Supervisor _____________________________________ 
Email _______________________________     Phone (        
)_______________________________ 
Dates of Employment:     From ____/____   To ____/____  
Salary :    Start $__________   Final $_____________  Reason for Leaving 
______________________ 
May We Contact?    Yes                 No    
 
Company______________________      Address__________________________________________  
Position __________________________     Supervisor ____________________________________  
Email ________________________________     Phone (        )____________________________  
       
Dates of Employment:     From ____/____   To ____/____  
Salary :    Start $__________   Final $_____________  Reason for Leaving 
______________________ 
May We Contact?    Yes                 No         
 
Have you ever been discharged or suspended from employment, or left a position while disciplinary  
charges were pending? Yes No. If YES, please give the employer and describe the circumstances:  
__________________________________________________________________________________  

 

 Personal References  
Please list the names and contacts of three people (not relatives or employers) who have known you for six 
months or longer who could provide a reference for you:  
Name _________________________________________ Telephone (      )_______________________  
Address_______________________________________   Email _______________________________ 
Name _________________________________________ Telephone (      ) ______________________  
Address________________________________________ Email _______________________________ 
Name _________________________________________ Telephone (      ) ______________________  
Address________________________________________ Email _______________________________ 

 
I understand that in all hiring and employment decisions, the UUCC does not discriminate among 
individuals with regard to race, color, national origin, citizenship, religion, creed, age, sex, sexual 
orientation, gender identification, marital status, veteran status, medical condition, disability, membership  
in any labor organization or political affiliation. I understand that if I am employed by the UUCC, I will be 
required to provide proof of my eligibility to legally work in the United States.  
 
I certify that all responses and information I have provided in this application are true. I authorize UUCC to 
thoroughly investigate my work and personal history and verify all data given on this application, or in 
related papers and interviews. I authorize all individuals, schools and firms named therein (except as I have 
noted ) to provide any information requested and I release them from all liability for damage in providing 
this information. I agree that any misleading or false statements or omissions of relevant facts render this 
application void and are sufficient grounds for my dismissal in the event of employment.  
 
I agree, if hired or permitted to volunteer, to follow all of the UUCC’s regulations, policies and procedures.  
 
Signature of applicant ______________________________________   Date __________________ 


