Guide to FUSP Positions and
Committees

Thisguide isasummary of information about al FUSP positions and committees. It contains
descriptions of each position and committee, information about the composition and sdection of
committee chairs and members, and other information that may be used by the Nominating Committee
and by other FUSP groups.

All positions and committee membership terms sart at the beginning of the church year (duly 1).

This guide attempts to document the current practice of committees a the time of writing. Kegp in mind
that committee descriptions, like the committees themsdlves, change constantly to meet the needs of our
congregation, to draw upon the strengths of their members, and to meet new circumstances.

Refer to the Bylaws for additional information about FUSP positions and committees. The Bylaws
aways take precedence over the information contained here; this guideis intended only as a supplement
to the Bylaws.

Note: All committee chairs (dected and specid) are aso members of the Church Council.

Third Edition
Last Updated: September, 2002

Our Mission

The Mission of the Firgt Unitarian Society of Plainfield isto provide aspiritud home and acaring
community for arichly diverse and welcoming congregetion.

We driveto:
Live our Unitarian Universdig principles;
Open our hearts and doorsto dl;
End racismin dl itsforms: individud, indtitutiona, and culturd;
Foster membership growth and individua development;
Educate people of dl ages about our values,

And act on those values for the betterment of our communities.
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Officers and Board of Trustees

The policy-making and executive powers of the Society are vested in the Board of Trustees. This
board consgts of six (6) Trustees who are Members of the Society, representing the Society at large,
plusthe President, Vice-President, Secretary, and Chairs of the Finance Committee, the Religious
Education Committee, and the Denominationd Affairs Committee.

The Executive Committee of the Board of Trustees congsts of the President, Vice-President, Board
Secretary and the Finance Committee Chair. This committee is empowered to act for the Board of
Trustees in emergency Stuaions when it is not possible to obtain a quorum of the full Board.

The Officers of the Society are the President, the Vice-President, the Secretary, and the Finance
Committee Chair. Election is by the members of the Society at the Annua Meeting upon nomination as
provided in the By-Laws.

All Officers and Trustees must be Members of FUSP.

Anindividud can serve amaximum of 3 consecutive years (or more than 18 months filling avacancy) in
one position, and amaximum of 5 consecutive years on the Board of Trustees. After this period of time,
the individua must be out of the pogtion (or off the Board) for one year before they are digible again.

The ultimate determination of al matters of basic policy is vested in the Members of the Society.
Between meetings of the Society, implementation and management of basic policiesis vested in the
Board of Trugtees. In the discharge of its duties the Board has the following specific responsihilities, the
enumeration of which does not deny or limit other responsibilities except as limited in the By-Laws:

To promote the purposes of the Society

To manage, safeguard, and control the property, business and financid affairs of the Society

To act in apolicy-formulating capacity

To propose compensation of the Minister and of other Society employees

To review and gpprove or amend emergency actions of the Executive Committee
Members of the Board have the following responsibilities:

Attend Board meetings

Serve as aliaison between the Board and FUSP committees and activities

Understand and represent the needs and interests of the Society's members

Suggest improvements to management processes used by the Board

Contribute to a supportive environment for the Board to accomplish its work

For additiond information about the respongibilities of members of the Bosrd, see "FUSP Minidtries'
and “ Getting Started as aMinisiry Coordinator.”
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Meetings

The Board of Trustees meets at aregular time and place at least ten (10) times each year. Additional
mestings may be called by the Presdent or by amgority vote of the Board. All Board mestings are
open to members of the Society. Members may be excluded from a meeting or portion of ameseting
that dedls with personnd, litigation, or other sengtive matters that require executive sesson.
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President
Term: 1 year
Edtimated time commitment: 4 hoursiweek average (up to 10 hours some weeks)

Purpose
Serves as the primary representative of the congregation in governing the Society and, with the Minigter,
edtablishes avison for the purpose and mission of the Society.

Selection Process

Elected at the annua mesting.

Requirements

Must be a Member of FUSP.

Responsibilities

The President acts as Chair of the Board of Trustees, and is dso an Officer of the Society and Chair of
the Executive Committee of the Board of Trustees.

The President presides at all meetings of the Society, of the Board of Trustees, and of the Executive
Committee. The Presdent submits areport to the Annua Meeting on the condition of the Society
together with such recommendations as seem advisable and in the best interests of the Society.

The Presdent is an ex officio member of dl committees and organizations of the Society except the
Minigteriad Rdations Committee and the Nominating Committee. The President executes dl legd
documents and contracts requiring competitive bidding on behdf of the Society.

The President should supply copies of any Amendments to the By-L aws approved by the congregation
to the Society Archivigt, and should aso ensure that any Amendments are incorporated into revised By-
Laws.

Meetings

The President chairs the Board of Trustees, which meets monthly.
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Vice-President

Term: 1 year

Edimated time commitment; 10-15 hoursmonth
Purpose

Acts as a backup to the President and administers organizational and personnel matters.

Selection Process

Elected & the annuad mesting.

Requirements

Must be a Member of FUSP.

Responsibilities

The Vice President is an Officer of the Society and serves on the Executive Committee of the Board of
Trustees.

The Vice-President assumes the duties of the President in the absence of the President. The
Vice-President coordinates and approves dl fund-raising involving Church fadilities and ectivities The
Vice-President chairs the Personnd Committee and the Church Council.

The Vice-President dso sets the date of and chairs the Caendaring meeting each spring, to identify
datesto be reserved for specid events during the coming church year.

Meetings

Attends monthly Board of Trustees meeting. Also meets with Personne Committee, Church Council,
Financia Support Committee.
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Secretary

Term: 1 year

Egtimated time commitment: 6-10 hours'month
Purpose

K eeps records of Board meetings and Society government.

Selection Process

Elected & the annuad mesting.

Requirements

Must be a Member of FUSP.

Responsibilities

The Secretary is an Officer of the Society and serves on the Executive Committee of the Board of
Trustees.

The Secretary kegps minutes of mesetings of the Society, of the Board of Trustees, and of the Executive
Committee. The Secretary maintains custody of the corporate sed of the Society and impresses and
attests the same on dl documents which require legd execution.

Meetings

Attends monthly Board of Trustees meeting. Also meets with committee heads for which the Secretary
acts as Board liaison.
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Finance Committee Chair
Term: 1 year

Edtimated time commitment: Chair: 6 hours per week, or as needed to help prepare and make sure the
budget is balanced.

Purpose

Oversees dl of thefinancid affairs of the Society.

Selection Process

Elected at the annua mesting.

Requirements

Must be a Member of FUSP. Must possess knowledge of finances.

Responsibilities

The Finance Committee Chair is an Officer of the Society and serves on the Executive Committee of
the Board of Trustees.

The Finance Committee Chair tries to maximize income and minimize expenses prudently. The Chair
also oversees the members of the Finance Committee and submits financid reports to the Board of
Trugtees at each regular monthly Board mesting.

For more information, see Finance Committee.

Meetings

Attends monthly Board of Trustees meeting. Also meets with committee heads for which the Finance
Committee Chair acts as Board liaison.
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Religious Education Committee Chair
Term: 1 year
Estimated time commitment: 10-12 hours per month; 2-3 hours per week

Purpose

Leads the Rdligious Education Committee and represents them on the Board of Trustees.

Selection Process

Elected & the annuad mesting.

Requirements

Must be a Member of FUSP.
Responsibilities

Meetings

Attends monthly Board of Trustees meeting. Also meets with committee heads for which the Religious
Education Committee Chair acts as Board liaison.
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Denominational Affairs Committee Chair

Term: 1 year

Edtimated time commitment: Minimum of 2 hours'week; more would produce better results. Thisisa
gzablejob if donewell. Could use one or more persons to work with the Chair.

Purpose

Coordinates relations between our congregation and other Unitarian Universalist organizations.

Selection Process

Elected at the annua mesting.

Requirements

Must be a Member of FUSP.

Responsibilities

Act as a conduit for information from the UUA, District, and other UU groupsto FUSP. Didtribute this
information (most of which comesin amonthly packet) to pertinent persons or committees, post on
bulletin board, put in Sunday program, and/or publicize in our newdetter.

Make the Board and the Finance Chair aware of the amounts of our Fair Share payment and Metro
Didtrict dues. Urge that the full amount for these items be placed in the budget. Also make certain that
there are funds budgeted to cover our minima committment to our Partner Church.

Make certain that FUSP appoints persons to serve as delegates to Metro Didtrict meetings and to
Generd Assembly (GA).

Facilitate a meeting where members of the congregation can be made aware of the issues coming before
GA, can discuss the proposed agendaitems and vote for the ones they would like to have included on
thefind agenda. See that the result of our vote is transmitted to the UUA.

After GA, arrange some type of follow-up so that our delegates can report on the actions taken there.
Arrange for FUSP to further participate in the Study/Action I ssue which has been chosen for the year.
Idedlly, this should be taken over by the Socia Action or other appropriate committee, perhaps with
help from Denominationd Affars.

Serve as coordinator, assstant, and liaison to the persons heading UU Counsdling and Education
Services (UUCES), UU Service Committee (UUSC), and our Partner Church Program. Check with
them monthly, offer encouragement and assstance with projects, if needed, and report on ther activities
to the Board. Notify the head offfice of each respective group of the name of the new representative. It
is suggested that the FUSP address be used to facilitate transfer to new representatives.
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Each year FUSP must return to Boston a form certifying our membership, the names of our officeers,
and other information for the UUA Directory. While the office manager can fill out and send the form,
the Denominationd Affairs Chair must be certain it has been done on time.

Tthe Denominationd Affairs Chair isamember of the FUSP Board of Trustees, giving amonthly report
on denominationa affairs and taking part in whatever other business comes before the Board.
Meetings

Attends monthly Board of Trustees meeting and quarterly meetings of the Church Council. Attendance
a Metro Didrict Annua Meseting and Generd Assembly is desirable. Also meets with committee heads
for which the Denominationa Affairs Committee Chair acts as Board Ministry Coordinator.

Budget

Y early contributions.
Fair Share for the UUA Annua Program Fund and Metro Didtrict Dues
Partner Unitarian Church in Gagy, Romania
Partner Church Council membership for FUSP

In an idedl world, we would aso budget something for delegate expenses, and toward the cost of
sending persons to some of the many workshops and seminars that are offered, and also to UNILEAD
(for leedership training).
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Trustees

Term: 3 years

Number of members. Six Trustees serve on the Board of Trustees each year.
Edimated time commitment: One-two hours/week (sometimes more)

Purpose

To represent the congregation on the Board of Trustees, to formulate policies and procedures to guide
the day-to-day management of the Society, and to act as liaisons between the Board and FUSP
committees.

Selection Process

Elected at the annua mesting.

Term Lengths

Two (2) of the Trustees-at-large are eected each year for terms of three (3) years. All other trustees
and the officers are eected for terms of one (1) year.

Requirements

Must be Members of FUSP.

Responsibilities

Trustees attend monthly Board meetings, serve as liaisons between the Board and FUSP committees,
understand and represent the needs and interests of the Society's members, suggest improvements to
management processes used by the Board, and contribute to a supportive environment for the Board to
accomplish its work.

For additiond information about the respongbilities of trustees, see "Officers and Board of Trustees,”
"FUSP Minigtries," and “ Getting Started as a Ministry Coordinator.”

Meetings

Attends monthly Board of Trustees meeting. Also meets with committee heads for which the Trustee
acts as Ministry Coordinator.
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General Information about Committees

FUSP Organizational Structure
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FUSP Ministries

Role of the Board of Trustees

The Board of Trustees promotes the purposes of the Society, manages the property, business, and
financia affairs of the Society, and establishes policy for the operation of the Society. The Board is
respongble for implementing and managing basic policy between meetings of the Society.

Board members are dso designated as Ministry Coordinators. Ministry Coordinators are generaly
responsible for working with committee Chairs to set god's, anticipate needs, and track
accomplishments.

Role of Ministry Coordinators

All Board Members except the Secretary are assigned a Ministry Coordination responsibility by the
President. The Ministry Coordinator works together with committee Chairs to achieve congregationa
goaswithin their Minidries, improve communications within Ministries and with the Board of Trustees,
assure achievement of congregational god's, and encourage cooperation among committee Chairs.
While responghility for committee work belongs to committee Chairs and their committees, the
Coordinator acts as a resource to the Chairs and their committees as needed, and participates in the
annua report to the congregation of congregationd god achievement.

Ministry Coordinator assgnments are made by the incoming President after new Board members and
committee Chairs are dected a the Annua Meeting.

The Secretary of the Society does not have Coordinator responsibilities (the Secretary provides
assigtance to the President in lieu of doing Coordinator work). The President, with advice of the
Executive Committee, selects Board membersto head each Ministry.

All Minigtries have at least one Ministry Coordinator; larger Minigtries dso have an Associate Ministry
Coordinator, also a Board Member. In Ministries with an Associate Coordinator, the Coordinator and
the Associate decide alocation of responsibilities between themsalves and communicate their decisons
to the President and the committee Chairs. The position of Associate Coordinator may be in training as
replacement of a Coordinator when appropriate. It isintended that this process will provide for
continuing leadership of the Minidries.

Coordinators need to be knowledgeable about policies relating to committee work, and work with
committee Chairs to understand procedures, processes, and workflow for each committee.
Coordinators are proactive in planning with committees (budgets, gods, publicity, contracts, reporting,
etc.). Inaddition, Ministry Coordinators work with committee Chairs to identify educationa needs
related to committee work, and help develop and implement training solutions.

Ministry Coordinators may need to escaate issues to solve problems that committees encounter, and
report on each Minigtry areaat monthly Board meetings and at the Annua mesting.

Coordinators should tak with the chairs of their committees on aregular bass (preferably monthly).
They should determine whether the committee is functioning properly, identify any questions that need to
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be answered or problems that need to be addressed, and report back to the Board on any issues that
need to be handled by the Board. Issues that need to be considered by the Board should be submitted
inwriting a least one week before the Board meets.

If acommittee chair is uncertain about any committee functions or responsbilities, the Coordinator
should work with the committee chair to ensure that they get darification (from the Board, from
members who have previoudy held the position, or from other knowledgesble members).

Coordinators should aso pass on any information from Board meetings that affects their committees,
relay any concerns about committee functions that are identified by the Board, and ensure that
committee chairs provide information as required (for example, yearly budget requests and reports to
the congregation for the Annua Mesting).

Board Coordinators should not take on the actual work of committees or dictate how committees fulfill
their respongbilities. Instead, they should work to ensure that committees run smoothly, that volunteers
fed connected to the Board and to other committees, and that problems are identified and resolved as
needed.

Role of Committee Chairs

Committee Chairs work within the Ministries structure as follows:

Committees are organized into Minidtries, to encourage committees with related missions to work
together. Each Ministry has one or two Coordinators who serve on the Board of Trustees and
work closaly with their committees.

Committees in each Ministry meet severd times a year to define common goals, needs, and
agendas.

Committee Chairs, working with their Ministry Coordinators, identify critica functions for each
Ministry area and use them to set priorities. Committee chairs are responsible for managing the
day-to-day adminigtration of the programs of the Society.

The Nominating Committee only nominates Chairs for committees (except for the RE Committeg).
Chairs recruit committee members (the Nominating Committee and Ministry Coordinators can help
identify likely candidates).

Committee Chairs are dected at the Annud Meseting, but not committee members. The only
committee members that are eected are those on the RE Committee.

Mogt “one-person” positions are phased out, and are instead designated as “ Delegated functions.”
The committeesin each Ministry area perform the delegated functions for their Ministry. The details
of how those functions are performed can be worked out among the committees in each Ministry
area, with advice from the Ministry Coordinator.

For example, finding chdice lighters becomes a function of the Worship Ministry. The Worship, Music,
and Arts Committees decide which committee performs that function, and determine how the function is
carried out (perhaps by designating a member to coordinate that function, or by rotating the function
among different committee members).
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Church Council Meetings

Use Church Council meetings and more combined committee meetings, with greater involvement by
Ministry Coordinators, to promote planning and teamwork. The September Church Council meeting
emphasizes god's and planning for the year (identifying cross-committee agendas). The January Council
meeting emphasizes budgeting, reviewing goas, and plans for end- of-year reporting. The May mesting
emphasizes next year’ s gods, summer planning, and next year’s staff contracts.

Role of the Nominating Committee

The Nominating Committee works within the Minigtries structure as follows:
Provide increased focus on leadership development for the Society.
Identify needed skills and help to identify training opportunities.

Nominate only Board members, the Chairs of committees, and the members of the RE Committee,
Except for the RE Committee, Chairs recruit their own committee members,

| dentify possible committee members and provides that information to committee Chairs.
Work more closely with FUSP |leadership (Board and committee chairs).
Track overdl commitment levels for individuas.

Most “one-person” positions are phased out, and are instead designated as “ Delegated functions.”
(The Nominating Committee does not need to fill those positions,) The committeesin each Ministry
area decide how to perform the delegated functions for their Ministry.

The Nominating, Minigterid Relations, and RE Director Relations Committees are not part of the
Minigtries structure, but remain as Specid committees with member selection overseen by the Board of
Trustees (no changes from current selection processes).
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Getting Started as a Ministry Coordinator

1.

21

If you share aMinistry with another Board member, talk with that person about how you want to
share or divide responsbility for different committees. Who will be the first point of contact for each
committee in your Ministry?

Cdl each committee chair. Let them know you are there is they need help or have questions. Tell
them what the best way to reach you is e-mail, phone, coffee hour, home or office.

Some specific questions to ask:
Do they have a committee in place? (If not, encourage them to form one. They can ask the
Nominating Committee to generate alist of likely suspects.)

Do they have ajob description for the committee? Does it match their understanding of the way
the committee actually operates? (If not, get feedback on the existing description and feed it
back to John Hawkins; I’'m in the process of updating the book of committee descriptions.)

Arethey aware of their budget, and do they know how to charge againgt it and keep track of
the remaining budget?

Are there any specific challengesthat they need to ded with?

Arethey aware of the other committeesin their Ministry? Do they communicate with other
committees (either in their own Minidiry or in another areg)? Are thereissuesin how they rdate

to other committees? (Encourage them to meet with other committee charsin their Ministry a
few times during the year, such asin theinterva between Church Council mestings)

Arethey aware of the Minigtry godsfor this year? How will their committees need to contribute

to the Ministry goas?
What kind of help do they need?
If they got hit by atruck tomorrow, who would fill the gap?

Note when your Ministry areawill be the focus at a Board meeting, and let your committee chairs
know that we' d like them to attend that Board mesting. (Tell them now, and remind them a month
before and aweek before the meeting.)

Highlight specific caendar issues for the coming year, such as times for Church Council meetings
and next year’ s budget proposals.

Keep notes on each committee’ sissues and be prepared to report on the overall needs within eech
Ministry at every Board meeting. Keep in mind that you will want to assess the overdl results for

your Minigry in the Annua Report, including how you did with Ministry goasfor the year aswell as
specific issues for the Committee. (If you have a partner Ministry Coordinator, do some planning on

how you will handle reporting & Board meetings))

If there are issues that need to be resolved, discuss with your partner in the Ministry, with other
committee chairs, with other Board members, or with the President as needed.
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Reasons to Have a Committee

Some chairs may fed it'seader to just do ajob themselvesinstead of having a committee. (These tend
to be the same people who complain of being overworked and underappreciated, and don’t have time
for meetings.) There are severd reasons why they need to make the effort to form a committee, even if
it'snot ther inclination:

22

Having aforma structure makes it possible to continue. If ajob isentirely a persond chore, it tends
to falter when someone new takes over. Or were you planning to do this job forever?

I’ simportant to have a backup, in case you get hit by atruck or want to take a vacation.
If you don't like to go to meetings, maybe you could find someone e se who loves them.

Y ou could ask someone to hdp with specific tasks, such as generating publicity materids or cdling
people.

Having acommittee does't mean you have to have meetings just for the sake of maintaining the
committee. There are lots of other ways to stay in touch, such as phone or e-mail. (But it's good to
get together with people sometimes. There are ways to make it more fun, such as mesting at
someone s home or making it more of asocia event than a business mesting.)

Many hands make lighter work.
Working with others isimportant to your spiritua growth.

Working with othersis a useful skill that can enhance your career.
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Ministry Committees

Communications Ministry

One Ministry Coordinator
Includes the fallowing committees:
Archives
Newd etter
Office Adminigration
Publicity
Web Site Administration

Denominational Affairs Ministry
Denominational Affairs Chair is Ministry Coordinator
Includes the following committee:

Minigterid Leaves (sometimes known as Leadership Leaves)

The Denominationd Affairs Chair dso recruits people for the following positions. Partner Church,
UUCES, UUSC, UN Delegate, Genera Assembly delegates, Didtrict and Area Councils.

Finance Ministry

Finance Chair is Ministry Coordinator
Includes the following committees:

Treasurer

Controller

Audit

Financid Support

Endowment

Pledge

Food Certificates
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Leadership Ministry
President is Ministry Coordinator
Includes the following Specia committees:
Nominating
Committee on Ministry
Minigterid Search (as needed)
Intern Minister (as needed)

Learning and Enrichment Ministry

RE Chair is Ministry Coordinator
Includes the fallowing committees:
Rdligious Education
Adult RE (includes Forum and Library)

Membership Development Ministry

One Ministry Coordinator
Includes the fallowing committees:
Membership (includes Database administration)
Program (includes JuneFest)
Caring
Hospitaity
ActlV

Personnel and Administration Ministry
Vice President is Ministry Coor dinator
Includes the fallowing committees:
Personne (Staff Relations)
Computers and Telecommunications

The Vice Presdent also oversees Awards, Caendaring, Church Council, and Fund Raising.
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Property and Planning Ministry
One Ministry Coordinator

Includes the fallowing committees:
Inside Property
Outsde Property (includes Memoria Garden)
FeacilitiesUse
Long Range Planning (includes Dream Team)
Safety and Security

Social Justice and Outreach Ministry

One Ministry Coordinator
Includes the following committee:
Socid Judtice and Outreach. This committee recruits chairs for the following (Specia) committees:

Antiracism
Community Outreach
Food Pantry
Homeless Project
Latino Neighbors
Painfield Partnerships for Children and Y outh
Socid Action
Others as needed

Worship Ministry

One Ministry Coordinator

Includes the following committees:
Worship (includes Chdice Lighting, Flowers, Announcements, and Usher Coordination)
Music (includes adult chair, lay service musc, children’s choir)
Arts
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Nuts and Bolts: Things Every Committee Chair Should Know

Church Council

Every committee chair isdso amember of the Church Council, which facilitates communication,
coordination, and scheduling among al of the Society's committees. The Council meets three-four times
ayesdr.

Board Ministry Coordinators

Each FUSP committee is part of a FUSP Ministry and is assigned a Board Ministry Coordinator who
provides a communication channd to the Board of Trustees. (Coordinator assgnments are made each
year after new Board and committee chairs are elected.) Coordinators should check in with committee
chairson aregular bads (at least monthly).

Committee chairs should keep their Ministry Coordinator informed of the work of their committees, and
should let the Coordinator know about problems, questions, or need for assistance.

If acommittee needs action from the Board, the committee chair should provide a written report to the
Coordinator so that the issue can be considered by the Board.

Church Calendar

A madgter cdendar of events, meetings, and room usage is kept in the main office by the Office
Adminigrator. If you need to use aroom for ameeting or other event (especidly if you need the
Stevens Room or Parish Hall), please call several weeks in advance. Classrooms can be used for
meetings on Sundays if a"Classsoom Available’ sgn is posted on the door to the classroom (usualy by
12:00).

Folders

Each committee has afolder, located in the rack across from the bathrooms off the Parish Hall. Please
check your folder weekly! Empty the folder and read the contents; but do not remove thefolder
from therack. Your committee folder is where the Board or other members of FUSP leave materid
that is needed for your committee. Y ou may aso wish to leave materidsin the folder that are needed by
members, so that they can eadly locate them (for example, you can look for press release formsin the
Publicity folder, or for worship schedules in the Worship Committee folder).

Committee Budgets

Each committee submits a yearly budget request to the Finance Committee chair. The Finance
Committee uses budget requests from committees to formulate the Society's proposed budget, which is
used as abasis for the yearly Pledge Canvass drive. Based on the results of the pledge canvass,
budgets are adjusted and finalized for gpprovd a the Annual Meeting of the Society. Each committee
chair is responsble for monitoring the committee budget to ensure that expenses remain within the
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budget (or under budget). Any expenditures over the budget or unbudgeted expenses must be
approved by the Board before payments are made or promised.

Requests for Payment

To receive rembursement for expenses, obtain a"Pink Sip* from the rack of committee folders or from
the main office. Only committee chairs can sign pink dips. Know your committee's starting budget
amount and current balance. Each time you submit a pink dip for payment, please deduct the expense
from your committee's budget amount and record the remaining balance on the dip. Keep a copy for
your committeg's records. Always submit an origind receipt with your dip, and indicate where the
payment should be sent or placed (a self-addressed, stamped envelope speeds the process). Put the
completed pink dip in the Controller'sfolder. Payment is usudly processed within a week.

Church expenditures are tax exempt. To avoid paying tax on FUSP expenditures, you can obtain a tax-
exempt form from the Controller, Finance Chair, or Presdent of the Society.

"Ydlow dips' can be usad to transfer funds from one committee budget account to another.

Building Keys

If you need access to the building when it is not normally open, speak to your Board Coordinator or
another Board member about borrowing akey. 1f you use the building frequently, you can request a
copy of the key from your Board Coordinator or the Insde Property Chair. Do not make additiona
copies of the key; each copy of the key istracked to ensure that building security is maintained.

Alarms

Some sections of the building (Sanctuary, Main Office, RE Office, Music Office, and Food Pantry) are
covered by darms. In addition, motion detectors are turned on throughout al of the building from
gpproximately 11pm through 7am. If you need to open aroom covered by an darm, or if you need to
stay overnight at the building, speak to your Board Coordinator or the Inside Property chair about
getting ingtructions for the darm systems.

Safety and Meeting Procedures

Be sure to close doors behind you when entering and leaving the building. The church is open only on
Sunday mornings or for specid events. For meetings at other times, be sure that outer doors remain
locked; instruct committee members to ring the doorbell if they are late arriving. Turn off dl lights
except one in the Stevens Room and the timed lightsin building foyers. Shut off dl air conditioners. If
you have opened rooms that are covered by alarms, relock those rooms and arm the darm system
before leaving.

Clean anything you have used, and carry out dl large containers of trash to the dumpster. We are all
custodians of this property.

Report any concernsto your Board Coordinator.
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Borrowing Church Property

If you must borrow any church property (such as chairs or tables), fill out aLOAN POLICY FORM
and give a security deposit to the Office Adminigtrator.
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Selection of Committee Members

Process:

1
2.
3.

Nominating Committee sdects Standing Committee Chairs.
Congregation dects Chairs a Annua Meeting.

Nominating Committee provides new Chairswith list of potential members, suggested number of
members, and advice on committeg' s composition.

Chairs select and recruit committee members using Nominating Committeg' slist and their own
contacts.

Chairs submit list of members to Nominating Committee.

When committee is findized, Nominating Committee records each committeg' s members and aso
tracks different committee responsihilities for individuas.

Notes:

29

Committee Chairs. Don’t do everything your self! Take the time to recruit a committee (and do it
soon after the Annud Meeting ingead of waiting for the fall).

If you have not received aligt of possible committee members from the Nominating Committee, ask
them for one.

Use your committee description from the book of committees (currently being revised) for guidance
in how many members you need. If the description needs to be changed, send suggested changes
(in writing) to John Hawkins (jhawkins@sdicorp.com).

If your committee is taking on delegated functions that were previoudy separate positions, consider
adding a committee member for each of those functions.

Consder the different skills and persondities you might need. Do you need planners, doers, idea
people, money people, and writers?

Mest in the next few weeks to consider any coverage needed during summer months.

When recruiting committee members, be clear and redligtic about the time commitment and the
length of time you are asking people to serve. (Committees such as Membership should continue to
ask members to serve multiple-year terms to ensure continuity. Most committees ask members to
servefor ayear a atime)

Guard againgt burnout, both for yoursdf and for committee members.
Ask for help from your Board Ministry Coordinators.
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Safety and Security Committee

Number of members. 5

Edtimated time commitment: varies according to need (afew hours a year)

Purpose

To identify ways to make the building more secure againgt break-ins and to ensure the persona safety
of members and groups using the building.

Selection Process

Members are gppointed by the Board on an as-needed basis. The committee conssts of the President,
Minigter, Ingde and Outside Property Chairs, and two additiond at-large members.

Term Lengths
The termis set by the Board.

Requirements for Committee Members

Members must be familiar with the church facilities and security needs.

Responsibilities

The Safety and Security Committee is gppointed by the Board to recommend ways of improving the
security of the building and the safety of people using the building. It identifies problem aress,
recommends solutions, and hel ps inform the congregation of measures they can take to help with
building security.

The committee ensures that both outside and ingde areas have sufficient lighting, thet the darm facilities
are in good working order, that doorbells work properly, and that procedures are in place to control
access to darmed aress.

The committee should make sure that the congregeation, committee chairs, and other groups using the
fecilities follow some basic security procedures:

Do not leave outside doors unlocked. If necessary, post amember at the door to admit late arrivals
for meetings, or expect late arrivals to use the doorbell.

Check palitely with unfamiliar people in the building (for example, "Can | hdp you?' or "What group
are you looking for?"). If a person seems evasve or is dill wandering, get reinforcements or cal the
police.

If you go into the office, sanctuary, or other areathat contains electronic equipment or other

vauables, do not leave the door open, and be sure that the door is locked if you leave it for any
reason.
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Do not give darm numbers to anyone over the telephone, and do not set the darm if anyoneis
within viewing distance.
Be sure that you lock anything you have unlocked.
Check to be sure there is no one in the building before you set the darm.
Meetings

None required (some informd).

Budget

None
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Standing (Elected) Committees and Positions

The Chairs of Standing Committees must be Members of FUSP.

A committee member may resign upon written notice to the Secretary or the Committee Chair. Al
vacancies in the Standing Committees are filled by appointmernt by the President, subject to approva of
the Board of Trustees.

No person can serve more than three consecutive years as Chair of the same committee.
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Audit Committee

Number of members. 3 + Chair
Edtimated time commitment: 20 hours'year
Note: The Audit Committee Chair is dso a member of the Finance Committee,

Purpose

To ensure that dl funds received are intact except for expenses. The Audit Committee will ensure all
expenses are properly authorized. A review of Heritage and Endowment funds will be conducted to
verify that the assets as reported are intact.

Selection Process

The Chair is dected at the Annual Meeting. Members are gppointed by the Chair.

Term Lengths

The Chair is elected for one year. Members of the Committee are appointed for three years.

Requirements for Committee Members

The Chair and al members must be Members of FUSP.
Responsibilities

The Audit Committee audits the books and financia records of the Society within 30 days after the
close of the fiscal year. The Committee reports the results of the audit to the Board of trustees.

The Committee sdlects an advisor to supervise al insurance carried by the Society, liability and other.
The advisor, amember of the committee, must be dert to changes in coverage needed to protect the
Society’ s properties, including the parsonage property, and ensure that policy renewas are made when
due.

The committee is responsible for the safekegping of vauable financid records of the Society such as
deeds, insurance palicies, bonds, or other security furnished by the Finance Committee, evidence of
Trust Funds and/or any other Society investments, but not operating fund accounts.

In the performance of the respongbility defined above, the committee has akey and access to the bank
safe deposit box maintained in the name of the Firgt Unitarian Society of Plainfidd. It makesan
inventory of financia records entrusted to the care of the Audit Committee, &t least annudly, and is
responsible for the remova of vauable records when the Board of Trustees requiresthem. It obtainsa
receipt Sgned by the Trustee to whom the records removed from the safe deposit box are ddlivered.
Recordsto be placed in the box or returned to it are the respongbility of the Audit Committee, which
also ensures that box rentd is paid when due.
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Meetings

Two mestings per yedr.

Budget

None
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Adult Religious Education

Number of members. one or more

Estimated time commitment: 1 hour per week

Purpose

To schedule courses, discussions, presentations, sermon talkbacks, and other eventsthat are of interest
to the congregation and the local community.

Selection Process

The Chair is dected at the Annual Meeting. Members and presenters are volunteers.

Term Lengths

Oneyear.
Responsibilities

Adult Religious Education is focused on the learning needs of adult U-U’s. It covers arange of topics
from UnitarianismUniversalism history and principles to saf-growth.

Adult Religious Education Committee members periodicaly determine the needs of FUSP members and
design or define programs. They develop, deliver and evaduate courses. Those who wish to ddliver
courses are trained to facilitate discussions if they have no experience. Those who have experience are
encouraged and supported to suggest and present suitable courses.

Library

The Adult RE Committee also adminigters the Society's library and related facilities, overseeing the
Library and the collection of books and other materids contained there. Responsbilities include:

Adding to the collection

| dentifying books written by former or current Members

Helping members, friends, and visitors find materids of interest

Removing books from the collection periodicaly (perhaps yearly)

Conducting an inventory of the collection (at least once every five years)

Ensuring that books are returned and correctly shelved

Disposing of donated materials that are not added to the permanent collection

Working with other Members on issues related to the use of the Library space for other purposes
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Forums

The Adult RE Committee should determine the frequency of forums, what types of events should be
held, when they should be held (such as after Sunday services or on weekend or weekday evenings),
and what kinds of audiences forums are addressing.

The committee is respopnsible for scheduling events and providing any information needed to publicize
them.

Meetings

Mestings are limited in number, but those who choose to lead courses will find it necessary to devote
adequate time to preparation and presentation. The Chair calls and chairs the meetings.

Budget

A regular library budget is needed for purchases of new books and other materials to be added to the
collection. In addition, the committee may need to ask the Board for additiond funds to be used for
shelving, furniture, and other long term needs.
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Archivist [formerly Historian]

Number of members. One
Edtimated time commitment: Varies according to needs

Purpose

The Archivigt keeps records of important eventsin the history of the Society, classifying materia both
chronologicaly and by source, and maintains a chart or generd referencefile asaguide to the
Archives..

Selection Process

The Chair isdected a the Annua Mesting.

Term Lengths

Oneyear.

Responsibilities

The Archivist maintains records of sgnificant eventsin the history of the Society, dating back to its
edtablishment in duly, 1889. The Archivist generdly works adone, makes judgements, and maintains
orderliness, however the god of preserving church documentsis largely dependent on others who
foresee and have foreseen the wisdom of such preservation.

At theend of each fiscd year, each retiring Officer and Chair of each Committee or council review
accumulated records of meetings held, notes of activities, annual reports, correspondence, and any
other reference materid. The review should be made with two purposesin mind: materid which affords
guidance for the new committee during the next fiscal year should be passed on to the new Chair;
meaterid not currently useful but of possble higoricd interest should be turned over to the Archividt.

The Archivist kegps any records turned over to him or her in the archive. These records may be
browsed or may be loaned to Society members for any appropriate purpose. The Archivist makes and
keeps records of such loans, including the name of the borrower and the date of theloan. The Archivist
ensures thet the loaned materid is returned to the archive in atimely manner.

Contributions to the archive are reviewed and classfied. New materid that relates to a subject dready
onfile should be interfiled. Other new materid may be filed by subject or grouped with a covering
index. The Archivist should be familiar with the subject matter of records contained in the archive so as
to locate relevant materid when necessary.

The Archivigt can offer filed materia which seems pertinent to a subject under current consideration by
an officid group of the Society.

Membership cards of people who resign, move away, or are deceased are filed aphabeticaly. There
aretwo of these fileswith cards of different dimensions. Pledge cards are retained for no more than
two years. Information from records of marriages, naming of children, and funera or memorid services
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performed in the church may be furnished to descendants and/or relatives of members of the Society. A
complete file of such records should be maintained by the Archivigt with the cooperation of the Minigter.

The Archivist kegps one copy of reports, schedules, statements, sermons, Newd etters, and Orders of
Service, and multiple copies of printed brochures, pamphlets, pictures, programs of celebrations and
dedications. Bank paid checks are retained for seven years, after which they may be discarded.

The Archive contains a consecutive and complete file of Minutes of the Board of Trustees mestings, and
acompletefile of By-Lawswith any Amendments. The President should supply copies of any
Amendments approved by the congregation, which should also be incorporated into revised By-Laws.

New items of interest to the Society are clipped from newspapers or other periodicals and pasted in a
scrap book in chronologica order.

Members with knowledge of significant eventsin the history of the Society are encouraged to contribute
such itemsto the archive.

Meetings

None.

Budget

None.
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Arts Committee [formerly Arts & Memorials]

Number of members. 4-8

Edtimated time commitment: Time commitment varies with the activities planned. An average of an
hour aweek is needed from members. Some weeks no time is required and otherwise, when events
are planned, 4 hours.

Purpose

Selection Process

The Chair is dected at the Annua Meeting. Members are volunteers.

Term Lengths

Oneyear.

Responsibilities

The Arts Committee of FUSP isagroup of individuas, artists and nontartists, who see art asavita
ingredient of lifea FUSP.

Through art in our services and in our congregetiond life, the Arts Committee can help to enlighten the
mind and hed the spirit. Whether painting or poetry, decorations or photography, lectures or crafts, the
committee seeks to add to the community of FUSP.

The work of the committee cannot be carried out with lessthan 4 individuals. A comfortable number
would be probably be 8.

Servicesto the society:
Organizing exhibits by artists familiar or unfamiliar to the members
Organizing receptions in which the congregation can meet artists

Providing decorations for special musica events, holiday services, flower communion services, and
pecid events

Desgning afloat for the July 4th parade

Providing artistic support to enhance lay-led services

Giving advice on changesto the interior and exterior of the building

Making decisions on specid purchases of art objects and raising funds for those purchases

Making FUSP more visible in the Flainfidd community and giving new people another reason to
step in our doors

Working with the committee is a chance to minister to the community with symbols instead of words. It
is a chance to see the smile on members faces asthey walk into anew exhibit or see the walls of the
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sanctuary hanging with wregaths. It is a chance to meet artists and discuss their work. It isachanceto
be involved with a group of people who see ministry as more than words.

Meetings

Budget
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Caring Committee

Number of members. 10 (approximate)

Egimated time commitment: Chair: a least 1 hour/week. Committee members define the amount of
time they can spend, the kinds of things they can do, where, and how often. They can accept or defer
gpecific tasks.

Purpose

The Caring Committee provides assstance, emotiona support, and encouragement to FUSP members
and their families

Selection Process

The Chair is elected at the Annud Mesting.
Members are volunteers; dl that's needed isto have a desire to help others. Individuas are welcome to
serve as members or to help on an as-needed or one-time basis.

Term Lengths

Oneyear.

Responsibilities

The Caring Committee provides assi stance to the congregation in times of need, coordinating their
efforts with those of the Minigter.

The Chair prepares newdetter articles each month and a year-end report for the Annua Meeting (on
activities for the past year and gods for the coming year).

Members of the committee provide the following types of assistance:
Send cards and notes
Make friendly and supportive phone cdls
Prepare and deliver meds
Purchase and deliver groceries and other necessities
Provide transportation (for example, to doctor's offices, FUSP programs, or services)
Make vists to homebound or hospitalized individuas
Do light home tasks or important paperwork
Provide respite care
Put together caring baskets

Provide referras to loca resources
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Digtribute flowers after Sunday services
Assg with Caring Kids Committee projects
Coordinate Milestones for the Newdetter
Contribute Newdetter articles about committee activities
Provide memorids for the Newdetter
They provide any assstance possible, so long asit will not incur any liability to the Society.

The Caring Kids Committee is an outreach program that invites children to interact with FUSP members
in need. While making and presenting cards and small gifts, the children learn lessons in generosity and
concern for others. All children of FUSP members and friends are welcome to participate.

With the consent of those receiving assistance, the committee shares news of needs or status with the
congregation. At the same time, the committee honors al requests to keep assistance and information
confidentid.

Meetings
Every other month.

Budget
Stamps and phone calls.
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Controller

Term: 1 year

Edimated time commitment; 35 hourgmonth

Note: The Controller isdso amember of the Finance Committee.
Purpose

Oversees payments by the Society.

Selection Process

Elected at the annua mesting.

Requirements
Must be a Member of FUSP.
Responsibilities

The Controller pays budgeted salaries and expenseitems. The Controller dso pays other bills that
require the gpprova of the authorized Chair of the committee against whose budget the disbursement is
to be charged or upon authorization by the Executive Committee or of the Board of Trustees. The
Controller reports dl disbursements monthly by account to the Finance Committee Chair.

Meetings

Attends Finance Committee meetings (four per year).

Budget

None.
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Denominational Affairs Committee

Note: The Chair also sarves on the Board of Trustees.
Number of members 5
Edimated time commitment; xx

Purpose

Conducts UUA activities and communicetions at the Society level. Represents FUSP at Didirict, NJ
Area, and UUA meetings and seminars. Coordinates denominationa activities with the FUSP
representatives for UUSC, UUCES, Partner Church, and UU Envoy.

Selection Process

The Chair is elected at the Annud Mesting.

The Denominationa Affairs Chair appoints the UU/UN Deegate, UU Envoy, UUSC, UUCES, and
Partner Church representatives, and those representatives serve as the Denominationa Affars
Committee.

Term Lengths
The Chair is élected for is 1 year. Members of the Committee are appointed for 1 year.

Requirements for Committee Members

The Chair must be aMember of FUSP.

Responsibilities

The Denominationa Affairs Committee consists of a Chair and the denominationd representatives
gppointed by the Chair. The Committee keeps the Society membership informed about the Unitarian
Universaist Association and its activities; maintains liaison with the UU Didtrict of metropolitan New
Y ork and the New Jersey Area Council of congregations and fellowships, acting as representative of
the Plainfield Society and attending meetings as appropriate. The Committee meets at least quarterly.

The Chair natifies the Unitarian Universalist Service Committee, 130 Progpect ., Cambridge, MA
02139-1845 of the name and address of the Society’s UUSC volunteer. Fund raisers (including the
sling of Christmas cards) are coordinated with the Society’ s Vice President (including the annua
“Guest At Your Table” program co-sponsored with the Religious Education Committee).

The Chair notifiesthe UU-UN Office, 777 United Nations Plaza, Suite 7D, New York, NY 10017 of
the name and address of the Society’ s Envoy, and request that correspondence and program materias
be addressed to the Envoy in care of the Society.
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The Chair promptly notifies the Unitarian Universalist Counseling and Education Services (UUCES), 27
Tal Cedar Court, RR #6, Belle Mead, NJ 08052 of the name and address of the Society’s UUCES
liagison.

The Denominationa Affairs Committee also advises the Finance Chair in January of the Fair- Share per
capita assessments by the UUA, MNY, and NJAC.

The committee acts as liaison for forums or workshops to discuss resolutions adopted by the General
Assembly; and arranges for voting on proposed resolutions for the annud Parish Poll.

The UU Envoy acts as liaison between the UU-UN Office and the Society, relaying appropriate
information to members through the Newdetter. Thisincludes encouraging youth and adult membersto
attend seminarsin New Y ork City.

After consultation with the Vice President, the committee conducts fund raising activities to support the
UUSC and the UUUNO. It supports the work of volunteers supporting our Partner Church in Gagy
(Goagiu), Transylvania, Romania

Other respongbilities:

Arranging for guest speskers, available through the UU-UNO to appear on church programs when
requested

Encouraging Society members to attend seminars offered by the UN Assembly or UUA
organizetions
Acting as fund raiser for the support of the UU-UNO.

Meetings

The Chair attends monthly Board meetings and District meetings (three or four full-day mestings each
year).

The Chair and other interested members attend the annua UU Generd Assembly (five to Sx days).

Budget
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Partner Church Representative

Edtimated time commitment: at least 1 hour/month (much moreis possible)
Purpose

The Partner Church representative communicates with FUSP's Partner Church in Gagy (Goagiu),
Transylvania, Romania, and with the congregation to inform them about notable events and activities.
The representative dso organizes fund raising activities in consultation with the Society’s Vice Presdent,
who is respongble for overseeing dl fund raising activities of the Society.

Selection Process

The Partner Church representative is gppointed by the Denominationa Affairs Chair.
Term Lengths

One year.

Requirements

Interest in Unitarian heritage and international connections.

Responshilities

Fadilitating communication between our Minister and the Partner Church's minigter.
Sending the annua supplement for their miniger's sdary.

Keeping FUSP membership aware of our Partner Church.

Making the community at large awvare of our Transylvanian connection.

Optiond: Facilitating fund raising for additiona projects and help to our partner church.

Having a committee of two or three persons would enable usto do a better job and would have the
additional benfit of increasing interest in our Partner Church program.

Meetings

Represent FUSP a mesetings of the Partner Church Council of the Metro District as well as the Partner
Church Council of New Jersey. Two or three per year.

Budget

Numbers are for 1999-2000:
Annua supplement for their minister's sdary: $300
Ingtitutionad membership in the Partner Church Council: $100
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UU/UN Envoy
Edtimated time commitment: severa hours'month (possibly more)

Purpose

Act as FUSPs UUA deegate to the UN. (UU-UN Office, 777 United Nations Plaza, Suite 7D, New
York, NY 10017)

Selection Process

The UU/UN Dedegate is gppointed by the Denominationa Affairs Chair.
Term Lengths

One year.

Requirements

Interest in the United Nations and availability during the day.
Background

The UUA has conaultative status with the UN Economic and Socid Council (ECOSOC). The UU-
UNO isan Asociate Member of the UUA that acts as the denomination's agent and voice a the
United Nations. The UU-UNO recommends names to the UUA Board of Directors for appointment
as delegates to the UN. It dso disseminates information about UN programs and action derts,
provides worship materials for UN Sunday and RE programs, sponsors an annual youth conference
and office internships, and sends delegates to represent UU views at the UN.

Two delegates of the UU-UNO can attend information briefings of the UN Department of Public
Information, receive regular mailings on UN issues, use the NGO Resource Center at the UN, attend
the annual DPI/NGO Conference in New Y ork, educate our members and others about the UN, and
state our views at the UN. Six delegates can attend public meetings of ECOSOC bodies, and can
submit position papers on relevant issues,

UU-UNO members choose issues for study and action with a particularly UU agpproach.
Responsihilities

The UU envoy provides liaison between the UU-UNO and congregations, coordinating energy, idess,
and action. Envoys communicate UN news not generaly reported by the media, inform congregations

of action opportunities, facilitate UN Sunday observances, encourage attendance at the UN and UU-
UNO conferences, recruit members, and increase visibility and support for the UU-UNO.

Meetings

Mestings and seminars are held periodicaly at the UN in New York City.
Budget

None (could be used to support travel to New Y ork).
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UUCES Representative
Edimated time commitment:  1-2 hours/month.

Purpose

The UUCES (Unitarian Universalist Counseling and Education Services) representative provides
information provided by UUCES to FUSP. (UUCES, 27 Tal Cedar Court, RR #6, Belle Mead, NJ
08052)

SHection Process

The UUCES representative is gppointed by the Denominationa Affairs Chair.
Term Lengths

One year.

Requirements

An interest in the UUCES.

Responsihilities

Attendance at UUCES board meetings. Didtribution of materidsthat are sent to FUSP.
Meetings

Periodic meetings (3 or 4 times ayear) of the UUCES Board.

Budget

None.
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UUSC Representative
Edtimated time commitment: about 6 hours/month (more possible)

Purpose

The UUSC representative organizes locd fund raisers for the Unitarian Universdist Service Committee.
Activitiesinclude the sdling of Christmas cards and the annud “Guest At Your Table’ program co-
gponsored with the Religious Education Committee. Fund raising activities are coordinated with the
Society’s Vice President, who is responsible for overseeing dl fund raising activities of the Society.

Selection Process

The UUSC representative is gppointed by the Denominationa Affairs Chair.
Term Lengths

One year.

Requirements

Interest in the Service Committee. The UUSC sends regular mailings that explain their projects and
suggest ways of implementing them on aloca bass.

Responsihilities
Publicize UUSC projects so that FUSP members are aware of the Service Committee.
Set up and attend atable at least once a month during the coffee hour.

Fecilitate the Guest at Y our Table program in cooperation with the Religious Education program and
send the funds collected to the UUSC.

Meetings

No mestings are required, athough if there was a committee of two or three people to help, more could
be accomplished. In this case, some planning meetings might be needed.

Budget

None.
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Endowment Advisory Committee

Number of members: 4 + Chair
Edtimated time commitment: 20 hours'year
Note: The Endowment Advisory Committee Chair is dso amember of the Finance Committee.

Purpose

Manages the Society's endowment funds.

Selection Process

The Chair is dected at the Annual Meeting. Members are gppointed by the Chair.

Term Lengths

The Chair is élected for one year. Members of the Committee are gppointed for three years.

Requirements for Committee Members

The Chair and al members must be Members of FUSP. They should have experience in investments
(stocks and mutud funds), and agenerd knowledge of financid matters.
Responsibilities

The Endowment Advisory Committee manages funds established from both restricted and unrestricted
gifts to the Society (except for the Heritage Fund) on an inflation-protected basis. It aso oversees the
Heritage Fund, solicits additiond gifts, and submits periodic reports to the Finance Committee Chair.

Income received above the rate of inflation (CP1) is available for use as approved by the Board of
Trustees. Income is not to be used for operating expensesin the line item budget. Only investment
grade securities can be purchased directly by this committee,

The committee makes suggestions through the Newdetter just prior to the church anniversary in
November, that members consider bequeething sums to the Society in the distribution of their etates.

Meetings

The committee meets four times a year.

Budget

None.
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Facilities Use

Term: 1 year

Number of members 1 Edimated time commitment: 1-2 hours per week
Purpose

Oversees use of FUSP facilities by outside groups.

Selection Process

The Chair is élected a the Annua Meeting. Members are appointed by the Chair.

Requirements

The Chair must be aMember of FUSP.

Responsibilities

The Facilities Use Officer (FUO) represents FUSP to individuals and groups who are interested in
renting church facilities. The FUO meets with potentia renters, provides renta fee information, and
generdly helps to promote the use of facilities by outside groups.

The FUO aso verifiesthe avallahility of facilities againg the church caendar, consults with the President
of the Society concerning rentals on aregular and ongoing bas's, and maintains rental contracts.

The FUO ensures that renters are aware of their obligations to keep church facilitiesin good order. In
the event of problems that need to be addressed (whether the problems are raised by the renter or by
the FUSP Board of Trustees), the FUO communicates concerns to the appropriate parties and works
to ensure that issues are resolved satisfactorily.

For additiona information about responsbilities of the Facilities Use Officer, see the section on “Use of
Fadilities Policy” in FUSP Palicies and Procedures.

Meetings

Meets with potentia renters as needed.

Budget

None.
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Finance Committee

Term: 1 year

Number of members. Seven

Edtimated time commitment: Varies for each member (see other job descriptions)

The Finance Committee conssts of the eected Chair, who serves on the Board of Trustees, and the
Treasurer, Controller, Audit Committee Chair, Pledge Chair, Financid Support Chair, Endowment
Committee Chair, and other members appointed by the Chair and the President of the Society. The
Dream Team finance representative and the Food Certificates chair may aso be asked to participate as
nonvoting members.

Purpose

The Finance Committee is responsible for raising funds for the needs of the Society and for
disbursement of funds in accordance with obligations recognized and approved by the Society. More
specificaly, the Finance Committee is the primary committee to help the Board of Trustees meet its
responsibilities to manage, safeguard, and control the property, business, and financid affairs of the
Society.

Selection Process

The Chair and al members are dected at the annua mesting.

Term Lengths
The Chair and members of the committee are elected for 1 year.

Requirements for Committee Members

The Chair and dl members must be Members of FUSP.

Responsibilities
The Finance Committee enforces Article X of the By-Laws, Finance and Contracts

The committee is responsible for safekeegping of funds of the society, for keeping proper records of al
income received and of al moneys disbursed, and for reporting same to the Trustees at their regular
monthly meeting and to the members a the Annua Meeting.

The committee, in consultation with all committee chairs, prepares and recommends a proposed

bal anced budget for the succeeding fiscd year for the use of the Pledge Committee. On the basis of the
total amount pledged, the committee assgsin the revision of the proposed budget and recommends a
proposed balanced budget to the Board of Trustees, to be approved at the Annua Meeting of the
Society.
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The committee reports monthly to the Board of Trustees for dl revenues and expenses, aswell as assets
and outstanding obligations (if any), and andyzes and interprets the Sgnificance of year-to-date financid
activity rdative to annual FUSP plans. The committee recommends adjustments of the approved budget
to the FUSP Board (in accordance with the By-Laws).

The committee checks with other committees from time to time to ensure that expenditures do not
exceed amounts budgeted. The committee monitors spending for compliance with budgets and helps
obtain necessary Board gpprova for any excess spending (beyond approved budget level) by any
committee or in any account.

The committee is respongble for the liquid financid assets of the Society, and reports any changesin the
investment of short term (up to two-year maturities) liquid assets to the FUSP Board. It recommends
prudent investment policies for any capitd assets of the Society in consultation with the Endowment
Advisory Committee (excluding the Heritage Fund and other endowment funds established by members
or as giftsto the Society and to be administered by the Endowment Advisory Committee).

The committee supervises and eva uates the insurance coverage and costs for the Society (excluding any
daff benefit insurance). The committee dso ensures that the Treasurer and Controller, and any other
individuas with financid respongbilities, are bonded or insured as required by the By-Laws.

The committee asssts the Pledge Chair and the Treasurer as required in contacting new members for
current year pledge commitments, and in contacting Members or Friends who are in serious arrears on
their pledges, to determine the reason and, if necessary, renegotiate pledges. The committee informsthe
Membership Committee Chair and the Minigter to identify any Members who have no identifigble
financid contribution during the prior fiscd year for possble remova from the membership ralls of the
Society (as provided in the By-Laws).

The committee arranges with the Audit Committee to initiate a complete audit of the FUSP financid
books at least every two years and annudly if possible.

Meetings

The committee meets at least quarterly in July, October, January, and April, and more frequently as may
be required to efficiently conduct committee business.

Budget

Needed for yearly pledge canvass cogts, accountant fees, postage to mail quarterly statements, and
bank checking charges.
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Financial Support Committee

Number of members; One or more

Estimated time commitment:  Coordinating maor events requires a commitment of between 25 hours
and 70 hours both before and after the events.

Note: TheFinancid Support Committee Chair is dso amember of the Finance Committee.

Purpose

The purpose of the Financiad Support Committee isto raise funds for the Society to complement (but
not conflict with) the annud pledge canvass.

Selection Process

The Chair is dected at the Annual Meeting. Members are gppointed by the Chair.
In the padt, this committee consisted of two individuals, each of whom coordinated one of the two
magor fund raising activities. Each of them recruited other members to participate as needed.

Term Lengths

Oneyear.

Responsibilities

The Financia Support Committee plans and organizes dl fund raising events at FUSP, working closely
with the Vice President (who has Board oversght for dl fund raising activities). The committee so
determines the overal level or number of fund raising events and generates ideas for new types of fund
rasng activities.

Two traditional committee activities are the Service Auction and the Yard Sde, but these are only two
possible activities of the committee. Other fund raising activities are conducted by other Committees
and components of the Society to benefit their own activities or to help support the operations of FUSP
(for example, the food certificate program, hymna donations, Entertainment Books, Act IV, REC, and
S0 forth). These are not coordinated by the committee.

There are extensve guiddines for planning and executing the Service Auction.

Participation in the committee gives members an opportunity to meet many people who are members of
FUSP. It dso gives participants the opportunity to contribute to the financia well being of the Society.

Meetings

Attends Finance Committee meetings and other meetings as needed to plan fund raising activities (five to
20 per year).
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Budget

None.
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Hospitality Committee

Number of members variable
Edtimated time commitment: 1 to 1-1/2 hours per service

Purpose

The Committee is responsible for organizing and providing refreshments following Sunday services.

Selection Process

The Chair isdected a the Annua Mesting.

Members are volunteers.

Term Lengths

Oneyear.

Responsibilities

The Hospitality Committee prepares and serves coffee and tea following Sunday morning services. The
committee Chair ensures that supplies are purchased and recruits members to perform this function. In
the padt, the committee members have been soldly responsible for this function; but the Chairs are
strongly encouraged to ensure broad participation by members, rather than doing the job on their own.

All committees or groups wishing to use the kitchen or coffee equipment should obtain the permission of
the HC. The committee should ensure that complete instructions for setting up refreshments and cleaning
up afterwards are readily available, preferably posted prominently in both kitchens.

The committee should aso keep lists of caterers or other people who can provide hospitdity services
for specid events, such as memorid services or weddings. In some cases, the Hospitality Committee
may organize volunteer groups of membersto perform such services for the Society's members.

Meetings
For organizationa purposes only.
Budget

There is no charge for beverages, but donations are accepted. Donations should be passed on to the
Society Treasurer to be added into the Society's operating budget, and supplies should be paid for out
of the budget for committee. It is hoped that donations will be sufficient to offset the cost of supplies.
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Long Range Planning Committee

Number of members. 4 + Chair
Edtimated time commitment: 20 hourslyear

Purpose

Devedops programs for mgor building modifications and investments, consstent with the long-range
plans of the Society. This committee is reponsible for looking to the current and future needs of the
Society and developing along-range plan to see that those needs are met.

Selection Process

The Chair is elected at the Annua Meeting. Members are gppointed by the Chair.

Term Lengths
The Chair is elected for one year. Members of the Committee are eected for three years.

Requirements for Committee Members

The Chair and al members must be Members of FUSP.

Responsibilities

The committee investigates and identifies the long-range physica needs of the Society and reports on
these, as a continuing process, to the Society. The committee compiles comprehensive suggestions on
such needs and, with the authorization of the Board of Trustees, works to implement these suggestions.

In recent years, this committee has worked closdly with the Dream Team to develop afive-year
renovation plan for the physicd facilities of the Society.

Note: Until further notice, the members of the Long Range Planning Committee also serve on the
Dream Team, and carry out their long range planning responghilities through the Dream Team.

Dream Team

The Dream Team is an initiative to improve the gppearance of our church and to raise fundsin order to
implement the plans

Committee members with one or more of the following skills are needed:
To oversee large construction project
Torasefunds

To help determine where we are going
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Meetings
Asrequired.

Budget

Budget needed for mailings, to support Sunday services on Dream Team plans, and (if necessary) to
pay for consultants and other supporting services for projects.
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Membership Committee

Number of members. 9 (including Chair)
Edimated time commitment; 5-10 hoursmonth

Purpose

The purpose of the Membership Committee is to foster membership in FUSP by greeting newcomers,
encouraging their integration into our Society by joining and becoming involved, and helping to maintain
current members sense of belonging to FUSP.

Selection Process

The Chair is dected a the Annual Mesting. Members are gppointed by the Chair.
Three new members are selected each year for three-year terms. Any additiona members needed as
replacements are selected to complete the remaining terms of those they are replacing.

Term Lengths
The Chair is dected for one year. Members of the Committee are appointed for three years.

Requirements for Committee Members

The Chair and al members must be Members of FUSP. Members of the committee should be familiar
with Unitarian Universaligt principles and our Society's affiliation with the UUA.

Responsibilities

The Membership Committee carries out its purpose in various ways.

Staffing the membership table on Sunday mornings, greeting vistors, providing information on FUSP
and the UUA, explaining how to become a member, reaching out to visitors and newer membersto
encourage their participation, as well asin reaching out to longer term members. The welcoming
table must be saffed every Sunday throughout the year (including summer months), and other duties
in this area must aso be continued throughout the summer. Maintain a schedule for rotation of
members respongible for staffing table on specific Sundays. Each member needs to staff the table
about once amonth.

Finding and ingtructing two greeters for each Sunday worship service.
Coordinating plans for membership growth.

Publishing a church directory each fall.

Maintaining a database of church members and friends.

Assgting in the welcoming of new members by hogting or attending a socia event.
Assging in the Service of Welcome for new Members.
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Maintaining the records of officid membership (adding new Members, verifying current Members,
and removing inactive Members) and provides a count of Members for the UUA.

Working with the minister before September 1 to identify new member Sundays and dates for New
U course. (Chairpersons)

Coordinating "Bring-a-Friend" Sundays to occur &t least twice a yesr.

Taking a proactive role in recruiting new members by holding more frequent (once a month)
informational meetings (in addition to New U), providing tours of church, and information on how to
become a member.

Contacting the Board liaison monthly with an update of committee activities, and reporting any
difficulties or help needed.

Maintaining vistor brochuresin pews and member packets for welcoming table.

Advisng the chair of the Publicity Committee of any assistance you need in publicizing New
Member Sundays, the New U Course, Tours of the Church and Informational Meetings (for
potentia members), and any other membership occasions.

The committee consgts of 9 persons, of whom oneisthe chair.

Members of the Membership Committee should be available at least one Sunday per month to be at the
membership table. Additiond time is needed for telephoning and for specid events.

The Membership Committee benefits the Society by helping the membership to grow and helping
members to become more involved in the life of the congregation.

Committee members get to know members of the Society, both old and new, making a contribution of
time and effort and thereby feding more integrated into the Society themselves.

Steps to Membership
1. Vigtor fillsout form to vigt the Minider.

2. TheMiniger writes afollow-up letter as soon as possible following the request, or invites those who
express an interest to meet for an hour or so. After anew member joins, the Minister gives the new
member a FUSP Membership packet.

3. The new Member fills out a Congregational Record card and signs the Membership book.
4. The Miniger asks the new member for a pledge.

5. TheMinigter provides an interest form, "Tel Us about Y oursdf,” to be filled out and returned the
next Sunday.

6. The Office Adminigrator adds the information from the Congregationa Record card to the
computer so that the new member receives The World and other UUA materid.

7. New members are asked to join the New UU course led by the Minister.

8. New Members are invited to a party or reception and to formal recognition in a Sunday Service for
New Members.
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Meetings
Once per month (3 hours).

Budget

Needed for hosting socid events, cresting or purchasing pamphlets for distribution at the membership
table, postage and copying, publication of directory, and database software.
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Ministerial Leaves

Number of members. 2 (plus the Minigter)
Edtimated time commitmernt: 2 daysyear

Purpose

Represent FUSP at Leadership Leaves Council meetings and report to Trustees as required.

Selection Process

The Chair is elected at the Annua Meeting. Members are appointed by the Chair.

Term Lengths

1year. (Members should serve for more than one year a atime. It isvery difficult to keep up with
council meeting subjectsin only two meetings)

Requirements for Committee Members

Should be able to represent FUSP a meetings, usualy on Sundays in Summit or Morristown. There are
2 meetings per year, typicadly in March and October.

Responsibilities

Since the birth of the Centra New Jersey Leadership Leaves council in 1967, FUSP has been one of
the 6 member societies. The Plainfield, Morristown, Princeton, Lincroft, New Brunswick, and Trenton
Churches joined forces to better provide their ministers with the sabbaticals our denomination
recommends for its professond religious leeders every Sx years.

Our minigter, who is automaticaly one of FUSP s representatives on the Council, is entitled, under the
program, to have a5 month sabbatical leave every sx years. The council raises monies to support the
sabbaticals by assessing each member Society 1% of its operating budget each year, minus any debt
retirement service. These funds are then distributed each year according to the following formula: 3/4 to
the minister going on sabbatica and 1/4 to the church whose minister will be away. In addition, the
Council provides minigters, sermons, and services for the society whose minigter is absent.

By the Leadership Leaves Council’s by-laws, our church is entitled to two lay representatives. The
Board of Trustees decided, in 1983, that these representatives should be appointed by the President of
the congregation for 3 year terms.

Meetings

The Didrict Ministeria Leaves Committee meetstwice ayear. The members of the Leadership Leaves
committee submit areport for each meeting. In addition, the Chair of this committee attends some
Board mestings.
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Budget

One percent of the FUSP operating budget goesto the Centra New Jersey Leadership Leaves
Council, to provide funding for each church in the year of its Minister's sabbatical.
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Music Committee

Term: 1 year

Number of members: 5-10

Estimated time commitment: Chair 5-10 hours/month; members 2-5 hours'month

Purpose

Selection Process

The Chair is elected at the Annua Meeting. Members are appointed by the Chair.
The Music Committee condgsts of the dected Chair and at least four additiona members.

Term Lengths

The Chair is elected for 1 year.

Requirements for Committee Members

The Chair must be aMember of FUSP.

Responsibilities

The Music Committee works in cooperation with the Minigter, the Music Director, and the Lay Sunday
Services Committee to provide or make arrangements for music at Sunday services or other meetings of
the Society. It isresponsble for defining the job description of the Music Director, and acts as liaison
between the Music Director and the Personng Committee,

The Music Committee may plan and carry out music programs throughout the church year a its
discretion and may charge a reasonable admission in order to support such events. It may aso asss the
Music Director with the chair. Its functions may include music selection and personnd attendance.

If there is a vacancy in the Music Director position, the committee furnishes information about the
requirements for the position to candidates and recommends a new Music Director to the Board of
Trustees.

Meetings

Monthly.

Budget

The committee develops a yearly music budget and recommends it to the Board of Trustees.

The Music Committee conducts an annud review of the Music Director and makes recommendations to
the Personnel Committee regarding this review and any salary adjusments it deems necessary.
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The Committee engages competent people to repair and service the musica instruments owned by the
Society, as needed. It certifies for payment by the controller amounts billed for maintenance of such
instruments when sarvice is satisfactorily completed.

66 9/12/02 Commdesc2002-03.doc



Newsletter

Number of members. 1 or more
Estimated time commitment: The primary editor spends 20 hours amonth. The secondary editor
gpends 8 hours amonth. The mail preparers spend 3 hours a month.

Purpose

The purpose of the newdetter committee is to prepare and distribute monthly newdetters for FUSP.

Selection Process

The Chair is dected at the Annual Meeting. Members are gppointed by the Chair.

Term Lengths

Oneyear.

Requirements for Committee Members

The Newdetter chair must be well organized and extremely rdiable, but need not be a Member of
FUSP (probably better to have aMember in this position).

Responsibilities

The newdetter isthe primary communication link to the membership. It provides the caendar of
activities Sunday services, committee meetings, socid and service activities, and other announcements
of importance to the life of FUSP. It dso serves as aforum for sharing idess.

Two people are required for al phases of production except printing and folding/callating/labeling. An
outsde printing house is used for producing the copies. A team of 6 membersis needed to prepare the
newdetters for mailing (folding, collating, and labeling).

Producing a newdetter is a chalenging operation that involves both structure and crestivity. Tight
organization and forward planning are required to get dl the pieces together under severe calendar
condraints. Intimate knowledge of al that’'s going on in the church is not only necessary but interesting.
The creative aspects are most exciting, as we get to decide the contents and appearance of each
newdetter.

The newdetter stands on its own, not being approved by the Board or any other group. So, while it can
influence the views of our church and its members, we dso have to bear a position of respongbility.

Tasksinvolved:
Desgn the overdl design of the newdetter
Find people to write feature articles
Collect articles, milestones, etc.
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Edit articles

Lay out the newdetter

Sdect printing company

Déliver to the printer; verify work

Déliver printed newdetters to the church

Make arrangements with mail preparers
Veify postage costs

Approve money transfers to newdetter account
Determine annud budget

Meetings
None.

Budget

There are only two costs for producing the newdetter: printing and postage. Currently, printing
averages $240/month and postage (3rd class) averages $65/month.  So the total budget is around
$3,000/year.
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Office Administration Representative
Term: 1 year

Number of members. 1

Egtimated time commitment: 4 hours'month

Purpose

Acts as supervisor/liaison with the Office Administrator (apaid aff postion) and oversees office
budget.

Selection Process

The Chair is elected at the Annua Meeting. Members are appointed by the Chair.

Requirements for Committee Members

Must be a Member of FUSP.

Responsibilities
Supports Office Adminigrator in working well with other staff.

Monitors needs of the Society office. Provides for coverage of the office in the event that the Office
Adminigtrator is absent.

Seeks and processes input of FUSP members and friends on the Office Adminigtrator's performance.
Checks office expenditures.

Checks and maintains office equipment.

Recommends a yearly budget for the office.

Reviews performance of the Office Administrator yearly and presents sdary recommendations to the
Board.

Updates job description and staff policy description.

Computer Equipment

The Office Adminigtration Representative a o works with quaified people to set up and maintain
church software and hardware for the benefit of the staff and al church committees.

Keep the computer in operating condition (and if necessary, select and purchase new hardware).
Provide necessary software.

Supervise data entry and retrieva of lists and information as needed.

See that the church database is backed up regularly.
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Meet with committee chairpersonsto assst in providing needed data.

Meetings

Meets monthly with office administrator; attends Personnd Committee meetings (3/year).

Budget

Covers office equipment and supplies. Largest expenseis for the copier. (Some funds are available from
the Bieber Fund.)
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Pledge Committee [formerly Canvass]

Number of members. Chair plus other members selected by Chair

Egtimated time commitment: 100 hours'year (mostly in winter/spring)

Note: The Pledge Committee Chair is dso amember of the Finance Committee,
Purpose

Conducts annua pledge campaign for financia support of Society activities, Saff sdaries, and facility
maintenance by Members and Friends. There is a Pledge Chair and Co-Chair each year to lead a
broad-based campaign.

Selection Process

The Chair is dected at the Annual Meeting. Members are gppointed by the Chair.

Term Lengths

The Chair iselected for is 1 year.

Requirements for Committee Members
The Chair must be a Member of FUSP.
Responsibilities

The committee appoints other church members to provide assistance in conducting the annua campaign
for contributions.

The committee solicits contributions from new members as they are accepted into the Society
throughout the year.

Meetings

Attends Finance Committee meetings (four per year) plus Pledge Committee meetings (three or more).

Budget
Needed for mailings and pledge materids, possbly for outsde spegker for canvass training.
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Program Committee

Number of members. 5+ Chair
Edimated time commitment;

Purpose

To sponsor specia programs of interest to the congregetion.

Selection Process

The Chair is elected at the Annua Meeting. Members are appointed by the Chair.

Term Lengths
The Chair is elected for one year. Members of the Committee are gppointed for three years.

Requirements for Committee Members

The Chair must be aMember of FUSP.

Responsibilities

The Program Committee is responsible for sponsoring programs of interest for the membership, which
may include picnics, educationd or recrestiond outings, theatre parties, seminars, or other eventsto be
determined by members of the committee.

The committee dso schedules Bring-a-Dish Dinners (usudly monthly) and JuneFet (the annud dl-
church retregt).

Program Committee events may be free of charge or may be of nomind cost; but they are not to be
consdered fund-raising events. Seed money for events may be withdrawn from Program Committee
funds by voucher to the Controller; but such money should be returned to the Treasurer after the event,
to be recredited to the Program Committee account.

The Chair keegps a notebook containing arecord of dl events and any other information that might be
helpful to succeeding Chairs, and submits an annua report to the Board.

The Secretary of the Program Council keeps the minutes of each meeting and supplies each Committee
member and the Minister with a copy.

The Program Committee is respongible for scheduling its own events, in consultation with the Office
Adminigretor.

Publicity for Program Committee events is handled by the Program Committee, and appropriate notices
put into the Newdetter and Order of Service.

72 9/12/02 Commdesc2002-03.doc



Meetings

The Program Committee meets gpproximately once a month during the Church year and may meet
during the summer.

Budget

None.
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Property Committee (Inside and Outside)

Number of members: 2-10
Edtimated time commitment: The Chair typicaly spends 4 to 8 hours per week on average; committee
members generdlly contribute about 4 hours per month.

Purpose

The Property Committee charge is to provide an attractive and comfortable facility for our members and
othersthat seek a place for worship and mutual support. The committee oversees that the exterior
grounds are clean and inviting; the building is safe and hospitable; and the future needs of the Society are
anticipated. To baance these respongbilities, the Committee is divided into two parts, each with a
chair: Ingde and Outsde Property. Thetwo chairs function as ateam to meset the overdl facility
objectives, and utilize the same budget.

Selection Process

Each Chair is eected for one year. Members of the Committee are recruited by the Chair.

Term Lengths
Each Chair is elected for one year.

Requirements for Committee Members

Each Chair must be a Member of FUSP.

Responsibilities

Inside Property: Theinsde property committee observes the condition of the property, noting
discrepancies on an ongoing basis, and accepts discrepancy reports from members and attendees of
various functions; takes corrective action on atimely bas's (where possible within the budget); consults
with Area Champions and any pertinent committees (such as Arts, Memorids, and Dream Team) where
gppearance or long term impact isinvolved; and maintains a supply of cleaning materid for the Sexton.

Responghhilities include the following:

1. Careof dl building interiors (induding walls, cellings, floors, windows, plumbing, hesting, ar
conditioning, fire darms, burglar darms, pest control, dectrica wiring, and appliances) and exteriors
(including roofs, wals, and windows).

2. Careof those externd structures not covered by the outside function (including signs, lamps, fences,
walls, and parking lots).

3. Careof deaning tools (such as vacuums, brooms, etc.), building tools (such as ladders, hammers,
screw drivers, etc.), and grounds tools (such as lawn mowers, hoses, blowers, shovels, etc.).

The Chair:
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Makes arrangements for the purchase of supplies

Supervises hours and performance of the Sexton, giving encouragement and direction. Reviews
descriptions of Sexton's duties and, with the Sexton present makes changes or revisons as

necessary
Arranges for pest control

Monitors and authorizes payment for fire insurance and ingpections and repair of fire detection
sysems

Authorizes payments for services and materids

Programs thermogtats and lighting timers, to minimize costs while providing adequate comfort,
making seasond adjustments as needed to include daylight savings time changes

May organize work parties or hire outside help
Arranges for remova of snow and ice
Arrangesfor lavn mowing

Creates an annua budget (subject to the gpprova of the Finance Chair and the Board of Trustees)
to cover expenses for the above responghilities and those of Insde Property.

Currently, the Sexton is part time with duties that include cleaning only, no maintenance.

The estimated time commitment for the Chair is4 to 8 hours per week on average. Highly skilled
volunteers could reduce this amount considerably.

Unskilled committee members tend to increase rather than decrease time spent by the Chair.

Outside Property: The outsde property function includes landscaping and related activities, including
placement and care of shrubs, trees, patios, wakways, and gardens.

The Outside Property committee observes the condition of the grounds and accepts inputs from other
committees and members where gpplicable; corrects problems and improves the gppearance in atimely
manner as available funds permit; and provides budget requirements to the Insde Property Chair, with
an eye toward sgnificantly improving the gppearance of the grounds every year.

Memorials

The Outside Property Committee also creates a Memoriads Committee that overseesthe maintainance
of the Memorid Garden.

The committee designates a member to order name gtrips for the memoria stone, and to plant ad
maintain memoria garden.
The Memorids Committee is available to advise and carry out the wishes of family and congregation

when degth of afamily member occurs and the establishment of amemorid isdesred. Consderation
will be given to:

The form amemorid will take
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The persondity of the deceased
The needs of the congregation
Satisfaction of the survivors
Financid means available

With gpprova of the Board of Trustees, the Committee may sponsor afund-raisng drive to finance a
memoria or to augment funds initially donated for that purpose.

The Committee solicits advice and assistance in areas not within the expertise of the Chair or members
of the committee when judgement of specidists or professonas among the congregation is needed for
the selection and acquidtion of asuitable memorid, beit an object of art, aliving plant, or afunctiona
item.

Upon receipt of gifts or money for memorid purposes, the Committee sends a card of gppreciation to
the donor and one to members of the family informing them of the gift.

The Committee may dso assigt the family, Minigter, and Presdent in arranging memorid dedication
services.

The Committee assgts in the planning of any repairs, retoration, or modification of church buildings or
grounds, and in the planning of church celebrations such as anniversaries and commemorative services.

Meetings
At the discretion of each Chair.
Budget

The Property Committee' s budget covers dl direct expenses related to maintaining the facility. The
committee aso has some influence in the dlocations of other budgets, such asthe Sexton’s sdary and
Long Term Flanning.
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Publicity Committee

Number of members; One or more

Estimated time commitment: Several hours per month (occasionaly more)

Purpose

To hdp committee chairs, the Minigter, and other persons organizing events to publicize activities of the
Society that are of interest to the larger community.

Selection Process

The Chair is dected at the Annual Meeting. Members are gppointed by the Chair.

Term Lengths

Oneyear.

Responsibilities

The Publicity Committee plans, develops, and executes promotiona projects to spread awareness of
the Society and its activities to the generd public in the Plainfidld area. It arranges for church
advertisements to be placed in one or more newspapers having generd circulaion in the Plainfield
community.

The Committee maintains arecord of charges for ads, szes, and the deadlines for submitting them to
each newspaper, and meets deadlines. Thisinformation should be furnished to al committeesinvolved
in activities of public interest, such as the Membership Committee, Program Committee, Worship
Committee, Music Committee, Arts and Memorials Committee, and the REC. Having the schedule
enables these committees to plan their publicity.

The chair will consult as needed with any committees needing publicity. Committees are responsible for
identifying their publicity needs and for working with the Publicity Committee to develop a publicity

plan.

The committee will obtain al possible avenues of publicity for church events open to the public, such as
Act IV productions, Rummage Sdes, Arts & Crafts sales, and Holiday sdes.

The Publicity Committee prepares press releases rdlating details of any church or church-sponsored
activity open to the public. In this connection, they may invite an interview or attendance by a
newspaper correspondent on specia assgnment.

The Committee enligts people of talent to design colorful pogters or flyersfor use in promoting specid
church events, arranging to have posters displayed in public places throughout the community and, with
permission, in various shop windows. Any use of flyers should be planned so asto avoid creating litter.
The committee arranges for the publication of promotional material when needed for Denominational or
Minigterid purposes.
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The Committee eva uates the effectiveness of its various promotiona projects and reports at the Annua
Mesting.

Meetings

Occasond meetings with people or groupsto discuss their publicity needs. Many discussions can be
conducted by phone, correspondence, or e-mail, without the need for a meeting.

Budget

Needed for yellow pages listing for the Society, for occasiona newspaper ads (especidly around
holidays or when Minigter's column gppearsin loca paper). In addition, funds may be needed for other
materidsto ad publicity efforts (for example, sgns or bulletin boards).
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Religious Education Committee

Number of members. 9 + Chair
Edgtimated time commitment: 7 or 8 hours per month; 1-1/2 hours per week

Note: The Chair also sarves on the Board of Trustees.

Purpose

Oversees the Rdigious Education program of the Society, including both children's RE and adult RE.

Selection Process

The Chair and dl members are eected a the Annual Meeting. Three new members are elected each
year to three-year terms.

Term Lengths
The Chair is elected for one year. Members of the Committee are eected for three years.

Requirements for Committee Members

The Chair and al members must be Members of FUSP.

Responsibilities

The Rdigious Education Committee (REC) is a group of nine people dected by the congregation to
devote their united efforts towards the religious education of members of the Society with particular
emphasis on programs for children and youth.

At least one member of the Committeeisto be 21 years old, or younger, and preferably a student or
former student of the Church School. The Chair may choose membersto serve in various postions
(such as Secretary and Treasurer). One member of the Committee is designated as a member of the
Personnd Committee as required by the By-laws.

The REC is expected to develop a philosophy, establish goa's, select curriculum, help recruit and
support ateaching staff for the Church School classrooms. It also provides programs for adults,
encourages participation in both Sunday school and adult RE programs, recruits and recommends to the
Board a Director of Religious Education (DRE), negotiates a contract with the DRE, including proposed
sdary and hours, and oversees the DRE's work.

The committee dso oversees the physica state of classrooms, audio-visud equipment, resource and
supply cdosets, and the Religious Education library.

The DRE, with the support of the REC, recruits teachers, and substitutes for the Church School. The
DRE provides workshops and training sessions for the teachers and, with the assistance and support of
the REC, encourages and recognizes volunteer efforts on behdf of the children and youth in the

program.

79 9/12/02 Commdesc2002-03.doc



The REC plans events for members of the Church School and intergenerationd events for families. It
aso plans programs for adultsin coordination with other committees, epecialy the Program
Committee. To implement this, it may create an Adult Education Committee with a member of the REC
asaliason. To make the congregation aware of these planned activities, plus the programs offered by
the Church School, the DRE assisted by the REC, prepares and distributes a Religious Education
Prospectus.

The President of the Society and the Minister are members ex officio of the REC. Activities of the REC
and Church School are announced through the Newd etter and any other means deemed appropriate.

Meetings

The REC meets monthly at atime agreed on by dl members. At these meetings the DRE submitsa
report concerning the program that includes regidiration, atendance, evaluations of existing or past
programs, and overviews of programs planned. Regular meetings are adso open to members of the
congregation.

Budget

The committee prepares an annua budget to submit to the Board for gpprova, and monitors ongoing
expenses for the RE programs. The REC (or in emergencies, the Chair) reviews mgor expenditures
before they are made.
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Social Justice and Outreach

Number of members. 1 (Chair) + specid committee chairs
Egtimated time commitment: 2-4 hours per month

Purpose

The Socid Justice and Outreach Coordinator:

1. Provides coordination of all socid justice and community outreach activities at FUSP.

2. ldentifies or recruits volunteers for specific initiatives instead of large, catch-al committees.
Thisis purely a coordinating position; dl of the specific action and outreach initiatives are handled by
specia committees.

Selection Process

The Chair is elected at the Annua Mesting. Specid committee chairs are appointed by the Social
Justice and Outreach Chair.

Term Lengths

The Chair is elected for one year.

Requirements for Committee Members

The Chair must be aMember of FUSP.

Responsibilities
The Socid Jugtice and Outreach Chair has the following respongbilities:
Identify and recruit Chairs and/or members for special committees performing outreach activities.

Keep track of people resources within FUSP and make that informetion available to specia
committee chairs.

Work with specia committees to provide volunteering opportunities for FUSP members.
Identify funding needs and work with specid committee chairs to develop fund-raising plans.
Communicate with the Board about ongoing and new initiatives.

|dentify relevant community organizations and provide contact information for interested individuals
or committees at FUSP.

Facilitate communication among different action and outreach initiatives, including current projects
(Socid Action, Food Pantry, Anti-Racism, Latino Neighbors Outreach Ministry, Homeless Project,
Bound Brook Flood Project, Socid Justice Task Force for Plainfield Partnerships) and new
projects to be devel oped.
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Meetings

As needed.

Budget
To be determined.
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Social Action Committee

Number of members. 1 to many
Estimated time commitment: 1-5 hours per week
Purpose

The Socid Action Committee of the First Unitarian Society of Plainfield exists to provide the members
of FUSP with ameans of effecting changesin our society. The Committee will identify current
conditions, locd, nationd, and internationd, that are contrary to the Seven Principles of Unitarian
Universaism. Issues will be presented to interested members of FUSP dong with a specific plan of
action.

Selection Process

The Chair isrecruited by the Socia Justice and Outreach Chair. Members are volunteers.
Responshilities

The Chair organizes the work of the committee, working with committee members to gather information

and develop proposas for action, and calling meetings as necessary. The Chair may aso recruit
members for the committee, to ensure that the committee is representive of the congregation.

Members contribute ideas and gather information about specific issues of interest to the committee, and
provide aforum for discussing and refining plans of action.

Meetings

Occasiond meetings, generdly at FUSP. Some actions may aso involve participation by members of
the committee.

Budget
Minimd: samps for mailings, when not otherwise provided.
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Antiracism Committee

Number of membears; 1020
Edimated time commitment: 2—6 hours/month

Purpose

To make our Society a more welcoming place for people of al races and ethnicity, to educate the
congregation on antiraciam, to identify and act on racia issues in the congregation and the community at
large, and to be the foca point for driving and coordinating the effort to become an anti-raci<t,
multicultura inditution.

Selection Process

The Chair is appointed by the Socid Justice and Outreach Chair. Members are volunteers.
Term Lengths

One year.

Requirements for Committee Members

Membership is open to al who have taken the one day training seminar, and are committed to becoming
antiracist in themselves and to ending racism in the denomination and the country at large.

Responsihilities
The objectives of the Antiracism Committee are to:

Lead FUSP efforts towards becoming antiracist and multiculturd.

Understand and oppose racism within oursalves and our congregetion through a program of

educstion.

Make our Society a place where people of dl races and ethnic groups fed welcome.

Identify and act on issues and problems that grow out of racism and racist policies and practices

and that concern our congregeation, loca communities, our denomination, and the nation as awhole.
The Antiracism Committee works towards these objectives through its Open Hearts, Open Doors
training seminar and other training programs, open to al members and friends and taught by Committee
members, Sunday Services on racism, book discussion groups, and working on community projects
towards ending racism. The Committee aso andyzes racism within the church and its programs to
make suggestions on way's to make them more welcoming to people of color. Through the Newdetter,
it cals atention to sgnificant issues. The Committee also participates in denominational programson
racid judtice.
Meetings
Firs Monday of each month.
Budget

Needed for training workshops, educational materids, outside soeakers on antiracism, and funding
community projects that support antiracism.
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Community Outreach Committee

Number of membears, 15-25
Edimated time commitment; xx
Purpose

To promote the active involvement of the Society and its members in projects to support and promote
the needs of our extended community. Extended community is defined primarily as the community of
Plainfield, where our Society is located, but aso includes the communities where our members are
located.

The committee also supports and works with other UU congregations and participates in UUA outreach
activities.

SHection Process

The Chair is appointed by the Socid Justice and Outreach Chair. Members are volunteers.

Term Lengths

One year.

Responsihilities

The committee serves as the recipient for dl information and requests from our members, locd
organizations, and UU- connected service organizations concerning community outreech activities. The

committee coordinates dl existing community outreach activities, often working with other FUSP
committees.

The committee aso generates ideas for new projects and coordinates information about proposas and

requests for new services, directing them to members who are dready involved in related activities or, if
no related projects are ongoing, determining whether the Society should become involved in supporting
such projects.

Examples of community outreach activities include, but are not limited to, the following projects:
Maintaining an active lig of al community-related activities and the FUSP member contacts for each
Periodicaly digtributing alist of dl volunteer activities for current and new members

Sponsoring (at least once ayear) a meeting for dl members involved in community-related activities
for the purpose of generating support, coordination, and knowledge of dl activities

Working with other area churches to combine resources

Some past projects included Camp Know-How (summer activities for junior high school students),
Make a Difference Day, Aids Memoarid Service, holiday gift gathering, and NetDay (helping loca
schoolsingdl computer networking facilities).
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Meetings
Budget

86

9/12/02

Commdesc2002-03.doc



Food Pantry

Number of members: xx

Edimated time commitment: xx

Purpose

SHection Process

The Chair is gppointed by the Social Justice and Outreach Chair. Members are volunteers.

Term Lengths

One year.

Requirements for Committee Members

Responshilities

The Food Pantry distributes food to those who need emergency assstance. This Committee provides a

link to the immediate community to help those less fortunate than most of us. Thefood is distributed on
dternating Saturdays mornings for two hours.

The purpose of the Food Pantry isto help those who are in need of short term food supplies until other
agenciesthat provide sustained assistance are able to provide relief.

The Food Pantry has approximatey 20 members. All are active at some point during the year. Time
commitment may be as much as two hours per month.

Participation in the Food Pantry may give members the feding of satisfaction that they are helping to
solve an important problem.

Meetings
Budget
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Treasurer

Term: 1 year

Edimated time commitment; 25 hoursmonth

Note: The Treasurer is adso amember of the Finance Committee.
Purpose

To deposit dl operating and miscd laneous funds and send quarterly statements to Members and
Friends who have made a pledge to the Society.

Selection Process

Elected at the annud mesting.

Requirements

Must be a Member of FUSP.

Responsibilities

The Treasurer collects and deposits dl income of the Society and credits such income to the
appropriate accounts. The Treasurer reports income received by account monthly to the Finance
Committee Chair.

The Treasurer dso maintains pledge cards and sends quarterly statements to al who have pledged
ingalment payments.

Meetings

Attends Finance Committee meetings (four per year).

Budget
Pogtage and mailing expenses. Funds drawn from Finance Committee budget.
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Worship Committee

Number of members: 10
Edimated time commitment; 2-4 hoursmonth The Chair needs to contribute at least 2 additiona hours
per month to coordinate activities of the committee.

Purpose

To ensure that worship services reflect UU values and provide opportunities for spiritua reflection,
intellectud simulation, and fedings of religious community. To achieve this end, the Worship
Committee provides coordination among the various committees that support worship services,
establishes a planning process for services, and evaluates past services to recognize excellence and
identify needed improvements.

To plan Sunday worship services led by members or outside speakers.
The Worship Committee also coordinates Announcements, Chdlice Lighting, Howers, and Usher
Coordination.

Selection Process

The Chair is elected a the Annua Meeting. Members are appointed by the Chair.
The Worship Committee should include the Minister, Music Director, and Religious Education Director,
and may also include other members as needed.

Term Lengths

The Chair and dl members of the committee serve for one year.

Requirements for Committee Members

The Chair must be aMember of FUSP.

Responsibilities

Workswith Minister and lay leaders to plan and execute worship programs throughout the year.
Specific responghilities indude the following:

Get information about the Minister’ s schedule for services during the year
Schedule services to be led by the minister and lay coordinators

Ensure that service planning isin place for the entire year (including summer)
Identify monthly Worship Coordinators who support worship leaders
Formélize the planning process for worship services

|dentify themes for series of services
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Coordinate service dements, induding music and art
Pan for some services to include RE students and intergenerationd elements
Coordinate with other committees that are affected or may provide input to worship services

Collect feedback on worship services (journd in sanctuary, suggestion box, surveys, etc.) and
ensure that appropriate responses follow

Ensure that recognition is given to those who provide worship services

Notify al affected committees in the event that a serviceis planned to run longer than the usua time
Propose aternate types of worship services (evening or weekday?)

| dentify services needing publicity and get any necessary information to the Publicity Committee

Related Committees

Members of the following committees may wish to attend Worship Committee meetings, but are not
required to be present. The Worship Committee should provide any relevant information to these
committees, and may ask these committee chairs to attend some Worship Committee mestings, to
ensure that dl of these committees participate in sypporting both in-year and summer services.

Music Committee

R.E. Committee

Publicity

Hogspitdity Committee

Arts Committee

Newsdletter

Web page
In addition, the Worship Committee may invite other committees to attend some meetings.
Committees supporting worship services need to schedule coverage during summer months to ensure
that the same person is not congtantly on call for the entire summer.

Lay Led Services

Lay worship leaders and coordinators are typically volunteers. Other participants may include guest
speakers, lay speakers, pandls of members, singers, dancers, actors, or other combinations of people of
al ages.

The Worship Committee is responsible for scheduling and for coordination between presenters and
other resources in the congregation (such as musicians or people knowledgeabl e about the sound
systemn). The committee should also work with presenters to make sure that a description of the service
appears in the Newdetter the month before the service, and that an Order of Serviceis provided to the
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Office Adminigtrator early in the week before the service. Findly, the presenter and committee should
remind the Office Adminigrator to put the title of the service on the sign in front of the building.

The format of services may be smilar to that used by the Minister or may be completely different, with
experimentd staging, specid music, adramatic presentation, or multi-media presentation. The theme
may be serious (a condderation of mord and ethicad dilemnas) or lighthearted (a humorous look at the
human condition). The god isto move people, celebrate what we find of worth, and creete a patterned
sharing in community, engaging each other in a degper examination of our lives and larger concerns, and
not merely lecturing or performing.

This committee hel ps the society and the Minister to create awe coming community and to add variety
to the worship service. It dso helps usto minister to each other.

Participants in lay Sunday services can explore their spiritudity, articulate and expresstheir vauesin
cregtive worship, and share with others while degpening their own sense of meaning in life. It isthe best
way to get to know other members, to express the diversity of our congregation, and to find common
ground among a variety of viewpoints.

Announcements

The Worship Committee should schedule Board members or committee chairs to read announcements
a Sunday services. { As of thiswriting, announcements are handled by members of the Board of
Trustees}

Announcements should be typed and placed in the Office Adminidrator's folder early in the week
preceding the service. For announcements that should be read from the pulpit, write “PLEASE READ
ALOUD” on the announcement. Announcements are most effective one or two weeks before an event.

No more than three spoken announcements should be given on any Sunday, with priority given based
on proximity of the event or importance to the Society asawhole. If too many announcements are
submitted, the Office Adminigrator should consult with the Minister or the Worship Committee Chair to
see which should be included. Additiona written announcements can be included in the Order of
Service.

Chalice Lighting

Edtimated time commitment: Haf an hour (or less) each week

The Worship Committee schedules members or friendsto light the chalice at Sunday services (both
Minigter- and lay-led services) throughout the year (including the summer). Chalice lighters make a brief
gatement or presentation, then light the chalice at the front of the Sanctuary.

The committee ensures that someone is scheduled for each Sunday. For lay-led services, the service
organizer may sometimes make arrangements for a chdice lighter.
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Flowers

The Worship Committee arranges to help beautify the sanctuary for Sunday services by providing
flowers or other decorative items donated by members, and to arrange for the lighting of the Robinson
Window.

The Worship Committee schedules floral contributions for display during church services. Garden
flowers, wildflowers, commercid flord displays, or other appropriate “things of beauty” are welcomed.

The committee develops a calendar on which members can sign up to donate flowers during the church
year, and coordinates with other committees, such as Sunday Services or REC, to determine dates on
which they will have specia services not requiring flowers.

The committee maintains arunning list of dl flower donors, informs the Secretary of the names of
donors, and arranges for acknowledgementsin the Sunday Order of Service and for articlesin the
Newdetter.

The committee checks with donors about two weeks before they are scheduled to provide flowers, to
determine whether they will order from alocd florist or provide an arrangement of their own, and to
check on the wording to be used to acknowledge the gift in the Order of Service. The committee should
send aletter of acknowledgement to the donor to confirm the instructions and to inform the donor of
any required payments (if they are using the florist recommended by the Society), and should make sure
that the acknowledgement is given to the Office Administrator to put into the Order of Service.

If the donor wishes to use the Society's florigt, the committee can cal the florist with an order. In that
case the committee should pass the hill to the Controller and, when donors pay, pass their checks on to
the Treasurer.

For the annua Flower Communion service, the committee should ensure that enough flowers are
avalablefor dl of the congregation.

The committee aso coordinates the lighting of the Robinson Window.

The committee supervises care of flower vases, containers, and stands.

The committee is available for consultation with other committees involved in specid presentationsin the
sanctuary.

Usher Coordinator

The Worship Committee should identify a person to act as coordinator for ushering. The coordinator
can recruit up to 20 ushers for Sunday services and other specid events.

Egtimated time commitment; Two hours/month for coordinator
Two hourg'service for ushers

The Usher Coordinator should schedule two ushers for each Sunday service, as wdl as any additiona
gpecid services. The Coordinator is responsible for engaging as many different people as possible to
serve as ushers and assure that the Sanctuary is properly prepared for Sunday services.
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The Coordinator should schedule ushers to be avallable every Sunday morning and should aso provide
training to ensure that ushers understand the tasks to be done to prepare for, conduct, and close up
after Sunday services.

Ushers should perform the following tasks for Sunday services.

93

Arrive 20 minutes before the commencement of the service.
Fold programs and insert materias when requested.
Turn on the amplifier and check the microphones to make sure they are working properly.

Check thermostat for comfortable temperature setting. For proper ventilation, open or close upper
windows or doors. In warm wegther, block the outside doors open.

Put ice water on pulpit.
Open dl four doors leading to the sanctuary.
Get flowers from the kitchen and place then on the table in the chancd.

Turnon dl lights, including the light to the right of the organ and the light switch on the column facing
the chancdl. Turn on the pulpit light.

Check availability of copies of minister’s sermon notes. If available, give copies to members known
to be hard of hearing at services.

As people arrive, greet them and give them a copy of the Order of Service. Try to guide people
toward the front, saving the seats near the entryway for late arrivals. Be especidly welcoming to
vigitors, and point out name tagsif they wish to wear one. (It doesn't hurt to encourage membersto
wear them too!)

Remove offering baskets from the closet in Minister’s study.
Put out extra chairsif needed.

During the sarvice, remain on duty. If anyone needs assstance, help them. If ababy is crying, tell
the parents they can take them into the Minister's study (if necessary, they can even listen to the
sermon there). Allow sesting only between items on the program.

Recaive the morning offering. Ushers should move up the aide together. After receiving the offering,
the ushers should place the baskets with the offerings in the Minister’ s study closet and lock the
doors.

Make a head count of al persons in the Sanctuary, including the choir and ushers (not indluding
children unless no RE program is given that Sunday). Enter the number of people attending the
sarvicein the record book (normally kept near the Orders of Service). Also make a note of the
sermon title, weather, and the names of the ushers. Kegp the attendance book closed when not in
use.

At the end of the service, open the doors into the entryway by the organ, leading from the sanctuary
into the Parish Hall.
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After the sarvice, extinguish candles, turn off the lights, microphones, and amplifier, reset
thermodtats to the proper settings, remove flowers, close windows and doors, remove water glass
from the pulpit, and put away any extra chairs. If no one who is authorized to lock the sanctuary is
remaining there, lock and darm the sanctuary.

Meetings

Worship Committee meets monthly.

Budget

The Worship Committee needs a budget for outside speaker honorariums, expenses, publicity,
musicians when Music Director is not available, replacement of worship supplies, and occasona out-
of-date calls.
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Special Committees Defined in the Bylaws
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Church Council

Purpose

The Church Council facilitates communication, coordination, and scheduling among dl of the Society's
committees.

Selection Process

The Church Council is composed of al committee Chairs (elected, appointed, and volunteer).
Responsibilities
Coordinates programming, trains committee chairs, and facilitates Board/committee communications.

Meetings

Mests quarterly.

Budget

None.
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Committee on Ministry

Number of members 6
Estimated time commitment: Two to four hours per month

Purpose

The Committee on Ministry evauates the overdl hedth of the Society, including both professona and
lay leadership.

During aninterim year, the committee may act as a Trangtion Team to consult withthe Interim Minister
concerning the work needed to prepare the congregation for the trangtion to a new settled minister.

Selection Process

The Committee on Ministry consists of six (6) members of the Society, eected by vote of the
membership a the Annual Mesting. No Officer or Trusteeis digible for dection. Two new members
are dected each year for three (3) year terms commencing July 1. No Member can serve for more
than six (6) consecutive years. The Committee dects its own Chair & the beginning of each new church
year. In addition, the Minister and the Director of Rdligious Education are non-voting, ex officio
members of the Committee on Minidtry.

Term Lengths
Each member is normally dected for three years.

Requirements for Committee Members

The Chair and al members must be Members of FUSP.

Responsibilities

The Committee on Ministry has aleading role in promating the overdl hedth of the Society's shared
minigry (lay and professiond), aswell asin identifying problems that need to be resolved. This
Committee counsals with the Minister and Director of Religious Education regarding the effectiveness of
the congregation's ministry, confers on priorities, provides feedback on congregationa matters, and
generdly promotes the overal ministry of the congregation. The Committee |eads the assessment of the
congregationd ministry and, together with the Minister, educates the congregation about shared minigry.
The Committee is responsible to the Board, the Minigter, and the Director of Religious Educetion, and
reports regularly to the Board of Trustees on the state of the Society's Minidtries.

In the event that the Board of Trustees concludes that a Situation is developing that might ultimately
require that a change be made in the occupant of the position of Minigter, the Board of Trustees and the
Committee on Minigtry arrange to discuss the matiter with the incumbent present, and endeavor to work
out acourse of action to which al parties concerned can fully subscribe.
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Meetings

Monthly.

Budget

None.
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Nominating Committee

Number of members: 10

Estimated time commitment: Two to four hours per month, except in January through April when the
commitment is closer to two hours per week.

Note: Members of the Nominating Committee are not eigible for Board positions for one year.

No Officer and not more than one (1) Trustee may serve on this committee at any time.

Purpose

The Committee serves throughout the entire Church Y ear for the purpose of sdlecting and presenting
candidates for al open offices and positions a the Annua Mesting of the Society. On request, the
Nominating Committee also advises and assists the President and the Board of Trusteesin sdlecting
personnd to fill such vacancies as may occur, including sdection of Chairs for Speciad Committees (who
are not elected).

The Society benefits by having good leadership in key positions and on committees. Thisisthe
commitment of the committee to the Society.

Selection Process

Candidates for the Nominating Committee are nominated by the Board of Trustees and elected by the
Members of the Society at the Annua Meeting. Members of the Committee eect their own Chair at
the first meeting following the Annua Mesting, but a Trustee member is not digible for that post.

A vacancy occurring in the Nominating Committee is filled by gppointment by the Board of Trustees
until the next dection, at which time the vacancy isfilled by eection for the remaining term of the dassin
which the vacancy exists. Candidates to fill vacancies arisng from unfulfilled terms are also nominated
by the Board of Trustees and dected by the Members of the Society at the Annua Meeting.

Term Lengths

Each member isnormdly dected for two years. Their terms are so arranged thet five (5) of the
members are elected each year. Any person who has served afull two (2) year termisindigibleto
serve another term until a least one (1) full year has el gpsed.

Requirements for Committee Members
The Chair and dl members must be Members of FUSP.
Responsibilities

The Nominating Committee keegps attuned to the needs of the church and identifies people for potentia
leadership positions.
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The purpose of the committee isto salect and present candidates for al open offices and postions a the
annua mesting of the Society and to advise and assist in selecting people to fill vacancies that occur
between meetings including noon-elected chairs of committees. The god isto be asinclusive of Society
membership as possible.

The Nominating Committee files, with the Secretary of the Society, awritten report naming candidates
for each dective pot to be filled, in sufficient time to permit posting conspicuoudy in the Society's
buildings, and mailing to each member, at least three (3) weeks prior to the Annua Meeting.

The committee ensures that al individuas accepting positions understand the responsibilities of the
position and are aware of the term of office they are to serve. Further, the committee should provide
position or committee descriptionsto al individua's accepting positions.

Committee members learn about the church, its activities and peoplein general. They become aware of
the direction and needs of the church and take part in the selection of its leadership.

The Nominating Committee maintains complete descriptions of dl of the Society's postions and
committees, and may revise committee descriptions to reflect changing needs and practices. The
committee may aso aid the Board in reducing the number of extraneous positions and committees.

The committee gathers information about the interests and abilities of members of the congregation,
ether through aforma survey or through conversations with members, and should aso try to ensure that
thisinformation is stored in the Society's database for future reference.

A long range vaue of the Nominating Committee isthat it helps train the leaders of the church.

Meetings

The committee meets as needed, a least monthly and dmost weekly from January to April (to prepare
the balot of pogtions for the annud meeting).

Budget

None.
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Personnel Committee

Number of members. 5

Egtimated time commitment: Vice-Presdent: 10-12 hoursyear. Chairs of Rdigious Education, Musc,
Property, and Office Adminigtration committees. 6-8 hourslyear.

Purpose

Develop Human Resources policies, coordinate employment matters, recommend and gpprove saaries
for staff members, and solve personnel problems.

Selection Process

The Personnd Committee conssts of five (5) Members of the Society, including the Vice-President of
the Society who chairs the committee. The remaining four members come, one each, from the following
Committees: Religious Education, Music, Property, and Office Adminidiration; and are appointed by
their respective committee Chairs.

Term Lengths

Normaly one year.

Requirements for Committee Members
All members must be Members of FUSP.
Responsibilities

The respongibilities of the Committee are as follows: to ded with personnel problems, to recommend
daff salariesto the Board of Trustees, to review staff job performance, to keep staff job descriptions
up-to-date, to perform salary surveys when necessary, and to keep staff policy descriptions up-to-date.

Meetings

Two to four per year.

Budget

None.
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Special (Ad Hoc) Committees
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Act IV

Number of members. 5-20
Edimated time commitment; xx

Purpose

Selection Process

The Chair is gppointed by the President. Members are volunteers.

Term Lengths

Oneyear.

Requirements for Committee Members
Responsibilities

Meetings

Budget

104 9/12/02 Commdesc2002-03.doc



Food Certificates Committee

Number of members. 7 regular and 3 extras
Estimated time commitment: 1-2 hours/week
Purpose

Sl food certificates to the congregation, with 5% of the proceeds going to FUSP.

Selection Process

The Chair (and Co-Chair) is appointed by the President. Members are volunteers.

Term Lengths

The Chair servesfor one year. Members can serve up to ten years.

Requirements for Committee Members

The Chair and dl members of the committee must be Members of FUSP.
Responsibilities

Chairs find coordinators for each of the supermarkets for which certificates are offered.

Regular members purchase food certificates at supermarkets and/or sell them at FUSP after Sunday
services. Extras can subgtitute for regular members.

Meetings

Very few, often at the table while sdling.

Budget
No budget needs (this committee is for getting, not spending).
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Ministerial Intern Committee

Number of members 5-7
Edimated time commitment; xx

Purpose

Conducts search for minigterid intern candidates, recommends a choice to the Board, offers support,
and evauates intern.

Selection Process

The Board appoints the Chair and provides alist of possible committee membersto the Chair. The
Chair selects the members of the committee.

Term Lengths

This committee is active only when the Board of Trustees determines that aministerid intern is desired.
Members of the committee serve through the recruitment phase and the resdency of the intern at FUSP.
In the pagt, interns have served a FUSP for either 6 months or 9 months. Currently, the UUA
recommends that interns serve from 9-12 months.

Requirements for Committee Members

The committee should be a representative group of members of FUSP. Members should adso have a
good understanding of what it means to be a Unitarian Universdi<.
Responsibilities
The committee has the following responsibilities
Plans and coordinates the search process.

Recommends a candidate to the Board of Trustees. Upon approva by the Board, the Chair signs
the contract (or Learning/Serving Agreement) prepared by the Minister and the Intern.

Pans awe coming reception after the service on the first Sunday the intern is present.

Observes the intern’ s performance and prepares the mid-term and find evauations required by the
UUA.

Offers support to the intern during the period of training and service at FUSP.

Acts as a conduit for communication between the intern and the congregetion, accurately conveying
and darifying the members views and perspectives to the intern.

At the beginning of the intern’ s term of service, the committee should prepare and present a written
introduction to the Board of Trustees (and to the congregation via the newdetter), explaining the nature
of the Learning/Serving Agreement, the areas of learning of theindividua intern, the education and work
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experience of theindividud intern, and the strengths that the UUA, as articulated in the Learning/Service
Agreement, expects the intern to share with a receptive congregation to make a sgnificant difference.

At the end of the internship, both the intern and the committee should prepare areport for the use of
future committees.

Meetings

Scheduled as needed, usudly severa times during the recruitment phase and most of aweekend during
interviews. After the intern’s arrival, the committee meets every other week until the mid-term
evauation is completed, then perhaps less often to the end of the contract term.  (Although the intern
meets weekly with the Minister for supervision, it may be helpful to invite the Minigter to attend the
committee meetings from timeto time. This could dso be initiated by the Miniger.)

Budget

Determined before formation of the committee, based on up-to-date UUA guidelines. Includes
reimbursement for travel expenses during recruitment. The budget for the intern should include
alowance for supplies and equipment required to fulfill the requirements of the job, professond travel
expenses, and free tickets for FUSP events.

References

Additiond information is contained in the Minigterid Intern Committee folder, including the following:

The UUA’s Ministerial Internships Information Manual (especidly Section 4 and Appendix E).
This committee should be sure it has the latest verson of this manud.

Sample Learning/Serving Agreement

Sample UUA Evdudion Forms

Genera Suggestionsand Tips

Suggestions for Office Use and Good Staff Relationships (by Arlene Cossum)
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Special Interest Groups
Cluster Groups

Men's Breakfast

Older and Wiser

Science and Religion
Singles

Women's Alliance

Words and Music

Young Adult

YRW
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Staff
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Minister

The Society may engage the service of aMinigter. The Minigter is chosen by the Society to be an
independent voice, both in the Society and the community.

Special Relationship of the Minister to the Society:

1. Membership. The Miniger isan ex officio member of dl committees except the Nominating
Committee and the Minigterial Relations Committee which act under these By Laws. The Minister
works in cooperation with the Society in dl metters under the adminigtration of the Board of
Trustees or the various Committees.

2. Responghilities. The Minigter is expected to be concerned with al aspects of the life and activities
of the Society, itswefare and its programs, including:

a. Responghility for cregting and implementing a substantia number of the regular Sunday
programs of the Society each year;

b. Acting as advisor to the Church School and to the Board of Trustees and various
Committees of the Society;

Preparing an Annua Report;

d. Peforming pastoral duties, such as marriages, ceremonies of union, funerals and memoria
services, dedication and naming of children, other rites of passage, and counsdling for
Members of the Society;

e. Undertaking other such respongihilities on behaf of the Society, the Unitarian Universdist
Association, and other appropriate organizations as are consstent with the Minister's
respongbilities to the Society.

Term.

The Miniger is engaged for an indefinite term, but a termination of employment becomes effective three
(3) months after resignation or dismissa, unless a some other time arrived a by mutua consent of the
Minister and the Board of Trustees.

Other Documents

This description is secondary to the descriptions of this position as stated in the Bylaws of the Society
and the Minigter's contract of employment.
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Director of Religious Education

The Board of Trustees, on recommendation of the Rdligious Education Committee (REC), may engage
the services of a Director of Religious Education (DRE), who works with and is responsible to the

Reli

gious Education Committee.

The DRE, with the support of the REC, recruits teachers and substitutes for the Sunday school. The
DRE provides workshops and training sessions for the teachers and, with the ass stance and support of
the REC, encourages and recognizes volunteer efforts on behaf of the children and youth in the
program.

The DRE has the following specific respongbilities:

113

Working with the REC to set annud and long-term gods for the RE program, including curriculum
mapping and devel opment.

Adminigtering the Sunday school

Keeping regular office hours, which are decided in consultation with the REC

Implementing the gods of the REC

Attending Board of Trustees meetings and REC meetings and presenting monthly reports to both

Recruiting, training, and supporting Sunday school teachers, and supplying curricular materid and
other resources for teachers

Acting as aresource and liaison to the Adult RE Committee, and attending Adult RE meetings and
asssting as necessary

Initiating RE activities and monitoring the effectiveness of RE programs (both in Sunday school and
Adult RE)

Coordinating at least two forums for parents each year

Obtaining supplies, purchasing curriculum materids, and submitting expense vouchers according to
the financid practices of the Society

Maintaining registration and attendance files, the RE library, records, and expenditures, and asssting
in budgeting as requested

Keeping the RE program caendar up to date

Submitting news of the RE cdendar to the Newd etter and to Sunday Order of Service
announcements

Maintaining good communication with parents, children, youth, and the congregation and sending
mailings as gppropriate

Providing orientation for al parents and guardians of young people digible for the " About Y our
Sexudity" curriculum and the "Coming of Age' program
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Other Documents

This description is secondary to the descriptions of this position as stated in the Bylaws of the Society
and the DRE's contract of employmen.

114 9/12/02 Commdesc2002-03.doc



Music Director (Organist/Choir Director)

The Music Director provides music for 42 Sunday services from September 1 through July 31, aswdll
astwo Christmas Eve services. The ten remaining Sundays of the year include a four-week vacation in
Augus and six lay-led services when the Music Director's presence is not required.

The Music Director is responsible for directing and developing the adult choir, sdecting music that is
gppropriate to the choir's ability and to aworship service, and for scheduling weekly rehearsas from
September through June.

The Music Director coordinates with both the Minister and the Worship Committee as needed, in order
to plan for the worship service. This can be done through regular saff and committee meetings or one-
to-one contacts, as needed.

The Music Director may aso serve as aresource person for Religious Education personnel, including
the Director, teachers, and Children's Choir Director, and coordinates children's musica participation in
the Sunday service when needed.

The Music Director is encouraged to involve congregationd musicians (insrumentalists and singers) in
worship services when mutudly desrable.

The Music Director is dso encouraged to maintain communication with both the congregation at large
and the Board of Trustees:

Attending Board meetings as needed
Writing articles for the monthly Newdetter
Providing music notes for the Sunday order of service

The Music Director periodicaly reports to the Music Committee at mutualy agreed upon intervals, and
may request support and assstance from the Committee as needed. The Music Director also
participatesin an annua Job Performance Review with the Music Chair. In addition, the committee
may request the support and advice of the Music Director concerning concerts and other musical benefit
events outside the Sunday service.

All unbudgeted expenditures require the prior approva of the Music Committee. The Music Director
makes recommendations to the Music Committee concerning the music budget.

The Music Director isrespongble for kegping the musicd ingruments in good repair (including the
organ, piano, and harpsichord in the sanctuary), and for maintaining and developing the music library.

Requests for use of the church for teaching privileges can be made to the Music Committee.

Other Documents

This description is secondary to the descriptions of this position as stated in the Bylaws of the Society
and the Music Director's contract of employment.
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Office Administrator

Answers phones, maintains office records, types Orders of Service and other materias needed for
Sunday services, and produces mailing labels.

We need more description of this position.

Other Documents

This description is secondary to the descriptions of this podition as stated in the Bylaws of the Society
and the Office Adminigirator's contract of employment.
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Sexton

The Sexton is responsible for keegping the church, building, and grounds clean, repaired, and
presentable. In addition to the following noted duties, the Sexton isto use persond initiative, in
coordination with the Sexton's supervisor, to correct Stuations or make repairs as needed and to ensure
that a waste recycling program is used.

Dally duties
Pick up the church front and sSde yards and driveway.
Vacuum the entrance mats.
Empty wastebaskets and garbage cans.
Clean and vacuum offices and any other rooms that are used during the week.
Clean dl bathrooms (including floors in Stevens Wing bathrooms).
Ensure that both kitchens are cleaned and that trash is recycled.
Ensure that al paper supplies are available where needed.
Wesekly duties:
Sweep porches, steps, and sidewalks.
Dud furniture, shelves, fixtures, slls, pews, and musicd instruments in the church buildings.
Clean floors. damp mop wood floors, vacuum rugs, scrub tile and linoleum floors.
Clean bathroomsin Sunday school wing thoroughly.
Scrub dl sinks and waste receptacles.
Clean window and door pandsin heavily trafficked areas (especidly Stevens Wing entrance).
Check for missing light bulbs and replace as needed.
Sweep sanctuary cdlar gairs.
Miscdlaneous duties:
During season, cut grass, trim hedges and shrubs, and weed.
Pick up garbage area as needed.
Wash church windows (insgde and out) and walls as needed.
Shampoo carpets as needed and requested.
Wax floors when needed.
Remove leaves in season.

Remove snow from wak and steps in emergency.
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The Sexton is dso responsible for covering weddings and other specid events, such servicesto be paid
by the rentor.

Work Hours

The Sexton works 25 hours per week during the church year. Other hours may be paid for in addition
to these hours, for additiona services not described here,

Supervision
The Sexton reports to the Inside Property Chair, with ultimate responsbility to the Board of Trustees.

Other Documents

This description is secondary to the descriptions of this position as stated in the Bylaws of the Society
and the Sexton's contract of employment.
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