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May the love that is the doctrine of this church  
be also the strength and the spirit of this congregation  

and of our individual lives.   
- Kenneth R Warren 

 

Why have a Volunteer Handbook? If you’re reading this, chances are that you are already a 
Power Volunteer. Much of this might be review, or you might already have a better way for 
yourself of doing a task. No problem! Take what’s useful, refer here when you need info on a 
UUFRC-specific procedure, and use this handbook to help you train your successor. Thank you 
for giving your time and talents to our Beloved Community. 
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Getting Set Up  
Hit the ground running. 

The Handoff 

Chair terms run from Jul 1 – Jun 30 every year. Chairs may serve for two years in a row and 
sometimes a third year if necessary at the discretion of the Board. It is always a good idea as a 
volunteer to double-check you were “voted in” or approved by the Board to fill your position, a 
vote which should occur around July or August. 

c As you get underway, take a moment to meet with the outgoing chair to get: 

c archives, binder, minutes and any other materials 

c any committee-specific guidelines you need to access (for example, Social Action has its 
own procedures document) 

c passwords or account information needed if there is a committee gmail inbox. 

c Added to the committee’s Google Drive folder where archived files are kept. If your 
committee doesn’t have one, ask the office to help set one up for you. 

c tips/tricks and sage advice 

The Annex 

The Annex is the little blue room with mailboxes in the center of the building. It remains locked 
except during services and events, so if you open it with your key, make sure to relock it.  

In the Annex are the Chair mailboxes, where people can drop off papers and small things for each 
other. If you can’t find your box or need a new label, ask the office for help. Please note the office 
is not responsible for anything valuable left in the Annex, as many people have access to it 
throughout the week.  

There are many office supplies in the Annex, available only for CHURCH USE. Our budget is tight; 
please help us in managing our supplies. Here are some Annex guidelines: 

- You are welcome to use the supplies in small amounts for your committee work, including 
the printer. Please do not use anything for personal use or other organizations. 

- Batteries are provided only for the UUFRC sound system components, emergency flashlights, 
etc. Please do not take any for anything else. 

- Don’t let your BFF talk you into making twenty copies of the Neighborhood Poodle Talent 
Show flyer for your next HOA meeting…  

- Let the office know if any supplies are getting low, so we can restock. 

- Please do not leave large (or small) objects in the Annex for someone to pick up “later.” It 
gets too cluttered! 

- If you borrow a service CD or any of the resource books, sign them out in the provided log 
books.  

- It’s important to always return any keys you borrow from the key box near the printer, as 
soon as you’re done. We are low on classroom keys and need everything returned! 

Thank you for helping keep the Annex running smoothly. Please let us know if you need anything. 



 UUFRC Volunteer Handbook 2018 4 
 

UUFRC Web Accounts 

UUFRC Website:  

UUFRC.org is where the magic happens. Make sure you have an account and you can log in 
successfully.  

c Go to uufrc.org. Click on the Login link in the upper right corner of the home page.  

c You will then be prompted to login. If you forgot your password, use the link to reset it. 

c Tip: If you have never logged into the current website, your user name/password is the 
same as the one you used to log in to the old website. If you do not have an account, 
use the “Click Here to Register” link to create a login. 

 

Congregational Directory: 

Our new Congregational Directory is provided by Realm. Name searches for members and friends 
can now be done from the uufrc.org home page, and also from the Member Resources page (the 
one that comes up right after logging into uufrc.org). 

Invites to set up your Realm account were emailed in August, sent from Realm with UUFRC 
mentioned. If you haven’t already, please follow those instructions to set up your Realm account. 
This is a one-time thing, then you should be good to go. If passwords break your brain, or you 
need a new invite sent, contact the office for help. 

 

Creating an All-Star Team 

Each committee is different, of course, but a good suggestion is to aim for at least five committee 
members who can attend meetings and help with the tasks at hand. Even if you have a full 
committee, it’s often a good idea to find one or two new people each year, so your committee 
smoothly turns over from year to year.  

Beside your own networks, consider checking in with Connections Coordinator Cindy Johnson for 
suggestions of people who may be interested. Friends and visitors are encouraged to be 
committee members; It is only noted in the bylaws that the chair needs to be a member. 

Also take advantage of the Ice Cream Social Volunteer Fair held at the end of September each 
year. Committees and Events set up tables with information about themselves, give handouts, 
provide ice cream toppings, and chat up people to join them!  

Luckily, UUFRC is full of All-Stars, so it shouldn’t be too hard to find the perfect fit for your 
committee. Once everyone’s on board, take a moment at the first meeting to review your charter 
and make a shared covenant that works for your group. Have a great year! 
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Building Use 
Thank you for being good stewards of our building. 

Keys 

Members who are chairs or hold other volunteer responsibilities can check out a building key, 
which opens the outside doors and Annex, for the duration of their term. Please contact the office 
to sign the paperwork and receive your key. Keys must be turned back in within two weeks of no 
longer volunteering in a role requiring a key. More information is available in the office. 

Lock Up Procedures 

With the key comes great responsibility. You are responsible for making sure the building is 
completely locked up before leaving. If another group is in the building, get explicit agreement 
from the other leader that they will lock up after you leave. 

 
1. Turn off all lights in the building: 

• Sanctuary lights (switches in the 
chancel annex between Blockroom 
and Sanctuary) 

• Center of Interest light 
• Back lounge & classrooms 
• Front lounge, Social hall, kitchen 
• Balcony stairway 
• Foyer (light over front door and light 

in foyer ceiling near atrium are 
permanently on) 

• Hallway by office 
2. Check Windows: 

• Shut atrium window doors 
• Shut social hall top windows 
• Shut any other windows 

opened…kitchen, art room, back 
lounge. Put pole in track if there is 
one there. 

3. Check Bathrooms: 

• Ensure the toilets are not running 
• Leave bathroom doors open, 

windows closed and locked (double 
check windows) 

4. Lock doors: 

• Kitchen – Lowell side door and 
backyard door: the lock goes 
horizontal “-“ 

• Balcony/Choir Loft door at top of 
stairs 

• Check Blockroom outer doors – 
punch type of lock – push on door to 
make sure closed tight 

• Front doors on Brewster – Pop out 
bars from the inside, Push or pull 
hard, make sure they latch 

• Side doors on Lowell – Lock handle 
from the outside, Push or pull hard, 
make sure they latch 

Safety Matters 

While we are lucky to be part of a lovely, inviting neighborhood, it is always wise to use safe 
practices that help protect against random violence or crime. Please follow safety-wise common 
sense; always lock your car, don’t keep valuables in your car, walk each other to cars after dark, 
consider locking the outside doors during an evening meeting when all members have arrived, 
make sure the building is secure when you leave, and so on.  

If you notice any building issues that affect safety, such as a burned-out light, broken handle, etc. 
please let the Office or Building Chair know so we can take care of it. If you have specific safety 
questions or concerns, you are encouraged to talk to the Board of Directors, especially Steve Hill 
who is working on an UUFRC safety plan policy.  
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Emergencies 

FOR EMERGENCIES, DIAL 9-1-1 (Police, Fire, Medical) 
Hopefully you will never need to, but if you are ever concerned about the physical safety of 
yourself or others, have an emergency such as a fire, huge water leak, or other physical 
emergency - please call 911 immediately.  

Quick Info 
OUR ADDRESS: 2124 Brewster Ave, Redwood City, 94062     OUR PHONE: 650-365-6913 

PG&E Emergency   If you smell natural gas, see downed power lines, or suspect another 
emergency, leave immediately and call 9-1-1 and PG&E at 1-800-743-5000. 
24-hour Customer Service Line: 800-PGE-5000. 

Hospital Info  
Call 911, if someone 
is hurt enough to 
need medical 
attention.  

If someone decides by themselves to go, and asks you what’s nearby: 
 
Nearby ER: Sequoia Hospital, 170 Alameda de las Pulgas, Redwood City, CA 
94062   650-369-5811 

Nearby Kaiser ER: 1100 Veterans Blvd. Redwood City, CA 94063   650- 299-
2200 

Gas Shut-Off Outside on Lowell side, under kitchen window behind bush, 
use tool chained to meter to turn nut to close pipe 

 

Water Shut-Off Outside on Brewster side, near wall by climbing tree, turn 
green handle 

 

Fire Extinguishers See facility map (locations include by front door, kitchen)  
First Aid Kits Location: Office annex on yellow shelf, kitchen shelf by door  

Only when you and others are in a safe spot, call someone on the UUFRC Response 
Team, so they can check on everyone, provide further assistance, interface with rescue 
personnel, gather insurance information and such. 

 

UUFRC Response Team 
Position Name Email Phone 

President BoT Steve Hill stevehill.xrds@gmail.com 312-384-0975 

VP BoT Chris Stovall chris@thestovalls.org 650-654-3983 

Office Admin Beverly Morgan office@uufrc.org 650-366-6378 

Office Admin Tanya Webster office@uufrc.org 415-225-6003 

Building Chair George Goslee gfgoslee@hotmail.com 415-310-3240 

Minister Gretchen Woods revdocgwoods@gmail.com 541-602-4946  

For Emergency Use Only. Please do not share or distribute cell #s without permission. 

! 
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How to Schedule a Meeting 

Who Can Schedule a Meeting or Event? 

UUFRC is often a busy place, filled with wonderful groups living their faith in action. Here is some 
information on the different types of reservations that are made. 

No-Charge Room Reservations for UUFRC Committees and Events 

Only Committee or Event Chairs have login permissions to schedule events on the UUFRC 
calendar and reserve a room at no charge for Committee or Event-related meetings. All other 
committee members wanting to book a room at no cost for UUFRC-related meetings should ask 
the Committee Chair of their area to add the event to the calendar for them.  

Please note that for insurance and governance reasons, it is important that you only schedule 
reservations for events or meetings that are for purposes that apply to your Committee or Event 
work and have been sanctioned by the Committee. You are the gateway to help keep all of our 
events organized and coordinated. Thanks to each of you! 

 

Some committee chairs may not have the bandwidth or level of comfort needed 
to be in charge of scheduling events and making news announcement posts. In 
that case, it is fine to assign a replacement, a committee member who takes on 
these tasks for the chair. We do ask that only one person is the gateway for each 
committee, and as much as possible, stays in that role throughout the year. This 
allows the office to process requests in a timely manner. 

 

A Note About Outside Organizations 

The current Board Policy states that rooms may not be reserved at no-cost for other organizations, 
even if they are non-profit and/or some of our members are members of that group.  

There is an exception if the following conditions are met, however:  

- If that group is doing a joint project with an UUFRC committee or event; and the UUFRC 
committee has voted and approved the joint project as a committee project  

- and that project involves UUFRC committee (not just an overlapping member of both 
groups) in more ways than reserving the room 

then the committee may reserve room time at no-cost as an UUFRC committee event. 

 

Member Rentals at 50%-Off Rates 

Members, outside of Committees, may reserve rooms for events that are in-line with our Building 
policies and do not create taxable income. These rooms are 50% off the normal rates. More 
information is in the Building Use and Rentals policies, but it is noted here for the following points:  

If UUFRC members wish to provide room space to another outside organization of which they are 
also a member, and there is not a shared project with UUFRC committee tasks, the member may 
still rent at 50%-off and pass along those savings to the outside organization. The member who 
makes the reservation is expected to remain onsite throughout the meeting. Per the Board policy, 
please note the member 50%-off rate is a perq of membership and is not available to UUFRC 
friends or visitors. 
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HOW to: Instructions 

Always check the Facility Calendar at: https://www.uufrc.org/upcoming-
events/calendar-of-events/ to make sure that there are no scheduling 
conflicts with the room you want, or with another big event scheduled on 
the calendar. 

Log in to the UUFRC website by clicking the Login link in the upper right 
corner of the website page. Once you’re logged in, you will see a black bar 
appear at the top of the webpage.  

Hover your cursor over the “+ New” text, then click Event from the menu. 

In the Add New Event screen that appears (see below), complete the following steps: 

c 1. Type a Short Title 

c 2. Include a description of the event, including all information like whom to contact with 
questions, when and where the event is held, if childcare is available, etc. 

c 3. Enter the date and time of the event. This section is used to add the event to the 
UUFRC Calendar. 

c 4. Select where the event will be held. If it is offsite, select the “Offsite” option and 
make sure to include the location details in the event description. 

c 5. Select YOUR CATEGORY. This is important! It assures that your event is seen on the 
right pages of the website.  See Categories Table in Resources Document at the end of 
this document. 

c 6. When you’re ready, click the Submit for Review button. The office will review and add 
the event to the calendar. You will receive an automated email when that happens, and 
at that point, your event is confirmed and on the schedule.  
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Recurring Events 

If you want to schedule a series of recurring events, say your monthly Committee Meeting, 
choose Reoccurring Event from the +New menu. Follow the Event instructions in the section 
above, except the date entry will be different as it will cover a span of time. It should make sense, 
but feel free to email the office if you get stuck the first time through.   

How to Make an Announcement 
This is how to post an announcement to the News & Events pages on the website. These pages 
are the main channel for regular announcements and news, and it is suggested that any 
announcement for committees and events be posted here. 

Some committee webpages also automatically update to show related announcements right 
there on that webpage. Contact the office if you want to add that feature to your committee 
webpage. 

HOW to: Instructions  

Log in to the UUFRC website by clicking the Login link in the upper right corner 
of the website page. Once you’re logged in, you will see a black bar appear at the 
top of the webpage.  

Hover your cursor over the “+ New” text, then click Post from the menu. 

In the Add New Event screen that appears (see below), complete the following 
steps: 

c 1. Type a Short Title 

c 2. Include a description of the event, including all information like who to contact with 
questions, when and where the event is held, if childcare is available, etc. 

c 3. Select YOUR CATEGORY. This is important! It assures that your event is seen on the 
right pages of the website.  See Categories Table at the end of this document. 

c 4. When you’re ready, click the Publish button. You’re live! Unlike event scheduling, 
there is no review process, so don’t forget to dot your I’s and cross your T’s…  
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Other Ways to Get the Word Out 

Place a Notice in the Sunday Bulletin & Weekly Update Newsletter 

Each week, announcements may be placed in the Order of Service (OoS) Bulletin Insert (the 
colored page) and in the Weekly Update which is the email newsletter sent on Thursdays. 

To submit an announcement: 

c Send the announcement to bulletin@uufrc.org by Tuesday 5pm, the week the 
announcement should run.  

- An announcement should be resubmitted each week it runs; the office is no longer able 
to track multi-week requests.  

- Please only submit announcements in the few weeks before any event (plus an early 
Save the Date announcement). 

- Space is VERY limited most weeks. Please keep the announcement to one paragraph (or 
two short ones) and provide a link to more information available on the website. The 
office may edit articles for space as necessary. 

Make an Announcement Before Service 

Another way to reach the congregation is to make an announcement at the start of service. This 
option is offered only for high priority items, to allow for a smooth worship hour. Please limit 
these announcements to important updates about large events involving 20+ people. Board 
members host the line of Sunday announcements, and they are fierce about keeping 
announcements to the 20-second rule, so plan ahead… 

c To make an announcement before service, arrive a few minutes early and line up along 
the right wall near the Joys and Sorrows book. The Board Member host will check in 
with you. 

Social Hall Bulletin Boards 
Most committees have a bulletin board in the Social Hall or Hallways. If you can’t find yours, let 
the office know. Your committee/event is responsible for keeping your space up to date. Please 
keep down the clutter and also remove old flyers. Keep in mind that 3-4 flyers about your top 
priorities will be more impactful to readers than tons of messages piled up everywhere on the 
board, making it hard for the reader to figure out where to focus or what’s important. 

c Post 3-4 interesting flyers about your top items, include some photos, a list of key dates, 
how to get involved, and contact info. Make sure to update the board monthly or on a 
regular schedule. 

Social Media 

You might also want to post your announcement to the wall of the UUFRC Facebook page. 
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Guidelines and Suggestions for Announcements 

Important Information to Include 

Please try to follow these guidelines when creating an announcement or flyer: 

c Use RedwoodCityUU.org instead of UUFRC.org when you are referring to the general 
website. We want to build RedwoodCityUU.org in people’s minds so they remember 
how to find our website. Any specific URL, however, such as www.uufrc.org/news 
should still use “uufrc.org.”  

c Include contact info – whom to contact for more information, how/when to get 
involved. Give the ‘next step’ to invite action. 

c Please do not use old clipart. While much of it is very cute, our website has a different 
look and feel, and all the pages affect and overlap with each other. Try Pixabay.com for 
free images (keep SafeSearch ON). Look at each picture with an eye towards: relevance 
to your topic; approachable to our congregation and visitors; no one would view it in a 
negative way. 

c If you use photos of our congregation, you must have written permission from the 
parents of anyone under 18, and it’s good to have adults also agree it’s ok to post them. 
Some people don’t want to be online. Choose photos with good lighting, no “junk” (pile 
of boxes, stacks of messy papers, etc.) in the background. Friendly smiles and someone 
looking at the camera are great. 

 

UU Identity and Style Guide Suggestions 

UU has a style guide for congregations. While we continue to focus on what makes UUFRC unique 
and special, having a unified look and feel helps amplify our messaging in a busy world, and makes 
our calls for social action and love more powerful.  

The following excerpts from the style guide are optional, but good to keep in mind while creating 
your materials: 

Speak to Our Values 

Values are the foundation of our brand identity. They differentiate us from other religions, 
and help us stand out from the other organizations, groups and campaigns that support 
personal growth and community transformation. These values were identified through 
extensive conversations with UUs from across the country.  

Boldness - From striving for social justice to radically embracing different beliefs, UUs have 
been a bold people of faith since the beginning.  

Compassion – Our hearts call us to invest in the welfare of our fellow human beings, and our 
communities extend warmth and welcome no matter who you are, whom you love, or where 
you are on your journey.  

Reverence - We unite in spirit through communities of meaning, grappling with the big 
questions and learning how to better live our values each day.  
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[…] 

Include personal or local experiences, and use active voice 

How do we write in ways that best communicate our brand: the bold, compassionate, 
reverent, and inclusive faith we share? Whether creating a website, brochure, or newsletter, 
the words we choose send a signal about who we are, what we do, and why it matters. Words 
have the power to turn readers into Unitarian Universalists. These tips can help you live out 
the brand in your writing.  

Show, don't tell.  

Who are we? What do we do? Why does it matter? Show who your group is, what people 
experience, and why it's relevant to their lives. Instead of a lesson in history or theology, talk 
about the people in your congregation - the smiling faces, the warm hugs or held hands, the 
fellowship and fun. Share the words from worship that helped both the staunch atheist to 
ardent pagan experience hope and courage. Focus on what you do rather than describing 
who you are.  

Make it easy to take action.  

We are a religion of "deeds not creeds." What are the deeds that define us? What do UUs do 
in their everyday lives to live their faith? And what are you asking the reader to do? Be clear. 
What’s your ask? Use action words: "come" "learn," or "share." 

[…] 

Sample text demonstrating active voice: 

How to Get Involved  

Come. Bring passion and desire to see change. Be prepared to exercise your mind and know 
we will guide you on your path to finding a better you and creating a better world.  

Learn. Discover what it means to have a personal faith that is anchored by diversity and 
acceptance. See how we create opportunities for those wanting to do more.  

[…] 

Use relatable photos of real people. 

We are making a shift in the way that UUs present themselves: from abstract to specific, from 
general to personal, and from institutional to relational. High quality photos and images are 
a key to this shift and should be a major component of all communications.  

Pictures of people doing real things are always better than clip art. Seeing the people of a 
congregation is more powerful than seeing its historic building. Show the emotion and 
expression; show your subjects as real people! Go for action shots instead of posed ones, 
watching UU’s put their faith in action. 

 
You can read more of the UU Style Guide at: 
https://www.uua.org/sites/live-new.uua.org/files/uu_brand_identity_guidelines.pdf 
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UUFRC CATEGORIES 

Whenever you create a new event, reserve a room, or post an announcement to the website, 
please remember to select your category. This ensures that your events and announcements will 
be displayed in the correct parts of the website; For example, a Youth group announcement will 
appear on the home page and the news page but will also appear on all the Family and RE pages. 

Sunday Morning Ministry  CATEGORY Justice & Community 
Outreach 

CATEGORY  

Worship Committee Worship Social Action Committee Social Action 
Music Committee Music Interfaith Committee Interfaith 
Chalice Lighters Team Worship Roosevelt Tutoring Program Tutoring 
Choir Music Food Distribution Project Food Sort 
2nd Sunday Music Music Share the Plate Share the Plate 
Sunday Greeters Connections Sanctuary Congregation Team Sanctuary 
MOCA Coordinator  Connections Green Sanctuary/Eco Justice Green Sanctuary 
Sound Team Worship Martin Luther King Jr. Annual 

Day of Service 
Interfaith 

AV Team Worship Operations  CATEGORY 
Center of Interest Worship Building Committee Building 
Congregational Life CATEGORY Aesthetics Committee Aesthetics 
Caring Committee  Caring Grounds Committee Grounds 
Connections Committee Connections Web Leads Web Lead 

Welcoming Congregation  LGBTQ+ Social Media Social Media 
Annual Fall Retreat Retreat Weekly Newsletter  Weekly News 
Auction Committee Auction Pledge Drive Committee Pledge Drive 
Ice Cream Social Ice Cream Social Finance Committee Finance 
Christmas Lights Walk Xmas Lights Walk Stewardship Committee? Stewardship 
Spaghetti Dinner Spaghetti Dinner Committee on Ministries Com on Ministry 
Earth Day Festival Earth Day Fair Transition Committee Transition 
Year End Picnic Year End Picnic Personnel Committee Personnel 
Faith Explore & Formation CATEGORY One Big Project One Big Project 
The Learning Journey Learning Journey Affinity Groups  CATEGORY 
Youth & Family 
Committee 

Youth & Family Book  Group Book Group 

Chalice Circles  Chalice Circles Hiking Club Hiking Club 
Spiritual Autobiography 
Writing Groups 

Autobio Groups Craft Night Craft Night 

Men's Group Men’s Group Knitting Group Knitting Group 
Women & Religion Women & Religion 

  

Women's Circle Women’s Circle Governance  CATEGORY 
Youth Groups Youth Group Board of Trustees Board 
Young Adults Young Adults Denominational Affairs 

Committee 
Denom Affairs 

[Note it is no longer necessary to list the “newsletter” category like last year.] 
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Meeting Magic 

Chalice Lighting 

As you’ve noticed, most UU meetings begin with Chalice lighting words to help people become 
present and ready to be together.  

If you have a building key, you may open the Chalice Closet under the stairs, and borrow a chalice, 
candle, and matches. Please return the supplies immediately following the meeting.  

At a loss for words? Check out Worship Web, a collection you are allowed to use freely for UU 
meetings or materials. (They do ask that you always include the author’s name to give credit.) 

https://www.uua.org/worship/words 

Request Childcare 

You may request childcare for any meeting at UUFRC. To do so, make a request to the Director 
of Religious Education, Derby Davidson, at least 7 days in advance of the date needed. Everyone 
is encouraged to offer child care to make meetings accessible for families.  Just FYI, the care 
providers (usually our teens) are paid an hourly rate which comes out of the general budget.  

Money Handling 

If you host an event that takes in money, please follow the process for money handling. The 
UUFRC Financial policies are included in the policies tab of the binder. 

Clean Up 

When you’re done with your meeting or event, please wash any dishes, put furniture or supplies 
back where they were, etc. Thank you! 

File Reimbursement Forms 

If you have approved expenses from the event, submit the receipts with a reimbursement form. 
Called Check Request Forms, you can find copies in the paper holder on the wall of the Annex 
next to the printer. You can also download a copy from the website (log in first): 

https://www.uufrc.org/wp-content/uploads/2018/08/Check-Request-Form.pdf  

Create a Common Vision 
Helping establish a common understanding of committee goals and decisions will ensure a 
smoother ride for everyone. Here are a few ways to build consensus. 

Setting Goals and Expectations  

Have the committee review the charter or the event description document, at the start of the 
year or event planning. While checking if anything needs to be updated, it will also help members 
understand more about the group’s mission. It is also helpful to create a covenant and set 
meeting dates at that same meeting. 
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What’s a Vote Among Friends? 

You and your BFF agree about everything, and you’re even on the same committee? OMG. Other 
committees might need to vote, but you’ve got consensus down to a science. 

Keep that synergy going! But also take a moment at the end of the consensus process to take a 
vote to record in the minutes. Doing so helps people stay on the same page, provides a record of 
committee business, and supports better insurance coverage for you and your team as volunteers. 

The Easiest Way Ever to Take A Vote™ 

c Have a quorum 

c Ask your BFF to say, “I motion [… that we spend up to $500 on advertisements to 
promote our neighborhood poodle at the state fair].” 

c Ask your 2BFF to chime in: “I second the motion” 

c At this point, have discussion, consensus building, hugs (with permission!) 

c Then say, “If there’s no more discussion (or time is up), are we ready to vote on the 
motion?” [At this point, decide to vote, table the vote for later, or send “to committee” for more review] 

c All those in favor say, aye. [or yes, or oui if you are the poodle]  

c Those opposed say, nay. 

c Motion carries (or is denied). Let it be recorded in the minutes. 

You can brush up on other fun Robert’s Rules here: 
http://toastmasters.arizona.edu/sites/toastmasters/files/roberts_rules_0.pdf 

Minutes Matter 

This section is from: https://www.uua.org/leadership/blog/meetings-101 

Written records of what occurred at a meeting. Types of minutes vary considerably, from an 
informal bulleted list of decisions made and actions taken to a verbatim transcription of who said 
what and to whom. Decide the level of detail required.  

Minutes should always include the following: 

• The title of the meeting (for example, the committee name, the task force name, 
Congregational Meeting, or Annual Meeting). 

• The date, time, and location of the meeting. 
• Who was present or absent. 
• The results of any votes or actions taken, a record of any decisions made. 
• The date for the next meeting. When it comes to note taking, don’t assume “we’ll remember.” 

Minutes are an important tool to help individuals who missed the meeting find out what 
happened and to allow other teams in the congregation to find out what is going on.  

At the end of the minutes, it is useful to summarize action points by listing the following: 

• What was decided. 
• Who is going to do it. 
• When the activities are targeted for completion (the key deadlines). 
• Who will oversee the project and keep us all moving. 
Seeing what is planned and achieved can energize and motivate team members. 
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Mindful Meetings 
This section is from: https://www.uua.org/leadership/blog/effective-meetings-tips-and-techniques 

Smooth and efficient meetings require planning, structure, transparency...and practice!  It takes 
a lot of practice to be a good facilitator. Even more importantly, good facilitators don't go it alone-
-they ask other leaders to take on different roles to keep the meeting on schedule and on topic. 

Know Your "Why"  

Every meeting should have a purpose.  Are you making a decision? Are you doing research as a 
committee of the board? Are you aligning different task forces or ministries?   

You should also be able to connect the purpose of each specific meeting to the larger purpose, 
mission and/or goals of your congregation.  Along with including your congregation's mission and 
vision on the agenda, you might also want to make the connection between each action item and 
part of your larger purpose (e.g.  Children's Chapel Renovation [Mission: we grow the faith of all 
ages] ).  

You will find that the meeting participants become more engaged when they see the 
interconnection between their work and the shared ministry of the congregation as a whole. 

Know Your "Who" 

Every group that meets should have a covenant, or some sort of document that articulates the 
group's norms. In the creation of this understanding, it's important to surface cultural differences 
in group participation.  Differences in personality, gender, work experience, ethnicity, ability, 
cognitive functioning etc. can lead to different expectations about how groups are "supposed" to 
function.  It will help your group in the long run if you recognize differences and are intentional 
about what your group norms will be, taking into account those differences. Plan that this 
covenant will be a living document, so that you can revise or add to it as your group lives into its 
shared norms. 

• Open the meeting with a chalice lighting with prayer or other spiritual grounding (or 
whatever is your congregation's theological practice) to remind yourselves of your larger 
purpose. 

• Review your covenant or ground rules, and empower the group to call each other back into 
covenant if needed 

• Assign meeting roles (e.g. facilitator, timekeeper, scribe, process observer) either at the 
beginning of each meeting, or at the end for the next meeting 

• The facilitator (which doesn't have to be the chair) leads the group through the agenda. 

• Depending on your group's culture, you may want to consider timed agenda. This empowers 
an assigned time keeper to pause the meeting when the allotted time is up and a discussion 
is still going, and the group can decide whether to add time to the agenda, or table the 
discussion.  

• The scribe takes notes. If the meeting includes brainstorming or other generative discussions, 
using a flip chart will help everyone in the room remember what has been shared. If the 
meeting requires more traditional minutes, the scribe may want to use a computer and 
projector, so that--when motions are being read before a vote--visual folks can process the 
meaning. 
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• The process observer is a participant in the meeting, but also pays attention to how the group 
functions in relationship to the group's covenant and agreed-upon group norms. They share 
their observations at the end of the meeting, then the members of the group are invited to 
reflect on their own functioning in the meeting, based on these (and their own) observations. 

Know Your "How" 

Effective leaders have developed good active listening (or compassionate communication) 
skills.  Groups who listen deeply to one another have a high level of trust and creativity, and less 
destructive conflict.  Here are a few tips: 

• Be "in the moment" when listening to each person 
• Notice your body posture (open, not closed) 
• Listen without judgment 
• Respond by sharing what you thought you heard, and be willing to be corrected 
• Ask clarifying questions, paying attention to your own biases, presuppositions and judgments 
• Try to match the cultural communication style of the speaker  
• Affirm what you have heard and express appreciation for the exchange 

Know Your "What" 

You want to be both strategic and transparent in deciding what each meeting will involve. 

• Meet ahead of time with the other core leaders (minister, staff, executive team) to identify 
and prioritize what needs to be addressed in the upcoming meeting. 

• Sent out a clear agenda a few days before the meeting, with decisions needed and action 
items clearly marked  

• Keep discussions on point and note when discussions have run their course.  
• When you come to a result or consensus, summarize what happened and make sure it is 

recorded by the scribe. 
• Make sure that, for important decisions, proper parliamentary procedures are followed and 

minutes are taken. 
• Make sure that action items are assigned to specific people and have a specific 

deadline.  After the meeting, follow up with an email reminding group members of their 
commitments. (Because you are all volunteers, it doesn't hurt to follow up with a reminder 
email halfway between meetings.) 
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Cultivate Leadership On Your Team 
Times, they are a-changing. The UUA Leadership Lab described recently the values they see 
developing in New Leadership profiles:1  

“The profile of the New Leader we see emerging includes: 

1. Mission Driven: Leaders know why they are active, and how they are seeking to make a 
difference in the world; they understand that congregational life is not about making people 
“happy,” but by knowing how the congregation is called to serve their community, and are 
then faithful to that calling 

2. Spiritually Grounded: Leaders understand what they believe or don’t believe and are aware 
of their need for connection to something larger than themselves; they are aware that they 
need to connect with a deeper core that gives them balance, intuition, and commitment 

3. Culturally Competent: Leaders are aware, or becoming aware, that much in their world is 
based on cultural assumptions of the dominant groups, rather than simply “the way things 
are;” they understand that congregations must work to determine how they will be—that 
commonality in values is either created, discovered, or negotiated, and they are learning skills 
to be able to work more competently across any of the differences that make a difference 

4. Emotionally Intelligent: Leaders know how to read people emotionally, and how to help 
people feel safe enough to not be driven unconsciously by emotions, but to help people 
understand how to appropriately express emotions and to use them as forces to move the 
congregation forward, rather than trapping them in the past 

5. Knows Self: and handles their own anxiety: Leaders know where their buttons are, and know 
how to manage their own anxiety; they recognize that anxiety serves little purpose in moving 
a congregation forward, and instead can lessen that anxiety and help the congregation focus 
on the issues involved, rather than the anxiety and fear that uncertainty can create; they are 
comfortable in and with ambiguity 

6. Self-Differentiated: Leaders know who they are well enough that they also know where they 
stand, and what they will and will not do; they understand the necessity of boundaries, and 
work within the congregation to ensure that healthy boundaries are in place and are 
supported; they can be clear in who they are, without requiring others to join them in that 
same place, but instead to be true to their own self 

7. Radically Welcoming of various diversities, including neurodiversity: Leaders understand that 
what they might want may not be what others want, and they are open to learning and 
understanding how the world is different for other people; they understand, too, that those 
who have been historically marginalized have places in our congregations, and our 
congregations need to expand their understanding of who is welcome in order to open wide 
the doors to those who find value in Unitarian Universalism 

8. Networked: Leaders are networked in a couple of ways — first, they are aware of how 
community can be created, sustained, and nurtured through the use of technology; they 
realize that today on-line connection serves to deepen what a congregation can offer; second, 
they are not afraid of technology, and know how to learn through electronic means, and are 
able to find what they need, or find the person who knows what they need moving forward 

9. Connectors: Leaders don’t need to be the hub through which everything flows, and they know 
how to help people come together for specific (and general) purposes; they can connect 
people to ideas, to each other, and to a greater whole 

                                                             
1 https://www.uua.org/leadership/blog/leadership-future-new-leadership-development-paradigm 
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10. Collaborator: Leaders know how to work and play well with others; they understand it’s not 
about who is right, but how people can work together to ensure the best possible outcome 
in both task completion and relationship building/sustaining 

11. Companion on the Journey: Leaders know that so much of congregational life is about being 
present to and with one another; they don’t have all the answers, but they know how to be 
with others through the journey of their lives, and the journey of shared congregational life 

12. Not the Expert, and Able to Learn: Leaders understand that it’s not just about skills, but it’s 
about being able to learn (often together) what’s necessary in congregational life; they 
understand the difference between technical and adaptive challenges, and find themselves 
at ease in the discomfort of adaptive work, understanding that no one knows the answers, 
but that together a way can be found 

13. Generous and Able to Nurture Generosity in Others: Leaders have and encourage a generous 
spirit and appreciation of the world; they are quick to inspire others, to give of themselves as 
well as their time, talent and treasure, and are working to find ways to be a “permission giving” 
organization that empowers others to move forward with ideas that help fulfill the 
congregation’s mission 

14. Flexible/Agile in Working: Leaders understand that processes, tasks, and outcomes will not 
necessarily be the same next week as they were this week, and they remain agile in 
approaching situations and answers to questions and issues that arise in their work with 
congregations; they know that they have to be continually learning and asking “is this the 
best way to get what we want to achieve at this time?” 

15. ______________________________________________________________ 

16. ______________________________________________________________ 

Do you agree? Are there qualities or skill sets you would add or change? 

 

Tip: Take a moment to think about what strengths you bring to the table. Decide your personal 
goals for this year of volunteering; Perhaps not which projects you will knock out of the ballpark, 
but what you want to learn, how you will grow, whom you will help mentor, where you will enjoy 
time well spent. Write down your thoughts and revisit at the end of the year to see how you’ve 
made progress. 

Belling the Cat 
Once there was a family of mice living on a farm. They had a pleasant life and all the food they 
could eat. Then, one day, the farmer brought a cat to live on the farm. The cat was very good at 
one thing: chasing mice! The cat could move so quietly, the mice did not know it was there until 
it pounced on them. The mice became desperate. They were afraid to venture out into the grain 
because of the cat and they were hungry. 

The mice held a meeting. They decided they could not stop the cat, but it would be good to at 
least know when the cat was approaching. This would give them enough time to run and hide. 
Many mice offered suggestions, but none that everyone thought good enough. Then, a mouse 
said, "I have listened to all your suggestions, but they are no good. I know what to do. This will be 
successful. We must hang a bell around the cat's neck. When the cat is on the move, we will hear 
the bell and can run to safety." 

The mice became excited. This was indeed a very good idea. In the midst of their excitement, the 
wisest mouse spoke, "It is indeed a good idea. But tell me: who will bell the cat?" 
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UUFRC Volunteer & Staff Contact List, 2018-2019 
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A House For Our Dreams 
We, all of us, build houses for our dreams… 
The masonry and lumber, glass and tiles, 
A solid form, wherein we see our hopes, 
A shelter and protection for our growth. 

This house shall be a dwelling place 
For courage, for integrity, for love 
Engendered, nourished by a family 
That speaks of “we” and means all humankind. 

These walls shall represent the privacy 
And dignity of individuals, 
The open doors, a welcome to all people, 
All ages, and all generations. 

The windows shall keep light of inquiry 
Illumining from outside and within. 
May all words spoken here be born of love 
And energy rekindle in the hearts 
Of those who dreamed this house– 
– excerpt from a poem by Dori J. Somers,  
uua.org/worshipweb 


