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1.2 UU Congregation Mission Statement
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Unitarian Universalist Association Principles and Purposes

We, the member congregations of the Unitarian Universalist Association, covenant to affirm and
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1.3 Disruptive Behavior Response Policy
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Unitarian Universalist Congregation
2.1 Employee Evaluation Report
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2.2 Personnel Policy Manual
for the
Unitarian Universalist Congregation
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PERSONNEL MANUAL ACKNOWLEDGMENT FORM 15

EMPLOYMENT POLICIES AND PRACTICES
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NOTE THAT THE POLICIES OUTLINED IN THIS MANUAL DO NOT APPLY TO
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PERSONNEL MANUAL ACKNOWLEDGMENT FORM

This statement should be signed by the employee and placed in the employee’s personnel file
soon after the acceptance of initial employment.
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2.3a UUC Choir Director Job Description

$ " " T
> $ " 3 2
- 3 =+ 1 $
$ =3%$ $ # $ >
T$ > % $ $ >
$ $ 1! > 8 !
( $
$
$3 > > 2 $
2 $ $ #

F20U0 # 1 $ V
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2.3c Ministerial Contract
Unitarian Universalist Congregation, Eau Claire, WI
July 1, 2007
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2.3d UUC Music Director Job Description
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Unitarian Universalist Congregation

2.3e Office Manager Job Description
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2.3f Children/Youth Religious Education Coordinator
Job Description
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421 S. Farwell Street, Eau Claire, Wl 54701

2.3g Employment Agreement for Part-Time Sexton

The agreement is made between the Unitarian Universalist Congregation (UUC) and Jim
Moen.
1. The congregation, acting through its governing body, employs Jim Moen as Sexton
under terms set forth in this agreement, who accepts such employment under the
stated terms.

2. The duties are stipulated in the UUC Sexton Job Description, which is attached to this
agreement. The Job Description will be reviewed and updated annually by the Sexton
and Office Manager and submitted to the UUC Board for approval.

3. The UUC Sexton is supervised by the Office Manager and accountable to the UUC
Board.

4. The UUC Sexton is employed on a part-time hourly basis. Scheduling for this position
is flexible, with hours coordinating to building usage and maintenance needs.

5. The congregation agrees to pay the UUC Sexton an hourly wage of $10.61, paid bi-
weekly, with appropriate FICA deductions.

6. Leaves of absences will be granted in accordance with the UUC Personnel Policy.

7. This Employment Agreement will be reviewed annually by the UUC Personnel
Committee.

8. Evaluations of personnel will be conducted yearly through the personnel committee.
The Office Manager will conduct a performance appraisal of the Sexton.

Signature of the President of UUC Date

Signature of UUC Sexton Date

7.12.11



Job Description: Part-time Sexton

Position Title: Sexton

Reports to: Office Manager

Type of Position: Part-time 10 hours/week, 52 Weeks a Year
Supervises: N/A

- % #

e Cleans the church building interior, exterior and grounds

e Secures the church building

e Maintains the facility, related assets, and surrounding property

e Performs minor repairs

e Maintains maintenance equipment and janitorial supplies

e Maintains the landscaped areas of the church property

e Services consumables (e.qg. toilet paper, light bulbs, paper towels)

e Monitors buildings during rentals

e Run AV equipment as needed during rentals (sound system, TV, DVD player)

e Skilled at operating and maintain job related equipment (e.g. vacuum cleaner, floor polisher,
carpet cleaner, hand tools)

e Skilled at performing minor repairs (e.g. unplugging toilets, fixing door handles, etc.)

e Capable of shoveling snow, clearing sidewalks and entrances, and carrying and spreading de-
icing agents (snow blower available at church)

e Possesses interpersonal skills and flexibility to support team work with supervisor, renters, and
congregants

e Requires significant flexibility to respond to events

e Includes irregular evening and weekend hours as indicated by events

e Up to 10 hours per week with the possibility of extra hours as may be needed to support funded
events such as weddings, funerals, and parties.

e Experience in cleaning and maintenance is preferred
e Experience at performing tasks described in Appendix A is preferred



Appendix A; Position Title: Unitarian Universalist Congregation, Sexton

Task List

Description

Frequency

1. Clean Facility

Weekly

a. Vacuum Floors (including spot removal) & carpet mats

b. Dust mop and wet mop tile floors including entrances

c. Clean bathroom fixtures and class room sinks

d. Replace paper towels, soap, toilet paper in bathrooms

e. Empty wastebaskets & recycling baskets, take to

dumpsters

f. Clean classroom table tops as needed

g. Clean/dust windows, ledges, sills, walls and picture

frames.

h. Clean entrances and glass doors, wipe molding

I. Clean and polish drinking fountains

2. Secure Facility

Each time in building

a. Unlock doors for events (including evening & weekends)

b. Check and Lock Doors

c. Check Windows

d. Make sure all lights are out & heat down

3. Maintain Facility, Assets, Environment, and Supplies

As needed; Respond to Building
Committee’s needs

a. Assess and Coordinate Maintenance (regularly walk the
property and building and determine maintenance events
and trends)

b. Monitor building temperature and program thermostats

c. Respond to Fire Prevention Inspection recommended
remediation — e.g. batteries replaced in emergency lights,
smoke detector batteries, monthly check of extinguishers

At least monthly

d. Perform Minor Repairs

1. Repair Cloth Chairs

2. Repair Window Screens

3. Toilet seats

4. Flush handles (repair, replace, tighten)

5. Replace light bulbs

e. Maintain maintenance equipment and janitorial supplies

f. Assist in set up and clean up for church and renter events

g. Clear snow from entry/exit paths and spread de-icing

agents

i. Maintain grounds and gardens as needed.
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3.1 UUC Procedures for Fiscal Transactions

Income:
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Unitarian Universalist Congregation (UUC)
3.2 Endowment Policies and Procedures

INVESTMENT POLICY
*$ $ $ $3 #
. $ 2 ", ' $ #
) 2 > 2 >#
$C
*$ $ $
$ # ) $ (
$ # # # >
$ > $ # $ >
$ 9
DISTRIBUTION POLICY
) # $ $

$ - $

2. The following guideline is used in distributing Endowment funds:
The fair market value of the fund is recorded quarterly. Once a year, the average fair
market value of the fund over the past thirteen quarters is calculated and a percent (4 —
6%) of that is available to spend.
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4.1 Internet/email policy
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Unitarian Universalist Congregation(UUC), Eau Claire, WI
ANNOUNCEMENT POLICIES

4.2a Written Announcements
Passed Out On Sundays In The Order Of Service

Purpose of Written Announcements:
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Unitarian Universalist Congregation(UUC), Eau Claire, WI
4.2b E-NNOUNCEMENT POLICY

Purpose of E-nnouncements:
*$ . # g $
*$ $ # $
$ $ ! + 3 $
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Responsibility for E-nnouncements:

*$ & # $
> $ > $
+ > $ & " # $
- 2% # 2
> $ & # $
#
*$ . # . 2 #
$ & - $ $ 2
Editorial Policies:
*$ $ $
$ > % ( *$ &
# 0% $ +
> $ # # $ $
*$ % # $ &
Priorities:
*$ ) $ . $
E-mail List for E-nnouncements:
*$ . $ # $ & - $
$ # 3 $ $ # $ . *$ &
' 2 . $ $ T
# $ $ & -

?5



Unitarian Universalist Congregation, Eau Claire, WI

4.2c SUNDAY ORAL ANNOUNCEMENT POLICY

Purpose of Oral Announcements:
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4.3 Newsletter Mailing Procedure
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5.1 UUC Key Policy
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| 5.2 Building Rental Agreement
Unitarian Universalist Congregation (WUC)
421 South Farwell Street
Eau Claire, W1 54701

(715) 834-0690

Contact
PersonJJJJJJJJJ13J133333JIJIIIIJIIII0OrganizationtIIIIIIIIIIIIIIIIIIIIIIIIII

Date of Event JJJJJJJJJJIITime: & *JJJ333333333J *JJJ3333333J
AddressJJJJJJ3IJ3IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

Phone (HAJJJJJ3JJJJJJIIIIIE—AIIIIIIIIIIIIIIIII

Fees for one-time use, up to six hours (Additional hours at a pro-rated fee.):

Wedding/Memorial Fees:

i—% # - . $ % > 1 1L $ ! H > 2 % A
JJJJY ?? — " (L > $ A
JJJJJY 0? — g $%
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Building Rental Agreement
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5.3 BUILDING USE POLICY AND PROCEDURE

*$ # " ' $ # $
*$ $ 'S C
BUILDING USE CALENDAR
*$ 2 $ $ 9 # $ & " $ 2
$ 0 $ $ 3 A # 6 " > # >
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KEYS
1 # # $ $% & "o $ # ' " >
- > > C 2 Non-members who require keys will make a

$25.00 key deposit.

PARKING
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< 2 $ $ ; ! $ "$%
2 $ $ *$ $ ) !
# 2 $ > # $ + # 2
# $ $ $ 2 *$ "%
$ 0 > 2 $ AS 2 $
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PIANO
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CLOSING THE BUILDING
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5.4 UUC Fire Safety Plan (DRAFT)

Inspections
1's $ (" $ #
Responsibility: & " 0*$ S $ S

Fire Evacuation / Fire Drills

Children: $ $ % 4 %
Responsibility: *$ % $ D $ > $ >
$
Members: # # $
$
Responsibility: *$ & " 2 $% 1!

ParentsB #

Responsibility: *$ % $ - 2 $
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Responsibility: 7
Program Overview
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6.1 Resolution Awarding
the Reverend Dr. Virginia Wolf

Unitarian Universalist Minister Emerita Status
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UUC Committee On Ministry Chair UUC Board President

Passed by Congregational vote on 5.18.08



6.2 Minister Discretionary Fund Policy
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UU Congregation
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7.2 BOARD COVENANT
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We will be supportive of each other’s efforts, and will give freely of encouragement and
praise.



7.3a UUC Board Members
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7.3b President Responsibilities
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7.3c Vice-President Responsibilities
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7.3d Past President Responsibilities
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7.3e Treasurer Responsibilities
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7.3f Secretary Responsibilities
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7.3g_ Administration Liaison Responsibilities
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7.3h Membership Services Liaison Responsibilities
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7.31 Programs Liaison Responsibilities
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7.3) Religious Education Liaison Responsibilities
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7.4 Committee Chair Responsibilities
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Building/Grounds Committee Responsibilities
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Caring Committee Responsibilities
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Responsibilities of the Community Outreach Committee
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> % % ( $ # "
> $ # *3
$ > $ # $ %

7?73



*$

%

* &

Finance Committee Responsibilities
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UUC Forum Committee Job Description
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Hospitality Committee Chair Responsibilities
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Membership Committee Responsibilities
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Greeter/Usher Coordinator
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Committee on Ministry (COM) Responsibilities
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The most important functions of the Committee on Ministry are:

1. to aid the minister in carrying on an effective ministry by being available for counsel;

2. to keep the minister advised concerning conditions within the congregation as they affect
relations between minister and members, with the main thrust to strengthen and improve

relationships;

3. continually to $ role expectations for the minister and development of realistic
priorities for minister and members;

4. to consult with the minister and submit an annual compensation recommendation to the Board
or personnel committee;

5. to work with the minister on his or her continuing education program, sabbatical planning, or
other professional development and to advocate such plans to the Board and congregation,
including appropriate funding.
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Nominating & Lay Leadership Development

Committee Responsibilities
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Social Responsibility Job Description
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Worship Services Committee Responsibilities
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8.1 (DRAFT) Child Safety Policy

1. Child Protection and Safety:
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2. Drop Off / Pick Up Policy for Children in RE Classes:
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3. Building Safety:
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4. Field Trips:
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8.2 Child Care Guidelines

Arranging for child care:
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8.3 Guidelines for Child Care Providers
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8.4 UUC YRUU Policies and Procedures

I. Mission
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V. Guests
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VII. Overnights/ Lock-ins
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VIIl. Rules of Conduct for Meetings/Activities/Youth Conferences
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X. Driving/Travel
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