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Preface 
 
About this Document 

The Governance Manual of West Shore Unitarian Universalist Church contains 
the documentation which defines how the Church is governed.  West Shore uses 
Carver’s Policy Governance model for the operations of the Church.  All Authority 
comes from the Congregation.  The Congregation calls a Minister to serve as the 
spiritual head of the Church. The Congregation elects the Board, the governing 
body of the Church.  The Board creates and monitors “Ends” which are the vision 
of the Church and guide all decisions and actions.  The Board appoints an 
Executive to handle the day-to-day operations and administration of the Church. 
The Policy Governance model allows West Shore to clarify all roles and 
responsibilities and make sure that all details which go into running the Church 
serve its mission and vision. 

 

Intended Audience 

This manual is written for all congregants of West Shore, but is specifically 
intended for members of West Shore in leadership positions and West Shore’s 
ministers.  All Trustees, Ministers, Officers, and the designated Executive must 
be familiar with this manual.  

  

Organization of this Document 

This document is organized into 5 major sections which include the policies 
defined by the Policy Governance Model and an in-depth series of Appendixes.  
The five sections are Ends, Executive Limitations, Governance Process, Board-
Executive Linkage and Ministry Policies.  The Appendixes include the Bylaws, a 
Glossary, the Standing Rules, and many other Governance-related documents. 

  

Recommended Reading Sequence 

In order to orient the new reader to this document, a recommended reading 
sequence has been constructed.  It includes a reading list and set of study 
questions for two different audiences, the new Trustee and the new Officer.  All 
readers of this manual should begin with the sequence for new Trustees. 
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Recommended Reading Sequence for the Governance Manual   
 

All Trustees 

Trustees should first read the Bylaws of the Church.  Familiarization with the 
Governance Manual begins by reading the Table of Contents to see the 
complete list of Policies and then the Glossary which defines terms used 
throughout the manual.  Policies should be read, starting with the Ends of the 
Church, continuing into the Role of the Trustee, and moving into the Relationship 
between the Board and the Executive.  Eventually the entire Governance Manual 
should be read and understood by every Trustee. 
To resolve conflicts between different rules, the hierarchy of rules is, in descending 
order: 

1. Federal, State, County and City Laws 
2. West Shore Bylaws 
3. Standing Rules of Procedure 
4. Robert's Rules of Order, Revision 10 
5. West Shore Governance Manual – ENDS Policies 
6. West Shore Governance Manual – Other Policies 
7. Executive Interpretation of ENDS 
8. Administrative Policies owned by the Executive 

 
Recommended Reading Sequence  

• Appendix C: Bylaws 
Objective: Read the laws of the church as defined by the Congregation 

• Table of Contents 
Objective: Review the complete list of Policies  

• Appendix A: Glossary of Terms 
Objective: Understand West Shore's definition of common terms in the manual 

• ENDS Policies 
Objective: Read the entire ENDS section – all Policies derive from the ENDS 

• Role of the Trustee 
Objective: Be able to answer the questions in the study section 
o GP Policy #1: Governing Style 
o GP Policy #2: Board Job Description 
o GP Policy #3: Trustee and Officer Code of Conduct 
o GP Policy #10: Adoption and Modification of Policies 

• Relationship between the Board and the Executive 
Objective: Be able to answer the questions in the study section  
o LNK Policy #1: Unity of Control 
o LNK Policy #2: Accountability of the Executive 
o LNK Policy #3: Delegation to the Executive 
o LNK Policy #6: Monitoring Executive Performance 
o EL Policy #13: Communication and Support to the Board 

• All other sections of the Governance Manual 
Objective: Read the entire Governance Manual.  Please remember that all EL 
Policies will be reviewed throughout the course of the Calendar year, so Trustees 
must read the EL Policy as a part of Board Meeting Preparation. 

 



26 May 2011 
Governance Manual – Preface  Page iii  a 
 

Board Officers 

These additional materials are essential for Board Officers.  Included are 
sections which describe how meetings should be run, how agendas are 
assembled, and the roles and responsibility of each Officer. 
Recommended Sequence  

• GP Policy #5: Agenda Planning 

• Appendix B: Annual Perpetual Agenda 
Objective: Review what the work of the Board must be for each month of the 
calendar year. 

 

• GP Policy #6: President and Officer Roles 

• Appendix D: Standing Rules of Procedure - West Shore 

Objective: Review the Rules of Procedure which West Shore has established.  
These rules are essential for the running of any meetings and are owned by the 
Board (as per the Bylaws).   
 

 

Study Section 

Here is a set of questions which should be answerable by each Trustee. 
 

• Role of the Trustee 
Objective: Answer these questions by reading these Policies 

1. From where does the Board derive its Authority? 
2. How does the Board exercise Authority? 
3. What is the responsibility of the Board? 
4. How does the Board govern? 
5. What kinds of things should the Board include as part of its agenda?  

What doesn't belong? 
6. What are the individual responsibilities of each Trustee? 
7. How does the Board change Policies to keep them relevant? Should the 

Board be Proactive or Reactive with Policy changes? 
 

• Relationship between the Board and the Executive 
Objective: Answer these questions by reading these Policies 

1. From where does the Executive derive its Authority? 
2. How does the Executive exercise Authority? 
3. What is the responsibility of the Executive? 
4. How does the Executive govern? Who does the Executive govern? 
5. How does the Board interact with the Executive and those whom the 

Executive governs? 
6. How does the Board ensure Executive performance? 
7. How does the Board ensure excellence by the staff, committees, worship, 

and all other activities of the church? 
8. How does the Board change Policies to change the expectations of the 

Executive? Are Board decisions retroactive? 
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ENDS 

 

Global WSUUC Statement of Purpose 
 
Our Mission is to inspire more people to lead lives of meaning and purpose. 
 
We do this through: 
 

• Transcendent worship;  
• A nurturing, inclusive community;  
• Lifespan faith development;  
• Service to others within our congregation, our local community 

and the world beyond;  
• Spreading the news of Unitarian Universalism and our church. 
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The Principles of the Unitarian Universalist Association 

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

• The inherent worth and dignity of every person;  
• Justice, equity and compassion in human relations;  
• Acceptance of one another and encouragement to spiritual growth in our congregations;  
• A free and responsible search for truth and meaning;  
• The right of conscience and the use of the democratic process within our congregations 

and in society at large;  
• The goal of world community with peace, liberty, and justice for all;  

• Respect for the interdependent web of all existence of which we are a part.  

The living tradition which we share draws from many sources:  

• Direct experience of that transcending mystery and wonder, affirmed in all cultures, which 
moves us to a renewal of the spirit and an openness to the forces which create and 
uphold life;  

• Words and deeds of prophetic women and men which challenge us to confront powers 
and structures of evil with justice, compassion, and the transforming power of love;  

• Wisdom from the world's religions which inspires us in our ethical and spiritual life;  
• Jewish and Christian teachings which call us to respond to God's love by loving our 

neighbors as ourselves;  
• Humanist teachings which counsel us to heed the guidance of reason and the results of 

science, and warn us against idolatries of the mind and spirit.  
• Spiritual teachings of earth-centered traditions which celebrate the sacred circle of life 

and instruct us to live in harmony with the rhythms of nature.  

Grateful for the religious pluralism which enriches and ennobles our faith, we are inspired to 
deepen our understanding and expand our vision. As free congregations we enter into this 
covenant, promising to one another our mutual trust and support.  
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Covenant among Members of the Board of Trustees  
 
Because we hold these values:  the centrality of honesty, openness and directness; the primacy 
of the listening that seeks to understand; the redemptive worth of both challenge and celebration; 
the grounding virtues of kindness and trustworthiness; the vital touchstone of spiritual growth and 
deepening; the precious balance of autonomy and differentiation; and because we intend these 
values to inform the ministry we share as Board members and ministers, we covenant with one 

another as follows:  
 

• We will speak with one voice once a decision has been reached.  We act for the Church 
as a whole. 
 

• We will come prepared to Board meetings. 
 

• We will speak and act in ways that promote the effectiveness of our work together as a 
team.  We will engage only in direct communication.  If we have an issue or concern with 
another Board member or minister, we will first go directly to that Board member or 
minister, in the spirit of openness, honesty and with a commitment to seek a mutual 
solution. 

 
• We will demonstrate a spirit of cooperation and with respect for one another’s opinions.  

When we find ourselves in disagreement, we will strive to offer an alternative idea, rather 
than criticize.  We will seek to understand, first, rather than to be understood. 

 
• If we come to a difficult place in our relationship, we will quickly seek the help of our Care 

Team for conflict resolution. 
 

• We will review this covenant annually as a way of sensitizing ourselves to its 
applicability.  We will work together to modify these promises as needed. 

 
• If we break any of these promises, we will discuss what we learned to prevent 

recurrences and, as appropriate, make amends. 
 

• We understand that we serve at the pleasure of the congregation.  Every decision we 
make is in accordance with our bylaws and is in keeping with the mission and vision of 
the Church. 
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END Policy #1: Transcendent Worship 
 
a. People who attend services at West Shore have a meaningful transcendent experience. 

 
i. They find hope, beauty, and inspiration in their worship. 

 
ii. They have a deeper understanding of the meaning and purpose of their lives. 

 
b. Members and their families regularly attend worship services. 

 
Adopted May 26, 2009 
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END Policy #2: Nurturing, Inclusive Community 
 
a. Members, Friends, Seekers feel welcomed, comfortable, and appreciated at West shore, 

meet and connect with each other, and are encouraged to participate in all aspects of church 
life. Those we welcome include: 
 

i. People of color, of all races, of all ethnic backgrounds and national origins. 
 

ii. People of all sexual orientations and gender identities. 
 

iii. People with physical, cognitive and emotional disabilities. 

 
iv. People of every economic status and educational background.  

 
v. People of different political and ideological backgrounds. 

 
vi. People of varying theological views. 

 
vii. People of all ages 

 
b. West Shore is an anti-racist, anti-oppressive, multi-cultural religious community and follows 

the process of the UUA’s Journey Towards Wholeness. 
 

c. West Shore is a Welcoming Congregation as designated by the UUA and actively maintains 
this status. 

 
d. Members and friends understand and follow the CARE Covenant. 

 
e. Leadership is encouraged and developed. 
 

 
Adopted May 26, 2009 
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END Policy #3: Lifespan Faith Development 
 
a. Members are intentional about their lifespan faith development. 

 
i. Members develop a personal theology that reflects UU values, and are able to 

describe their personal religious identities. 

 
ii. Members are actively involved with Lifespan Faith Development opportunities for 

growth and learning, which include practices that engage the mind, body, heart, 
and spirit. 

 
iii. They deepen their individual spiritual practices. 

 
b. Children participate in Lifespan Faith Development that is appropriate for their age and 

developmental level. 
 

c. Friends and Seekers are welcome at Lifespan Faith Development activities. 

 
Adopted May 26, 2009 
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END Policy #4: Service 
 
a. Members and Friends are engaged in service to others within our congregation, our local 

community and the world beyond. 
 

i. 'Service’ refers to direct service, social justice and denominational activities. 

 
ii. Members and Friends are engaged in service as individuals and/or as part of 

West Shore organized efforts. 

 
iii. Children and youth are engaged in service to others. 

 
iv.  Members of West Shore work on issues related to social justice on an ongoing 

basis. 

 
v.  People understand the relationship between their own spiritual development and 

their service to social justice and the larger community. 

 
vi. People are generous with their time, money, talents, care and compassion. 

 
b. People in the larger community recognize West Shore as a leader in social justice. 
 

i. West Shore works with other churches and interfaith organizations on social 
justice issues. 
 

ii. West Shore advocates in the public arena for liberal religious values. 
 

c. West Shore is accredited by the UUA as a Green Sanctuary and actively maintains this 
status, following environmentally responsible practices as appropriate. 

 
Adopted May 26, 2009 
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END Policy #5: Spreading the News 
 
a. West Shore is known throughout Greater Cleveland as a place that inspires people to lead 

lives of meaning and purpose. 
 

i. Members and Friends tell their relatives, friends and neighbors about West 
Shore. 

 
ii. West Shore activities are publicized and non-member participants feel welcome 

and comfortable. 

 
b. More people in Greater Cleveland know about Unitarian Universalism. 
 

i. Members are able to articulate to their relatives, friends and neighbors, and to 
the wider world, what West Shore means to them. 
 

ii. Members are able to explain what a Unitarian Universalist is. 
 

c. West Shore is known throughout Cleveland as a welcoming and nurturing community, as 
described in END #2(a)(i) through END #2(a)(vii). 
  

d. West Shore is an active participant in the larger Unitarian Universalist community. 

 
Adopted May 26, 2009 
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END Policy #6: Anti-Racism 
 
WSUUC shall strive to become an anti-racist, anti-oppressive, multi-cultural religious community. 

 
Adopted July 1, 2008 

 
 
  



 

26 May 2011 
Governance Manual – WSUUC – END Policies  Page 16 of 138 

END Policy #A: CARE Covenant 
 
Our WSUUC Covenant to CARE.  In order to most authentically live our faith in our relationships 
with each other, we covenant to CARE for each other by acting with: 
 
Courtesy 

• Showing kindness, warmth and patience. 
• Treating others with dignity and sensitivity when in disagreement. 

 
Acceptance 

• Affirming the value of physical, life style, perceptual, and religious differences. 
• Agreeing to disagree when unable to reach consensus. 

 
Respect 

• Actively acknowledging the contributions of others to the life of the church. 
• Being quick to listen, slow to judge, and willing to negotiate. 

 
Engagement 

• Inviting others to participate in opportunities to serve, grow and heal. 
• Seeking mutual resolution to conflict through clear and sensitive communications. 

 
Adopted at a meeting of the congregation, June 2005 
Approved as END Policy #A - May 22, 2007 
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END Policy #B: Full Access Policy 
 
West Shore Unitarian Universalist Church seeks to be a spiritual home for all people of free faith 
regardless of race, color, gender, disability, sexual orientation, age or national origin. 
 
It is the policy of West Shore Unitarian Universalist Church to maintain its status as a Welcoming 
Congregation of the Unitarian Universalist Association.  As such it is inclusive and expressive of 
the concerns of gay, lesbian, bisexual, and transgendered persons at all levels of congregational 
life – in worship, in program, and in social occasions.  The official documents of the church shall 
include appropriate affirmations and non-discrimination clauses to assure inclusiveness in all 
aspects of congregational life.  Rites of passage, including services of union, child dedications, 
and memorial services are offered to gay, lesbian, bisexual and transgendered families, as are all 
other forms of congregational and ministerial support. 
 
Welcoming Congregation certificate 1993 
Adopted June 2000 
Approved as END Policy #B - May 22, 2007 
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END Policy #C: Mission of the West Shore Child Care Center 
 
The mission of the West Shore Child Care Center as a program of the West Shore Unitarian 
Universalist Church is to promote the well-being of children in our community by providing quality, 
affordable child care and by supporting their families. 
 
Adopted at a meeting of the congregation, May 1996 
Approved as END Policy #C - May 22, 2007 
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END Policy #D: Child and Youth Protection Policy (aka Safe Congregation 
Policy) 
 
We, the Board of Trustees of West Shore Unitarian Universalist Church, recognize the 
importance of creating communities where everyone, and especially our children and youth, are 
safe.  We recognize that religious communities are particularly vulnerable to incidents of abuse 
because of the high level of trust, the welcoming spirit and the strong reliance and need for 
volunteers, especially in children’s and youth programs. 
 
We recognize the importance in a religious community of those very factors of trust, welcome, 
and volunteer commitment, and the necessity to adopt procedures to guard against incidents of 
abuse.  We further realize that institutions cannot guarantee an absolutely risk-free environment. 
 
As a people of faith, we look to our Unitarian Universalist principles to guide our policy-making. 
We apply our affirmation of the worth and dignity of all people and our search for justice to 
procedures which support our being together in community. 
 
We recognize that to adequately address the need for safe environments, it will mean making 
changes and sacrificing some convenience, yet we know our responsibility is to respond to the 
reality of our situation and to our children and youth. 
 
In this spirit, 

• We endorse the creation and implementation of procedures for church sponsored 
programs and activities, to include, 

o screening and selection of workers with children and youth; 
o supervision requirements; 
o transporting of children and youth; 
o and reporting and responding to claims of abuse. 

• We also charge the Director of Lifespan Faith Development and designated volunteer 
groups to determine appropriate procedures to promote and review this policy. 

 
Approved as END Policy #D - May 22, 2007 
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Global Executive Limitations 

The Executive shall not fail to demonstrate a high level of integrity. 
 
In this spirit, the Executive shall not: 
 

• cause or allow any practice, decision, or organizational circumstance that is 
imprudent or in violation of commonly accepted business and professional ethics;  

 
• nor shall the Executive misuse or abuse the authority vested in that position;  

 
• nor use methods of accomplishing Ends that are not in consonance with 

congregational and denominational values. 
 

 



 

26 May 2011 
Governance Manual – WSUUC – Executive Limitation Policies Page 22 of 138 

EL Policy #1:  Treatment of Congregants 
 
With respect to interactions with members, friends, and visitors of the church and their children 
(hereinafter referred to as “congregants”), the Executive shall not allow conditions, procedures or 
decisions that are unsafe, unfair, undignified, mean-spirited, unnecessarily intrusive, or that fail to 
provide appropriate confidentiality and privacy. 
 
In this spirit, the Executive shall not: 

1. Show undue bias or partiality in dealing with congregants.  
 
2. Fail to recognize significant contributions of congregants. 
 
3. Fail to apply the standards of the Church’s purpose, values, and ends to interactions with 

congregants. 
 

a. When any person’s physical and/or emotional well-being or freedom to safely 
express his or her beliefs or opinions is threatened, the source of this threat must 
be addressed firmly and promptly, even if this ultimately requires the expulsion of 
the offending person or persons. 

 
4. Elicit information from congregants for which there is no clear necessity. 
 
5. Use methods of collecting, reviewing, transmitting, or storing congregant information that 

fail to protect against improper access to the material elicited. 
 
6. Fail to maintain facilities that provide a reasonable level of safety, upkeep, access, and 

functionality. 
 
7. Fail to maintain and enforce procedures to ensure the safety of congregants’ children 

while at the church or at church functions. 
 
8. Fail to inform congregants of this policy, or to provide a process for hearing the concerns 

of those who feel they have not been reasonably accorded their rights under this policy. 
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EL Policy #2:  Treatment of Staff  
 
With respect to treatment of professional staff and volunteers, the Executive may not cause or 
allow conditions that are unfair, unsafe, mean-spirited, unprofessional or undignified; nor shall the 
Executive fail to apply the standards of the Church’s purpose, values and ends to interactions 
with the staff.  
 
West Shore Unitarian Universalist Church is committed to equal opportunity employment for all 
persons, without regard to characteristics such as race, color, gender, age, religion or sexual 
orientation or handicapping conditions. 
 
In this spirit, the Executive shall not: 

1. Operate outside of current employment laws. 
 
2. Discriminate (as defined by city, state, and federal law, and the Church Bylaws Article 

VIII, Section 1) among existing or potential staff/volunteers on other than clearly job-
related criteria, individual performance or individual qualifications. 

a. This protection is also extended to the selection of vendors and contractors. 
b. All vendors and contractors of goods and services to the Church must be equal 

opportunity employers and must attest to such a policy in writing if requested. 
 
3. Show undue bias or partiality in dealing with staff. 
 
4. Operate without written policies that: 

a. Clarify personnel rules 
b. Provide for effective handling of grievances, and 
c. Protect against wrongful conditions and conflicts of interest. 
 

5. Operate without written job descriptions for all paid staff. 
 
6. Fail to direct and support staff in developing and implementing strategies to support the 

Church’s purpose and Ends policies. 
 
7. Fail to clarify performance expectations with each staff member. 
 
8. Fail to have an annual staff planning and review process. 
 
9. Fail to recognize the significant contributions and accomplishments of staff members. 
 
10. Discriminate against any staff member for expressing an ethical dissent based upon a 

stated ethical principle. 
 
11. Prevent staff from grieving to the Board when: 

a. Internal grievance processes have been exhausted, and 
b. The staff member alleges that  

i. Board policy has been violated to the staff member's detriment or 
ii. Board policy does not adequately protect the staff member's human 

rights. 
 

12. Fail to maintain office equipment and the office environment at a reasonable level of 
safety, upkeep, access, and functionality. 

 
13. Fail to acquaint staff with their rights under this policy. 

 
Revised April 27, 2010 
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EL Policy #3:  Compensation and Benefits  
 
With respect to employment, compensation, and benefits to employees, consultants, contract 
workers, and volunteers, the Executive shall not cause or allow jeopardy to fiscal integrity or 
public image. 
  
In this spirit, the Executive shall not: 

1. Change his or her own compensation and benefits.  The compensation and benefits of 
the Executive are outlined in LNK #7: Executive Compensation and Benefits. 

 
2. Promise or imply guaranteed employment. 
 
3. Establish inequitable current compensation and benefits which fail to take into 

consideration : 
a. For the professional staff, the UUA guidelines for a church of our size in a similar 

geographic wage area. 
b. For the support staff, the local market for the skills employed. 

 
4. Establish or change benefits so as to cause unpredictable or inequitable situations, 

including those that: 
 
a. Incur unfunded pension liabilities. 
 
b. Provide less than some basic level of benefits to all full-time employees, though 

differential benefits to encourage longevity are not prohibited. 
 
c. Allow any employee to lose benefits already accrued from any foregoing plan. 
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EL Policy #4:  Financial Planning and Budgeting 
 
Financial planning for any fiscal year or the remaining part of any fiscal year shall not deviate 
materially from the Board’s Ends priorities or risk fiscal jeopardy. 
 
In this spirit, the Executive shall not: 

1. Allow budgeting that: 
 

a. Contains too little information to enable credible 
i. Projection of revenues and expenses, 
ii. Separation of capital and operational items, 
iii. Tracking of cash flow, 
iv. Disclosure of planning assumptions. 

 
b. Plans the expenditure in any fiscal year of more funds than are conservatively 

projected to be received in that period. 
 
c. Fails to apply prepaid pledges to the anticipated income budget for the year 

designated by the contributor. 
 
d. Provides less for Board needs during the year than is set forth according to GP 

#9: Cost of Governance. 
 

e. Carries over annually budgeted funds which were not used during the fiscal year. 
 

2. Fail to adjust the discretionary spending lines if it is projected that a year-end deficit is 
likely to occur and to report to the Board about these adjustments. 

 

 



 

26 May 2011 
Governance Manual – WSUUC – Executive Limitation Policies Page 27 of 138 

EL Policy #5:  Financial Condition and Activities  
 
With respect to the actual, ongoing financial condition and activities, the Executive shall not cause 
or allow the development of fiscal jeopardy or a material deviation of actual expenditures from 
Board priorities established in the Ends Policies. 
   
In this spirit, the Executive shall not: 

1. Indebt the Church nor enter into a contract which could indebt the Church in a single 
transaction to 5% of operating budget, or in an aggregate transaction to 10% of the 
operating budget without the approval of the Board of Trustees.  

 
2. Authorize a line of credit without the approval of the Board of Trustees. 
 
3. Use any endowment principal or long term unallocated reserve without approval of the 

Board of Trustees. 
 
4. Conduct inter-fund shifting in amounts that deviate materially from the Board’s Ends 

priorities. 
 
5. Fail to settle payroll and debts in a timely manner. 
 
6. Allow tax payments or other government ordered payments or filings to be overdue or 

inaccurately filed. 
 
7. Acquire, encumber or dispose of real estate. 
 
8. Fail to appropriately pursue unpaid pledges after a reasonable amount of time. 
 
9. Fail to aggressively pursue unpaid non-pledge receivables after a reasonable amount of 

time. 
 
10. Allow any conflict of interest to be present in the awarding of contracts or other 

purchasing decisions. 
 
11. Make any purchases not provided for in either the capital expenditure or operating 

projections; or make any purchase; or enter into any contract of over $10,000 without at 
least two competitive bids. 

a. For contracts exceeding $10,000, a 10% retainage will be held for at least 30 
days to insure that the project is satisfactorily completed. 

 
12. Fail to create a projected 3-5 year operating budget plan. 
 
13. Fail to create a 3-5 year budget plan for capital outlays, equipment expense and building 

maintenance for any expenditures anticipated to exceed $10,000. 
 
14. Fail to inform the Board before any decision is made to use unexpected and 

undesignated income over the amount of $7,500. 
 

15. Fail to have more than one signature on any check with a face value greater than $2,500. 

 
16. Fail to hold payment for contracted services until completion of the job, excepting 

advance payments for materials which are substantiated by invoice. 

 
Revised April 27, 2010 
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EL Policy #6:  Asset Protection  
 
The Executive shall not allow the assets to be unprotected, inadequately maintained, or 
unnecessarily risked. 
 
In the spirit, the Executive shall not: 

1. Fail to insure against significant property and casualty loss to at least 80% of 
replacement value and against liability losses to staff and the organization. 

 
2. Fail to insure against corporate liability and personal liability of Board members, taking 

into account pertinent statutory provisions for indemnification and exemptions applicable 
to non-profit organizations. 

 
3. Allow unbonded personnel access to material amounts of funds unless covered under the 

Church’s “Protection Against Dishonesty” coverage. 
 

4. Subject facilities, premises and equipment to improper wear and tear or insufficient 
maintenance. 

 
5. Fail to maintain the Church as a non-smoking facility. 

 
6. Display memorial plaques, signs or other devices in the building or on the grounds with 

names of donors of Memorial gifts without Board approval.  
 
7. Unnecessarily expose the Church, its Board, or staff to claims of liability. 
 
8. Fail to protect intellectual property, information and files from loss or significant damage. 
 
9. Receive, process, or disburse funds under controls that are insufficient to meet a Board-

appointed auditor’s standards. 
 
10. Invest or hold operating capital in insecure instruments. 
 
11. Fail to establish procedures to protect against mishandling or misuse of cash and 

currency. 
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EL Policy #7: Tangible Gifts 
 
Tangible gifts to the church are most welcome and greatly appreciated.  Tangible gifts are 
received for the benefit of the church and will be used in accordance with the Board’s Ends.  
 
Accordingly,  

1. Tangible Gifts can include, but are not limited to, fine arts, real estate, and other property. 
 
2. All tangible gifts become the property of the Church once accepted.   

 
3. Decisions regarding the use, placement, maintenance, repair, restoration or disposal of 

tangible gifts with a value of $1000 or less are vested with the Executive.  The Executive 
shall not fail to notify the Board of Trustees about the acceptance or disposal of these 
tangible gifts. 

 
4. The Executive shall not fail to notify the Board of Trustees of the offers of tangible gifts 

with a value greater than $1000.  The Board may vote the acceptance and disposal of 
these tangible gifts and it may create additional policies to further describe the use of 
these tangible gifts. 

 
5. The Executive shall not accept tangible gifts as payment of a pledge. 

 
6. The Executive shall not fail to have any official documents relating to the transfer of real 

or personal property signed by a designated officer of the church determined by the 
Board. 

 
7. The Executive must not fail to express appreciation on behalf of the Congregation to the 

donor of any tangible gift, and when appropriate, request that the Board contributes to the 
show of appreciation. 

 
 

 



 

26 May 2011 
Governance Manual – WSUUC – Executive Limitation Policies Page 31 of 138 

EL Policy #8:  Unpledged Monetary Gifts 
 
Unpledged monetary gifts to the church are most welcome and greatly appreciated.  Unpledged 
monetary gifts are received for the benefit of the church and will be used in accordance with the 
Board’s Ends.  
 
The Church’s Endowment consists of the Connard Fund at the Cleveland Foundation and the 
Agency Account at National City Bank. Since the investment policies and income paid to the 
church from the Connard Fund is determined by an outside trust which the church does not 
control, all references to “Endowment Fund” in this policy refer to the assets in the Agency 
Account at National City Bank. 
 
Accordingly,  

1. Unpledged monetary gifts to the Church’s Endowment can include, but are not limited to, 
cash gifts, memorial gifts, and planned gifts including bequests. 

 
2. All unpledged monetary gifts become the property of the Church once accepted.   

 
3. Unpledged monetary gifts shall be accepted with these additional provisions: 

a. If the donor describes the gift as intended for the Church’s Endowment, the 
Executive shall not fail to assign the gift to the Endowment Fund.  Such gifts are 
not applied to the Operating Budget. 

i. Monetary gifts to the Church’s Endowment must be formally received by 
the Board of Trustees.  The Executive must not fail to supply an action to 
receive such gifts to the consent agenda of the Board. The minutes of 
the Board shall serve as a record of the transaction. 

b. If the monetary gift has not been described as intended for the Church’s 
Endowment, the Executive shall manage the gift according to the following 
provisions: 

i. Designated Gifts: 
1. Designated monetary gifts for an announced special offering 

collection shall be accepted by the Executive for the purposes 
stated in the announcement of the special offering. 

2. The Board may accept designated monetary gifts or bequests 
greater than $1000 intended for annual operating expense items 
to be used as the donor requests, and it may create policies to 
further describe the use of designated gifts where the donor’s 
designation allows more detail or clarification. Monies derived 
from a designated gift given for specific purpose may be accrued 
in a special fund, year to year, to be used as the donor indicated. 

3. Designated monetary gifts of $1000 or less may be received by 
the Executive and used for operating purposes by the Executive 
according to the donor’s wishes. 

ii. Undesignated Gifts 
1. The Board may accept undesignated monetary gifts greater than 

$1000 and decide on their designation.  
2. Memorial Gifts of $1000 or less shall be accepted by the 

Executive and placed in the undesignated Memorial Fund. 
3. Other undesignated monetary gifts of $1000 or less will be 

accepted by the Executive, and treated as Unpledged Income in 
the Operating Budget. 

c. The Executive must not fail to notify the Board of Trustees of the acceptance of 
any unpledged monetary gift. 

 
4. The Church’s Endowment shall be used according to the following provisions: 
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a. Endowment Fund unrestricted principle may only be used with a 
recommendation of the Finance Committee and a 2/3 majority vote of the Board. 

 
b. The Executive shall not fail to report the usage of the Church’s Endowment 

income to the Board. 
 

c. Income from the Connard Endowment shall be used as designated by a Board 
vote, and the designation shall stay in effect until the Board changes the 
designation. 

 
5. The Executive shall not fail to provide a means for memorials to be visibly and 

permanently registered and acknowledged. 
 

6. The Executive must not fail to express appreciation on behalf of the Congregation to the 
donor of any unpledged monetary gift, and when appropriate, request that the Board 
contributes to the show of appreciation. 
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EL Policy #9:  Ends Focus of Grants or Contracts  
 
The Executive may not enter into any grant or contract arrangements on behalf of the church that 
fail to emphasize primarily the production of Ends, and, secondarily, the avoidance of 
unacceptable means. 
 
In this spirit, the Executive shall not: 

1. Allow grant or contract funds to be used in imprudent, unlawful or unethical ways. 
 
2. Fail to assess and consider a grant applicant’s or contractor’s capability to produce 

targeted and efficient results. 
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EL Policy #10:  Emergency Executive Succession  
 
In order to protect the Church and Board from sudden loss of Executive services, the Executive 
shall not fail to designate at least one other professional staff member as an emergency interim 
Executive; and to make sure that this designee is familiar with Board and Executive issues and 
processes. 
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EL Policy #11:  Denominational Associations  
 
The Executive shall not  

1. Fail to maintain West Shore Unitarian Universalist Church as a certified voting member of 
the Unitarian Universalist Association and the Ohio-Meadville District of the UUA. 

 
2. Fail to maintain the Church’s status as a Welcoming Congregation of the Unitarian 

Universalist Association. 
a. The official documents of the Church must not fail to include appropriate 

affirmations and non-discrimination clauses to assure inclusiveness in all aspects 
of congregational life. 
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EL Policy #12:  Child Care Center Oversight 
 
The Executive shall not fail to provide supervision of the Director of the West Shore Child Care 
Center. 
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EL Policy #13:  Communication and Support to the Board  
 
The Executive shall not permit the Board to be uninformed, misinformed or unsupported in its 
work. 
 
In this spirit, the Executive shall not: 

1. Fail to submit monitoring information required by the Board in a timely, accurate, and 
understandable fashion, directly addressing provisions of Board policies being monitored. 

 
2. Fail to advise the Board of relevant trends, anticipated adverse media coverage, or 

material external and internal changes. 
 
3. Fail to advise the Board of any changes in conditions that would invalidate the 

assumptions upon which any Board policy has previously been established. 
 
4. Fail to advise the Board if, in the Executive’s opinion, the Board is not in compliance with 

its own policies on Governance Process and Board Linkage, particularly in the case of 
Board behavior that is detrimental to the working relationship between the Board and the 
Executive.  

 
5. Fail to marshal for the Board as many staff and external points of view, issues, and 

options as needed for fully informed Board choices. 
 
6. Present information in unnecessarily complex or lengthy form that fails to differentiate 

among information of three types: 
a. Monitoring 
b. Decision preparation 
c. Other 
 

7. Fail to provide a mechanism for official Board, officer, and committee communications. 
 
8. Fail to deal with the Board as a whole except when  

a. Fulfilling requests for information, or 
b. Responding to officers or committees duly charged by the Board 
 

9. Fail to report in a timely manner an actual or anticipated non-compliance with any policy 
of the Board. 

 
10. Fail to supply for the consent agenda all items delegated to the Executive yet required by 

law or contract to be Board-approved, along with the monitoring assurance pertaining 
thereto. 

 
11. Fail to limit public statements about the official position of the congregation or Board on 

controversial issues until the congregation or Board has formally and explicitly adopted a 
position of record.  Once a position of record has been adopted, the Executive shall not 
fail to support that position in public statements.  Nothing in this policy shall be construed 
to infringe upon the fundamental principle of freedom of the pulpit. 
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EL Policy #14:  Spiritual Care  
 
The Executive shall not fail to provide adequately for his/her spiritual care. 
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Global Governance Process 

The Board of Trustees (the “Board”) of West Shore Unitarian Universalist Church (the “Church”) 
will act on behalf of the Church’s Congregation: 

 
• to assess and represent the will of the Congregation in providing policy and direction 

for all activities of the Church, 
• to promote the accomplishment of the Church’s purpose and to maintain the focus of 

the Board on that purpose,  
• to avoid ineffective or inefficient uses of Church resources, and  
• to avoid unacceptable activities and conditions within the Church. 
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GP Policy #1: Governing Style 
 
The Board of Trustees (Board) will live out our purpose by  

• setting purpose driven policies,  
• determining purpose driven performance, and 
• assuring said performance occurs. 

 
The Board will govern with an emphasis on:  

• Strategic leadership rather than administrative detail 
• Clear distinction between Board and Executive roles 
• Outward vision rather than internal preoccupation 
• Encouragement of a diversity of viewpoints 
• Collective rather than individual decisions 
• Future rather than past or present 
• Proactivity rather than reactivity. 

 
Accordingly,  

1. On any issue before it, the Board will insure that divergent views are considered in 
making decisions.  After subjects have been discussed and voted upon, all Board 
members will support the action taken and speak with one voice.  

 
2. The Board will focus chiefly on intended long-term values and impacts (“Ends”), not on 

the administrative or programmatic means of attaining those effects.   
 
3. The Board will be an initiator of policy, not merely a reactor to staff initiatives.   
 
4. The Board may use the expertise of individual members to enhance the ability of the 

Board as a body, but will never substitute an individual’s expert judgment for the Board’s 
deliberative process. 

 
5. The Board will direct, control, and inspire the organization through the careful 

establishment of the broadest organizational values and perspectives (“Policies”).  
Policies will address: 

a. Ends:  what benefits for which needs at what cost (cost being the financial and 
human resources necessary to accomplish the Ends), 

b. Executive Limitations:  boundaries of prudence and ethics to be observed by the 
Executive, professional staff, and volunteers, 

c. Governance Process:  Board roles and responsibilities, and 
d. Board-Executive relationship:  linkage and interactions between the Board and 

the Executive. 
 

6. The Board will enforce whatever discipline is needed to govern with excellence.  
Discipline will apply to matters such as attendance, preparation for meetings, policy-
making principles, and respect for defined roles.  

a. In accordance with this discipline, the Board will only address a topic after it has 
answered these questions: 

i. Whose issue is this? Is it the Board’s or the Executive’s? Is this a shared 
issue? 

ii. Has the Board dealt with this subject in a policy? If so, what has the 
Board already said on this subject and how is this issue related? If the 
Board has already addressed the matter, does the Board wish to change 
what it has already said? 

iii. If the matter is several levels below Board level, what is the broadest 
way to address this issue so that it is still under existing Board policy? 
Does that policy suffice to deal with our concern? 
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7. The Board will commit to ensuring the continuance of governance capability through 

continual Board development, including orientation of new Board members in the Board’s 
governance process and periodic Board discussion of process improvement.  

 
8. The Board will be accountable to the Congregation for competent, conscientious, and 

effective accomplishment of its obligations as a body.  It will allow no officer, individual, or 
committee of the Board to usurp this role, hinder its discipline, or be an excuse for not 
fulfilling its commitments. 

 
9. The Board will monitor and regularly discuss the Board’s own process and performance.  

The Board, not the staff or Executive, will be responsible for Board performance. 
 
10. The Board will operate with transparency and open process in accordance with the 

Bylaws.  
 
11. The Board will ensure the continuity of Board initiatives through systematic treatment of 

its own institutional memory. 
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GP Policy #2: Board Job Description 
 
The Board acts on behalf of the Congregation, sets policies, and evaluates the Minister(s) 
performance.  The Board serves as the governing body of the Church.  It assesses and 
represents the will of the Congregation in providing policy and direction for all activities of the 
Church.  
 
In this spirit, 

1. The Board is the link between the Executive and the congregants and acts on behalf of 
the Congregation. 

 
2. The Board will produce written governing policies that, in the broadest levels, address 

organizational decisions in four categories: 
a. Ends – Organizational products, effects, benefits, outcomes, recipients and their 

relative worth (What Good for Which Recipients at What Cost?) 
b. Executive Limitations – Constraints on Executive authority which establish the 

prudence and ethics boundaries within which lies the acceptable arena of 
Executive activity, decisions, and organizational circumstances. 

c. Governance Process – Specification of how the Board conceives, carries out, 
and monitors its own tasks. 

d. Board and Executive Linkages – How authority is delegated and how its proper 
use is to be monitored. 

 
3. The Board is responsible for appointing the Executive, which may be an individual or a 

team. 
 
4. The Board will delegate all responsibility and authority to carry out the activities of the 

Church to the Executive. 
 
5. The Board will assure Executive performance through monitoring and evaluation in 

accordance with the Executive Linkage policies. 
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GP Policy #3: Trustee and Officer Code of Conduct 
 
The Board commits itself, Trustees, and Officers to ethical, businesslike, churchlike, and lawful 
conduct, including proper use of authority and appropriate decorum when acting as Trustees and 
Officers.  
 
In this spirit, 

1. Trustees and Officers must represent unconflicted loyalty to the interest of the 
congregants. This accountability supersedes any conflicting loyalty to or advocacy for 
other interest groups inside or outside the church. It also supersedes the personal 
interest of any Board member acting as a consumer of the church’s services. 

 
2. Trustees and Officers must avoid conflict of interest or any appearance of conflict of 

interest with respect to their fiduciary responsibility. 
a. There must be no self-dealing or any conduct of private business or personal 

services between any Board member and the Church administration (Executive 
and employees) except that which is procedurally controlled, in order to assure 
transparency, competitive opportunity, and equal access to inside information. 

b. When the Board is to decide upon an issue about which a Board member has an 
unavoidable conflict of interest, that member shall absent herself or himself 
without comment from not only the vote, but also from the deliberation, by leaving 
the meeting. The minutes must reflect that this occurred. 

c. Trustees and Officers must not use their positions to obtain Church employment 
for themselves, family members, or close associates. Should a member desire 
such employment, he or she must first resign from the Board. 

 
3. Trustees and Officers will respect the confidentiality appropriate to issues of a sensitive 

nature. 
a. Board matters of a sensitive nature are to be discussed only with the current 

membership of the Board of Trustees, including the Treasurer and ministers. 
b. When the Board goes into executive session, everything discussed is to remain 

confidential, except for decisions reached which are to be recorded in the 
minutes. 

 
4. Trustees and Officers may not attempt to exercise individual authority over the 

organization except as explicitly set forth in Board policies. 
a. The Board speaks with one voice or not at all. Trustees and Officers shall 

support the Board’s decision and shall not act in any way to undermine that 
decision. 

b. Members’ interaction with the Executive or with staff must recognize the lack of 
authority vested in individuals except when explicitly Board authorized. 

c. Members’ interaction with public press or other outside entities must recognize 
the same limitation and the inability of any Board member to speak for the Board 
except to repeat explicitly stated Board decisions. 

d. Members will take no action regarding, nor give voice to individual judgments 
about Executive or staff performance outside of Board meetings. 

e. Members will make no judgments of the Executive or staff performance except 
as that performance is assessed against explicit board policies using a Board-
structured evaluation process. 

 
5. A Trustee who is absent without reasonable cause, as approved by the President of the 

Board, for three consecutive regular meetings of the Board shall be removed from the 
Board, upon vote by the Board, and shall be so notified by the Secretary. 
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6. Questions of discipline for Trustees and Officers shall be handled in accordance with 
Chapter XX of Robert’s Rules of Order Newly Revised. 

 
7. Each Trustee has specific responsibilities which include: 

a. Be Members in good standing who have made a pledge of record and fulfilled 
that obligation 

b. Be familiar with the Church Bylaws and other governing documents, including 
this manual. 

c. Meet policy requirements for Board attendance and come to meetings prepared 
for policy and decision-making. 

d. Be knowledgeable and conversant with Church budgets and financial 
statements. 

e. Regularly attend Board meetings, church services, and other functions. 
f. Participate actively in the Annual Canvass and other major fundraisers of the 

Church. 
g. Care for the health of the church. 
h. Clearly identify when speaking or acting as an individual member of the Church 

 
8. The Board as a whole shall: 

a. Assure the financial responsibility of the Church and ensure that it operates in a 
fiscally responsible manner. 

b. Review and approve annually the Church budget and any major financial actions 
of the Church, such as capital expenditures. 

c. Partner with the Ministers in achieving the purpose and goals of the Church 
d. Develop, monitor and maintain the Ends of the Church. 

 
Revised March 03, 2009 
 

 



 

26 May 2011 
Governance Manual – WSUUC – Governance Process Policies Page 47 of 138 

GP Policy #4: Board Internal Communications 
 
Communications from the Board leadership to Board members and among Board members will 
be clear and expeditious. Care will be taken to ensure that Board members are not excluded or 
disadvantaged by internal communications policies. 
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GP Policy #5: Agenda Planning 
 
Board agendas will be used to ensure that all important Board business is addressed in a timely 
basis and to facilitate an orderly sequence of Board items. 
 
In this spirit, 

1. All regularly scheduled Board meetings shall have an agenda, to be compiled by the 
Executive Committee. 

a. Any Board member or the Executive may place an item(s) on the agenda, 
provided that: 

i. It is proper business for the Board and not the Executive. Executive 
Business be turned over to the Executive. 

ii. It is not an administrative matter that will unduly distract the Board’s 
attention from its focus as described in GP Policy #1. Where possible, 
such items will be delegated to an ad hoc committee of the Board, which 
will bring back recommendations to the full Board. 

 
2. Normally, items should be submitted prior to the Executive Committee meeting; 

a. an item may be submitted after that timeframe, according to the rules stated in 
the Standing Rules of Procedure. 

 
3. The Executive Committee shall ensure that the agenda will be distributed to all Board 

members, the Executive, and the Church Secretary no later than two days before the 
Board meeting. 

 
4. Standing items on the agenda for each regularly scheduled meeting shall include  

a. the Executive’s report 
b. consent agenda items (items legally requiring Board approval) 
c. Executive Limitations monitoring items (per schedule—see LNK Policy #5) 
d. a discussion of Ends policies 
e. a space for congregants to talk to the Board 

 
5. The Board will attend to consent agenda items as expeditiously as possible. 
 
6. Unscheduled Executive monitoring will be included on the agenda only if: 

a. Monitoring reports show possible policy violations 
b. Policy criteria are to be discussed, or 
c. The Board, for any reason, chooses to discuss amending its monitoring 

schedule. 
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GP Policy #6: President and Officer Roles  
 
Elected officers assure the integrity of the Board’s process, provide for succession, occasionally 
represent the Board to outside parties and carry out other duties as assigned by the Board.   
 
Accordingly, 

1. The President ensures the integrity of the Board’s process, typically represents the Board 
to the Congregation and outside parties, presides at meetings of the Board and of the 
Congregation, and fulfills other such duties and responsibilities as may be assigned by 
the Board or the Congregation. 

 
a. The job of the President is to ensure that the Board acts consistently with its own 

rules and those legitimately imposed upon it from outside the Congregation.  
i. Deliberation shall be timely, fair, orderly, and thorough, also efficient, 

limited to time, and kept to the point.  
ii. Meeting discussion content shall only be those issues that, according to 

Policy, belong to the Board to decide, not to the Executive. 
 
b. The President is empowered to chair Board and Congregational meetings with all 

the commonly accepted power of that position (e.g., ruling, recognizing).  
i. As presiding officer, shall ensure that Roberts’ Rules are observed, 

except where the Standing Rules of Procedure has superseded them.  
 
c. The President’s authority does not extend to supervising or otherwise directing 

the Executive. 
 
d. The President may delegate the President’s authority but remains accountable 

for its use. 
 
e. The President has specific responsibilities which include 

i. Meets with the ministers at least once a month to discuss current issues 
and concerns. 

ii. Reflects to the Board any concerns of the ministers in regards to the role 
of the Board, individual Trustees, or the Executive. 

iii. Reflects to the ministers the concerns of the Board and other 
constituencies. 

iv. Promotes communication and understanding of the Board initiatives and 
seeks feedback from all sources. 

v. Stays abreast of the Unitarian Universalist Association and Ohio 
Meadville District events and reports to the Board specific items of these 
organizations that relate to the life of the Church. 

vi. Ensures a review of the ministers and salary recommendations. 
vii. Communicates through the Church newsletter and the Church website 

the Board initiatives, success, and concerns. 
viii. Prepares the Annual meeting, setting the agenda with the Executive 

Committee, and providing a written and verbal report for the meeting. 
ix. Plans Board retreats to discuss the Board’s Ends and assigns 

responsibilities for developing and monitoring the Ends. 
 
2. The Vice President shall 

a. Act for the President in case of the absence or incapacity of the President, or, in 
the case of a vacancy, acts until a new President is elected as specified in the 
Church Bylaws 
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b. Assist the President in assuring that the Board fulfills its responsibilities for 
governance of the Church, according to the purpose and Ends of the Church as 
adopted by the Board.  

 
c. The Vice President has specific responsibilities which include: 

i. Prepares agendas which are developed by the Executive Committee. 
ii. Consults frequently with the President to discuss current issues and 

concerns. 
iii. Works with the President to further the goals of the Church 
iv. Promotes communication and understanding of Board initiatives and 

seeks feedback from all sources as a visible leader of the Congregation 
and representative of the Board. 

v. Works to maintain the health of the Board and the Trustees’ relationship 
with each other, the ministers and the Congregation. 

 
3. The Secretary shall 

a. Keep an accurate record of the proceedings of the Board, Executive Committee 
and all-Church meetings.  A recording secretary may be employed for Board and 
Church meetings at the discretion of the Board. 

 
b. Notify the Membership Committee chair of any Board actions regarding 

membership and keep a roll of the membership of the church with dates of 
admission and termination.  The Secretary shall do this by utilizing appropriate 
Governance linkages, through the Executive, to the Membership Committee 
chair, and by requesting information from the Executive as to the status and state 
of the roll of membership. 

 
c. The Secretary has specific responsibilities which include: 

i. Ensures, via linkage with the Executive, that there is appropriate notice 
of all Church, Board, or Executive Committee meetings. 

ii. Ensures that approved minutes are provided to the Church office. 
iii. Ensures that minutes are posted on the Church bulletin board and 

website in accordance with the Bylaws. 
iv. Verifies and records that a quorum of voting members is present in order 

to conduct business at any meeting. 
v. Maintains the Board book which shall include; the Governance Manual, 

Board Orientation materials, historical motions, and the approved 
minutes from the previous Church year. 

vi. Works to maintain the health of the Board and the Trustees’ relationship 
with each other, the Ministers and the Congregation. 

 
4. The Treasurer shall 

a. Cause to be kept a complete and accurate account of the finances of the Church  
on books which are Church property and which are open for inspection at any 
reasonable time to any Member. 

 
b. Assure that a financial statement is provided to the Board at each regular Board 

meeting and to the Congregation at the Annual Meeting. 
 
c. Serve as a non-voting advisor to the Board. 
 
d. The Treasurer has specific responsibilities which include 

i. Ascertains that a monthly closing is effected and verifies that an accurate 
financial statement is presented to the Board at each regular meeting 
through personal attendance. 
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ii. Verifies that an adequate insurance coverage is in effect for the physical 
plant of the Church. 

iii. Attends all Board functions and serves as a team member to develop 
and implement relevant Board goals. 

iv. Establishes and manages, with the Finance Committee, banking 
relationships and provides policy recommendations related to the fiscal 
integrity of the Church and the protection of its funds. 

v. Works with the Finance Committee to recommend policy and implements 
means of follow-up on delinquent pledges. 

vi. Assures, with the Board, that a periodic independent audit is performed. 
vii. Serves the Board as the knowledgeable expert to advise and guide the 

Trustees in sound Church financial management policy. 
 

5.  The Historian shall 
a. Compile, record, and preserve the history of the Church. 
 
b. Promote the history of the Church to heighten the Congregation’s awareness and 

appreciation of its heritage.  
 
c. Ensure that the church’s records, upon which the Church’s history is based, are 

organized and accessible. 
 
d. At his or her discretion, form an archives committee or enlist assistants to help 

carry out this work 
 
e. The Historian has specific responsibilities which shall include: 

i. Serves as an advocate and promoter of both the Church’s and the 
denomination’s historical heritage. 

ii. Serves as resource to the Board, the RE program, and the Congregation 
in historical matters or projects. 

iii. Surveys the records of the Church periodically and insures that they are 
being housed in the appropriate environment. 

iv. Established basic record management procedures for both paper and 
electronic records of the Church, as they cycle from current, to semi-
current, to non-current usage, and create guidelines for the proper 
disposition of these records (whether ephemeral and scheduled, or 
permanent and archival), in conjunction with the Church Administrator. 

v. Assists in educating the staff (when needed) regarding records 
management procedures. 

vi. Submits plans and budgets as required for inclusion in the development 
of the annual Church budget. 

vii. Insures the Church’s historical records are properly arranged, preserved, 
and catalogued to the extent that time and resources permit. 

viii. Sees that the Church’s scrapbooks are properly maintained, including  
1. collecting, soliciting, cataloging and filing memorabilia 
2. accepting only those items that are dated and identified 
3. housing memorabilia in the appropriate archival enclosures. 

ix. Reports to the Board in person or in writing at least once a year 
x. Submits an annual summary of activities for the Church’s Annual Report 
xi. Maintains connections with and keeps abreast of happenings within the 

Unitarian Universalist Information Office and the UU Historical Society. 
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GP Policy #7: Board Committee Principles 
 
The Board may establish committees to help carry out its responsibilities.  Committees will be 
used sparingly and ordinarily in an ad hoc capacity to preserve the Board functioning as a whole 
and will never interfere with the delegation from the Board to the Executive. 
 
Accordingly, 

1. Board committees may not speak or act for the Board except when formally given such 
authority by the Board for specific and time-limited purposes.  Expectations and authority 
will be carefully stated in order not to conflict with authority delegated to the Executive. 

 
2. Board committees are to help the Board do its job, not to help or advise the staff.  

Committees ordinarily will assist the Board by preparing policy alternatives and 
implications for Board deliberation.  In keeping with the Board’s broader focus, Board 
committees will normally not have direct dealings with current staff operations. 

 
3. A Board committee which has helped the Board create policy on some topic will not be 

used to monitor organizational performance on that same subject. 
 
4. The President is free to appoint special task forces for specific short-term objectives or to 

carry out special tasks that will facilitate the work of the Board.  Any appointments will be 
reported to the Board, ordinarily as part of the consent agenda. 

 
5. This policy applies to any group which is formed by Board or President action, whether or 

not it is called a committee and regardless of whether the group includes Board 
members.  This policy does not apply to committees formed under the authority of the 
Executive. 
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GP Policy #8: Board Committee Structure 
 
A committee is a Board committee only if its existence, charge and composition are determined 
by the Board to assist the Board in its work, or it is set forth as a Board committee in the Bylaws, 
regardless of whether Board members sit on the committee.  Unless otherwise stated, a Board 
committee ceases to exist as soon as its task is complete. 
 
Accordingly, 

1. There are two committees which are established as Board committees by the Bylaws, 
and which assist the Board in its work. 

a. These committees are governed by GP Policy #7: Board Committee Principles. 
b. The Executive Committee shall consist of the President, Vice President, 

Secretary, and a Trustee at large. It shall: 
i. Set meeting dates for regular and special meetings; 
ii. Set the agenda for every meeting; 
iii. Apply the same rules of decorum as the Board’s except that disputes in 

Executive Committee may be brought to the full Board;  
iv. Refer issues to the Executive; and 
v. Take emergency action between meetings of the Board. 

c. The Finance Committee is responsible for oversight of the fiscal integrity of the 
Church and works with the Executive, the Ministers, and the Treasurer to assure 
that the financial process is sound and adequate for the needs of the Church.   

i. Its responsibilities include the budget, the audit and the endowment and 
ii. it may require, at the expense of the Church, a fidelity bond satisfactory 

to the Board, for any employee of the Church who handles or has access 
to Church funds.   

iii. The Treasurer serves on this committee but is not the chairperson.  
 

Revised March 03, 2009 
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GP Policy #9: Cost of Governance 
 

Because poor governance costs more than learning to govern well, the Board will invest as 
necessary in its governing capacity, both at the Board and the Congregational levels. 
 
In this spirit, 

1. Board skills, methods, and supports will be sufficient to assure governing with excellence. 
 
2. Training and retraining will be used liberally to orient new officers, Trustees and 

candidates for election, as well as to maintain and increase existing Trustees’ skills and 
understandings. 

 
3. Outside monitoring assistance will be arranged so that the Board can exercise confident 

control over organizational performance. This includes but is not limited to fiscal audit. 
 
4. Outreach mechanisms will be used on an ongoing basis to insure the Board’s ability to 

listen to Congregational viewpoints and values. 
 
5. Costs will be prudently incurred, though not at the expense of endangering the 

development and maintenance of superior capability.  The amount will be decided for 
each fiscal year prior to the approval of that year’s budget. 
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GP Policy #10: Adoption and Modification of Policies 
 
With respect to matters of Policy of the Church, there will be two readings of the proposed Policy.  
The first reading would put the proposal on the table. With a favorable vote, it will be considered 
at the next regular Board meeting.  Adoption requires a majority vote of the Board. 
 

 



 

26 May 2011 
Governance Manual – WSUUC – Governance Process Policies Page 57 of 138 

GP Policy #11: Child Care Center Governance 
 
The mission of the West Shore Child Care Center, as a program of the Church, is to promote the 
well-being of children in our community by providing quality, affordable child care and by 
supporting their families. 
 
In this spirit, the Board will  

1. Supervise the Administrative Board which governs the affairs of the Child Care Center 
 
2. Review and annually approve the budget of the Center. 
 
3. Designate a Trustee to attend Administrative Board meetings as an ex-officio member, 

without vote. 
 
4. Hire the Director of the Child Care Center in consultation with the Executive. 
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GP Policy #12: Emeritus Council 
 
West Shore strives to honor its past.  In this spirit, the Emeritus Council was established as an 
advisory group to the Board. Historically, meetings have been scheduled for Saturday brunches, 
with duration of two hours. 
 
Accordingly,  

1. The Emeritus Council will gather when called, as per the rules of a Special Meeting. 
These Special Meetings will be called at a time and with a topic determined by the Board 
and must occur at least once each church year. 

 
2. Membership includes all past Trustees who remain members of the Church. 
 
3. Annually, the Board will appoint a convener of the Emeritus Council which by tradition is 

the immediate Past President. 
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GP Policy #13: Conflict Management Policy 
 
END Policy #A: CARE Covenant outlines our commitment to CARE for one another in our church 
community by acting with Courtesy, Acceptance, Respect, and Engagement.  Recognizing that 
disagreement and conflict are inherent in human relationships, we use this Covenant to guide the 
interactions among members of our church community.  We also recognize that occasions may 
arise requiring assistance to address and resolve interpersonal conflict.  This Conflict 
Management Policy, in conjunction with EL Policy #1: Treatment of Congregants, provides a 
guide for handling conflict resolution regarding matters of our church life in accordance with the 
CARE Covenant and applies to all congregants. 
 
Accordingly,  

1. Should conflict arise between congregants, the expectation is that the parties involved 
approach the situation 

a. In a manner consistent with the CARE Covenant 
b. In the spirit of peace, patience, humility, and tolerance 
c. By owning their own role in creating the conflict 
d. By being 

i. Quick to listen 
ii. Slow to judge 
iii. Willing to negotiate and work through the disagreement constructively 
iv. Role models for others 

 
2. The CARE Covenant Team is described in Appendix F: Committees of the Board, and 

the members are authorized to assist in the resolution of conflict between the parties 
involved when requested by one or more of those involved. 

o One or more of the parties in conflict may seek assistance of the CARE Team 
after attempts at successful, mutual resolution are not achieved. 

o The CARE Team may suggest an appropriate process for conflict resolution, 
acting within the framework of END Policy #A: CARE Covenant and the 
Principles of the Unitarian Universalist Association. 

� If deemed necessary, the CARE Covenant Team may call upon 
resources inside and outside the immediate church community, such as 
arbitrators within the Ohio Meadville District or the Unitarian Universalist 
Association.  Should unbudgeted expenditures be required to effect this 
outside assistance, appropriate approvals shall be obtained in advance 
of the expenditure consistent with GP Policy #9: Cost of Governance and 
EL Policy #4: Financial Planning and Budgeting. 

o All matters brought to the CARE Covenant Team are kept confidential.  Records, 
electronic files and written notes pertaining to the matter are maintained as 
confidential by the Historian. 

o Confidential information may be shared with parties involved with the handling of 
the conflict at the discretion of the CARE Covenant Team. 

 
3. Since the CARE Covenant Team will strive to maintain appropriate confidentiality for all 

parties involved, it is also important for the parties to the conflict to maintain 
confidentiality. Triangulation and escalation of the conflict shall be avoided. It is not 
appropriate for the parties involved to lobby others in the Congregation, directly or 
indirectly, to support a specific point of view on an issue. Such actions are further 
violations of the CARE Covenant. 
 

4. Should the parties in conflict be unable to reach resolution with the support of the CARE 
Covenant Team, the CARE Covenant Team may present additional options for handling 
the conflict. 

o They may elect to 
� Let the parties agree to disagree in a respectful manner, OR 
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� Refer the conflict confidentially to the Executive Committee of the Board 
of Trustees for additional advice and guidance. 
 

5. Should satisfactory resolution continue to be elusive, the CARE Covenant Team and the 
Executive Committee shall take the matter to an executive session of the full Board of 
Trustees, consistent with GP Policy #3: Trustee and Officer Code of Conduct, to 
initiate consideration of the Termination of Membership process, as described in the 
WSUUC By-laws, Article III, Section 4. If a person involved in the unresolved conflict is 
not a member of West Shore, the Board shall consider asking that person not to return to 
the building. 

 
6. Because individuals party to an unresolved conflict violate all tenets of the CARE 

Covenant, which the Congregation considers as the guide to its life together, terminated 
members and nonmembers alike will be asked to not return to West Shore unless steps 
are taken to resolve the heretofore unresolved conflict and renew the covenantal 
relationship.  
  

7. A member of the CARE Covenant Team may be removed from the CARE Covenant 
Team.  The member of the Team must be considered to be ineffective or to be behaving 
inappropriately in the role of Team member and/or with regard to END A: CARE 
Covenant.  This action requires a 2/3 vote of the combined membership of the Ministry 
Team and the Executive Committee of the Board of Trustees in a joint meeting of these 
groups called for the specific purpose of considering such a removal. 
 

8. Members of the CARE Covenant Team must avoid conflict of interest or any appearance 
of conflict interest with respect to their handling of any conflict resolution.   

 
Adopted January 18, 2011 
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GP Policy #14: Ministerial Candidate Sponsorship 
 
West Shore is an institution that prides itself on Ministerial education and training.   
 
In this spirit, the formal process by which West Shore sponsors Ministerial candidates will be: 
 

1. The prospective candidate will inform the Board of his or her intention to pursue 
ministerial studies. 

 
2. The candidate will briefly describe or portray his or her engagement with, or relationship 

to, West Shore UU Church. 
 
3. The candidate will submit a copy of his or her seminary application to the Board. 
 
4. The candidate may submit a brief letter of support from a congregant at West Shore, 

either a minister or member. 
 
5. Application Review occurs at two Board meetings: 

 
a. The Board may interview the candidate at the first Board meeting. 
b. A vote of support by the Board occurs at the second Board meeting and will 

constitute Congregational sponsorship.   
 

6. Following a vote of Congregational sponsorship, the candidate will receive a signed 
statement of sponsorship. 

 
Adopted March 2005 
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Global Board-Executive Linkage 

 
The Board’s sole official connection to the operational organization, its achievements and 
conduct, will be through the Executive. 
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LNK Policy #1: Unity of Control 
 
Only decisions of the Board acting as a body are binding on the Executive. 
 
In this spirit, 

1. Decisions or instructions of individual Board committees, officers, or Trustees are not 
binding on the Executive except in rare instances when the Board has specifically 
authorized such exercise of authority. 

 
2. In the case of Trustees, officers, or Board committees requesting information or staff 

assistance without Board authorization, the Executive can refuse such requests that 
require, in the Executive’s opinion, a material amount of time or funds, or are disruptive. 
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LNK Policy #2: Accountability of the Executive 
 
The Executive is the Board’s only link to operational achievement and conduct, so that all 
authority and accountability for staff and volunteer committees, as far as the Board is concerned, 
is considered the authority and accountability of the Executive. 
 
In this spirit, 

1. The Board will never give instructions to persons who report directly or indirectly to the 
Executive. 

 
2. The Board will refrain from evaluating, either formally or informally, any professional staff 

other than the Executive or the ministers. 
 
3. The Board will view Executive performance as identical to organizational performance, so 

that organizational accomplishment of Board-stated ends and avoidance of Board-
prohibited means will be viewed as successful Executive performance. 
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LNK Policy #3: Delegation to the Executive 
 
The Board will delegate authority to the Executive through written policies that prescribe the 
organizational Ends to be achieved and describe organizational situations and actions to be 
avoided, allowing the Executive to use any reasonable interpretation of these policies. 
 
Accordingly,  
 

1. The Board will develop policies instructing the Executive to achieve certain results, for 
certain recipients, utilizing specified resources.  These Board policies will be developed 
systematically from the broadest, most general level to more defined levels, and will be 
called Ends (END) policies. 

 
2. The Board will develop policies that limit the latitude the Executive may exercise in 

choosing organizational means.  These Board policies will be developed systematically 
from the broadest, most general level to more defined levels, and they will be called 
Executive Limitations (EL) policies. 

 
3. As long as the Executive uses a reasonable interpretation of the Board’s Ends and 

Executive Limitations policies, the Executive is authorized to establish any further 
policies, make any decisions, take any actions, establish any practices, and develop any 
activities. 

 
a. The Executive is authorized and responsible for delegating tasks to others 

capable of carrying them out. 
b. The Executive is authorized and responsible for supervising staff to correct 

problems and/or enhance strengths. 
 
4. The Board may change its Ends and Executive Limitations policies, thereby shifting the 

boundary between Board and Executive domains.  By doing so, the Board changes the 
latitude of choice given to the Executive. But as long as any particular delegation to the 
Executive is in place, the Board will respect and support the Executive’s choices. 
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LNK Policy #4: Fundraising  
 
Financial planning and budgeting of the church occurs for each fiscal year.  As a part of financial 
planning, fundraising monies are forecast and budgeted as revenue of the church.  Fundraising 
activities shall not deviate materially from the Ends. 
 
In this spirit, 

1. The approval, operational organization and conduct of all fundraisers will be through the 
Executive who will have authority over all aspects of the fundraising efforts, including but 
not limited to the use of the building, the calendar and staff (paid and volunteer). 

a. Profits from any fundraiser belong to the church and are subject to normal 
accounting procedures. 

b. If a fundraiser produces a profit beyond its original goal, that surplus will be 
deposited to the church's general operating fund, or to an off-budget fund 
dedicated to the fundraiser's purpose. 

 
2. The Executive shall not: 

a. fail to place on the consent agenda of the Board the approval of any fundraiser 
that, within any one fiscal year: 

i. will raise more than $4,000, or 
ii. require an expenditure of resources exceeding $2,000, or 
iii. is contrary to the Ends, or 
iv. is submitted by the Social Action Grants Committee. 

b. fail to provide sufficient information to the Board enabling credible projection of 
revenues and expenses. This includes the disclosure of planning assumptions, 
volunteer time, expenses, and fundraising results. 

c. fail to be responsible for achieving the goals of the fundraiser, though this 
responsibility may be shared by the Board when the Executive asks the Board for 
help and the Board agrees. 

 
3. The Board shall not include in the Operating Budget any fundraising income that equals 

or exceeds $5,000 without the following conditions being met: 
a. There exists an execution plan for the fundraiser, and 
b. The Board has committed to providing volunteer staff support for the fundraiser. 

 
 
Adopted Jan 19, 2010 
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LNK Policy #5: Intentional Policy Violation 
 
Should the Executive deem it necessary to violate Board policy, he or she shall inform the Board 
President or another Trustee if the Board President is not available.  Informing is simply to 
guarantee that no violation is intentionally kept from the Board, not to request approval. Trustee 
response, either approving or disapproving, does not exempt the Executive from subsequent 
Board judgment or action, nor does it impede the Executive decision. 
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LNK Policy #6: Monitoring Executive Performance 
   
Executive performance will be systematically and rigorously monitored.  Monitoring Executive 
performance is synonymous with monitoring organizational performance against Board policies 
on Ends and on Executive Limitations. 
 
Monitoring will be as automatic as possible, using a minimum of Board time so that meetings can 
be used to create the future rather than review the past. 
 
In this spirit,  

1. The purpose of monitoring is simply to determine the degree to which Board policies are 
being fulfilled.  Information that does not do this will not be considered to be monitoring. 

 
2. A given policy may be monitored by one or more of the following three methods: 

 
a. Internal report: Disclosure of the compliance information to the Board from the 

Executive. 
b. External report: Discovery of compliance information by a disinterested, external 

auditor, inspector or judge who is selected by and reports directly to the Board.  
Such reports must assess Executive performance only against policies of the 
Board.  External is defined as someone outside of the church. 

c. Direct Board inspection: Discovery of compliance information by a designated 
Trustee, a Board committee, or the Board as a whole or an agent of the Board.  
This is a Board inspection of documents, activities or circumstances directed by 
the Board that assesses compliance with the appropriate assessment criteria. 

 
3. In every case, the standard for compliance shall be any reasonable Executive 

interpretation of the Board policy being monitored. 
 
4. Each Ends and Executive Limitation policy will be monitored at a frequency and by a 

method chosen by the Board.  The Board can monitor any policy at any time by any 
method, but will ordinarily depend on a routine schedule. 

 
5. As often as possible, Executive reports should be included in the Board mailing for 

regularly scheduled Board meetings so that Trustees may thoroughly review them prior to 
the meeting. 

 

 
POLICY  
 

METHOD FREQUENCY 

(EL 1) Treatment of Congregants Internal 
Direct Inspection 

Quarterly 
Annual 

(EL 2) Treatment of Staff Internal 
Direct Inspection 

Quarterly 
Annual 

(EL 3) Compensation and Benefits Internal Annual 
(EL 4) Financial Planning and Budgeting Internal 

Direct Inspection 
Quarterly 
Annual 

(EL 5) Financial Condition and Activities Internal 
External Report 

Direct Inspection 

Monthly 
Annual 
Semi-annual 

(EL 6) Asset Protection Internal 
Direct Inspection 

Semi-annual 
Annual 

(EL 7) Tangible Gifts Internal 
Direct Inspection 

Semi-annual 
Annual 

(EL 8) Unpledged Monetary Gifts Internal Semi-annual 
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Direct Inspection Annual 
(EL 9 Ends Focus of Grants or Contracts Internal Annual 
(EL 10) Emergency Executive Succession Internal Annual 
(EL 11) Denominational Associations Internal Annual 
(EL 12) Child Care Center Oversight Internal 

Direct Inspection 
Quarterly 
Annual 

(EL 13) Communication and Support to the Board Direct Inspection Semi-annual 
(EL 14) Spiritual Care Internal Semi-annual 

 
Any other policy shall be monitored by internal report each calendar quarter. 
 
Compilation of Reporting Schedule: 

• Internal Reports (Executive) 
o Monthly: (EL 5) Financial Condition and Activities. 
o Quarterly: (END) Each Ends policy (rotational), (EL 1) Treatment of 

Congregants, (EL 2) Treatment of Staff, (EL 4) Financial Planning and 
Budgeting, (EL 12) Child Care Center Oversight. 

o Semi-annual: (EL 6) Asset Protection, (EL 7) Tangible Gifts, (EL 8) 
Unpledged Monetary Gifts, (EL 14) Spiritual Care. 

o Annual: (END) All Ends, (EL 3) Compensation and Benefits, (EL 9) Ends 
Focus of Grants or Contracts, (EL 10) Emergency Executive Succession, (EL 
11) Denominational Associations. 

• Direct Inspection (Board) 
o Semi-annual: (EL 5) Financial Condition and Activities, (EL 13) 

Communication and Support to the Board. 
o Annual: (EL 1) Treatment of Congregants, (EL 2) Treatment of Staff, (EL 4) 

Financial Planning and Budgeting, (EL 6) Asset Protection, (EL 7) Tangible 
Gifts, (EL 8) Unpledged Monetary Gifts, (EL 12) Child Care Center Oversight. 

• External Reports 
o Annual: (EL 5) Financial Condition and Activities (Board arranged audit) 
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LNK Policy #7: Executive Compensation and Benefits 
 
The Church will provide to the Executive a mutually agreed upon total compensation and benefits 
package. 

 
Accordingly, 

1. The Church will provide to the Executive a total compensation and benefits package to 
be allocated to the following categories:  Salary, professional expenses, pension, 
insurance and leave.  This package will be negotiated and mutually agreed upon by the 
Board of Trustees and the Executive. 

a. If the Executive is also a minister then a clergy housing allowance may be 
included. 

 
2. The Board of Trustees will review and specify the Executive’s compensation annually.   

a. If the Executive is also a minister then this review will be conducted in 
consultation with the Committee on Ministry who may recommend adjustments to 
the Board of Trustees.   

 
3. The Executive and the Board of Trustees shall consider compensation changes as a part 

of the normal budgeting process.   
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LNK Policy #8: Disciplinary Policy 
   
The Board will pursue the following process in the event that it determines a policy violation has 
occurred and it judges that the degree and seriousness of the violation warrants initiating a 
disciplinary process. 
 
Warnings will be noted as such in writing in the Executive personnel file, to establish appropriate 
documentation of said step: 
 

1. Verbal warning - This requires more frequent monitoring of the violated policy. The 
Executive will present to the Board at the next Board meeting (via the Board mailing prior 
to the meeting) his or her plan to remediate the violated policy. 

 
2. First written warning - This step will be taken if there is no noticeable improvement in the 

Executive’s willingness and/or ability to refrain from the policy violation following a 
reasonable period of time for the Executive to implement changes and for the Board to 
monitor them. 

 
3. Second written warning - This step will be taken if the policy violation continues. The 

Board at this point may also determine whether to notify the Congregation, the means of 
doing so, and the content of the communication. 

 
4. Unless the individual is a called minister, the Board will determine whether to suspend 

(with or without pay) or to terminate the individual as Executive for continued policy 
violations. This requires a 2/3 vote of the Board. If the Executive is a called minister, the 
Board will make a decision whether to terminate the called minister as Executive for 
continued policy violation. This also requires a 2/3 vote of the Board. The Board will meet 
with the minister to determine how to address his or her departure as Executive. 

 
5. The Board may take such other action as it deems appropriate and necessary. In the 

event of extraordinary circumstances, and with a 2/3 vote, this may include bypassing the 
foregoing steps. 

 
 

 
Deleted: ¶
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Global Ministry Policy 

West Shore has a rich and varied history.  Not every policy conforms to the Policy Governance 
model.  While every attempt has been made to incorporate existing policies into the Policy 
Governance model, some policies, particularly those related to the role of the Ministers, stand 
apart from the model and retain their unique and important qualities.  
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MS Policy #1: Ministerial Code and Guidelines 
 
The Code and Guidelines of the Unitarian Universalist Ministers Association shall serve as the 
standard of ethical and professional behavior for the ordained ministers of the church.  The Code 
and Guidelines shall also serve as the resource for negotiation and the building of a relationship 
of mutual respect between the Board and the ministers.  West Shore Unitarian Universalist 
Church has the following exceptions to the UUMA Guidelines: 

 
1) Confidences in the context of a counseling relationship may be shared among the 

congregation’s ministers as a way of strengthening the counseling relationship, and 
2) Ministers will offer only short term counseling and refer members to suitable resources in 

the community when longer term counseling is needed. 
 
Adopted August 2000 and revised May 2007 
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MS Policy #2: Sabbatical Leave Policy 
 
Each full-time minister at West Shore Unitarian Universalist Church shall be granted one month of 
sabbatical leave for each full year of service to the church, not to accrue beyond a maximum of 
six months.  A sabbatical may not be taken prior to the completion of five full years of service.  A 
sabbatical is to be used for professional development and a plan must be approved by the Board 
of Trustees.  The Congregation must then approve the sabbatical. 
 
The ministers of the church may not take sabbatical leave either concurrently or consecutively. 
 
Upon completion of a sabbatical leave, the Minister must return to service at West Shore for at 
least one full year. 
 
In the event of a resignation or dismissal, accrued sabbatical leave shall not be paid in financial 
equivalent. 
 
Adopted November 27, 1989 
Revised and adopted April 2000 
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MS Policy #3: Director of Lifespan Faith Development 
   
If there is no Minister of Religious Education, the Board, with the recommendation of the Ministry 
Team, shall appoint a Director of Lifespan Faith Development whose duties are determined by 
the Ministry Team. 
 

1. The Ministry Team must not fail to submit to the consent agenda of the Board a 
candidate for appointment to the position of Director of Lifespan Faith Development 
(DLFD). 

 
2. The DLFD, once appointed by the Board by consent agenda, reports directly to the 

Ministry Team and is considered to be part of the Church staff with all of the privileges 
and responsibilities of staff. 

 
3. In order to facilitate reporting on behalf of Lifespan Faith Development, the Board invites 

the Ministry Team to permit the DLFD to directly report to the Board. 
 

a. The Ministry Team may, at his or her discretion, invite the DLFD to directly 
represent Lifespan Faith Development, at any or all Board meetings. 

b. When the DLFD directly represents Lifespan Faith Development to the Board, 
the DLFD shall have a full voice at the meeting, but not the ability to make 
motions or vote. 
 

Revised March 03, 2009 
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Appendix A: Glossary of Terms 

 
Board: (capitalized) The governing body which is also known as the Board of Trustees of the 

Church which includes the Treasurer and Minister(s) who are non-voting members. 
 
Church:  (capitalized) The legal organization known as West Shore Unitarian Universalist Church 
 
Conflict of Interest: A conflict between the private interests and the official responsibilities of an 

individual when serving in a position of trust 
 
Committee: A group, however named, that is responsible for overseeing and directing activities 

of the Congregation related to a particular function or purpose   
 
Congregants: Everyone in the church – members, friends, visitors, guests, paid staff, and 

volunteers   
 
Congregation: (capitalized) The voting body of the Church 
 
Consent Agenda: A list of items which are voted on in a block instead of being voted on 

individually.  This is used by West Shore to enforce good Board practice of doing only 
Board business.  Business of the Executive or Ministry team which legally requires Board 
consent are placed on the Consent Agenda in order to notify the Board and meet legal 
requirements. 

 Any Board member may choose to remove an item from the Consent Agenda in order to 
address the item by individual action prior to the vote of the Consent Agenda.  In such a 
case, the item would be removed, the remaining Consent Agenda voted and then the 
removed item discussed and voted.   

 

Endowment: (capitalized) The funds which consist of the Connard Fund at the Cleveland 
Foundation and the Agency Account at PNC Bank.  

 

Endowment Fund: (capitalized) The assets in the Agency Account at PNC Bank. 

 

Ends: The outcomes West Shore seeks to achieve, which the Board is responsible for 
articulating as policies 

 
Executive: (capitalized) The position of responsibility to oversee the Means of the Church, a 

position currently held by the Co-Ministers, Rev. Wayne B. Arnason and Rev. Kathleen 
C. Rolenz 

 
Executive Committee: The leadership committee of the Board consisting of the President, Vice 

President, Secretary, one at-large Trustee, and the Minister(s) 
 

Friend: A person who pledges or makes a contribution of record for the support of the church but 
either has not signed the Membership Book or requests Friend status.  A Friend may serve on 
committees and hold appointive positions, but cannot vote at all-Church meetings nor hold 
elective office. 

Fundraising - An effort to raise money for the church by any means other than a Capital 
Campaign or the Annual Canvass.  The money may be raised for a specific purchase, a program 
of the church, or the general operating budget. 
 
Governance: The act or manner of governing an organization 
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Lay Member: A member of the Congregation who is not a Minister 
 
Lay Leader: A lay person who acts with authority delegated by the Board or the Executive 
 
Limitations: The policy restrictions placed on the Board or on the Executive, which the Board is 

responsible for establishing 
 
Linkages: The connections or links between the Board and the Executive 
 
Means: How the Ends are achieved within the Limitations; the primary responsibility of the 

Executive  
 
Member: A person who fulfills the membership criteria of the Church’s Bylaws and has voting 

privileges at congregational meetings. 
 
Minister: A person designated by the Congregation to serve in a ministerial role as defined by a 

letter of agreement with the Board 
 
Ministry Team: The Ministry Team as defined in the Bylaws which currently includes the Parish 

Co-Ministers 
 
Officers: The legal officers of the Church as defined in the Bylaws which currently include the 

President, Vice President, Secretary, Treasurer and Historian 
 
Perpetual Agenda: The regular monthly governance calendar of the church, listing the work of 

the Board which includes: expected agenda items, reports which the Board should expect 
to receive, and Executive Limitation policy review requirements as stated in LNK Policy 
#6. 

 
Personal Information: Any individually identifiable information from which judgments can be 

made about an individual’s character, habits, avocations, finances, occupation, general 
reputation, credit, health, or any other personal characteristics 

 
Policy: A statement expressing values or attitudes; a course or principle of action adopted by an 

organization 
 
Policy Governance: A trademarked model developed by John Carver, designed for Boards of 

Directors, which provides a clear differentiation between governance and management 
responsibilities in organizations.  The Board, which represents the stakeholders of an 
organization, articulates the Ends, deciding what good the organization is to produce, for 
what people, and at what cost.  The Board also defines Limitations on what the Executive 
can do. These are Means.  The Board then delegates the job of achieving its Ends to the 
Executive, which must pursue the Ends without violating the Limitations. The Executive is 
accountable to the Board for organizational performance within the limits set by the Board 
policy.  

 
Procedure: A particular way of doing or going about the accomplishment of something 
 
Paid Staff: Persons employed by the Church 
 
Purpose: The objectives of the Church: what results, for which recipients, at what cost? This is a 

synonym for Mission and replaces Mission in this collection of policies. 
 
Staff: Paid staff or volunteers who are serving a staff function of the Church 
 
Staff Function: The Means of the Church; including all administrative services 
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Stakeholders: Those to whom the Congregation is accountable; currently the congregants  

(Note: the Ends Task Force should own and may extend this definition) 
 
Trustee: A voting member of the Board  
 
Volunteers: Persons who donate time and services in support of a congregational function or 

activity  
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Appendix B: Annual Perpetual Agenda (Board work by month) 

 

Fiscal Year: July 01 – June 30 
Board Year: Annual Mtg. - Annual Mtg. 

 
This collection of three items occur every month unless otherwise noted: 

BOT - Executive Committee Meeting 
• 2nd Tuesday, 7:00 PM 

BOT - Regular Meeting 

• 4th Tuesday, 7:00 PM 
Executive - EL Policy Review - Internal Reports 

• Legend: 
o M represents Monthly (10 times/year) 
o Q represents Quarterly (4 times/year)  

Q1 is July-September (financial not Board quarters) 
o S represents Semi-Annual (2 times/year) 
o A represents Annual (1 time/year) 

BOT - Consent Agenda 

• Previous Month's Board of Trustees meeting minutes 
• Same Month's Executive Committee meeting minutes 

 
May-June Church - Annual Meeting 

• Election of Trustees, Nominating Committee and Officers 
• Presentation of Annual Reports, including 10 month financial 

statements, and approved budget for the new fiscal year. 
• 30 days prior: deadline for Nominating Committee to post 

nominee lists 
• 20 days prior: deadline to receive nominations by petition 
• Two Sundays prior: Announcement of Annual Meeting 
• 10 days prior: announcement posted and sent to all 

members by mail 

 
June   BOT - Consent Agenda 

• Appoint Past President to be convener of Emeritus Council 
• Appoint convener of the Governance Task Force 
• Appoint liaison to Child Care Center Board  
• Make appointments to the Diversity Change Team 
• Make appointment to the CARE Covenant Team in odd 

numbered years. 
• Approve the Schedule of Board meetings for the new year  

BOT - Orientation 

• Board Covenant approval – affirmation or rewrite 
BOT - Budget Review 

• Final opportunity for Board to adopt a balanced budget for 
the new fiscal year as per Bylaws Article VI, Section 6a. 
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BOT - Diversity Change Team report to the Board 
BOT and Executive - EL Policy Review 

• Q4: (EL 2) Treatment of Staff, (EL 12) Child Care Center 
Oversight 

• S  : (EL 14) Spiritual Care 
• A  : (EL 10) Emergency Executive Succession, (EL 11) 

Denominational Associations  
 
July  BOT - Regular Meeting  

• Summer Break : No regular meeting of the Board of 
Trustees 

 
Aug  BOT - Budget Review 

• Review and approve working budget as required 
BOT - Consent Agenda 

• Approval of the Annual Meeting minutes 
BOT and Executive - EL Policy Review and Annual Audit 

• EL 5 Financial Condition and Activities will be reviewed by 
External Report annually.  This will be in the form of an Audit 

• Audit must be arranged 
Executive - EL Policy Review - Internal Reports 

• M  : (EL 5) Financial Condition and Activities 
• Q1: (EL 4) Financial Planning and Budgeting 
• S  : (EL 6) Asset Protection 
• A  : (EL 3) Compensation and Benefits 

 
Sep   BOT - Consent Agenda  

• Review and Appoint Committee Vacancies 
o Governance Task Force - selected by the convener of 

the Governance Task Force 
o Ends Task Force 
o Committee on Ministry 
o Personnel Committee 
o Finance Committee 

  BOT - Orientation 

• Fall Retreat 
BOT - Regular Agenda 

• Discussion of Fall retreat 
BOT and Executive - EL Policy Review and Annual Audit 

• Preliminary Audit Report 
BOT - Diversity Change Team report to the Board 
Executive - EL Policy Review - Internal Reports 

• M  : (EL 5) Financial Condition and Activities 
• Q1: (EL 1) Treatment of Congregants, (EL 2) Treatment of 

Staff, (EL 12) Child Care Center Oversight 
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• S  : (EL 14) Spiritual Care  
 
Oct  Executive - Information to the Board 

• The list of members who failed to meet their pledge 
requirement by September 30, and whose membership may 
be terminated. 

BOT - Membership Termination 

• A 2/3rds vote is required for this action. 
BOT and Executive - EL Policy Review and Annual Audit 

• Final Audit Report 
BOT and Executive - EL Policy Review 

• M  : (EL 5) Financial Condition and Activities 
• Q2: (EL 4) Financial Planning and Budgeting 
• S  : (EL 8) Unpledged Monetary Gifts, (EL 7) Tangible Gifts 

 
 
Nov   BOT - Consent Agenda  

• Appoint member to CARE Team. 
o Ministers select in even-numbered years 
o Executive Committee selects in odd-numbered years 

BOT - Schedule Planning 

• Determine the schedule for the January regular Board 
meetings 

BOT - Diversity Change Team report to the Board 
BOT and Executive - EL Policy Review 

• M  : (EL 5) Financial Condition and Activities 
• Q2: (EL 1) Treatment of Congregants, (EL 2) Treatment of 

Staff, (EL 12) Child Care Center Oversight 

 
Dec  BOT - Regular Meeting 

• Holiday Break : No regular meeting of the Board of 
Trustees 

 
Jan  BOT - Regular Meeting 

• 1st (or 2nd) Tuesday, 7:00 PM - this is only scheduled when 
necessary 

• 4th Tuesday, 7:00 PM - this is the regular meeting 
BOT - Orientation 

• Winter retreat 
BOT and Executive - EL Policy Review 

• M  : (EL 5) Financial Condition and Activities 
• Q3: (EL 1) Treatment of Congregants 
• S  : (EL 6) Asset Protection  

 
Feb  BOT - Cost of Governance 
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• Provide budget needs to the Executive for Board Cost of 
Governance as per GP #9 and EL #4-1d. 

BOT and Executive - EL Policy Review 
• M  : (EL 5) Financial Condition and Activities 
• Q3: (EL 4) Financial Planning and Budgeting 
• S  : (EL 7) Tangible Gifts  

 
Mar  BOT - Budget Review 

• First draft 
BOT - Annual Meeting of the Church 

• Set the time and place for the Annual Meeting 
• Determine the balloting for elections - "At the Meeting" or 

"Mail-In" 
BOT - Diversity Change Team report to the Board 
BOT and Executive - EL Policy Review 

• M  : (EL 5) Financial Condition and Activities 
• Q3: (EL 2) Treatment of Staff, (EL 12) Child Care Center 

Oversight 
• A  : (EL 9) Ends Focus of Grants or Contracts  

 
Apr  BOT - Budget Review 

• Second draft  
BOT and Executive - Executive Compensation 

• Review the Executive’s compensation according to LNK #7-
1b. 

BOT and Committee on Ministry - Minister Compensation 

• Review the Minister’s compensation according to Bylaws 
Article VIII, Section 8. 

BOT and Executive Linkages - Annual Meeting 

• Church must post slates 30 days before Annual Meeting 
BOT and Executive - EL Policy Review 

• M  : (EL 5) Financial Condition and Activities 
• Q4: (EL 4) Financial Planning and Budgeting  

 
May  BOT - Orientation 

• Invite nominated Trustees to attend the Board meeting. 
BOT – Recognition of Individual Excellence 

• Add the expression of gratitude for special volunteers for 
outstanding contributions from the President or other officers 

BOT - Budget Approval 

• Approve the Church budget for the upcoming fiscal year 
BOT - Child Care Center Budget 

• Review and approve the budget for the upcoming fiscal year 
of the West Shore Child Care Center 

  BOT - Consent Agenda  
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• Approve the Minister’s Housing Allowance 
BOT and Executive - EL Policy Review 

• M  : (EL 5) Financial Condition and Activities 
• Q4:  (EL 1) Treatment of Congregants 
• S  : (EL 8) Unpledged Monetary Gifts  

 

Unscheduled  
Other items occur throughout the year as necessary 
  Church - Emeritus Council 

• There will be at least one Emeritus Council meeting each 
year as per GP #12. 

Executive - Information to the Board 
• Groups outside of Church governance structure which use 

Church resources as per Bylaws Article IX, Section 1. 
 
 
Revised February 22, 2011 
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Appendix C: Bylaws  

 
West Shore Unitarian Universalist Church 

Amended JUNE 13, 2008 

ARTICLE I: THE CHURCH 

Section 1.  Purpose 

The purposes of the corporation known as “West Shore Unitarian Universalist Church,” 
hereinafter called the “Church” (Congregation), are expressed in the Church’s Statement of 
Purpose: 

Our Mission is to inspire more people to lead lives of meaning and purpose. 
We do this through: 

Transcendent worship; a nurturing, inclusive community; lifespan faith 
development; service to others within our congregation, our local community 
and the world beyond; spreading the news of Unitarian Universalism and 
our church. 

Section 2.  Affiliations 

The Church is affiliated with the Unitarian Universalist Association and Ohio-Meadville District 
and such other bodies as its Members determine.   

ARTICLE II: GOVERNANCE 

Section 1.  Congregational Authority 

The ultimate authority for all matters pertaining to the operation of the Church rests with the 
Congregation, which consists of the voting membership of the Church, and functions as a legally 
constituted body at its Annual and Special Meetings.  The Congregation elects the Board of 
Trustees and the Nominating Committee and calls the Parish Minister(s) and the Minister of 
Religious Education (see also Article IV, Section 2 and Article V, Section 3.) 

Section 2.  Board of Trustees’ Authority 

The Board of Trustees (Board) acts on behalf of the Congregation, sets policies, appoints and 
oversees the Executive, and evaluates the Minister(s)’ performance.  The Board serves as the 
governing body of the Church.  It assesses and represents the will of the Congregation in 
providing policy and direction for all activities of the Church.  The Board works closely and 
collaboratively with the Ministry Team and the Executive of the Church in carrying out the vision 
and programs of the Church.  The Board operates as a unit; individual Trustees have no authority 
to act or make decisions unilaterally. 

The Board is responsible for the creation and monitoring the Ends of the Church.  The Ends 
serve as the basis for ongoing activities of the Church, and are monitored and modified as 
necessary on an ongoing basis.   

Section 3.  Ministry Team Authority 

The Ministry Team consists of the Parish Minister(s) and the Minister of Religious Education (see 
Article VIII, Section 2g).  They work cooperatively to provide professional leadership to the 
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Church.  All Ministers report to the Congregation at all-Church meetings as well as through the 
Board.  Specific duties and responsibilities are provided by individual job descriptions that are 
approved by the Board.  Each ministerial position annually submits to the Board a Statement of 
Vision that sets specific goals for the forthcoming year and provides a basis for evaluation.  

The Minister(s) are responsible to the Board for the spiritual leadership of the Church, its religious 
activities, its pastoral functions and the development and administration of a lifespan Religious 
Education (RE) program.  The Minister(s) serve as Ex-Officio Members, without vote, of all 
committees except the Nominating Committee or a Ministerial Search Committee.  

Section 4. Executive Authority 

The Executive is responsible for the administration and day-to-day management of the church, 
supervision of the Child Care Center Director, and supervision and evaluation of the paid staff. 
The Executive operates within policy limitations as defined by the Board of Trustees. The 
Executive serves as Ex-Officio Member, without vote, of all committees except the Nominating 
Committee, Ministerial Search Committee, or the Committee on Ministry. 
 

ARTICLE III: MEMBERSHIP 

Section 1.  Qualifications for Membership 

Application for membership in the Church is open to all persons who are 16 years of age or older 
and are in sympathy with the Principles and Purposes of the Unitarian Universalist Association 
and the Statement of Purpose of the Church. 

No applicant who meets the membership criteria shall be denied admission to Membership.   

Section 2.  Definitions of Members and Friends 

A Member is one who has affirmed a commitment to the Church by signing the Membership Book 
and by making an annual pledge or contribution of record for the support of the church.  In special 
circumstances, determined by a Minister, this requirement may be waived.  The signing of the 
Membership Book must be witnessed by a Minister and a Member of the Board or Membership 
Committee.  The Members constitute the official roll for purposes of reporting membership to the 
Unitarian Universalist Association and the Ohio-Meadville District. 

A Friend is one who pledges or makes a contribution of record for the support of the church but 
either has not signed the Membership Book or requests Friend status.  A Friend may serve on 
committees and hold appointive positions, but cannot vote at all-Church meetings nor hold 
elective office. 

Section 3.  Voting Rights  

The right to vote at any all-church meeting is limited to persons who at the time of such meeting 
are Members of the Church (See Article III, Section 2).  

Each Member has one vote.  There is no proxy voting or cumulative voting (in which the voter 
could give more than one of his or her votes to one candidate). 

Section 4.  Resignation and Termination of Membership 

Any Member may resign Membership by written notice to the Board. 
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The Board, following consultation with the Membership Chair and a Minister, may terminate a 
Membership by two-thirds vote, with reasonable notice to the Member, if: 

a) the Member’s address becomes unknown. 

b) the Member fails to fulfill the pledge requirement for the previous year by September 
30 of the current year, if not waived. 

c) the Member’s actions are harmful or threatening to the Church. 

In the event of a change in circumstances or disagreement by the Member whose membership 
was resigned or terminated, the Member may appeal to the Board for reconsideration. 

Section 5.  Reinstatement of Membership 

Membership may be reinstated in accordance with Article III, Sections 1-4, upon approval of the 
Membership Committee Chair and an affirmative two-thirds vote of the Board. 

Section 6.  Property Rights 

No Member has rights in or to any type of property of the Church at any time. 

ARTICLE IV: MEETINGS OF THE CHURCH MEMBERS 

Section 1.  Annual Meeting 

The Annual Meeting of the Church is held no earlier than the second Friday in May nor later than 
the second Friday in June of the current fiscal year at a time and place designated by the Board.  
The purposes of the meeting are to: 

a) present the Annual Reports (the report of the Treasurer being only an interim report 
covering 10 months).  

b) announce the elected Trustees and Nominating Committee Members and Officers. 

c) discuss and vote on motions and resolutions properly presented. 

d) transact other business which may properly come to the Annual Meeting. 

Section 2.  Special Meetings 

Special Meetings of the Church may be called by the Board at any time or shall be called by the 
President upon receipt of a request in writing signed by at least five percent of the Members of 
the Church and setting forth the purpose of the meeting.  Such meeting shall be held within 30 
days of receipt of the request by the President.  Only such matters as are specified in the call 
may be considered at a Special Meeting. 

Section 3.  Notification of All-Church Meetings 

Notice of each all-Church meeting, i.e., Annual Meeting or Special Meeting of the Church, shall 
be given from the pulpit at all services on the two Sundays immediately preceding the meeting.  
All Members shall be sent an announcement of the meeting by mail at least 10 days prior to the 
meeting.  At the same time, the notice is to be posted on the Church bulletin board and on the 
Church Website.  Such notice must clearly state the time and place of the meeting and, in the 
case of a Special Meeting, the specific purpose. 

Section 4.  Quorum 
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Ten percent of the voting Members constitutes a quorum, except for the purpose of selecting or 
dismissing a Minister the quorum is 25 percent of the Members (see Article VIII, Section 2c and 
Section 5 regarding the vote required).  A list of those who will be eligible to vote as of the date of 
any meeting shall be posted on the Church bulletin board at least ten days prior to the meeting. 

ARTICLE V: ELECTIONS 

Section 1.  Expiration of Term 

The terms of office of the Trustees and the Nominating Committee Members expire at the close 
of the Annual Meeting or following the election of their successors by the Members.  

Section 2.  Composition of the Nominating Committee 

The Nominating Committee consists of six Members of the Church who are elected for a term of 
two years or until their successors are elected, and are not eligible for re-election until two years 
after expiration of their terms.  When a vacancy occurs on the Nominating Committee between 
Annual Meetings, the President appoints a replacement, subject to approval by the Board.  The 
replacement then serves a partial-year term, until the next Annual Meeting. 

 After each annual election, the immediate past Chair of the Nominating Committee will convene 
a meeting to elect a new Chair or Co-Chairs. 

Section 3.  Duties of the Nominating Committee 

Each year the Nominating Committee is responsible to the Congregation for selecting a slate of 
three nominees for the three Board positions to be filled and in addition nominating one nominee 
to fill any position that became open as a result of a midterm vacancy and/or appointment and 
specifying the term proposed for each nominee.  Members of the Nominating Committee are not 
barred from becoming nominees for the Board themselves, but no Member may serve on the 
Board and Nominating Committee simultaneously. 

The Committee also selects six nominees for the succeeding Nominating Committee, only three 
of whom are to be elected.  In the event of one or more vacancies on the Nominating Committee, 
even if they were previously filled by appointment, the Committee selects, in addition, two 
nominees for each vacancy, only half of whom are to be elected. 

Both nominee lists reported by the Nominating Committee shall be posted on the bulletin board 
and Website no fewer than 30 days prior to the Annual Meeting. 

Nominations for election to the Board and the Nominating Committee may also be made by 
petition of 20 or more members, addressed to the President, and served on any Officer at least 
20 days prior to the Annual Meeting, and containing the written consent of the nominee.  Such 
petition, or a true copy thereof, shall be posted on the Church bulletin board and Website not 
more than five days after it is served on the President or other Officer. 

The Nominating Committee annually assesses the skills and backgrounds needed to strengthen 
the Board.  It may advise the Board about such training activities and opportunities as are needed 
to prepare Members of the Congregation for leadership roles.  The Nominating Committee may 
assist the Board, Ministry Team, and Executive in seeking qualified and interested volunteers to 
assume specific positions of responsibility when the Nominating Committee and the other party 
mutually agree to such assistance. 

Section 4.  Election Procedures 
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The election of Trustees and Nominating Committee Members takes place by mail.  Ballots are 
prepared alphabetically, with names rotated to avoid alphabetical bias.  One ballot shall be sent 
to each voting Member, as defined in Article III, Section 3. Ballots must include any nominations 
received by any petition in accordance with the procedure specified in Article V, Section 3.  The 
ballots shall be mailed between 13-15 days before the Annual Meeting date.  Only those ballots 
received at the Church office by noon on the Annual meeting date shall be counted.  Two tellers 
appointed by the President shall count the ballots. 

If the Members fail to elect a Trustee or Nominating Committee Member because of a tie vote, 
the voting Members present at the Annual Meeting shall then and there elect by written ballot 
from among the tied candidates. Two tellers appointed by the President shall count the ballots. 

In any election at which multiple candidates are to be elected, a plurality vote, in which the 
candidates receiving the largest number of votes are elected, is sufficient for election. 

ARTICLE VI: BOARD OF TRUSTEES 

 
See Article II, Section 2, Board of Trustees’ Authority 

Section 1.  Number, Term and Qualification of Trustees 

The Board of Trustees consists of 9 Trustees elected for terms of three years in accordance with 
Article V, all with equal powers and all of whom are members of the Church.   (See Article VI, 
Section 5 regarding vacancies.) 

The Immediate Past President, if not a continuing Trustee, is an Ex-Officio Trustee for the year 
following the completion of the term of presidency, having the full rights (including, but not limited 
to, the rights to make motions and vote), but not an obligation, to participate in the proceedings of 
the Board, and is not counted in the quorum. 

Section 2.  Nomination, Election, and Appointment of Officers  

At the Annual Meeting, when the new Trustees are announced, the new Board shall retire to elect 
their officers and return to announce the new officers before the end of the meeting. 

At the same time, a Treasurer and a Historian are appointed annually by the Board from among 
the Church Membership and may be reappointed. 

Each Officer serves for one year until the conclusion of the next Annual Meeting or until his or her 
successor is duly elected.  Elected Officers may be reelected to subsequent terms while serving 
on the Board.  In the event that any Board Office, including that of the President, is vacated, the 
unfilled position is filled at the next meeting of the Board by a majority vote of the Board. 

Section 3.  Executive Committee 

The elected Board Officers and one other Trustee, appointed by the President with consent of the 
Board, constitute the Executive Committee.  The function of the Executive Committee is to plan 
the agenda for the Board meetings, to carry out policies and procedures previously determined by 
the Board between meetings, and to deal with matters of a sensitive or confidential nature. The 
Executive Committee may not change the budget nor the policies and procedures that have been 
determined by the Board.  Any action taken by the Executive Committee shall be ratified, 
disapproved, or revoked if still revocable, by the Board.  Actions of a confidential nature taken by 
the Executive Committee may be reported to the full Board in closed session, with the minutes 
taken and stored in a separate, confidential file. 
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Actions of the Executive Committee may be taken when three of the four members of the 
Committee are present; emergency meetings may take place by telephone or by other means 
when necessary.  The Minister(s) and Executive may attend Executive Committee meetings 
unless all Executive Committee Members present vote to operate a specific meeting in closed 
session. 

Section 4.  Board Meetings 

The quorum for a Board meeting is a majority of the Trustees. The Ministry Team and the 
Executive are ex-officio members of the Board of Trustees, without vote. 

Regular meetings of the Board are held at approximately monthly intervals throughout the Church 
year at times and places designated with reasonable notification by the Board.  All Board 
meetings are open to all Members and Friends of the Church, unless the Board is operating in 
closed session, either by a majority vote of the Board or to hear the report of a confidential 
Executive Committee action.  Non-members of the Board may speak at Board meetings if: 

a) requested by the Board, or 

b) upon approval of prior request to the President or the Executive Committee.   

Either unapproved minutes, or all motions and other action items from the meeting, shall be 
posted on the Church bulletin board within two weeks of each Board Meeting.  Approved minutes 
of each meeting shall be posted on the Church bulletin board and the Church Website within one 
week after approval.  Audio and/or visual recordings of the proceedings of a meeting may be 
made only by approval of the Board. 

Special Meetings of the Board may be called at any time, place, or for any purpose by the 
President or by any three Trustees by giving reasonable notice to all members of the Board and 
posting such notice on the Church bulletin board.  A quorum must be present for a Special 
Meeting. 

Section 5.  Removals and Vacancies 

Questions of discipline shall be handled in accordance with Chapter XX of Robert’s Rules of 
Order Newly Revised.  A Trustee who is absent without reasonable cause for three successive 
regular meetings of the Board shall be removed from the Board, upon vote by the Board, and 
shall be so notified by the Secretary.  Reasons for termination shall be discussed by a member of 
the Executive Committee with the Member before termination. 

When a vacancy excepting Executive Officers (see Article VI, Section 2) occurs on the Board 
between Annual Meetings, however caused, the President appoints a replacement, subject to 
approval by the Board.  The replacement serves for a partial-year term, until the next Annual 
Meeting.  (See Article V, Section 3) 

Section 6.  Finances 

a) Budget.  No later than its regular meeting in June, the Board shall adopt a balanced 
budget for the new fiscal year, which is subject to later revision by the Board if 
necessary.  Anticipated spending of funds exceeding a budgeted amount must be 
reported to the Board. 

b) Audit.  There shall be an annual audit of the financial affairs of each fiscal year 
reported to the Board and the type of audit shall be at the discretion of the Finance 
Committee and the Board. 
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c) Endowment.  The Finance Committee has oversight responsibility for the custody and 
investment of the funds of the Church and advises the Board and the Congregation 
with respect to investment policy and changes in the funds. 

Section 7.  Indemnification of Officers, Trustees, and Employees 

In the event that any person is threatened to be made a party to any legal action resulting from 
his or her position as an Officer, Trustee, or Employee, he or she may seek indemnification from 
the Church against expense, including attorney fees.  Unless such indemnification is ordered by a 
court, the Board determines whether the person claiming indemnification has met the applicable 
standards of conduct for indemnification set forth in the Ohio Revised Code, Chapter 1702, and if 
so, that person shall be indemnified. 

ARTICLE VII: OFFICERS 

The Officers perform the duties prescribed by the Bylaws and the Parliamentary Authority 
specified in Article XII hereof, and such other duties as the Board may prescribe. 

Section 1.  President 

The President of the Church presides at the Annual and Special Meetings of the Church, 
meetings of the Board, and of the Executive Committee.  The President is an Ex-Officio Member 
of all committees except the Nominating Committee and the Committee on Ministry.  

The President represents the Church on all appropriate occasions. 

Section 2.  Vice President 

The Vice President acts for the President in case of the absence or incapacity of the President or, 
in the case of a vacancy, acts until a new President is elected, following the procedure specified 
in Article VI, Section 2. 

Section 3.  Secretary 

The Secretary is responsible for keeping an accurate record of the proceedings of all-Church, 
Board, and Executive Committee meetings and assures that appropriate notice of all such 
meetings is given.  The Secretary notifies the Membership Chair of any Board actions regarding 
membership and keeps a roll of the Membership of the Church with dates of admission and 
termination.  A Recording Secretary may be employed for Board and Church meetings at the 
discretion of the Board. 

Section 4.  Treasurer 

The Treasurer causes to be kept a complete and accurate account of the finances of the Church 
on books which are the Church’s property and which are open for inspection at any reasonable 
time to any Member; and assures that a financial statement is provided to the Board at each 
regular Board meeting and to the Congregation at the Annual Meeting (see Article IV, Section 
1a).  The Treasurer serves as a non-voting advisor to the Board, unless he or she is serving as 
an elected Trustee simultaneously. 

Section 5.  Historian 

The Historian compiles, records, and preserves the history of the Church and reports to the Board 
as appropriate.   
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ARTICLE VIII: MINISTRY 

 
See Article II, Section 3, Ministry Team Authority 
 

Section 1.  Equal Opportunity Employer 

The Church is an equal opportunity employer and does not discriminate in the employment of its 
Ministers and/or staff on the basis of age, race, color, gender, disability, or sexual orientation. 

Section 2.  Ministerial Vacancy 

a) The Parish Minister(s) and the Minister of Religious Education shall be ordained 
Unitarian Universalist Minister(s). 

b) When a vacancy occurs in the Parish Ministry or Religious Education Ministry, a 
Special Meeting of the Church shall be called to elect a Ministerial Search Committee 
selected by a process established by the Board, in accordance with Unitarian 
Universalist Association guidelines.  The Ministerial Search Committee presents a 
candidate to the Board, who presents the candidate to the Congregation.  The 
President is an Ex-Officio Member, without vote, of this committee.  

c) A Parish Minister or Religious Education Minister is chosen by an affirmative vote of 
three-fourths of the Members present and voting at a meeting of the Church called for 
the purpose of making a selection in accordance with Unitarian Universalist guidelines.  
(See Article IV, Section 4 regarding quorum requirement.) 

d) When an Interim Minister is required, the Board appoints an Interim Minister Search 
Committee, which searches in accordance with Unitarian Universalist Association 
guidelines and makes a recommendation to the Board, which approves or disapproves 
the recommendation. 

e) When the Board determines that an Intern Minister is to be employed, it shall appoint 
an Intern Minister Committee.  The Intern Minister Committee, in consultation with the 
Ministers, shall conduct a search and recommend a candidate to the Board, which 
approves or disapproves the recommendation. 

f) A Minister or a Church Member may nominate a former Minister of the Church for 
election as an Emeritus Minister.  An Emeritus Minister is designated at an All-Church 
meeting by a majority vote of the Members of the Church. 

g) If there is no Minister of Religious Education, the Board, with the recommend of the 
Ministry Team shall appoint a Director of Lifespan Faith Development whose duties are 
determined by the Ministry Team. 

Section 3.  Minister(s)’ Letter of Agreement 

The Board determines the compensation and other terms of the calling to be offered to the 
Minister(s) and negotiates all terms as required.  The payment of compensation is set by the 
Board in a manner agreeable to the Minister(s) and in compliance with applicable tax laws. 

The Letter of Call for the Minister(s) shall be approved by the Board and includes a provision that 
the calling may be terminated by either party by giving 90 days written notice to the other party 
and as specified in Article VIII, Section 5. 

Section 4.  Freedom of the Pulpit 



 

26 May 2011 
Governance Manual – WSUUC – Appendix C: Bylaws. WSUUC Page 97 of 138 

The Minister(s) have the freedom both in the pulpit and outside to express their personal 
opinions.  The Minister(s)’ personal opinions are not necessarily endorsed by the Church or the 
Board.  A personal opinion or position expressed by a Minister shall not serve as a basis for 
dismissal or any other sanction. 

Section 5.  Dismissal of Minister(s) 

Dismissal of a Minister shall be by an affirmative vote of three-fourths of the Members present 
and voting at a meeting of the Church called to consider such an action.  (See Article IV, Section 
4 regarding quorum requirements.) 

Section 6.  Committee on Ministry 

The Committee on Ministry provides a means of communication between the Ministers, the 
Board, and the Congregation for ministerial concerns and issues of concern to the Church 
community.  This committee is a resource to the Congregation and the Ministers to lend support, 
feedback, and perspective to the Ministers.  Its sole commitment is to the strength and well being 
of the Ministry. 

Section 7.  Evaluation of the Ministers 

Evaluation of Minister(s)’ goals, achievements, and other relevant considerations is conducted 
annually by processes established by the Board with concurrence of the Ministers. 

Section 8.  Compensation 

The Board reviews the Ministers’ compensation annually and recommends adjustments, taking 
into consideration such factors as merit in meeting or exceeding expectations, increases in cost 
of living, changes in the cost of benefits, and the financial means of the Church. 

ARTICLE IX: ORGANIZATION 

Section 1.  Organizational Structure 

All persons elected to Church positions must be Members of the Church. (See Article III, Section 
2.)   The Board approves the establishment of all committees including name, purpose, chair, and 
to whom they will report. The Board must be informed annually of groups that are outside of the 
Church governance structure but which use Church resources. 

Section 2.  Standing Committees 

To assure the Church’s continuity and organizational health, the following Standing Committees 
exist: 

a) Finance Committee is responsible for oversight of the fiscal integrity of the Church and 
works with the Executive and the Treasurer to assure that the financial process is 
sound and adequate for the needs of the Church.  Its responsibilities include the 
budget, the audit and the endowment and it may require, at the expense of the Church, 
a fidelity bond satisfactory to the Board, for any employee of the Church who handles 
or has access to Church funds.  The Treasurer serves on this committee but is not the 
chairperson. It is appointed by and reports to the Board. 

b) Membership Committee ensures that a welcoming environment is maintained for 
visitors. It is appointed by and reports to the Executive. 
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c) Canvass Committee assures that a canvass is conducted annually to provide the 
support needed for the operation of the Church and works closely with the Ministers 
and Board to see that the entire Congregation is involved in this effort. It is appointed 
by and reports to the Executive. 

d) The Religious Education Committee, working closely with the Ministers, ensures that 
religious education is reflective of the needs of the Church membership and 
representative of the Congregation’s Unitarian Universalist identity. It is appointed by 
and reports to the Ministry Team. 

e) The Executive Committee (as defined in Article VI, Section 3) 

f) The Committee on Ministry (as defined in Article VIII, Section 6) 

Section 3.  Special Committees 

Special Committees are appointed to carry out specific tasks; these comprise all committees of 
the Church other than the Special Committees in Article XI, Section 2. 

Special Committees have a name, stated purpose or goal, chair, a time frame, and a reporting 
line. The Board may establish committees to assist the Board with its work; these committees are 
appointed by and report to the Board.  All other Special Committees are appointed by and report 
to the Executive. They are expected to submit reports for the Annual Meeting of the Church. 

Section 4.  Committee Meetings 

All committee meetings, except those of the Nominating Committee, Committee on Ministry, and 
any search committee, are open to all Church Members.  Non-members may speak at the 
meetings at the discretion of the Chair or if requested by the Committee.  When dealing with 
matters of a sensitive or confidential nature, an executive session may be called by majority vote. 

ARTICLE X: FISCAL YEAR 

The fiscal year commences on the first day of July and end on the thirtieth day of June of the 
following year. 

ARTICLE XI: DISSOLUTION 

Section 1.  Legal Procedures 

In the event of dissolution of the Church, the dissolution shall be in accordance with the Ohio 
Nonprofit Corporation Law as set out in the Ohio Revised Code, Chapter 1702 and all other 
applicable laws, and shall be effected under the guidance of a qualified attorney. 

Section 2.  Assets and Property 

In the event of dissolution of the Church: 

a) All debt, obligations, and liabilities of the Church including costs of the dissolution, 
shall be paid. 

b) All net Church property and assets shall be distributed to the Unitarian Universalist 
Association, 25 Beacon Street, Boston, Massachusetts,  02108, for the benefit of any 
Unitarian Universalist church or churches in Cuyahoga County, Ohio. 
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ARTICLE XII: PARLIAMENTARY AUTHORITY 

The rules contained in the current edition of Robert’s Rules of Order Newly Revised govern the 
Church in cases not covered by the Bylaws or Standing Rules.   

ARTICLE XIII: CHURCH MANUAL 

Section 1.  The Church Manual 

The Church Manual shall include the Bylaws and its Amendments, Standing Rules, Board 
Policies and Procedures, and an Organizational Manual defining, organizing and communicating 
the responsibilities of the Minister(s), paid staff, committees, and elected and appointed 
volunteers.  The Church Manual shall be accessible to all Members. 

Section 2.  Standing Rules 

The Board may adopt Standing Rules, which are not part of the Bylaws.  The Standing Rules are 
related to the administration of the Church or to details of parliamentary procedure that do not 
abridge the rights of a minority.  They can be adopted, amended, rescinded, or suspended by a 
majority vote at any meeting of the Board or of the Church without previous notice.   

ARTICLE XIV: CHILD CARE CENTER 

The West Shore Child Care Center is a program of the Church.  Its affairs are governed by its 
Administrative Board, subject to the supervision of the Church Board.  The daily operation of the 
program is under the guidance and direction of a Director hired by the Church Board.  The budget 
of the Center is reviewed and approved annually by the Church Board.  A Trustee attends 
Administrative Board Meetings as an Ex-Officio Member, without vote. 

ARTICLE XV: AMENDMENTS 

These Bylaws may be amended at any meeting of the Church by a two-thirds vote of the 
Members present and voting, provided that the Members have been notified as provided in Article 
IV, Section 3. 
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Appendix D: Standing Rules of Procedure – West Shore 

Approved (Apr 25, 2006) 
 
RULE 1. ORDER OF BUSINESS 
Consideration of and action upon items proceeds in the order set forth in the Agenda unless that 
order is changed by majority vote during the meeting. 
 
RULE 2. PRESIDING OFFICER 
As provided in the Bylaws, the President is the Presiding Officer at the Annual and Special 
Meetings of the Church, meetings of the Board, and of the Executive Committee.  The Vice 
President is the Presiding Officer in case of the absence or incapacity of the President. 
 
RULE 3. MODERATOR OF THE MEETING 
The Presiding Officer is the Moderator of any meeting unless the Presiding Officer delegates this 
responsibility as provided below. The responsibility of the Moderator is to see that the Agenda 
and the rules are maintained 

I. The Presiding Officer may delegate the role of Moderator to any voting member of 
the church for any duration within a single meeting.   

II. A delegated Moderator may decline the delegation. 
III. The power of a delegated Moderator is more restricted than the power of a Presiding 

Officer serving as Moderator.  A delegated Moderator may not serve any meeting for 
which there is any potential conflict of interest, cannot make motions of any nature, 
and cannot speak as either a proponent or opponent of any motion. 

IV. The Moderator may exercise his or her right to vote. 
V. The Moderator will conduct all votes according to the rules on voting. The results of 

all votes must be certified by the Presiding Officer when the Moderator has been 
delegated. 

VI. The minutes of the meeting must indicate when the role of Moderator changes within 
any single meeting.  

 
RULE 4. AGENDA 
The Agenda of meetings is prepared by the Executive Committee.   The Agenda will state the 
time allowed for each item on the Agenda. 

I. Agenda items for meetings of the Board will be added without debate and with the 
requested time up to a limit of 30 minutes, if a request is delivered to a member of the 
Executive Committee by any three Trustees.   

II. The agenda of a Special Meeting of the Church must be limited to the matters 
specified in the call of the meeting.  

III. Agenda items for the Annual Meeting may be added without debate and with the 
requested time, up to a limit of 30 minutes, if  

i. the request is delivered to a member of the Executive Committee or the Church 
office prior to noon on the Annual Meeting date 

AND 
ii. meets the requirements specified in the Bylaws to call a Special Meeting of the 

Church. 

IV. Agenda items may be added to any meeting by a two-thirds vote, except that at 
Special Meetings of the Church, Agenda items are limited to matters specified in the 
call of the meeting. 

 
RULE 5. MEANS OF VOTING 
So long as a quorum is present, action on any question, unless the Bylaws otherwise provide, is 
decided in the first instance by an uncounted show of hands, or by an uncounted standing vote of 
the members present.  If the Moderator wishes a counted vote or if a member requests it, the 
vote must be counted.  No vote will be taken by written ballot unless the members present order a 
written ballot by a two-thirds vote.  The required proportion of votes cast by members to approve 
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any action or resolution will be as set forth in the Bylaws or these Standing Rules of Procedure. 
The results of all votes must be certified by the Presiding Officer. 
 
RULE 6. MINUTES 
The preparation of all minutes is the responsibility of the Secretary of the church.  The Board of 
Trustees must approve the minutes of all Annual and Special Meetings of the Church, meetings 
of the Board and of the Executive Committee.  
 
RULE 7. AMENDMENTS 
No amendment or other change to any motion under consideration will be entertained unless it is 
submitted in writing to the Moderator, who may, however, waive this requirement.  

II. Clarifying and friendly amendments are always in order. 
III. Amendments to the main motion will be in order   

i. after at least ten minutes of debate, if that much time is needed, on the merits of 
the main question as moved 

OR 
ii. if there are not potential proponents or opponents  

 
RULE 8. TIME LIMITS 
The following time limits are imposed on all business transacted by the church. If, however, there 
is no objection from the floor, the Moderator may grant minor extensions of time. Any time limits 
imposed by this rule may be extended by a two-thirds vote.  

I. No person may speak on any motion for more than two minutes, and not more than 
once, so long as there are others who have not spoken who desire the floor, except 
that persons having special information may, with the permission of the Moderator, 
reply to questions. 

II. A maximum time of 30 minutes is allowed for discussion of any proposed Bylaw or 
Rule amendment, resolution, or action on a report that is on or added to the Agenda. 
Whenever possible, the discussion time will be equally divided between proponents 
and opponents and by the alternate recognition of proponents and opponents. 

III. A motion to refer, table, or call the previous question shall be in order after 10 
minutes of discussion or if there are not potential proponents, opponents, or 
amendments. A motion to call the previous question on a motion to amend the main 
motion is in order after 5 minutes of discussion concerning the amendment or if there 
are not potential proponents, opponents, or amendments. When this motion is in 
order, the Moderator may offer an explanation that “this will close all debate and the 
vote will be taken”.  The Moderator may also make a request for unanimous support.  
If there is any opposition to the request a two-thirds vote is required. 

 
RULE 9. MICROPHONES 
Each Annual and Special Meeting of the Church will follow these instructions. 

I. Two standing microphones will be available.  One will be designated as “Pro” and 
one as “Con”. 

II. One floating microphone will be available for accessibility needs.  One member, 
chosen by the Moderator, will handle this microphone and will strive to alternate “Pro” 
and “Con” speakers. 

III. Statements in support of a motion are restricted to the Pro and Floating microphone. 
IV. Statements in opposition to a motion are restricted to the Con and Floating 

microphone. 
V. Amendment Motions may be made from any microphone provided the motion is 

otherwise in order. 
VI. Procedural Motions may be made from any microphone, or from the floor. 
VII. Upon being recognized by the Moderator, a member must state their name and 

reason for speaking before making a statement.   
 
RULE 10. COMMITTEE OF THE WHOLE 
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At any stage of the meeting, the Moderator, without a vote of the Church, at his or her discretion 
may order the meeting resolved into a Committee of the Whole or reconvened as a regular 
meeting. While the meeting is acting as a Committee of the Whole, the following Special Rule 
applies: 

The Moderator, without a vote of the Committee of the Whole, may permit 
reconsideration of any action taken by the Committee of the Whole and other departures 
of the Standing Rules of Procedure if it appears to him or her that the work of the 
Committee of the Whole will thereby be expedited. When the regular meeting is 
reconvened, the only motion in order will be to adopt the recommendation of the 
Committee of the Whole. A motion recommended by the Committee of the Whole will not 
be subject to amendment, debate, or delay. 

 
RULE 11. ADOPTING THE STANDING RULES OF PROCEDURE 
These Standing Rules of Procedure are adopted by a two-thirds vote by the Board of Trustees 
annually after the new Board is elected at the Annual Meeting and will remain in effect until the 
next Annual Meeting of the Church or the Standing Rules of Procedure are amended. 
 
RULE 12. AMENDING THE STANDING RULES OF PROCEDURE 
These Standing Rules of Procedure may be amended, suspended, or repealed during the course 
of any meeting by a two-thirds vote or a majority vote of the entire membership.  Amendments 
during a meeting do not extend past Adjournment of the meeting except where the motion of 
Amendment indicates that the change will extend beyond that meeting. 
 
RULE 13. ADJOURNMENT 
A meeting is Adjourned following an Adjournment Motion and two-thirds vote, or after the Agenda 
is completed and the Moderator declares the meeting Adjourned. 
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APPENDIX E: Contracts 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 114 of 138 

 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 115 of 138 

 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 116 of 138 

 

 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 117 of 138 

 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 118 of 138 

 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 119 of 131 

 

 

 

 

 

 

 

 

 

 

 

 

This page is available on request from the Church Office 
 



 

26 May 2011 
Governance Manual – WSUUC – Appendix E: Contracts. Ministry Agreement  Page 120 of 131 

 

 

 

 

 

 

 

 

 

 

 

 

This page is intentionally left blank 
 



 

26 May 2011 
Governance Manual – WSUUC – Appendix F: Committees of the Board Page 121 of 138 

Appendix F: Committees of the Board  

 

CARE Covenant Team 
 
Purpose: The CARE Covenant Team will help West Shore congregants resolve conflict keeping 
in mind the CARE Covenant, the Ends of the church, and the Principles of the Unitarian 
Universalist Association.  
 
The CARE Covenant Team will function by: 

• Following the Policies outlined in GP #13 Conflict Management Policy 
• Facilitating disputes when asked to do so. 
• Holding at least one educational/informational event pertaining to the CARE 

Covenant or the resolution of conflict every church year. 
• Promoting knowledge about and acknowledgment of the CARE Covenant using West 

Shore’s available means of communication. 
• Adding to a confidential, written record of West Shore conflict and resolution that will 

reside in the church archives. 
• Speaking with One Voice regarding any and all decisions of the Team as described 

in GP #3-4a: Trustee and Officer Code of Conduct. 
 

 
The CARE Covenant Team will be composed of: 

• Three members, who will each serve a three-year term.   
• A member may be considered for a second term after the expiration of the first.   
• No member may serve more than two consecutive terms at a time. A past member of 

the CARE Covenant Team will be eligible for Selection following at least a three-year 
interval. 

The desired characteristics for CARE Covenant Team Members are, in prioritized order:   

• Member in Good Standing of the Church 
• Strong listening skills and empathy  
• Demonstrated ability to establish trust and credibility by maintaining objectivity and 

neutrality 
• Demonstrated ability to conduct oneself according to the Covenant to CARE 
• Strong knowledge of the church’s governance and bylaws 
• Professional training and/or comparable experience in conflict management. 

 
Selection: 

• In even-numbered years, the Ministry Team shall select a team member. 
• In odd-numbered years, the Executive Committee of the Board shall select a team 

member. 
• The Ministry Team and the Executive Committee of the Board shall solicit, evaluate, 

and select possible candidates according to a process of their choosing, based on 
the desired characteristics for members of the Team. 

 
Vacancies 

Vacancies on the CARE Covenant Team occurring for reasons other than term expiration 
will be filled by the Executive Committee of the Board of Trustees in even-numbered 
years and by the Ministry Team in odd-numbered years to complete the unexpired 
portion of the departing member’s term. 
 

Approved January 18, 2011 
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Diversity Change Team   -- DRAFT – NOT YET APPROVED --  
 
Purpose:  
The Diversity Change Team assists the Board in .... 
 

 

 



 

26 May 2011 
Governance Manual – WSUUC – Appendix F: Committees of the Board Page 124 of 138 

Ends Task Force      
 
Purpose:  
The Ends Task Force assists the Board in formulating the Ends of the Board. 
 
The Ends Task Force will function by: 

• Drafting and reviewing the Ends and forwarding the drafts to the Board for 
deliberation and action 

• Serve as a resource to the Board in planning retreats 
• Undertaking an annual assessment of Board decisions and Congregational 

conversations as possibilities for new Ends. 
 
The Ends Task Force will be composed of: 

• a Convener who is a Trustee appointed annually by the Board and who names the 
rest of the Task Force with Board approval 

• 2 additional trustees 
• up to 2 additional members who can come from the Board or the at large 

membership of the church 
 
Approved Apr 27, 2010 
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Executive Committee    
 
Purpose:  
The Executive Committee assists the Board, in accordance with the Board's Governance Process 
Policies, Board Executive Linkage Policies and the Ends, by planning the Board agenda, dealing 
with sensitive and confidential matters, and operating between Board meetings for organizational 
continuity. 

 
The Executive Committee will function: 

• to plan the agenda for the Board meetings, 
• to carry out policies and procedures previously determined by the Board between 

meetings, 
• and to deal with matters of a sensitive or confidential nature. 

 
• Any action taken by the Executive Committee shall be ratified, disapproved, or 

revoked if still revocable, by the Board. Actions of a confidential nature taken by the 
Executive Committee may be reported to the full Board in closed session, with the 
minutes taken and stored in a separate, confidential file. 

 
• Actions of the Executive Committee may be taken when three of the four members of 

the Committee are present. 
 
• Emergency meetings may take place by telephone or by other means when 

necessary. 
 
The Executive Committee may not change:  

• the budget 
• nor the policies and procedures that have been determined by the Board. 

 
The Executive Committee will be composed of: 

• the elected Board Officers: President, Vice-President, and Secretary 
• one other trustee, appointed by the President with consent of the Board. 

 
• The Minister(s) and Executive may attend Executive Committee meetings unless all 

Executive Committee Members present vote to exclude the Minister(s) and/or 
Executive from a specific meeting. 

 
Approved Jan 2010 
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Finance Committee    
 
Purpose:  
The Finance Committee assists the Board by providing oversight of the fiscal integrity of the 
Church.   
 
The Finance Committee will function to: 

• oversee the fiscal integrity of the Church 
• work with the Treasurer and the Executive to assure that the financial process is 

sound and adequate for the needs of the Church 
 
The responsibilities of the Finance Committee include: 

• the budget 
• the audit 
• the endowment 
• determination of fidelity bond requirements for any employee of the Church who 

handles or has access to Church funds. 
 
The Finance Committee will be composed of: 

• the elected Treasurer 
• a chairperson, who is not the elected Treasurer, appointed by the Board 
•  a trustee 
• the Executive 
• other individuals as required by the Finance Committee, appointed by the Board 

 
Approved Nov 2009 
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Governance Task Force  
 
Purpose:  
The Governance Task Force assists the Board in formulating policies, making decisions, and 
engaging in oversight to insure that policies serve to advance the Ends of the Board. 
 
The Governance Task Force will function by: 

• Reviewing the Bylaws, Policies, and other documents of the Board to insure 
organizational consistency 

• Drafting and reviewing policies regarding Executive Limitations, Governance 
Process, and Board / Executive Linkage and forwarding the drafts to the Board for 
deliberation and action 

• Serve as a resource to the Board in planning retreats 
• Undertaking an annual assessment of Board decisions as possibilities for new policy 
• Designing (and periodically assessing) the new Board member orientation 

 
The Governance Task Force will be composed of: 

• a Convener who is a Trustee appointed annually by the Board and who names the 
rest of the Task Force with Board approval 

• 2 additional trustees 
• up to 2 additional members who can come from the Board or the at large 

membership of the church 

 
 
Approved May 2007 
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Appendix G: About the Governance Manual  

 
 History of Governance Manual Development    
 

Date Action Taken, Changes Made 

Nov 2001 
Major Bylaws revision to establish roles and responsibility for the Co-Ministers and 
the Board according to a Policy Based Governance model  

March 2006 
Creation of ad-hoc Task Forces focused on Ends and Governance in attempt to 
employ “Policy Governance” language. 

May 2006 Formalization of Governance Task Force and Ends Task Force. 

Aug 2006 
The Governance Task Force brought the Co-Ministers into the process, for reflection 
and feedback. 

Sept 2006 

Shared experiences: Table of Contents, Glossary, Policy Disposition and 
Governance Task Force authorship process is shared with First Church 
Shaker. 

First presentation of new Governance Manual to West Shore Board 

April 24, 2007 First reading for passage of new Governance Manual. 

22 May 2007 

Submitted to the Board for deliberation and action by the Governance Task Force of 
the Board - Candace Rich, Convener; Karen Kircher and Phil Reed, Trustees; and 
Gary Kustis, member at-large. 
 
Formal adoption of new Governance Manual:   

• Vote on disposition of all existing policies 
• Vote to adopt Governance manual 
• Vote to appoint Executive - Parish Co-ministers Rev. Wayne Arnason 

and Rev. Kathleen Rolenz 
• Vote to establish a standing Governance Task Force 

13 June 2008 

Bylaws amended to change the Purpose and Mission Statement; create Executive 
Authority; reorganize Standing Committee reporting lines; and formalize the 
relationship between the Ministry Team and the Executive. 

2008-2009 

Policies GP #3, GP #8 and MS #3 were revised by Board vote.  Strategic Plan Policy 
was remanded to Staff. Reformatted entire document to improve Table of Contents 
and give each Policy its own page.  Approved Policies END #1 - #6. 

2009-2010 
Approved LNK #4, Appendix F: Executive Committee, Appendix F: Finance 
Committee; Added Preface; Removed Retained Policy B; Revised EL #2, EL #5  

2010-2011 Approved GP#13, Appendix F: CARE Covenant Team.  Removed Retained Policy A. 
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Appendix H: Other Policies  

2006 Policy Packet Disposition 
 
Disposition of Current Policies by Policy Section Disposition number based on table of contents 

Board to Board Disposition 
Policy on Board of Trustees Responsibility GP 2 and GP 3 

Policy on Policies GP 10  

Policy Regarding Board Executive Session 
Confidentiality GP 3-3 

Policy Regarding Unified Representation by Trustees GP 1-1, GP 3-4, and GP 3-7h 

  

Board to Congregation Disposition 
Alcoholic Beverages Policy Remanded to Staff. 

Building Reserve Policy 

Policy Discarded. 
Superceded by policy and financial decisions 
related to Building Renovation project.   

CARE Covenant 
Listed as END Policy #A  
Delegated to Ends Task Force.  

Child and Youth Protection Policy 
Listed as END Policy #D  
Delegated to Ends Task Force. 

Conflict Management Policy 
GP 13 (adopted January 2011).  
 

Conflict of Interest Policy GP 3-2 and EL 2-4c 

Endowment Policy EL 4-1e and EL 8 

Fine Art Policy 
EL 7 and 
Remanded to Staff. 

Full Access Policy 
EL 11-2 and Listed as END Policy #B 
Delegated to Ends Task Force. 

Gifts of Property Policy EL 7  

Memorial Gifts Policy EL 6-6 and EL 8 

Ministerial Candidate Sponsorship GP 14 

Mission of the West Shore Child Care Center 
GP 11 and Listed as END Policy #C 
Delegated to Ends Task Force. 

Non-Smoking Policy EL 6-5 

Policy for Fundraising 

LNK 4 (adopted Jan 2010)  
Collection of Retained Policies: Policy for 
Fundraising as Retained Policy B. 

Policy Regarding Disruptive Behavior EL 1-3a 

Strategic Plan Policy Remanded to Staff in March 2009 

Tangible Gifts EL 7 

Website Privacy Policy Remanded to Staff. 

  

Board to Ministers Disposition 

Compensation Policy for Ministers 
Policy Discarded.  
Superceded by Minister’s Agreement. 

Equal Opportunity / Affirmative Action Policy EL 2-2 

Ministerial Guidelines Policy MS 1 

Sabbatical Leave Policy MS 2 
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Policies remanded to Staff (responsibility for these policies has been given to the 
Executive. They are included purely for historical reasons) 
 

 
Remanded Policy A: Alcoholic Beverages Policy 
 

When alcoholic beverages are served at any function held in the church building, an 
attractive alternative (non-alcoholic) beverage must always be available. 
 
Beer and wine are the alcoholic beverages which may be served. 
 
For church functions an ongoing, blanket permission may be granted by the church. 
 
Outside groups must obtain permission from the church administrator for each occasion, 
aside from spiritual purposed, when alcoholic beverages will be served. 
 
(Previous policies combined: May 28, 1985; October 25, 1978; March 23, 1970 
Revised and adopted April 2000.) 
(Remanded to Staff in May 2007) 
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Remanded Policy B: Fine Art Policy 
 
Fine arts such as pictures, banner, sculpture, etc. which are purchased by the church or 
received as gifts, become the property of the church.  Authority regarding use placement, 
maintenance, repair, restoration, and disposition of fine arts property rests with the Fine 
Arts Committee in accordance with the Conflict of Interest policy.  Any acquisitions 
proposed by the Fine Arts Committee will be submitted to the Board and voted at the next 
Board meeting. 
 
(Adopted November 2002) 
(Remanded to Staff in May 2007) 
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Remanded Policy C: Website Privacy Policy 

This Website is owned and operated by the West Shore Unitarian Universalist Church. 
We recognize that visitors to our site may be concerned about the information they 
provide to us, and how we treat that information. This Privacy Policy addresses those 
concerns. This policy may be changed or updated from time to time.  

If you have any questions about our Privacy Policy, you can contact us at:  

West Shore Unitarian Universalist Church 
20401 Hilliard Blvd. 
Rocky River, OH 44116 
or send email to webmaster@wsuuc.org 

We are available to answer your questions or hear your concerns.  

 

The first principle of the member societies of the Unitarian Universalist Association (UUA) 
is that we will covenant to affirm and promote the inherent worth and dignity of every 
person. We believe that this principle impels us to protect the privacy of visitors to the 
West Shore website.  

Personal Information 

We only collect personal information from our visitors on a voluntary basis. Personal 
information includes but is not limited to name, address, phone number and email 
address. We do not require this information to obtain access to any part of our site.  

The personal information we collect is only used by us to process a request that has 
been placed by the visitor.  

We do not sell or rent this personal information to other organizations.  

West Shore may offer forum or bulletin board services.  Website users should be aware 
that posting to a website's bulletin boards may result in their name and email address 
being acquired by other parties.  West Shore cannot prevent this from happening, since 
bulletin boards are public mediums. Posts may also be accessed as the result of a web 
search. WSUUC also cannot prevent this from happening.  

Use by Children 

If you are under 18, be sure to obtain your parent’s or guardian’s permission before you 
send any personal information (for example, your name, address, email address, etc.) to 
us or anyone else over the Internet.  We encourage parents to get involved with their 
children’s online usage and to be aware of the activities in which children are 
participating. 

Use of Photos 

We believe that the use of images of church activities and events is a valuable tool in 
creating an attractive, accurate and relevant on-line representation of West Shore and its 
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activities. herefore, we occasionally include photographs taken by members of church 
activities on our website.  

In order to protect the privacy of West Shore members and friends, we generally do not 
provide personal identification information along with photographs. In cases where 
identification is warranted, it will only be included with the explicit permission of the 
person or parent of the person being photographed.  

If you see a photograph of yourself or your child that you prefer not be included on the 
site, or if you would like to insure that no photo of you or your child is used on the site, 
feel free to contact the webmaster. We'll make the necessary arrangements to comply 
with your request.  

All copyrights remain with the original photographer. Effort will be made to include credit 
to the photographer if requested by the photographer. 

Use of Names  

Occasionally the names of members and friends are mentioned on the website, 
particularly in articles from Shorelines or The Lifeboat. In order to protect the privacy of 
these individuals, personal identification information, such as images, phone number, 
address, or email will not be included with these names without explicit permission. The 
text [name withheld] will be used where a person’s name would usually appear, if 
someone requests that their name be removed from the website.  

Links to Third Party Sites 

This web site contains some hyperlinks to web sites operated by parties other than West 
Shore. These hyperlinks are provided for your reference only. West Shore does not 
control such web sites and is not responsible for their contents. The inclusion of 
hyperlinks to other web sites does not imply any endorsement of the material on these 
Web sites or any association with their operators. Please contact the website owners of 
those sites directly for any questions regarding their material. 

Information Accuracy  

West Shore Unitarian Universalist Church makes every effort to ensure that the 
information presented is correct and accurate. However, if inaccuracies occur, West 
Shore will make every effort to correct them in a timely manner. To report any web site 
inaccuracies or for questions about West Shore's Website Privacy Policy please email us 
at webmaster@wsuuc.org .  

(Adopted October 2004)  
(Remanded to Staff in May 2007) 
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Remanded Policy D: Strategic Plan Policy 
 
West Shore Unitarian Universalist Church shall operate under a strategic plan which 
specifies goals, responsibilities and time frames for the achievement of each aspect of 
the plan.  The strategic plan must be approved and monitored by the Board of Trustees. 
 
(Adopted June 2000)  
(Remanded to Staff in March 2009) 
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Appendix I: Other Governance Tools  

Governance Tool: Process Observer Instructions 
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