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Safe Church Guidelines and Procedures for the Unitarian Church of 
Evanston 

 

A.1 PURPOSE 
The Safe Church Guidelines and Procedures of the Unitarian Church of Evanston (hereafter referred to 
as “UCE”) require its members to provide sanctuary for persons of all ages who are entrusted to its 
care. They also protect those who have responsibilities as ministers, employed staff and volunteer 
leaders and teachers. 

What is safety? 
Safety means that a person’s spiritual, emotional and physical self is protected from injury. 
For example: 

Spiritual safety 
• People have the freedom to express their faith appropriately 
• People’s beliefs are treated respectfully 

Emotional safety 
• Kindness and civility are the norm 
• People refrain from personal attacks and gossip 
• Confidentiality is honored 

Physical safety 
• Door key holders agree to abide by safe church policies 
• Facilities are clean and well lit 
• Exits are clearly marked and free of debris 
• Fire alarms are kept in working order 

 

A.2 SCOPE OF POLICIES AND PROCEDURES 
 
The guidelines and procedures included in this document apply to all activities which take place within 
the building and properties of UCE, as well as programs, activities, or events scheduled as part of the 
ministry of this church which take place elsewhere. The policies and procedures apply to all members, 
friends, volunteers, renters and employees of the church. 

 

A.3 LOCATION OF POLICIES AND PROCEDURES 
 
A Safe Church Policies and Procedures and our church's child and youth protection guidelines will be 
available on-line, with hard copies available upon request. Church leaders should be familiar with both 
sets of policies. Employees, parents, and any adults working with children and youth should be familiar 
with the child and youth protection guidelines. 
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A.4 SAFE CHURCH TEAM DESCRIPTION 
 

The Safe Church team’s function is to oversee the implementation of the Safe Church Policies and 
Procedures. 

 

A.4.1 SAFE CHURCH TEAM COMPOSITION 
 

The Safe Church Team consists of the Executive Team. 
 
A.4.2 SAFE CHURCH TEAM FUNCTION 

 

The Senior Minister will: 
• Insure that these guidelines are reviewed and updated annually 

 

The Minister of Lifespan Religious Education will: 
• Work with the religious education safety team to regularly review and update 

protection policies for children and youth 
• Monitor compliance with UCE's Child and Youth Protection Guidelines 
• Provide volunteers working with children and UCE's Child and Youth Protection Guidelines 
• Train volunteers working with children and youth in UCE's Child and Youth Protection 

Guidelines 
• Ensure the performance of background checks on all volunteers working with children and 

youth. 
• When necessary, serve on a task force to review formal complaints on adult misconduct 

(Section H) 
 

The Executive Director will: 
• Receive and manage Incident Report Forms (See Appendix) 
• Monitor building safety and make recommendations to correct deficiencies. 
• Verify that Incident Reports and other sensitive documents are stored in a safe and secure 

location. 
• Ensure that Criminal Background Checks are performed on all paid staff upon hiring and every 

three years after date of hire. Hiring decisions may be approved or disapproved by the Senior 
Minister regardless of background-check results. 

 

B. BUILDING SAFETY 
 

It is the responsibility of UCE to maintain physical safety of the church building. 
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B.1 GENERAL 
 

UCE will: 
• Maintain the building upkeep to preserve physical safety. 
• Maintain the fire alarm system, fire extinguishers and first aid kits. 
• Create and post floor plans indicating emergency exits, fire extinguishers, first aid kits, fire pull 
stations, telephones and emergency phone numbers. 
• Provide users of the building a mechanism to report any safety issues to the Executive Team. 
• Follow health department guidelines for food preparation. 
 
B.2 BUILDING ACCESS 
 
The office administrator is responsible for determining the need to assign keys, to whom keys will be 
issued, and the length of time to hold a key. Care will be taken to secure entrances to the church by 
limiting access to the Door Key to appropriate individuals who: 
• Have a documented reason to have a key. 
• Abide by all policies and procedures for building use and UCE's Safe Church Policies 
• Sign a Key Receipt Form which states that the signer will not duplicate the key or loan their key to 

anyone and will verify that all outside doors are locked if they are the last person in the building. 
 

B.3 OUTSIDE GROUPS 
 
All outside groups who rent or use the church facilities will receive a copy of the Safe Church Policies and 
Procedures. Groups will agree to comply with its provisions as pertain to their use of the building and 
will sign a contract that contains an affirmation of consent to abide by these guidelines. 

 

F.3 ADULT TO ADULT RELATIONSHIPS 
 

• Adult members who seek religious or spiritual advice from clergy via digital means (email, 
social networking site posts, etc.) should be informed that their communication is NOT 
confidential. Use of digital means to communicate nullifies confidentiality. 

• With social networking clergy should consider the impact of declining a “friend” request from 
church members as it creates tension in the "real world." Privacy settings should be used to 
insure appropriate access to personal items posted online. It is the current minister's policy to 
accept all Twitter and Facebook friend requests and to restrict access of church members to all 
but professional photographs, tags, and postings. The minister is not a part of other social 
networking sites (linked in, etc.), nor does s/he participate in online games. Invitations to such 
are ignored. 

 

F.4 COMMUNICATION AND CONTACT 
 

F.5 PUBLISHING/POSTING CONTENT ONLINE 
 

• When video is distributed of services or activities on the web or via other broadcast 
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media, signs should be posted that indicate the service will be broadcast. 
 

• Photos that are published on church sponsored sites should not include name or 
contact information for individuals unless otherwise requested 

 

H. ADULT MISCONDUCT – HARRASSMENT AND EXPLOITATION 
UCE wishes to create and maintain a community in which members, friends, staff, and volunteers can 
worship and work together in an atmosphere free of all forms of discrimination, harassment, 
exploitation, or intimidation. 

 

H.1 DEFINITIONS 
 
Harassment: repeated misconduct, whether verbal or physical, that creates an environment that is 
uncomfortable, unwelcoming, discriminating, or intimidating, or leads to an atmosphere in which a 
person's ability to participate in worship and activities at the church is compromised. 
 
Sexual exploitation: activity or conduct of a sexualized nature in which an employed minister engaged 
in the work of the Church takes advantage of the vulnerability of a participant by causing or allowing 
the participant to engage in sexual behavior with the minister. 
 
Sexual harassment: repeated or coercive sexual advances toward another person contrary to his or her 
wishes. It includes behavior directed at another person's sexuality or sexual orientation with the intent 
of intimidating, humiliating, or embarrassing the other person, or subjecting the person to public 
discrimination. Prohibited sexual harassment includes unsolicited and unwelcome contact that has 
sexual overtones. Sexual harassment also includes continuing to express sexual interest after being 
informed directly that the interest is unwelcome – and using sexualized behavior to control, influence, 
or affect the career, salary, work, learning, or worship environment of another. 
 
Vulnerable adult: Any person aged 18 or over who is or may be in need of assistance by reason of 
physical, mental disability, age, emotional illness, and who is unable to take care of or to protect him or 
herself against significant harm or serious exploitation which may be occasioned by the actions or 
inactions of other people. 

 

H.2 GUIDELINES ON ADULT CONDUCT 
 
The Church is strongly opposed to sexual exploitation and harassment of any kind, and such behavior 
is prohibited. It is the intention of the church to respond to allegations of behavior that are contrary to 
this guidelines and, if necessary, to discipline those persons who violate it and/or report it to the 
appropriate authorities. Every individual always has the right to report allegations to local authorities. 
 
All persons engaged in the ministry of UCE (including elected or appointed leaders, employees, 
volunteers, and authorized ministers) are responsible for knowing the possible impact of their words 
and actions in ministering to the emotional, mental, and spiritual needs of persons who come to them 
for help or over whom they have any kind of authority. Sexual exploitation of parishioner(s) or other 
individual(s) by anyone engaged in the ministry of UCE is unethical and unprofessional behavior and will 
not be tolerated. 
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Should someone observe that a vulnerable adult is being abused, harassed or exploited, a concerned 
member may initiate proceedings on their behalf. 

 

 

H.3 PROCESS FOR RESPONDING TO A COMPLAINT OR CONCERN 
 
The utmost respect shall be given to the confidentiality and privacy of all parties. Any person who 
brings a concern or complaint forward, or who assists in investigation of such a report, will not be 
adversely affected in terms and conditions of employment or Church membership, or otherwise 
discriminated against or discharged. Information will be shared only on a need-to-know basis. 

 

H.3.1 RESPONSE 
 

• Informal - The person with a concern may attempt to resolve the matter directly with the 
person accused. Alternatively, the person with a concern may attempt to resolve the matter 
with the assistance of his/her supervisor, a Safe Church Team member, or the Congregational 
Relationship Team. 
 

• Formal - If an informal resolution of the complaint does not seem wise, appropriate, or possible, 
or does not succeed, the person with a concern should complete an incident report form (Form 
A-1) and submit it to a Safe Church Team member and/or Senior Minister. This will lead to a 
formal proceeding. If the allegation involves the Senior Minister, the person with a concern 
should contact the Safe Church Team or the congregation president. 

 

H.3.2 FORMAL PROCEEDING 
When the Safe Church Team is requested to initiate a formal proceeding, the following procedure will 
happen: 
 

1. A task force will be convened. 
 

• If the allegation involves the Senior Minister, the task force will be comprised of the Safe 
Church Team without the Senior Minister. A UUA Good Officer may be consulted. 

•  
If the allegation involves another authorized UCE minister, the task force will be comprised of 
the Senior Minister and the Board Executive Committee. 
 

• If the allegation involves another UCE staff member, the task force will be comprised of the 
Executive Team and the Board Executive Committee. 
 

• If the allegation involves a lay person the task force will be comprised of the Executive Team 
and Board Executive Committee. 
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2. The person accused will be notified that an incident report form has been filed. 
 

3. Statements will be gathered from individuals involved. 
 
4. The task force will carefully document all activities and meetings and include dates, times, 

locations, names of the parties present, any decisions, and any further action to be taken. 
This documentation is to be kept in a secure location determined by the Safe Church Team. 

 

5. The task force will consider all information and determine an appropriate course of action. 
 
6. If the task force determines that no harassment or sexual exploitation has occurred, all 
affected parties will be notified. 

 
7. If the task force determines that harassment or sexual exploitation has occurred, the task force 

will inform the individuals and take actions that may include: 
 

• Formal reprimand with defined expectations for changed behavior; 
• Recommending or requiring a program of growth that may include education and/or counseling; 
• Probation, with the terms of the probation clearly identified; 
• Dismissal from volunteer leadership position or employment and, in extreme cases, 

membership in, the Church. 
 

H.4 APPEAL 
 
If the person(s) involved is not satisfied with the disposition of the matter, he or she has the right to 
appeal to the Board of Trustees who will appoint a committee to review the complaint. 

 

I. SAFE CHURCH POLICIES AND PROCEDURES REVIEW 
 

The Safe Church Policies and Procedures will be reviewed each year by the Safe Church Team. The Team 
may recommend revisions to be approved by the Senior. 

L. FORMS 
 

A Incident Report Form  
B KEY RECEIPT FORM 
C A Criminal Background Check – Authorization, Staff 
D Acknowledgement of Safe Church Policies and Procedures 
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A-1 INCIDENT REPORT FORM 
Complete for all incidents, accidents or unusual occurrences that occur on the church premises or at any church 
sponsored event. Complete and file this report with the UCE Safe Church Team within 24 hours of the incident. 
 
Reporter:    

 

Date of Incident: Time:    
 
Identification of person(s) involved: 
1. Name: Age: Gender:     
Address:      
Relationship to UCE (circle one) - Employee Volunteer Member Visitor Unknown 

 

2. Name: Age: Gender:     
Address:      
Relationship to UCE (circle one) - Employee Volunteer Member Visitor Unknown 

 

3. Name: Age: Gender:     
Address:      
Relationship to UCE (circle one) - Employee Volunteer Member Visitor Unknown 

 

Specific Location of Incident:     
Witness(es), if present:    

 

Briefly describe the nature and extent of the injury, accident or abuse and circumstances under which you became 
aware of the incident. Cite the source of any information not observed first hand. 

 

Treatment, shelter or other action /support immediately provided 
 

Additional action(s) (e.g. 911, family notification, alternative transportation): 
Note: INDIVIDUALS UNDER AGE 18 REQUIRE PARENT NOTIFICATION; INCLUDE TIME OF NOTIFICATION. 

 

Disposition: 
 

Name of person completing this report: 
 

 
 

(Please Print) (Signature) 
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B KEY RECEIPT FORM 
 

Please check one of the following: 
 

  I am receiving a key as a member of UCE for the following purpose(s): 
 

 

 

I am not a member of UCE. I am receiving a key for the following purpose(s):  

 
 

 

I acknowledge receipt of a key for and agree that: 
 

 

• I will not lend this key to anyone else. 
• I will not make a copy of this key. 
• I will not tag or otherwise identify this key as providing access to UCE. 
• I am responsible for the security of this key and I will return it when I no longer need it for the above 

purpose or when its return is requested 
• THIS KEY IS NOT TRANSFERABLE – Do not give it to anyone else. This key is your responsibility and must 

be returned to the office before being assigned to another individual. 
• I understand that if I lose this key it is my responsibility to absorb the cost of a replacement. (The 

present cost of replacement is $20.00/key for this system). 
• I will not be alone in any rooms of UCE with a child or youth other than my own at anytime. 

• I will check the master calendar posted outside the main office and will turn off all lights, close windows, 
turn down heat and lock all doors if I am the last one to leave the church building. 

• I understand that as a door key recipient, I am required to report child abuse and neglect as set forth by 
the Department of Social Services. If I have reasonable cause to believe, or have been told, that abuse 
and/or neglect of a child or youth has occurred in the Sandwich UCE building or outside areas I am 
required to file an Incident Report Form in accordance with the Safe Church Policies and Procedures. 

 

I understand that failure to comply with and provision set forth above may result in my loss of privilege to be a key 
holder. 

 
 

Print Name Signature Date 
*A copy of this document will be on file in the church office. 
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C ACKNOWLEDGEMENT OF SAFE CHURCH POLICIES AND PROCEDURES AND PROCEDURES 
 

 

I, have received, read and understand the 
“Safe Church Policies and Procedures” for UCE. 

 

 

 

 

Signature:    
 

 

 

Date:   _______________________ 
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Unitarian Church of Evanston 

Safety Procedures for Children and Youth    

As Published in Teachers’ Handbook (2015-16 edition)     

 

Safety 

If you have reason to believe that a child or youth has been abused or is endangered, or is a danger to 
self or others, immediately contact Rev. Connie Grant, who will take appropriate action, including report 
to legal authorities if deemed warranted.  Any person may call the Illinois Child Abuse Hotline at 1-800-
252-2873. 

Two adults must always be present with children in the classroom.  Each volunteer 
teacher/advisor will sign and abide by the “Code of Ethics for People Working with Children and 
Youth at UCE.” 

A fire drill will be held each year, and teachers/advisors will be informed of evacuation 
procedures, which will also be posted in each classroom.  See “Evacuation Procedure.”  

In case of an emergency, a walkie talkie system, staffed by a monitor (usually the Religious 
Education Assistant) centrally located in the lower level hallway, will be a vehicle for 
communication.  Please inform the monitor immediately in case of any emergency in your 
classroom that requires a parent to be contacted or other emergency assistance. 

Background checks  

Background checks are required for all paid employees and volunteer staff who work with 
children on a regular basis. 

Caregiver/child ratio: 

1. There will always be a minimum of 2 [adult] caregivers present. 
2. For children age 5 and under, the ratio should be one caregiver to 4 children. 
3. For children and youth age 6 and older on site, the ratio may not exceed 6 children to 1 

caregiver.   
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CODE OF ETHICS for people working with children and youth at UCE 

Volunteers working with children and youth have a crucial and privileged role, one that may 
carry with it a great deal of power and influence.  This is a special opportunity to interact with 
our young people in ways that can be affirming and inspiring.  Volunteers can be mentors, role 
models, and trusted friends of youth and children. 

While it can be important to maintain meaningful and trusting friendships with the young 
people they work with, volunteers must exercise good judgment and mature wisdom in using 
their influence with the children and youth and refrain from using young people to fulfill their 
own needs.  Young people are in a vulnerable position when dealing with volunteers and may 
find it difficult to speak out about any inappropriate behavior of volunteers. 

Children, youth, and adults suffer damaging effects if leaders become sexually involved in any 
way with young persons in their care.  Therefore, leaders must refrain from engaging in any 
conduct that could have the appearance of or lead to any sexual or erotic interactions with 
children and youth.  They must also be sensitive to any behavior that could constitute verbal, 
emotional, or physical abuse. 

If a person suffered abuse as a child, he or she should receive counseling prior to becoming a RE 
volunteer.  Any person who has been arrested for or received counseling for committing such 
behavior must disclose this information to the RE Minister.  No person who has been convicted 
of a sexual offense or abusive toward children shall work as a RE volunteer. 

Affirmation: 

I have read the above and will do my best to embody its spirit and principles in my relationships 
with children and youth at UCE. 

    _________________________  ___________ 

     Signature   Date 

    ______________________________________ 

     Printed Name      
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Communication with children and youth 
 

Any email communication with children/youth from volunteer or paid staff must include 
parents. 
 
Pastoral conversations with children/youth are done only with open door and with the 
knowledge of other adults in the building. 
 
If a child/youth exhibits or expresses danger to self or others or signs of having been abused, 
appropriate report will be made. 

 
 
Evacuation Procedure 

1. Teachers instruct students to line up at the door.  One teacher should take the head of 
the line, and the other should take the rear.   

2.   Teacher counts heads and carries class notebook with attendance sheet. 

3.   Available adults and youth, especially those in Room 12 and/or 13, should assist with 
evacuation of the Nursery (Room 11). 

4.  All classes on the Lower Level (Rooms 5-13) should use the north exit (with direct 
outside access) as designated on evacuation map.  

5.  All classes on the Upper Level (Rooms 2-4) should use the south exit (with direct 
outside access).  If designated exit is blocked, alternate exit will be instructed by hall 
monitor and/or teacher.   

6.  Each class should stay together at all times. 

7.   After exiting the building, walk as a class to the east side of the building, toward Ridge 
Avenue. 

8.   Classes should assemble by grade level along the east perimeter (i.e. along Ridge 
Avenue), staying on the grass.  Youngest classes should assemble toward the north (i.e 
nearest Greenwood Avenue). 

9. Teacher counts heads and checks attendance list. 

10. Once classes are assembled and head count has been verified, teachers may release 
children to parents.  Parents must sign out children with their teachers before they are 
released. 

11.  For the safety of all, in the event of a drill or an actual emergency, parents should meet 
their children outside and not attempt to pick up children from classrooms. 

 
Medical release 
 

Medical release (including report of medical allergies, chronic illnesses or other medical 
conditions) by parents/guardians is included on religious education registration forms: 
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As parent and/or guardian, I do herewith authorize the treatment of my child(ren) by a 
qualified and licensed medical professional of the following minor in the event of a 
medical emergency which may endanger my child's life or cause disfigurement, physical 
impairment or undue discomfort if delayed.   This authority is granted only after a 
reasonable effort has been made to reach me.  

Monitor 
 

An adult monitor is scheduled on the lower level on Sunday mornings to observe that safety 
procedures (including the presence of two adults with children in classrooms) are observed and 
that children make safe passage to and from their classrooms.  (The monitor occasionally serves 
as the “second adult” in a classroom.) 

 
Parental permission 
 

Explicit written permission from parents/guardians (including medical release) is required in 
order for children/youth to be taken on any field trip. 
 
Explicit written permission from parents/guardians is required in order for children/youth to 
participate in “Our Whole Lives” sexuality education. 
 
Parents are given the opportunity to opt out of having their child(ren)’s picture included  
in any publicity or promotional materials (registration form:  “please check here and initial”).  In 
practice, specific permission is obtained before use of photos of identifiable children/youth. 

 
Parental sign-in/pick-up 
 

Parents of children in the Nursery (i.e. under age 3) are required to sign their child(ren) in and 
out of the classroom and are issued a pager so they can be called if their child is in distress. 
 
Parents of children in the Pre-k (age 3&4) class are required to sign their children in and out of 
the classroom. 
 
Parents of children in kindergarten through 4th grade are required to pick up their children from 
the classroom. 
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UCE Communications Guidelines 
 

Weekly Newsletter  
 The Communications Coordinator is responsible for the production of the newsletter. The primary 
function of the newsletter is to inform the congregation of church programs and activities. Space and 
emphasis will be allocated according to the following priorities:  

• Information about Sunday services  

• Communications from the Ministers and UCE staff 

 • Information about religious education programs and classes (all ages)  

• Information about all-church functions, e.g. stewardship, congregational meetings, events   

• Communications from the Board and church committees  

 • District and denominational news 

 Advertisements for business or professional services will not be published. 

For organizational purposes, regular articles and general news will be published according to the 
schedule below.   

Week 1 – Worship 

•         Article from the Senior Minister 
•         Sermon Blurbs for the month 
•         Giving House for the month 
•         News from Music Committee 

  

Week 2 – Religious Education  

•         Article from the Minister for Lifespan Religious Education 
•         Crackerbarrel Topics for the upcoming month 
•         Adult Religious Education News for the upcoming month 
•         Children’s Religious Education News 

  

Week 3 – Social Action/Membership 

•         Article from the Membership Director 
•         News from Rainbow Alliance 
•         News from Green Sanctuary 
•         News from Peace and Justice 
•         News from the Food and Shelter Team 
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Week 4 – Stewardship 

•         Article from the Executive Operations Director 
•         Article from the Board of Trustees 
•         News from Endowment 
•         News from the ISC 
•         News from the CRT 

 

 The deadline for submission of articles for the Friday newsletter is Wednesday of that week. All 
newsletter items must be submitted to the Communications Coordinator by the deadline. Articles 
received after the deadline has passed will not appear in the newsletter, unless prior arrangements have 
been made with the Communications Coordinator.  

No more than 200 words will appear in the newsletter per article. If the article is longer, it will be posted 
on our website and readers will be directed to the remainder of the article via a “read more” link. 

Blurbs about upcoming events or activities will appear in the newsletter for no more than three 
consecutive weeks unless prior arrangements have been made with the Communications Coordinator. 
Please limit these blurbs to 150 words.  

Graphics or photos may be submitted along with any article or blurb and will be used at the discretion of 
the Communications Coordinator. 

Inclusion of blurbs, articles, article size and article placement will be at the discretion of the 
Communications Coordinator.  

Upcoming events can be submitted at any time for inclusion in the “Upcoming Events” section on the 
right side of our newsletter. They will remain there until the event has passed. 

Community announcements of activities or events from organizations with whom we have an 
institutional relationship with may be submitted for the “Community Events” section of our website.  

Staff is granted the right to edit content for space, readability, and appropriateness.  

Any questions or problems concerning the newsletter should be addressed to the Communications 
Coordinator. 

Order of Service Announcements  
The order of service announcements are made up of short blurbs about upcoming UCE events and 
meetings. 

Blurbs for the order of service announcements must be received by the Communications Coordinator no 
later than Wednesday of the week you would like your announcement printed.  
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Order of service announcements must be limited to 100 words. Please include the name, date and time 
of the event, along with a short description and the name and email of a contact person.  

Announcements will appear for no longer than three consecutive weeks unless prior arrangements have 
been made with the Communications Coordinator. 

Inclusion of announcements, size and placement will be at the discretion of the Communications 
Coordinator.  

Staff is granted the right to edit content for space, readability, and appropriateness.  

Sunday Slideshow 
If you would like your event or meeting to be projected during the slideshow on Sunday morning, please 
submit a request to the Communications Coordinator by Wednesday of the week you would like your 
slide included.  

Text is limited to the name and date of the event, and one short descriptive sentence. You may also 
send a graphic or photo.  

Design and placement of the slide will be at the discretion of the Communications Coordinator. 

Website  
Groups are responsible for providing updated information for their web pages on www.ucevanston.org. 
If you would like to change or update any information on your group’s page, please email changes to the 
communications coordinator. 

Requesting a room/Scheduling a meeting at UCE 

If you would like to request a room for an event or meeting, please contact Carli Magel, 
Communications Coordinator, at least a week prior to your meeting date to ensure that your group has 
a room on the desired date, and to ensure proper lobby staff scheduling. We will try and accommodate 
requests made with less than a week’s notice, but we cannot promise space will be available.  Please fill 
out the Room and Publicity Request Form located on the calendar page of our website and submit to 
cmagel@ucevanston.org. This form includes room requests, publicity and room setups. 

 

 

 

 

 

http://ucevanston.org/calendar/
mailto:cmagel@ucevanston.org
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UCE Tabling and Solicitation Guidelines 
 

To provide opportunities for congregation members and visitors to obtain information about our many 
UCE activities in a way that is most effective, while keeping our lobby open, inviting, and free of 
congestion, these guidelines were established regarding fundraising and solicitations on Sunday 
mornings: 

• Two 6-foot tables will be provided at the back of the sanctuary, with four spaces available for 
reservation by representatives of church programs.  An aisle-way will be maintained free of 
chairs in front of the tables so that people who are interested can access information. 

• Tabling may be conducted after the first service until 10:45 and after the second service until 
12:45. 

  

• You must sign up ahead of time (by Thursday prior) for one of 4 table spots. Email Eileen Wiviott 
at ewiviott@hotmail.com to sign up. 

  

• Tables will be assigned on a first come, first served basis with the priority given to (1) Church 
fundraisers including Pledge Drive, Rummage Sale, Serendipity Auction, Music Fundraiser; (2) 
Church programs and events (3) Service and Social Action opportunities. 

  

• You may have a table spot for up to three weeks, which may or may not be consecutive, 
depending on the timing priorities. 

 

• Solicitation of signatures at the tables in support of issues sponsored by church programs is 
allowable within these guidelines.   Solicitation of signatures in support of a politician/political 
party is not allowable within these guidelines, per our tax exempt status limitations. 
 

• Solicitation or campaigning of any kind on our church grounds, in the lobby or elsewhere in the 
building, or at the entrance does not comply with these guidelines. It is important that we 
maintain a welcoming experience for all.  
 

With increased attendance and activity at UCE, this method has been developed to keep our entrance 
welcoming and not overwhelming for congregation members and newcomers.  

  

Thank you for helping maintain a friendly, open and inviting atmosphere at UCE. Please speak to Eileen, 
Sandra, Bret or Connie with any concerns or questions you may have. 

  

mailto:ewiviott@hotmail.com
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UCE Animal Guidelines 
 

Service dogs are allowed in public areas of the church as long as they are on a leash as outlined by the 
Americans with Disabilities Act. Public areas include the sanctuary, kitchen, lobby, main office, hallways, 
and room 3. Being "on leash" means a leash is held or affixed to something that can't easily be 
moved.  These rules may be relaxed for small group gatherings in rooms 5-13, as well as room 2, as long 
as all members in the group are comfortable and the door is closed.  

Non-service animals are welcome at UCE and must be on a leash which is held at all times, or be in a pet 
carrier, in public areas and classrooms. Animals may not be in the kitchen.  
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UCE Exterior Sign Guidelines 
 

This policy seeks to respect our congregation’s democratic process, our need to publicize what’s 
going on at our church, our desire to publicize stands that we take as a congregation on issues 
important to us, and the need to maintain an attractive church building. 

 

Types of Exterior Signs 
For the purposes of this policy we have defined three categories of signs: 
1) Short-term signage to promote events such as the rummage sale, concerts, holiday events and 
other church-sponsored special events. 
2) Longer-term issue-oriented signs. Examples would be “nuclear-free zone” or “Civil marriage is 
a civil right.” 
3) Permanent church identity signage. Examples include the brown Unitarian Church sign on the 
east lawn and the lettering above the entrance from the parking lot. 

 

Guidelines for different types of signs 
Short-term event signs 

These are intended to promote church-sponsored events. 
- These signs can be put up three weeks before the event. 
- They cannot be attached to the building, and they cannot be attached to permanent church 
signage. See below for suggestions on where exterior signs might be put. 
- Those planning to put up a short-term event sign should contact the church office. Approval for 
event signs would rest with the church manager, in consultation with the ministers. 
- The person putting up the event sign should state the duration of the sign (less than 3 weeks) and 
take responsibility for removing the sign as well as putting it up. 

 

Long-term issue-oriented signs 
These are signs put up to publicize stands that we, as a congregation, take on issues important to us. 
- Issue-oriented signs can only be put up for stands taken by the congregation according to 
its established procedures. 
- Putting up the sign can either be part of a congregational motion to take a stand or it can be a 
separate motion to put up a sign about an issue that the congregation had previously taken. 
- Issue signs cannot be attached to the building, and they cannot be attached to permanent 
church signage. See below for suggestions on where exterior signs might be put. 
- Once the congregation has voted to put up a sign, those putting up the sign should consult with 
the church manager to determine materials and where the sign will be put up and how it will be 
funded. 
- Those proposing the sign should state how long they want the sign to be up, to a maximum of 
six months. After the six month maximum, the Board will decide whether to leave the sign up 
for an additional six months, depending on the sign’s continuing relevance and physical 
condition. 
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Permanent identification signs 
These are separate, permanent signs identifying the institution. 
- The information they include would be the church’s name, address, phone number, web site 
address, names of ministers, times of services. 
- These signs might also include our fundamental principles, such as “handicap accessible,” 
“welcoming congregation” or “green sanctuary.” 
- They might also include a roadside pulpit with an upcoming sermon title, or the 
congregation’s mission statement. 
 

Where to put up the signs 
Our building is historic and distinctive, and was not designed to carry banners or anything other than 
identifying signage. Other possibilities for putting up issue-oriented or short-term event signs include: 

- Putting up a flagpole where issue-oriented flags could be flown, such as an earth day flag or a 
rainbow flag. This is most appropriate for symbols, not appropriate where words need to be read. 
- Putting up two or three permanent posts which could hold banner and other signs. See 
attached illustration. 
- Trees on UCE property could be used for hanging banners and other signs. 
- Signs could be put on posts. 

 
Considerations that went into developing this policy 

- Our church building is both unique and architecturally significant. By keeping signs off the building 
(and off our church’s main identifying signage) we help keep the building attractive. 
- We seek to respect the important distinction between our congregation taking a stand on a position 
vs. putting up a sign to publicize stands we have taken. Our congregation needs to continue to be 
sensitive to the fact that congregational votes on issues are seldom unanimous. 
- Putting up an issue sign takes time and congregational process. In case of urgent world events, the 
congregation always has the option of having volunteers carry banners to protest or support 
something, as we did with the war in Iraq. 
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UCE Compensation Guidelines 
 

These guidelines, as properly amended from time to time, form the basis for individual salary and 
employment benefits provided to the ministers and staff of the Unitarian Church of Evanston. Any 
exceptions to these guidelines must be approved by the Board of Trustees and documented, by 
employment contract for a member of the Executive Team, or via an employment letter for other 
members of the staff. 

UCE’s fiscal year is from July 1st through to June 30th of the following calendar year. All 
compensation practices are based on UCE’s fiscal year. 
These Guidelines are intended as a reference for the UCE Board of Trustees and its Executive 
Operations Director, and are not binding on UCE.  Nothing in these Guidelines or any of UCE's 
policies is intended or should be construed as forming a contract of employment with employees 
who do not have one, or becoming part of or modifying an existing written contract of employment. 
UCE reserves the right to modify these guidelines at any time, and the implementation of the 
guidelines for any given year is dependent upon budgetary constraints as determined solely by the 
Board of Trustees. 
 

Definitions 

1. The Executive Team includes the ministers of the church and the Executive Operations Director. 
Each member of the Executive Team will have an employment contract duly executed by and with 
the Board of Trustees. 

2. Employees will be considered full-time employees for the purposes of these Guidelines when 
their job responsibilities require year-round involvement with church affairs. Full-time employees 
are salaried employees exempt from documenting their hours; however, they are expected to work 
approximately 40 hours per week in fulfilling their job responsibilities.  Given the unpredictable and 
oftentimes uncontrollable nature of the hours required to fulfill ministerial responsibilities, 
sabbatical time and “on-call” time off is provided by employment contract for the ministers in 
addition to vacation time. 

3. Part-time employees are those employees whose job responsibilities do not require full- time 
employment regardless of whether they are paid on a salaried or hourly basis and whether or not 
their job responsibilities are required throughout the entire year. 

4. Salaried employees are those employees who are compensated for the execution of their job 
responsibilities without documentation for the number of hours worked. For salaried employees who 
are also part-time employees, the anticipated and approximate number of hours per week required 
to fulfill their job responsibilities shall be specified in writing as a guide to both the employee and 
their supervisor. Sustained deviation from the specified hours,   either above or below, shall be cause 
for a review of the anticipated hours or the job responsibilities, and such review can be initiated by 
the employee, the supervisor, or member of the Executive Team. 

5. Hourly employees are those employees who are compensated for the execution of their job 
responsibilities based on the number of documented hours worked, the determination of which and 
payment for, will be determined by the Executive Operations Director of the church. 



 
 

23 
 

 

6. UCE Compensation Advisory Group is a group of not fewer than four individuals, formed and 
charged annually by the Board of Trustees to review compensation practices and make 
recommendations on such practices and develop employee-specific salary matrixes from which 
salary adjustments will be made. The Compensation Advisory Group shall be led by a serving 
member of the Board of Trustees who does not have current responsibility for budget preparation, 
and the Executive Operations Director shall serve as a member. 

 

 
Compensation Components: 

SALARY: The salary for a position at UCE will be negotiated at the time of employment based on the 
job requirements, overall qualifications and experience of the employee, the prevailing local salary 
for similar positions, and the UUA Salary Range Recommendations guidelines. 
Salaries will be reviewed annually and adjusted appropriately in consideration of performance 
effectiveness, along with prevailing salary rates for positions with similar job responsibilities as well 
as budgetary guidelines as approved by the Board of Trustees. 

Salaries for all salaried employees shall fall within the UUA’s Salary Range Recommendations 
guidelines specific to Evanston, Illinois and as updated annually by the UUA. These annual guidelines, 
specific to a geographic location, are developed by the UUA for full-time employees using several 
factors including adjustments for cost-of-living. For those salaried employees who are also part-time 
employees, the salary range will be pro-rated based on the anticipated hours required to fulfill their 
job responsibilities and the number of months worked, if less than  twelve (12). 

 
Annually, the Compensation Advisory Group will determine an employee-specific salary matrix for 
each employee accounting for years of service and cumulative level of experience, education and 
training of the individual and for various aggregate job performance evaluation levels in accordance 
with UCE’s employee evaluation and salary adjustment procedure.  The salary paid to any UCE 
salaried employee shall be bounded by the UUA recommendation for their comparable job 
description when available, or when not available, by a salary range as best determined by the 
Compensation Advisory Group based on the UUA Salary Range Recommendations. Separate from 
the employee-specific matrix, the Compensation Advisory Group shall also determine salary range 
data from compensation data for similar job responsibilities from the National Association of Church 
Business Administration for churches with similar sized operating budgets and relevant Chicago-area 
not-for-profit data, when available. This data will be provided to the employee’s supervisor and the 
Board of Trustees as part of the salary review and adjustment process to assist in determining 
where within the salary range an employee’s salary shall be set. 
 
For hourly employees, the Compensation Advisory Group will determine the hourly rate of pay for 
each job filled by an hourly employee based on the job responsibilities, local prevailing rate, all 
applicable government regulations, budgetary guidelines and other relevant information. The hourly 
rate will be updated annually. 
 
All employees, as part of their annual performance evaluation by their supervisor, shall have their 
salary reviewed by their supervisor with a recommendation made to the Board of Trustees who shall 
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approve all employee salaries. For a member of the Executive Team, the salary recommendation is 
made by the three-member evaluation team (the current President and Vice President, and President 
Emeritus, of the Board of Trustees) and approved by the Board of Trustees. 

 

FICA WITHHOLDINGS and IN-LIEU PAYMENTS 
UCE, as required by law, will pay the employer- portion of the FICA tax, currently at the rate of 7.65% 
of salary, for all employees classified as W-2 employees by the IRS. In the case of the ministers, who 
are classified by the IRS as self-employed, UCE shall pay the equivalent payment directly to the 
ministers in-lieu of making such payment to the IRS. It is the responsibility of the ministers to pay the 
complete FICA tax in accordance with IRS regulations. 

 

DEFINED CONTRIBUTION PLAN BENEFIT  
For all full-time employees, UCE shall make payment direct into the UUA retirement plan (a defined 
contribution benefit plan under section 401(a) of the IRS Code) or other qualified plan of an amount 
equal to 10 percent of eligible salary, which, for the ministers, includes their salary, housing 
allowance and in-lieu FICA payment. 

 

INSURANCE  
UCE shall offer, through the UUA insurance plan or other plan as determined by the Board of 
Trustees, a uniform package of insurance benefits to all full-time employees with the following four 
components: 

Health Insurance: UCE shall offer a health insurance program, on a non-taxable basis to the 
extent allowed by law, to each eligible employee based on the UUA’s comprehensive, 
“high deductible” plan offering.  If enrolled, UCE shall pay 80% of the cost of the plan for 
the “employee-only” option. For employee’s with dependents who elect to be enrolled in 
the plan, UCE shall pay 65% of the cost of the “employee + spouse” or “family” option, as 
applicable. 
When an eligible employee is covered by the health insurance of a spouse or partner, UCE 
shall reimburse the employee, upon receipt of documentation provided annually, the 
incremental amount withheld from the spouse or partner’s wages to provide health 
insurance for the UCE employee. The reimbursement will be paid in increments according 
to UCE’s standard pay periods, generally bi-weekly, on a taxable basis with no adjustment. 
 

If an eligible employee is qualified to receive medical insurance benefits from a 
government program (e.g. Medicare), the employee will enroll in the government program 
as the source of the insurance. When the government program does not provide the 
breadth of services offered by the above mentioned UUA plan, UCE will provide 
supplemental coverage through the UUA plan’s options. UCE will pay 80% of the costs 
associated with the government program and any supplemental coverage for the 
employee, and 50% of continuing coverage under the plan for a spouse or partner and 
dependents, both of which will be equivalent, to the extent possible, to the UUA high-
deductible plan option. 
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Long-term Disability: UCE shall offer eligible employees a long-term disability policy 
providing benefits following 90 days of disability covering 60% of an employee’s salary 
(including housing and in-lieu FICA payments for ministers). The premiums of the policy, if 
taken by the employee, shall be fully paid by UCE. The cost of the premium will be 
designated as imputed income for the employee, the purpose of which is to ensure the 
long-term disability dollars paid out in disability cases are tax free for the disabled 
employee. 
 
Group-term Life Insurance: UCE shall offer a group-term life insurance policy to each 
eligible employee with a face value equal to 200 percent of salary (including housing 
allowance and in-lieu FICA payment for ministers) up to a maximum of $150,000, or the 
limit of the UUA group policy, whichever is greater. The premiums of the policy, if taken by 
the employee, shall be fully paid by UCE. If the value of the policy exceeds the limit 
specified by the IRS, currently $50,000, the amount of the premium cost associated with 
the value in excess of this limit will be reported as imputed income to the employee. 
 
Dental Insurance: UCE shall make available dental insurance to each eligible employee and 
dependents, the cost of which is paid fully by the employee, if enrolled. 

For employees who are not full-time employees, but are scheduled to work at least 1040 hours in a 
year, health insurance, long-term disability insurance, group-term life insurance, and dental insurance 
are available to the employee through the UUA without any subsidy from UCE, and if chosen are fully 
paid for by the employee. 

 
PAID TIME OFF  

Paid time off is available to all non-Executive Team employees who are compensated for a minimum 
of 1,040 hours per year (approximate half-time equivalent). Paid time off for a member of the 
Executive Team is specified in their employment contract. Paid time off is available to the eligible 
employee to be used at their discretion and shall be scheduled in advance, to the extent feasible, 
with an employee’s supervisor. 
 
As the operations of the church and employee work days and hours do not lend themselves to 
equitably providing for holiday paid time off, UCE’s paid time off for those eligible includes five days 
of comparable time off with pay, the amount of which for both time and compensation is equivalent 
to the employee’s normal workday hours. 
 
In addition to the five days provided annually, there shall be additional paid time off based on length 
of service at UCE. Following three years of employment, paid time off for non-Executive Team 
employees includes an additional five days of comparable time off with pay. Comparable time off is 
defined as the equivalent number of average hours per day an employee would work if their total 
weekly hours were evenly distributed over five days.  When taken, paid time off is taken in 
increments equivalent to the employee’s normal workday hours and reimbursed for this same 
number of hours based on the equivalent per hour rate of compensation. 
 
No more than 10 paid time off days may be carried over from one year to the next. In the event of 
termination of employment whether initiated by the employee or by UCE, the employee  shall be 
entitled either to take, or to be compensated for, accrued paid time off as of the date of termination. 
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Paid time off shall be counted monthly from date of hire, and is allowed only up to the limit of days 
accrued unless approved, in writing, by the Executive Operations Director, or employee’s supervisor. 
 

FLEX TIME  
Due to the nature of church operations, flex time shall be available, as mutually agreed to between 
the employee and their supervisor, to all part-time employees regardless of the number of hours 
worked. Flex time is defined as scheduled time off for an employee during their otherwise normal 
work hours, without additional compensation, in exchange for an equal amount of time worked in 
excess of their normal scheduled work hours. 

 

PROFESSIONAL EXPENSES  
As budgeted for and as overseen by the Board of Trustees, UCE shall provide a specific professional 
expense allowance for each member of the Executive Team in an amount as stated in their contract. 
An additional amount for use by other employees in keeping with their job responsibilities shall also 
be specified by the Board, the expenditure of which is at the discretion of the Executive Operations 
Director. Each amount will be specified annually in the operating budget of the church, and 
unanticipated expenses above the budgeted amount must have prior written approval from the 
Board of Trustees. 

 

CONTINUING EDUCATION 
UCE shall provide adequate time, on a compensated basis, for continuing education for members of 
the Executive Team, including sabbatical leave in accordance with employment contracts, with such 
time not to be confused with vacation. Time for eligible employees is at the discretion of the 
Executive Operations Director except for the ministers who shall plan their continuing education time 
so as not to be disruptive to the operations of the church. 
 

PERSONNEL GUIDELINES 
UCE shall have a written document, approved by the Board of Trustees, constituting the church’s 
personnel guidelines and practices, and this document shall be reviewed and updated at intervals 
not to exceed five (5) years as directed by the Board of Trustees. The Executive Operations Director 
is responsible for the administration of the personnel guidelines and practices. 
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