
SUULE Session #5     Appendix 
 
Outline policies and procedures for a congregation that takes 
into account all aspects of child safety. – Complied by Connie 
Goodbread 
 
Purchase Pat Hoerdorfer’s Classroom Safety 
 
Have all of the RE Committee, Council or Ministry take part in reading and 
discussing Classroom Safety. 
 

1. Volunteers who work with the children and youth must have been 
participating members of the congregation for at least one year. 

2. All volunteers who work with the children and youth, including staff, 
have background checks.  Begin this process with a letter to the 
volunteers that says what the congregation is concerned about is 
violent crimes, pedophilia, or sexual harassment – not childhood 
indiscretions or civil disobedience.  The findings will be kept in the 
strictest of confidence.  The first people to be checked will be the 
Minister(s) and the Religious Education Professional(s).  Background 
checks are repeated at least every other year.  You keep track of the 
people you have checked and you run the checks on all the new 
volunteers s they come on board.  Individuals who fail the background 
check (meaning that they have a history of violent crimes, pedophilia, 
and/or sexual harassment) or refuse to have a background check will 
not work with the children or youth. 

3. There are two volunteers or staff members working with the children 
and youth at all times 

4. Classrooms are high visibility areas with windows in the doors, open 
curtains etc. 

5. Minors whose parents are nonmembers have a special registration 
form that is notarized.  These parents have been contacted by staff and 
are receiving the newsletter and all other relevant mailings and 
information. 

6. Classroom facilitator trainings include safe classroom practices. These 
workshops also allow time for the discussion of classroom issues and 
behaviors that are either disruptive or dangerous.  



7. Every minor in the program has a notarized permission slip that 
includes medical information and is kept on file both in the Religious 
Education Office and in the individual classrooms.   

8. There are special permission slips for outings that are also notarized 
and have medical information on them.  These must be filled out for 
every minor or they are not taken off church property. 

9. Updates of information on safe classrooms, both Unitarian and outside 
of UUism, are shared at quarterly classroom facilitator and staff 
meetings.  There is also time at these meeting to discuss classroom 
issues and behaviors that are either disruptive or dangerous.  

10. Each class has a behavioral covenant that they as a class wrote and 
say together before class starts.  

11. The congregation has a behavioral covenant that they say together 
often.  This is the beginning of the behavioral policy. 

12. The congregation has a behavioral policy that has many steps in it and 
includes as the final step the removal of individuals for continued 
community-breaking behavior 

13. All staff members are supported and encouraged by the congregation 
to belong to national and district professional organizations.  These 
organizations are groups of their peers who will be supportive about 
personal and professional issues that arise in their ministries.  

14. Individual staff members understand their roles and do not attempt to 
be friends with members of the congregations they serve. 

15. Individual staff members maintain healthy boundaries. 
 



The First Universalist Church of Yarmouth 
97 Main Street 

Yarmouth, Maine 04096 
12/28/02 

 
TOWARD A SAFE CONGREGATION: 

A POLICY FOR THE PREVENTION OF SEXUAL MISCONDUCT, 
PHYSICAL ABUSE AND HARRASSMENT 

 
 
Philosophy 
 
Our commitments, as Unitarian Universalists, to the inherent worth and dignity of 
every person and to justice and compassion, compel us to strive to create an 
environment that protects children and adults from harm and promotes their 
spiritual growth.  
 
It is both uncomfortable and sad that we need to be thinking of potential danger, 
but too often we find out too late what we should have known or done to protect 
ourselves and our congregation.  We all want to believe that our church is a place 
where everyone acts out of good will, believes in forgiveness and where nothing 
bad ever happens.  Unfortunately injurious behavior does happen and our 
congregation has the potential to contain all the ills of our society.  
 
A variety of potential dangers are inherent in operating a church.  These include 
physical site, including buildings and grounds, operation of the religious 
education program, transportation and supervision of children off-site and 
instances of disruptive behavior involving members and or staff of the church. 
 
We believe our church can respond effectively to this challenge. The First 
Universalist Church of Yarmouth highly values the ideals of community and the 
search for truth.  We encourage personal growth, allow for personal truth, and 
support individuals and families in their efforts to build healthier lives and a safer 
society.   
 
As a caring, intergenerational community, we can respond to those in need in 
broader, more flexible ways than can many other institutions. The Board of 
Trustees has previously passed a Policy on Disruptive Behavior (Attachment A.), 
which is made a part of this document. This policy is aimed at the prevention of 
sexual misconduct, physical abuse and harassment.  
 



Responsibility and Commitment  
 
We, the members of The First Universalist Church of Yarmouth, are aware of the 
prevalence of sexual and physical abuse and harassment in our culture; it 
crosses gender, race and class lines. There are survivors of sexual and physical 
abuse in our church, and statistics indicate that others, including many of our 
children, are at risk. We as a congregation must address these issues.  
 
We, the Board, hold that it is the responsibility of all members of our church 
community to work at preventing sexual and physical abuse and harassment.  To 
this end, we ask the members our congregation to accept the responsibility of 
educating ourselves and our children about sexual and physical abuse, 
molestation, harassment, and exploita-tion.  We also ask church members to 
pledge to do our best to protect those who are at risk and to support those in 
crisis.  
  
Regarding these issues we, the Board, pledge to conduct ourselves in a manner 
that conveys mutual respect and consideration and we seek support from the 
members of this congregation for this policy.  
 
 

Definitions 
 
The terms used in this document will have the following meanings: 
 

Abuse includes non-accidental conduct that involves bodily injury or 
impairment, or offensive physical or sexual contact; including physical or 
sexual abuse, physical or sexual harassment, physical or sexual molestation, 
or physical or sexual exploitation. 
 
Physical abuse includes activity that causes bodily injury or impairment or 
offensive physical contact. 
 
Sexual abuse means any sexual touching of a child or any activity that causes 
a person to engage in any sexual act or conduct without that person's 
consent, or in circumstances where that person is unable to refrain from 
consenting due to age or mental capacity or unusual vulnerability derived 
from the person's mental health or the existence of a relationship of significant 
dependency or trust. 
 
Physical harassment or molestation or exploitation means activity that places 
a person in fear of bodily injury by such acts as threatening or tormenting 
behavior, compelling a person by force or threat of force to engage in conduct 



from which the person has a right to abstain, knowingly restricting 
substantially the movements of another person without that other person's 
consent, communicating to a person a threat to commit an act against that 
person or another person or entity where the natural consequence of the 
threat is to place that person in fear or cause that person to engage in 
conduct in which that person otherwise would not engage, or similar repeated 
offensive physical or verbal conduct. 
 
Sexual molestation and sexual exploitation means activity that places another 
person in a situation where that person feels compelled to engage in sexual 
conduct to which that person would not voluntarily consent, or in 
circumstances where that person is unable to refrain from consenting due to 
age or mental capacity or unusual vulnerability derived from the person's 
mental health or the existence of a relationship of significant dependency or 
trust. 
 
Sexual harassment means making sexual advances or requests for sexual 
favors to another person, or other verbal or physical conduct of a sexual 
nature, where the other person by words or conduct has indicated that such 
words or conduct are not desired, or where a reasonable person would expect 
that such words or conduct would not be desired. 

 
 
 
PREVENTING SEXUAL MISCONDUCT, PHYSICAL ABUSE AND 
HARASSMENT 
 
We acknowledge that preventing sexual misconduct, physical abuse and 
harassment in our church communities and in society is a complex goal.  
Prevention education, training, careful hiring, and safety procedures are concrete 
steps toward creating a safer environment for all concerned. 
 

A. Education and Training: 
 
Education and training is critical to the creation of a safer church environment.  
Information, knowledge, and understanding support the development of 
healthy relationships based on self-esteem and respect for others.  Greater 
understanding of sexuality and abuse will make us better able to avoid 
situations that could lead to abuse, and to move more effectively toward 
justice and healing for us all.  To this end we believe it is important to promote 
self-esteem and personal responsibility among our children and our adult 
membership.  We will provide programs as follows: 
 



1.  The Director of Religious Education and Religious Education 
Committee are responsible to: 

 
a. Offer age-appropriate information about development and sexuality 

for our children, youth, and adults on a regular basis, including 
clarification and understanding of the complex aspects of sexuality, 
as well as a focus on sexual abuse prevention and 

b. Keep church workers, volunteer teachers, advisors and parents 
informed of this policy and review it at least annually through the 
use of the following: 
1) the Code of Ethics for Those Working with Children and Youth 

at The First Universalist Church of Yarmouth, herein identified 
as The Code of Ethics (Attachment B.),  

2) the Affirmation for Those Working with Children and Youth, 
herein identified as The Affirmation (Attachment B.), and  

3) Safety Procedures, Section D. that follow, to create a safer 
space for everyone.  

 
2.   The Safe Congregation Task Force is taking short-term responsibility 
to: 
  

a. Promote congregational awareness about this policy.   As part of 
this we will insure that all church members are aware of The Code 
of Ethics for Those Working with Children and Youth at The First 
Universalist Church of Yarmouth. 

b. Inform church members and attendees regarding resources that 
address the issues of domestic violence and sexual abuse.   

 
3.  The Safe Congregation Task Force recommends that after the annual 
meeting of 1/12/03 that the Board take on the long-term responsibility to 
see that items 2a. and 2 b. above are accomplished as necessary. 

 
 

C.  Hiring  
 

Incidents of abuse and harassment often take place in the context of ongoing 
relationships.  Therefore it is essential that recruitment and hiring procedures 
protect children, youth, adults and staff from injury as well as protect staff and 
volunteers from unfounded accusations and the church from ethical and legal 
liability.   

 
All persons seeking paid employment at The First Universalist Church of 
Yarmouth, including (but not limited to) the Minister, the Director of Religious 
Education (DRE), the Music Director, the Office Manager, and the Sexton, will 



sign The Code of Ethics and Affirmation.   They will be screened by the 
appropriate hiring committee, which will contact references (at least one of 
whom has known the applicant for a minimum of five years), record the 
contact, and conduct both a criminal history record check plus a formal 
interview with the candidate.  The employment application and reference 
material will be confidential and will be available only as required by law and 
to those responsible for screening, hiring, or participating in the Response 
Team.  All employees will sign the Code of Ethics and Affirmation annually. 

  
D.  Safety Procedures 
 
These procedures address legal requirements and insurance obligations as 
well as help staff, volunteers, teachers and youth advisors avoid creating 
situations in which personal boundaries can become problematic.  The 
various prevention methods listed below are specifically designed to protect 
the children and youth of our community. 
 

1.  All volunteer teachers and youth advisors must have attended The First 
Universalist Church of Yarmouth for at least 6 months. This provision can 
be waived by the Minister and DRE, in consultation with each other, when 
the individual in question has been an active member with experience 
volunteering with children or youth at another UU church.  

 
2. The Director of Religious Education will insure that all teachers and 
advisors are informed of this policy and these safety procedures.  First-
time teachers and advisors must attend an orientation on these safety 
procedures prior to assuming their positions. 
 
3. All persons volunteering with children and youth, including but not 
limited to religious education teachers and youth group advisors, will read 
The Code of Ethics, complete and sign The Affirmation, and fill out the 
Volunteer Reference sheet (Attachment D).  Teachers and advisors will 
read the Code of Ethics and sign the Affirmation anew at the beginning of 
each church year or when taking on a new position. These documents will 
be confidential and will be available only for those responsible for 
screening, and members of any Response Team, or as required by law. 
 
4.  The Director of Religious Education, or a designated substitute, 
normally will check in on all classes during the course of a Sunday 
morning. 
 
5.  At least two volunteers will be assigned to and will be present in each 
classroom and youth group activity, including in-church events and 
overnights, off-site retreats, conferences, and other church-related 



activities.  One individual may be briefly alone with a group when the other 
must leave as dictated by common sense and necessity for such purposes 
as bathroom breaks and escorting individual children away from the group.   
 
Exceptions to the two volunteer policy are discouraged but may be 
approved by the Director of Religious Education, Minister, or Religious 
Education Committee in an emergency situation.  
 
6.  If there is a foreseeable reason a teacher, advisor, or other volunteer 
will be alone with a child or youth, the written consent of the childʼs parent 
or guardian will be obtained in advance.  The volunteers participating in 
the Coming of Age Program or other special programs will meet the 
parents or guardians of the children or youth prior to the program. 
 
7.  When traveling to and from outings, conferences, meetings, or other 
church activities, no child or youth will be alone with one adult in a car. 
 
8.  Situations may arise involving individuals accused or convicted of 
sexually aggressive behavior.  Those situations will be addressed as 
follows: 

a.  An individual who has been accused of, convicted of, or pled 
guilty, nolo contendre or “Alford” plea to a charge of sexual 
misconduct or who has been determined to have engaged in any 
form of child abuse in any civil, criminal, administrative or 
ecclesiastical forum or any forum, will not have contact with children 
or youth or the parties involved. 
 
b.  If an individual has been legally accused of sexual misconduct 
and is currently involved in civil or criminal litigation of such a charge, 
that individual will not have contact with children or youth or the 
parties involved. 
 
c.  If the local District Attorneyʼs office has dropped charges and/or 
the Maine Department of Human Services has neither opened a 
case or has closed the case as unsubstantiated, the accused shall 
still have no contact with children.  In this situation, a Response 
Team shall determine whether there are exceptional circumstances 
or irrefutable evidence that no sexually inappropriate behavior 
occurred.  Should the Response Team determine that this is so the 
Response Team can make recommendations about whether or not 
and in what manner the accused can resume contact with children.  
(See Appendix E for further discussion about the intent of the Board 
of Trustees at the time this policy was implemented in the fall and 
winter of 2002.) 



 
d.  In the event that a person has been convicted of a sexual offense 
and completed a term of incarceration and seeks to enter the life of 
the First Universalist Church a Response Team will be formed to 
make a determination as to whether or not and the ways in which the 
individual may be safely involved in the life of the congregation. 

 
9.  Any teacher, advisor, or parent who suspects or is made aware of an 
allegation of child abuse will report that concern to the Director of 
Religious Education or the Minister as soon as possible.  If neither the 
Minister nor DRE is available, the concern should be reported to the 
President of the Board of Trustees. 
 
10.   In the event of allegations of child abuse or of perceived threats to 
children's safety within the Church Community, the Minister and/or the 
President of the Board of Trustees will convene a Response Team in 
accordance with the response procedure described below.  



RESPONDING TO COMPLAINTS OF SEXUAL OR PHYSICAL ABUSE OR 
HARASSMENT 

 
There are several situations, which may prompt a response regarding a 
complaint or concern about sexual or physical abuse, including but not limited to:  
 

•  A child, youth or adult or reports possible abuse by a church official, 
member or attendee; 
•  Church official, member or attendee suspects that a child or youth is being 
abused; 
•  Child or youth reports possible abuse by a family member or other 
individual; or 
•  Church officials learn that a church member or attendee (child, youth or 
adult) is under investigation for alleged abuse. 

 
Because child abuse is addressed directly in Maine State Law, such cases 
require a special adaptation of the First Universalist Church Policy Regarding 
Disruptive Behavior.  When any of the situations described above is reported, the 
following procedure will be utilized. 

 
 
A.  Reporting Child Abuse To Community Authorities 
 
It is not the function of the Minister, Director of Religious Education or 
Congregation President to conduct an investigation into accusations of child 
abuse.  Rather it is both Maine Law and the policy of the First Universalist 
Church of Yarmouth to immediately report any situation in which we have 
reasonable cause to suspect that a child has been or is likely to be abused or 
neglected.  Such a report must be made to the Maine Department of Human 
Services at 1 (800) 452-1999.  A report also must be made to the District 
Attorneyʼs office in the county in which the alleged victim resides.   In 
Cumberland County the District Attorneyʼs office can be reached at 871-
8384.   
 
Once a report is made to the appropriate authorities, the church will rely on 
the decisions of those authorities as to the validity of the complaint.  It is also 
the church's responsibility under these guidelines to develop an appropriate 
plan of response to the allegations. 

 
In all cases, the Minister will also notify the Northeast District Executive, and 
seek her/his advice and counsel.   Additionally the Minister will notify the 
churchʼs insurance company. 
 



In the event the accused abuser is the Minister, reports will be filed by and 
the notifications referenced above will be the responsibility of the President 
of the Board of Trustees.   
 
B.  Convening a Response Team  
 
When any such incident of suspected sexual or physical abuse is reported, a 
Response Team will be formed immediately by the Minister or President.  
This Response Team normally will consist of the Minister, the Director of 
Religious Education, the President of the Board of Trustees and at least two 
other members of the congregation appointed by the President.  While the 
Minister is seeing to the required reporting (outlined in the paragraph above), 
the Response Team will gather necessary information and develop a 
response plan for the situation.   
 
This plan will be put in writing, be specific to the situation at hand, and 
include clearly delineated action items, time frames and responsibilities.  
Care will be taken to ensure confidentiality to protect the alleged victim, the 
accused person and the reporter until the appropriate state or local 
authorities issue a finding or take action.  This plan must address the safety 
and peace of mind of all parties to the incident; including the alleged victim, 
the accused (if a member or attendee of the Church), the reporter, and 
church staff and members and friends and particularly the parents of children 
in the church school.  The response plan will be designed first and foremost 
to address the needs of the victim. In constructing this plan, the Team will 
draw on the methods outlined in our Policy Regarding Disruptive Behavior, 
and may use the scale for assessing the nature and severity of the referred 
problem contained in that Policy.  (See Attachment A.) 
 
Additional meetings of the Response Team will be scheduled as needed to 
monitor progress in carrying out the plan.  Further, it may be necessary for 
the Response Team to craft a revised plan, once the findings of State and 
local authorities are made known. 
  
 
C.  Safety Needs of the Congregation Regarding Reports of Abuse 
 

1.  Interim Safety Plan:  When a report is filed by any person on behalf of 
any child and the suspected abuser is a church employee, member or 
attendee, the Response Team will develop an interim safety plan during 
the investigation of abuse.  This plan may include, but is not limited to 
restricting attendance of the suspected abuser to adult-only church 
events, having a same-sex "buddy" with the alleged abuser at all church 
events, and refraining from any contact with children while attending a 



church function.  The purpose of this plan is not only to safeguard our 
children, but also to provide protection to the accused abuser from further 
complaints.  If the accused abuser is another youth, the plan must be 
developed with input from both sets of parents or guardians.  The plan 
will be clearly communicated to the accused abuser or, if a minor, his or 
her parents or guardians, by the Response Team.  The Minister and/or 
DRE may implement similar steps while awaiting initial action of the 
Response Team. 
 
2.  Permanent Safety Plan:  Upon disposition by the Court, a permanent 
plan of restricted contact will be developed by the Response Team.  This 
will follow the guidelines established above for interim safety plans. 

 
D.  Pastoral Needs of the Congregation Regarding Reports of Abuse 

 
Following a report of suspected abuse, the Response Team will also 
develop a plan to address the pastoral needs of our congregation, 
including:    
 
1. The victim: This may include providing information about or referrals to 

appropriate professional, community, and church resources, as 
needed.  Additionally the Response Team may assist in dealing with 
DHS, the District Attorney or the Police Department. 

 
2. Other members of our church Community:  Support may be provided 

to: 
a) church members or attendees immediately affected by the incident 

(such as family members or partners) whose needs we can help 
meet, either directly or indirectly;  

b) the Minister (or other members of the church staff) to aid in dealing 
with the pastoral needs of the victim or accused person;  

c) other members of the congregation who witnessed one or more 
incidents, or, who having heard about them, are reminded of their 
own concerns; and 

d) other congregation members who are relied on to a great degree by 
the victim or offender (or those connected to them).   

 
The plan established will be such that other individuals are not put at risk 
for further incidents. 

 
3.   The accused member of the congregation:  Support may include 
helping the accused person access the appropriate professional, 
community, and church resources.  While there may be feelings of ill-will 
toward the accused person, if that individual is a part of our community, 



he or she also deserves our support; withdrawing it at this critical point in 
that person's life might have severe detrimental long-term effects on his 
or her behavior in the future.  It remains the mission of this church to 
recognize and support the integrity and inherent worth and dignity of that 
person even though we do not condone inappropriate behaviors, and to 
treat him or her with compassion.   
 
4.    Other victims who have been reluctant to come forward:  If 
warranted, the response plan will include a way of reaching out to these 
individuals in a manner that is non-threatening.  

E.  Safety and Pastoral Needs of the Congregation Regarding                                
Reports of Harassment 
 
Incidents of alleged sexual or physical harassment of minors which do not 
warrant involvement of the DHS or DA shall be referred to the Director of 
Religious Education and Minister.  They may request that a Response Team 
be formed to investigate such allegations.  A plan shall be developed to 
address and resolve these complaints which shall make clear to the accused 
person that this church will not tolerate harassment of any form, as well as 
provide information about appropriate counseling or other resources for both 
the victim and the offender.  The parents of the minor(s) shall also be 
informed of this plan and involved, as appropriate, in its development. 

 



Attachment A 
 

The First Universalist Church 
Yarmouth, Maine 

 

POLICY REGARDING DISRUPTIVE BEHAVIOR 
 
The First Universalist Church of Yarmouth has enjoyed a long tradition of peace, 
fellowship and civility within its congregation.  Each Sunday, we affirm our 
commitment to being a free and open church where differences are respected.  
In order to secure our tradition of civility and tolerance, we recognize the need to 
address the potential for behavior that may challenge our sense of individual and 
communal safety and well-being.  Therefore, the following shall be the policy of 
the Church if and when such a challenge may arise: 

 
1.  Situations involving disruptive behavior will be brought to the attention 

of the Board of Trustees.  The Board may appoint an ad hoc committee 
to investigate the matter using this policy as its primary source of 
guidance. 

2. Persons identified as being disruptive will be responded to as 
individuals of dignity and worth. 

3. Information concerning the alleged incident(s) that led to concern will 
be systematically collected from the concerned parties by delegated 
committee members and documented before any action is taken. 

4. The committee will meet to assess the findings and decide on a course 
of action, with the following four levels of response recommended to 
them. 

 
a. Level One: A committee member or members contacts the person 

named as the source of the disruption and informs them of the 
nature of the concern.  The personʼs viewpoint of the matter will be 
elicited, valued and documented.  Committee members will then 
assess the situation. 

b.  Level Two: If the basis of the original concern is determined to be 
valid, this finding will be clearly communicated to the person in 
question and a contract for clearly defined behavioral change will 
be negotiated.  Such communication and contract will be 
documented. 

c. Level Three: If the person in question refuses to negotiate a 
contract, refuses to aide by a contract, or is engaging in behavior of 
sufficient severity, he or she may be excluded from the church for a 
specified period of time, with reasons for such action, and 
conditions for return, clearly communicated and documented. 



d. Level Four: The person in question is permanently excluded from 
the church and the church premises with steps taken as needed to 
enforce the integrity of this decision.  

5. Should the ad hoc committee decide that exclusion or expulsion from 
the Church is necessary, they will consult the Board of Trustees prior 
to action being taken. 

6. The four levels of response recommended by this policy may be 
applied in the order determined by the ad hoc committee and the 
Board in their best judgment. 

7. If appropriate, the ad hoc committee may offer referrals for 
professional services. 

8. In the event of imminent risk or actual harm to church members, 
church employees or church property, immediate action will be taken 
to secure the safety of persons and property. 

9. All documentation developed in the course of investigating and 
resolving allegations of disruptive behavior will be kept confidential.  
The President of the Board of Trustees will be responsible for 
determining access to such documentation and for ensuring its 
security. 

 
The following are offered as dimensions to be used in assessing the nature and 
severity of referred problems: 
 

1.  DANGEROUSNESS – Is the individual a source of threat or harm to 
persons or property? 
2.  DISRUPTIVENESS - What is the extent of disruption to church 
functions? 
3.  CONGREGATIONAL INTEGRITY – How likely is it that existing or 
prospective church members will be driven away by the alleged behavior? 
4.  PROBABILITY OF CHANGE – How likely is it that the problem 
behavior will diminish in the future? 
5.  HISTORY – What has been the frequency and the degree of disruption 
caused by the individual in the past? 
 

 



 Attachment B 
 

The First Universalist Church 
Yarmouth, Maine 

 
 

THE CODE OF ETHICS FOR THOSE WORKING WITH CHILDREN AND 
YOUTH AT THE FIRST UNIVERSALIST CHURCH OF YARMOUTH 

 
The care and education of our children and youth is a sacred task.  Wishing you 
great joy in it, and thankful for your participation in The First Universalist Church 
of Yarmouthʼs programs, we are obligated to remind you that the parents of this 
church trust you to abide by this Code of Ethics in your work with their children. 
 
Our church is a voluntary association of people who gather for the purpose of 
religious fellowship.  The relationships which develop within our church thus more 
resemble friendships, with their attendant risks and rewards, than professional 
relationships.  The potential for intergenerational friendship and learning at our 
church is unique and important to the spiritual life of all concerned--adults, 
children, and youth. 
  
Since there is an inherent power differential between adults and young people, it 
is important for adults to exercise good judgment and maturity in their influence 
upon children and youth, and to refrain from using young people to 
inappropriately fulfill their own needs.  Young people are vulnerable, in that they 
may find it difficult to speak out about the inappropriate behavior of adults or even 
to recognize such behavior as inappropriate. 
 
Therefore, your signature on the reverse side of this page is a promise to: 

1.  refrain from engaging in sexual, seductive or erotic behavior with children 
and/or youth, 

2.  refrain from harassment or behavior which constitutes verbal, 
emotional or physical abuse, 

3. refrain, while working with our children and youth, from being under the 
influence of alcohol, illegal drugs, or any other substances which impairs 
your judgment or the ability to function effectively in a leadership role; and  

4. read, affirm, and sign The Affirmation For Those Working With Children and 
Youth about past behavior, and to report any future action that may bear on 
your fitness to work with our children and youth. 

 
In cases of any violation of this code, appropriate action will be taken.  I 
understand and hereby agree to abide by this code of ethics. 
 



Adapted from UUAʼs Code of Ethics for Persons Working with Children and 
Youth, adopted 1986. 

 



 
The First Universalist Church 

Yarmouth, Maine 

 
 

Affirmation by Those Working With Children and 
Youth 
 
 
Name ____________________________________     Phone ______________ 
    
 
Address ________________________________________________________ 
           
 
  
I have read and understand The Code of Ethics for Those Working with children 
and youth and the attached Safety Procedures for the Prevention of Sexual and 
Physical Abuse and Harassment.  I agree to uphold these principles in my work 
with The First Universalist Church of Yarmouthʼs children, youth, and adults. 
 
  
I affirm that I have never been accused of, convicted of, or pled guilty, nolo 
contendere or taken an “Alford” plea to a charge of sexual misconduct, or been 
determined to have engaged in any form of child abuse in any civil, criminal, 
administrative, or ecclesiastical forum, or any other forum. 
 
  
If there are any facts or circumstances in my background that might call into 
question my being entrusted with the supervision, guidance and care of children 
or youth, I have met to review this information confidentially with the Minister and 
DRE. 
 
 
 
 
Signature ___________________________________   Date 
_________________      
 



 
Attachment C 

The First Universalist Church 
Yarmouth, Maine 

 
RELIGIOUS EDUCATION PROGRAM  
VOLUNTEER REFERENCE SHEET 

 
Thank you for your interest in becoming volunteer with the First Universalist 
Church of Yarmouthʼs Religious Exploration program.  As a child-serving 
program, the RE program is concerned about the safety and welfare of all our 
children and youth.  For this reason we feel it is important to obtain some 
information about our volunteers.  Please fill out the following information sheet 
and return it to the DRE with the signed Code of Ethics and Affirmation.  We 
appreciate your support in providing a safe and secure environment for all the 
young people of our church. 
 
Volunteerʼs Name 
________________________________________________________________
__  

        First              Middle         Last 
Address 
________________________________________________________________
__ 
 
Home Phone: ______________  When is the best time to reach you at home? 
____ 
 
Work Phone: _______________  May the DRE phone you at work? _____ If yes, 
when? _____ 
If you have not lived in your current town for 5 years, please list the cities and 
states where you have lived for the last 5 years. 
__________________________________________________________________

__ 
________________________________________________________________
__ 



 
Please list 2 references who have known you for at least 2 years and are familiar 
with your character as it pertains to your experience with children and/or youth. 
 
1) Name _________________________________    Phone  
_________________ 
 
     Address
 _______________________________________________________ 
        
2. Name _________________________________    Phone  
_________________ 
 
     Address
 _______________________________________________________ 
         
I authorize The First Universalist Church of Yarmouth to contact references to 
obtain information about my background.  I authorize references to provide such 
information 
about me.  This information will be available only to those responsible for 
screening or participating in a response team, or as required by law.   
 
 
Signature  _______________________________    Date   
_______________ 
 
 



Attachment D 
 

MAINE MANDATORY REPORTING LAW REGARDING CHILD 
ABUSE AND NEGLECT; Title 22, Chapter 1071, Section 4011-A  

 
As of 12/12/02 

 
 
1. Required Reporting to the Department (of Human Services).  The following 
adult persons shall immediately report or cause a report to be made 
to the Maine Department of Human Services when the person knows 
or has reasonable cause to suspect that a child has been or is likely to 
be abused or neglected: 
 

A. When acting in a professional capacity:   
(27)  A clergy member acquiring the information as a result of clerical 

professional work except for information received during confidential 
communications. 

 
B. Any other person who has assumed full, intermittent or occasional 
responsibility for the care or custody of the child, whether or not the person 
receives compensation.   
 

Whenever a person is required to report in a capacity as a member of the staff of 
a medical or public or private institution, agency or facility, that person 
immediately shall notify either the person in charge of the institution, agency or 
facility or a designated agent who then shall cause a report to be made. The staff 
also may make a report directly to the department.  
      
 
2. Required report to District Attorney. When, while acting in a professional 
capacity, any person required to report under this section knows or has 
reasonable cause to suspect that a child has been abused or neglected by a 
person not responsible for the child, the person immediately shall report or cause 
a report to be made to the appropriate district attorney's office.  
 
 
3. Optional report. Any person may make a report if that person knows or has 
reasonable cause to suspect that a child has been or is likely to be abused or 
neglected.  
 

 
 



 Attachment E 
 

The First Universalist Church 
Yarmouth, Maine 

 
 

THINKING OF THE BOARD OF TRUSTEES ABOUT  
SECTION 8 OF THE SAFETY PLAN 

 
 

 
In this attachment the Board of Trustees sitting in the fall and winter of 

2002, which adopted this policy, will try to convey to potential Response 
Team members and future Boards of Trustees the thinking behind item 8 of 
the Safety Plan on page 6.   

 
We have learned that the exploitation of children, youth and adults can 

have grave ramifications on those who are used in this manner.  We look at 
two sources to understand the impact of sexual, physical and emotional 
abuse.   Many individuals have come forward in the popular press and 
described prior sexual, physical and emotional abuse and how this has 
affected their lives.  We understand the devastation that can occur from such 
misuse.  We have heard also from professionals acquainted with our church 
who know first hand how much these behaviors can affect oneʼs entire 
experience of being alive.   
 

We have also learned that those who commit sexually aggressive acts, 
no matter whether they intended to do so at first, eventually objectify and then 
intentionally exploit vulnerable individuals.  In doing so the aggressor 
becomes manipulative and secretive to exploit another. These factors make it 
difficult for a Response Team or other fact-finding entity to obtain information 
about what might have taken place. 
 

Because of this knowledge and because the sexual exploitation of 
individuals can have profound ramifications on the life of those affected, it is 
our enduring suggestion that for the good of the complainant, the 
congregation as a whole and the accused, that the accused not have further 
contact with children, youth or the involved parties.  In rare instances the 
Response Team may make recommendations contrary to the stated position 
of this policy.  These instances might include: when the accused individual 
reaches the point in treatment where he or she acknowledges their behavior, 
provides true emotional restitution to the aggrieved party/ies and trust is re-
established; or when the accused is determined not to have done the acts 
alleged due to exceptional circumstances or irrefutable as described above. 

 



 Although we believe in due process for each accused person we also 
know that we must protect the vulnerable as our first priority and that through 
protecting our vulnerable we will do justice to the accused in the long run.   
This policy and the position of our Board of Trustees in the fall and winter of 
2002 is to err on the side of the complainant.  

 
If a Response Team determines that “exceptional circumstances” exist 

or “irrefutable evidence” exists (e.g. if there are 3 witnesses present who state 
that the accused did not sexually touch the complainant), then the Response 
Team can recommend that the accused be permitted to resume contact.   

 
It is our belief that situations like those that this policy attempts to 

address will become known to many in the congregation despite our best 
attempts to ensure confidentiality and thus will have ramifications within the 
congregation.   We strongly encourage a Response Team to consider the 
ramifications on the complainant, the congregation as a whole and finally the 
accused when making decisions.  

 
We know that our church community is a microcosm of our larger 

community and as such we expect that these behaviors will eventually come 
to light in our church.  We hope to give fair notice through this policy that 
these behaviors, occurring in our church community will be taken seriously 
and we will attempt to the best of our ability to pursue truth with justice. 

 
The Safe Congregation Task Force consisted of 4 individual members.  
These members include: 

•  a Unitarian Universalist minister and author whose community 
ministry is to respond to and assist those who have been sexually 
victimized survive and cope well with the court process and move 
towards increased healthy functioning,  

•  a UUA District Executive who for many years has responded to 
various sorts of disruptive behaviors including sexually and physically 
inappropriate behaviors which occurred through and in church 
settings,  

•  a member or our church who for more than 20 years has evaluated 
and treated adult and adolescent sexual offenders for the Maine 
Courts and Probation and  

• our Director of Religious Education who in implementing this policy 
has given valuable feedback to our Task Force. 

Extensive input was also provided by the Board of Trustees and our minister. 
 

 
 



Recruiting Notes by Carol Burrus 
 
First and probably most important recruiting tool is a sense that I am offering them an 
opportunity, rather than asking them a favor: Many, many people want to be involved in 
something important, want to meet people like themselves, want to make a difference, 
want to feel connected. I think we offer all of those things in teaching on a UU religious 
education team. The volunteers get to know 2 other adults pretty well, through teaching 
with them. They get to know some children/youth. They get to make a difference in 
children’s lives with just a small amount of their time. I tend to make it an offer, rather 
than a plea. And I don’t push at alt. 
 
Second, I am very sure of what I’m asking the volunteer to do and make sure that I am 
able to express very dearly this information. (I am always wary of a volunteer job, if I 
don’t know exactly what will be required of me.) I try to explain exactly how much time 
the job will likely take during the week and on Sunday mornings, how many weeks, etc. 
I explain what resources and tasks done by others will be provided for them. 
 
Third, I think we have structured all of our volunteer jobs, so that they are not really 
time-consuming, since we have found that so many of our members have really busy 
lives. This allows more people to participate and get a piece of the connection that we 
want to offer. It also allows those very solid, successful people to volunteer, making the 
team positions more appealing to everyone. For example, we have other people fill the 
baskets with supplies, get books for them, etc. 
 
Fourth, the church provides recognition for the teachers twice a year and the RE. 
committee does 2 appreciations...a January Indian Dinner in someone’s home (not a 
potluck) and an end-of-the-year small gift (the last two years it’s been a photo of them 
with their class in a nice card with a fridge magnet on the back). I don’t think this directly 
influences how people respond, but it creates a good feeling and the word gets around. 
 
Fifth, we do some PR. from the pulpit, by having some people who have taught (I always 
choose those who speak well and who really understand the big picture) give a testimony, 
right around the time we are recruiting. 
 
Sixth, I try to tell them why I am asking them. I usually have a reason why I thought 
they’d be good, even if it’s based on a one-time impression. 
 
Seventh, we give many of the newer people or someone who hasn’t volunteered in R.E. 
before a chance to do a smaller job for us first before we ask the bigger things. I think this 
creates a trust and gets them over the hump of doing something new. We have lots of one 
time events when we need adult helpers, for example. 
 
 

SUGGESTIONS FOR SOUND ORGANIZATION 
AND ADMINISTRATION 



IN RELIGIOUS SOCIETIES 
By Deane Starr, Former Executive Secretary, NH-VT District, UUA 

 
 
1. Look upon organization and administration as a means to spiritual growth, both for the 
community and for the individual. 
 
2. Never ask people to make a decision the first time a new idea is presented. Give them 
plenty of time for reflection. Hold public meetings that are solely for the purpose of 
presentation and discussion, not for decision making. 
 
3. Encourage people to invest their egos, not in any particular goal or achievement, but in 
the process of creative interchange. Remember, while doing this, that “example is better 
than precept.” 
 
4. Never force people to take sides among individuals with their particular goals. Keep 
the focus upon the process, upon the evolution of mutually-acceptable goals. These will 
be superior to any a priori goals that might be imagined. 
 
5. Respect honest difference and dissent. Even when the process has worked its will, do 
not try to force everyone to agree. “A person convinced against the will is of the same 
opinion still.” 
 
6. Guard both against minority control and majority oppression. The rights and values of 
everyone concerned must be given due consideration. 
 
7. Remember that everything everyone does for the community is a gift. Be appreciative 
of one another. 
 
8. So that individuals and tasks can be wedded without distortion, keep job descriptions 
flexible. 
 
9. Insist that nominating committees do their homework, knowing both the jobs and the 
people, letting people know, when they are asked to serve, just what will be expected of 
them. It is usually a mistake to assure people that “there is really nothing to it.” 
 
10. Be sure that authority accompanies any assignment of responsibility. Responsibility 
without authority maketh the heart sick. 
 
11. Keep the lines of authority and responsibility visible for all to see. 



 
 
Responsibilities of a UU Congregation Board (revised) 

(Adapted from The Basic Responsibilities of Nonprofit 
Boards, National Center for Nonprofit Boards.) 

 
 
1. DETERMINE (with member input) the congregation’s mission and purposes. 
 
2. FACILITATE the calling of the minister, if there is one, in accordance with the 
bylaws and search process. 
 
3. SUPPORT the minister, if there is one, and work together to define ministry in concert 
with the committee on ministry. 
 
4. ENSURE effective organizational planning. 
 
5. ENSURE adequate resources (staff, volunteers, and finances). 
 
6. MANAGE resources effectively. 
 
7. DETERMINE, MONITOR, and STRENGTHEN the congregation’s programs and 
services. 
 
8. ENHANCE the congregation’s public standing. 
 
9. ENSURE legal and ethical integrity and MAINTAIN accountability 
 
10. RECRUIT and ORIENT new board members, in concert with the nominating 
committee, and assess board performance. 
 
In summary, the responsibilities of a congregation board are: 
 

 Governance and policy 
 Fiscal responsibility 
 Communication 



Make Your Meetings More Effective 
By the Rev. Robert L. Hill 

 

prepare, prepare, prepare 
 

 Develop an agenda for the meeting. Schedule important items early in the 
meeting. Give or send out the agenda before the meeting to all the 
participants. Have extra copies of the agenda at the meeting for those who 
forget to bring theirs. 

 
 Arrive early to be sure the room is set up for your meeting. 
 
 Make sure you have all the materials you will need, including name tags, 

markers, or pads of newsprint. 
 
 Greet people by name if you can and/or ask them to put on name tags. Let 

them know that you appreciate their giving their time and attention to your 
group. 

 

getting started 
 

 Begin your meeting by paying attention to two things: (a) the purpose of the 
meeting and (b) the people present. (This may seem like too much time to 
spend at the beginning of a meeting, but because it will help people settle in 
and feel that they are being recognized, it will save time in the long run.) 

 
a. Open the meeting by reminding people of the over-all purpose of your 
organization. Begin by saying something like, “The purpose of today’s 
meeting is...” and mention the reason for your group’s existence. Example: 
“The purpose of tonight’s meeting is to improve the lives of the men, women, 
and children of this neighborhood by working together for change.” 
 
b. If there are 15 or fewer participants in the meeting, ask each one to say her 
or his name and tell, very briefly, one more thing. The “one more thing” might 
be “what I have to put out of my mind in order to focus on this meeting,” or 
“my biggest dream for our organization is,” or (for a group that’s been 
together a long time) “one thing I’m proud of that nobody here knows about 
me.” 

 
 Call people’s attention to the agenda and ask if anyone would like to add a 

topic to the agenda. 
 

 “Time” the agenda. The group can help you with this. Say something like: 



 “We have 10 items on our agenda and we’ve said we need to be finished in 90 
minutes. How much time do we need to devote to the first item? The second 
item?” And so on. If the total when you’ve finished is more than 90 minutes, 
ask the group to help decide what to omit or what can be given less time. 

 
 Ask for or appoint a timekeeper who will watch the clock and tell you when 

the time allotted to each topic has been used. If more time is needed for the 
topic, ask for a motion to extend the time by a stated number of minutes. If the 
group does not wish to extend time, move to close the discussion and move 
on. 

 
 Be sure someone (usually the secretary, if the group has one) is taking notes 

and will provide a permanent record of the votes taken and/or decisions made 
during the meeting. 

 
 Ask for or appoint a process observer. Explain that that person’s job will be to 

pay attention to how well the group functions. Does everyone who wants to 
speak get a chance to do so? Are people cut off inappropriately before they’ve 
had a chance to make their point? Are people paying attention to the person 
who has the floor, or are there side conversations going on? Note that there 
will be a brief report from the process observer at the end of the meeting. 

 
being clear about responsibility 
 

 Be clear on expectations and responsibilities as decisions are made. 
 

Groups sometimes make decisions without being clear about how the actions 
anticipated will be accomplished or who has responsibility for them. It is 
always appropriate to ask: Who, exactly, is going to do this? What help will 
they need? By when do we expect this to be done? Does the person who will 
be responsible accept this task and this schedule for accomplishing it? 

 
 If possible, take the extra ~step of getting someone to commit to checking 

with the responsible person or persons by a particular date to see how things 
are going and if additional help is needed. 

 

closing the meeting 
 

 Near the close of the meeting, take a moment to review commitments made 
and schedules agreed to. 

 
Say something like, “As I recall, John said he will take responsibility for X 
and he will have that done by next Thursday. Sue said she will take care of Y 
by the 23rd and report back to me. I agreed that I will ....“ And so on. 

 



 Remember to ask the process observer to briefly (up to five minutes?) reflect 
on how well the meeting went and how the processes of future meetings might 
be improved. 

 
 If at all possible, close with a briefer version of the opening. 

 
a. Take time to “check out.” Ask each person to say just one or two words 
that describe how she or he is feeling as the meeting ends. This may give you 
clues about people and issues that need your attention later. 
 
b. And, finally, close with a sentence or two that calls people back, once 
again, to the underlying or over-arching purpose of the organization. Remind 
everyone of the next meeting date if you have not already done so and thank 
them for their time and dedication. 

 

follow up, follow up, follow up 
 

 Take time during the following day, or as soon as possible, to follow up on 
action items, questions raised, and issues left hanging during the meeting. If 
anything is more important than preparation, it is following up. 

 
Notes of appreciation for work done, ideas suggested, and/or dedication 
shown are worth their weight in strawberry cheese cake to most volunteers 
(and it is amazing how rarely praise is given). One line is often enough if it 
begins, “I want you to know how much I appreciate...” 



GROUP DECISION METHODS 
 
 
1. Decisions by Majority Rule (polling or voting) 

 Most familiar 
 From informal (polling opinions after discussion) to formal (voting) 
 Be aware of potential psychological barriers that can hinder implementation of 

majority rule decisions. 
a. Minority feeling misunderstood and sometimes resentful particularly if they 
feel there was insufficient time of discussion to get their views across. 
b. Feeling that the vote has created two camps — the losing coalition often not 
focused on or sometimes even hinders implementation of decision. 

If voting is used, be sure to create a process iii which all committee members feel their 
views have been sufficiently considered AND where members feel obliged to go along 
with the decision of the majority. 
 
2. Decisions by Consensus 
Most effective but also most time-consuming method 

 Consensus is NOT the same as unanimity — rather it is a state where 
communications are sufficiently open and group environment sufficiently 
supportive so that everyone in the group feels they’ve had a fair chance to 
influence the decision. 

 Time must be allowed for all in the group to state their position and state it fully 
enough so that they feel the others really do understand them. This requires 
careful active listening. 

 Each individual should be able to accept the group’s decision on the basis of logic 
and feasibility and the judgments may be implemented as a group’s decision. 

 A final test for Consensus: 
a. Do you feel you have had sufficient opportunity to be heard? 
b. Do you feel team members have listened to and understood each other’s views? 
c. Do you feel you have listened to and understood other’s views? 
d. Do you feel the team has been open and frank in this discussion? 
e. Do you believe the decision (even if it isn’t necessarily the one you would have 
chosen, if deciding alone) is a sound decision? 
f. Do you “own” this decision? 
g. Are you committed to actively support this decision once you leave the 
meeting? 

 
3. Decisions by Unanimity 

 Logically perfect but least attainable kind of decision 
 Where everyone agrees on the course of action 
 Know whether seeking unanimity is necessary for certain key decisions 

 
Source: THE HERRINGTON GROUP, INC — 1995 
 


