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Unitarian Universalist Church of Sarasota 

Board of Trustees  
December 14, 2010 

Minutes 

Call to order 

Rick Sandler, President, called to order the regular meeting of the Board of Trustees at 7:00   
pm. 

  Attendance 
   Present: Rick Sandler, President; Sue Moreland, Vice-President; Dick Happy, Treasurer;   Rev. 

Margret O’Neall; Trustees: Joanne Curtis, Cathy Cyrus,   Pat Liebert, Muriel Redifer and  Sara 
Slate;   Church Administrator Roberta Druif.  

Guests:  Donna Allman, Molly Robinson and Pete Van Peenen  

Board Development 

Rev. Margret guided the board in a discussion about the   chapter on Innovation by Christine 
Robinson in the book   The Growing Church, edited by Thom Belote.  The chapter outlined   
the four core strengths (analysis, creativity, risk and the ability to manage change)   needed for 
innovation.    

Approval of minutes of the November 16, 2010 

   The minutes from the November 16,   minutes were amended to correct typographical errors 
and under the Goal One Task Force, it should read:  Sara Slate distributed the updated staffing 
plan proposal that will be included in the church’s policy manual.  Following those corrections, 
the minutes approved as received.  The corrected minutes will be posted on the website.   

Reports 

There were no questions on the reports submitted by the Lifespan Social Justice Director, the 
President, the Interim Minister and the   Administrator or the census report supplied by Jeanie 
Craig.     

 Ministerial Search Committee Report 

Rick Sandler noted that the UUA released the names of twenty ministers (who are interested in 
applying for the minister position)   to the Ministerial Search Committee.             
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The Search Committee   won’t be issuing any reports to the Board in the coming weeks as their 
work is now centered on trying to identify a candidate that best meets the needs of the church.  
If the Search Committee is successful, they will ask church members if they wish to call the 
selected candidate   to serve.  

Treasurer’s Report 

Budget 

Dick Happy reported that we continue to do well on pledges; 77% of the pledged   money has 
been received and Sunday collections are $2000 ahead of last year at this time.   The Holiday 
Fair met their revenue goals and the Rummage Sale exceeded their goal.  Our room rentals are 
catching up and our biggest fund raiser of the year, the Serendipity Auction, is still to come. 
Some upcoming expenses include the   denominational dues for the Florida District and the in 
lieu of taxes payment to Sarasota County.      Our total income as of 12/06/ 2010   is 
$262,622.45; our expenses are 248,834.32; our net ordinary income is $13,788.13.   

Electronic Funds Transfer EFT 

Pete Van Peenan distributed detailed information about the Electronic Funds Transfer (EFT) 
program.   An EFT program would allow members and friends the option of   having a direct 
debit of their pledge from their checking or savings account.    Direct debit can also be used for 
other contributions such as the Serendipity Auction payments.  For those that don’t want to use 
the direct debit system,   members/friends have the option of   making payments including 
pledges via a secure website.   Of course, members and friends can continue to make their 
pledges and contributions in the manner they use now if they wish.  Participation in the EFT 
program is entirely voluntary.    

The benefits to the church to have an EFT system (for those that choose to use it)   include 
timely receipt of pledges, online reporting of receipts and reduced manual check processing.  
There are nominal fees that the church would incur for the EFT program.   

 

Following Pete’s presentation , Dick asked for  a motion for the following actions: 

• That you accept a foundation grant of $6500.  The foundation wishes to remain 
anonymous, but the name and nature of the foundation are known to the Minister and 
the President of the Congregation.  The money would go toward the Sanctuary 
Improvement project. 

• That you accept a gift of approximately $6500 (the gift is in the form of stock) from a 
source wishing to remain anonymous.  The names of the donors are known to the 
Minister, The President and the Treasurer. The gift would go toward the Sanctuary 
Improvement project. 
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• That you approve the EFT/ACH project as developed by Pete Van Peenan. 

• That you encourage the Stewardship Committee and the Board to further develop the 
electronic gathering of money through the use of credit cards.   

• That you approve the spending of $50 Holiday Gift Certificates for the 6 staff members, 
the money to come from the miscellaneous line item of the budget.    

Pat Liebert moved the motion and Sue Moreland seconded.  The motion was approved. 

  Building and Grounds 

 Plans for the Sanctuary Improvement project which include a permanent projector, drop down 
screen, new carpeting, enhanced lighting, new railings and steps are moving ahead.  The 
cabinet for the organ will be installed in January. The committee will be presenting its budget 
costs to the Finance Committee for approval.    The Finance Committee will also review and 
approve any contracts.    

Old Business 

Goal One Task Force Update 

Fees  Section of the Policy Manual 

Pat Liebert reviewed the newly revised section of the policy manual that relates to church 
rental fees.   The document had been distributed to the Board via email attachment.  During the 
review of the document, the following changes were made: the Under the Financial 
Expenditures section of the document the following language was amended to read:   For items 
over $2500, three bids are required prior to purchase.  Exceptions to this policy will be 
reviewed and approved by the Finance Committee.     Under the Appendix X section Rental 
Fees was amended to read:   For up to Four Hours (1/2 Day)   Minor grammatical changes 
were also made.  Dick Happy moved to accept the document as amended, Muriel Redifer 
seconded.  The motion was approved.   

The new section will be posted on the website and distributed to committee chairs.   

New Business 

Brock Leach Ordination 

Rick Sandler led the discussion about   Brock Leach’s request that the board   and church agree 
to ordain him.  Brock was recently awarded preliminary fellowship by the UUA.  As Brock 
explained in his letter,  “ordination is not only a ceremonial commissioning of a person to 
ministry, but in our tradition it’s about the church calling one of their own to minister to them 
and to the larger faith”.   
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Brock will  assume the costs associated with the ordination  and asks that that the UUSC host 
the reception with the Tampa UU church where Brock  had an internship and that our church 
cover the costs  of the facilities/admin/ custodial/sound /music, etc.    He also requested that   a 
committee be appointed to work on the event which is proposed for June 12, 2011.   

Dick Happy made a motion to approve Brock Leach’s requests and Pat Liebert seconded.  The 
motion was happily approved by all. 

Personnel Positions 

The Personnel Committee distributed a position description for the Teacher Assistant position. 
The position is attached.  Following a discussion, a motion to accept the description was made 
by Cathy Cyrus and seconded by Dick Happy.  Motion was approved.   

A Facilities Manager position description was also distributed.  The position is attached.  
Following a discussion, a motion was made by Dick Happy and seconded by Joanne Curtis to 
change the name “Facilities Manager” to “Custodian” and accept the job description as written.    
Motion was approved.   

Scheduling Events 

Cathy Cyrus led a discussion about the need to   coordinate the events calendar at the church in 
a way that avoids two church groups needing the same space at the same time.     Roberta Druif 
said that she plans to be in touch with all the church groups this summer to plan a calendar to 
avoid the scheduling conflicts that Cathy outlined.  

Board Retreat 

Rick announced that the Board Retreat will be held on January 15, from 9-12. 

Adjournment 

Rick Sandler adjourned the meeting at 9:00 pm.  The next meeting will be January 18, 2011 at 
7:00 pm. 

 
Minutes respectfully submitted, 

Sara Slate 
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FEES 
 
An annual review of all rental fees will be done by the Church Administrator, reviewed by the 
Finance Committee, and then submitted to the Board for consideration. 

Facilities Rental 
  
Permission to use church facilities without rental charge requires sponsorship by a church 
committee and approval from the Church Administrator.  See building-use section of the policy 
manual.  Custodian services and sound system use may require payment of fees.  See appendix X 
for facility-rental fees, custodian, and sound system operation. 

Sale of Artist’s Works 
 

• A purchaser pays the full purchase price to the artist.  
• For each sold piece, the artist pays the church a fee of 30% of the purchase price for the 

opportunity to display. 
• Artists are personally responsible for sales-tax collection, reporting and payment. 
• The church does not insure and is not responsible for damage to or loss of artwork.  

Artists are solely responsible for loss or damage to their artwork, and must release and 
indemnify the church. 

• See Appendix W for the required agreement between the artist and the church. 

Sales and Petitions 
 

• Arrangements must be made with the Church Administrator, at least one week before an 
event, for sales of products related to the event.  The sales must directly benefit the 
congregation or organization with which it is in sympathy. 

• Because of space limitations, no products may be sold in the sanctuary before or during a 
Sunday service.  Only under extraordinary circumstances (e.g., all-church-event or 
inclement weather) may sales take place in the sanctuary after a service.  There must be 
prior written permission from the Church Administrator.  No setting up will be permitted 
until after the service is concluded. 

• The Social Justice Committee’s table may be available to groups wishing to circulate 
information on organizations and events or to solicit signatures on petitions or letters of 
social concerns. 

Memorial Garden Fees  
 
The use of the garden for interring of ashes shall be a privilege of members.  Members may plan 
for interment and plaque by paying $400 (non-refundable) in advance of death; otherwise, 
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interment requires payment of $500 to cover the cost of the plaque and to assist in the 
maintenance of the Memorial Garden.  In hardship cases and other special circumstances, the 
minister can waive a payment. 

Memorial Services: Ministerial, Music Staff, Building Use 
 
There are no ministerial or building-use fees for memorial services of members, although 
contributions are welcome.  Non-members will be charged $1200.  Additional information is 
included appendix Y.      

Additional Fees 
 
Fees for other rites of passage will be developed including weddings, etc. 

Financial Support 
 

• All financial activities of the church are recommended by the Finance Committee for 
Board consideration. 

• The annual pledge drive provides the primary financial support of the church.  Because 
some members may be more able or willing to contribute in other ways or for specific 
purposes, the following additional sources of income are recognized. 

• Endowment Fund:  Bequests and undesignated gifts in memoriam are transferred to the 
Endowment Fund to provide continuing income to the church after a member or loved 
one has deceased. 

• Collections:  The regular collection for the first three Sundays of the month goes toward 
the operating budget.  On the fourth Sunday of each month, the collection goes to a 
charity designated by the Social Justice Committee.  Other collections during the Sunday 
service or other events may be recommended by the Finance Committee and approved by 
the Board for specific purposes. 

• Cash collections from the Sunday plate collections are counted by two unrelated people.  
When a committee or an event collects funds, two other unrelated people will count the 
collection.  Collections should be counted promptly and stored in a secure facility as 
designated by the Church Administrator and the Minister. 

• Fundraisers:  Provide opportunities for members to contribute time and/or goods toward 
either the operating budget or for special purposes. Fundraisers must be reviewed by the 
Finance Committee and approved by the Board to supplement income to the operating 
budget or for special purposes. 

• When minor fund raising requests for existing RE or Social Justice programs occur 
between meeting times, the minister, president and treasurer are empowered to approve 
them, reporting back to the Finance Committee at its next meeting.  Such requests are not 
to exceed $1000. 

• Undesignated gifts other than in memoriam go toward the operating budget. Gifts 
designated for specific purposes that affect the esthetics or function of the building or 



Unitarian Universalist Church of Sarasota 
Policy Manual Fees 
Approved December 14, 2010  
Board of Trustees 
 

3 
 

grounds must be in keeping with the desires of the congregation as a whole. Therefore, 
such gifts should be channeled through the appropriate committee, and must be approved 
by the Board.  

• Gifts of less than $100.00 may be tentatively accepted by an appropriate committee 
without prior Board approval, but must be reported to the Board at the next Board 
meeting for final approval. Such gifts belong to the church, and may be disposed of by 
the Board when no longer required without the approval of the donor.  

• Gifts of tools, expendable supplies, etc. which do not affect the esthetics or function of 
the building or grounds and do not entail expense to receive or maintain, do not require 
Board approval. 

• Rentals:  Fees and administrative procedures for use of church buildings by non-church 
groups are set by the Board upon recommendations of the Finance Committee.  Proceeds 
go toward the operating budget or restricted funds designated by the Board. 

• Grants:  Grants for special purposes are available from the UUA Grants Panel, the 
UUSC, the Veatch Foundation and other foundations.  Such grant requests must be 
initiated by a committee, reviewed by the Finance Committee, approved by the Board, 
and signed by the president. 

• Self-Supporting Events:  Social events, meetings, workshops, LEAP classes, or 
community outreach are expected to be self-supporting.  Therefore, reasonable charges 
for these events do not require Finance Committee or Board approval unless there is a 
risk to church funds not covered by the sponsoring committee budget.  When there is 
such a risk for any church activity, a financial projection must be presented to the Finance 
Committee and Board for approval. 

Restricted Funds 
 

• Restricted funds may be established by the Board upon recommendation of the Finance 
Committee for specific purposes.  Restricted funds are carried over from one year to the 
next. 

• Restricted funds may be discontinued by the Board when the purpose has been met or is 
no longer viable. 

• Interest and dividends go to the operating budget. 
• Residues of a discontinued fund revert to the operating budget and/or contingency fund 

when the restricted fund is discontinued. 
• The Board will designate responsibility for each restricted fund upon recommendation of 

the Finance Committee. 
• Each restricted fund manager must submit timely calendar-quarterly reports for review 

and approval by the Finance Committee for recommendation to the Board.   
• The following major restricted funds are permanent and have been designated by the 

Board.  Other restricted funds are in Appendix Z.  
o Contingency Reserve Fund:  Established to meet emergency expenses or other 

high priority unanticipated expenses that cannot be met by reallocation of other 
restricted funds or the operating budget.  Unexpended funds from the operating 
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budget will be applied to the Contingency Reserve Fund at the end of each fiscal 
year.  Board approval is required for expenditures from this fund.  The goal is to 
maintain this fund at 25 percent of the operating budget in order to meet 
emergencies.  The Finance Committee will recommend to the Board high priority 
use for any excess in the fund greater than 25 percent of the operating budget or 
strategies for replenishing the fund when it falls short of this goal. 

o Endowment Fund:  See Endowment Fund Bylaws for purposes and practices.  
Responsibility of the Endowment Board. 

o Memorial Garden Fund:  Established to provide perpetual care of the Emerson 
Memorial Garden.  Responsibility of the Emerson Memorial Garden Committee. 

o Minister’s Sabbatical/Search:  Provides for ministerial coverage during the 
minister’s sabbatical.  Increased annually from the operating budget so as to be 
sufficient when the sabbatical is taken.  Responsibility of the Finance Committee 
and Church Board. 

o During periods of interim ministry, this fund provides finances for facilitating the 
search for a settled minister. 

o Capital Repair and Replacement:  Established to meet major scheduled building 
or equipment repair or replacement, which would unduly affect the annual 
operating budget.  For example:  roof, air conditioners, plumbing, major painting 
etc.  Increased annually from the operating budget based on estimates of the life 
of major items.  Responsibility of the Board with recommendations from the 
Building and Grounds and Finance Committees. 

o Minister’s Discretionary Fund:  Established for confidential charitable acts and 
good works, controlled by the minister.  The minister will report on this account 
to the Board and to the Finance Committee quarterly and will disburse funds 
through a separate checkbook for this fund. 

Financial Expenditures 
 

• For items over $2500, three bids are required prior to purchase.  Exceptions to this policy 
will be reviewed and approved by the Finance Committee.  

• An inventory of new capital equipment purchases of items above $1000 must be 
maintained and updated. 

• Request for payment must be completed prior to receiving a reimbursement check.  The 
request for payment must include budget line item.  If budget line item is not known, the 
Church Administrator should be contacted for the needed information. 

  
 
 
 
 



Unitarian Universalist Church of Sarasota 
Policy Manual Fees 
Approved December 14, 2010  
Board of Trustees 
 

5 
 

Appendix W:  Art Display Agreement 
 
This agreement between UUCS and the named Artist concerns the Artist’s display of artwork (the 
“displayed artwork”) in the UUCS South Wing gallery during the identified display period. 
 
 
Artist: ________________________________________________________________  
 
 
Display Period: _________________________________________________________  
 
This agreement only enables the Artist to use the UUCS gallery to display artwork.  This is not a 
consignment agreement.  UUCS has no ownership or rights in or control of the displayed artwork.  UUCS 
is not an art dealer.  UUCS may permit more than one exhibitor to use parts of the gallery space during 
the same display period.  UUCS retains sole right to assign and approve how gallery space is used, and 
reserves the right to exclude any piece that it deems unsuitable for any reason.  The Artist may not use 
any of the gallery space before this agreement is fully signed. 
 
UUCS will notify its congregation of the exhibition through printed and email announcements and on its 
website, and may use press releases or other methods to inform the general public.  To enable those 
notifications, the Artist promises to supply to UUCS, 6 to 8 weeks before the opening of the exhibition, 
appropriate biographical information, theme, digital photos (if desired), and description of the show. UUCS 
will host a reception for the exhibitor(s) on the opening day of the exhibition.  
 
The Artist should preview the gallery space and hanging systems, and must prepare the artwork for 
exhibition. Paintings must be wired for hanging in secure frames, with hooks and wires attached (saw 
tooth hangers may not be used). The Artist must securely hang on the gallery walls all artwork that is to 
remain in the exhibit, under a display plan approved by UUCS, and must supply all assistance needed to 
hang heavy or complex artwork.   The Artist must also mount display cards for each exhibited piece, 
identifying the piece and showing its price if it is available for purchase. With prior UUCS approval, the 
exhibitor may also place mat bins, browse boxes and items such as cards in the gallery only during the 
reception. 
 
If any piece is available for purchase, the Artist must note on the ID card for that piece, or in another 
conspicuous place in the exhibit, that anyone interested in purchasing any of the displayed artwork should 
contact the Artist directly (providing contact information).  UUCS will not negotiate details of sale, receive 
payments, or otherwise act as the Artist’s agent.  If the artist agrees to sell any displayed piece during the 
exhibition, the Artist may mark the piece “Sold,” but the Artist will leave the piece on display throughout 
the exhibition unless the Artist replaces it on display with a similar piece. 
 
The Artist promises promptly to donate to UUCS, in consideration for the opportunity to display artwork 
hereunder, 30% of the actual pre-tax selling price of any piece that the Artist sells to a purchaser who 
observed the piece in the exhibition and purchases the piece within three months following the end of the 
exhibition. 
 
The Artist assures UUCS that all artwork exhibited  will be the sole artistic work of the Artist, or of another 
who has expressly and specifically authorized the Artist so to exhibit the artwork, and that the Artist has 
full right and authority to display the artwork.  The Artist will indemnify UUCS and hold it harmless from 
liability, loss and cost of defense attributable to any claim that displayed art 
work in any way violates any right of another. 
 
The Artist retains full risk and responsibility for the displayed artwork, releases UUCS from all 
liability or other responsibility for any damage to or loss or theft of the displayed artwork, and 
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promises to indemnify UUCS and hold it harmless from liability, loss and cost of defense 
attributable to all claims for damage to or loss or theft of displayed artwork. 
 
This agreement merges and supersedes all other oral and written agreements between us relating to the 
exhibition or the displayed artwork and is governed by Florida law.  Its provisions may only be amended or 
waived by a writing signed by UUCS and the Artist and not by course of dealing. 
 
ARTIST 
 
 
 
 
______________________________________________   Date: _______________  
 
 

Address: _________________________________________________________ 
 
_________________________________________________________________ 
 
Telephone number: _________________________________________________ 
 
Email address: ____________________________________________________ 
 
 

UNITARIAN UNIVERSALIST CHURCH OF SARASOTA 
 
 
 
 
By: ___________________________________________   Date: _______________  
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Appendix X Rental Fees – Up to four hours (1/2 day)  
 
Room                                             Rental Fee ($)                                              Capacity  
Sanctuary* $300 300 
 
South Wing* $250 90 
 
Jefferson* $150 50   
 
Library* $ 60 20 
 
Kitchen* $ 50     to stage a meal - No cooking 
 
*Fee of $50 for custodian services and/or fee of $75 for sound system operation may be charged, 
if appropriate.   
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Appendix Y:  Memorial Service Arrangements and Costs 
 

UUCS Member  
  
Basic: 
Use of Sanctuary         no charge 

Incl. memory table for pictures, mementos, etc. supplied by the family 
Minister (plan and officiate)        no charge 
Technician to operate the sound system and record the service                    75.00 
Custodian to set up and clean up           50.00 
            $125.00 
Optional:  
Order of Service set-up and printing       $ 50.00 
 (extra charges for color printing or special paper) 
Church Pianist              $125.00 
Reception immediately following the service for 100 guests       $ 50.00 

Includes:  punch and cookies, cups, napkins, tablecloths (choice of navy, celadon, yellow, 
light blue, maroon, dark green) 

 
UU Church Administrator (administrator@uusarasota.com) and minister 
(minister@uusarasota.com) must be contacted to make all memorial service arrangements. 
 
Ashes may be interred in the Emerson Memorial Garden on the west side of the Sanctuary.  If 
arrangements have not been made prior to the death, the cost for the plaque and maintenance of 
the garden is $500, payable before the plaque is ordered.  The size and type style of the plaque 
are standardized.  A drawing will be prepared for approval before the plaque is cast.  When the 
plaque is received and before it is mounted on the west outside wall of the Sanctuary, the person 
will be notified of receipt of the plaque.   If ashes are interred, they must be in a biodegradable 
(cardboard) box. 
Non-member 
For interested non-members, a memorial service can be provided that includes the following 
basics. 
Basic:                $1200.00 
Use of Sanctuary          

Incl. memory table for pictures, mementos, etc. supplied by the family 
A host/hostess to supervise the guest book         
Technician to operate the sound system and record the service                  
Custodian to set up and clean up            
     
Optional:  
Church Pianist              $125.00 
Reception immediately following the service for 100 guests      $100.00 

Includes:  punch and cookies, cups, napkins, tablecloths (choice of navy, celadon, yellow, 
light blue, maroon, dark green) 

mailto:administrator@uusarasota.com
mailto:minister@uusarasota.com
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Appendix Z:  Other Restricted Funds 
 

• Book Table: Located outside the South Wing and is open periodically on Sundays after 
the service.  A variety of books for both children and adults are available.  Orders for 
specific titles are encouraged.  Proceeds from sales are reinvested in this fund.  
Responsibility of the Book Table Committee. 

• Lectureship Series:  The Rose Frank Lectureship Series is expected to be supported by 
ticket sales and gifts to the Church that are designated for the Lectureship Series 
Restricted Fund, and is expected to be self-replenishing and not to burden other resources 
of the Church.  The Lectureship Committee must obtain prior review by the Finance 
Committee and approval by the Board of the terms of any contract or agreement 
concerning a lecture, and of the annual budget and every event budget. 

• Social Justice Fund includes FPL Assist/Janie Poe provides for distribution of funds 
raised for that purpose.  This fund receives all Sunday plate collections for Social Justice 
efforts and should be disbursed timely. . 

• Audio:  Manages the sound system in the sanctuary.  Responsibility of the Audio 
Committee. 

• Health Reimbursement/Minister 
• Innovative Initiative- Minister approves of expenditures 
• Music Concert Series 
• Sanctuary Improvements including lighting, audio-visual, and pulpit improvements 
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THE UNITARIAN UNIVERSALIST CHURCH OF SARASOTA 
TEACHER ASSISTANT 

POSITION DESCRIPTION  
 
Position Title: Teacher Assistant  
 
Position Type: Part-time, hourly. 
 
Position Purpose:  Provide support and assistance to volunteer and staff teachers in the primary 
grades of the Religious Education program during Sunday morning services, and other support 
for Religious Education and the Nursery as need arises.  Ensure a safe, nurturing and stimulating 
educational environment for children, and allow parents to participate fully in church life.   
 
Reports to: Lifespan and Social Justice Learning Director 
 
Time Requirements:  Two hours a week on Sunday morning (10 am to noon), plus longer hours 
on some Sundays and other times as arranged with supervisor. 
 
Duties and Accountabilities: The following statements are intended to describe the general 
nature and level of work being performed by people assigned to this job. However, these 
statements are not exhaustive and cannot anticipate all possible duties and requirements which 
may arise.  
 
Classroom Assistance 

§ Collaborate with church staff and volunteers in implementing educational and 
recreational activities in the Religious Education program 

 
Minimum Qualifications: 
 
Education: 

• High school diploma; some college preferred (child development, education or a related 
field); must be at least 21 years of age. 

  
Experience:  

• Experience caring for and leading activities with children from toddler through the 
primary grades. 

 
Skills:  

• Physical strength and agility to provide care to children; understanding of child 
development and age-appropriate learning activities; knowledge of basics of child safety 
and welfare; well organized and reliable; ability to work effectively with other staff and 
volunteers; tactful and mature with a good sense of humor; general understanding of and 
openness to Unitarian Universalist principles and philosophies.  
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Other Requirements:  

• This is a responsible position, requiring the ability and willingness to maintain a regular 
work schedule and notify supervisor in a timely manner if unable to work as scheduled.  

• This position requires work on Sunday, and occasional work at other times by 
arrangement. 

• The successful candidate will complete (or demonstrate prior completion of) required 
background checks, which (if completed in conjunction with this employment) will be 
reimbursed by the church. 

 
Supervisory Relationships: 

• The Teacher Assistant is supervised by the Lifespan and Social Justice Learning Director 
• The Teacher Assistant works closely with other volunteers and teachers providing child 

care.  
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Position Title: Custodian 
 
Position Type: Full-time 
 
Position Purpose: To oversee, maintain as well as assist in keeping the church buildings and 
grounds safe and clean. 
 
Reports to: Church Administrator 
 
Duties and Accountabilities: The following statements are intended to describe the general 
nature and level of work being performed by the person assigned to this job. However, these 
statements are not exhaustive and cannot anticipate all possible duties and requirements which 
may arise.  
 
Cleanliness of church buildings and grounds 

• Responsible for all routine and recurring cleaning assignments as listed on a time 
schedule (daily, weekly, etc.) which is reviewed regularly by the Church Administrator 
and the Facilities Manager. 

• Order associated supplies. 
 
Maintenance of church buildings and grounds 

• In charge of all routine maintenance of buildings and grounds, such as replacing light 
bulbs, painting, etc. 

• Notify the Church Administrator in a timely fashion if anything appears to be in need of a 
major (and non-routine) repair or replacement.  

• Order regularly used (budgeted) maintenance supplies.   
 
Landscaping and garden maintenance 

• Water, prune, and perform other grounds duties and work in coordination with volunteers 
to maintain and beautify church property. 

 
Safety of church buildings and grounds 

• Keep walkways and courtyard free of debris and alert the Church Administrator of any 
safety concerns. 

• Adjust timers as needed (for example, for daylight savings time). 
 
Set-up and clean up 

• Set up/clean up the facilities for meetings and events.  Set up/clean up every Sunday for 
the weekly service. 

• Work with volunteers for hospitality and potluck events on grounds as schedule permits. 
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Build good working relationships with anyone associated with our church grounds and 
property as it pertains to the position 
• In conjunction with the Church Administrator, be available to meet and schedule vendors, 

contractors, subcontractors, renters and volunteers.  
 

Minimum Qualifications: 
 
Education: 

• High school diploma 
• Red Cross or CPR training 
• Familiarity with basic repairs preferred 

 
Experience: At least three years’ experience in facilities management and/or maintenance 
experience required. 

 
Skills:  

• Physical strength and agility to do thorough and tough cleaning, move heavy objects, etc.; 
ability to set priorities; reliable; capacity to work effectively with other staff and 
volunteers; sense of humor; general understanding of and openness to Unitarian 
Universalist principles and philosophies. Exercise good judgment when using harsh 
chemicals or heavy equipment in performing work responsibilities. 

 
Other Requirements:  

• This is a responsible position, requiring the ability and willingness to maintain a regular 
work schedule and notify supervisor in a timely manner if unable to work as scheduled. 

• The Facilities Manager must be able to perform work duties with limited supervision yet 
be willing and able to follow directions. 

• This position is full-time, salaried, and requires work on Sunday and occasional work at 
other times by arrangement. 

• The successful candidate will complete (or demonstrate prior completion of) required 
background checks, if completed in conjunction with this employment, will be 
reimbursed by the church. 

Supervisory Relationships: 

• The Facilities Manager is supervised by the Church Administrator. 

• The Facilities Manager works closely with volunteers. 

 


