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CHAPTER 1.00: Committees

Date Approved: April 2, 2024

Committee Creation………………………………….……………………………………1.10

Purpose: Create and sunset committees to advise the Executive Board that are consistent
with the mission and purpose of the Fellowship based on the needs of the Fellowship.

Policy: In consultation with CCAT, the minister, and staff, the Executive Board may establish
committees deemed necessary or desirable to advise the board regarding the operations,
mission, and purpose of the Fellowship and may sunset committees whose purpose is
complete or no longer needed.

Procedure: When charged by the Executive Board, CCAT will be responsible for establishing, scope,
and mission/direction of committees.

Council of Committees, Activities, and Teams (C-CAT)...................................................1.20

Purpose/MISSION STATEMENT

The Council of Committees, Activities, and Teams (C-CAT) provides organization and oversight for,
and facilitates communication between, the minister, the board, the congregation, committees,
activities, and teams.

COUNCIL RESPONSIBILITIES:

Promote communication between committees, activities and teams and interested members
of the congregation.

Increase participation in activities; increase volunteerism; coordinate overlapping areas of
responsibility for actions and activities)

Help committees prepare budgets (with direction from Finance committee)
Review the congregational budget before the annual meeting (and help revise, if necessary) Set the
annual calendar of events
Meet the goals set out in the Strategic Plan + Goals

COORDINATOR (CHAIR) JOB DESCRIPTION:

● The coordinator is responsible to set the agenda (with input from the President, the Minister,
and the Council members).

● Distribute the agenda and send meeting notices.
● Take minutes of the meeting (or designate an assistant to take minutes) and distribute

them to Council attendees, the Executive Board, and the Minister.
● Keep a current email list of all Council members and current attendees.

MEMBERSHIP SELECTION

The Council consists of the representatives of those groups that are funded by the Fellowship's
annual operating budget. These groups are:



● Buildings and Grounds Committee
● Membership Committee
● Religious Exploration Committee
● Now Peace & Justice Ministry
● Sunday Services Ministry

Meeting Attendance: Representatives of the funded groups listed above are required to attend the
Council meetings. If a committee representative cannot attend, they should find a replacement to
attend in their place and notify the Council coordinator.

Representatives of other committees, activities and teams are encouraged to attend the meetings. All
friends and members of Palomar Fellowship are welcome to attend the Council meetings. Several times
a year, all Palomar Fellowship groups will meet to set the annual calendar and assess the health of the
Council.

LEADERSHIP SELECTION

The Executive Board appoints the Coordinator for the Council annually.

MEETING REQUIREMENTS

C-CAT will meet monthly at a minimum.

Finance Committee…………………………………………………….…….……………1.30

Purpose: To provide oversight of the financial health of the Fellowship in concert with the
Executive Board and under the direction of the Finance Director.

Policy: The committee will create an accurate, values based annual budget and obtain board
approval for budget, budget revisions, and investments. The Finance Committee is advisory to
the Executive Board under the direction of the Finance Director of the Executive Board.

Procedure: Under the direction of the Finance Director, the committee has the responsibility to
coordinate and compile the annual budget for approval by the Executive Board, to update the
annual budget in the event of significant changes for approval by the Executive Board, and to
oversee Fellowship investments, making recommendations for board approval consistent with
the Financial Management - Investments Policy/Procedure.

The responsibilities of the Finance Committee are as follows:

● The Finance Director will be responsible for convening the Finance Committee which shall
consist of a minimum of three members including the Finance Director. Finance Committee
members (other than the Finance Director) will be appointed by the Board annually at the
start of the fiscal year.

● Meet monthly with the Finance Director to review Fellowship finances (Profit/Loss,
Balance sheet, Budget vs. Actuals Report, investments), provide reports and make
recommendations as needed and requested to the Executive Board.

● Prepare the annual budget for board approval by April of each fiscal year for the following
year in conjunction with the Pledge Drive Committee (provides pledge number).



● Prepare budget revisions in the event of a major change in revenue or expense
projections for board approval.

● Monitor Fellowship investments and make recommendations with rationale to the board for
any changes in strategy or any movement of funds.

● Implement board approved changes in investment strategy or movement of funds.

Building and Grounds Committee(s)………………………………….….………..1.40

Purpose: To provide continuing oversight of the maintenance and improvement
of the Fellowship buildings and campus.

Policy: The committee will manage the safekeeping, protection, maintenance, repair, and
upgrade of facilities to include parking areas and signage, furnishings, and attached equipment
such as heating, cooling, lighting, and storage.

Procedure: The committee has the authority to manage funds for the relevant accounts within
the budget established by the Executive Board and to take action as required to fulfill their
responsibilities. The committee will make recommendations to the Board and/or the Finance
Committee regarding funds needed to provide for the annual maintenance of all facilities,
furnishings, and grounds.

Following are the responsibilities of the Building and Grounds Committee and Chair (may be
chaired by two individuals - one for buildings and one for grounds):

● The chair(s) is/are responsible for forming and organizing the Building and
Grounds Committee which will consist of a minimum of three members per
committee, including the chair(s).

● The chairs will attend all C-CAT meetings, provide regular reports of activities to
the C-CAT chair, and assist C-CAT in matters related to buildings and grounds.

Other responsibilities of the committee include:

● Managing the safekeeping, protection, maintenance, repair, and upgrade of facilities to
include parking areas and signage, furnishing, and attached equipment such as heating,
cooling, lighting and storage.

● Request funding for repairs and projects that exceed budget from the Executive
Board as needed.

● Conducting annual inventory, inspection and evaluation of all property and equipment.
● Making recommendations on replacement of worn items or equipment, landscaping, and

care of grounds and parking facilities.
● Providing leadership in emergency situations related to facilities, furnishings, and

grounds.
● Ensuring evacuation plans are current and actionable.
● Serving as a resource team in facility safety, security, and crime prevention issues.
● Assisting, supporting, and directing the custodial personnel/handyman in matters related

to the building and grounds.
● Maintaining a list of vendor points of contact in collaboration with the Office



Administrator.
● Managing Building Security in collaboration with the Office Administrator.

Pledge Committee………………………………………………………..…………………..1.50

Purpose: Provide for the annual establishment and dissolution of a committee to plan and
implement the annual Pledge Drive in the first half of each calendar year.
Palomar Unitarian Universalist Fellowship
Policies and Procedures - Last Review April 2024

Policy: The Executive Board will be responsible for establishing a Pledge Committee each year to
design and implement the annual Pledge Drive. The Pledge Committee has broad creative freedom
to design a campaign within the scope of the Fellowship mission and UU values as well as the
timeline established by the board. The board retains ultimate responsibility for approving the
campaign.

Procedure:
● In January of each year, the Executive Board will appoint a Pledge Chair that is an active

member of the Fellowship..
● The Finance Director, or their designated appointee from the Finance Committee, shall

serve on the Pledge Committee in an advisory capacity.
● The Minister (or other senior staff member) will work with the Pledge Committee to ensure

that staff time is available to support the annual Pledge Drive and to help coordinate
between the Pledge Committee and staff, as needed.

● The Pledge Chair will recruit and establish a Pledge Committee of a minimum of three
members.

● The Pledge Chair will work with the Minister to create guidelines and draft a covenant for
the Pledge Committee that includes an agreement to protect the privacy of pledgers and
their giving status.

● The Pledge Committee, in collaboration with the Minister and staff, will decide on a
theme for the Pledge Drive and will set the date for Pledge Kick-Off Sunday.

● With the support of staff and in coordination with the Board and Finance Director, the
Pledge Committee will establish the financial goal for the Pledge Drive.

● A Pledge Campaign Plan will be developed by the committee and provided to the
Executive Board for approval including theme, Kick Off Sunday date, and pledge goal by
March 1 at the latest.

● With the support of staff, the Pledge Committee will design and implement
congregational messaging and communications for the Pledge Drive.

● With the support of staff, the Pledge Committee will ensure ease of returning
pledges electronically and/or via paper pledge.

● Staff will ensure that all pledges are tracked in Breeze.
● The annual Pledge Committee will be dissolved with thanks in June of each year.



Auction Committee………………………..…………………………..……1.60

Purpose: Provide for the annual establishment and dissolution of a committee to plan and
implement the annual Auction.

Policy: The Executive Board in consultation with C-CAT will be responsible for establishing an
Auction Committee each year to design and implement the annual Auction. The Auction Committee
has broad creative freedom to design a campaign within the scope of the Fellowship mission and
UU values as well as the timeline established by the board.. The board retains ultimate
responsibility for approving the Auction plan.

Procedure:
● In October - December of each year, the Executive Board will appoint (or

delegate the appointment of) an Auction Chair for the following year’s auction.
● The Auction Chair will recruit and establish an Auction Committee of a minimum of

three members as well as multiple support volunteers for the event.
● The Auction Committee, in collaboration with the Minister and staff, will decide on a

theme and goal for the Auction.
● The Auction Committee, in collaboration with the Minister and staff, will establish a timeline

for planning and implementation of Auction elements, such as the online auction and event
date, as well as all event planning elements.

● An Auction Plan will be developed by the committee and provided to C-CAT and the
Executive Board for approval including theme, timeline, Auction date, and goal by March
1 at the latest. With the support of staff, the Auction Committee will design and
implement congregational messaging and communication for the Auction.

● Staff will ensure that all donations are tracked and documented.
● The Auction Committee will be dissolved with thanks after the Auction event and

documentation are complete.



CHAPTER 2.00: Executive Board Minutes

Date Approved: July 7, 2024

Purpose: To provide access for members of the congregation to information about the
actions of the Executive Board.

Policy: Minutes of all Palomar Unitarian Universalist Executive Board shall be saved
and made available to the congregation for viewing upon request.

Procedure: Availability of Board Minutes to Fellowship members will be handled as follows:

● The Executive Board secretary shall send minutes of all Executive Board meetings to the
Office Administrator.

● The Office Administrator shall keep an electronic copy of the board minutes on file
to be provided via hard copy or PDF format to Fellowship members upon request.



CHAPTER 3.00: Facility Usage

Date Approved: February 7, 2024

Purpose: To ensure that our facility is available for the use of appropriate groups.

Policy: The use of the facilities of Palomar Unitarian Universalist Fellowship (Palomar UU
Fellowship or Fellowship) shall have the primary and overriding purpose of supporting the
mission of Palomar UU Fellowship. As stewards of our resources, we shall make our
facilities available both to groups within and to groups outside the Fellowship. In order to
maintain and develop our facilities, we shall ask that all users care for our facilities
through their time, treasures, and talents.

Procedures - Facility Use for Fellowship Groups……………………………….3.10

All Palomar UU Fellowship groups must be recognized by the Fellowship's Committee on
Committees, Activities, and Teams (C-CAT). C-CAT shall maintain an accurate and up-to-date listing
of all recognized groups. Palomar UU Fellowship groups, recognized by C-CAT shall have the
benefit of no cost facility usage.

C-CAT recognized groups shall reserve facilities with the Fellowship's Office Administrator. If it is
later determined that a room will not be used at the time reserved, then the group’s
representative is asked to immediately release the reservation so that the facility may be offered
for other purposes. Groups that reserve rooms but do not use them or that do not follow security
and clean-up procedures of the Fellowship may be barred by C CAT or the Executive Board from
facility usage.

Procedures - Facility Use for Affiliated Groups…………………..…………………3.20

Affiliated Groups are groups outside of the Fellowship that are recognized partners such as UURISE
and Big Tree Little Preschool. Affiliated groups shall have the benefit of facility usage at either no
cost or a negotiated rate and may reserve available space with the Fellowship’s Office
Administrator.

Procedures - Facility Use for Outside/Un-Affiliated Groups…………………….3.30

Groups not recognized as either a C-CAT recognized group, or an Affiliated Group shall be
considered for facility usage if their activities are consistent with the mission and purpose
of the Fellowship. Palomar Unitarian Universalist Fellowship reserves the right not to grant
facility usage to any group or individual. If an outside group is granted approval by
authorized staff (i.e., Director of Programs) or volunteers (i.e., Building Chair, Past
President), they shall be allowed to use the facilities of the Fellowship using the following
application procedure:

● Groups shall contact the office of Palomar UU Fellowship to request a Facility
Use Application



Palomar Unitarian Universalist Fellowship

1600 Buena Vista Drive, Vista CA 92081-7423

Tel: 760-941-4319 Fax: 760-941-4523

E-mail: office@palomaruu.org

● Groups will submit the completed Facility Use Application form [link to come] to
the Office Administrator at the Fellowship a minimum of three weeks prior to
the event.

● The Office Administrator shall contact the group and determine if the requested
facilities are available. Should the applicant wish to tour the facilities, they may
arrange to do so with the Office Administrator.

● The Office Administrator and authorized staff (Director of Programs, Minister)
shall determine if the applicant shall be eligible for use of Palomar UU Fellowship
facilities.

● Based on purpose, frequency, and facilities requested, a usage rate shall be
established. This rate shall include an hourly facility rate, plus a $25.00/hour
donation from the start time to end time for a Palomar UU Fellowship facility
manager.

● The facility manager will unlock, supervise, and secure the building at the end of
the event. The facility manager will be available for questions, guidance, and
ensure that the conditions of this agreement are enforced. The facility manager
will not be responsible for room set-up, cleaning, or room reset.

● Should both parties agree to all conditions of the requested usage, the
Office Administrator shall prepare a Facilities Usage Agreement [link to
come] for signature by the applicant.

● No less than 2 weeks prior to the first day of rental, the applicant will submit to
the Office Administrator:

○ The completed and signed Facilities Usage Agreement documenting acceptance of
the terms of the rental,

○ A donation payment to Palomar UU Fellowship for the first day of usage, and
○ A separate payment made to Palomar UU Fellowship for $200 facility

deposit. The facility deposit will be used if the facility or equipment is
damaged, left dirty, or is not returned to the condition in which the
facility was found, as determined by the Facility Manager. The renter shall
be additionally charged for any damage to the facility or equipment that
exceeds the $200 facility deposit. Any unused portion of the facility
deposit shall be returned to
the renter promptly.

● Palomar UU Fellowship's Board of Directors reserves the right to
cancel the facility use agreement at any time with or without cause
without liability, including financial liability.

Procedures - Safety and Security for All Groups………………………………….3.40

All groups, whether internal to the Fellowship or outside groups shall be expected to
attend to the safety, security, and well-being of all users of the facility and of the facility
itself including the following:



● Follow all applicable Palomar UU Fellowship procedures.
● Minimize the use of unnecessary energy. (turn off heaters, limit the

use of lighting, etc.)
● Leave the facility orderly and cleaner than it was found.
● Ensure that all safety, security, and lock-up procedures are followed.
● Report any facility issues (such as damage, vandalism, missing supplies, etc.)

to the Director of Programs or the Building Chair.



CHAPTER 4.00: Facility Usage - Security

Date Approved: February 7, 2024

Purpose: To maintain the security and safety of our shared fellowship building and grounds.

Policy: The Palomar Fellowship Office Administrator shall make keys available to Palomar
Fellowship staff and members or approved renters with an identifiable need to use the building.
Members wishing to accept responsibility for Fellowship building and grounds by virtue of
possessing keys shall request keys and maintain Fellowship building and grounds using established
and approved procedures.

Procedures - Distributing and Tracking Keys…………………………….4.10

Members shall:

● Complete a key request form including all contact information and reason
for key request.

● Participate in an updated security training session as needed for the duration of
key possession.

● Comply with and complete all calendaring, security and lock-up procedures
when using fellowship space. Non-compliance will result in additional
training or relinquishing of the key;

● Not loan their key or provide their security code to anyone without the authorization of the
Office Administrator or Executive Board;

● Relinquish their key when the need for the key has ended or upon request of staff or the board.

The Office Administrator shall:

● Work in cooperation with the Director of Programs & Family Ministries and the Buildings
and Grounds Chair to:

○ Process building and office key requests, ensuring that requesters are Palomar
Fellowship members, renters approved by board, or staff with an identifiable need
for a key.

○ Distinguish between long-term and short-term need for building keys (i.e.,
Committee Chair = long-term; member hosting a one-time party or gathering =
short term and should return the key immediately following the event).

○ Refer disputes regarding key distribution to the Executive Board for final
decision. Maintain an up-to-date log of key holders and security codes.

○ Make security training sessions available for new key holders, and updated
training sessions periodically available for existing key holders.

○ Ensure that security and lock-up procedures are up-to-date and available to key

holders.

Procedures - Distributing and Tracking Security Codes………………………4.20 IN PROGRESS



Access Code Holders include but may not be limited to:
Palomar Fellowship Staff
Palomar Fellowship Minister
Executive Board
Renter staff
Unicorn Village residents/staff
Sangha Stewards
Building & Grounds Volunteers
CCAT Chair
Sunday Services Ministry

Procedures - Managing the

Gate……………………………………………………….4.30 Approved: February 7,

2024

Purpose: The gate to the Fellowship property is intended to support a balance of safe grounds
with welcoming grounds for members and visitors.

Background and Intention: The Executive Board discussed fencing in September 2023, weighing
issues of safety with issues of access, equity, and community belonging. Fencing and a gate at the
only entrance were agreed to with the understanding that the Fellowship grounds would remain
open and accessible to the community during the day.

Policy: The Palomar Fellowship gate to the property will be open from morning to evening to
welcome visitors and members to enjoy the property (labyrinth, walking dogs, enjoying nature,
sitting in peace and serenity) and attend Fellowship activities. The gate to the property will be
closed during nighttime hours to increase safety and security for the property with particular
attention to a safe Unicorn Village. Opening and closing hours may shift with the seasons.

Procedure: Fellowship staff, volunteers, renters, and community partners (Unicorn Village) will
share responsibility for ensuring the opening and closing of the gate. Signage will be placed
advising that the gate will be open from morning to evening to prevent people from inadvertently
getting their vehicles locked into the Fellowship parking lot overnight.

Fellowship staff including the Director of Programs and the Office Administrator will be responsible
for training responsible parties in gate operation procedures and keeping and providing up to date
access information. Currently, the gate is a swing gate that will be manually operated and secured
with a combination lock. It is our understanding that this gate is not required to have a special key
access (Knox Box) for emergencies and that in the event of an emergency, law enforcement or fire
officials would use bolt cutters to remove the lock.

Gate lock up procedures will coincide with building lock-up procedures. The preschool will be the
default for opening and closing during regular weekdays unless another group (i.e., UURISE, music,
staff) arrives before or remains after they leave for the day.



On weekends, Sangha will be responsible for opening on Saturday morning, staff will be
responsible for opening on Sunday morning, and Unicorn Village residents or staff will close and
lock the gate on Saturday and Sunday evenings.

On weekday holidays when both the preschool and UURISE are closed, Unicorn Village
will be responsible for opening the gate in the morning and closing the gate in the
evening.

Calendar/Schedule: Permanent changes in the opening/closing responsibility schedule
must be negotiated with the support of the Office Administrator in charge of the Facilities
Calendar.

Backup Gatekeepers
In the event that a responsible/scheduled Gatekeeper is unable to open or close, a list of three
Backup Gatekeepers consisting of staff and volunteers (including Unicorn Homes) will be available
to carry out this duty. It will be the responsibility of the scheduled Gatekeeper to contact a Backup
Gatekeeper for support.



CHAPTER 5.00: Facilities - Playground

Date Approved: February 7, 2024

Purpose: The purpose of this policy is to extend the life of our playground and
protect our preschool renter’s property.

Policy: Only children who are supervised by an adult may play on the enclosed
playground. As the playground is designed and constructed for young children, only
children grade three or younger are permitted use of any playground equipment (i.e.,
bikes, climbing toys).

Renters, in general, should not have access to the playground. If renters require the use
of the playground, an extra deposit and/or a written agreement designating a responsible
adult shall be required.



CHAPTER 6.00: Companion Animals

Date Approved: February 7, 2024

Purpose: To support safety and balance with the presence of companion animals and service dogs.

Policy: No animals other than service animals will be allowed within any area of the building or
playground where a scheduled activity, meeting, or group is taking place. Exceptions may be made
by the Minister, Director of Programs, Director of Music Ministries, or Preschool Director for
educational or worship purposes if the group agrees. The Blessing of the Animals service is
excluded from this policy.

Outside of scheduled activities, meetings, and groups, properly supervised and well-behaved
companion animals are welcome on the grounds and in the building and are not allowed to
venture into the preschool or other spaces where people are actively working without their
expressed permission and agreement.

All companion and service animals must be directly supervised at all times on the Fellowship campus.



CHAPTER 7.0 Internal Financial Controls

Date Approved: , 2024 September 2024

Purpose: Protect the financial health of Palomar Fellowship through standardized financial
control procedures.

Policy: Palomar Fellowship staff, minister, and volunteer leadership (Executive Board and
Finance Committee) will follow rigorous internal control procedures to protect the financial
health of the Fellowship. Operational procedures will be established among the office,
Finance Committee, and Executive Board to conform to the standards below.

Procedure - Small business internal controls checklist……………………………………7.10

● Assess the control environment: Check that executive staff, the finance director and the
bookkeeper have a constructive attitude toward controls and that everyone can access
written policies and procedures.

● Review documentation: Ensure all documents are updated according to your
workflow. For example, categorize financial documents as paid, approved, denied, etc.

● Check controls: Go through existing controls and their components to ensure they
function correctly, focusing on the most impactful controls.

● Determine segregation of duties: Review key processes — like collecting payments — to
verify that a different employee/volunteer is handling different steps of the process, eg. A
different person signs the checks than cuts the checks.

● Conduct spot checks: Assess collection, pledges, invoices and more at-random to pressure
test the controls and whether employees are following them.

Procedure - Accounts payable internal controls checklist (what we owe to
others)..........7.20

● Verify transaction approvals:
○ Ensure that all transactions are carefully considered, with expert advice and

consideration of information from more than one business partner.
Considerations should include cost, relationship, and alignment with UU
mission and values.

○ Checks larger than $500 require signatures from both the Finance Director
and the Board President.

● Reconcile receipts: Compare purchase order, invoice, and receipts to verify they all
match.

● Safeguard blank checks: Confirm that checks are securely stored and that access to
them is limited.

● Manual signatures: All financial documents should be manually signed.
● Review invoices: Check that all paid invoices have been marked paid.

Procedure - Accounts receivable internal controls checklist (what others owe to us).........7.30

● Review contracts: Make sure that all payment terms comply with relevant regulations



● Validate invoices and pledge notices: Ensure invoices have the proper details and are in the
right amounts to avoid non-payment.

● Check access controls: Verify that only select employees have access to financial software
and use a password and two-factor authentication.

● Analyze cash receipts: Compare receipts to transactions to ensure the receipts are
matched to the right purchase/donation and customer file.

Procedure - Monthly Financials Review…………………………………………………7.40

● Board reviews Budget vs. Actual report to look for any large discrepancies.
● Board reviews Reconciliation Report for each account (bank, investment, etc.).
● Board reviews bank statements for each account and confirms the consistency of

information displayed in the Reconciliation Report.

Procedure - Purchasing, Credit Card Usage, and Reimbursements………………………7.50

● Palomar Fellowship grants authorization to the Minister, Administrator, Staff, Executive Board
members, and designated volunteers to make purchases for goods and services within budgetary
limits and sets the following procedure for making purchases. This procedure does not apply to
the payment of utility, maintenance, and other recurring service expenses.

● If a purchase would exhaust or exceed the remaining funds in the relevant budget line item, a
purchase proposal must be approved by the Executive Board before the purchase is made.
Otherwise,

o If the purchase is no more than $500, no competitive quotes are necessary, and
Executive Board approval is not necessary.

o If the purchase is more than $500, three price quotes are necessary when practical, and
a purchase proposal must be approved by the Executive Board before the purchase is
made.

o If the purchase is more than $2,000, three written quotes are necessary, and a purchase
proposal must be approved by the Executive Board before the purchase is made.

● The Fellowship’s Minister, Administrator, and Staff are authorized to primarily use the
Fellowship’s credit card to make purchases in accordance with the procedures above. Credit card
receipts shall be turned into Office Administrator within 15 days of the purchase

● The Fellowship’s Minister, Administrator, Staff, Executive Board members, and designated
volunteers are authorized to make purchases using their personal funds in accordance with the
procedures above, and to request reimbursement from the Administrator. Reimbursement
requests must be accompanied by purchase receipts and must be submitted within 15 days of
the purchase.

● The Executive Board will designate the congregation’s volunteers who are authorized to make
purchases on behalf of the Fellowship and seek reimbursement.



CHAPTER 8.00: Financial Management - Investment

Date Approved: April 2, 2024

Purpose: To promote the long-term financial viability and vitality of the Fellowship in a
socially responsible manner.

Policy: Assets shall be invested with care, skill, patience and diligence under the
circumstances then prevailing that a prudent investor acting in like capacity and familiar
with such matters would use in the investment of a fund of like character and with like
aims. All changes to strategy or significant movement of funds will be subject to approval
by the Executive Board.

Investment
Intention……..…………………………………………………………….8.10

● The investment objectives for the various funds of the Palomar Unitarian

Universalist Fellowship (PUUF) are intended to promote the long-term

financial viability and vitality of the Fellowship through:

● Achievement of reasonable long-term growth in both the income and the market
value of the assets, consistent with risks not greater than those associated with the
broad financial markets, and supportive of the principles of socially responsible
investing.

● Provision of ample liquidity to meet anticipated funding needs as well as a
reserve for unanticipated contingencies.

● Maintenance of appropriate diversification.

Responsibility and Authority for

Investments…………………………………..8.20

● The Executive Board has the responsibility to establish investment

policy and to oversee the proper execution of that policy.

● The Finance Director is responsible for implementation of the investment policy,
including investment and reinvestment of funds, maintenance of timely and
proper records, and regular reporting to the Executive Board.

● Changes in strategy and movement of funds or changes in liquidity are subject
to review and approval by the Executive Board prior to execution.

General Investment

Principles………………………………………………………….8.30

● Investments shall be made solely in the interest of the Fellowship.

● The assets shall be invested with care, skill, patience, and diligence under
the circumstances then prevailing that a prudent investor acting in like
capacity and familiar with such matters would use in the investment of a



fund of like character and with like aims.
● Investments shall be diversified to minimize the risk of large losses.
● Funds and managers of varying styles and philosophies may be employed to

obtain the investment objectives.
● Cash should be employed productively at all times by investment in

short-term cash equivalents to provide safety, liquidity and return.

Investment Management Policy…………………………………………………8.40

● Reasonable efforts should be made to preserve capital, understanding that
losses may occur.

● Reasonable efforts will be made to control risk, and investments will be evaluated
regularly to ensure that any risk assumed is commensurate with the given
investment style and objectives.

Investment

Objectives………………………………………………….……………..8.50

● Preserve the purchasing power of the investment assets.

● Achieve income and growth that exceeds the current rate of inflation. Maintain a
balance between volatile, high-risk investments and very safe investments with very
low earnings. Maintain a moderate investment strategy that balances the need for
income with the need to preserve principle.

Investment
Policy…………………………………………………………….…………..8.60

● Given that the Fellowship is a non-profit entity of indefinite longevity, investments
should be selected based on long-range performance with no concern for the
taxability of their income.

● Purchase of stocks and mutual funds is preferable to corporate or federal notes or
bonds. There should be a good balance of large cap, mid cap, small cap and
emerging market holdings.

● Mutual funds are feasible if managerial fees can be justified by returns and if
their holdings are in keeping with our policy of social responsibility.

● Borrowing funds or securities is not permitted.
● Funds may not be invested, nor obligations incurred in commodities and

futures contracts, options, swaps, forwards, Collateralized Mortgage
Obligations, any other financial derivatives, private placements, limited
partnerships, or venture capital investments.

● Short selling and margin transactions are prohibited.
● No more than 30% of the funds may be invested in foreign securities. No more

than 10% of the funds may be concentrated in the securities of any one issuer
(other than the U.S. Government), and no more than 30% in any one industry.

● Donations of individual equities, non-income producing real estate and
tangible property such as jewelry, gold, and gems shall not be held as



investments, but converted to acceptable forms of investments as soon as
practicable.

● Most securities should be invested in liquid securities that are readily
marketable, and fixed securities shall be of investment grade. Investments that
cannot be reasonably and efficiently liquidated with less than one year’s notice
shall be limited in aggregate to no more than 15% of the total invested assets.

● No specific restriction is placed on portfolio turnover, though the portfolio
should not be managed for short-term gains or generation of fees.

● The Finance Director may further restrict security selection based on ethical
investing criteria as directed by the Executive Board. It has been determined
that Palomar Fellowship shall be divested from fossil fuels.

● Any changes to this policy must be approved by the Executive
Board.

● This policy shall be reviewed at least every five years.



CHAPTER 9.00: Financial Management - Minister's Discretionary Fund

Date Approved: February 7, 2024

Purpose: To establish that disbursements from the Minister Discretionary Fund are
confidential and that the Minister is responsible for accounting for Minister
Discretionary Fund disbursements (to congregants/others).

Policy: The Minister Discretionary Fund exists to financially support pastoral care
provided by the congregation’s minister, as needed, on a short-term or emergency basis.
Pastoral care disbursements from the Minister Discretionary Fund are to be
confidentially managed by the Minister. All requests for financial assistance through the
Minister Discretionary Fund will be submitted directly to the Minister for confidential
consideration.

Procedure:

● The congregation will establish a Board Designated Account in the
congregation’s General Fund named “Minister Discretionary Fund”.

● Fundraising for the Board Designated “Minister Discretionary Fund”
account will occur periodically and in coordination with the Minister.

● At any time, congregants may submit a restricted contribution for deposit
to the (General Fund) Board Designated “Minister Discretionary Fund”

account.
● The (General Fund) Board Designated “Minister Discretionary Fund” account will be

reported as a restricted use account on the congregation’s Balance Sheet. ● The
congregation’s Finance Director will ensure that a unique checking account (separate
from the congregation’s primary checking account) is established specifically for
disbursements from the “Minister Discretionary Fund”.

● The Minister will be the designated primary signature for that checking account
established for disbursements from the “Minister Discretionary Fund”.

● The Minister will receive statements for that “Minister Discretionary Fund”
checking account as the designated custodian, along with all processed checks.

● Any bank fees associated with that “Minister Discretionary Fund” checking
account will be expenses of the “Minister Discretionary Fund” checking account
(not congregation General Fund expenses).

● The Minister may designate an alternate signature for the “Minister
Discretionary Fund” checking account.

● If an alternate person is authorized by the Minister to approve
“Minister Discretionary Fund” checking account checks, that person
will consider any disbursement confidential.

● Periodically, as needed, the Minister will request that the Finance Director transfer
part or all of the balance in the (General Fund) Board Designated “Minister
Discretionary Fund” account into the (Minister controlled) “Minister Discretionary
Fund” checking account.

● The Finance Director will disburse the requested amount.
● The Minister will maintain confidential records that support all



“Minister Discretionary Fund” disbursements.
● The congregation’s accounting records will not document specific

recipients of “Minister Discretionary Fund” disbursements.
● The congregation’s accounting records will account for each transfer from

the congregation’s General Fund into the (Minister controlled) “Minister
Discretionary Fund” checking account.

● The Finance Director shall maintain appropriate support for each transfer
into the “Minister Discretionary Fund” checking account (including the
Minister’s request).

● The Executive Board may authorize appropriate staff members to manage
the discretionary fund and associated duties in the absence of the
minister. Staff members will follow all Internal Financial Controls in the
administration of the discretionary fund.



CHAPTER 10.00: Nominations for Office - Nominations from the Floor

Date Approved: February 7, 2024

Purpose: To enable members of the congregation to nominate candidates, other than
those selected by the Nominating Committee, for congregational office.

Policy: During the annual meeting, any member may make a nomination. The
person so nominated must present a biographical letter before the nomination
takes effect.

Procedures: The nominator should ascertain beforehand whether the person he or she
wishes to nominate is both eligible and willing to serve. Candidates must be official
members of the congregation. If the name of more than one candidate is in nomination,
voting for that office must be conducted by secret, written ballot.



CHAPTER 11.00: Plate Share

Date Approved: February 7, 2024

Purpose: Palomar UU Fellowship is a Plate Share congregation, donating 50% of
undesignated offerings collected each Sunday to a local charitable cause. Because we want
our contribution to be impactful, the Executive Board will designate one charitable cause to
receive the Plate Share contribution each quarter.

Policy: In order to be good stewards of the congregational offerings and ensure that
contributions reflect the values of the membership, the Executive Board solicits
nominations from the membership for the Plate Share contribution. Guidelines are as
follows:

● Any Palomar UU Fellowship member or youth member may submit a maximum of
one nomination per quarter. Palomar Fellowship youth who are not members may
submit a nomination with member sponsorship.

● The nomination may be for any local (within San Diego County, preferably North
San Diego County) charitable social service, environmental, health, or social
justice cause.

● The nomination may not be for a political candidate.
● A charitable cause may receive the Plate Share contribution a maximum of

once annually.

Procedure: In order to provide time for review, deliberation and announcement,
nominations must be received prior to the Executive Board meeting in the second month
of each quarter (February, May, August, November). The completed Plate Share
Nomination Form is available on the Fellowship website and may be submitted to
office@palomaruu.org, any board member via email, or by placing it in a board member’s
mailbox at the Fellowship. Submissions should be typed or printed legibly. Nominations
must be complete and received by the deadline in order to be considered. Nominations
that are declined will not receive further consideration and will not be returned but may
be resubmitted by the nominator in future quarters. Members may submit a maximum of
one nomination per quarter.



CHAPTER 12.00: Community Service Volunteers

Date Approved: February 7, 2024

Purpose: To provide opportunities for members or non-members to do community service at
Palomar UU Fellowship if appropriate work and appropriate supervision are available when
requested.

Policy: All requests to fulfill community service requirements will be channeled to the Director of
Programs, Director of Music Ministries, or the Minister who will determine whether the applicant
has the skills and commitment to perform the tasks available, whether the community service will
benefit the Fellowship, and whether there is internal bandwidth to appropriately supervise the
Community Service Volunteer

Procedure: The minister or staff will meet with the applicant, determine whether appropriate
work is available, of benefit, and can be internally supported and, if so will establish an
agreement on hours, scope of the work, and supervision if the applicant is accepted.



CHAPTER 13 Policies and Procedures Review and Update

Date Approved: March, 2024

Purpose: Position Fellowship Policies and Procedures as a living and working document that
reflects the values of the organization and that is used to support safe and efficient operations.

Policy: Fellowship Policies and Procedures will be reviewed and updated annually.

Procedure: The President Elect will distribute each P&P section to stakeholders for review and
comment with the intention of increasing consistency with our values, current practice, industry
best practices, inclusion, and accountability.

Following review by stakeholders, the President Elect will update the P&P document and provide
it to the Executive Board for approval.

Following approval, the Fellowship Policies and Procedures will be distributed to relevant
staff, committees, minister, and Executive Board to update operations and implement
procedures.



CHAPTER 14.00: Indoor and Outdoor Worship

Date Approved: April 2, 2024

Purpose: To facilitate decision-making regarding the use of our indoor and outdoor worship
spaces that reflects our mission and values and an ethic of community care.

Background: The COVID-19 pandemic upended all notions of worship space and forced us to
look at safety and accessibility in new ways. We have boundless gratitude for the reality of
having two beautiful spaces for worship - one indoors and one outdoors (as well as Zoom) - and
to be able to meet this moment with flexibility and care. We are in climate chaos which places
the world at greater risk for future pandemic level communicable illness, including future
variants of COVID-19. And the latest data from the CDC (March 2024) indicates that COVID-19
has not yet become a seasonal virus like influenza or RSV. It is likely that we will continue to see
spring and summer spikes in illness (as well as the expected fall and winter spikes) that place
seniors and immunocompromised folks at greater risk for life threatening illness. We appreciate
that indoor and outdoor services both raise accessibility issues that we are committed to
addressing. Additionally, there are diverse preferences for indoor and outdoor worship among
the congregation that we wish to honor with a variety of experiences.

The “new normal” that the U.S. has returned to is one of individual care - each person is
responsible for caring for their own needs as they choose, which may include vaccination,
masking, avoiding crowds, travel, or certain spaces and activities, or other precautions. Our
intention at Palomar Fellowship is to embody community care - a mutual responsibility for
caring for each other and for making our community as accessible as we can for all. This policy
was informed by congregational input through discernment circles. While this policy focuses on
right use of our worship spaces, we are also working on community care culture and
accessibility in other arenas. It is our intention to maintain a nimble capacity to respond to
evolving conditions as a community.

Policy: The indoor sanctuary at Palomar Fellowship will be the primary/default worship space
during the months of November through April. The outdoor sanctuary (gazebo and shade
sails) will be the primary/default worship space during the months of May through October.
Zoom accessibility will be maintained both indoors and outdoors. Exceptions include the
following:

Temperature

● During the months of May through October, if the temperature at the time of the service
is predicted to be below 62 degrees or above 85 degrees, and/or rainy, stormy, windy
etc., the service may move indoors where climate control can be used to accommodate
health and comfort.

Disease Thresholds

● If San Diego County hospitalization rates due to dangerous communicable disease



such as COVID-19 rise to >= 20/100,000 as reported by the CDC (see link below),
services will be required to be either outdoors, or indoors with masks required
regardless of the time of year. Expert medical advice will be sought with the
understanding that we are seeking recommendations from a community care
perspective rather than an individual care perspective.

● Understanding that the state of the science and our understanding are constantly
changing, if consultation with a medical expert leads to a different recommendation
than the previous point, the expert advice will be prioritized in the board’s
decision-making.

● The Fellowship and the medical expert consultant will consider recommendations from
the California Department of Public Health and the County of San Diego Department of
Public Health, as well as the CDC for guidance.

● The speaker in the pulpit will have the option of removing their mask while
speaking however singers and other musicians will remain masked under these
conditions. If the medical expert recommends otherwise, this recommendation
will be prioritized in the board’s decision-making.

https://covid.cdc.gov/covid-data-tracker/#maps_new-admissions-rate-co

unty Worship Considerations

● It is expected that the service will occur in the default space unless elements of the
service are incompatible with the default space. For example, the DCFM may wish to
plan a multi-gen service for a holiday that would be too loud and chaotic for the indoor
sanctuary. Or, the SSM Team and Minister may wish to plan a quiet, candle-lit
contemplative service that wouldn’t be compatible with the outdoor sanctuary
because the candles wouldn’t stay lit and the setting would not be intimate enough.

● At any time of year, any decision to move the service out of the default space must
be collaborative among all SSM Team, staff, and Minister/speaker. The service may
only be moved if temperature thresholds (between 62 and 85 degrees for a move
outdoors) and disease thresholds (see above for a move indoors) are met. The
deciding factor should be community benefit. In case of a conflict, the minister will
have the primary authority to decide, followed by the staff, and then the Executive
Board.

Procedure:

● The Sunday Services Ministry, staff, and the Minister will be responsible for
implementing the Indoor and Outdoor Worship policy.

● With the expectation that the SSM will continue to plan services well in advance, staff
will provide information via email, text, and/or social media to the congregation on
whether each service will be indoors or outdoors by the Friday prior to the service,
understanding that last minute changes due to weather or disease thresholds may
occasionally occur.

● To safeguard health, a well-marked masked only section will be made available at both
indoor and outdoor services and maximum ventilation will be supported indoors by
keeping sanctuary doors to the patio and hallway open.





CHAPTER 15.00: Depositing Human Cremated Remains on Fellowship

Grounds Date Approved: April 2, 2024

Purpose: To facilitate the safe and meaningful distribution of cremated human
remains on Fellowship property.

Policy: Persons having a close connection to Palomar Fellowship are allowed to have their
remains placed on the grounds with written permission from the Fellowship Minister or
President of the Executive Board.

Procedures:

● Those wishing to have cremated remains put on Fellowship property must obtain
written permission from a Fellowship Minister or the President of the Executive
board. ● A Fellowship Minister or a member of the Executive Board (designated by
the Executive Board) must supervise the placement of the remains in the ground.

● Cremated remains must be placed in a hole along with a plant and/or worked into the
soil deeply enough that they will not be disturbed during routine garden maintenance.
○ Only plants which are consistent with the overall design of the garden may be used.
○ Cremated remains may not be placed on or in the ground in any kind of a container.
○ Cremated remains may not be visible to the public.

● All memorial name plaques commemorating deceased persons will be the same size
and design and will be placed within the Memorial Garden.


