
 

Proposed UUFB Communications Plan/Policy for Internal and External Communications 

Prepared May 15, 2014 

Internal Communications: 

 Continued use of HLN, OOS, Website and Sunday services to provide board information for members  

 Board agendas will be posted each month in advance of the meeting with the following footnote (or something 
similar, briefer): 
According to UUFB Bylaws, meetings shall be open to the members of the Fellowship. At the discretion of the 
President, provision may be made at meetings for non-Board members to address the Board. If you believe you 
have a topic for the Board to address, ask any Board member for a copy of UUFB Feasibility Criteria for Board 
Endorsement, or download a copy from www.uubeaufort.org, … Too much… to wordy… too complicated. Can’t 
we make it simple and more user friendly? Why do they need a form? Is this in the bylaws?  Use of a form is 
not in the bylaws, however it is what we as a board approved for use before approaching the board.  My 
question is, where will the board agenda be posted? Website, HLN, Bulletin board during social time.   
7/16/2014 this is not being done, and I really don’t think it’s feasible to post the agenda anywhere.  I do think 
the blurb in italics should be posted anywhere and everywhere, but  not the agenda itself. 

 Continued practice of board members taking turns writing articles for HLN 

 Continued practice of having Jeanine serve as UUFB communications editor for HLN and for congregational 
email communications between ministers and members  

 Add a regular agenda item to agenda template: ‘Congregant Comment Period’ to allow a congregant 3 minutes 
maximum to address the board regarding an individual concern. No feedback from board would be offered 
during this session, but could be discussed by board during appropriate agenda item at the next or the current 
board meeting. However, a board member could ask the congregant a question if the message is unclear and 
the President could assign a board member to follow up on the issue presented. How will it be decided who gets 
to speak; what is the process? They can sign up on a sheet at the meeting. First come, first served. The 
comment period should be one of the first things on the agenda so people can leave if they want after they 
comment.  I feel if we post the agenda with the instructions on participating, this is not necessary. I feel all 
avenues – especially simple ones like this – increase our accessibility. I really don’t like filling out forms. 
Maybe there are others like me. They say in broadcasting… “tell them… tell them again… and then tell them 
again.” 7/16/2014 I’m just against this.  Post the blurb in red italics in bullet above anywhere and everywhere 
and let people come if they want.  If they want to speak, they can notify the president and be added to the 
agenda as needed. 

 List board member names and phone numbers (of those board members who grant permission) along with 
email addresses in HLN and OOS for congregants to call if they wish to converse on the phone, in person or via 
email regarding a concern. Heading could be “Is there a board or congregation issue you wish to discuss? If so, 
our board would love to hear from you. Feel free to call or email: (list of names and numbers)”  All our contact 
information is in the directory.  When I go to the directory, I have to going to an email file or into my 
documents file. Although it may be redundant,; it would increase accessibility for others who, like me, are 
ADD or bogged down with work.  7/16/2014 I’m just against this.  We have a directory for a reason.  We 
shouldn’t have to lead people by the hand and need to create an environment where we aren’t.  Besides, 
anyone can contact Gary and be referred to the right person. 

 Appoint a board liaison to the program council and add a regular agenda item on the Board agenda template for 
‘Program Council Report.’ The liaison will provide a monthly verbal or written report. 

 Add a regular agenda item on the Board agenda template for ‘Committee On Shared Ministry Report.’ The 
COSM Board member will provide a monthly written report 

 

http://www.uubeaufort.org/


 

External Communications: 

 Jerri will contact Bluffton UU and speak with them about partnering on newspaper ads 

 Publicize each public event held on campus in local media using a current media list that contains email 
addresses for each newspaper, magazine, TV and radio station. 

 Publicize all significant activities (Standing on the Side of Love parade participation, peace vigils, etc) in local 
media using a current media list that contains email addresses for each newspaper, magazine, TV and radio 
station. 

 News releases should appear a template using the “many beliefs one light” emblem,  and include a media 
contact name and number and date of release. They should be grammatically correct with proper punctuation, 
double or 1.5 spaced and no longer than one and one half pages. Sentences should be short and declarative 
whenever possible and active voice is desirable.  They should describe who, what, when, where, how and why in 
connection with the event or activity.  

 News releases should originate from the board or the committee responsible for the activity/event publicized. 
Digital photos should be included with distribution to the media when possible.  7/16/2014 add All news 
releases must be cleared by… who?  Used to be Nan. 

 Quotes from any congregant used in the release must be approved by the person quoted prior to distribution. 

 News releases should be approved by the board communications committee, the President and the pastor prior 
to submission.  Respect for the creative process should be observed to ensure a minimum of revisions. Media 
will likely rewrite them anyway, chop them up and or misinterpret them entirely.  News releases should also be 
posted to the website and included in HLN.  7/16/2014 I agree post to website, but not hln 

 A brochure should be completed for visitors and the general public to include information about our beliefs, 
service times, affinity groups and other important information that lets people know who we are and how to 
find us. The info card developed for CODA could be a starting point. The communications team can work on this 
in the fall unless the President can expedite it another way. 


