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The goal of the communications policy is to ensure appropriate, accurate, timely, and thorough
communication to our members, friends, and to the community.

COMMUNITY OUTREACH/PUBLIC COMMUNICATIONS

Community Relations, Media Relations and Designated Spokesperson
The official spokesperson (and/or ministerial presence) for the congregation is the minister; when the
congregation does not have a minister the President of the Board of Trustees is the
contact/spokesperson. The President and the Board of Trustees may designate representatives to engage
in community activities/requests that arise.

Should the media request comment at an event, the congregant is welcome to comment as an
individual, but not as a representative of the congregation unless designated to serve in that capacity by
the President or the Board.

Government Affairs

At times, the congregation has the opportunity to weigh in on local, state, and national issues. When a

minister is employed, this will be coordinated by that person. In the absence of a minister, the Board of

Trustees will work with the appropriate Council to identify the response/opportunity to speak as a

congregation.

Signage
Signage includes the wayside pulpit, banners, and all internal and external building signage. Proposed
messaging will go to the Justice Council. The Justice Council will follow a review process based on policy,
principles, mission, and vision. If the Council doesn’t feel comfortable making the decision, it should be
brought to the board for final determination.

Public Announcements
Announcements of upcoming Sunday services, speakers, events and more may be included in
community calendars and/or sent to the local media. The Office Administrator (OA) will coordinate this
outreach. Opportunities to use other venues will be considered as they arise.

COMMUNICATION TO MEMBERS & FRIENDS

Membership Directory
The BMUU has a membership directory available to the congregation. It can be accessed online via a
password protected platform (Breeze). Members may opt-out of the directory by contacting the OA.

Email Communications
All announcements and information for publication are submitted to the OA (or designee) for
distribution to the congregation. The OA also manages the content posted on the website and BMUU
social media.



The OA sends out email once weekly. Announcements should be submitted to the OA by a deadline
determined by that person.

Email to inform members and friends of additional information may be sent out when necessary.

Announcement of member milestones such as births, deaths, and/or memorial services will be a
stand-alone announcement and not included as part of a larger set of announcements.

Church group emails should follow these guidelines:

● The message should be related to the work/ministries of our congregation.

● Communication from any Council should have the approval of a majority of Council members
before being sent to OA

● The message should target a significant portion of our membership, not just a small group within
the membership.

● In deciding whether or not to use email, consideration should be given to the fact that
communication methods change.

● Information about activities or groups outside of the Church is permitted only if related to the
Church’s mission. 

● The Minister and/or Church BOT may make exceptions to these guidelines.

Weekly Email Content

Purpose: Provide communication about Church events and issues for members and friends of the
BMUU.

Items published in any given email will be selected, in general, according to the following priorities:

Immediate

1. Sunday morning service, Religious Education, forums, etc.
2. Notices of Congregational meetings and elections
3. Weekly calendar
4. Time sensitive messages from Minister, Councils, or Board of Trustees
5. Information on Church events for the period covered

As Soon As Possible

1. Notices of Church, District, Cluster, General Assembly meeting taking place after the period
covered

2. Thanks and acknowledgments
3. Informative articles directly related to Church concerns
4. Personal news of members
5. Content/columns/articles from the minister, Board, Staff and Councils

Policy for Weekly Email content

1. Articles may be edited for length, clarity and usage.



2. Writers should be concise, clear, and accurate. All submissions must be signed. Topics and tone
should be appropriate for a Unitarian Universalist newsletter

3. Material should reach the OA by a deadline as established by the OA for publication in the
weekly email and Sunday’s Weekly Contact

4. The OA must work with the Minister and/or supervisor to select and edit articles and letters
within the priorities and policies outlined above. The OA should take questions or concerns to
their supervisor.

5. Grievance procedure: Anyone dissatisfied with the content should first bring the matter to the
attention of the OA and, if still dissatisfied, should inform the Board president.

Announcements
Sunday announcements are provided from the pulpit to inform the Congregation about Church and
denominational activities that were not included in weekly written communication or which need special
emphasis.

BMUU Website
The OA will work with the Minister or, when not in place, the Board of Trustees (primarily the President)
to make adjustments to the website as necessary to accommodate the changing needs of the
Congregation. The OA is responsible for ensuring the dates, announcements and other timely
information is up to date each week.  The OA should work with the Board to do an annual audit of the
web content to ensure its accuracy and relevance (see Master Calendar).

Master Calendar
The OA will keep a master calendar with initial scheduling for on-going Church activities. The online
calendar can be found at bismanuu.com

Requests for other use of the facilities by individuals or groups within the Congregation shall be made to
the OA with reasonable notice, generally a minimum of 72 hours, but in the case of events requiring
extensive planning, a minimum of 30 days (or more) is preferred.

Scheduling conflicts and requests for events outside of the normal Church operating hours will be
submitted to the OA who will work with the Minister or Board to address.

Video and Photography
Video or photographs of group activities that take place during an event hosted by BMUU may be posted
to the website or to social media without the express permission of those adults who appear in the
video or photograph, as long as individuals are not identified by name.

Individuals may tag themselves online, but not others without express permission to do so.

Recognizable images of children or youth under the age of 18 may not be posted on the BisMan UU
official website or on social media without the permission of the parent or guardian of the child or
youth.

Member adults who do not want their  image  posted online should notify the OA who will maintain a
list of such individuals.

https://bismanuu.org/full_calendar


If a BMUU event is being filmed or photographed, people will be informed in advance of and at the event
and will be given the option to opt out. All reasonable efforts will be made to comply with the wishes of
those who have indicated that their images should not be posted.

Photos or videos of adults who are under the care of another (guardian or legal representative, for
example) will not have images posted in any communication without the express permission of their
caregiver. This permission must be given directly to the OA in writing.

When BMUU events or services are recorded or live streamed, the organization must inform participants

and speakers when they are being recorded/streamed.

SOCIAL MEDIA

All material posted to social media represents the congregation to the public and may be accessed by

any user who is interested in the congregation. All communication sent digitally (email, messages on

social media sites, notes or posts, etc.) are not confidential and may be shared or reposted to others.

Interactions in the virtual world need to be transparent, just as a window in the door provides

transparency in the physical world.

Staff and Board or minister-approved volunteers will monitor the use of all social media and edit/delete
as necessary according to the guidelines (see section at end of policy) to maintain a positive public
image.

Written permission must be obtained from a parent or legal guardian to post photographs or video of
children under age 18 on the congregation's social media accounts. Adults must contact the OA to opt
out of having their photos shared.

Confidentiality of private information must be maintained. When sharing information from another
person’s social media account, do not share personal or sensitive information.

Copyrights must be respected. Copying other people’s writing is considered plagiarism. Such posts will
be removed.

The administrator will remove postings that contain any of the following, whether in text, image, or
video format: insensitive, inflammatory, or offensive language; jokes or slanderous comments based on a
person’s gender, gender identity, sexual orientation, race, ethnicity, politics, age, or religion; confidential
information; misinformation; and infringement on any party’s copyright, trademark or intellectual
property.

Personal attacks and attacks on the congregation are inappropriate and will be removed by the
administrator.

Only solicitations to support BMUU or UUA related activities are permitted. Consensus for fundraising
activities is addressed in the Council policy. .

Personal affiliations and conflicts of interests should be noted by those posting comments. If the
administrator notes postings where this information is not revealed, such postings are subject to
removal.



ZOOM Webinars, Break out Rooms, and Meetings  
Zoom is used to facilitate virtual worship services and virtual social hours via Zoom webinars, Zoom
break out rooms, and Zoom meetings (i.e., Virtual Sunday Services, virtual coffee hour, etc.)  As a
Congregation, we are committed to becoming an anti-oppressive, anti-racist multicultural community
and, as such, will apply our values in our online, digital community conversations.   

Facebook

The congregation has one primary Facebook page: Unitarian Universalist Fellowship & Church of
Bismarck-Mandan | Facebook

● Administrative privileges are granted to the Office Administrator, Minister and volunteers
designated by the Minister or, in the absence of a minister, the Board of Trustees.

● The Facebook page serves as a vehicle for announcements, events, and other items that further
the mission and vision of the congregation.

YouTube

The congregation's official YouTube channel is Bismarck Mandan Unitarian Universalist Fellowship -
YouTube.

The channel is public and houses sermon videos as well as member testimonials and other videos that
highlight the congregation's mission, vision, and values.

● Administrative privileges are granted to the OA and volunteers designated by the Board of
Trustees.

● Sermons are the intellectual property of the Minister. The congregation is entitled to them
during the Minister’s tenure, but must be deleted upon the Minister’s departure unless a
different arrangement is made with the Minister.

● Guest speakers and ministers will be recorded and permission to post will be assumed unless
otherwise indicated within the speaker agreement.

NEW 5/12/21: Social Media Guidelines

General Information about Digital Communications

All communication sent digitally (i.e. email, messages on social media sites, notes, or posts, etc.) are not

confidential and may be shared or reposted to others. Interactions in the virtual world need to be

transparent, just as a window in the door provides transparency in the physical world.

Laws regarding mandated reporting of suspected abuse/neglect/exploitation of children, youth, elders

and vulnerable adults apply in the virtual world as they do in the physical world.

Everything you post online is public.

When representing the BMUU as minister, employee or Board of Trustees should not post if they are

under the influence of alcohol or other substances.

https://www.facebook.com/BismanUU
https://www.facebook.com/BismanUU
https://www.youtube.com/channel/UC-C4X-PTW8jL_PyuYkXHH_A
https://www.youtube.com/channel/UC-C4X-PTW8jL_PyuYkXHH_A


Recommended Practices for Interactions with Children and Youth Relationships on Social Media

Adults who minister or work with children and youth are strongly encouraged to set stringent privacy

settings on any social media profile, or to only post things they feel comfortable sharing with youth.

Individual personal profiles are to be used to interact with real friends, family and peers.

Adults in the congregation should not submit friend requests to minors or youth. Youth may not be able

to decline such requests due to the disparity of power between youth and adults. Youth may ask to be

friends and adults should discern the level of contact they want to maintain with youth prior to

responding to these requests.

If an adult chooses to accept friend requests from minors or youth who are associated with the BMUU

community, other adult leaders must have full access to all aspects of that adult’s profile and

correspondence.

Recommended Practices and Guidelines for Interactions with Adults Relationships on Social Media

BMUU leaders, RE instructors, volunteers and minister are strongly encouraged to set stringent privacy

settings on any social media profile to shield both adult and youth members from viewing content that

may be inappropriate. Another option is to only post that which they feel comfortable sharing with their

whole congregation on a Sunday morning.

Individual personal profiles of the minister are to be used to interact with friends, family and peers.

Ministers should not submit friend requests to members and others to whom they minister. The disparity

of power may not give the other person the ability to decline such a request.

Ministers who want to connect via a social media website with members are encouraged to set up a

group account that all members may join.

All individuals relating to one another on church social media channels (Facebook, Twitter, Instagram,

etc) should behave in the same way as they would during a fellowship moment at church. The

atmosphere should be friendly, kind and safe. If anyone fails to maintain that friendly spirit, he/she will

be asked to leave. Opinions are welcome, but nastiness is not.

Content deemed inappropriate will be removed from the site or group page by the Office Administrator

after that person consults with the minister or Board of Trustees in absence of a minister.

Inappropriate behavior of members, such as bullying, posting or sharing pictures that depict abuse,

violence, sexual acts, etc., will not be tolerated.

Clergy and adults engaged in ministry with youth should consider the content and nature of any post

that will be read by or visible to youth.

Recommendations for Use of Email, Text Messaging

Email can be an appropriate and effective means of communicating basic factual information such as the

time of an event, agenda for a meeting, text of a document, etc.

Email/texting may not be an appropriate communication method for matters that are pastorally or

legally sensitive, emotionally charged or require extensive conversation.



In Conclusion

Remember, if you don’t want it published on the front page of the local paper, don’t write it or post it. If

you have any inkling that what you’re about to post may be questionable to anyone, don’t post it. Use

common sense.


