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[bookmark: _Toc152229641]I.  Board Composition and Responsibilities
The UTO Board is comprised of:
· President
· Vice President 
· Vice President for Finance and Archives
· 9 Province Representatives
· 2 Appointed Members
· 2 Appointed Young Adult Members
· 1 Executive Council Liaison (Non-Voting)
Additionally, 
· 1 staff person works with the Board (Non-Voting)

[bookmark: _Toc5886088][bookmark: _Toc152229642]A. Prerequisites for Board Participation
The following responsibilities are provided for your reference, and a more complete look at the requirements of Board membership is outlined in the UTO Board Orientation Handbook. Members of the Board are the ambassadors of the spiritual discipline of gratitude as expressed through the United Thank Offering (UTO). 

· Prior to attending any UTO Meetings members will read and sign the Conflict of Interest policy and returned a copy to be returned to the UTO Staff, have completed (and then keep up to date) Safe Church training to meet the General Convention requirements, and have submitted a certificate of completion to the UTO Office. Additionally, each member is responsible for completing and then keeping up to date the Board Emergency Contact form.

· Each Board member commits to attend the initial training sessions for participation on the UTO Board which include, but are not limited to: Anti-Racism training (or have submitted a certificate of completion to the UTO Office), Dare to Lead Training, board training as well as introductory training and on-boarding for your committee.

· [bookmark: _Toc262115677][bookmark: _Toc267571435][bookmark: _Toc267663021]Board members must be willing and able to travel (with reasonable accommodations) as requested by the Board President, or join meetings via Zoom.
[bookmark: _Toc5886089]
[bookmark: _Toc152229643]B. Tasks Associated with Being on the UTO Board
Participation in the work of UTO:
In order to participate fully in the work of UTO, members must:
· Possess or commit to learning how to operate a computer, email, and relevant software, especially Word, Excel, Microsoft Teams and Zoom.
· Commit to only using @episcopalnetworks.org email for UTO business because it automatically archives
· Be willing and able to collaborate, communicate, and participate.
· Regularly attend mandatory Board meetings, including meetings held electronically. Unavoidable absences may be approved by the President, but must be limited to no more than 2 each year. A reasonable number of excused absences is expected.
· Select (in conversation with the Executive Committee) and serve on an appointed committee(s). 
· Attend and actively participate in trainings, webinars, and workshops.  
· Attend national or regional events on behalf of UTO.

UTO Grant Process:
· Participate fully and in a timely fashion on submitted grant application(s) (read, rank, and submit by deadline) during the granting review period.
· Maintain confidentiality and accountability for actions related to grant process and award announcements, especially unresolved issues, until the grant applicants are notified of their status.

[bookmark: _Toc267663025][bookmark: _Toc5886091][bookmark: _Toc152229644]II.  Elections
[bookmark: _Toc267663026]In the year before a General Convention, the Nominating Subcommittee will determine who on the current Board is qualified and willing to serve in each of the UTO Officer positions to create a slate of potential officers to present to the whole Board to be voted on 12 months before the next scheduled General Convention begins, following the process set forth in Robert’s Rules of Orders. (See also Section IV.A.1 below.)
[bookmark: _Toc5886092][bookmark: _Toc152229645]III.  Meetings
Reference Article V and Article III, section 6 in the Bylaws for more information.
Typically, the Board meets monthly for 1-2 hours on Zoom. The Board will agree to a set date and time for all meetings so members can plan accordingly.

Agenda for Meetings:  One week prior to an online meeting the president will draft and circulate an agenda to all Board members. One month prior to a full in-person Board meeting, the president will draft and circulate a detailed agenda to the members and to the General Convention Office. The agenda includes the topics for discussion and an outline of when the discussions will take place.  Canon I.1.2(i) directs Standing Commissions, and other Interim Bodies by extension, to publish notice of their meetings and the topics for discussion. To fulfill this Canon, the General Convention Office posts each Interim Body’s meeting schedule online and includes agendas. Interested parties may send letters or e-mails to Interim Bodies or their Chairs in the care of the General Convention Office.   

[bookmark: _Toc261019803][bookmark: _Toc267663027][bookmark: _Toc5886093][bookmark: _Toc152229646][bookmark: _Toc261019804][bookmark: _Toc267571436][bookmark: _Toc267663028]Rules of Order for Board Meetings
[bookmark: _Toc5886094][bookmark: _Toc152229647]1. Standing Rules
	Our meetings: 
· begin and end on time, so please come ready to start working on time; 
· open and close with prayer; and
· require your full attention and participation.
Members of the Board will:
· listen attentively, be courteous of those who are speaking;
· speak clearly for the person taking minutes or to facilitate translation; 
· utilize the chat and raise hand functions on Zoom to ensure that everyone who wants to speak gets an opportunity;
· use “I” statements; 
· take care of their own needs—there are breaks scheduled but if you need to use the restroom or get a snack, please do so; 
· maintain confidentiality;
· respect one another and value differing opinions.
[bookmark: _Toc261019805][bookmark: _Toc267571437][bookmark: _Toc267663029]
[bookmark: _Toc5886095][bookmark: _Toc152229648]2. Parliamentary Procedure
Board business meetings will be governed per the documents of governance (see Board Orientation Handbook) and Robert’s Rules of Order. Parliamentary procedures exist to facilitate the transaction of business; provide a consistent format, structure, and democratic process; and promote concord and collaboration. All members have equal rights, privileges, and obligations.

[bookmark: _Toc267663034][bookmark: _Toc5886100][bookmark: _Toc152229649]IV.  Standing Committees of the UTO Board
The Standing Committees of the Board shall consist of the following:
· Executive Committee;
· Finance and Archives Committee;
· Formation and Development Committee; and
· Grants Committee.
Committee members shall serve for the full Triennium.

[bookmark: _Toc5886101][bookmark: _Toc267663035][bookmark: _Toc152229650]A. Executive Committee 
From Section 5 of the UTO Bylaws
· The Executive Committee shall consist of the President, Vice President for Grants, Vice President for Finance and Archives, and two additional Board members on a rotating basis. UTO staff are non-voting members of the Executive Committee. 
· Meetings of the Executive Committee shall be called by the President or Vice President for Grants.
· The Executive Committee shall act for the Board between meetings. It shall have the authority to handle policy pertaining to the operations, structure, and finances of the Board.
· The Executive Committee shall not modify any action taken by the Board regarding grant awards.
· The Executive Committee shall support the President in effectively executing the President’s duties as defined in Article IV, Section 3, #1, b:  appoint all committee members, chairpersons, and special committees, fill committee vacancies as needed, in consultation with the Executive Committee.

Additional duties of the Executive Committee not listed in the Bylaws:
· Provide leadership to the Board;
· Create agendas and provide input for upcoming Board meetings;
· Prepare and review budgets, reports, and informational requests made by the Executive Council of The Episcopal Church; 
· Share a summary of its meetings with the Board after they have been quickly reviewed by the Executive Committee; 
· Provide a method of communication of ongoing activities of United Thank Offering activities.
· The Executive Committee can NOT make a final approval of grants before submitting to the Executive Council. That must be done at a full Board meeting.
· In consultation with the Executive Council Liaison and Board President, request a meeting with whichever committee UTO reports to at least one time during each triennium.

[bookmark: _Toc152229651]1. The Nominating Subcommittee
· The Nominating Subcommittee (Triennial Task) consists of one member from each of the standing committees of the UTO Board and one appointed member; the committee will appoint their own convenor.
· The work of the subcommittee begins no later than one year prior to General Convention and ends at General Convention.

a. Oversight of the Election of Provincial Representatives
The Nominating Subcommittee shall:
· Prepare a job description and application for use during the selection process by provinces for membership on the UTO Board;
· Evaluate the credentials of applicants to determine if they are eligible to serve; 
· Hold the process to affirm or invalidate the candidates to serve on the Board.
· After the affirmation of the new Province Representatives, assess the Board’s composition and identify missing qualities, skills, and characteristics in order to make recommendations for appointed members.

b. Oversight of the Election of the Executive Committee
The Nominating Subcommittee:
· handles all business confidentially, legally, and ethically;
· reaches out to current Board members to determine interest and ability to serve; and
· creates a slate of candidates to present to the Executive Committee so that they can hold the election according to Bylaws Article 4 Section 2a and give the Board 30 days’ notice of the slate prior to final voting by the full Board.

[bookmark: _Toc152229652]2. Governing Documents Subcommittee
The Governing Documents Subcommittee (Triennial Task): 
· is convened by the current UTO Board President;
· consists of one member from each of the standing committees of the UTO Board and one appointed member;
· begins no later than one year prior to General Convention and ends at General Convention;
· each standing committee is responsible for revising relevant sections of the documents and providing them to the subcommittee through their representative;
· and review, monitor, and evaluate the official documents of the Board according to the current Bylaws and Memorandum of Understanding (hereafter, MOU). 

The committee shall:
· review, monitor, and evaluate the handbooks, policies and procedures, Bylaws, and MOU;
· participate in amending the Bylaws and MOU with Executive Council and in consultation with the DFMS attorney;
· participate in amending the policies and procedures and handbooks with the Board and Staff;
· serve as a resource on parliamentary procedure and the governing documents during Board meetings; and
· one member will be present at all meetings regarding Board member discipline.

The committee can:
· recommend changes to the handbooks and/or policies and procedures at any time it is requested, and these changes can be approved after review by the Board as long as they are not in conflict with the Bylaws and/or MOU. 
· recommend changes to the bylaws and/or MOU must be reviewed by the UTO Board and approved before review by the DFMS lawyer and then final approval by Executive Council.

[bookmark: _Toc267663043][bookmark: _Toc261019806][bookmark: _Toc267571438][bookmark: _Toc152229653]3. Accountability Subcommittee
The Accountability Subcommittee only meets when called by the President to deal with concerns about a member or members’ performance of Board responsibilities: 
· is convened by the current UTO Board President;
· consists of one member from each of the standing committees of the UTO Board and one appointed member.

The committee shall:
· be knowledgeable about the handbooks, policies and procedures, bylaws and MOU;
· conduct all business while maintaining confidentiality;
· document all decisions and actions;
act with integrity to UTO’s guiding principles and values.

[bookmark: _Toc5886109][bookmark: _Toc152229654]B. Finance and Archives Committee
The Finance and Archives Committee oversees all financial matters, archival, and story-telling work of the United Thank Offering, they uphold the Boards core values of transparency and accountability in words and numbers through storytelling and reporting. The committee reports to and is appointed by the UTO Executive Committee.

The Finance and Archives Committee:
· is convened by the Vice President for Finance and Archives;
· consists of: 3 Province Representatives and 1 appointed member; and one staff person;
· meets virtually at least quarterly.

The Chair of the Finance and Archives Committee shall:
· schedule all committee meetings with the help of a UTO Staff member;
· create and share the agenda;
· appoint someone to take minutes from the meeting; and
· prepare reports for the UTO Executive Committee and/or UTO Board. 

[bookmark: _Toc152229655]1. Financial Tasks and Oversight
The Committee will work in collaboration with the DFMS Finance and Development Offices as well as a hired financial consultant as needed. Through the staff, they will also work in collaboration with Episcopal Migration Ministries (EMM) on shared fundraising opportunities.

The Finance and Archives Committee will oversee:
· all Ingathering income, coming from both individual donations and Ingathering Income Trusts, ensuring all monies are allocated for grants;
· the Wright (630.02), Bell (827.00), and Memorial (852.00) Trust Funds whose income is used to finance the work of the United Thank Offering;
· funds received from the General Convention Budget as needed; and
· the Trusts established to provide pensions.

The Finance and Archives Committee shall:
· prepare, present, and monitor all budgets for the Board’s approval;
· present a financial report at UTO Board Meetings;
· evaluate and advise the Board on long-term planning and budgeting;
· receive and review quarterly reports of interest income from the Trust Funds;
· review and understand all income and expense reports from the UTO Staff Member and Finance Office;
· be familiar with all applicable Trust Fund documents to ensure the donor’s intent is being followed;
· maintain oversight of available Ingathering amounts along with DFMS staff;
· work with staff on ways to promote giving to the Ingathering and trusts;
· oversee the collection of Blue Boxes at meetings and at General Convention/Triennial;
· coordinate with Grants Committee regarding the amount available for grant;
· ensure accuracy of DFMS bookkeeping and financial reporting;
· assure UTO operates in accordance with the financial practices and guidelines of DFMS;
· ensure UTO’s funds are spent appropriately;
· with staff, determine and negotiate contracts as requested by committees to support their work;
· participate in the annual UTO training day; and 
· annually approve the proposed General Convention offset from the DFMS Chief Financial Officer.

The UTO Staff Member responsible for finances shall:
· Maintain record of Ingathering donations and send donor acknowledgements monthly
· Work with the DFMS Finance and Development Office to ensure accurate Ingathering reporting
· Track unused and returned grant monies to ensure funds are returned to the appropriate account and keep Finance Committee appraised of such transactions
· Maintain the Memorial Trust Fund Book as donations are received on an ongoing basis. Keep and present the Memorial Trust Fund Book at Triennial/General Convention.
· Maintain the daily records of monies received and spent by the UTO Board and Staff and report to the Finance Committee at least once quarterly
· Ensure receipts, reimbursements, and invoices are submitted and processed in accordance with the Finance Department’s guidelines
· When requested, send Ingathering reports to parish and diocesan coordinators
· Maintain Ingathering Reports by year and triennium for publication on the UTO website
· Work with the Development Office to track online donations, ensure accuracy, and develop innovative methods of giving
· Be the primary liaison between the Finance Committee and DFMS Finance Office
· Prepare budget requests for operating expenses

[bookmark: _Toc152229656]2. Archival Tasks and Oversight
The Committee will work in collaboration with the full Board and The Episcopal Church Archives (per Canon I.5.1 and I.5.2) to fulfill all archival requirements prior to General Convention.

The Archives Subcommittee shall:
· At the beginning of the triennial, remind committees of the importance of archives and “archiving as you go”;
· At the end of each year, review the files in teams to ensure that they are complete;
· The chair will ensure that minutes are taken at each meeting (Board and Committee), are approved at the following meeting (or by electronic approval if the committee needs to send them as a report to the Board), and include the following:
· List of members (present, excused, absent)
· Meeting specifics (location, opening date and time, closing date and time)
· Summary of discussions (organized chronologically) 
· Votes that were taken (including results)
· Specifics of the next meeting (location, opening date and time, closing date and time)
· Minute taker’s name and email contact
· Review and update documents regarding the history of UTO and create new ones as necessary;
· With staff, prepare materials and/or an event to mark the feast day of Julia Chester Emery each year.

The UTO Staff Member responsible for archives shall:
· Maintain their working files so that they are accessible and easily archived;
· Archive their working files each triennium;
· Ensure that all Board records are transferred into Teams for archiving;
· Work with the Archives to transfer materials at the close of each triennium;
· Archive two (2) copies of all printed materials;
· And work with the archives to maintain the digital Julia Chester Reading Room.

[bookmark: _Toc152229657]C. Formation and Development Committee

The Formation and Development Committee:
· is convened by the President;
· consists of: 3 Province Representatives and 1-2 appointed members; 
· The Staff Officer serves as the main staff liaison to this committee with voice but no vote.
· One member of this committee, selected by the Chair, serves on the Nominating Subcommittee.
· One member of this committee, selected by the Chair, serves on the Accountability Subcommittee.
· One member of this committee, selected by the Chair, serves on the Spanish Language Subcommittee.

Role of the UTO Staff in relationship to the work of the Formation and Development Committee.
The work of the Formation and Development Committee is a collaboration between the members of the committee and the staff, except for the Nomination Subcommittee, which the staff is not involved in. Oftentimes, the work is supported or created by staff, consultants, volunteers, and other UTO members with drafts reviewed by committee members. All printed materials are designed, translated, and edited through the Communications Department of DFMS. 

1. Networking and Partnerships
a. The ongoing work of networking and partnerships includes finding and evaluating opportunities, evaluating the costs and benefits of participation, and recommending the person(s) best suited to represent UTO at in-person events.
b. Recommendations of in-person events can come from Board members, staff, or invitations from the wider church;
c. The committee will develop criteria annually to evaluate the potential impact of events and make selections;
d. Annually prepare a budget request for the Finance and Archives Committee and then manage that budget accordingly;
e. Create and maintain the local grant site pilgrimage suggestions for UTO members with staff.
f. Plan the level and types of the UTO Board members’ participation at General Convention and Triennial.

2. Education and Training – the committee will oversee and work with staff to ensure the ongoing training of UTO leaders and members through the following offerings:
a. Training for Incoming Board Members (Triennial Task): Plan and recruit support for an on-boarding training at the beginning of the triennium for UTO Board members that includes:
i. Anti-Racism Training;
ii. Dare to Lead Training;
iii. Microsoft Teams and Salesforce training;
iv. Training for speaking engagements and workshops;
v. and Board training, including intentional transitioning in committees from those who are going off the Board to those who remain and committee discernment/assignment.

3. Training for UTO Leaders 
a. Plan and support an online annual training day for UTO leaders;
b. ensure that there is one training day in English and one in Spanish or that translation is offered;
c. ensure that it is publicized well in advance and in many places.
4. Training for UTO Members (virtual trainings, formation materials)
Prepare a biannual calendar so that people can plan ahead for materials, webinars, formation events, and other offerings.

5. Development and Review of Educational Materials
In an effort to meet the expressed needs of coordinators and members, our goal is to provide a variety of training opportunities to build and strengthen skills, increase and deepen participation in the spiritual discipline of gratitude, and foster a renewed focus in ministry outcomes. 

Work with UTO staff to develop materials to promote the United Thank Offering and to enhance the teaching of the spiritual discipline of gratitude throughout the church utilizing the following formats;
1. Printed Materials
2. Downloadable Resources
3. Multimedia (podcast, videos)
4. Training events (see above)
5. Large event/single event webinars 
6. Small group events (book club, worship, etc.)
7. Kit for speaking engagements
8. Kit for running UTO workshops

Create and standardize a method for reviewing all educational materials or events to track the need for updates, retirement, transition in format, or development of new materials throughout the triennium. Typically, this review can happen over the summer prior to setting the calendar for the church program year. Materials should be reviewed in light of potential events for release giving thought to the time needed for creation, printing, etcetera.

[bookmark: _Toc152229658]1. Spanish Language Subcommittee
The Spanish Language Subcommittee: 
· is convened by the UTO Board President;
· consists of any members who speak Spanish or are interested in working in Spanish;
· the Staff Officer supports the work of the subcommittee.

The committee shall:
· review, monitor, and evaluate the formation materials created by the committee to determine which ones will be translated into Spanish;
· work with the staff to ensure translation of the annual training day or to create a separate training day focused on the experience in Spanish-speaking countries;
· work with Global Partners staff to connect with and prepare Spanish-speaking grant applications via a webinar in Spanish regarding the grant process;
· work with staff to maintain the Spanish language webpage; and
· help create materials that might be necessary and unique for Spanish-speaking countries.

[bookmark: _Toc152229659]2. UTO Prayer Booklet Subcommittee

The UTO Prayer Booklet Subcommittee: 
· is chaired by someone appointed by the UTO Board President, preferably someone who served on the committee during the last triennium;
· consists of three committee members; and
· the Staff Officer supports the work of the subcommittee.

The committee shall:
· determine the focus areas for the book of prayers;
· create the call for prayers for the UTO prayer booklet;
· work with staff to promote the submission of prayers;
· work with staff to determine a timeline for the project ending no later than August prior to General Convention;
· review submissions and determine final organizational structure;
· review the draft from communications; and
· finalize the prayer booklet for production for General Convention.

[bookmark: _Toc5886106][bookmark: _Toc267663039][bookmark: _Toc152229660]D. Grants Committee
The Grants Committee shall consist of:
· the Vice President, who is the Chair of the Committee;
· 3 Province Representatives;
· 1-2 Appointed Members;
· And the United Thank Offering Staff Officer, who has voice but no vote.
· The leadership of the Grants Committee is a collaborative effort of the Vice President and the UTO Staff Officer.

The Grants Committee shall:
a. Develop a grant focus and criteria, taking into consideration the mission priorities of The Episcopal Church (note: they are developed a year and half in advance, in the fall for approval at the winter Executive Council Meeting so they can be released early in the year when the fundraising for the focus takes place).
b. Review all submitted grant applications as a first step to eliminate applications that do not meet criteria by analyzing the budget of all eligible applications for non-fundable items and subtracting those items before forwarding to the Board for review.
c. Develop the supplemental information, instructions, and grant application form for the upcoming granting cycle (done in the late spring, after the grant cycle has ended for release over the summer) 
d. Approve grant extensions and send recommendations to the Board or to the Board Executive Committee for final approval. 

The Vice President shall:
a. Develop a grant timeline for each grant cycle in consultation with the UTO Staff;
b. Send the focus and criteria to the Staff to be proofread, and then to the President to be approved by the Board;
c. Send the grant application and associated forms to the Grants Committee to be updated by the date set for the grant cycle. Submit final application and associated materials to the UTO Staff to be posted online;
d. Lead grant writing webinars and workshops during the training day in conjunction with the UTO Staff and/or other members of the Grants Committee;
e. Update and revise the grant reviewing rubrics and distribute to the Board;
f. Prepare the final results of the Board assessments of the grants and determine the cut-off for funding and present them to the Board for approval; and
g. Update grant award, invitation, and other letters in consultation with the UTO Staff.

The UTO Staff shall:
a. Manage and/or create the online structures for receiving grant applications;
b. Answer questions and assist applicants and dioceses with the application process;
c. Facilitate with the Presiding Bishop’s Office the application from the Presiding Bishop and ensure that it is within criteria;
d. Process the applications for the Board members to evaluate and rate in a timely manner, allowing Board members as much time as possible;
e. Create forms for the recording and evaluation of grants for both the Grant Committee and the full Board;
f. Serve as the main contact to assist with grant applications coming from The Anglican Communion and Aided Dioceses. In the absence of the Staff, the Vice President will serve in that capacity;
g. Hold a virtual meeting between the Grants Committee and appropriate DFMS staff, inviting interested Board members, to review the grants applications from the Anglican Communion and Aided Dioceses.
h. Work with the Vice President to create the grant list for Executive Council approval and then for the creation and production of the grant brochure;
i. Create reports on the grant process for review by the Board and Executive Council;
j. Process all paperwork for approved grants for the archives, and finance department for the processing of payment of grants in a timely fashion;
k. Send notifications to all applicants following Executive Council approval;
l. Send reminders of when reports are due;
m. Process extension requests for review and notify applicants of the results; and
n. Process all grant reports for use in publications and for the archives.


[bookmark: _Toc267663045][bookmark: _Toc5886110][bookmark: _Toc152229661]V.  Policies and Procedures for Personal Conduct
The following information is provided to help members understand key policies that guide the work of the Board.  Some of these are mandated to us through the Constitution and Canons of The Episcopal Church while others are particularly important given the sensitive nature and intricate granting process we undertake each year. If you have further questions regarding these policies, please ask.
[bookmark: _Toc267663046][bookmark: _Toc261019807][bookmark: _Toc267571439]
[bookmark: _Toc267663047][bookmark: _Toc5886111][bookmark: _Toc152229662][bookmark: _Toc261019808][bookmark: _Toc267571440]A.  Statement of Confidentiality 
Confidentiality is defined as “spoken, written, acted on, etc., in strict privacy or secrecy.” 
Excerpted from www.dictionary.reference.com/browse/confidentiality 

The practice of confidentiality is often misunderstood among members of a Board like United Thank Offering (UTO), because of the extensive number of meetings and communications exchanged related to Board business. Many exchanges of information are confidential and should not be shared with anyone outside the Board.

One easy way to remember what is confidential and what is not is: unless it is in the approved minutes, on the website, or in e-newsletters, it is probably confidential. Sometimes there are outcomes that are NOT confidential, but the discussion that leads up to them is often best kept confidential. It is best to err on the side of caution rather than unwittingly to cause harm.

The purpose of maintaining confidentiality is to protect individuals—DFMS staff and members of the Board, as well as the people, parishes, and dioceses that UTO serves, and The Episcopal Church. Harm comes when people overhear and repeat misinformation, in some cases affecting a person’s job, whether paid or volunteer, or relationship with a supervisor. 

One major source of breaches of confidentiality is to attribute a remark or action to a specific individual outside the meeting. Gossip is the source of many breaches of confidentiality and is not something that serves the greater good. As a Christian organization, we strive to do God’s will in love, and not to cause any type of harm. Although breaches of confidentiality are often unintentional, serious and especially intentional breaches can result in removal from the Board, especially in relation to the granting process.

Remember, unless it is posted on the web page for all to read and see, it is best kept confidential. Please ask yourself the question, as an ambassador for the Board, “Will my comments benefit the ministry of UTO or could they do harm?” If your comment will cause UTO or an individual harm, then don’t say it.

[bookmark: _Toc267663049][bookmark: _Toc5886112][bookmark: _Toc152229663]B.  Codes and Policies
The purpose of establishing the Code of Ethics and Conduct is to provide guidance to the members of the Board regarding behavioral and ethical matters as they address their duties and obligations, enhancing relationships, encouraging teamwork and fostering respect within the professional boundaries of the Board.

Board members shall:
· Carry out the duties of the Board honestly, conscientiously, and loyally.
· Be committed to gratitude and mission as top priorities.
· Commit to ensuring a positive and productive work environment for all by showing respect to each Board member.
· Collaborate with colleagues in a respectful manner, both on the Board and in your diocese and province.

[bookmark: _Toc261019809][bookmark: _Toc267571441][bookmark: _Toc267663050][bookmark: _Toc5886113][bookmark: _Toc152229664]1. Code of Ethics and Conduct
Board members shall:
· behave with integrity, in an ethical and professional manner in their interactions within, in regard to, and on behalf of the Board;
· maintain and exhibit high standards, morals and values, using professional judgment at all times, as well as, handling all matters confidentially, exercising due diligence;
· not engage in conduct that will compromise, discredit or diminish the integrity of the United Thank Offering; 
· be sensitive to the workload of others when requesting assistance;
· respectfully consider the opinions of others during deliberations, strive for integration of viewpoints in decision making, and respect the judgment of the Board in regard to its decisions in public and in private; 
· Be sensitive to cultural differences;
· Not be afraid to ask questions; and
· assume others are doing their best and working from a place of goodness and gratitude.

[bookmark: _Toc152229665]2. Grant-Rating Conflict of Interest Policy
All grant applications are to be treated equally without regard for the submitting diocese.  Anytime a board members does not believe that they can evaluate an application objectively, they should abstain from voting on that application.  

Board members are permitted to vote on applications submitted by their diocese but they are not permitted to vote on applications written by family members or close friends.

Although board members are allowed and encouraged to offer editorial advice on applications, they are not permitted to write any portion of an application.  
For any reason, you do not feel like a grant application should continue in the process due to inside information you may have, you will be asked to confidentially disclose this information to the UTO Staff Person who will advise on the best course of action regarding the confidential information you have.

[bookmark: _Toc267571443][bookmark: _Toc267663052][bookmark: _Toc5886115][bookmark: _Toc261019811][bookmark: _Toc152229666]C. Reimbursement Policy
The Board functions on an annual balanced budget. Thus, we must be diligent in managing the cost of our ministry and cannot overspend on any project, meeting or item. Therefore:
[bookmark: _Toc115349588][bookmark: _Toc152229667]1. Meetings
· You will receive an email invitation from the UTO Board President through a staff person. This will direct you to arrange your flight and assist with housing. At this time, you can also request an advance to cover travel expenses by notifying the staff.
· All changes in travel (meaning coming early or leaving late from an in-person meeting) must be discussed with the staff person sending the call to meeting prior to booking your plane ticket since if there is an additional cost it is at your own expense;
· Please book your plane ticket immediately, and abide by the Travel Guidelines of The Episcopal Church which are updated annually and will be sent to you by the UTO Staff.
· The Board abides by the Alcohol Use Policy of The Episcopal Church as well as any diocesan/parish policies which might be more strict where we are gathered.  
https://extranet.generalconvention.org/staff/files/download/14284
· The following expenses are covered by UTO Funds when travelling: transportation, a daily set allowance for food and drink, reasonable tips, or other expenses as outlined on the travel expense form. UTO will not reimburse sightseeing expenses, souvieneers, or items for personal use.
· Please send your meeting reimbursement requests in a timely fashion to the staff person requesting them, if it is being sent to the General Convention Office, please copy UTO Staff on the email. The travel expense form changes each year to reflect mileage rates, you will be sent one prior to the meeting and afterwards, please keep all receipts as they are required for reimbursement.

[bookmark: _Toc152229668]2. Ministry Expenses
· All expenditures over $1,000 must be approved by the Executive Committee; 
· Contracts can only be signed and completed by the Senior Officers of DFMS;
· Any expenses that are not incurred while participating in a meeting must be accompanied by approval from the Board President and sent to the UTO Staff for processing and payment.

[bookmark: _Toc152229669]D. Conflict of Interest Policy
Board Members are representatives of the United Thank Offering Board as well as the Domestic and Foreign Missionary Society (DFMS) and therefore must declare any potential conflicts between personal involvements and the work of DFMS.  Prior to your first Board meeting, you will need to read the Conflict of Interest Policy and then sign and return to the UTO Office a Conflict of Interest Report. Since this policy document is also reviewed regularly it is not included in this handbook but is available for download from: 
https://extranet.generalconvention.org/staff/files/download/826.pdf 

[bookmark: _Toc115349589][bookmark: _Toc152229670]E. Sexual Harassment Policy
Sexual harassment is against the law and will not be tolerated.  All Board members are required to read the Sexual Harassment and Sexual Abuse Policy of DFMS and sign and return to the UTO office a form acknowledging that you have read and understood it before the first meeting of the Board.  It is available at: https://extranet.generalconvention.org/staff/files/download/826.pdf.

[bookmark: _Toc115349590][bookmark: _Toc152229671]F. Anti-Discrimination Policy
The Board prohibits and will not tolerate any form of discrimination.  Discriminatory behavior is cause for immediate removal from the Board.  All Board members are required to participate in Anti-Racism training prior to reading and reviewing grant applications.  Please contact your diocese to see when Anti-Racism training is available in your area. Once you have completed Anti-Racism training, please mail your certificate to the UTO Office.

[bookmark: _Toc115349591][bookmark: _Toc152229672]G. Safe Church Policy
Current Safe Church certification is required for all members of the Board since many of our site visits bring us into contact with minors. It is necessary for you to complete Safe Church training in your diocese prior to the first meeting of the Board according to the training regulations in your diocese and make sure as a leader in the church your certification is current under the regulations imposed by your diocese and that a copy of your certificate has been emailed to the UTO Office.

[bookmark: _Toc267663053][bookmark: _Toc5886117][bookmark: _Toc152229673]VI. Disciplinary Procedures
When corrective action is required due to the potential violation of the Code of Ethics and Conduct, bylaws, and/or policies and procedures, the Executive Committee will convene a Disciplinary Subcommittee to review, research, and investigate the reported violation, meet with involved parties, and determine the course of action to address the violation. This process will be handled with the utmost integrity, openness and compassion.

[bookmark: _Toc152229674]VII. General Information
This is a living document and will be reviewed and amended as the Board deems necessary. All suggested revisions or areas deemed not covered in this document must be submitted in writing, at least 30 days in advance of a meeting, to the Executive Committee. Matters not addressed in this document are covered in the Board Bylaws and the Memorandum of Understanding between the Board and DFMS. 

Approval of all revisions of this document and like documents will be made by the entire Board.
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