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Communications among members of the congregation and to the wider world is achieved with 
several important publications. These publications include the printed newsletter, the eNews, 
eBlasts sent to CLUUC email lists, the Annual Report, announcements in the order of service, 
CLUUC presence on social networking sites, and the CLUUC website.   
 
All communications must do the following: 

1. Advise the members and friends of CLUUC, on a timely basis, of the activities of 
the church community and opportunities for participation. 

2. Make sure that the members and friends of this congregation are informed on 
topics having to do with the condition of the institution. Such information 
includes reports of actions taken by the Board of Trustees; reports by ministers 
and other members of the staff; reports on activities of church committees and 
other church groups; reports on the financial aspects of operation, capital, 
endowment, and other special funds; the activities of the CER, and UUA; and 
reports on any routine or special maintenance or building projects. 

3. The editorial staff of CLUUC publications, in preparing layout using information 
submitted by members of the congregation and staff, may determine the following 
aspects of the finished product:  the length of any submitted article in the body of 
the publication (with the exception of material written by a minister on his or her 
service), by changing or deleting any part of the material which in the editor’s 
opinion is not essential to the message.  

 
The length and format of the publication, giving special consideration to the following: 

1. The amount of material an individual congregation member can be expected to read. 
2. The amount of staff time required to produce the publication. 
3. Whether or not an announcement of a single event (except for major church activities) 

will be limited to two consecutive weeks, or whether such announcements may run over a 
longer period of time. 

4. Submissions should be of original content or content that’s been adapted to reflect Cedar 
Lane’s involvement or connection to the event or announcement.  Events or 
announcements not meeting this requirement are deemed “irrelevant content” and are 
generally considered to be content that does not directly relate to Cedar Lane UU Church 
and its congregation, and will not be published. 



5. No item campaigning for or against any candidate for church or public office shall be 
printed, nor shall any personal attack on the character, integrity, conduct, attitudes, or 
beliefs of another individual be printed. 

6. As the publications covered in this policy are or can be made public, it is important to 
remember that these documents serve as marketing tools for our congregation and the 
denomination. The editorial staff reserves the right to decide on the appropriate forum for 
ongoing debates, especially those that may be divisive or alienating. 

7. With the exception of solicitations from the Social Justice Team, no material will be 
printed which attempts to solicit funds without approval of the Senior Minister or the 
Board of Trustees. 

8. The deadline for submission of items shall be established for the convenience of editorial 
staff. 

 
Procedures: 
 
1) Newsletters: The CLUUC paper newsletter will be produced and published monthly, in the 

fourth week of the month. The electronic newsletter will be sent on Fridays, and prior to that 
in the case of Holidays occurring on the Friday. Submissions for either format are due 
Wednesday at noon and should be sent to newsletter@cedarlane.org. 

2) eBlasts to the congregation or to email groups such as Religious Education parents shall be 
sent on an as needed basis with important information such as cancellations, building closing, 
reminders, and time sensitive upcoming events. Discretion over what constitutes ‘important 
information’ lies with staff. 

3) Annual reports are to be submitted by each committee, the board of trustees, the ministers, 
the administrator, the treasurer, the director of music, and the membership coordinator in 
time to be compiled for distribution at the annual meeting in April. The annual report should 
contain a description of the work performed over the previous year, with achievements and 
statistics included as appropriate. 

4) Announcements in the Order of Service:  Submissions for announcements in the order of 
service should be received by Wednesday of each week. Items must be short, to the point, 
and in reference to events that will occur in the next ten days. There will be no 
announcements in the Easter, Christmas Eve, and Fourth of July orders of service. 

5) Website and our CLUUC presence on social networking sites such as Facebook and 
Instagram. In addition, special emphasis is placed on ensuring the website is informative for 
those new to Unitarian Universalism and new to Cedar Lane. The website is intended to 
reflect the aspects of Cedar Lane, with submissions from church committees, members and 
staff as well as links to other UU organizations and Cedar Lane groups. 
 

Items submitted will be posted if the subject relates to Cedar Lane’s mission, if the information 
provided is accurate and current, and if it focuses on Unitarian Universalist ideals rather than 
promotion of a product or service. 

mailto:newsletter@cedarlane.org


 
Photographs:   
When photographs are posted on the website no caption will be used that identifies a Cedar 
Laner by name without permission. In the case of minors the permission of all parents/guardians 
must be on file for any minors who are shown in pictures but no minors will be identified by 
name. 
 
All submissions for the website will be channeled through our Communications Coordinator to 
ensure compliance with these policies. Content will be reviewed on a regular basis by the 
Communications Coordinator who is charged with the deletion of outdated postings. 
 
Social Media: 
Our Facebook, Instagram, Twitter and Tumblr pages are intended as outreach to the Cedar Lane 
community all over the world, facilitating communications within our community and also to 
attract visitors new to Cedar Lane.  Should there be determination made by the editorial staff that 
information submitted by a member or church group does not comply with this policy; the 
information will not be printed/posted. A request to overturn the determination may be made to 
the Senior Minister. 
 
 


