Lay Chaplaincy Application, Renewal & Fee Assessment Procedures and Forms
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CUC Lay Chaplain Application Process

Congregation

1. Searches for new lay chaplain or lay-chaplain-in-training, providing requirements and expectations from both the CUC and the congregation. 
We recommend advertising it frequently and holding information sessions if it’s been more than 2-3 years since you last recruited.  Some congregations conduct a search through their nominating committee.
2. Selects one or two persons from those who apply after interviewing and reference checking.

3. Affirms to CUC that they have a process for establishing a contract that includes: a maximum 6-year term, a no counselling clause, regular, written evaluation process and confirms the existence of a supervisory body such as a Congregational Lay Chaplaincy Committee or Board and that the applicant is aware of this and if approved by the CUC is prepared to sign the contract.
4. Congregational Lay Chaplaincy Committee chair contacts CUC Lay Chaplaincy Committee liaison to apply  The CUC LCC liaison offers help and ensures that the congregation understands the requirements and rationale for 3 above.  As much as anything, the CUC LCC liaison is a “Supportive presence”. 
Notes: Lay Chaplains should not sign the contract with the congregation or be voted on by the congregational board or general meeting until "pre-approved" by CUC.
Liaison: advises congregational LCC contact that the application form, upcoming training, sample contract, etc.  is on the web site. 

CUC Administrative Coordinator

5. Application form comes to CUC Administrative Coordinator via email from the website online form or to the Toronto office via hard copy.

The CUC Administrative Coordinator checks that application comes from the congregational lay chaplaincy committee chair, not the lay chaplain themselves (although additional information may come from the prospective lay chaplain).  If unclear, ask the CUC LCC liaison to contact the congregational LCC Chair or Congregational Board President to check status.

6. CUC Administrative Coordinator sends the application to the CUC LCC liaison responsible for that congregation for them to make a recommendation to the CUC LCC for approval, further conversation or bring concerns back to the congregational LCC.
(Note: CUC LCC liaisons are listed on the web at the Who's who section.)

CUC LCC Liaison
7. Forwards their recommendation to the CUC Lay Chaplaincy Committee via the email list.  

Some Criteria to look for in the application: 
1. Length of time as a member of a UU congregation

2. Involvement in other leadership roles

3. Public speaking and presentation skills

Note: when considering past experiences, note that success or lack thereof in a particular past experience may or may not indicate success in this fairly unique role.

Among topics that might indicate further conversation to ensure assurance to the CUC and appropriate congregational practices and guidelines are:
If a fairly new member, what related experience and education do they have that would indicate understanding of UU theology and polity

If there has been a history of health concerns that makes the person unavailable, what procedures does the congregation have to ensure that any services committed to will be done with no problems for the congregation, CUC or clients. 

If there are any other constraints on the individual’s time and availability, how will that be managed fairly among the other lay chaplains and still meet the outreach and service goals.

8. When affirmed by the CUC LCC, the CUC LCC liaison notifies the congregational contact and requests that they notify them when, a) contract is signed - and send it to Toronto CUC office, and b) date of board or congregational vote. 
Congregational Lay Chaplaincy Committee Chair
9. Sends information above to CUC LCC liaison. If they send other enquiries to the CUC Administrative coordinator, the CUC Administrative Coordinator should simply reply with a cc to the CUC LCC liaison saying they have forwarded their inquiry possibly providing forms and guidelines by attachment and weblinks.
CUC Administrative Coordinator

10. Ensures all required documentation is in. 

· For Ontario prepares a Certificate of appointment using the date of appointment.

After this information is received, the Administrative Coordinator proceeds with registration with the Provincial authorities. 

Note: Once the contract and vote are complete, the new person is a Unitarian lay chaplain, but cannot perform marriages until the registration is processed. i.e. they can be listed as such on the congregational website, newsletter, order of service, etc. and conduct memorial services, child dedications and other ceremonies not requiring registration.

11. For Ontario, ensures the government form(s) are completed, signed and witnessed as required. 
CUC Executive Director or Associate Executive Director signs forms to go to government
12. Linda Thomson (Associate Executive Director) or Mary Bennett (Executive Director) sign the forms.
CUC Administrative Coordinator

13. CUC Administrative Coordinator sends all required documentation to the appropriate provincial government office and lets Congregational LCC Chair and CUC LCC liaison know it's been sent. 

 

14. Government may give acknowledgment by email or phone along with the registration #.  If so, forward to CUC LCC liaison, lay chaplain and Congregational lay chaplaincy committee chair.

 

15. Provincial Certificate of Registration or notification comes to Toronto office via mail; CUC Administrative Coordinator sends any official certificate to the new Lay Chaplain, making a copy for CUC records.
(Note: we've kept the Toronto office address as the address for all registrations.)

 

16. Notify the Lay Chaplain, CUC LCC member and Congregational contact when the approval comes in from the government; be sure to include the registration number.
CUC Administrative Coordinator/Email Group Assistant

17. Ensures new lay chaplain is in database with correct address, phone number, email, registration # and date of registration. Ensures database and directory are updated by sending to database@cuc.ca or manually entering.

Note: Any CUC LCC member should send updates as they receive them to database@cuc.ca.

18. Adds new lay chaplains to the appropriate bi-regional discussion group (cuc-lay-chaplaincy-east OR -west) and the “news” email group (cuc-lay-chaplaincy-news). Adds lay chaplaincy committee chairs to the -news group and discussion group if they wish.
CUC Lay Chaplaincy Committee Liaison
19. CUC LCC Member announces and welcomes new lay chaplains on the lay chaplaincy (west or east) email group copying the new lay chaplain and the congregational lay chaplaincy committee chair. 
 
This information and supporting documents can be found at:
Weblink:  http://cuc.ca/lay_chaplaincy/index.htm#ADMINISTRATION
 

Note: with an Emerging Congregation. – the Mentoring Congregation must apply.
Routine Communication:

CUC Administrative Coordinator
· Sends quarterly message to cuc-lay-chaplaincy-news including weblinks and information about the process and what's needed.

· Keeps a checklist of what's required and when it's been received so the CUC LCC and/or CUC Executive Director can know where the process is at any time.

· Sends a monthly report showing applications and removals in previous month to CUC Executive Director and CUC LCC Chairs.
· Sends directory to lay chaplains and committee members. 

CANADIAN UNITARIAN COUNCIL

CONSEIL UNITARIEN DU CANADA

018 – 1179A King Street West, Toronto ON M6K 3C5

1-888-568-5723 Toronto: 416-489-4121 FAX: 416-489-9010

CUC West: 949 West 49th Avenue, Vancouver BC V5Z 2T1   604-264-0088

http://www.cuc.ca/lay_chaplaincy
EMAIL CUC Lay Chaplaincy Committee: lcc@cuc.ca

APPLICATION FOR ENDORSEMENT AND REGISTRATION

OF LAY CHAPLAIN
Congregation Information

Name of Congregation: _______________________________________________________

Contact Person/Lay Chaplain Supervisor: ___________________________________________

Position: (Lay Chaplaincy Committee Chair) or _______________________

Email: _______________________________________

Phone: ___________________ Fax: _____________________

Lay Chaplain Information

Name of Candidate for Lay Chaplain: ____________________________________
Is applicant a member in good-standing of the congregation? _________________
Date he/she joined congregation: _____________________________________

What training has the person received?

CUC __________________________________________

Local/regional/congregational _________________________________

What plans have been made to provide training or mentoring for the lay chaplain?

_________________________________________________

General Lay Chaplaincy Information

Selection Process 

A. Regular Process was followed in choosing this candidate: 
· Conducted an interview by the Board of Congregational Lay Chaplaincy Committee

· Ensured that candidate meets qualification criteria according to CUC Lay Chaplaincy Guidelines, (page 2 of the Congregational Lay Chaplaincy Manual)

· elected at by congregation at a general meeting
· Signed contract
· Has a regular, written evaluation process. 
B. Other process (Describe)

________________________________________________________________

____ Copy of signed contract attached – electronic copy filed with lcc@cuc.ca
If the appointment is for less than one year, please give reasons.

________________________________________________________________

How many continuing lay chaplains does your congregation have? _______

If two or more, how many rites of passage were performed in the past year? ____
Signature:__________________________ Date: ______________________
Thank you for filing this application.

CUC-Lay Chaplaincy Committees East and West
Email: lcc@cuc.ca
Please mail/fax documents to the CUC Toronto Office:

RE: Lay Chaplaincy

Canadian Unitarian Council
018 – 1179A King St W

Toronto, ON  M6K 3C5

Fax: (416) 489 - 9010  

CANADIAN UNITARIAN COUNCIL

CONSEIL UNITARIEN DU CANADA

018 – 1179A King Street West, Toronto ON M6K 3C5

1-888-568-5723 Toronto: 416-489-4121 FAX: 416-489-9010

CUC West: 949 West 49th Avenue, Vancouver BC V5Z 2T1   604-264-0088

http://www.cuc.ca/lay_chaplaincy
EMAIL CUC Lay Chaplaincy Committee: lcc@cuc.ca

LAY CHAPLAIN INFORMATION SHEET

Name: (as you would like on your certificate of registration) ______________________________

Date of appointment: (i.e. Board or congregational vote) ________________________________

Full Canadian Address: __________________________________________________________
Email Address: _________________________________________________________________

Phone Number: ________________________________________________________________

Your Congregation’s Contact Person/Lay Chaplain Supervisor: ___________________________

Their phone number and/or email: _________________________________________________

Congregational experience: (e.g. committees, speaking, etc.)

Denominational (regional, national, continental) experience:

Related work or volunteer experience:

How do you feel this will be a spiritually deepening experience for you?

How do you see the role of lay chaplain in outreach for our religion?

Please add anything else you would like to tell the CUC Lay Chaplaincy Committee.
______________________________________________________________________________
______________________________________________________________________________
_____ Please refer my name to the Canadian Unitarian Universalist Lay Chaplains Association for information. 

_____ The CUC automatically adds you to both the lay chaplaincy news email list and your lay chaplain region’s email list. If you don’t want to be added, please state ‘no’ in the space provided.   
Signature: _____________________________________________________________________
Please mail/fax documents to the CUC Toronto Office:

RE: Lay Chaplaincy

Canadian Unitarian Council

018 – 1179A King St W

Toronto, ON

M6K 3C5

Fax: (416) 489 - 9010  

CANADIAN UNITARIAN COUNCIL

CONSEIL UNITARIEN DU CANADA

018 – 1179A King Street West, Toronto ON M6K 3C5

1-888-568-5723 Toronto: 416-489-4121 FAX: 416-489-9010

CUC West: 949 West 49th Avenue, Vancouver BC V5Z 2T1   604-264-0088

http://www.cuc.ca/lay_chaplaincy
EMAIL CUC Lay Chaplaincy Committee: lcc@cuc.ca

APPLICATION FOR RENEWAL

OF LAY CHAPLAIN’S APPOINTMENT

Please complete online, or return by email or mail by March 31.

http://www.cuc.ca/lay_chaplaincy/index.htm#ADMINISTRATION

RENEWAL OF STATUS OF LAY CHAPLAINS

Please provide the names of your lay chaplains to renew for this calendar year starting this January 1 and to continue until December 31 or when you notify us of a retirement.

Name of Congregation: ____________________________________________

Lay Chaplain Name:      ____________________________________________

Year appointed: 
        ____________________________________________
Comments (optional):   ____________________________________________

Retired/Retiring Lay Chaplains

If a lay chaplain retired in the past year or is scheduled to retire this year, please list their names below:

Lay Chaplain Name :     

_____________________________________

Date of planned retirement:
_____________________________________

Service Years:                             years __________   months ______________

Comments (optional):

_____________________________________

Congregation’s maximum term for lay chaplains ____ (must be six years or less)

We hereby apply for renewal of the status of the above-named persons as lay chaplains.

We affirm that:

_____ we have a written contract with each lay chaplain, (Model Contract can be found in Appendix E of the Congregational Lay Chaplaincy Manual)

_____ all lay chaplains have taken a training workshop in the past year

Date __________________________________

Location ___________________

 Topic __________________________

_____ we have read and are complying with the CUC Lay Chaplaincy Guidelines and the Chaplaincy Resolutions passed in May, 2001

· Evaluated the candidate’s performance and candidate continues to meet qualification criteria according to CUC Lay Chaplaincy Guidelines, (page 2 of the Congregational Lay Chaplaincy Manual)

· Re-elected by congregation at a general meeting

· Completed and signed contract

_____ we have a copy of the Lay Chaplaincy Manual

***    
Attached is/are the signed renewal of contract form (if contract remains the same) 

For contract originally signed/on file as of  _______(month) __________ year

Please contact lcc@cuc.ca,if you need assistance with any of the above.

(Your message will be forwarded to the specific CUC Lay Chaplaincy Committee member for your congregation. To find your contact person, go to http://cuc.ca/whos_who/index.htm#Lay_Chaplaincy)

Reported by

Name: _________________________________

Phone: ____________________ Email_____________________________

Title:

___ Lay Chaplaincy Committee Chair

___ Board Liaison for Lay Chaplaincy

___ Board President

___ Other (please give title) ________________________________________

Some reminders of changes made in May, 2001

1. The term “lay chaplain” replaced “chaplain. Please check your newsletter, orders of service and web-site to ensure you are now using the correct term.

2. Ministerial students are no longer lay chaplains per se and should not be referred to as lay chaplains. If your congregation wishes, you may appoint ministerial students to perform rites of passage and apply to the CUC to register them to be able to perform marriages. If you have questions or want to see a sample contract, please contact Mary Bennett, Executive Director,mary@cuc.ca

3. A maximum six-year term was voted on in May, 2001. To accommodate congregations recruiting, selecting and training new lay chaplains, congregations are permitted to extend the term of those who were already in the role to May, 2007 (i.e. six years from the date of resolution). Thereafter if they are unable to find new lay chaplains following a vigorous search, they can apply to extend the term one year at a time.

4. CUC has always recommended that all congregations have at least two lay chaplains, even when the number of rites of passage are few, to provide support and back-up. To support congregations in recruiting and training new or additional lay chaplains, the CUC offers regular training in various locations across the country. If your congregation is interested in hosting a training for lay chaplains, please contact us at lcc@cuc.ca or through your congregation’s CUC Lay Chaplaincy Committee liaison.

For information on Lay Chaplaincy Committee policies, procedures, training, etc. contact your congregation’s CUC Lay Chaplaincy Committee liaison. If you do not know who your liaison is, check at: http://cuc.ca/whos_who/index.htm#Lay_Chaplaincy
If you would like to receive a monthly email with updates on policies, procedures and training opportunities, send a blank email to cuc-lay-chaplaincy-news-subscribe@yahoogroups.com. This is a “read-only” email group so you will never receive more than two messages per month. There are also regionally based discussion email groups for lay chaplains, including retired lay chaplains, and lay chaplaincy committee members.

Reaffirmation of Lay Chaplain’s Contract

(Please submit along with renewal application)

This acknowledges that the Lay Chaplain and the Lay Chaplain Committee or Lay Chaplain Supervisor have reviewed and reaffirmed the Lay Chaplain contract originally signed ____________________ (dd/mm/yyyy) and on file with the CUCLCC (Canadian Unitarian Council Lay Chaplaincy Committee).

____________________ 

____________________  Lay Chaplain

Print Name



Signature    

____________________
_______________  
Chair of Lay 

Print Name            
Signature   


Chaplaincy Committee 










or designated Supervisor

Date signed ______________________________________

If modifications have been made to the contract, 
please file a copy of the revised contract.
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LAY CHAPLAINCY TRAINING FUND FEES

Annual Fee Assessment Form (“Invoice”)

To: Presidents/Chairs of Lay Chaplaincy Committees

Name of Congregation:  _______________________________________________

This form covers the period: January 1 to December 31
(Note: If for a different time frame, please state here:


 ____________________ to __________________

Please include all lay chaplains who were active during the period mentioned above, even if for a limited time. Do not include ministers or ministerial students. 
	Lay Chaplain Name
	Weddings
	Memorial Services
	Child Dedications
	Other Services*
	TOTAL # of services
	# of services with no fee
	# of fee-generating services

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	TOTAL
	

	* “Other” may include house blessings; pet services, etc.
	
	x $10 =
	


Comments (optional): We welcome your comments. 
________________________________________________________________________

Please make the cheque payable to: Canadian Unitarian Council marked “Lay Chaplaincy Training Fund” and mail to the CUC at the above address.

Model Lay Chaplaincy Contract

(may be modified to suit the needs of each congregation)
between

the ----------------------------------                                                              Congregation 

and -----------------------------------------                                                        Lay Chaplain

This contract is effective for a maximum of 6 years from the date of signing, subject to annual confirmation by vote of the Congregation, normally at the Annual General Meeting.

The Lay Chaplain, a member of the   ------------------------------- Congregation, agrees

A.        Accountability

1. to be accountable to the Congregational Lay Chaplaincy Committee and, through that Committee to the Board of Trustees and the Congregation of   ------------------------------------------;

2. to attend duly called meetings of the Congregational Lay Chaplaincy Committee when requested and to participate in any Lay Chaplains Support Sessions with other Lay Chaplains of the congregation and any members of the Congregational Lay Chaplaincy Committee;

3. to adhere to the legal requirements as laid down in the Marriage Act of the Province of -----------, including the completion and prompt forwarding of necessary documents, and return of Province’s licensing certificate and the Marriage Register to the Congregation on completion of the Lay Chaplain’s appointment;

4. to keep a record of ceremonies performed and to furnish statistics of these to the Congregational Lay Chaplaincy Committee in a timely fashion for completion of the Committee’s report to the Annual General Meeting of the Congregation and of annual returns to the Canadian Unitarian Council;  

5. to respect the Minister’s prerogative to perform rites of passage for Members of the Congregation, and to clear requests for ceremonies within an area normally served by another Minister or Lay Chaplain with that person;

6. in consultation with the Congregational Lay Chaplaincy Committee, to take advantage of opportunities to attend workshops and other occasions for increasing one’s skills in the role of Lay Chaplain;

7. to follow the financial arrangements set by the Congregational Lay Chaplaincy Committee;

8. to submit the CUC fee payable for rites of passage to the Congregation’s Treasurer in a timely fashion;

9. to inform the Congregational Lay Chaplaincy Committee as soon as possible if duties cannot be carried out for reasons of illness or absence;

10. to give appropriate notice to the Congregational Lay Chaplaincy Committee (who shall forward the information to the Board of Trustees) of intention to withdraw from the Lay Chaplaincy appointment;

11. To participate fully and frankly in regular evaluations by the Congregational Lay Chaplaincy Committee.

B.        Conduct

1. to perform rites of passage in such a manner as to dignify these significant occasions in human life, consistent with the general principles supported by the congregation and the Canadian Unitarian Council, reserving always the right not to officiate at a ceremony under circumstances which the Lay Chaplain does not find appropriate;

2. to refrain from personal counselling except consulting which is directly related to the rite of passage, regardless of the Lay Chaplain’s professional counselling credentials, under no circumstances to present oneself as a Minister or counsellor, and if a need for other counselling is indicated to make an appropriate referral to a Minister or outside agencies;

3. to respect the confidentiality of information about the lives of others gained in the exercise of the role of Lay Chaplain;

4. never to exploit the position of Lay Chaplain and, in particular, under no circumstances to enter into any sexual relationship with a person with whom one is currently involved in one’s role as Lay Chaplain;

C.        General


to carry out Lay Chaplaincy duties, when not documented in this contract, in accordance with the Lay Chaplaincy Guidelines of the Canadian Unitarian Council.

The Board of Trustees agrees

1. to appoint ------------------------------------------ as a Lay Chaplain for six years, subject to annual confirmation by the Congregation;

2. to observe the financial arrangements with respect to Lay Chaplaincy that may be recommended by the CUC and the Congregational Lay Chaplaincy Committee and which the Board has adopted;

3. to respect the Lay Chaplain’s conscientious choice to officiate or not to officiate at particular ceremonies;

4. to provide consultation and support to the Lay Chaplain through the Congregational Lay Chaplaincy Committee.

5. to give appropriate notice of termination of appointment, in accordance with the by-laws and/or established policies of the congregation. 

------------------------------------------------------                    -----------------------------------------------------


      Lay Chaplain 




    President, Board of Trustees
Date       ------------------------------------------

RESOLUTION CONCERNING CHAPLAINCY
COMING BEFORE THE
CANADIAN UNITARIAN COUNCIL
ANNUAL GENERAL MEETING
MAY 18-21, 2001
MONTREAL, QC
WHEREAS the Chaplaincy Task Force has done a thorough, consultative review of the chaplaincy program

AND WHEREAS in 2000 the Chaplaincy Task Force widely circulated a draft report

AND WHEREAS since then the CTF has received submissions and presented a final report in January 2001 which was circulated widely, to all chaplains, congregations, ministers as well as being posted on a chaplains email group and our web-site.

BE IT RESOLVED THAT

The CUC AGM accepts the final report of the CTF and thanks them for their work and that consistent with the recommendations marked as mandatory in the task force final report:

1. the name "chaplain" be replaced with "lay chaplain" in English and "Célébrant/Célébrante" in French.

2. the CUC board establish minimum requirements for chaplain support, training, performance and evaluation to be met by the congregation before the CUC submits an application for provincial licensing

3 chaplains serve a maximum six-year term, affirmed annually by the congregation, which can be extended annually by the CUC Board's chaplaincy committee if, after a vigorous search, a suitable candidate is not found. Terms of existing Chaplains will be deemed to have begun June 1, 2001.

4. the CUC board establish minimum requirements for chaplains' contracts and that all contracts be signed before the CUC submits an application for provincial licensing

5. each congregation contribute a fixed amount from each fee-generating rite of passage conducted by their chaplains to the CUC Lay Chaplaincy Training Fund; this amount to be determined by the CUC board and may be changed from time to time and the amount received in this way will be used specifically for development of a training programme and to subsidize ongoing training.


