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Union of Black Episcopalians 

 

President’s Best Practice 
 

 

Preface: 

The purpose of this document is to provide some guidance to chapter Presidents, particularly those who are 
new, on how to conduct a meeting effectively thus creating and maintaining a healthy chapter.   

This guide is intended for chapters as well as special interest groups who seek to implement best practices to 
strengthen their chapter and the organization as a whole.  We are cognizant of the fact that many chapter 
Presidents have created their own unique working process over the course of the years which may have 
proven useful in running their chapter however, we ask that you review this document in hopes of perhaps 
finding additional tools which can be helpful to you as you embark on this new journey.  If by chance you 
should find something in this document that you deem helpful kindly try it out and piece it together with the 
rest of your procedures to enhance the quality and lifespan of your chapter.  If that is the case then the time 
and effort to compile this document would have been worth it. 

Your Board of Directors wish you much joy and success as you embark on a new ministry to help move our 
organization forward in a collaborative manner and pledges to work with you every step of the way. 

 

Warm Regards, 

 

Bert Jones, First Vice President 

 

Released 2010 
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Leadership and its Challenges 

 

Congratulations! 

You have been elected to serve and lead a chapter of the Union of Black Episcopalians, an organization with a 
rich history that goes back more than forty-five years in serving the Black Church and its members.  Your 
election or appointment to this new position should not be taken lightly but instead with humility, in the 
recognition that you were thought highly of, and a sacred trust is now entrusted to your abilities and 
commitment.  Leadership is extremely difficult and not every decision made will be widely embraced, but your 
guiding rod should always be whether the decision or action is a moral one; and whether it meets the criteria 
of the organization. 
 

Knowing the Rules: 
The Episcopal Church has many rules known as Cannons.  In order to participate well within the structure of 
the church, a comprehensive and working understanding of the rules is essential.  Serving and working within 
UBE is no different.  The Bylaws are intended to guide the administrative and programmatic processes of the 
chapter and members are encouraged to become familiar with all Chapter and National policies and 
procedures, to assure compliance with policies and procedures and an understanding of the overall process. 

Chapter:  The National Bylaws defines a chapter as a group of 10 or more pursuing the common interest and 
goals of the Union.  In order to qualify for chapter status, an Interest Group shall consist of a minimum of 10 
members; and seek approval for chapter establishment from the National organization. All duly authorized 
and newly established UBE Chapters shall be issued a chapter charter from the National organization. 
The chapter shall have functioning officers, in accordance with the approved Chapter bylaws; Chapter officers 
shall include, at minimum President, Vice President, Secretary and Treasurer. These officers shall comprise the 
Executive Committee which shall be the guiding force for leadership and program/project implementation 
within the chapter.  More officers than those cited above, may be added; however not less.  Each chapter shall 
meet a minimum of nine (9) times annually. 

Types of Chapters:   
Presently there are two types of chapters: diocesan wide and parish based chapter.  A diocesan wide chapter 
consists of members of various congregations within the diocese; a parish based chapter includes members of 
a single parish exclusively.  There are pros and cons for either.  Both can be quite invigorating if managed and 
administered efficiently and effectively.    
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Role of the President: 
As chapter President you will be responsible for the following: 

1. Call all chapter meetings:  Members need consistency.  To that end, once members have gathered 
together for the first meeting it might be helpful if you choose your meeting dates, time and locations.  
Some chapters like to rotate their meetings to different venues while others prefer to hold the meeting 
in the same place for continuity.  This works best especially for seniors who may have difficulties 
traveling at night. 

2. Setting agenda:  It is ultimately the responsibility of the President to set the agenda for every meeting.  
It is always advisable to check with your Executive Committee to see if there is anything they may want 
to see on the agenda as well.  This provides buy-in from your leadership team. 

3. Spokesperson:  
As the primary leader of your chapter you are also the spokesperson for that group within diocesan 
circles such as committees, agencies and boards within your diocese.  Keep in mind that the National 
President is the only true spokesperson for the organization so your comments should be confined to 
that sphere or place. 

4. Appointments: 
As the primary leader of your chapter you can make appointments to subcommittees as well as 
appoint representatives to diocesan boards (if such are required) or special groups. 

5. Contact Person: 
You are the primary contact person within your diocese when it comes to the work of UBE.  You are 
also the point person for communications with your Regional Director, the National Board of Directors 
and the National Executive Board. 

6. Your Executive Committee: 
It is advisable to have constant communication with your Executive Committee to strategize on 
directions you would like to see the organization take.  

7. Reporting: 
The President is responsible for writing a yearly activities report to the Regional Director.  This report 
should detail all activities done by the chapter between the previous year and April 30 of the current 
year.  A copy of this should also be sent to the National Office.  This report is due by April 30. ** A 
financial report is also due to the National Office at the same time.  You may ask the chapter treasurer 
to assist with this effort.  Membership transmittal and chapter officers report is also due at the same 
time.  In short here are the report which you as chapter president should ensure reaches the National 
Office: 

 
a. Yearly report (to Director & National Office) 
b. Financial Report 
c. Membership transmittal (which details names and address of all paid members) 
d. Officer’s report (list of all officers) 
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** The Bylaws requires that these reports should be submitted by May 31st, however this is not 
a realistic timeframe since our conference is the ending of June. 

What Constitutes a Successful Meeting? 

A meeting is deemed successful when the desired goals of the meeting are achieved! The question here is 
determining what should be accomplished.  People no longer want to gather in meetings just to come and 
hang out.  There needs to be a purpose for us gathering.  Moreover, it must be relevant.  If our meetings are 
exactly the same every month and don’t generate excitement I can guarantee that your membership will drop 
and attendance will suffer.  This is a pandemic that is afflicting many of our chapters.  There is tremendous 
loyalty within the base but the meetings have become perfunctory whereby more people are staying at home 
or finding other things to do than attend UBE chapter meeting.  This has a trickledown effect. When 
membership starts to dwindle, there are less people to do the work, and then leadership becomes frustrated.  
To that end a recommendation would be: 

 

Basic Meeting Structure: 
1. Limit your meeting to no more than an hour and a half.  If you can’t get it said in that amount of time 

there is a problem. 
2. Ground rules for meetings should be simple: (a) Start on Time / End on time – Even if there are only 

two members begin on time, (b) limit the sidebar conversations, (c) cell phones and other distractions 
should be limited.  If the time for ending your meeting is rapidly approaching and you feel you need a 
few more minutes, be polite and seek the group’s permission to continue another 5 to 10 minutes – no 
more. 

3. Agenda should be clear and concise as well as disseminated prior to your meeting.  This should also be 
done for all other documents which require time to read. Do not pack your agenda – this requires you 
to rush through items and may not get substantive action.  Keep it short, sweet and simple. 

 

Your Agenda: 
One way of designing your agenda is to have four basic components: (1) Education, (2) Reporting, (3) 
Operation and (4) Service. The orders of these components are entirely up to you. 

 
Education: 
It might be helpful if at each meeting your members could walk away with some new insight.  These could 
include (diocesan structure, the Episcopal structure) or any other type of learning.  These for the most part can 
be done free of charge.  As chapter President, you might want to contact the President of the Standing 
Committee in your diocese and ask for a 25 minute presentation to your chapter.  This can also be done with 
Diocesan Council and any other major diocesan committee or commission within your diocese.  You can even 
call the chair of your diocesan General Convention Deputation and ask him/ her to provide an overview of the 
work they have done or will do.  If you wanted to be real creative, you could contact your diocese to see if 
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they have any members on Executive Council and ask for a presentation.  I guess you can see where the list 
can just go on and on.  The bottom line is planning.  Please do not wait until the last minute to put your 
education piece in order.  A good planning strategy would be to start at least 4 to 5 months in advance.  Your 
Executive Committee should start reviewing plans for the coming year by meeting in the late spring or 
midsummer, and then you can start making your request. These presentations should not last more than 25 to 
30 minutes. 

 
Reporting: 
Many chapters have committees in place which meet separately to do the committee’s work.  Some of those 
committees may include: Absalom Jones, Scholarship, Fundraising, and banquette.   This reporting should be 
short and concise.  You should not get caught up in committee work at this time but this is just for information 
only or if there are any actions the committee needs to bring to the table such as a resolution.  Example: the 
Absalom Jones committee handed in it budget months in advance however, would like to request an 
additional $200.00.  This is an action that needs the approval of the body and as such needs to come to the 
larger group.  Depending on how many committees you have may require more time but in any event the 
total time allowed should be no more than 25 – 30 minutes divided between all committees. 

 
Service: 
Service is a critical component of who we are and needs to be brought to light.  As Christians we are called to 
service.  Service can come in a variety of ways and the chapter as a whole needs to figure out collectively what 
it wants to engage in.  To be clear, the chapter can partner with other organization(s) to facilitate the service 
type.  Some examples could be: (a) assisting battered women, (b) H.I.V. / Aids prevention work, (c) Youth 
mentoring, (d) Food Pantry, (e) Clothing Bank, (f) Habitat for Humanity and others.  These are just a few 
examples of service work.  Please be advised that service work can also be done externally such as Haiti, 
African, Latin America and the Caribbean countries.  As President you need to raise the bar to ensure that your 
chapter takes this issue personally and that every member participates fully.  A chapter can be involved in 
multiple service projects.  You can use this time in your meeting to begin crafting plans or deliberating which 
service projects you would like to be a part of. 

 
Operations: 
This is the simple part of your meeting and consist of: Financial Report, Minutes and any special 
communications to the chapter.   
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Sample Agenda 
I. 

Opening Prayer – Rev. Marquee 
Welcome – President 

II.  
Education: 25 minutes 
Introduction of speaker – Pat Joyce 
Today’s speaker: The Rev. David Copley, Mission Sending officer of TEC 
Topic – why are there are so few missioners of African Descent? 
With thanks and gratitude - President 

 

III. 

Reporting of Subcommittees – 25 minutes 

a. Absalom Jones –  Sheila 
b. Fundraising Committee – Annette 
c. Black Clergy Caucus relationship – Rev. Jones 
d. Youth mentoring / inclusion – Steve 

 

IV. 

Service: 15- 20 minutes 

This month’s community service will be the soup kitchen at Grace Church Oakland on Saturday. 
Proposed covenant with Episcopal schools in Haiti. 
A frank conversation with teens – Date Rape 

 

Operations and Check-in:  
minutes of previous months – (already read) pending adoption and correction. 
Financial report ** (already read) pending adoption and correction. 
Congregation checking – events and notices. 
Closing prayers  

 

** - In an interest of being fiscally prudent, all financial reports should have attached the last page of the 
bank statement to show ending balance.  This will ensure sound reporting. 
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Planning in Advance: 
The success of your chapter will depend on how much work you and your Executive Committee put into it.  
Sound work ethics motivates people and can take your chapter a long way.  

Recommendations: 
1. The Executive Committee should meet in the spring or midsummer to formulate plans for the 

upcoming year.  This should include structure as well as events and recommendations to the group. 
2. It is strongly recommended that a yearly calendar be put in place for better tracking your activities. 
3. Pay careful attention to the new chapter initiatives for dates to ensure compliance. 
4. All chapter Presidents in a region make up the Executive Council of that region and help with the 

planning of the regional conference in coordination with your Director.  Regional Conference should 
not be done at the last minute but rather, careful planning should be done.  This requires time.  At the 
very least 7 to 8 months to ensure quality and success. 

5. Two membership drives are suggested for the year.  One in the spring and one in the fall to achieve a 
minimum of 8 new members. 

6. In addition to your normal fundraising events, we recommend one event for the National organization 
to help create sustainability.  

7. Start planning early to attend the National Conference.  As many members as possible from your 
chapter should attend. 

8. Careful attention to Youth and young adults is super critical.  It would be helpful if at least one of your 
forums is dedicated to that particular age group. 

9. We recommend at least two public forums a year.  These can be of your choice but must have some 
relevance.  Examples: Shortage of Black Seminarians, Shortage of Black Clergy in our diocese, Katrina 
Revisited and how to help, Black Women Leaders in the Episcopal Church,  Our History, Our Present 
and our Future. 

10. As many of your chapter members as possible should be involved in the life of the diocese.  We 
strongly encourage running for diocesan office and encouraging as many Blacks as possible to run.  
Your chapter should take the lead for recruiting Black candidates for office.  Attend diocesan 
convention.  If possible, host a hospitality suite for all Black Deputies (wine, cheese, crackers…) 
Introduce your members and have a conversation on the status of the diocese.  This should be 
attended by all your members (lay and clergy). 

11. Yearly Chapter Review is critical.  Here is where the Executive of the chapter comes together to review 
whether or not the goals of the chapter were accomplished. 

12. President’s Review – here is where the President will get information from the members on whether or 
not things can be improved.  I believe a candid conversation should take place asking members (a) 
what did we do correctly – What could we do better? 
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Resources: 
 
Website: www.ube.org – all reporting form are on the web in PDF format 

History of UBE (first 20 years) book Let there be Peace among us by Canon Ed Rodman 

History of the Black Church and Black Clergy – video Mine Eyes Have Seen the Savior  

 

Contact information: 
 
Mr. John Harris, National President – 513-673-8622   - jharris194@aol.com  

Mr. Bert Jones, First Vice President – 973-634-3095 – bjones9234@comcast.net  

The Rev. Karen Montagno, Second Vice President – 617 - 851-0989 Kmontagno2003@yahoo.com  

Canon Richard Miller, Treasurer – 305-987-1071 - Rmillerxxx@aol.com  

Ms. Jeri Robinson, Secretary – 510 - 407-8898 - californiajer@att.net  

 

Important Dates: 
 
January (3rd Week) – Financial Report for January 1 – December 31 of the previous years due to National 

April 30th = Chapter report to Director and National 

April 30th – Membership report due to National 

April 30th – New Officer’s report due to National 

May 30th – Funds from National fundraising due 

March – April – Regional Conference 

Late June – July – National Conference  

July 1 – September 30th – Assessment due ($250.00) 
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