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INTRODUCTION

INTRODUCTION

The first edition of the Handbook came out in 1986, thanks to the initiative of Phyllis
Agard. Phyllis subsequently saw to the publication of revisions every two years until
she retired as editor in 2006. Phyllis died last month, and this latest incarnation of her
project is being published on what would have been her 96th birthday. This 2016
Handbook is dedicated to her memory with great appreciation for the care and
dedication she brought to this work.

This handbook records customs of the Meeting and decisions of monthly meeting for
business. Its purpose is to help new people get acquainted with the Meeting and to
remind officers and committee members of what the Meeting has decided their duties
should be. It is meant to help us avoid “reinventing the wheel” — that is, to keep
Meeting from trying to re-decide what we have already decided at past meetings and
may have forgotten about. (Of course, Meeting is always free to discuss and decide
again, but let us do it knowingly, and with the requisite historical information.)
Meeting decisions are typically followed by numbers in parentheses indicating the
month and year in which the decision was made.

Copies of this Handbook are available in the library, on the Meeting website (in both
pdf and doc format), and for sale (a $6 donation is requested to help with the cost of
duplicating it) in the foyer, at the far left corner as viewed from the main entrance to
the meetinghouse. If you would like an electronic copy with clickable links for all the
cross references, download the doc version from the website.

Please help the Handbook Committee come ever closer to perfection by giving them
any corrections, additions, or suggestions for improving the layout.

The Handbook Committee
September 14, 2016
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QUAKERLY ABBREVIATIONS AND TERMINOLOGY

AFSC
CVQM
F&P
FCNL
FGC
FUM
FWCC
NEYM
oM
YM

American Friends Service Committee

Connecticut Valley Quarterly Meeting

Faith and Practice of New England Yearly Meeting of Friends 1985 edition
Friends Committee on National Legislation

Friends General Conference

Friends United Meeting

Friends World Committee for Consultation

New England Yearly Meeting

Quarterly Meeting

Yearly Meeting
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COMMITTEES, OFFICERS, AND OTHER POSITIONS

Purpose

This section describes duties and qualifications based on descriptions written by
Nominating Committees and Care & Counsel over several years, checked by committee
clerks, and approved by meeting for business. It is a guide for new committee members,
for the Nominating Committee as it looks for suitable people for particular service,

and for those who wish to serve. Anyone who wants to volunteer to serve on
a committee should speak to the clerk of that committee or to anyone on the Nominating
Committee.

Customary Procedures

The Nominating Committee brings nominations for officers and standing committees to
meeting for business in June of even years. A smaller list to fill in rotating committees is
presented in June of odd years, and other vacancies are filled as they occur (3/04).
Nominations may be made from the floor at meeting for business, but these are referred
to the Nominating Committee for consideration and recommendation, and presented to
meeting for business for final approval (7/78).

Technical Details

e Term Start Dates The terms of the Treasurer and members of the Religious
Education and 11:40 Hour Committees begin on June 1. The terms of all other
officers and committee members begin September 1.

* Term Lengths Ministry & Worship and Care & Counsel Committees are filled
through staggered three-year appointments. Trustees and Burial Ground Caretakers
are appointed for six years. Appointments to all other committees and offices are for
two years.

* Term Limits Usually committee members serve for no more than six years without a
break; the Nominating Committee may recommend an exception when they feel
there is justification, such as particular experience or specialized training
(recommendation of Care & Counsel 3/94, 6/96, 10/97). It has been our custom that
members of the Nominating Committee and the presiding and recording clerk
generally serve single two-year terms.

* Annual Reports Committees are encouraged to present reports to meeting for
business at least once a year; reports are attached to the minutes (F&P).

* Minutes Copies of committee minutes and reports may be filed in the office files in
the library.

* Committee Lists Up-to-date lists of committee members are posted on the bulletin
board in the lobby by the Nominating Committee or the clerks (1/89). A current
committee list is also posted on the website

Appointments made to fill vacancies between the regular appointments of committees in
even years are intended to fill out the uncompleted term of the person replaced. See also
Nominating and Appointing Procedures (page 38).

11
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Officers
Clerks

For many years Mt. Toby had only a clerk and a recording clerk. During the 1980's some
people began to feel there was more work to be done in a meeting of this size than could
reasonably be expected of two people, so sometimes an additional person has been
added to the clerking team. Generally this is an assistant clerk, nominated through
consultation of the clerk and the Nominating Committee. Specific roles may be adjusted
according to the preferences and needs of the clerks. They may agree among themselves
who will do which parts of the necessary work, but there should be clear assignment of
the presiding and recording functions (3/90).

Clerk of the Meeting

The clerk should be a Friend with sound knowledge of Quaker practice; should be a
member of the Meeting with an overview of Meeting activities and needs; and an
administrator and facilitator who sees that those things are done that need to be done;
and finds channels through which Friends' concerns can receive attention. Duties
include:

* planning the agenda of meeting for business, publicizing the date, presiding at the
meeting, and working with other clerks to gather a sense of the meeting in a clear
minute;

* attending meetings of Care & Counsel and Ministry & Worship and of other
committees as needed;

* seeing that important announcements are made;

* overseeing the lobby bulletin board in conjunction with Care & Counsel (10/97);

* sending in reports requested by Yearly Meeting;

* receiving and distributing mail;

* overseeing applications, acceptance, and welcoming of new members;

* ensuring that letters of application for, or transfer of, membership are given to the
Recorder;

* signing all contracts on behalf of the Meeting (12/09);

* signing checks when the treasurer is not able or available to do so (11/07)

* acting as liaison between the Meeting, other meetings, CVQM, NEYM, the local
community, and the general public.

The clerk is responsible, in cooperation with Care & Counsel, for ensuring that each
standing committee presents its annual report to meeting for business. Sometimes the
Meeting has arranged to reimburse the clerk for phone and mileage expenses. The
clerk’s usual term is two years. See also Nominating and Appointing Procedures

(page 38).

Recording Clerk

The Recording Clerk
* Meets with the clerk before each meeting for business to help coordinate the agenda;

12
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* meets with the clerk after each meeting for business to help coordinate follow-up
from that meeting;

* sends out electronically the agenda and advance documents prior to business
meeting;

* writes the minutes of the monthly meeting for business, alone or in conference with
other clerks;

* sends a copy of each minute to any individual or committee affected;

* makes three sets of the final minutes, with copies of all attachments: one is kept in
the office archives and may not be removed from the meetinghouse; one is kept in
the library and may be borrowed for up to one week; the third is for NEYM Archives
and is sent annually and at the end of the clerk’s terms (4/05) [Note: At present,
NEYM is seeking a new home for its archives];

* arranges for electronic copies of the minutes and attachments to be put on the
website in the “members only” section, and to be put on the archival flash drive in
the library;

* posts a copy of the minutes on the bulletin board in the lobby;

» distributes electronic copies of the minutes and attachments to those wishing to
receive them;

* sends a report of business meeting actions to the Newsletter editor;

* with the clerk, keeps track of items that will be coming back to a future business
meeting.

See also Minutes of the Meeting for Business (page33).

Recorder

The Recorder

* keeps the official membership records of the Meeting;

* records memberships, births, marriages, deaths, transfers and conscientious
objectors;

* proofreads the annual printout of membership from Yearly Meeting and enters
corrections on it;

* prepares the annual statistical report for Yearly Meeting, using information from the
minutes of meeting for business;

* receives originals of letters of application and transfers from the clerk and enters
them in the files of individual members (4/05).

See also Membership — Becoming a Member (page 36) and Records of the Meeting —
Correspondence (page 46).

Treasurer

The Treasurer

* receives funds, keeps accounts, and pays bills and other commitments of the
Meeting;

* serves as the agent of the Meeting for all external financial affairs such as insurance,
banking, brokerage, and taxes;

13
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* provides financial information to the Finance Committee to facilitate development of
annual budget and its other responsibilities;

* is a member of the Finance Committee ex officio, and works with it in sending out
periodic letters to members reminding them of their responsibility to support the
Meeting financially;

* provides annually, during January, an acknowledgement to each contributor of their
tax-deductible financial contributions for the calendar year just completed;

* makes full quarterly reports (in September, December, March and June) and monthly
summary reports to meeting for business except in July (2/09).

Term begins June 1*.

Committees
General Committee Operations

Committee Conveners:
When a committee is appointed by the Meeting, the first person on the list is the
convener. It is his or her responsibility to call the committee together for its first
meeting, when it chooses its own clerk or convener. The choice of committee clerk
should then be reported to the Meeting clerk and to the Nominating Committee.

Policy to Promote Active Participation:
The life of the Meeting depends on the functioning of its committees. When Friends
are asked to serve on a committee, it is important that they be helped to clarity about
the responsibilities involved. The responsibility for achieving clarity is shared by the
Nominating Committee member delivering the invitation and the Friend receiving it.

Sometimes it happens that a committee member finds it difficult to participate fully,
but has trouble expressing this to others. In such a case, ideally, the committee’s clerk
will visit with the member and inquire as to the member’s wish to remain on the
committee. Where the committee’s clerk feels it necessary, the matter may be referred
to Care & Counsel.

The purpose of a visit is to remind the member that the Mt. Toby community depends
on active participation of committee members so that committees can function in a
healthy, vibrant way. The visit is an opportunity for mutual exploration to discern
whether the needs of the Meeting may be served by the member’s continued
participation in a more limited way.

If circumstances are such that reduced participation is not in the best interest of the
member or the Meeting, the individual is encouraged to resign, which would allow the
Nominating Committee to fill the vacant position. (Approved by C&C 11/07)

Burial Committee

Created 7/10. The Burial Committee oversees matters relating to death, burial and the
burial ground at Mt Toby. The committee of five people is constituted of two Burial
Ground Caretakers, identified by Nominating Committee; one member from Care &
Counsel; one from Ministry & Worship; and one from Grounds Committee. The two

14
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caretakers serve staggered 6-year terms. The members from Care & Counsel, Ministry &
Worship, and Grounds Committees are appointed by their respective committees, to
serve for terms determined by those committees.

Duties for the Burial Committee include:

*  Work with other committees and/or individuals of the meeting to develop and carry
out other larger or more general tasks relating to the burial ground and concerns
about burial and death at Mt. Toby, including but not limited to the
recommendations of the ad hoc Committee on Burial (attached to the 7/10 business
meeting minutes and available through a link on the Burial Committee page on the
Mt. Toby website);

* Prepare a handbook for the committee members, to supplement the permanent
records the ad hoc committee are developing and help to ensure continuity in
carrying out tasks of the committee;

* In coordination with Grounds Committee, ensure that the burial ground is
appropriately maintained—for example, mowing, removing saplings,
clearing/cleaning grave markers, keeping an eye on subsidence of graves if/as it
occurs.

The Burial Committee will not take on responsibilities that appropriately belong to other
committees or individuals of the meeting.

See also Burial Ground Caretakers (page 24), Who Does What (page 30), and
APPENDIX II: Use of the Burial Ground.

Cambodian Support Committee

Created 11/81. The Cambodian Support Committee maintains contact with and provides
support for the four Cambodian families originally under the care of the Meeting. It has
provided guidance in adapting to life in the United States and provided funds for
education and other purposes from a support fund, although now (34 years later) such
help is rarely needed. See also Cambodians (page 50), Sanctuary (page 72) .

Care & Counsel

Created 5/72 when Ministry & Counsel split. Originally called Overseers. The Care &

Counsel Committee offers pastoral care to the Meeting and has general oversight of the

functioning of committees. It meets monthly. The Committee

* holds members and attenders in the Light and may organize assistance, with
particular concern for the elderly and children and for those whose names arise or
who are known to be dealing with health, aging, conflict, possible leadings, or other
life issues;

* receives requests for clearness or support on personal/spiritual matters and for
marriage;

* greets members, attenders, and visitors each First Day, initiates contact with visitors
living in this area, and tends the guest book in the lobby;

* maintains liaisons to all committees and oversees their functioning;

Specific duties of Care & Counsel include:

15
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* assisting family members in arranging a memorial meeting. One C&C member is
appointed by C&C to be a member of the Burial Committee (page 14);

* writing memorial minutes or seeing that they are written;

* planning occasional discussions of Friends’ beliefs and practices for newcomers;

* overseeing jointly with Ministry & Worship: meeting for business, the annual State
of Society Report, the children’s summer program, and other mutual concerns,
meeting twice each year with Ministry & Worship for such business;

* acting on requests for financial aid from the Assistance Fund and the Scholarship
Fund. They may solicit contributions for the Assistance Fund if the Fund is running
low (7/09);

* lending one of the quilts in its care to Friends thought to appreciate. e a bit of extra
nurturing in time of trouble or sorrow. See also Quilts (page 53).

* overseeing
o the hearing amplification system
o the lobby bulletin board in conjunction with the clerk (10/97);

* providing ongoing discernment for how the Meeting will carry forward GLBT issues
(1/10).

(Based on duties assigned by meeting for business 1981-2010; reorganized and
approved by Care & Counsel 6/12).

Care & Counsel members are encouraged to attend meetings for worship and business
regularly. Six members are appointed for staggered three-year terms. Membership in Mt.
Toby Meeting is not a requirement (04/76). Minutes of the Committee are filed in the
library. See also Nominating And Appointing Procedures (page 38), Burial
Committee (page 14), and Memorial Minutes (page 45).

Child Care Committee

Created 7/10. The Child Care Committee is responsible for ensuring that our youngest
children are attended to in a safe, nurturing and engaging environment.

The Committee hires and oversees the two nursery caregivers who care for nursery-aged
children during First Day School and meeting for worship. One of the nursery
caregivers is also hired to care for school-aged children during the 11:40 Hour and
Meeting for Business.

The Child Care Committee manages supplies and ensures safety and cleanliness of the
toys and nursery. The Committee finds substitutes for the caregivers when needed,
develops policies for the nursery, and proposes hourly wages and terms of employment
to the Meeting for Business.

See also Child Care (page 38)
Climate Witness Committee

Created 2/13. The Committee is charged to
* bring forward and support ways our meeting can become more sustainable;

16
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* encourage and support those who are led to a climate witness based on Quaker
values;

* communicate with other Quaker and non-Quaker organizations working for a more
sustainable planet.

See also Carbon Tax Witness Fund (page 52).

Communications Committee

Created 6/14. The Communications Committee has broad oversight of communications,

both within Mt. Toby, and between Mt. Toby and the larger community. In particular,

the Committee is responsible for helping Mt. Toby develop and maintain guidelines for

* appropriate use of email communications,

* appropriate use of email and the Internet in the conduct of Meeting business,

* current information about Mt. Toby on various local college and community web
pages and in appropriate Quaker publications,

* expanding our use of social media,

* issues of confidentiality,

* Internet access at the meetinghouse.

The Committee provides support and oversight to

* the Newsletter and its editor(s),

* email lists and their minders, except for the Peace& Social Concerns listserv, which
remains under the oversight of that committee,

* the directory of members and attenders and its editor,

* literature in the lobby and its minder,

* the website and Web Servant, including both content and appearance of the website.

The Committee also oversees those bulletin boards and tables not explicitly under the
care of another group to ensure that they are used appropriately and kept up to date.

The Communications Committee consists of four members, some of whom may also be
filling one of the roles listed above that is overseen by the Committee. It maintains
active liaisons with M&W and C&C to aid in discernment of the community’s needs.

11:40 Hour Committee

Created prior to 1980 as the 9:30 Hour Committee. Restructured as the 11:30 Hour
Committee in 10/86. Changed to 11:40 Hour Committee in 7/97. The 11:40 Hour
Committee plans, publicizes, and sometimes records adult First Day programs for the
11:40 hour after meeting for worship. Terms begin in June (5/04), and much of the
Committee’s work is done during the three summer months. See also 11:40 Hour (page
50), Records: Who Does What? (page 44).

17
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Fellowship & Hospitality Committee

The Fellowship & Hospitality Committee is charged with providing opportunities for

Mt. Toby people to become better acquainted and for newcomers to feel welcome. To

these ends, the committee

* coordinates the refreshments at coffee hour after worship on First Days;

* organizes social events;

* coordinates work at potluck lunches on third First Days;

* oversees kitchen and kitchen area cleanup and arranges for closing the building;

* sees that coffee hour supplies are on hand and notifies the Meetinghouse Committee
when kitchen-cleaning supplies are needed.

In encouraging many people to both join in its tasks and its fun events, the committee
creates the social exchanges that often are the beginnings of deeper spiritual sharing. See
also Coffee Hour (page 50) and Fellowship Lunch (page 51).

Finance Committee

The Finance Committee

* drafts a proposed budget for the coming fiscal year which it presents to meeting for
business in April, with final approval coming in May;

* makes recommendations to meeting for business about insurance, raising funds,
using bequests, and financial planning;

* reviews funding requests from committees;

* oversees the use and funding of the Capital Fund;

* serves as consultant to the Treasurer;

* regularly reviews the Meeting’s financial books and records;

* sends out financial appeal letters.

See also Budget (page 20), Capital Fund (page 51), and Financial Support of the
Meeting (page 47).

Grounds Committee

The Grounds Committee

* maintains the grounds around the meetinghouse and burial ground,
* maintains equipment needed for their care;

* schedules volunteers for mowing;

* plans and supervises work projects.

One Grounds Committee member is appointed by Grounds Committee to be a member
of the Burial Committee (page ref) At least one or two members should have knowledge
of grounds work.

Handbook Committee

Created 4/04; modified 3/15. The Handbook Committee edits the Handbook by
consulting with Meeting committees and individuals with official responsibilities,
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incorporating new actions by meeting for business. It produces new editions biannually.
The Committee consists of three members, at least one of whom should be experienced
in the mechanics of producing indexes, cross-references, etc. in electronic documents.
See also INTRODUCTION on page 1.

History & Records Committee

The History & Records Committee

* oversees the preservation of the records of Meeting, according to Collection Policy
of the NEYM Archives and Historical Records committee (3/00);

* maintains the Memorial Book on members who have died, other scrapbooks, and
collections. (4/05);

* oversees the clippings bulletin board in fellowship room (10/97).
See Records: Who Does What? (page 44).

Land Use Committee

Created 11/72. The Land Use Committee manages the Meeting's forest and farmland.

The Committee

* makes forest management plans;

* prepares tax documents for the towns of Leverett and Sunderland, filing them
annually by October 1;

* develops good environmental and forestry practices;

* advises the Meeting on appropriate recreation uses.

One or two members should have experience in conservation and forest management.
The Committee tries to encourage and facilitate a physical and spiritual relationship with
the land among members of the Mt. Toby community. See also Land History and Uses

(page 67).

Library Committee

The Library Committee manages the library, including policy-making as approved by
meeting for business, and book selection.

The Committee makes folders to hold both the monthly meeting minutes and the
Newsletters until enough accumulate for binding, at which time the Committee arranges
binding. One copy is for borrowing and the other for non-circulating archives.

Members share library duties on first days and other work of the library. See also
Library (page 62), Records: Who Does What? (page 44).

Meetinghouse Committee

The Meetinghouse Committee

* isresponsible for care, use, and maintenance of the meetinghouse and its
furnishings, and outdoor play equipment (3/03);

* plans work days for housekeeping and repairs;
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* copes with maintenance emergencies;
* is responsible for ordering housekeeping supplies.

Proposals for long-term use of the meetinghouse by outside groups should be brought
with a recommendation from the Scheduler and the Meetinghouse Committee that
includes the recommended fees. Copies of any contracts for long-term use should be
provided to the Meetinghouse Committee and the Treasurer.

Knowledge of construction and repairs is helpful. See also Meetinghouse (page 61) and
APPENDIX I: Guidelines for the Use of the Meetinghouse.

Ministry & Worship

Created 5/72 when Ministry & Counsel split. The Ministry & Worship Committee
fosters the spiritual life and growth of the Meeting and strives to enhance the religious
life and fellowship of the community. The Committee:

* has under its care meeting for worship and meeting for business;

* appoints one or more of its members to hold and then close meeting for worship on
First Days;

* has under its care memorial meetings; with Care & Counsel makes arrangements for
memorial gatherings, in consultation with family and friends of the deceased; See
Memorial Meetings — Who Does What for details.

* appoints one of its members for the Burial Committee;

* carries special concern for worship groups under Mt Toby’s care;

* offers opportunities for spiritual sharing, including sponsoring several 11:40 Hours
each year. It supports and coordinates with the work of the Religious Education
Committee. ;

* considers requests for travel minutes for Friends traveling in the ministry (see Letters
of Introduction p. 24), and makes recommendations to meeting for business;

* considers and responds to requests for appointing committees for the oversight of
ministry;

* appoints members of oversight of ministry committees, receives these committees’
annual reports, and reports on their work to meeting for business;

* considers all applications for membership, transfers, and terminations of
membership before presenting them to meeting for business with its
recommendations (F&P);

* names and convenes clearness committees for membership and welcoming
committees;

* keeps in touch with members at a distance and junior members, asking them whether
their membership at Mt. Toby is still meaningful to them or whether they would like
to join a Meeting that is near where they live;

* contacts members and attenders living in the area who are absent from Meeting.

Jointly with Care & Counsel, Ministry & Worship:

* oversees the annual State of Society Report, the children’s summer program, and
other mutual concerns;
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* nominates members of Nominating Committee and brings these nominations to
meeting for business for approval (see Nominating Committee p 15 and
Nominating Procedures p 29).

Ministry & Worship meets each month and holds meetings with Care & Counsel at least
twice each year. Copies of all Committee minutes exchanged with Care & Counsel,
given to the clerks, and filed in the library. Meeting is concerned that there be a balance
of men and women on this committee. Members should be Friends. Regular attendance
at meetings for worship and business is important. Six members are appointed for
staggered three-year terms (4/79, 2/94). See also Nominating and Appointing
Procedures (page 29) and Letters of Introduction (see p 24).

Nominating Committee

The Nominating Committee nominates Meeting members and regular attenders to serve
on standing committees or as Meeting officers or as individual positions. It may be
asked by meeting for business to find members for ad hoc committees. This Committee
maintains an up-to-date list of committee members on the lobby bulletin board and on
our website (1/91) (6/03). The Committee announces, by Newsletter or announcement
at meeting for worship, when the full roster of nominations will be brought to meeting
for business (usually May or June). Names of nominees are posted in the lobby before
worship on the day the nominations will be heard (3/04). The Meeting acts on all
nominations at the same meeting for business at which they are presented (4/04).

Members of the Nominating Committee are nominated by a joint meeting of Care &
Counsel and Ministry & Worship and appointed by meeting for business (5/83). Four
members serve staggered two-year terms. Familiarity with Friends' procedures and a
knowledge of Meeting members and attenders is important. In addition, the Meeting
clerk is an ex officio member who may attend its meetings (2/14). Members should also
be aware of the strengths and weaknesses of current committees. A balance of sexes is
desirable, and membership should be spread as broadly as possible throughout the
Meeting. See also Nominating And Appointing Procedures (page 38).

Peace & Social Concerns Committee

The Peace & Social Concerns Committee has a threefold purpose:

1. To work on issues of Peace& Social concerns which are pressing and relevant to the
Meeting;

2. To be a resource for the Meeting to provide people power on specific issues;

3. To provide information on issues of Peace& Social concern.

The Committee holds a monthly meeting that is open to anyone concerned with peace
and justice issues related to Mt Toby and the larger society. Committee membership of
renewable two-year terms is encouraged.

The Committee

* arranges monthly letter-writing sessions encouraging Friends to communicate
Quakerly views with governmental officials and others;

* maintains a bulletin board displaying relevant materials;
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* maintains a section of the meeting website with information and suggestions for
action;

* oversees the Peace& Social Concerns Listserv (page 33) and uses it to
communicate with others in the meeting;

* nominates (5/14) and gives oversight to the meeting’s representative to the Friends
Committee on National Legislation (FCNL);

* recommends organizations for inclusion in the “Friends Concerns: Other
Organizations” portion of the budget, and promotes understanding of these
organizations’ work.

For several years it has offered a film series. Discussion groups and 11:40 Hours on
topics of concern, such as race and class, are occasionally facilitated by the Committee.

On occasion the Committee recommends letters to public officials and the media and
brings these to meeting for business for approval and action. It may suggest actions for
the Meeting as a whole, such as participation in the annual river cleanup day, or ask for
moral or other support for actions of conscience by Meeting members.

Minutes of the Committee’s minutes back to 2005 are on the website.

Quarterly Meeting Planning Committee

This Committee is appointed by meeting for business in conjunction with the clerk in
those years in which Mt. Toby is scheduled to host Quarterly Meeting. See also
Quarterly Meeting (page 70).

Religious Education Committee

Created 12/13; description revised by Committee 9/16. The Religious Education
Committee (RE) oversees programs of religious education and spiritual exploration for
the adults and elementary- aged children in the meeting that take place on Sunday
mornings between 9 and 11. These include programs for adults from 9am - 9:50am that
are intended to enrich Friends’ spiritual experience and understanding, and to help
Friends prepare for meeting for worship. It also includes responsibility for the
Children's Meeting for Discovery (CMD) (10:10 — 11:00am) for elementary-aged
children (see CMD description page 48).

Responsibilities of the RE committee:
Children’s Meeting for Discovery

* Hold the CMD each week along with a volunteer.

* Keep track of the volunteer sign-up and make sure that there are two people on
each week.

* Hold a special concern for our work with the CMD: respond to the changing
needs of our children, review and organize weekly reports, report concerns or
needs and communicate them to Care & Counsel and Ministry & Worship as
needed, facilitate children's transition from the nursery and into Young Friends,
and ensure there are enough snacks and supplies.

Other Activities
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* Actively recruit and support Sunday morning adult program activities: keep track
of assigned spaces and the organizers of those activities, and recruit and thresh
offerings for the first day Quaker themed offering.

* Keep track of the number of people participating in the activities we offer.

* Communicate the Sunday morning schedule to the First-Day Announcer.

* Keep track of the names, ages, and parent or guardians of all of the elementary
aged children affiliated with the meeting.

* Inform the Meeting in advance of the activities and opportunities it oversees:
communicate with parents and keep communication going about our mission in
the wider meeting through events like the Pancake Breakfast, activities during the
retreat, and the 11:40 hour.

* Make sure that information about RE and its offerings are correct and up to date
in the meeting Handbook, the Friends Journal, our pamphlet, the website, and
other publications.

The Committee has six regular members. Three new members are appointed each year
for a two-year term beginning June 1. If possible, departing members continue attending
meetings until September, allowing the benefit of a three-month overlap. A balance of
age, gender, and parental status should be considered when members are nominated.

The Committee coordinates its activities with the Meetinghouse, Nursery, Young
Friends, Fellowship & Hospitality, Care & Counsel, and Ministry & Worship
Committees. It should also be mindful of occasional activities scheduled on Sunday by
bodies such as New England Yearly Meeting and Connecticut Valley Quarterly
Meeting.

A First-Day Announcer will write and distribute email to Friends providing advance
notice of all first day morning activities in the meetinghouse. The First-Day Announcer
is an ex officio member of the Religious Education Committee, serving a two-year term.

Trustees of Mt. Toby Monthly Meeting

The Trustees are legally responsible for “taking, holding, managing or conveying”
property of the Meeting in accordance with Massachusetts General Laws Chapter#68,
Sections 10 & 11.

In a smaller meeting, Trustees might be more active in managing property. However, at
Mt. Toby, management has been delegated mostly to other committees, such as Land
Use, Finance, Meetinghouse, and Grounds.

Trustees maintain all deeds and legal papers (4/05). Currently, copies of all deeds are
both in the safe and in the office files.

Six Trustees are appointed for staggered six-year terms. The Trustees may raise or
respond to issues around receiving, holding (including leases or insurance), and
transferring property, working in conjunction with the appropriate committees.
Recommendations are forwarded to monthly meeting for business for action.

Mt. Toby Trustees take legal action as directed by the monthly meeting. Trustees meet
as needed.
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Young Friends Committee

The Young Friends Committee supports the care and ministry of Mt. Toby youth in

grades 6 or 7 to 12. The Committee meets on a regular basis, as necessary, to fulfill the

following responsibilities:

* communicate with likely participants and their parents;

» offer opportunities for fellowship in ways that nurture Quaker values and appeal to
this age group;

* recruit and support volunteer youth leaders, resource people, and drivers;

* coordinate and support participation with NEYM Young Friends (9/06).

The members serve two-year terms (7/2010).

Other Positions
Burial Ground Caretakers

Duties for the Burial Ground Caretakers include:

* take primary responsibility for maintaining records and providing guidance and
oversight of the burial ground;

* be (or become) familiar with Massachusetts law relating to burial and cemeteries;

* develop and maintain liaison relationships with relevant persons in the Town of
Leverett, local funeral homes, providers of other funeral services and goods, the
regional Funeral Consumers Alliance, and others, as appropriate;

* keep guidelines for use of burial ground (the meeting’s equivalent of cemetery by-
laws) up to date and available for consultation;

* receive and respond to informational inquiries and at-need calls (committee to
provide back-up);

* assign plots as deemed appropriate, following established guidelines and protocols
and personal judgment, in consultation with the Burial Committee as appropriate
(committee to provide back-up);

* coordinate digging and backfilling of grave (“opening” and “closing’) and setting of
gravestone (committee to provide back-up)

* be available at time of burial (committee to provide back-up);

* develop and maintain a permanent record-keeping system, including founding
documents, copies of relevant federal/state/local laws and other guidelines, relevant
minutes of the Monthly Meeting, and a record of burials in the burial ground;

* inasmuch as our current Guidelines for the Use of the Burial Ground (in the Mt.
Toby Handbook) permit reserving a single plot for a spouse, develop a system
(perhaps a log) for recording such;

* develop and maintain a clear description of the flow of documents relating to burial
and the burial ground, e.g., which are to be retained and where they are kept;

* in collaboration with the Burial Committee, develop protocols for use of the burial
ground and ensure that they are followed;

* develop and maintain a list of local backhoe operators and/or information on other
options for digging of graves;
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* delegate above tasks to Burial Committee members as needed.

See also Burial Committee (page 14) and APPENDIX II: Use of the Burial Ground.

Directory and Mailing List Editor

The Directory and Mailing List Editor produces, once a year, a Directory of Meeting
members and attenders; maintains a database of names, addresses, email addresses,
generates mailing labels for the News/etter and other Meeting committees. The editor
works under the oversight of the Communications Committee (6/14) See also Meeting
Directory (page 41).

E-Mail Minder

The E-mail Minder keeps and oversees the Mt. Toby E-Mail Directory so that its use is
consistent with guidelines adopted by the Meeting. Term two years; may be repeated up
to six years total (7/03). Works under the oversight of the Communications Committee
(6/14). See also Electronic Communications (page 40) and E-Mail Directory (page
41).

First Day Announcer

The First-Day Announcer writes and distributes email to Friends providing advance
notice of all first day morning activities in the meetinghouse. The First-Day Announcer
is an ex officio member of the Religious Education Committee, serving a two-year term.
(12/13

Literature Person

The Literature Person maintains a supply of free literature in the lobby and selects books
and pamphlets for sale. Mt. Toby does not display any campaign literature for political
candidates. Works under the oversight of the Communications Committee (6/14)

Meetinghouse Cleaning Scheduler

The Scheduler

* prepares a schedule and posts it on the Meeting bulletin board in the lobby (see also
APPENDIX I: Guidelines for the Use of the Meetinghouse);

* reminds people of upcoming turns by phone or postcard (11/91).

The Cleaning Scheduler is appointed by, and works under the oversight of, the
Meetinghouse Committee (10/11).
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Newsletter Editor, Mailers, and E-mail Distributor

The Editor collects material for and edits the Newsl/etter, sending the final copy to the
printer and to the Email Distributor. The Newsletter Mailer collects the print copies and
prepares them for mailing, using labels provided by the Mailing List Editor. The Mailer
brings the sorted, labeled newsletters to the meetinghouse for recipients to pick up. The
Mailer mails any newsletters that are not picked up, sends 1 copy to NEYM Archives,
and gives 2 copies to the Mt. Toby library (4/05). The E-mail Distributor sends an e-
mail version to those who have requested one. Work under the oversight of the
Communications Committee (6/14). See also Newsletter (page 41).

Plantings Keeper

The Plantings Keeper maintains and oversees the general health of the trees and shrubs
on the meeting grounds, facilitates memorial plantings, and oversees and maintains
records of the general landscaping plans for the grounds. It is expected that the plantings
keeper will work closely with the Grounds Committee to maintain the overall
attractiveness of the meeting grounds, and with Care & Counsel to facilitate memorial
plantings. It is also expected that the keeper will consult regularly with other members
of the meeting community who have strong interests in landscaping questions. See
Report attached to Minute 7, 6/11/2000 for more details. See also APPENDIX III: Guidelines
for the Planting of Memorial Trees and APPENDIX IV: Meeting Plantings.

Representatives and Liaisons to Other Groups

Friends Committee on National Legislation Liaison: Nominated by Peace & Social
Concerns, approved by meeting for business. (See Minute 5b,4/11/2010). The
representative maintains active communication between Mount Toby and FCNL,;
encourages Mount Toby Friends to participate in FCNL events, campaigns, and
activities; and keeps Friends informed about FCNL meetings, legislative campaigns and
initiatives through both verbal and written announcements.

New England Yearly Meeting Ministry and Counsel Committee: Ministry &
Worship and Care & Counsel suggest a name to Nominating Committee, who brings it
to meeting for business for approval.

New England Yearly Meeting Nominating Committee: Nominated by Nominating
Committee and approved by monthly meeting.

Western Massachusetts AFSC Program Committee Delegates: Nominated by
Nominating Committee and approved by monthly meeting. The delegate serves as a
liaison between the Meeting and WMAFSC, attends monthly Program Committee
(board) meetings, supports WMAFSC activities, and at least annually reports to Meeting
for Business.

Interfaith Opportunities Network (ION): founded in 2005, is a local lay group with
representatives currently from 16 faith groups — Jewish, Muslim, Unitarian, Quaker. Its
goal is to promote education and collaboration among these communities through
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sharing information about their social actions and spiritual practices, and by visiting one
another’s worship. Mt. Toby joined ION in 2013, agreeing to appoint a representative
to it. (11/13).

Scheduler
The Scheduler
* keeps a calendar of reservations for use of the meetinghouse by groups or
individuals;
* makes contracts with outside groups or individuals asking for use of the
meetinghouse;

* sets heat controls on Sunday for the coming week's events;
* makes sure a key is available for those using the meetinghouse;

* keeps track of related expenses for reimbursement by the Treasurer.

Proposals for long-term use of the meetinghouse by outside groups should be brought
with a recommendation from the Scheduler and the Meetinghouse Committee that
includes the recommended fees. Copies of any contracts for long-term use should be
provided to the Meetinghouse Committee and the Treasurer.

See also Rental Fees (page 64) and APPENDIX I: Guidelines for Use of the
Meetinghouse.

Web Servant

The Web Servant oversees the Mt. Toby website at mounttobyfriends.org. The term is
for two years, which may be repeated for up to six years total (7/03). The web servant is
responsible for a variety of routine tasks, (basic security, site backups, content updates,
explaining the site's calendar to a new meeting scheduler) In practice, the web servant is
not the only person making changes to the website, since some committees maintain
their own sections. The web servant has to balance respect for the privacy of members
and attenders with an accessible public face for Mt. Toby. Care & Counsel oversees the
Web Servant’s work (10/03). Works under the oversight of the Communications
Committee (6/14). See also Electronic Communications (page 40) and Peace& Social
Concerns Mailing List Server (page 42).

Young Friends Coordinators

The Coordinators coordinate programs for Young Friends, grades 7-12, who meet
together regularly for activities and discussions. This is an opportunity to carry on
Friends ministry with our older children to help them stay connected to and active in the
Meeting. At present, this work is being performed by the Young Friends Committee
(see page 24). See also Young Friends (page 49
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Budget

The Budget for the fiscal year 6/1 through 5/31 is prepared by the Finance Committee
and the Treasurer and presented to meeting for business in April. Changes from the
previous budget are recommended after requests from Meeting officers and
committee conveners or clerks. The budget with any further changes is approved in
May. Recent budget information is posted in the Lobby.

We have chosen to live without a reserve fund.
We plan to spend unrestricted bequests promptly (3/02).

Since the meetinghouse and the grounds immediately around it are not taxed, the
Meeting makes a contribution to the Town of Leverett, in lieu of taxes, to help defray
cost of services from which we benefit (12/02).

See also Financial Support of The Meeting (page 57), Capital Fund (page 61), and
APPENDIX V: Budget.

Contributions to Other Organizations

Our contributions to outside groups are divided into two categories

* Friends Structures These are the larger Quaker bodies to which we have some
connection — New England Yearly Meeting (NEYM) (see page 70) and the Yearly
Meeting Equalization Fund (see page 47), Connecticut Valley Quarterly Meeting
(CVQM) (see page 70), Western Massachusetts AFSC, Friends General
Conference (FGC), Friends United Meeting (FUM)(though we have not been able
to reach unity on contributing to FUM at this point), and the Friends World
Committee for Consultation (FWCC).

* Friends Concerns There are two sub-categories of other organizations that we
support financially.
* Local Concerns These are regional organizations with which we have an
ongoing connection — Alternatives to Violence Program (AVP) (see page 49) and
Woolman Hill (see page 70).
* Other Organizations This consists of groups to which we would like to make
a modest contribution to indicate our support for their work. The amount would
ideally be the same for each group. It is expected that the bulk of the financial
support from the Mt. Toby community for these groups would come from
individuals among us. As part of our regular budget cycle, Finance Committee
would specify a lump sum for this category. (7/07) Peace & Social Concerns was
asked to work out the details and in (11/07) presented the following process for
communicating amongst ourselves about our individual and corporate
engagement with these groups. (1) Each group within the Friends’ Concerns:
Other Organizations portion of our budget should be represented by an advocate
or liaison person; (2) the Committee (P&SC) will schedule one month for special
treatment for each of these groups ; and (3) during the designated month, the
advocate will [a] submit an article to the Newsletter describing the work of the
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group; [b] display information about the group on a portion of the P&SC bulletin
board; and [c] present a brief report about the group to meeting for business. The
Committee may recommend at that time a contribution to that group. If no one is
found to advocate for a particular group in the “Other Organizations” category,

that group may be dropped from the budget. P&SC welcomes the nomination of
new groups for this category.

Tax Exemption

The Treasurer holds and renews as necessary a Massachusetts Department of
Revenue Certificate of Exemption Form OT-2, State tax-exempt number 510-192-
520. This may be used to avoid paying tax on any item bought for the Meeting or the
meetinghouse. Stores need only to be told the number but the Treasurer can supply
forms to be used if needed. Also, Mt. Toby has an /RS Letter of Exemption under the
Internal Revenue Code Section 501(c)(3) which exempts the Meeting from income
tax. Federal identification number is #51-0192520.

Technical Details

* All copying and binding costs are included in the History & Records Budget.
(4/05).

* Friends charging duplicating expenses on the Meeting’s account should save the
receipt and give it to the Treasurer.

Marriage Under the Care of the Meeting

It is important for a couple wishing to be married under the care of the Meeting to
read carefully the chapter on “Marriage Procedures™ in Faith and Practice and to start
the procedure in time for all steps to be completed in good order; six to eight months
is not too much to allow. The couple declare their intention to the Meeting in a letter
addressed to the clerk. This is forwarded to the Care & Counsel Committee without
waiting for the next meeting for business (5/82). At their next meeting, they appoint a
committee on clearness for marriage (5/82, reconfirmed 1/93). This committee —
usually two men and two women — meets with the couple, separately and together, to
“make inquiry as to the qualifications for marriage, such as clearness from other
engagements, to make sure as far as possible that there is nothing to interfere with the
permanence and happiness of the marriage, and to offer guidance and counsel”
(F&P).

After clarity is reached, the committee reports to Care & Counsel, which brings a
recommendation to the next meeting for business; the couple should be present if
possible. If the meeting takes the marriage under its care, it then approves a date for a
meeting for worship, usually a date suggested by the couple, during which the
marriage will take place. This same meeting for business also appoints four people,
suggested by Care & Counsel, as a committee on oversight to help plan and oversee
the meeting for worship. The couple is then free to proceed with its plans. Invitations
must not be sent out until meeting for business has set the date.
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Members of clearness and oversight committees do not have to be members of the
Meeting, but it is important to have several members who are seasoned in Friends'
practices (4/93).

The couple is responsible for getting a marriage license, which, in Massachusetts, is
obtained from the town clerk in any town. The license must be returned to the same
town clerk after the wedding. Town clerks have information sheets, which outline the
legal requirements, including time limits and blood tests. Massachusetts statutes allow
specifically for marriages after the manner of Friends. Licenses in the past have been
signed by the clerk or by members of the committee on oversight, but current law
requires that one signer must be the meeting clerk or recorder, and that any signer
must be a resident of the state. The Committee on oversight is responsible for seeing
that all legal requirements are met.

Massachusetts has a unique law called “Designation to Solemnize a Particular
Marriage on a Particular Day.” Anyone may legally officiate at a marriage after
filling out the proper forms and paying a $25 fee. (Legal information from the Town
Clerk of Amherst, 1995).

Some committees on oversight have felt strongly that a wedding rehearsal is always
advisable, especially when some of the wedding party are not familiar with Friends'
ways (7/88).

Meeting has had some hesitation about overseeing marriages of people who are not
members of the Meeting, especially if they are not Friends (5/77). This can only be
decided case by case, as the occasion arises. An alternate arrangement might be for
the couple to arrange to use the meetinghouse for their wedding, but not to have it
take place under the care of the Meeting. In this case, the license would be signed by
a justice of the peace or some other authorized person.

When a marriage under the care of the Meeting has taken place, this fact should be
reported to the next meeting for business and recorded in the minutes.

Same-Sex Marriage

Mt. Toby Meeting has been celebrating same-sex marriages since the Meeting
approved the practice in 1/87, giving the same loving care and consideration as to
heterosexual couples.

Dying, Death, and Burial at Mt. Toby

Detailed information on Mt. Toby’s policies and procedures can be found in the
section on Care & Counsel (page 15), Memorial Meetings (page 35), and
APPENDIX II: Use of the Burial Ground.

‘Who Does What

When a member of the community is dying or dies, a number of different committees
and individuals are involved:
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* (Care & Counsel Committee provides emotional and practical support to dying
persons and their families; determines eligibility for burial; writes memorial
minutes (or sees that they are written) and distributes them appropriately.

*  Ministry & Worship Committee assists with arrangements for and oversees the
memorial meeting for worship, in consultation with family or friends of the
deceased.

* Ifburial or scattering is to take place at Mt. Toby, the Burial Committee provides
a member to accompany Ministry & Worship and Care & Counsel in their initial
meeting with the family of the deceased. The Burial Committee member will
assist the family to make appropriate arrangements.

* (Care & Counsel assists in the logistics of the memorial meeting.

* Grounds Committee maintains the grounds around the meetinghouse and burial
ground.

* History & Records Committee maintains the memorial (scrap)book.

* The Recorder maintains personal files of members.

* The Plantings Keeper oversees selection, assignment, planting and care of
memorial trees.

* The Burial Committee oversees the plot selection and interment in the burial
ground, in keeping with Meeting policies.

Compassionate Burial

In response to the furor around finding a cemetery that would accept the body of the
alleged bombers at the Boston Marathon, business meeting approved the following
minute:
We affirm that our own burial ground is a potential sanctuary for those in need of
a compassionate burial in any similar case where politics and public outcry is so
strong that burial elsewhere is refused.

Should the need arise for such a burial we will follow the guidelines in the Mount
Toby Handbook, which indicate that Care & Counsel oversees exceptions to the
rules for burial at Mount Toby. (7/14)

Meeting for Business

Meeting for business is held at noon on the second Sunday of each month except
August. Meeting for business is under the joint care of Care & Counsel and Ministry
& Worship (1/86). Soup is provided after meeting for worship for those planning to
stay for business meeting.

Meeting for business is a meeting for worship at which business is conducted. Friends
meet in a quiet, worshipful atmosphere and deal with the business of the Meeting,
following a prepared agenda. The clerk's function is to guide the Meeting, keeping it
to the issue under discussion unless the Meeting itself decides to change it, and
eventually drawing a “sense of the Meeting,” which is not necessarily either majority
opinion or unanimity, but a course of action with which all present can feel
comfortable.
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Persons wishing to speak wait to be recognized by the clerk, and rise to speak, if able,
so that they may be heard better, and so that interruptions are discouraged. Sometimes
a time limit for discussion may be suggested by the clerk and agreed to by the
Meeting (5&6/78). Minutes recording a sense of the Meeting are formulated by the
clerk, an assistant or recording clerk, or all working together. See also Minutes of the
Meeting for Business below.

Generally, meeting for business is a policy-making body, dealing with spiritual and
outreach matters, and trusting the details of carrying out business to appointed
committees (1/80). It considers matters already formulated into recommendations by
committees; only matters that can be put into a clear recommendation by a committee
are ready for meeting for business. An issue that doesn't have unity within a
committee needs more seasoning there before it is brought up. Meeting feels strongly
that “it is essential for informed members of a committee to be present when that
committee presents a matter requiring attention by the Meeting” (12/83). Clerks need
to be informed in advance of all intended agenda items and to be given a short
background — the recommendation, the reason for it, who does it, who pays for it and
how much, and coordination with other committees. If possible, copies of written
reports should be given to the clerks in advance, with extra copies for distribution if
that seems advisable (1/77). Meeting for business establishes standing and ad hoc
committees and lays them down when their work is finished, with the advice and
consent of the committee.

Meeting has asked the clerk to put an agenda in the lobby before meetings and
perhaps mention the more interesting items during announcements after meeting for
worship the week before (1/88). To facilitate the work of business meetings, the clerk
should be notified in writing of agenda items well in advance, with electronic copies
of all reports and proposals.

Mt. Toby has a long tradition of welcoming non-members to meeting for business,
and this was reaffirmed in two meetings in 3/77. Often, visitors may have insights or
information from their experience to contribute to a discussion. For new attenders, the
conduct of meeting for business can offer great insight into the character of a monthly
meeting, and of Friends in general. When a large number of non-Friends wish to
come to discuss a concern, Meeting has considered whether a discussion meeting
might be scheduled to include them, rather than a meeting for business where
decisions are to be made. See also Nominating And Appointing Procedures (page
38) and Clerks of the Meeting (page 12).

Letters of Introduction

A Friend planning to travel may carry an informal letter of introduction written by the
clerk of his or her home meeting, to be used when visiting other meetings, or when
staying with Friends listed in the Directory for Traveling Friends. This differs from a
travel minute, which is a formal letter granted by the meeting for business and signed
by the clerk, for use by a Friend traveling in the ministry. See also Ministry &
Worship (page 20).
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Letters on Behalf of the Meeting

Letters to other groups should identify the sender as “Mt. Toby Monthly Meeting of
Friends (Quakers)” since many do not realize the terms are practically synonymous.
Letters from the Meeting that committees wish to have sent are brought to meeting
for business for approval and are signed by the clerk of the Meeting or the clerk of the
committee; they may be sent on Meeting stationery. Letters from individuals should
not be on Meeting stationery, and should make it very clear that the writer is speaking
as an individual and not for a committee or for the Meeting. When members or
attenders wish to write for the religious pages of newspapers, Meeting asks that they
obtain the approval of the clerk and at least one member of Ministry & Worship or
Care & Counsel before submitting the article.

Minutes of the Meeting for Business

The clerks are given some discretion in how they handle minutes. Some clerks aspire
to writing all minutes and having them approved during the business meeting being
documented. These minutes are then reviewed at the next meeting for business to
correct any errors. At the second meeting it is simply recorded that the minutes were
reviewed, noting whether there were any corrections made. Other clerks prefer to
work on the minutes, especially those with lengthy narrative sections, at more leisure,
with the minutes being brought to the subsequent business meeting for approval. Still
other clerks have fallen somewhere in between, striving for approval of most of the
minutes on the spot and giving them a “first approval” then, but leaving some latitude
for polishing in the intervening month, at which time we have minuted our second,
and final, approval.

Under any system, action minutes — those where the meeting approved some
policy, statement, or other commitment — should be carefully written and approved at
the time they are considered. Under any system, the business meeting can always
instruct the clerks to fill in some of the details of narrative minutes and bring them to
the subsequent meeting for approval.

The recording clerk makes three sets of the final minutes, with copies of all
attachments. two are kept in the library: one for the archives which does not circulate;
and one that may be borrowed for up to one week; the third is for NEYM Archives
and is sent annually and at the end of the clerk’s terms (4/05). The recording clerk
arranges for them to be put on the website in the “members only” section, and to be
put on the archival flash drive in the library. The recording clerk posts the most
recent minutes on the bulletin board in the lobby. The recording clerk write a report
on the meeting for business for inclusion in the next Newsletter.

Minutes are sent by the recording clerk, annually and at the end of the recording
clerk’s term, to the New England Yearly Meeting Archives. (Note: This practice is
currently on hold as the Yearly Meeting seeks a new location to house its archives.)
See Minutes of the Meeting for Business (p 33).
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Report on the State of the Meeting

Also called Report on the State of the Society. Each spring Ministry & Worship and
Care & Counsel, working jointly (3/98), write and bring to meeting for business for
approval a report on the state of the Meeting. Usually this follows searching and
fruitful discussion by the whole Meeting. Always it involves careful examination of
the spiritual strengths and weaknesses and the general health of the Meeting. The
Report is attached to the minutes the Meeting, printed in the Newsletter (4/15), and is
forwarded to Quarterly and Yearly Meetings.

Called Meetings for Business

Special meetings of the Monthly Meeting may be called by the clerk, or by the clerk
upon request of three members. Notice shall be given at a regular meeting for worship
at least seven days before the date of the special meeting; it shall name the business to
be considered and the persons calling for the special meeting. No business may be
considered at a special meeting other than the business for which it was called. (F&P)

Queries

Meeting has decided at various times that the Quaker Queries in Faith and Practice
should be read regularly at meeting for worship. Each time the practice has been
observed for short periods and then has fallen into disuse. At other times, one Query
has been printed in each issue of the Newsletter with suggested relevant readings, and
has been read at meeting for business. The complete set of Queries is in Faith and
Practice.

Meeting For Worship

Held each Sunday at 10:00AM, preceded by Quaker Marinade (see page 51) or, on
second Sundays, singing at 9. Meeting is under the care of Ministry & Worship.
Friends enter the meeting room quietly and promptly, or even early if possible, and
settle into worship. Visitors are always welcome; leaflets on the outer door or in the
lobby may be helpful for those who are attending meeting for the first time.

A Greeter appointed by Care & Counsel is in the lobby to welcome all attenders. The
greeter is especially attentive to newcomers and visitors, and encourages latecomers
to wait quietly in the lobby until all go in together at ten minutes past the hour.

The lobby is equipped with speakers and some quiet toys. Friends with small children
or who may need to stretch during meeting for worship are welcome to worship in the
lobby rather than go into the meeting for worship room.

Currently, children join the meeting for the first 10 minutes, then leave for
Children’s Meeting for Discovery (see page 48). Nursery children come into
meeting just as worship ends and we begin introductions, which take about 10
minutes. After introductions, announcements are given, except on third Sundays,
when there are no announcements. Children are encouraged to remain during the
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introductions and announcements, but if any need to leave before they are completed,
they can leave with an accompanying adult.

After announcements are finished, Friends are encouraged to leave the meeting room
silently so that those who wish to stay in worship, or in worship sharing, may do so.

Friends are aware that there are people who have chemical sensitivities or allergies to
perfumed beauty and grooming products. Those attending meeting are asked to
refrain from wearing such products to meeting. The Meeting also designates a "fresh
air corner" in the south corner near the fire exit door, which may be helpful to those
with allergies (10/96). See also Allergies (page 55), Announcements after meeting
for worship (page 55), Coffee Hour (page 50), and Meetinghouse Accessibility

(page 61).

Memorial Meetings

A memorial meeting is a meeting for worship at which a recently deceased member
of our community is remembered. Memorial meetings are under the care of Ministry
& Worship, which keeps in its files a set of guidelines, useful information, and
practical suggestions that may be helpful to consider in planning a memorial meeting.
For other help available from the Meeting, see Burial Ground (page 65), Memorial
Minutes (page 45), Care & Counsel (page 14), and APPENDIX II-Guidelines for the
Use of the Burial Ground.

A folder giving information about Quaker funerals for attenders at memorial meetings
has been written by Ministry & Worship; it can be personalized as desired (3/98).

Meeting members are invited to register their wishes about funeral arrangements and
memorial meetings by filing the information in their personal files (in the library file
cabinet labeled “Recorder”). See also Personal Files (page 37).

Our policy is not to media record memorial meetings. Recording should be done only
in exceptional cases and by request of family members. (Policy set by meeting for
business on recommendation of Ministry & Worship 1/95.)

Name Tags

Meeting for business encourages members and attenders to wear nametags. In a large
meeting with several visitors each Sunday, this makes it easier to become acquainted.
People who have been here a while need help with newcomers, and newcomers need
help with everyone’s name. Tags are available in the lobby. There is a signup sheet
for requesting new tags. Tags are not obligatory, but remember that wearing a tag
makes it easier for other people to learn your name.
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Membership
Becoming a Member

It is not necessary to wait to be invited to join a Friends meeting; people decide for
themselves when they are ready to commit themselves to membership (9/88).
Frequently, recording membership in a monthly meeting of the Society of Friends is
only the recognition of a relationship that has already developed. A person who has
been coming to Meeting regularly, who has been learning more and more about
Friends through reading Faith and Practice and other Quaker literature, who is
becoming active in the life of the Meeting, and who has come to feel at home in the
Meeting and among its members, may feel ready to apply for membership. This is the
time to write a letter to the clerk outlining the feeling of being drawn into fellowship
with Friends and of being in unity with Friends' principles and testimonies. At Mt.
Toby, this letter is read at the next meeting for business as one way of helping the
Meeting to become better acquainted with the applicant. The clerk keeps a copy and
gives a copy to Ministry & Worship; the original must go to the Recorder for the
files. (4/05) See also Recorder (page 13) and Correspondence with Meeting
Members (page 46).

Ministry & Worship, at its next meeting, appoints a Membership Clearness
Committee of two or three individuals. At least one member of this Committee should
be a current member of Ministry & Worship. Former members of Ministry &
Worship are an appropriate pool for these Committees. In exceptional cases,
membership in a membership clearness committee is open to any individual who is a
member of the Religious Society of Friends and has sufficient experience with
Friends’ practice and the Mt. Toby Meeting to properly instruct and guide the
applicant. Applicants should look at the guidelines for membership clearness
committees, available from Ministry & Worship, before they meet with their
Clearness Committee (by request of Ministry & Worship 5/04). The Membership
Clearness Committee reports to a future meeting of Ministry & Worship, which
makes a recommendation to the next meeting for business (7/03).

When the new member is accepted, meeting for business appoints a welcoming
committee, customarily following the recommendation of Ministry & Worship.
(Ministry & Worship has asked people who are interested in serving on such
committees to let them know — Newsletter 10/97). One of the functions of this
committee is to help the new member to assume responsibility for both service and
support, as way opens. Welcoming committees always include some members, but
may also include non-members (2/97). The clerk may write a note of welcome to the
new member. (Adapted from Faith and Practice) The new member should be
introduced after meeting for worship (2/08).

Ministry & Worship will also ask each welcoming committee to write a brief article
about the new member(s), to be published in the Newsletter. For individuals who
have transferred their membership, the article might include information about their
involvement in the former meeting, along with other information of interest. For
individuals who have gone through the clearness process, the article might describe
their activities at Mt. Toby and what led them to Quakerism (2/08).
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The Welcoming Committee should visit the new member again after about a year to
keep in touch and help with any questions or problems (5/81, 3/84).

Ministry & Worship has written guidelines for clearness and welcoming committees.

See also the paper called “Curious About Membership Among Friends?” on the
literature table in the lobby.

Transfer From Mt. Toby

A member of the Meeting who wishes to transfer to another meeting asks the clerk to
send a certificate of transfer to the new meeting. The clerk refers the matter to
Ministry & Worship and on its recommendation meeting for business directs the clerk
to send the certificate to the new meeting. The clerk completes the certificate of
transfer and includes with it a faithful description of the experience of the Meeting
with the transferring member. The description is drafted in consultation with
Ministry & Worship Committee. When the clerk of the new meeting notifies Mt.
Toby's clerk that the person has been accepted into that meeting, membership in Mt.
Toby ceases (F&P).

Transfer to Mt. Toby

A certificate of transfer from another meeting requesting a member's transfer to Mt.
Toby Meeting comes to the clerk and a copy is given to Ministry & Worship. The
original certificate is given to the recorder. Ministry & Worship appoints a visiting
committee which includes at least one member of Ministry & Worship. The visiting
committee serves the roles normally assigned to both the membership clearness and
welcoming committees. It explores with the transferring member the responsibilities
and opportunities for service and support implied by membership and full
participation in our worship community. The visiting committee insures that the
transferring member is familiar with the Meeting and the practices of Friends in New
England. The visiting committee reports to a future meeting of Ministry & Worship
and may recommend accepting the transfer. Ministry & Worship then makes a
recommendation to the next meeting for business. The clerk of the old meeting is
then notified by Mt. Toby’s clerk of the outcome of the transfer process (F&P). We
decided, as a matter of general practice, not to include phrases from letters of transfer
in our minutes.

Junior Members

Minor children are enrolled as members on request of one or both parents (see Faith
and Practice for details). They are encouraged to take an active part in the life of the
Meeting.

Meeting has approved the recommendation of Care & Counsel and Ministry &
Worship that Mt. Toby follow the procedures in Faith and Practice by which junior
membership does not extend beyond age 25 unless the youthful member has
expressed in writing, an intention to apply for membership in the near future.
However, at Mt. Toby, Ministry & Worship usually initiates correspondence with
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junior members, asking their intentions and reassuring them that, if they do not wish
to continue with membership, a later application for membership will always be
sympathetically considered. If the person does not wish to continue, if no personal
contact is achieved, or if letters are unanswered, the person is removed from the rolls
of the Meeting. In 5/88 Ministry & Worship again recommended reliance on Faith
and Practice as our guide. Various yearly meetings have differing terminology and
practices on early membership. We have had lengthy discussions, but no decision, on
whether young people transferring from other yearly meetings should be recorded as
junior members, as their letters of transfer are written, or as they themselves wish.
Our past practice has varied (5/80).

Nominating and Appointing Procedures

The committees and other positions at Mt. Toby are filled through a variety of
combinations of appointment and approval.

I. Nomination by the Nominating Committee, appointment by meeting for business:
1. Meeting officers: clerk, recording clerk, recorder, and treasurer.
2. Other Meeting positions.
3. Members of standing committees (except for the Burial Committee
representative members).

4. Trustees.
5. Representatives to Yearly Meeting Ministry & Counsel and Nominating
Committees.

II. Nomination by some other committee, appointment by meeting for business
1. By Care & Counsel: marriage oversight committees.
2. By Peace & Social Concerns: Representative to FCNL.
3. Jointly by M&W and C&C: Nominating Committee (5/83).

III. Appointment by some other Committee and reported to meeting for business:

1. By Ministry & Worship: membership clearness committees, clearness
committees relating to requests for travel in the ministry, oversight of ministry
committees, welcoming committees for new members (6/88), M&W
representative to the Burial Committee.

2. By Care & Counsel: committees on clearness for marriage (5/82)

IV. Nomination and appointment by meeting for business:
1. In conjunction with the clerk, Quarterly Meeting Planning Committee in years
when Meeting hosts QM.
2. Quarterly Meeting clerk and recording clerk according to QM rotation.

V. Appointments not reported to meeting for business:
1. By Ministry & Worship: M&W representative to the Burial Committee.
2. By Care & Counsel: clearness committees for personal discernment (11/81),
support committees, C&C representative to the Burial Committee.
3. By Grounds Committee: Grounds Committee representative to the Burial
Committee.
4. By Meetinghouse Committee: cleaning scheduler (10/11)
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We ask individuals to advise the Nominating Committee of their interests; an annual
interest form is distributed in January. Committee clerks advise the Nominating
Committee of their needs and changes. Friends also recommend that the Committee
consider nominating Young Friends to bring in new ideas and provide them with
experience in serving on committees (3/94).

Nominations made from the floor at meeting for business are referred to the
Nominating Committee for consideration and presentation to the next meeting for
business for final approval (7/78).

The nominating process is one of worship and worship sharing. The Committee first
reaches clarity about the personal gifts needed for a particular position in the Meeting.
Worship periods follow, during which names are spoken of those who are thought to
be gifted to carry a position’s responsibilities. The Committee also hears the names of
those who have advised the Committee of their interests. Names are given without
comment. Questions of availability or circumstances are not discussed except to
review a person’s current extent of Meeting commitments; the Committee focuses on
gifts and leadings. By doing this, we try to avoid the pressure of guilt and obligation,
which is not an inspiring base for Meeting ministry. The Committee’s mission is to
call out gifted people to work in line with the Spirit and the spiritual life of the
Meeting. People named are contacted and asked whether the Committee may present
their nomination to monthly meeting for business. Their response may need time for
consideration and conversation with others who fill the same position. (Adapted from
Friends Journal 10/05 and the Mt. Toby Newsletter, with thanks for earlier influence
of Beacon Hill Meeting, Boston, and Strawberry Creek Meeting, Berkeley, CA)

See also Nominating Committee (page 21) and Membership as Qualification for
Service (page 57).

Publications/Communications
Communications at Mt. Toby

(Guidelines adopted by meeting for business 7/03.) Some suggestions:

1. To open ourselves collectively in attending to the Spirit: to speak and listen
faithfully to one another;

2. To speak plainly, i.e., simply, clearly, directly, openly, honestly;

To receive communications in a spirit of openness and trust.

4. To be careful in speech, avoiding tale-bearing and detraction, and safeguarding

the reputation of others;

To allow for the seasoning effects of time, within and between communications;

6. To communicate with all members of a group involved in a matter of common
concern;

7. To communicate in a form and manner fitting to the relationship in question, so
that all those involved may seek Truth together;

8. In matters of corporate worship and discernment, to seek God’s will in the
presence of another;

9. To welcome others into Quaker faith and practice.

(98]

N
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See also Electronic Communications (page 40), E-Mail Directory (page 41).

Bulletin Boards

In the Lobby:
A “Welcome to Mt. Toby” bulletin board with items such as Invitations to
Worship, the Meeting Directory, the latest Newsletter and business meeting
minutes, guidelines for use of the meetinghouse, financial reports, a current
committee list, lists for cleaning and grounds care, a map of meetings in New
England, notices of Mt. Toby Meeting and Connecticut Valley Quarterly Meeting
happenings. Under the care of Care & Counsel and the clerk (10/97).

In the fellowship room:
On the southwest wall, also under the care of Care & Counsel and clerk: items
relating to New England Yearly Meeting, conference centers, Quaker
organizations, Friends General Conference, personals, and items of general
interest.

On the southeast wall, under the care of Peace& Social Concerns Committee:
items relating to Friends Committee on National Legislation, American Friends
Service Committee, Mt. Toby's particular concerns, and other items.

Also on the southeast wall, under the care of History & Records: newspaper
clippings on Friends and Friends' concerns.

A standup bulletin board: for more personal announcements. All postings are
removed the following week.

Procedure: Anyone may post items. They must be dated. Those over a month old and
those on the wrong bulletin board may be removed. Appropriate ones will be saved
in Meeting archives.

Electronic Communication

(Telephone, Web-based Technology, Social Media, etc.)

1. Electronic communications should require even more care than in-person
communication, because of the reduced richness of electronic communication.

2. Electronic communications should not be used for the purpose of corporate
discernment and decision-making.

3. Neither the Meeting nor groups within it should require or assume the use of
electronic communication.

4. All should practice restraint and discernment in sending unsolicited electronic
communications, respecting the privacy of others, and consulting with them about
this in advance whenever possible.

5. The Mt. Toby E-mail Directory is to be used for internal purposes only, for
communications directly related to the life of the Meeting.

6. Individuals should not use the E-mail Directory and electronic mailing to send
blanket emails. The Meeting has set up a variety of distribution lists for various
purposes (See Email Distribution Lists, p. 41). Individuals should not use the
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Directory to create new distribution lists without prior approval of the
Communications Committee. Email minders will monitor the lists to protect
users from a barrage of emails. Anyone wishing to subscribe or have an item
distributed to one of these lists should email webservant@mounttobyfriends.org.
A description of the various lists can be found on the meeting website in the
About Us section.

7. A Meeting website should be for the purpose of outreach and to assist members
and attenders in the life of the meeting.

8. The Mt. Toby website includes a password-protected section for members and
attenders.

(Guidelines adopted by meeting for business 7/03, modified by the Communications
Committee, 2015.) See also Communications At Mt. Toby (page 39), E-Mail
Directory (page 41), and Peace& Social Concerns (page 21).

Meeting Directory

The Mt. Toby Members and Attenders Directory contains names of adults and
children (age 18 and under), addresses, email addresses (at the individual’s option),
phone numbers, and membership status of members and attenders, using information
gathered from individuals and from minutes of the Meeting. The Directory is updated
annually. The Directory is available in the members and attenders section of the Mz.
Toby website. To have your name and other information added or modified, e-mail
Directory@mounttobyfiiends.org Paper copies are on the right side of the Lobby.
There is a file of previous directories in the office.

E-Mail Directory

The meeting maintains a listing of the e-mail addresses and websites of members and
attenders. The purpose of the list is for one-to-one or small group and committee
communications. Please avoid the temptation to send large-scale broadcasts about
things people “should” be interested in.

E-Mail Distribution Lists

Mount Toby maintains a variety of distribution lists that you can subscribe to:

* ascreened announcement list sending around notices of recent developments
(deaths, births, illnesses) and upcoming events directly related to the life of the
Meeting;

* an unscreened list to which more general notices can be posted;

* a weekly notice of activities at the meetinghouse over the coming weekend.
Contact the Meeting e-mail minder (currently Joe Masteika) to find out how to
subscribe.

Note that individuals should not use the Meeting email directory to set up their own
distribution lists without proior approval of the Communications Committee.
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Handbook

The structure and purpose of the Handbook are described in the INTRODUCTION to
this document. The library keeps 2 copies of each edition. Extra copies are kept on
the literature shelf in the lobby. The Handbook is also available on the Mt. Toby
website. Anyone whose last name or contact information appears in the Handbook
must give consent before having this information appear in the web-posted version
(6/08). See also Website (page 35) and Handbook Committee (page 10).

Newsletter

The Mount Toby Monthly Meeting Newsletter is published 10 or 11 times a year. (The

editor can decide if there is a slow month in the winter to combine two months into
36

one newsletter. There is no Newsletter in August). Deadline is set by the editor. The
Newsletter typically includes a listing of Meeting activities, events and nearby
worship groups’ times, contact information for several committee clerks, a digest of
the minutes of meeting for business that month, any reports and/or announcements
the meeting and/or clerks submit, news of members and their families, and other
items as space permits. Aside from official business of the Meeting, editors use their
discretion about what to include. Meeting has directed that the minute on harassment
called “Nurturing Trust in our Community” be reprinted in the Newsletter each
October. See Harassment (page 56).

The Newsletter is e-mailed to those who wish to receive it electronically. Those who
request paper copies may pick them up after Meeting; copies not picked up then are
mailed. Copies go to all active members and, on request, to new and regular attenders.
The Newsletter is a valuable outreach to new attenders (1/89). People not new to the
Meeting who are not regular attenders or contributors may be dropped from the
mailing list unless they confirm on request their continued interest in getting the
Newsletter (11/82, 1/83). Forms for reporting change of address and for asking to
receive the Newsletter are in the meetinghouse lobby. LARGE TYPE copies of the
Newsletter may be requested from the Newsletter editor.

Extra current issues are put in the main lobby on the wall above the shelf of free
information. Paper copies of back issues are kept in our library. (shelved under
classification #264) Copies of the Newsletter are mailed to the NEYM archives. See
also Queries (page 34) and Accessibility (page 61).

Peace & Social Concerns Mailing List Server

The Peace& Social Concerns Committee maintains a mailing list server, an
automated e-mail mechanism that Friends may subscribe to. E-mail sent to the server
by any subscriber is immediately sent out to all other subscribers. It is a fast and
efficient way to disseminate announcements, and provides a way to have online
“conversations” about a topic (though NOT a means for making decisions). The
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P&SC server is open to members and attenders of Mt. Toby and Northampton
Meetings only, as a vehicle for peace and justice announcements and discussion.
There is more information on the Meeting’s website (duplicated on paper at the
meetinghouse), including how to subscribe. Peace& Social Concerns Committee has
oversight of the server; the administrator is Roger Conant, 256-4827. (10/05) See also
Communications at Mt. Toby (page 39) and Electronic Communications (page
40).

Website

Mount Toby has a website, http://www.mounttobyfriends.org/ designed and
maintained by a Web Servant (see page 27). The Mount Toby website is
1. for the purpose of outreach, using materials which are publicly available to
illustrate our life and faith;
ii. to assist members and attenders in the life of the Meeting.

The open section of the website includes a calendar of upcoming events, the Mt. Toby
Handbook, and a description of our committee structure. Every committee at Mount
Toby is entitled to have a page on the website for its own purposes.

There is also a password protected section (password available from the Web
Servant) containing the Mt. Toby Directory and email directory, a Google map
showing home locations of members and attenders, committee lists, and archives of
the Newsletter and of minutes of meeting for business There is a process of ongoing
discernment about what information should be available on this site. See also
Handbook (page 41), Electronic Communications (page 40), and Communications
Committee (page 17).

Records of the Meeting

Our goal is to have all important papers in the meetinghouse, not in private homes.
Copies should be made for use outside the meetinghouse.

Anything thought to be too personal to be in the Meeting files should be destroyed or
returned to the writer. We urge Ministry & Worship and Care & Counsel, especially,
not to write in their minutes those things that should not be in a public file — for
instance, names of those seeking clearness on personal matters. (11/96).

The office, mentioned as the location of many items, is part of the library.

Records: Where Are They?
The office, mentioned as the location of many items, is part of the Library.
* Membership records: Filing cabinets to the left of the desk:

¢ Personal files, committee minutes and records, contracts, clerk’s
correspondence: Filing cabinets under the desktop.

* Recent meeting for business minutes, Meeting directory, Meeting Handbook,
current year’s Newsletters: Top of desk.
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Memorial Book, archival copies of meeting for business minutes and
Newsletters: Closed shelves to the left of the desk.

Clippings and photos about Meting members: Archives cupboard in fellowship
room

Oral history tapes, spiritual journeys, other meetings and talks: Library.
Champney House records, deeds, legal papers, signed conscientious objector
cards: The safe.

Meeting Newsletters, meeting for business minutes and recent attachments,
current version of the Handbook, current budget, current roster of
committees and other Meeting positions; Meeting directory, email directory,
spiritual journeys: Mt Toby website.

Records: Who Does What?

There are many different committees and individuals responsible for maintaining
various components of the records of Mt. Toby:

The recording clerk gives two copies of our Minutes to the Library each month
and sends one copy to the Yearly Meeting Archives annually and at the end of
his/her term.

The Newsletter Mailer puts the NEYM Archives on the mailing list and gives two
copies to the Mt. Toby Library.

The Library Committee makes folders for both the Minutes and the Newsl/etters to
hold them until enough accumulate for binding at which time the Committee
arranges binding. One bound copy is for borrowing and the other for non-
circulating archives.

Meeting Trustees maintain all deeds and legal papers in a safe but retrievable
place. The original deeds are in the safe and photocopies are in the file “Deeds”
in the library desk.

The Care & Counsel Committee writes a draft of memorial minutes. This is
presented at meeting for business and a final version is approved. A copy of the
final, approved minute is placed in the Memorial Book.

The History & Records Committee oversees these activities and maintains the
Memorial Book, scrapbooks, and other collections.

The 11:40 Hour Committee and others who make audio or video records of
meeting events, especially spiritual journey reports, gives these records to the
Library Committee to file.

The clerks of the Meeting give copies of letters of application for membership and
transfers to the Recorder to be entered into the file of individual members.

All copying and binding costs associated with the above activities are charged to the
History & Records budget (4/05).

Membership Records

These are kept by the Recorder and filed in the meetinghouse office. For letters
concerning membership, see Correspondence with Meeting members (page 46).
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Minutes of Meeting for Business

Copies with all attachments (circulating and non-circulating) are in the library. A
third set goes to the NEYM Archives. All past minutes of meeting for business
minutes from 1938 to the present (though some of the early years are in abstract
form) are on the members’ section of the website and have also been put on a flash
drive that can be checked out of the library. Ken Hoffman also keeps a searchable

electronic file of all monthly meeting minutes that he would be happy to make copies
of.

Memorial Minutes

When an active Meeting member dies, Care & Counsel writes a memorial minute or
finds someone to do it. A memorial minute may be written for a formerly active
member or non-member the Meeting feels close to and in contact with (12/94). The
minute is read at meeting for business, entered in the minutes, and included in the
next Newsletter; the History & Records Committee obtains a copy for the Memorial
Book (4/05). If the person was well known in Quarterly Meeting, the clerk may
forward the minute to the next Quarterly Meeting business meeting where it will be
read and entered in the Quarterly Meeting minutes. (12/94, modified 1/13).

Memorial Scrapbook

The Memorial Scrapbook is a permanent record about members and non-members,
who the Meeting has felt close to, who have died. It includes all those who have had a
Memorial Minute written about them and all who are buried in the Mt. Toby burial
ground. It is organized and maintained by the History & Records committee. If a
person buried at Mt. Toby was a non-Mt. Toby member, such as a spouse or child of
a Mt. Toby member, there will be a notation to explain this in the Memorial
Scrapbook.

Personal Files

Each member of Mt. Toby Meeting has an individual file, and some members have
asked to have various documents kept there for them. If anyone (especially those with
no family members nearby) would like to have kept on file such papers as a living
will, a health care proxy, plans for a memorial meeting, a list of persons to notify in
case of death, favorite newspaper clippings, or information for a memorial minute
(such as a resume), please ask the Recorder to include them in the filing cabinet to the
left of the desk in the library.

Miscellaneous Items

Champney House Records
are in the office files and in the safe.

Clippings and photos about Meeting members
are kept by the History & Records Committee in the library and the archives
cupboard in the Fellowship Room.
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Committee Minutes and Reports
are kept by committee clerks or conveners; they are encouraged to file copies in
the office files (11/96). Some old committee papers have been filed in the office.
Reports to Meeting are attached to minutes of meeting for business. Minutes of
the Peace& Social Concerns Committee, 2005-present, are on the website.

Contracts
Are signed by the clerk and copies are kept in the office files and in the safe.

Conscientious Objectors
The signed registration cards of people recorded in the minutes as conscientious
objectors to war are in the meetinghouse safe. Copies are kept by the Recorder.

Copies of Deeds to Meeting Property and Legal Papers
are in the meetinghouse safe, and also in office files under “Deeds.”

Correspondence

* Correspondence with Meeting members is filed by the Recorder, in a separate
drawer, in the office files.

* Letters written by current or past clerks on behalf of the Meeting are filed in
the office.

* Letters requesting membership or changes in membership, as soon as copies
are made for the use of the clerk and Ministry & Worship, are given to the
Recorder to be filed in the office.

See also Recorder (page 13) and Becoming a Member (page 36).

Oral History tapes and tapes of meetings and talks
are in the library.

Safe Combination
The Recorder has the original combination that came with the safe from the
manufacturer. The clerk, the clerk of the Trustees, and the Treasurer have copies.

Scrapbooks
are in the upper cupboard in the office, to the left of the windows in the library.
They do not leave the meetinghouse.

Resources — Where to Go for Help

Although Care & Counsel is specifically charged with pastoral care of the Meeting,
the clerks and the members of Ministry & Worship also stand ready either singly or in
groups to help with personal and family problems. Ministry & Worship appoints
committees for the oversight of an individual’s ministry. Care & Counsel appoints
clearness committees to help individuals with matters of personal discernment. New
members may call on their Membership Clearness Committees and Welcoming
Committees for help with problems. A married couple may call on their committee on
clearness and their committee on oversight. Care & Counsel has an Assistance Fund
that is available for loans or grants in case of financial need. See also Ministry &
Worship (page 20), Care & Counsel (page 14), and the section on Funds and
Scholarships below.
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Funds and Scholarships
Except where noted, the Treasurer administers these accounts.

Assistance Fund
A confidential fund held and administered by Care & Counsel for small
emergency loans and grants to Meeting members, and occasionally to others.
Apply in a confidential letter to Care & Counsel Committee.

Greenfield Trustees Fund
A fund transferred to Mt. Toby when Greenfield Preparative Meeting was laid
down in 2005. There are no conditions on the use of this Fund, though the
Greenfield Trustees did suggest that “this sum be used to improve the facilities of
our First Day School and/or to benefit other Meeting Activities as the term is used
for our budget categories.”

Obadiah Brown’s Benevolent Fund and Sarah Swift Fund
Quaker funds independent of Yearly Meeting, each administered by its Board of
Trustees. Modest grants are available to Friends and Friends' organizations to
“enhance the Religious Society of Friends” and spread Friends principles. Apply
to the clerk of Yearly Meeting or any of the Trustees (names are in current Yearly
Meeting minutes). Mt. Toby Ministry & Worship and Care & Counsel have
guidelines on file. (Information from Permanent Board 1997)

Cambodian Support Fund
Raised to aid refugee Cambodian families under the care of the Meeting. In 2/02
it was combined with the Refugee Scholarship Fund (the Ethel Dubois Fund) that
was begun with a bequest to Meeting in 1990; it makes grants for educational
purposes to members of immigrant families under the care of the Meeting. The
Cambodian Assistance Committee should receive a short application in writing.
Held by the Treasurer and administered by the Cambodian Assistance Committee.
See also Cambodian Support Committee (page 14), and Cambodians (page
50).

Scholarships for Retreats and Conferences
A fund to assist members and attenders of all ages who wish to go to retreats,
conferences, workshops, or other programs sponsored by Quaker organizations
such as Woolman Hill, monthly meetings, yearly meetings, or national
organizations that encourage spiritual growth. Administered by Care & Counsel
under guidelines approved by the Meeting in 7/90. There is no ceiling on how
much anyone may request.
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Youth Programs

There are a number of different programs and activities for children at Mt. Toby
overseen by a number of different committees. All activities involving children are
governed by our statement on Safe Practices for Working With Youth (see page
57).

Celebration of Children

At times we have had a welcome and celebration at meeting for worship as a time of
gratitude for the blessing of our lives by our children.

Child Care

Nursery aged children are cared for at 9:00 during adult education/First Day School
and at 10:00 during meeting for worship. Older children (kindergarten--6th grade)
attend First Day School. Child care is provided for all ages during 11:40 Hour
programs and during Meeting for Business (if requested by parents). The Meeting for
Business budgets money to hire nursery caregivers. See also Child Care
Committee. (page 9.)

First Day School

For the current year (9/2014 — 6/2015) there is no First Day School. Instead, there is a
Children’s Meeting for Discovery program during meeting for worship. For pre-
school children see Child Care (page 48).

Children’s Meeting for Discovery (was Friendly Playground)

In fall of 2013, Mt Toby instituted a new program for children during meeting for
worship that was initially called Friendly Playground. First Day School was moved to
9am and Friendly Playground was initially intended to be a period of unstructured,
supervised play held in a worshipful spirit by the adult caregivers present with the
children. However, Friendly Playground gradually became the only form of religious
education for the elementary children, because almost no children came to the 9am
First Day School. We burned out many volunteers by asking them to prepare when no
one came. In 2015, RE ceased providing 9am programming for elementary-aged
children and Friendly Playground has gradually evolved to something more
substantial. It was dubbed Children's Meeting for Discovery by RE in June, 2016 to
mark its shift in focus.

The Children's Meeting for Discovery (CMD) is held during the 10am meeting for
worship. The CMD is an active experiment in Quaker worship that meets the needs
and taps into the energy of children. CMD endeavors to create a place where
children may discover the Spirit working within and among us. Getting to know
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others in the meeting — both adults and children — in deep and playful ways, is an
important part of the experience.

We actively seek to model Quaker ideas while respecting the wide variety of beliefs
held by members and attendees of this meeting. The aim is to provide the conditions
for children’s leadings, values and voices to emerge.

CMD follows a regular, but flexible pattern. By 10am, children with their parents
gather with the whole community in meeting for worship . At approximately 10:10,
an adult volunteer stands and leads the children who wish to participate in CMD out
of meeting for worship to a central gathering space. Two adult volunteers, one of
them a member of the RE committee, mark the beginning of CMD by forming a
welcome circle of some kind. This may include some silence. Holding everyone in
the Light, we introduce ourselves to one another and review the basic guidelines for
comfort and safety. At the close of CMD, the facilitators and children regroup.
Sometimes there is a snack. Children are given the opportunity to think about how
they might report the day's activities during announcements at the rise of meeting for
worship. Children can choose if they want something reported back or not, and they
are encouraged to choose an adult or child spokesperson. At the close of meting for
worship around 11:00, CMD rejoins the community as a whole in the meeting room
for introductions and announcements.

Welcoming Babies

In some years, Ministry & Worship has held a celebration of children in our Meeting,
and especially welcoming the babies who have been born or adopted in the past year.
Babies and their parents are invited to come into meeting for worship for the last 15
minutes or so, when the First Day School children come in. It is a time for all of us to
be especially aware of how the children enrich our Meeting community. At the end of

worship we like everyone to stay for the introduction of the babies. (Newsletter
11/01)

Young Friends

Young Friends in grades 7 — 12 meet and plan their program and activities under the
guidance of the Young Friends Committee. They have a programmed activity once a
month, depending on the number of Young Friends and their interest. This often takes
place on Sunday. Their schedule is distributed by email and is printed in the
Newsletter. See also Young Friends Committee (page 24).

Other Mt. Toby Sponsored Activities and Groups
Alternatives to Violence (AVP)

This is an educational workshop program in prisons, staffed by volunteers and
growing out of Quaker concerns. Coordination of work in several prisons is under the
care of Yearly Meeting Peace& Social Concerns Committee. There is a long waiting
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list of prisoners wanting to take part. Participants sometimes become trainers,
empowering both individuals and the prison community.

Annual Meeting Retreat

Beginning in 2012 Mt. Toby rented Woolman Hill for a weekend retreat of the
meeting community. The retreats are organized by an ad hoc retreat committee and
are largely supported by contributions, so that everyone can feel free to attend,
regardless of financial situation.

Cambodians

In 1981 the Meeting sponsored and took under its care two refugee families from
Cambodia, or Kampuchea (11/81, 6/82). The committee, later renamed the
“Cambodian Support Committee,” helped them find housing, job training, jobs,
clothing, home furnishings, medical care, and language instruction. Both families
now have jobs, permanent housing, cars, and driving licenses. Most of the children
are doing well in school, and most are U.S. citizens including, of course, the three
children born in this country. The Committee still helps with relationships with
schools and state and federal agencies, interpreting mail, and filling out forms.

After becoming U.S. citizens, family members sponsored additional relatives in the
refugee camps for U.S. immigration. Contributions and a loan from the Meeting
helped with travel expenses. In 1991 two large new families arrived, and very soon
another baby was born here. Members of the original committee and new members
still stay in touch with the original Cambodian family and, much less frequently, are
able to offer additional help. See also Cambodian Support Committee (page 14).

Coffee Hour

The Fellowship & Hospitality Committee is in charge of serving refreshments in the
fellowship room after meeting for worship. The help of volunteers is welcome.

11:40 Hour

The 11:40 Hour programs are held on Sunday after meeting for worship. These
spiritually centered hours try to express the Spirit in our midst through sharing our
faith and perspectives and through examining issues of our times. The programs are
coordinated by the 11:40 Hour Committee. which tries to present a balanced mix of
programs that build community, enhance our spiritual life, and raise social
consciousness. Programs offered by Mount Toby committees, and programs devoted
to the spiritual journeys of Friends, have priority; individuals also offer programs.
The Committee occasionally develops programs around special concerns in the
Meeting but does not take on tasks more appropriately dealt with in other committees.
Quakers from other Meetings may offer programs, preferably when sponsored by a
Mount Toby committee. Presenters are not paid, and donations may not be solicited.
Programs are announced in the Newsletter, on the entry doors, and during
announcements after meeting for worship. They are offered from early September
through mid June, but not on days of meeting for business, fellowship lunch,
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Quarterly Meeting, or major holidays. (From the Committee, 2/08). See also 11:40
Hour Committee (page 17).

Fellowship Lunch

A potluck meal is held after meeting for worship, on the third First Day of each
month after singing in the Champney Room, at 11:30. Everyone who knows about it
brings some food, and everyone at meeting for worship is invited to stay for lunch.
The Fellowship & Hospitality Committee is in charge. Volunteers set up tables and
chairs after Meeting, and it is hoped that each person will spend ten minutes or so
clearing and washing tables, sweeping and mopping floors, washing dishes, or putting
away furniture. Bringing our own dishes and taking them home to wash diminishes
kitchen chores (3/89).

Inquirer’s Class (Quakerism 101)

From time to time some Friends have organized a series of evening meetings for
those wishing to learn more about Mt. Toby and Friends generally. While Care &
Counsel is specifically charged with overseeing this kind of outreach, in recent years
the work has largely been carried on by Friends feeling a special concern for this
work.

Sunday Adult Programming

Adult Religious Education Programs take place at 9:00am on Sundays. Most
Sundays, there is at least one adult program that aims to help participants prepare for
meeting for worship and deepen their spiritual experience and understanding. The
Religious Education Committee has oversight for these programs and arranges the
scheduling and rooms; however most programs are not run by RE. Individuals with a
program to offer or ideas for how to use the 9:00 hour contact the RE committee to
propose and arrange a program. These programs can be single events or periodic
discussions extending over a number of months. Inspiration is drawn from many
faith traditions, but the first Sunday of each month is reserved for a specifically
Quaker themed offering.

Work Days

Work days are held on Saturdays, usually in spring and fall, supervised by the
Meetinghouse Committee and/or the Grounds Committee. All who are able help with
repairs and maintenance. The clerks of Meetinghouse and Grounds Committees
welcome suggestions for workday projects.

Other Activities and Groups at Mt. Toby

There are a number of activities at Mt. Toby that groups of individuals have
organized. Some of these have been around for many years, while others have had a
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shorter lifetime, depending on the energy and ongoing interest levels of those
involved.

Alternatives to Military Service

American Friends Service Committee and the Military Recruitment Education
Network go into high schools to bring information to young people about the realities
of military service and of military recruitment. For more information, contact Peggy
Anderson 467-7879. See also Draft Counseling (page 52) and Policy Statements

(page 59).

Carbon Tax Witness Fund

In March 2013, Meeting established a Voluntary Carbon Tax Witness Fund to receive
earmarked contributions for this purpose and to make disbursements from the fund as
directed by the Climate Witness Committee. This committee, using Friends’ process,
discerns the organizations and amounts to be disbursed to organizations sharing
Quaker values and known to be working to reduce further climate change, mitigate
disasters caused by climate change, or mobilize public support for either or both of
these. Contributions from witnessing individuals are collected quarterly and sent to
Mount Toby’s Treasurer by the fund steward.

Those who contribute to the fund are encouraged to offer suggestions to the
committee of possible recipients of each quarterly collection. They and others
interested are welcome to attend meetings of the Climate Witness Committee. The
Committee publicizes its carbon tax recipients on the meeting website (at
mounttobyfriends.org/action/voluntary-carbon-tax-witness/) and maintains a separate
website (voluntarycarbontax.org) to invite participation by others.

Draft Counseling

The Peace& Social Concerns Committee can put people in touch with trained draft
counselors. The AFSC branch office in Northampton is also a source of information.
A counselor may recommend that a conscientious objector be registered as such in
the minutes and other records of the Meeting. Quarterly Meeting has sent a letter to
the Canadian Government asking for their support for conscientious objectors from
the U.S. Military seeking refuge in Canada (2/05). In 3/05 Peace& Social Concerns
reported mail received from Jane Orion Smith, General Secretary of the Canadian
Friends Service Committee, welcoming donations to CFSC in appreciation of
Canadians Friends’ work with U.S. CO’s seeking refuge in Canada. See also
Alternatives to Military Service (page 52), Policy Statements (page 59) and
Records Of The Meeting — Conscientious Objectors (page 46).

Singing

There is singing on Sundays at 8:45, at 9:00 on second Sundays, and before
fellowship lunch in the Champney Room.
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Friendly Eights

Each year small groups within the Meeting form with three purposes in mind: to share
spiritual discussion; to get better acquainted; to have fun. While we call them
“Friendly 8’s,” the groups have been anywhere from seven to fifteen. Most groups
meet monthly, often sharing a potluck meal or dessert as well as worship and
conversation. Some groups have even taken camping trips. Many groups form with
the plan of a year’s commitment together; then they check and decide whether to
continue. A few Mt. Toby Friendly 8’s have existed for many years.

Quilts

Care & Counsel has custody of a few hand-made quilts, including one sized for a
child, that it lends to Friends who may appreciate a bit of extra nurturing in a time of
trouble or sorrow. Friends are asked to bring the names of such people to the attention
of the committee. When they are not on loan, these quilts adorn the walls of the
Champney Room.
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MEETING POLICIES AND POLICY STATEMENTS

Over the years, Meeting has approved a number of policy minutes giving guidance
for how we conduct our business and deal with one another and has also approved a
number of more general policy statements setting forth our positions on a number of
broader social issues.

Policies on Meetinghouse Use
Alcohol Use

Meeting has agreed that alcohol is never to be used on Meeting property (2/82). An
extremely rare exception has been made for an outside group using the meetinghouse
for a religious ceremony in which wine played an essential part. See also Substance
Abuse (page 57).

Allergies

A few members of the Meeting have serious, possibly even lethal, allergies or
sensitivities to perfumes and perfumed products such as hair spray, body lotion,
scented hand lotion, aftershave, scented candles, cologne, fabric softeners, room
deodorizers, and cleaning chemicals. Even products labeled “unscented” frequently
contain a “masking fragrance.” Children are especially vulnerable.

Those with troublesome sensitivities are asked to sit in the south “fresh air corner” of
the worship room, near the outside door, and those wearing any perfumed products
are asked to sit in the north corner (10/96). There are Health Alert Notices on the
worship room and restroom doors. See also Meetinghouse Accessibility (page 61).

Smoking

There is no smoking in the meetinghouse.

Storing Personal Property in the Meetinghouse

Meeting affirms that the meetinghouse and storage shed are communal space. If any
individual needs some of that space for personal storage, he or she must ask the
Meetinghouse Committee (9/88).

Working with One Another

Announcements After meeting for worship

The Friend designated by Ministry & Worship to close meeting asks people to remain
in the spirit of worship and to hold each person in the light as they introduce
themselves. The closer then invites brief announcements pertaining to the life of the
Meeting, generally starting with those related to children and families. Short
announcements of Meeting activities and matters of great interest to most people
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present, such as news of ill or absent members, are welcome. Activities of individual
members or other events of general interest are mentioned very briefly, and attention
is directed to the appropriate bulletin board for further details (10/89). In order to
offer an experience of a variety of ways of leaving worship, Ministry & Worship has
designated second Sundays as “no spoken announcements” days (2/16). On these
Sundays, a bulletin board is set up in the fellowship room for people to post
announcements.

Attenders

Attenders are people who come to Meeting frequently but are not members. They are
welcome to take an active part in Meeting activities, including serving on committees
and attending meeting for business. As a rule, they do not serve on Ministry &
Worship or as clerks unless they are Friends who are members of other meetings. We
encourage active attenders to apply for membership in the Meeting. See also
Membership as Qualification for Service (page 57), and Becoming a Member

(page 36).

Harassment

Following a case of harassment within the Meeting, meeting for business approved
the following statement on recommendation of Care & Counsel and Ministry &
Worship. It is to be published in the Newsletter each October, posted in the
meetinghouse, and included in the Handbook. It was also shared with Quarterly and
Yearly Meetings (6/89).

Nurturing Trust Statement

Our Meeting is a community of people seeking to perfect their love of God and
all living beings. We support each other in this quest through our silent worship
together and in our relationships with each other. While we accept our human
imperfections in interacting with each other, we are bound together by the trust
that comes from our commitment to treat each other with love, compassion, and
respect. Verbal, physical, and sexual harassment destroy this trust and require
vigorous counteraction. If anyone in our Meeting feels harassed by another
member or attender, the Meeting needs to be informed, usually through Care &
Counsel, in order to act to support all concerned, prevent further occurrence, and
avoid the isolation of any person.

Latecomers

Those arriving late for meeting for worship wait quietly in the lobby and enter
together at ten minutes past the hour. A member of Care & Counsel sets an example
by begining worship until the doors are opened for entry.
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Membership as Qualification for Service

Meeting has held several long discussions about whether membership should be a
requirement for appointment to Meeting offices and committees. Membership is
desirable for Meeting clerks and members of Ministry & Worship; other regular
attenders, if they were already members of some other meeting, have also been asked
to serve. For other positions, either members or regular attenders are qualified (6/75,
2/76, 8/77).

The 1985 Faith and Practice states, “Each monthly meeting should ordinarily
appoint at least six members to Ministry and Counsel,” and outlines how the
appointments should be made. It also says, “Care & Counsel at Mount Toby Meeting

is appointed in the same way as Ministry and Counsel” but makes no statement as to
whether they should be members (F&P, pp. 241 & 244).

The following minute was approved in 8/90 by Yearly Meeting for business: “The
Yearly Meeting Nominating Committee may consider for membership on Yearly
Meeting Committees any person active in the fellowship of Friends in New England.
Lack of formal membership is not necessarily a bar to service. We trust the
Nominating Committee to discern those who are truly called to serve.”

Safe Practices for Working with Youth

At the recommendation of the Ad Hoc Committee on Safe Practices for Working with

Youth we decided (6/06) to

* Adopt the policy that two adults be present whenever feasible while working with
young people;

* Foster a sense of openness in all gatherings of children by encouraging parents
and other adults to attend/drop in as they wish;

* Place the materials gathered by the Ad Hoc Committee in the library.

Substance Abuse

In 1991 Care & Counsel reported that they felt a need to discuss openly substance
abuse and addiction within the Meeting so that any who are in need may ask for
support and so that Friends may be under the weight of the concern. It is not false
urgency to say that it could be a matter of life and death.

Structural Policies
Financial Support of the Meeting

Like most Friends meetings, Mt. Toby does not pass a collection plate; checks or cash
may be left in the contribution box in the lobby, or mailed or handed to the Treasurer,
whose name and address are in the Directory and in the monthly Newsletter. Checks
should be made out to Mt. Toby Monthly Meeting. Contributions are tax deductible;
see Tax Deductions (page 58).
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The Finance Committee sends letters to contributors and friends once or twice a year
reviewing the needs of the Meeting. The Meeting does not ask for pledges for annual
contributions.

The Meeting discussed in detail the following principles in its handling of financial

affairs (2/02, 3/02, 12/02):

1. Mt. Toby chooses to live within a modest budget. We have chosen to live without
a reserve fund or endowment, trusting that extra funds will become available if
needed (3/02).

2. We are frugal and choose (for spiritual, financial, and community reasons) to
perform as much of the Meeting’s work as possible ourselves. This includes
cleaning and most repairs of the meetinghouse.

3. We consider rental income to be part of the general operating budget. The Land
Use Committee may suggest uses for occasional timber sale revenue.

4. When we have needed extra money for special concerns or projects, we have
asked for it directly.

5. When we receive an unrestricted bequest, we tend to consider ways to spend it
promptly (3/02). We consider recommendations of the Finance Committee, but
meeting for business decides what God wishes us to do with the money.

6. In our corporate giving, we identify two levels of obligation: bigger contributions
to organizations like New England Yearly Meeting and Friends General
Conference which provide us with services and support, and token contributions
to smaller groups, assuming that individual contributors will make their own
decisions about further support of other concerns.

The budget is considered an estimate of necessary expenditures, and does not set up
line-by-line restrictions. The Treasurer, the Finance Committee, and the clerk are
responsible for deciding when any substantial variation from the budget plan requires
formal Meeting approval. See also Budget (page 28), Finance Committee (page 18),
and APPENDIX V — Budget.

Tax Deductions

For tax purposes the Treasurer will provide a written acknowledgment to anyone who
contributes more than $250. Other contributions will be acknowledged on request.
The acknowledgment will include a statement of whether the Meeting has provided
any goods or services in return. This may be provided at the time of the contribution,
or shortly after December 31st of each year that the law requiring it is in effect.

Contributions to help a specific person or cause are not deductible unless the
Meeting or Care & Counsel Committee has made a prior decision to support that
person and is soliciting funds from Meeting members. To be deductible, the
contribution would then be made to a fund of the Meeting (e.g., Assistance Fund), but
may be earmarked for the specific purpose.
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Telephone Tax

The Meeting has consistently refused to pay the federal telephone tax because its
purpose is to help wage war.

Policy Statements

From time to time the monthly meeting records a sense of the meeting on current
issues — minutes that it has discussed, approved, and sometimes published alone or in
concert with other meetings. The Meeting reaffirmed in 10/76 that the basis of its
concerns should always issue from meeting for worship, having been examined in the
light of our spiritual heritage. The full text of each statement is in the meeting
minutes, in earlier editions of this Handbook, and in the loose-leaf booklet Policy
Statements of Mt. Toby Monthly Meeting of Friends (catalog number 262 Pol, or in
the reference collection); these are in the Meeting library. Many are also available on
the Mt. Toby Website (see page 43).

Campaign Finance — on a movement to reform the economics of political
campaigns. (9/00)

Capital Punishment — in opposition to the death penalty.

Conscience, Support of Those Led By — supporting those who have taken a
stand against nuclear weapons (10/76), and participation in war (1/05).

Conscientious Objectors and Non-Registrants — opposing war, military
training, and the draft (7/80).

Declaration of Conscience — Calling for people to speak out against government
policies in invading Iraq, and deploring recent threats to our freedom and personal
liberties. Written by the Western Massachusetts Interfaith Coalition for Peace and
Justice, and intended to be a document that could be accepted by a broad range of
religious groups. Endorsed and approved by meeting for business on 9/12/04.

Freedom of Information — affirming citizens' right of access to government
documents (3/83) and affirming the right to know what is in government records
and documents (2/80 and 3/80).

Gambling — opposing state-supported gambling (7/95; reaffirmed 11/07).

Gay and Lesbian Concerns and Homosexuality — affirming the civil rights of
all people regardless of sexual orientation, and stating our belief in that of God in
every person (1/83); also material for use in public statements, and for internal use
for people who wish to know our concerns on this topic (9/97, 1/00). Meeting
affirms that all persons are equal, that families take many forms, and that
marriage is a spiritual union and commitment (10/97). See also a pamphlet in the
Meeting library, History of Mt. Toby Meeting Gay and Lesbian Concerns, and
Gay and Lesbian Concerns at Mt. Toby Meeting on the free literature table.

Interfaith 350 Statement — We unite with other faith communities in endorsing
the Interfaith 350 Statement (on limiting CO2 concentrations in the atmosphere).
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We also want to be open to other actions and statements rising from within our
own meeting related to care for the earth (9/08).

IRCA-Immigration Reform and Control Act — refusing to cooperate in filing
required forms on eligibility of employees for employment, and affirming the
right of everyone to make a living (3/91).

Nuclear Power and Weapons and Abolition of Nuclear Weapons — concern

about multiple dangerous effects of nuclear power, and opposing nuclear weapons
(10/76, 11/98, 2/01).

Pacifism — Friends' testimony against war and violence (1/80).

Peace — Statement of the American Friends Service Committee, endorsed after
the event of September 11, 2001 (4/19/02).

Peace Tax Fund — The Meeting supports creation by Congress of a National
Peace Tax Fund as an alternative for those who object to paying taxes that could
be used to make war. (1/92)

Racism — deploring recent incidents at local colleges (12/92).

Same—sex Marriage — offering the same loving care and consideration to both

same-sex and heterosexual applicants for marriage under the care of the Meeting.
(1/87,4/87, 5/87, 5/88, 10/97, 11/98).

Sanctuary — announcing the intention to provide sanctuary for Central American
refugees without papers (3/85).

Support for Canadian Friends and Canadian Friends Service Committee

Tax Refusal, or Non-Payment of Taxes Used for War — supporting those who
are conscientiously opposed to financial support of war (4/84).
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Meetinghouse

The meetinghouse was opened in 1964. The Champney Room was added in 1997.
Plans of the meetinghouse are in a large roll in the wall cupboard over the phone
booth. Listed below are descriptions of various aspects of the operation of the
meetinghouse. See also Storing Personal Property in the Meetinghouse (page 55),
History of the Meeting (page 71), APPENDIX I: Guidelines for the Use of the
Meetinghouse, and Meetinghouse Committee (page 19).

Accessibility

The meetinghouse was designed on one level for accessibility and the Meetinghouse
Committee and others have made several improvements. Front and back doors to the
fellowship room have had ramps added, special handicapped parking spaces have
been designated on the circular drive closest to the building, and the men's room has
been made wheelchair accessible by combining two stalls, and adding a raised toilet
and grab bars. Curtains have replaced stall doors in the women’s room so the doors
will not knock off one's kneecaps. More easily usable lever-type door handles have
been installed. If there are other ways in which the meetinghouse could be made more
easily accessible please tell Care & Counsel or leave a note in the Meetinghouse
Committee box in the hall outside of the library. Copies of the Newsletter in LARGE
TYPE may be requested from the Newsletter Editor. (6/01)

Mt. Toby has joined the Accessible Congregations Campaign, which is sponsored
by the National Organization on Disability and supported by the NEYM Committee
on Aging. Aims are to raise our own consciousness about accessibility and to ensure
that everyone can participate fully in the life of the Meeting. Suggestions for projects
will be forwarded to relevant Monthly Meeting committees (4/01, 9/01, 1/03). See
also Allergies (page 55), Hearing Amplification in the Meeting Room (page 62),
Newsletter (page 41) and Overnight Use Of The Meetinghouse (page 64).

Capital Fund

The Meeting maintains a Capital Fund to which we set aside money every year to
help cover infrequent, but expensive, major projects for maintaining or improving the
meetinghouse and grounds. Each committee is requested to inform the Finance
Committee about anticipated major expenses or projects in future years. These
anticipated expenditures are compiled on a Capital Fund List to help the Finance
Committee plan for large expenditures. The Capital Fund List provides a basis for
the Finance Committee’s yearly presentation and recommendation to the Meeting for
Business for an annual budget contribution to the Capital Fund. Expenditures from
the Capital Fund require approval from Meeting for Business.

When unanticipated capital needs arise during the year, however, a committee
can bring a request directly to business meeting. The business meeting can then either
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approve the request directly or refer it to Finance Committee for further
consideration. Capital purchases usually involve items costing over $500. Once
approved by Meeting for Business, such items can be charged against the Capital
Fund rather than against the operating budget.

Cleaning

This is done by Meeting members and other volunteers, at least two people each
week, under the direction of the Meetinghouse Cleaning Scheduler. If everyone takes
a turn, each person cleans about once a year. The Scheduler prepares a schedule and
posts it on the Meeting bulletin board in the lobby and on the members’ section of the
website (see also APPENDIX I: Guidelines for the Use of the Meetinghouse page 2).
The Scheduler should also remind people of upcoming turns by phone or postcard
(11/91). The Fellowship & Hospitality Committee sees that cleanup is done after
coffee hour and potluck lunch. There is a list of cleaning chores in Appendix .

Closing the Building

See APPENDIX I: Guidelines for the Use of the Meetinghouse, page 3.

Hearing Amplification in the Meeting Room

Hearing aids are kept in the lobby in a wooden case opposite the entrance to the
worship room for those who have difficulty hearing messages during meeting for
worship. Please ask the member of Care & Counsel on duty at the door for
instructions for using them. If the system does not seem to be working well, please
report this to one of the Care & Counsel committee members, who are responsible for
maintenance. (Minutes of Care & Counsel 8/94) In the summer of 2000, supplemental
equipment extended sound to the Champney room or elsewhere.

Keys

Clerks, committee clerks, and members of the Meetinghouse and Grounds
Committees commonly have keys. Others who feel a need for one should apply to the
clerk of the Meetinghouse Committee.

Library / Office

Provides service to Meeting, Friends, and visitors, and is also available for limited
research. The library is open on First Day mornings and at other times by
arrangement with the Library Committee.

The chief functions of the library are teaching, ministry, outreach, and support of
Meeting activities. Needs of both children and adults are considered. Major Quaker
topics are covered in books, periodicals, pamphlets, magazines, and a few audio-
visuals. The card catalog lists materials by title, author, and subject.
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LIBRARY CLASSIFICATION
THE SHELF SYSTEM RUNS IN COLUMNS FROM CEILING TO FLOOR, SET OFF BY
WHITE WOODEN DIVIDER BOARDS

100-229 Philosophy And Religion 262 Business Procedure

230 Friends Beliefs 265 Faith And Practice
.1-.7 Specific 266 Missions

240 Devotions, Meditations 267 Friends Organizations

241 Counseling, Healing 268 Friends Education

243 Sermons, Lectures 270-World Council of Churches

244 Literary & Collected Works 280-Other Religious Organizations

246 Meeting For Worship 300-Sociology, Social Change

247 Quaker Ministry 920-950 Adult Biography, Quaker & Other

249 Quaker Way Of Life 960-990 History

250 Social Concerns: War; Peace; Racism; Adult Fiction and Children and Youth Fiction,
Prisons; Economics Non-Fiction, and Biography: See are in the

260 Quaker History & Description shelves dividing the library from the hall.

260.11-9 Specific Countries

The Library Committee makes two folders each for both minutes of meetings for
business and Newsletters to hold them until enough accumulate for binding. One
copy is for borrowing, the other for non-circulating archives. Friends Journal is
packaged annually and shelved in the fellowship room.

A collection of First Day School materials is shelved in the small Sunday School
Room.

See also Library Committee (page 19).

Maintenance

The Meetinghouse is maintained by the volunteer work of members and attenders
during scheduled spring and fall workdays and at other times. Sometimes individuals
take on special projects that they are concerned about. Special workdays for a new
heating plant, painting, and roofing have involved a large part of the Meeting. We
agree that our priority for selecting meetinghouse projects will be those that undergird
and nourish our worship, and that take into consideration the health of our community
and our impact on the earth. We invite those with ideas on improving our 50 year old
building to bring them to the Meetinghouse Committee (3/04).

Office

The office records are in the library, to the left of the windows. The History &
Records Committee use the cupboards above for the non-circulating copies of the
minutes, the Memorial Books, and other scrapbooks. The lower cupboards hold boxes
of archival materials. The Meeting's files are in file drawers in the office desk.
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Outside Groups

Those wanting to use the meetinghouse arrange with the Scheduler. See Rental Fees
(page 64) for rates. A large group puts a strain on our water and sewer arrangements,
so it may need to rent a portable toilet. No tobacco or alcohol may be used, and no
foods or lighted candles are allowed in the worship room, lobby, library, or
Champney room. Groups renting space in the meetinghouse are asked, when
advertising their event, to include the words “This is not a Quaker Meeting program”
(10/01). See also APPENDIX I: Guidelines for Use of the Meetinghouse.

Overnight Use of the Meetinghouse

No one may stay overnight at the meetinghouse without clearing first with the
Scheduler. If the Scheduler has any questions, he or she will consult with the clerk.
(11/87) When traveling Friends have come, they have been allowed to stay at the
meetinghouse if this did not interfere with already-scheduled use. Others are not
allowed to stay unless a member of the Meeting is prepared to stay with them. Either
arrangement must be cleared with the Scheduler. (12/87)

Parking

As parking space is limited, Friends are asked to park close to those cars that are
already parked. There are marked handicapped-accessible parking spaces in the drive
close to the meetinghouse entrance. Parking is also allowed facing the stone wall
along Route 63.

Rental of the Meetinghouse

(Approved 3/11/07, modified 11/8/2015) The use of our facilities is cost-free for
groups sponsored by the Meeting, or if expressly approved by meeting for business.
Other groups are asked to share in the costs of upkeep of this facility by paying the
fees described below. Meeting sponsored events are those that have been approved by
a committee or meeting for business. Individual members/attenders who schedule the
meetinghouse should expect to pay the fees described here.

Separate fees are charged for morning, afternoon or evening use. Kitchen use is
on a per-day basis. The library room is not available for use. Total fee is calculated by
adding the fees associated with your use. (Example: fellowship room for morning
only = $20; fellowship room and kitchen for morning and afternoon = $50.)

Time of Use
Space Used Morning Afternoon Evening
Fellowship Room or Champney Room $20 $20 $20
All Rooms except Worship Room & Library $30 $30 $30
All Rooms (except Library) $50 $50 $50
Added Charge for Meal-time use of Kitchen $10
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The Scheduler is charged with deciding if a group is subject to fees for use of the
meetinghouse, and may negotiate reduced fees for outside groups as deemed
appropriate. A cleaning deposit may be requested for groups using the meetinghouse
for a full day or more, or an additional fee for cleaning may be requested if the
premises are not left in good order. The Scheduler may choose to consult with the
Meetinghouse Committee in making these decisions.

Long-term use of the meetinghouse by an outside group (e.g., multi-week
educational programs) should be approved by meeting for business. Long-term use
proposals should be brought with a recommendation from the Scheduler and the
Meetinghouse Committee that includes the recommended fees. Copies of any
contracts for long-term use should be provided to the Meetinghouse Committee and
the Treasurer.

Scheduling

Meeting and other groups are welcome to use the meetinghouse (11/77). They must
arrange with the Scheduler to reserve the space and schedule the heat. To keep slots
open for Meeting groups, the Meetinghouse Committee suggested in 8/88 reserving
two Saturdays a month and several weekday evenings for Meeting use. See also
Scheduler (page 26).

Telephone

The telephone booth is opposite the library, by the door to the Champney room.
Callers are asked to put $.25 in a container near the phone for each local call and limit
it to five minutes (1/91). Calls to Franklin County numbers and to Northampton are
local calls.

Grounds
Burial Ground

The Mt. Toby Friends Burial Ground is southeast of the meetinghouse. Corners are
marked with permanent granite markers. The burial ground is overseen by the Burial
Committee. Membership and duties of the Burial Committee are described in detail
under “Burial Committee” (page 14). Burial ground records are maintained by the
Burial Ground Caretakers (further described on page 24). Permanent records are kept
in the meetinghouse office. Regulations governing use of the burial ground have been
determined by the Meeting from time to time and are available from the Burial
Committee (8/77, 3/82, 9/97, 3/98, 7/10, 9/12). The burial ground is for the use of Mt.
Toby and Northampton (2/15) Meeting members and their immediate families within
one generation (spouse, parents, children). There is to be no planting in the burial
ground (3/98). Woody plantings outside the burial ground should be located no
closer than 10’ from its borders (9/12).

See also Memorial Meetings (page 35), APPENDIX II: Guidelines for the Use of the
Burial Ground and APPENDIX III: Guidelines for the Planting of Memorial Trees.
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Grounds Maintenance

Maintenance of grounds around the meetinghouse is done by the Grounds Committee
and other volunteers. In summer, volunteers take turns mowing (it takes about 3
hours).

Memorial Trees and Other Plantings

When the meetinghouse was built in 1964 a landscape plan was also developed,
which Francis Holmes carried out over the next several years. Other trees and shrubs
have been added since, many in memory of Meeting members who have died. A map
showing the location of the plantings is posted above the mailboxes in the hallway by
the library. A policy on plantings was approved on 6/2000. All trees are under the
care of a Plantings Keeper appointed by the Meeting. See also Plantings Keeper
(page 26), APPENDIX III: Guidelines for the Planting of Memorial Trees, and
APPENDIX IV: Guide to the Plantings at Mt. Toby.
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Mount Toby Lands
Land History and Uses

In 1972 Meeting purchased land outside the site of the meetinghouse. It includes 118
acres of pasture, wetland, and forest, plus a spring, a pond and a section of Long Plain
Brook. 108 acres are in Leverett and 10 acres are in Sunderland. The land covers a
roughly triangular area with its base along Long Plain Road and the railroad tracks.
See the map on the inside back cover.

The area immediately surrounding the meetinghouse, including the burial ground,
is cared for by the Grounds Committee. The rest of the Meeting's land is administered
by the Land Use Committee. In May 1978, after lengthy discussion, we decided that
some of the land — the portion north and west of the power lines — should be cut
periodically for lumber, while the rest would remain largely unmanaged or for
agriculture. In 1983 Land Use Committee’s portion was put under conservancy, under
Massachusetts Law Chapters 61, 61A, and 61B, for forestry, agriculture, and
recreational use, respectively. This gives us reduced tax rates. Approximately 50
acres are in forestry/agriculture including the area northeast of the power lines, the
pasture lands southwest of the meetinghouse and a strip of land around the northwest
and southwest sides of the wetlands. The remaining acreage, including the wetlands is
classified as recreational. A forest management plan was submitted to the
Massachusetts Department of Land Management by the Land Use Committee and the
Trustees in 6/94 and in 2004. A new report is made every 10 years. A forestry plan
was accepted by the State and a copy was filed with the Assessor of the Town of
Leverett in 9/04. The current plan is effective from 2004 to 2014. The Committee
may hire a forest management consultant to help with these reports.

Proceeds from selective logging operations in 1979, 1995, and 2001, mainly to
remove hemlocks, were put into a “timber fund” to be used for special projects to be
decided later (1/80). This Fund was closed in 2010. Some land under Chapter 61A,
along Long Plain Brook, has been leased to abutter and Meeting member Brad
Archer, for agricultural purposes limited to grazing sheep and haying.

There is an extensive network of trails, some of which are overgrown and others
of which may be used for hiking and cross-country skiing. Friends are urged to
explore the many beautiful nooks and crannies of our lands. A map of Meeting land
is printed on the inside of the back cover of this Handbook. Camping is allowed with
the permission of the Land Use Committee. See Camping on Meeting Property
below.

No swimming is permitted in the pond, as our insurance does not cover that
activity. A sign saying “Swimming is not Permitted” has been posted at the pond.

A simple footbridge (currently in disrepair) south of the pond gives access to our
land beyond Long Plain Brook. For occasional access by vehicles, including cars,
trucks, and equipment, we have an easement with abutters Bob and Micha Strong on
a gravel road across a culvert over Long Plain Brook. W.D. Cowls lumber company
has an agreement with the Meeting for a right-of-way to truck logs across Meeting
land from their abutting property on the north (6/90, 2/94). Western Massachusetts
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Electric Company has a 100-foot right-of-way for a power line through the property.
Abutter Brad Archer has a deeded right to access a spring on Meeting’s forested land
across Long Plain Brook.

In 4/95 at a hearing in Leverett, Meeting successfully opposed a proposal to
declare the land opposite us on Route 63 a General Business Zone; we stated that we
expect our land “to remain forever protected from further development.” See also
Land Use Committee (page 19).

Camping on Meeting Property

Camping is allowed with permission of the Land Use Committee (4/78). The
Committee feels very strongly that no fires can be allowed on Meeting land (6/79).
Leverett zoning by-laws do not allow camping for more than 28 days without
adequate sanitary facilities (6/79). Use of meetinghouse toilets and kitchen by
campers has been allowed when it does not conflict with previously contracted use
(6/79); such use must be cleared with the Scheduler. See also Overnight Use of the
Meetinghouse (page 64).
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Other Meetings for Worship

Small subsidiary groups have been formed from time to time to fill special needs,
most of them with the concurrence of Ministry & Worship and meeting for business.
They are laid down, when they become inactive, by meeting for business on the
recommendation of Ministry & Worship.

Northfield Worship

Meets at 10:30 on the first Sunday of each month at the home of Don and Judi
Campbell. Call (413) 498-0027 for information or directions.

Woolman Hill Midweek Worship

Meets each Wednesday from 5:30 — 6:30. Worship is usually in the meetinghouse —
if it needs to be moved, the alternate location will be posted on the meetinghouse
door. This is not under the oversight of Mt. Toby. Contact person: Jim Lyons (548-
3940).

2"* Friday Sabbath

This meeting for worship began about 2003 after several Friends attended a Sabbath

observance at a Jewish friend’s home. We appreciated that celebration as a rich way
to end the workweek, and a meaningful way of including children as participants in a
common spiritual practice.

We gather on the second Friday of each month at 6:00 (with some arriving a bit
earlier for animal visits) and worship together for about a half hour. Children
participate in several ways: Some simply play or read in the center of our worship
circle, others worship in adult laps, occasionally small animals are held in the circle.
Worship is followed by some worship sharing, then a potluck meal with lots of
conversation.

From April through October we meet at Jim Lyons and Jill Horton-Lyons’ farm in
Colrain. In November through March the gathering takes place in other Friends’
homes. We try to rotate locations in various parts of Mt. Toby’s widely dispersed
community.

All are welcome to attend! This worship is a time when parents can enter into
worship knowing that children’s sounds and words are welcomed. Gatherings are
announced in the newsletter, during meeting announcement time and email reminders
are sent to anyone requesting them. Call Jill (413-624-3940) for information,
directions or to be added to the email list.

See the Newsletter or the bulletin board in the lobby for more recent information on
these and other meetings for worship.
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Quarterly Meeting

Mt. Toby Meeting is a member of the Connecticut Valley Quarter of New England
Yearly Meeting. Friends meet for a day or a weekend three times a year — in
February, May, and October — for a planned program, worship, and fellowship. The
February and May meetings are held on the first weekend of the month and rotate
among the different monthly meetings. The October meeting is always held at
Woolman Hill.

Meeting for business, in conjunction with the clerk, appoints a planning
committee in those years in which Mt. Toby is scheduled to be host. The date is
announced after Meeting and in the Newsl/etter. Mt. Toby next scheduled to host the
February 2017 meeting.

Every October, when the program is at Woolman Hill, Mt. Toby has some
responsibility for a part of the arrangement, determined by an eight-year rotation
schedule. Our responsibilities in the next several years are:

2016 Adult Program
2017 Snacks and beverages for the weekend and organizing Saturday night event
2018 Coordination, publicity, and care of the weekend

Mt. Toby is also responsible for finding and appointing a clerk of the Quarter on a
regular rotation (the person need not be from Mt. Toby) for a two-year term, with a
similar rotation for our finding a recording c.lerk. We are next scheduled to find a
recording clerk for the 2019 — 2021 term and a clerk for the 2026 — 2028 term.

Woolman Hill

Woolman Hill is an independent Quaker retreat and conference center on Keets Road
right off Routes 5 and 10 just north of Old Deerfield. See the bulletin boards or the
fellowship room for program announcements. The fall CVQM weekend retreat has
been held at Woolman Hill for several years. The Board of Directors includes people
from Mt Toby and other monthly meetings within CVQM and NEYM. Mt Toby has
traditionally had strong representation on the board, and has a deep connection with
the history of Woolman Hill. The Mt Toby Care & Counsel has a scholarship fund
that will assist people who want to go to Woolman Hill weekends. A worship group
meets there on Wednesdays from 5:30 — 6:30..

Yearly Meeting

New England Yearly Meeting is an association of most of the monthly meetings in
New England. It holds its annual meeting for business, with workshops and programs
for all ages, for several days in the first week in August. All Friends receive
announcements in the spring. Several members of the Meeting serve on YM
committees. We are expected to appoint representatives to the YM Ministry and
Counsel Committee and to the YM Nominating Committee.

70



Mount Toby Handbook 2016

HISTORY OF THE MEETING

HISTORY OF THE MEETING

The first recorded monthly meeting in the ancestry of Mt. Toby was the Northampton
Meeting, which organized as an independent Meeting under the Friends Fellowship
Council in Philadelphia in 1939. There had been other occasional worship groups of
Friends in the Valley — in Ambherst in 1924 and in Northfield in the 1930°s — but it
was the initiative of a European couple who came to Smith College that led to the
formal organization. These Friends had seen war coming in Europe and urged local
Friends to join national movement among Friends preparing to witness for peace. At
the time, the Northampton group did not want to choose either of the New England
Yearly Meetings, which had divided in 1845 over the theologies of John Wilbur and
John J. Guerney. But when the Yearly Meetings united in 1945, Northampton and
other Friends in Connecticut joined the New England Yearly Meeting with the
Connecticut Valley Friends Fellowship (started in 1936) that included Hartford and
New Haven Independent Meetings. That group and Providence, RI and Cambridge,
MA Independent Meetings made up the third group of Friends forming the new
Yearly Meeting.

The new monthly meeting was called the Middle Connecticut Valley Monthly
Meeting because it was in the middle of the Connecticut Valley Quarterly Meeting.
There were worship groups in South Hadley, Greenfield, Northampton, and Great
Barrington. They met together only for monthly meeting for business, often in
Sherwood Friends Center, a barn studio given to Greenfield Friends by Mary
Champney.

A meeting in Amherst was revived by Francis and Becky Holmes when they came to
the University of Massachusetts in 1954. When many more Quaker families came to
the enlarging University in the next decade, Amherst became the largest meeting. In
1959 the Monthly Meeting decided to try an “experimental consolidation” and rented
the Grange Hall on Main Street in Ambherst, to which all Friends came for First Day
worship.

This experiment, which allowed for a First Day School for the 50-100 children, was
so successful that the Meeting decided to try to build a meetinghouse. They
eventually accepted a gift of land on the farm of Ethel Dubois on Long Plain Road in
Leverett, and broke ground in 1963. In 1964, a meetinghouse designed by architect
Elroy Weber opened. The Meeting was renamed Mt. Toby after the nearby hill.

At the same time, the Greenfield Sherwood Friends Center was taken by the State
when Interstate 91 was to be built. Money from the settlement was lent to the Meeting
and paid back to a fund under Greenfield Trustees, and later lent to other Meetings. A
small loan and grant from the Friends General Conference Meetinghouse Fund also
helped the 25 families meet the challenge of paying for the building, and later buying
the 120 acres of Ethel Dubois’ farm when she retired. In a few years, the Long Plain
Nature Center she ran on the farm moved to Amherst and became the Hitchcock
Center for the Environment.
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An addition was added to the meetinghouse in 1997, when the Champney Room,
designed by Nina Weyl, was added. The kitchen was enlarged and space redesigned.
In 1994, Northampton divided off from Mt. Toby, formed a new Meeting, and built a
meetinghouse condominium. South Berkshire had left in 1984 and built a
meetinghouse in 2001.

The history of Mt. Toby and Friends’ peace testimony in World War II and the
Vietnam War is another story, some of which can be read in the history up until 1960,
(written by Helen Griffiths.) This history is in the Meeting library, or can be
purchased from the History Committee. A history of the meeting since 1960 has
recently been written by Georgana Foster. Copies of her history are available in the
library and on the website.

Sanctuary

In 4/84 the Peace& Social Concerns Committee planned a meeting to discuss the
plight of undocumented refugees from Central American countries. In 5/85 Meeting
endorsed a Minute on Sanctuary from West Falmouth Monthly Meeting. A large
ecumenical committee with many members from Mt. Toby was formed, and we
agreed to provide sanctuary to political refugees from Central America. Two brothers
from Guatemala were housed in the meetinghouse until a safe house and jobs were
found for them. One was later joined by his wife and children. They spoke frequently
at public meetings in the area. Letters endorsing our action were received from
England and Germany, as well as from many meetings in the U.S. Hartford Monthly
Meeting also offered Sanctuary in its meetinghouse. The Sanctuary Committee was
disbanded in 1994 and Northampton Meeting Ministry and Counsel assumed
responsibility for responding to continuing Central American refugee needs.
Sanctuary Committee funds have been turned over to the Northampton Meeting. See
also Policy Statements — Sanctuary (page 59).
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APPENDIX I: GUIDELINES FOR USE OF THE MEETINGHOUSE

From the Meetinghouse Committee (2/00); re-approved (4/04):

* The meetinghouse is available for use by any group seeking to develop spiritual
growth, enrichment of inner life, better human relations, social concerns, civic
responsibility, educational and international understanding.

* Permission for use of the meetinghouse can be obtained from the meetinghouse
Scheduler (see the current committee list in the lobby). Keys are available from the
Scheduler. The building is fully heated only while it is being used; this requires that the
Scheduler be contacted at least a week in advance so that the heat can be programmed.
No admission may be charged for any activity in the meetinghouse, although collections
for social and religious causes are allowed.

* The meetinghouse is not available to groups practicing discrimination.

* For the schedule of fees charged to non-Meeting groups see the section
Meetinghouse: Rental Fees (page 64).

* The meeting for worship room has been designed for meetings only; any other use
should have prior permission from the Meetinghouse Committee. Please ask before
rearranging the benches and return them to their original places when done. No lighted
candles, food, or beverages are allowed in the worship room, lobby, or Champney room
(small meeting room).

* Please do not allow children to use the library unless there is an adult with them at all
times. Do not use the fireplace without instructions from the Scheduler.

* Consistent with Friends’ beliefs, there is no smoking in the meetinghouse. People
may smoke on the grounds, but are asked to dispose of their own litter and not leave it for
others to clean up. No alcoholic beverages may be brought onto the premises.

¢ Groups renting the meetinghouse are asked to include in any information given to
others the words “This is not a Quaker Meeting program.”

* The meetinghouse is cleaned weekly by members of the Meeting. Those using the
building are expected to clean up after their gathering and leave things as they found
them. Groups using the kitchen should wash and put away all dishes unless they have
brought and used disposable paper products. Floors should be vacuumed, swept, and
mopped as needed. All trash and garbage must be removed and wastebaskets relined.
Any damage to the equipment or facilities should be reported to the Clerk of the
Meetinghouse Committee. People are asked not to use the furnishings for purposes other
than those for which they are intended. Cleaning supplies are in the closet in the storage
room.

* After everyone has left, the person responsible for the group should check to see that
the instructions for closing the building (APPENDIX I, page 3) have been followed.
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CHECKLIST FOR CLEANING THE MEETINGHOUSE

General:

1. Getkey from the Meetinghouse Committee’s cubbyhole in the corridor outside the
library.

2. Supplies are in the storage room, mostly in the closet. A few are in the cupboard in
the women’s room. Towels and toilet paper are on shelf in corner of storage room.
Put a note in the Committee’s cubbyhole if any supply is low.

3. Check vacuum cleaner bag and replace if needed.
4. Wet mop is hung just outside the back door: bucket is in storage room.

5. Empty all wastebaskets, put in new liners (corner shelf in storage room), and see that
someone takes the trash home.

6. Don’t clean the mop in the sink; use a bucket.

7. Water the plants.

Meeting Room And Lobby:
1. Vacuum rugs.
2. Dust furniture as needed.

3. Ifthe 15th of the month falls in your week, wipe the windowsills and heating units
and vacuum the seat cushions.

4. 1If the 22nd of the month falls within your week, vacuum the recess under the entrance
doormat.

5. Check the coat area for neatness and cleanliness. A lost-and-found box is there for
articles that seem homeless.

Library:
1. Vacuum rug, wet-mop tiles if needed.
2. Dust shelves, tabletops, and top of divider.

3. Vacuum chair cushions.

Restrooms:

1. Sweep, mop if needed.
Wash toilets.

Wash sinks, clean mirrors.

Wipe partitions and sills where needed.

A

Replenish paper towels, toilet paper, cups, and soap.
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APPENDIX I: GUIDELINES FOR USE OF THE MEETINGHOUSE

Kitchen:

1. Sweep, mop if needed.

2. Wash, dry, and put away any dishes left out.
3. Wipe counters, stove, and refrigerator.

4. Remove perishables (milk, etc.) from refrigerator and take home or give away.
Defrost refrigerator if needed.

Fellowship Room, First Day School Room, Champney Room:
1. Sweep, mop if needed, and vacuum rugs.

Dust as needed.

Arrange furniture neatly.

Be sure tabletops are clean.

A

Empty trash.

CLOSING THE BUILDING:

Any group which uses the meetinghouse, including Meeting groups, sees to the following
(Meetinghouse Committee 10/87).

1. Fire in fireplace out, using a small amount of water if necessary. Glass doors and
dampers closed. Ashes cold.

2. All dishes washed and put away.
3. Soiled dishtowels and sponges taken out to be washed and returned.
4. All rubbish removed from building, fresh liners in trashcans and baskets.

5. Floors mopped and swept as needed, wet mop left outside back door, rugs vacuumed
if needed.

6. Rooms left as they were found. Tables and chairs put away.
7. All windows closed and tightly latched.
8. All lights off.

9. All ten outer doors closed, latched, and locked. Because of weather-strips, some must
be pushed very hard to be sure they are latched.

10. To save oil, doors to the Champney room and worship room are kept closed when
they are not in use in winter. To prevent pipes freezing in cold weather, all other interior
doors should be left propped open in winter.

11. Please remember to return your key.

See also Meetinghouse (page 61)
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APPENDIX II: Guidelines For The Use Of The Burial Ground

APPENDIX II: Guidelines For The Use Of The Burial Ground

Taken from two drafts dated 4/5/83; modified according to Care & Counsel’s
recommendation to meeting for business 10/97;further modified according to Ad Hoc
Committee on Burial Report and Recommendations, accepted by meeting for business
7/10, and Burial Committee recommendations for meeting for business 9/12.

Eligibility for Burial in the Burial Ground

Burial in the Meeting burial ground is for members of Mt. Toby Meeting and
Northampton Friends Meeting (2/15) and their immediate families within one generation
(i.e., spouse, parents, and children), and for locally resident members of other Friends'
meetings who have been active in Mt. Toby Meeting. Any exceptions will be made by
one or more available members of Mt. Toby’s Care & Counsel Committee (for members
of the Mt. Toby community) or by Northampton’s Pastoral Care Committee (for
members of the Northampton community). In view of the urgency and uniqueness of
each decision, no exception to the eligibility rule is to be later construed as a precedent
that encourages subsequent exceptions.

Administration and Oversight

The Burial Ground Caretakers, in conjunction with the Burial Committee (see page 24),
assign plots; are responsible to see that the grave is dug and burial is completed; maintain
records of burials; fulfill any legal responsibilities for oversight.

Grounds Committee is responsible for maintaining the burial ground and may use funds
given to the Meeting for burial and the burial ground. There is to be no planting in the
burial ground.

Description of Burial Ground

Location: The burial ground is a plot of land 70' by 150' located southeast of the
meetinghouse as shown in a plan submitted to the Town of Leverett.

Plots: Each grave plot will be 5’ by 10°. In Massachusetts there is no legal requirement as
to depth. We intend to follow guidelines for green burial and dig graves 3-4° deep (to the
bottom of the coffin). In case of cremation, grave plots may be used for the cremated
remains of more than one person from the same family if they so choose. Tops of
containers for cremated remains must be deep enough for markers to be placed above
them, i.e., 12-18” of soil. No plot may be reserved except for a single plot for the spouse
of someone already buried.

Plan: Grave plots are laid out northerly to southerly, with the long side of a plot being
roughly parallel to the highway. Using the dimensions given above, the burial ground
will accommodate 210 graves. However, since most of the graves in the first row are
narrower than 5°, the total will be closer to 215. Granite corner posts and granite row
markers for rows A and B were set in 2013. A sign, made of white oak mounted on
granite posts, was set at the northern end of the burial ground in 2015.
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Grave markers: There will be no standing markers or headstones, only flat markers no
larger than about 1' by 2'. Arrangements for markers are made by the family, in
conjunction with the Burial Committee, through a monument dealer, who will install
them. Markers are set dry, without a foundation. Markers are, of course, optional.

Burial containers: Burial vaults, grave liners, and caskets made of metal or other
nonbiodegradable materials are not permitted (9/12). Our preference is for shrouds, or
coffins made of readily biodegradable materials.

Woody plantings: Woody plantings should be located no closer than 10’ from the burial
ground boundaries to avoid damage to plantings by digging of graves and lifting of
markers by root growth. There are to be no woody plantings in the burial ground.
Herbaceous plantings within the burial ground are discouraged as they will be mowed
and/or grazed.

Charges and Donations: There will be no charge for a burial plot. Families will be
responsible for all expenses of burial and other funeral arrangements. Burial Ground
Caretakers will explain and help estimate these costs to the family.

The family may also wish to make a donation to the Meeting, beyond expenses, to help
pay for maintenance of the burial ground and associated expenses.

Making Arrangements for Use

The Burial Ground Caretakers, in conjunction with the Burial Committee, assign plots
and keep a record of burials and a plan of the grave plots. Care & Counsel (Mt. Toby) or
Pastoral Care Committee (Northampton) is responsible to facilitate an initial conversation
or meeting between the family and one of the Burial Ground Caretakers. Caretakers are
legally responsible for ensuring that the burial permit (officially, the “Disposition,
Removal and Transportation Permit”) is in hand and in order before a burial takes place.
In practice, the funeral director usually obtains it on behalf of the family, and will present
it when the Caretaker requests it. After the burial, a Caretaker signs, and after making a
photocopy for Burial Committee records, returns the burial permit to the town official
who issued it.

See also Burial Ground (page 65), Records of the Meeting (page 45), Memorial
Meetings (page 35), and APPENDIX III -- Memorial Tree Planting Policy.
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APPENDIX III: Guidelines For The Planting of Memorial Trees

APPENDIX III: Guidelines for the Planting of Memorial Trees

Adapted from a report submitted to business meeting on 6/11/2000. The
recommendations in the report were approved, with the exception of those relating to
plantings around the burial ground due to the concerns of one Friend. Those concerns
were subsequently withdrawn. Details of possible locations and species are contained in
the report.

Introduction
When a member of our community dies, there is sometimes a desire to plant a tree or
shrub on the meeting grounds to remind us of the role that person played in our lives.
The following policies are designed to establish clear procedures for such plantings.

Policies
1. Who is eligible for a memorial planting? Anyone for whom we write a memorial
minute is eligible for having a memorial tree or shrub. In its discussions with the family,
Overseers will provide information about our policies for such plantings. The Meeting
may want to act on its own initiative in some cases.

2. Who pays? In general, the family should pay. In cases of financial hardship, the
meeting may assist in the cost, either through the budget (up to $50), or through the
discreet solicitation of contributions.

3. Who plants and maintains the memorial? If the family desired, they could plant the
memorial in their own ceremony. Otherwise, this could be part of spring workday, or a
special meeting event. Trees planted around the burial ground would need to be
protected from sheep. Maintenance will be the responsibility of the plantings keeper (see
below).

4. Only memorial trees? To ensure enough sites for memorial trees, we recommend that
no other trees be planted.

5. Who chooses the site? The plantings keeper, in consultation with the Grounds
Committee, will take into account the landscaping needs of the meeting to suggest a site.
There will be no effort made to correlate the “weightiness” of the Friend being
memorialized with the location.

6. Who chooses the tree? The family will be provided with a list of trees consistent with
the landscaping at Mt. Toby from which they can choose. Otherwise, the plantings
keeper, in consultation with other interested parties, will make the choice.

7. Who administers this policy? Overseers will have general responsibility for ensuring
the functioning of memorial plantings as part of their overall care when a member dies.
The details of the policy will be the responsibilities of the plantings keeper see Plantings
Keeper (page 26).
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Trees and Shrubs around the Mt. Toby Meetinghouse

September 2016
(See attached key for tree names)
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INDEX

11:40 Hour, 50
11:40 Hour Committee, 17

A

Alcohol Use. See Policies on Meetinghouse Use

Allergies. See Policies on Meetinghouse Use

Alternatives to Military Service, 52

Alternatives to Violence Program (AVP), 49

Announcements After Meeting for Worship. See
Working with One Another

Annual Retreat, 50

Attenders. See Working with One Another

B

Budget, 28
Contributions to Other Organizations, 28
Tax Exemption, 29
Technical Details, 29

Bulletin Boards, 40

Burial Committee, 14

Burial Ground Caretakers, 24

Burial Grounds. See Grounds:Burial Ground

C

Cambodian Support Committee, 15
Cambodians, 50
Camping on Meeting Property, 68
Capital Fund, 61
Carbon Tax Witness Fund, 52
Care & Counsel, 15
Champney House Records. See Miscellaneous Items
Child Care. See Youth Programs
Child Care Committee, 16
Children’s Meeting for Discovery, 48
Clerks, 12
Clerk of the Meeting, 12
Recording Clerk, 12
Climate Witness Committee, 16
Coffee Hour, 50
Committee Minutes and Reports. See Miscellaneous
Items
Committees
Annual Reports, 11
Convener, 14
Customary Procedures, 11
Length of Term, 11
List of, 11
Minutes of, 11
Term limits, 11
Term Start Dates, 11

INDEX

Communications at Mt. Toby, 39
Communications Committee, 17
Compassionate Burial, 31
Conscientious Objection, 59
Contracts. See Miscellaneous Items
Contributions to Other Organizations
Friends Concerns, 28
Friends Structures, 28
Convener. See General Committee Operations: Convener
Correspondence with Meeting members. See
Miscellaneous Items

D

Death and Dying at Mt. Toby, 30

Deeds and Legal Papers. See Miscellaneous Items
Directory and Mailing List Editor, 25

Draft Counseling, 52

Dying, Death, and Burial at Mt. Toby, 30

E

Electronic Communication, 40
E-Mail Directory, 41

E-Mail Distribution Lists, 41
E-Mail Minder, 25

F

Fellowship Lunch, 51
Fellowship/Hospitality Committee, 18
Finance Committee, 18
Financial Assistance. See Funds and Scholarships
Financial Support of the Meeting. See Structural Policies
First Day Announcer, 25
First Day School. See Youth Programs
Friendly Eights, 53
Friendly Playground, 48
Friends Concerns, 28
Local Concerns, 28
Other Organizations, 28
Friends Structures, 28
Funds and Scholarships, 47
Assistance Fund, 47
Greenfield Trustees Fund, 47
Obadiah Brown's Fund, 47
Refugee Assistance Fund, 47
Scholarships for Retreats and Conferences, 47

G

General Committee Operations, 14

Policy to Promote Active Participation, 14
Grounds, 65

Burial Ground, 65

Maintenance, 66
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Grounds Committee, 18

H

Handbook, 42

Handbook Committee, 18

Harassment. See Working with One Another
Health Alert. See Allergies

History & Records Committee, 19

History of Meeting, 71

Inquirer’s Class, 51

L

Land History and Uses, 67

Land Use Committee, 19

Latecomers. See Working with One Another

Letters of Introduction, 32, See Meeting for Business
Library, 62

Library Classification System, 63

Library Committee, 19

Literature Person, 25

M

Mailing List Compiler. See Directory and Mailing List
Editor
Marriage Under the Care of the Meeting, 29
Meeting Directory, 41
Meeting for Business, 31
Called Meetings for Business, 34
Letters of Introduction, 32
Letters on Behalf of the Meeting, 33
Minutes, 33
Meeting Structures And Processes, 28
Meetinghouse, 61
Accessibility, 61
Cleaning, 62
Closing, 62
Hearing Amplification, 62
Keys, 62
Maintenance, 63
Outside Groups, 64
Overnight Use of, 64
Parking, 64
Rental Fees, 64
Scheduling, 65
Telephone, 65
Meetinghouse Cleaning Scheduler, 25
Meetinghouse Committee, 19
Meetings for Worship
Announcements at, 55
Memorial Meetings, 35
Mt. Toby, 34
Name Tags, 35
Membership, 36
Becoming a Member, 36

Junior Members, 37
Records, 44
Transfer From Mt. Toby, 37
Transfer to Mt. Toby, 37
Membership as Qualification for Service, 57, See
Working with One Another
Memorial Meetings. See Meetings for Worship
Memorial Minutes, 45
Memorial Scrapbook. See Records of the Meeting
Memorial Trees and Other Plantings, 66
Ministry & Worship, 20
Minutes of Meeting for Business. See Meeting for
Business
Miscellaneous Items
Champney House records, 45
Committee Minutes and Reports, 46
Conscientious Objector records, 46
Contracts, 46
Correspondence with Meeting Members, 46
Deeds and Legal Papers, 46
Oral History Tapes, 46
Safe Combinations, 46
Scrapbook, 46

N

Name Tags. See Meetings for Worship

Newsletter, 42

Newsletter Editor, Mailers, and E-mail Distributor, 26
Nominating and Appointing Procedures, 38
Nominating Committee, 21

Nurturing Trust Statement, 56

0

Office, 63
Other Meetings for Worship, 69
2nd Friday Sabbath, 69
Northfield, 69
Woolman Hill Midweek Worship, 69

P

Peace & Social Concerns Committee, 21
Peace & Social Concerns Mailing List Server, 42
Personal Files. See Records of the Meeting
Plantings. See Plantings Keeper, See Appendix IV
Plantings Keeper, 26
Policies on Meetinghouse Use, 55

Alcohol, 55

Allergies, 55

Smoking, 55

Storing Personal Property, 55
Policy Statements, 59
Potluck Lunch. See Fellowship Lunch

Q

Quaker Marinade, 51
Quarterly Meeting, 70
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Quarterly Meeting Planning Committee, 22
Queries, 34
Quilts, 53

R

Recorder, 13
Recording Clerk. See Clerks: Recording Clerk
Records of the Meeting

Records: Where Are They?, 43
Records of the Meeting, 43

Membership, 44

Memorial Minutes, 45

Memorial Scrapbook, 45

Minutes, 45

Personal Files, 45

Records: Who Does What?, 44
Records: Where Are They?, 43
Religious Education Committee, 22
Report on the State of the Meeting, 34
Representatives to Other Groups, 26
Resignation. See General Committee Operations:Policy

to Promote Active Participation
Resources - Where to Go for Help, 46
Retreat. See Annual Retreat

S

Safe Combination. See Miscellaneous Items

Safe Practices for Working with Youth. See Working
with One Another

Same-Sex Marriage, 30

Sanctuary, 72

Scheduler, 27

Scheduling the Meetinghouse. See
Meetinghouse:Scheduling

Scholarships. See Funds and Scholarships

Singing, 52

Smoking at the meetinghouse. See Policies on
Meetinghouse Use

State of Society Report. See Report on the State of the
Meeting

Storing Personal Property in the Meetinghouse. See
Policies on Meetinghouse Use

INDEX

Structural Policies, 57
Financial Support of the Meeting, 57
Tax Deductions, 58
Telephone Tax, 59
Substance Abuse. See Working with One Another

T

Tax Deductions. See Structural Policies

Tax Exemption. See Budget: Tax Exemption
Telephone Tax. See Structural Policies
Transfer of Membership. See Membership
Treasurer, 13

Trustees of Mt. Toby Monthly Meeting, 23

w

Web Servant, 27

Website, 43

Woolman Hill, 70

Work Days, 51

Working with One Another, 55
Announcements After Meeting for Worship, 55
Attenders, 56
Harassment, 56
Latecomers, 56
Membership As Qualification for Service, 57
Safe Practices for Working with Youth, 57
Substance Abuse, 57

Y

Yearly Meeting, 70
Young Friends. See Youth Programs
Young Friends Committee, 24
Young Friends Coordinators, 27
Youth Programs

Celebration of Children, 48

Child Care, 48

First Day School, 48

Welcoming Babies, 49

Young Friends, 49
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