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On Mission for The Church Alive! Prayer
Father of Mercy,
as we journey On Mission for The Church Alive!
endow us with your gifts of courage, collaboration, and compassion.
Help us to fulfill the mission of Jesus and his Church
through vibrant parishes and effective ministries.
Raise up selfless, energetic leaders
to serve the Church in fidelity and with care.
May we the Church of Pittsburgh in Allegheny, Beaver, Butler,
Greene, Lawrence and Washington Counties
be sustained and strengthened by your grace.
Help us to learn Jesus, to love Jesus and to live Jesus.
Hear this prayer and grant it through Jesus Christ our Lord,
with the help of our dear Blessed Mother,
under the mantle of her love.
Amen.

On Mission for the Church Alive!
Optional Prayer for the Implementation Phase
This prayer can be used, if you desire, to pray for the parishes in your grouping
during the Implementation Phase of the On Mission! process.
It should not replace the On Mission! prayer but be used in addition to it.

Father of Mercy,
During this time of implementation help us to grow in unity with
St. Name Parish, St. Name Parish and St. Name Parish
(OR: the Parishes in our Grouping)
Grant us the wisdom and willingness to understand how our parishes will
become stronger and more vibrant in fulfilling the mission of the Church.
Assist us in opening our arms to welcome others as we continue to journey
On Mission for The Church Alive!
Help us, O Lord, to trust in the future you have planned for us.
This we ask through Christ our Lord.
Amen.
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Framing the Mission and Vision
FRAMING THE MISSION AND VISION
This moment in the Diocese of Pittsburgh provides a tremendous opportunity to lay a strong foundation
for the future vibrancy of our parishes. All of the decisions you as Administrators and your Clergy Teams
will make are critical to the life of the parishes Bishop Zubik has called you to serve. To assess which
resources (financial and human) are available to the grouping, and how best to deploy them for the
good of the Church’s mission, is the first step in stewarding the mission of your parish grouping this
first year.
Revitalization of ministry, which we all aspire to achieve, depends much upon how well you and your
team manage the Implementation Phase of On Mission for The Church Alive! Besides building
relationships across the grouping, which is the first priority for this year, a positive outcome for the
first twelve months necessitates your commitment to the following:
1) Assessing the financial and human resources available before making any critical decisions;
2) Assessing the state of ministry within the grouping;
3) Identifying key strategic areas of ministry focus for the next two years (see page 2); and finally
4) Hiring and building a cohesive staff who will work together to support your leadership.
Keep in mind that a best practice of transition management is to align financial and human resources
with SMART goals that will get you where you want to go in these first couple years, even prior to
having a developed strategic plan. SMART goals are specific, motivating, attainable, relevant, and
trackable. This will help to bring your parishes together around a common purpose. It is not necessary
to have a detailed strategic plan in place right away. Rather, decide upon a strategic direction before
you commit financial resources or hire key staff persons.
The results of a well‐crafted period of assessment and alignment provides a solid foundation for the
design and delivery of any future pastoral plans you make. It will create greater awareness of critical
areas of strength and weakness within the grouping. It will help chart the direction for the next several
years. It will also inform any staffing decisions you will need to make in order to achieve your leadership
objectives. Most importantly, however, it will help parishioners within your grouping understand
where you are focusing their resources until a merger takes place.
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Times of transition require extra energy to communicate a positive message and vision for growth and
vibrancy. This helps the community understand the decisions you are making. Without clarity and a
commitment to steward the mission, the difficulties of transition have the potential to undermine your
hopes and dreams for growth.
As a way to frame for you the work of the next twelve months, and the tasks for which the diocese is
providing this Blueprint, a prayerful consideration of the following strategies is recommended, for which
this Blueprint is a resource: The following strategies are proposed in a logical sequence so that
assessment will precede key decisions you will make.
1. Build Relationships. Spend time with your Clergy Team, your parish staff, and the
parishioners of every parish within the grouping.
2. Assess all financial resources of the parish grouping. This includes the Sunday offering,
savings and debts as well as the status of the Our Campaign for The Church Alive! parish Case
Statements.
3. Assess all staff positions as well as those who occupy them. Utilize the resources provided in
the HR Tool Kit.


See the HR Tool Kit (August 2018).

4. Administer one of the ministry assessment tools. Within the first nine months of the new
grouping, administer one of these recommended surveys to all staff and parishioners and
analyze the data results. The staff and Advisory Councils would have completed the Parish
Survey in the early months of the grouping.


See the Assessment of Ministry Landscape at the end of this section.

5. Decide upon the 3‐4 key areas of ministry focus the first two‐three years. The areas of focus
the diocese is recommending are:








Evangelization, hospitality and outreach
Vibrant liturgy and the Sunday experience
Faith Formation programs
Marriage and family ministry
Pastoral care and social outreach
Stewardship (utilizing a strength/gift‐based approach to parishioner engagement)
Young adult outreach

6. Communicate the Vision. Utilize every communication platform available to build support for
your vision among parishioners.
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7. Amend Campaign Case Statements, if necessary. This requires the consensus support and
signature of the members of both the Pastoral and Finance Councils for each parish in the
grouping as well as the approval of the Regional Vicar.


See the Stewardship TAB of the Blueprint.

8. Finalize Your Staffing Needs. Follow guidelines in the Parish Personnel Manual to hire a team
that will fulfill the mission and will fit the culture of your leadership style.

THE FOLLOWING ARE REQUIRED STEPS:


Write job descriptions. Utilizing the HR Tool Kit and the Parish Personnel Manual,
write job descriptions for each of the roles the grouping will need. LEM profiles are
available in the Manual for Lay Ecclesial Ministry. These profiles are reflective of
national standards for lay ecclesial ministers in the Church. You should base your LEM
job descriptions upon the profiles provided. The HR Tool Kit provides eighteen (18)
sample job descriptions and four (4) sample LEM job descriptions as a model. Contact
the Department of Human Resources for tailoring job descriptions.



Post the new staff positions and interview candidates. Write job postings based upon
the new job descriptions. The diocese has a job board on the website ‐
https://diopitt.org/jobs. Submit all job postings to the Department for
Communications. In the case of hiring LEMs, please notify the Institute for Pastoral
Leadership and you will be provided with any resumes available for the position you
are filling.



Conduct Interviews. Administrators are encouraged to allow all applicants from the
existing staff of the grouping who should apply for the position to be interviewed.



Hire staff for the new parish grouping. Utilizing the diocesan HR Tool Kit, and
following the hiring guidelines of the Parish Personnel Manual (which includes an
appendix for hiring LEMS), Administrators should make the requisite hires by
June 15, 2019 or sooner.

9. Build Team Cohesion. Sponsor and charter your parish leadership teams. Consultation and
coaching services are available to work with parish leaders, leadership teams and staffs on
effective strategies for building strong team cohesion and operational culture for the
grouping.
10. Encourage your parishioners to share their gifts of time, treasure, and talent. Help your
parishioners see the value of building the future of the new parish community through
collaborative engagement and support.
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ASSESSMENT OF MINISTRY LANDSCAPE
Two different assessment resources are available for your use. The first resource, The Disciple Maker
Index, measures where parishioners are in their individual journey of faith as disciples of Jesus Christ.
The entries are anonymous, but will help you gauge where parishioners need the most pastoral care
and support in their growth as disciples. The second resource, provided by the diocese, measures
parishioners perceptions of the quality of ministry within their parish and their experience of parish life
in relation to the five areas of The Church Alive!: evangelization, catechesis, formation, Eucharist, and
stewardship.

ASSESSMENT TOOL OPTIONS:


Catholic Leadership Institute’s, Disciple Maker Index. This resource is available for $990 per
parish within each grouping. This includes unlimited responses, all the preparation, support,
and report creation, as well as CLI doing all the data entry for any parishes that use paper
surveys.



Updated diocesan parish survey for One Body, One Mission. A link to SurveyMonkey will be
provided to any parish in your grouping upon request. Please contact the Secretariat for
Parish Services for a customized electronic and paper copy of the survey.


See Resource #1: Parish Survey Sample.

Action Steps:
1. Administer the Survey. Conduct one or both of these surveys for all parishioners in each
parish within your grouping. The launch of the survey may be at a parish assembly.


See the Advisory Councils TAB of the Blueprint.

2. Collate the data from the survey. Assign a team of staff members to collate the data and
draft a summary report of the survey results. The Secretariat for Leadership Development and
Evangelization is available for assistance.
3. Share results with your Advisory Councils. Schedule a meeting with your Advisory Councils
and discuss the results of the survey.
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4. Request a Consultation session. Members of the Secretariat for Parish Services and the
Secretariat for Leadership Development and Evangelization are available to process the
results of those surveys and begin determining specific strategic areas of focus for parish
ministry. Strategies should build upon existing ministerial strength, address areas of
ministerial weakness and aim at providing ministry that might not exist within the grouping.
5. Organize a parish grouping assembly. Invite parishioners from the grouping to an
information session on the survey results and reports. Provide time for them to ask questions,
give input, and express their hopes and dreams for the new parish.
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Administration: Phase One
Bishop Zubik’s vision is for all parishes in the groupings to focus on forming relationships when the
Implementation Phase begins. It is vitally important then that the Administration component begins
with building relationships with and among staff of all the parishes in the grouping. The practical and
logistical aspects that need to be addressed in the early months of the grouping should be considered
in light of the vision for bringing all parishes into one.

ADMINISTRATION: PHASE ONE
THE FIRST MONTHS
Action Steps:
1. Meet with each staff member individually to get to know each employee and understand
their roles and responsibilities.


See the HR Tool Kit (August 2018).

2. Plan gatherings to bring together all staff in the grouping. These gatherings can take the form
of a Day of Recollection, sharing a meal, discussing the results of StrengthsFinders, APEST or
DISC, etc. Regular staff meetings will provide opportunities for sharing and team building.


Contact the Secretariat for Leadership Development and Evangelization for more
information on StrengthsFinders, APEST and DISC.

3. Request that all staff members complete the Parish Survey to begin to develop an
understanding of the vibrancy of parish life. The Advisory Councils will review the results at a
later time.


See the Parish Survey Sample in Framing the Mission and Vision TAB of the Blueprint.

4. Discuss with office staff the importance of helping all to feel welcomed, whether on the
phone or when they come to visit the office. Decide on what phone greeting should be used
at every parish office in the grouping.
5. Share with your staff the contacts in other parishes who may provide assistance based on
their experience with consolidation of offices and merging of parishes.
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6. Tour each parish property and building and review the Cannon Design Report for a detailed
evaluation of each building. Upon request, staff members from the diocesan Department for
Facilities Management and Maintenance as well as the Secretariat for Parish Services will be
available to review the Cannon Design Reports with the Administrator.


See ShareFile: Cannon Design Reports for each parish in the grouping available to
the Administrator.

7. Identify the short‐term and long‐term building and property needs for each parish.


See Resource #2: Parish Building and Property Improvements Summary.

8. Consider hiring a Facilities Manager (part‐time or full‐time) or assigning the responsibilities to
a current staff member, given the demands of multiple buildings in a grouping for an
administrator.
9. Review the security systems and plans for all buildings and properties for each parish in the
grouping. In addition, assign a staff person to determine who has copies of keys and access to
security codes for all parish properties.


See Resource #3: Access to Keys and Codes to Parish Buildings Form.

10. Complete an inventory for all parish offices. Conducting the inventory can be assigned to a
staff member at each office or for the entire grouping.


See Resource #4: Inventory of Parish Offices.

11. Identify the parish office upgrades to equipment and technology that are needed in the
short‐term for the entire grouping to function effectively and with consistency in its
administration. The long‐term vision of creating a Common Administrative Center for the
grouping should be kept in mind with any upgrades. Consider the entire technology package
that would be needed at one administrative center.
12. Consider if a main administrative center should be identified in the early months, with other
offices serving as satellites. This is an intermediate step before the creation of one Common
Administrative Center and may not be needed for all groupings. It allows for the
Administrator to primarily work at one location, while all other parish offices remain open. If
chosen, follow the process for Phase Two in the assessment of buildings. Determine if the
phone system should be upgraded to allow for all parish offices to work on one system
through the internet.
13. Inspect the condition and maintenance of sacramental records for each parish.
Speak with the Regional Vicar for assistance or clarification.

PAGE 3 OF 19

BLUEPRINT – ADMINISTRATION

AUGUST 28, 2018

Administration: Phase Two
Creating a Common Administrative Center will allow for resources – both staff as well as space and
equipment – to best serve the needs of all parishes in the grouping.

ADMINISTRATION: PHASE TWO
ASSESSMENT OF BUILDINGS
FOR THE COMMON ADMINISTRATIVE CENTER
To work toward centralizing the administrative offices in the grouping, the Administrator will follow up
his initial review of the parish buildings with a detailed assessment of the buildings that house the
parish offices.
Process and communication will be important in the assessment of buildings. In many ways, this
process will set the stage for how to conduct the assessment of church buildings that will best serve
the needs of the grouping. The entire Clergy Team should be fully invested in the process.

Action Steps:
1. Form a Task Force for the review of the buildings. The Administrator is encouraged to form a
Task Force for the review of the buildings. The members could include staff, members of each
Parish Finance Council and parishioners with expertise in buildings. A staff member from the
diocesan Department for Facilities Management and Maintenance could also be invited to
tour the buildings with the Task Force to answer any questions. The time commitment would
be limited to a tour of each building under consideration, completing the Assessment Tool and
a possible debriefing meeting following the tours.
2. Share the Cannon Design Report for the buildings that house the parish offices with the Task
Force.


See ShareFile: Cannon Design Reports for each parish in the grouping available to
the Administrator.

3. Utilize an Assessment Tool. To evaluate the buildings, it is recommended that the
Administrator use a standard methodology for the evaluation by all members of the Task
Force.
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4. Analyze the Results. The results of the Assessment Tool should be compiled using the
Analysis of Assessment resource. In addition, the Administrator will want to review the
average monthly utility bills and needed improvements surfaced in Resource #2 as part of the
analysis. Any relevant comments from the Cannon Design Report should be noted. The
Administrator may want to review the results of the assessment with the Parish Finance
Councils to reach a decision.


See Resource #6: Analysis of the Common Administrative Center Assessment.

5. Select the Building and Determine Needed Improvements. Once the building has been
selected, the Administrator will want to review the needed improvements to the buildings
and costs from completed Resource #2 and create the timeline. Selection of the buildings
must be made in light of the long‐term goals for the use of church buildings.
6. Communicate with staff, Advisory Councils and parishioners regarding the decision.
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ADMINISTRATION: PHASE THREE
PREPARATION FOR AND MOVE TO
THE COMMON ADMINISTRATIVE CENTER
To prepare for the move to the Common Administrative Center, a work plan should be developed and
responsibilities assigned to staff members and/or parishioners. The move itself will require the
resources of the entire staff to efficiently move to and set‐up the Common Administrative Center.

Action Steps:
1. Establish the Timeline for moving to the Common Administrative Center.
2. Assign responsibilities to staff or parishioners to prepare for the move.


See Resource #7: Checklist of Responsibilities to Prepare for the Move.

3. Review the list of movers with rates negotiated by the Diocese.


See Resource #8: Listing of External Moving Companies.

4. Communicate with parishioners.




Send a mailing to parishioners and provide notices in the bulletin and on the parish
website regarding the Common Administrative Center.
Place signs on the doors of the other parish offices of the new location, office hours and
telephone number.
Use the message on the phone system to remind parishioners of the effective date of the
move to a Common Administrative Center.

5. Select one staff member to coordinate the move itself and perhaps another staff person to
coordinate the unpacking and set‐up of the new offices.
6. Close down the parish offices for several days to complete the move and set – up the offices.
7. Determine the phone greeting that will be used for the parish grouping.
8. Assign one person to answer the phones during the days that the offices are closed so that
communication with parishioners can still occur.
9. Consider scheduling office hours around weekend Mass times, especially where the distances
within the grouping are great.
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RESOURCE:
SUPPORT RESOURCES IN PARISHES THROUGHOUT THE DIOCESE
The following priests have been involved in parish mergers and/or Ad Hoc processes. They and/or
their staff may be contacted to serve as resources for other clergy during the Implementation Phase.

NOTE: The names of the priests as well as their contact information have been removed from this
document for posting on the Diocese of Pittsburgh website. If you would like to obtain the list, please
contact the Secretariat for Parish Services.

PAGE 8 OF 19

BLUEPRINT – ADMINISTRATION

AUGUST 28, 2018

Administration: Resource #2

RESOURCE:
PARISH BUILDING AND PROPERTY IMPROVEMENTS SUMMARY
Building and Property
Identifier
Example: St. Larry Parish
Office
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Immediate

Windows
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Within 6
Months
x

Long‐Term
(Specify)

Costs
$6,000
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RESOURCE:
ACCESS TO KEYS AND CODES TO PARISH BUILDINGS FORM

Parish
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RESOURCE:
INVENTORY OF PARISH OFFICES
Parish Name:

Date of Review:

Name of Reviewer:

Page 1 of 2
# of Items,
if applicable

Items

Name of
Rating of Item,
User,
if applicable
if applicable (Good/Average/Poor)

Services and Networks
1. Electronic Services
a. Internet Service
Describe:
2. Computer Network
a. Wired or Wi‐Fi network
b. Network server
c. Data Backup System
d. Power Backup System
3. Phone Service Provider
Equipment
1. Computer Tower
2. Computer Monitor
3. Computer Keyboard
4. Computer Mouse
5. Laptop
6. Copier
7. Scanner
8. Fax
9. Printer
10. Shredder
11. Postage Meter
12. Calculator
13. Stapler
14. Telephone System: Name and describe
functions used and number of lines
15. Main Telephone Console
16. Telephone Deskset Extensions
17. Cell Phones
18. Other
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RESOURCE:
INVENTORY OF PARISH OFFICES
Parish Name:

Date of Review:

Name of Reviewer:

Page 2 of 2
# of Items,
If applicable

Items

Name of
Rating of Item,
User,
if applicable
if applicable (Good/Average/Poor)

Software
1. Microsoft Office ‐ Word, Excel, Access, Publisher,
Outlook
2. Specialty Software
i. Parish Management (e.g., PDS, ParishSOFT,
Parish Light)
 Census
 Contributions
 Scheduling
ii. Bulletin submission
iii. Quicken/Abila
iv.
Payroll input
v.
eCatholic
vi.
Envelope submission
vii.
Online giving
viii.
Security: Antivirus, Firewall, Internet
Content Filter. Describe:
Office Furniture and Materials
1. Desks
2. Chairs
3. Storage/file cabinets (Historical Files)
4. Safe (Fire Proof/Resistant)
5. Office Materials and Supplies – Indicate if
adequate for each desk (calendar, stapler, tape,
paper clips, pens, pencils, markers, calculator
tapes, calculator ribbons, letter opener)
6. Ink Cartridges for Printers
7. Collection security bags
8. Deposit Bags
9. Coin wrappers
10. Check stock and Deposit Slips
11. Other
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RESOURCE:
COMMON ADMINISTRATIVE CENTER ASSESSMENT
Name of Reviewer: _________________________________________________ Page 1 of 2
Rating Scale:
N/A – 0
Poor – 1

Fair – 2

Good – 3

Parish Name:
Building Name or Location:
1. Location relative to other parish buildings
2. Location – central location with the parish
grouping
3. Parking
4. Access by Public Transportation
5. Handicapped accessibility into space
6. Handicapped accessibility within space
7. Overall exterior condition – state any deficiencies
in Notes
8. Overall interior condition – state any deficiencies
in Notes
9. Overall Room layout
10. Administrator office
11. Office spaces – #1 – state comments in Notes
12. Office spaces – #2 – state comments in Notes
13. Office spaces – #3 – state comments in Notes
14. Office spaces – #4 – state comments in Notes
15. Office spaces – #5 – state comments in Notes
16. Meeting space – Large #1 (up to 50 persons)
17. Meeting space – Large #2 (up to 50 persons)
18. Meeting space – Small #1 (up to 15 persons)
19. Meeting space – Small #2 (up to 15 persons)
20. Meeting space – Small #3 (up to 15 persons)
21. Counting / Meeting room
22. Kitchen / Dining Space
23. Rest Rooms ‐ Handicapped accessible
24. Rest Rooms ‐ Other
25. Safe
26. Records Space
27. Security / fire / access systems
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Administration: Resource #5

RESOURCE:
COMMON ADMINISTRATIVE CENTER ASSESSMENT
Name of Reviewer: _________________________________________________ Page 2 of 2
Rating Scale:
N/A – 0
Poor – 1

Fair – 2

Good – 3

Parish Name:
Building Name or Location:
28. Heating system (condition)
29. Air conditioning system (condition)
30. Telecommunication Assessment: Phone System
– describe in Notes
31. Telecommunication Assessment: Internet –
describe in Notes
32. Telecommunication Assessment: Cable –
describe in Notes
33. Overall Space – Adequacy for grouping needs
Total Score

Very Good – 4

Score

Excellent ‐5
Notes

To determine an average score for each administration building, add together the total scores
for each building and divide by the total number of reviewers for that building. The average
can then be entered into the analysis chart in Resource #6 to compare the average scores of
all buildings under consideration.
General Comments/Questions to Consider
1. If this building is chosen, what do you think the reaction of parishioners will be?
2. How should the message be communicated to parishioners? How can it be clearly communicated
that the selection of this building for the Common Administrative Center does not determine
which church building(s) may be selected for the grouping?
3. What methods of communication should be used to inform parishioners of the decisions?
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Administration: Resource #6

RESOURCE:
ANALYSIS OF THE COMMON ADMINISTRATIVE CENTER ASSESSMENT
For Administrator Use:
Buildings

Average
Score

Average
Monthly
Utility Bills

Improvements cited
in Resource #2

Notes

Parish Name and Building
Location:
Parish Name and Building
Location:
Parish Name and Building
Location:
Parish Name and Building
Location:
Parish Name and Building
Location:
Parish Name and Building
Location:
Parish Name and Building
Location:
Notes from Cannon Design Report for above named buildings
Parish Name and Building Location:
Parish Name and Building Location:
Parish Name and Building Location:
Parish Name and Building Location:
Parish Name and Building Location:
Parish Name and Building Location:
Parish Name and Building Location:
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RESOURCE:
CHECKLIST OF RESPONSIBILITIES TO PREPARE FOR THE MOVE

Actions/Considerations

Person
Assigned

Time‐
line

Date
Completed

1. General
a. Change locks
b. New keys for employees
c. Change safe combinations
d. Change security access codes (Alarm Systems)
e. Change in mailing address ‐ Notification to all vendors and others
of address change
f. Change in email address ‐ Change email address on all applicable
websites/vendors
g. Order new stationary
h. Order and install new signs where needed – consider
i. Determine the need for security in buildings that will no longer
be used.
j. Make a list of all security systems, codes, contracts and manuals
2. Financial and Sacramental Records
a. Banking
b
i. Copies of signature cards
ii. Online banking usernames and password
iii. Checkbooks or check stock
iv. Bank statements, check images and bank reconciliations
v. Contracts, paid invoices and other expense support
vi. Deposit slips
vii. Set up night deposit, if applicable, at local bank branches
viii. Endorsement stamps
ix. Deposit bags
x. Coin counter and currency & coin wrappers
b. Contribution Records
i. Software and data
ii. Manual records
c. Sacramental Record Books (Create new labels for each book to
assure that the parish is visible)
d. Bulletins (Historical)
Note: Consult the records retention schedule contained in the Financial Administration Manual
Page 1 of 3
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Administration: Resource #7

RESOURCE:
CHECKLIST OF RESPONSIBILITIES TO PREPARE FOR THE MOVE
Actions/Considerations

Person
Assigned

Time‐
line

Date
Completed

3. Employee Workstations/Offices
a. Electronic Services
i. Internet Service – is an upgrade needed for capacity?
1. New email address for central administration
2. New administrative website (links to/from parish
individual websites)
ii. Telephone Service – Are changes needed to accommodate
additional demands? What are the related costs?
b. Computer Network – who will set –up the network?
i. Wired or Wi‐Fi network
ii. Network server
iii. Data Backup System
iv. Power Backup System
c. Phone System – review for needs of one center
d. General Office Workspace
i. Plan the use of the space
ii. Determine if there are sufficient electrical outlets and surge
protectors for computers
iii. Provide for adequate lighting
iv. Assess if supplemental Heat and A/C are needed
e. Furniture/Files/Supplies/Storage ‐ Determine what should be moved and what should be discarded
i. Desks
ii. Chairs
iii. Storage/file cabinets (Historical Files)
iv. Safe (Fire Proof/Resistant)
v. Office Materials and Supplies (calendar, staples, tape,
paper, paper clips, pens, pencils, markers, calculator tapes,
calculator ribbons, ink cartridges, letter opener, collection
security bags, deposit bags, coin wrappers, deposit slips,
check stock, parish seal, etc.)
Other:
Page 2 of 3
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Administration: Resource #7

RESOURCE:
CHECKLIST OF RESPONSIBILITIES TO PREPARE FOR THE MOVE
Actions/Considerations

Person
Assigned

Time‐
line

Date
Completed

f. Equipment
i. Computers (laptops, towers, monitors, keyboards, mouse)
1. Set up employee passwords
ii. Telephone/Telephone System
1. Parish telephone directory
2. Set up voicemail/ automated answering
iii. Calculator
iv. Stapler
v. Copier/Fax/Printer/Shredder
g. Software
i. Microsoft Office ‐ Word, Excel, Access, Publisher, Outlook
1. Set up employee email addresses
ii. Specialty Software ‐ contributions, census, bulletin
submission, Quicken/Abila, payroll input, eCatholic, Online
giving, etc. Install the needed software on the appropriate
staff person’s computer
iii. Computer Security
1. Antivirus, Firewall, Internet Content Filter
2. Set permission levels for employees
h. Data Transfer
i. Contribution/Census Records – Determine if separate
databases will be maintained or if the different parishes will
maintain records separately within the same software
ii. Transfer data files from old computers
iii. Proper dispose/wipe old computer data
i. Other Employee Matters
i. Signed Computer Use Agreement for each employee using
a computer
ii. Proper clearances for all employees
Other:
Page 3 of 3
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Administration Blueprint: Resource #8

RESOURCE:
LISTING OF EXTERNAL MOVING COMPANIES
NOTE: The names, addresses and contact information for each moving company have been
removed from this document for posting on the Diocese of Pittsburgh website. If you would like
information about the resources offered, please contact the Secretariat for Parish Services.
The following information applies to all moving companies on the list:
1. Rates are subject to change. The above rates are a guide and were provided in 2018. It is
important that the moving company of your choice is contacted to discuss the needs and
timing for the move as well as a cost estimate for the moving service(s).
2. These companies can provide services for any move related to administrative offices or
individual clergy moves.
3. All companies are willing to provide an estimate on the cost of the move once the services
have been determined. They may also assist with packing items which may be an additional
cost for services they provide.
4. All moving companies provide services to Allegheny, Beaver, Butler, Greene, Lawrence and
Washington Counties. Rates may vary based on distance between each location and will be
discussed at the time of the request for service.
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Advisory Councils: Phase One
Current Parish Pastoral and Finance Councils provide counsel to the Pastor/Administrator regarding
different facets of parish life. When the Implementation Phase begins on October 15, 2018, the roles
of the councils will change to reflect the reality of the relationships of parishes in a grouping. In
subsequent years, the councils will participate in the final consultation process of merging the
parishes in the grouping.
Since each grouping is unique, the Administrator will have options for forming a Pastoral Council
during the Implementation Phase.

ADVISORY COUNCILS DURING THE IMPLEMENTATION PHASE
PASTORAL COUNCILS: OPTIONS
 PARISH PASTORAL COUNCILS – REMAIN AS SEPARATE COUNCILS
Parish Pastoral Councils within a grouping remain as separate councils, but convene
corporately. As determined by the Administrator, the individual councils may also need
time to meet separately.

 NEW PASTORAL COUNCIL FOR THE GROUPING
A new Pastoral Council is formed for the grouping, with equal representation from the
current councils of each parish. The size of the council should not exceed 14 members,
which would allow for 2 representatives from each parish in the largest grouping.

PARISH FINANCE COUNCILS


Parish Finance Councils are required for each parish by Canon Law, specifically Canon 537.
As such, the councils will remain as distinct councils for each parish and should not be
disbanded.



It is recommended that each Parish Finance Council in the grouping convene at the same
time. This would allow financial information to be shared across the grouping while still
conducting separate finance meetings.
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Advisory Councils: Phase One

ADVISORY COUNCILS: PHASE ONE
DETERMINING MEMBERSHIP ON THE ADVISORY COUNCILS
Current members should have several opportunities to gather with the Administrator and current
councils so they can determine whether or not they wish to continue to serve on the Pastoral or
Finance Councils.

PROCESS FOR DETERMINING MEMBERSHIP
Action Steps:
1. Gather all current councils for prayer and fellowship. (Recommendation: by November 15)
All current Advisory Council members gather together for prayer with their Administrator.
2. Meet with the current councils to share information. (Recommendation: by December 15)
a. Invite each council to share a summary of the work of each council with other council
members in the grouping and the Administrator. Provide information around the needs,
concerns, gifts and resources of the parish. Discuss the progress of the current Pastoral
Plan, if it exists.
b. Explain the ministry and roles of the Advisory Councils as outlined on the following pages.
The qualifications and skills for membership should also be reviewed.


See Resource #1: Qualifications and Skills for Membership on the Advisory Councils.

c. Ask all council members to consider whether or not they wish to serve on the Councils
during the Implementation Phase and inform the Administrator of their intentions in
writing. Note: Deacons may not serve on Pastoral or Finance Councils because of their
assignment to the Clergy Team that serves the parish(es).
(Recommendation: before Christmas)


See Resource #2: Sample Form for Service on the Advisory Councils.

d. Distribute a Parish Survey for all council members to complete, whether or not they will
continue to serve, to begin to develop an understanding of the vibrancy of parish life. The
same survey should have been completed by all staff during the first months of
Implementation.
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See the Parish Survey Sample in the Framing the Mission and Vision TAB of the
Blueprint.
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Advisory Councils: Phase One
3. Select Membership for the Councils.
a. If the Administrator elects to form a new Pastoral Council for the grouping from the
current councils, he may need to interview each respondent who wishes to serve so that
he can select the best candidates and reach the desired number of council members. He
may want to include his Clergy Team or staff members in the interviews.


See Resource #3: Interview Questions for the Selection of Advisory Council Members.

b. If there is not adequate representation from each parish, he should invite new members
to serve on the councils.


See Resource #3: Interview Questions for the Selection of Advisory Council Members.

c. If the Administrator needs to form Advisory Councils because there are no current
councils, he will want to make sure that he invites an equal number of parishioners from
each of the parishes in the grouping to serve. It may be helpful to offer an Information
Session for those considering membership to review the ministry and roles of the councils
as well as the qualifications and skills for membership. The Administrator will also want to
conduct interviews with all those who have expressed interest in serving.


See Resource #1: Qualifications and Skills for Membership on the Advisory Councils.



See Resource #3: Interview Questions for the Selection of Advisory Council Members.

d. Once the Administrator has made his decisions, letters of acknowledgement should be
sent to those selected as well as those not selected.


See Resource #4: Letters of Acknowledgement Template.

4. Recognize the Service of Council Members. The Administrator may wish to offer a special
blessing for those who have chosen to leave the councils and a commissioning for members
who are committing to the councils. Since the Interim Mass Schedule requires one weekend
Mass to be celebrated in each parish, the Administrator may choose to recognize outgoing
and incoming council members in their own parishes.


See Resource #5: Blessing for Outgoing Advisory Council Members and
Commissioning of New Advisory Council Members.

5. Submit the names and contact information of all Advisory Council members to the
Secretariat for Parish Services.
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See Resource #6: Form for Submitting Contact Information for Advisory Council
Members.
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PASTORAL COUNCILS: MINISTRY AND ROLE
The role of all Pastoral Councils during the Implementation Phase is to focus on assisting the
Administrator with building relationships within the grouping and eventually participating in the final
consultation process for the merger.
Since this Blueprint focuses on the first year of the Implementation Phase, the initial commitment of
the councils is for one year. At the end of year (October 2019), a discussion should be held regarding
the renewal of commitment of council members.
Members should be able to commit to attend regular council meetings on a monthly basis. In
addition, work with the Key Areas of the Interim Pastoral Plan will require an additional time
commitment of perhaps two meetings per month as well as planning time that includes emails,
phone calls, etc.
The primary work of the Pastoral Councils will be as follows:
1. Meet monthly for review of the progress of the Interim Pastoral Plan.
2. Maintain the meeting agenda, minutes, handouts and pertinent parish bulletins in the
parish office or the Common Administrative Center. The documents from each meeting are
to be available in an electronic format as well as in paper copy compiled in a binder. Each
Pastoral Council is to record the minutes for their meetings, even when there are combined
meetings with other Parish Pastoral Councils in the grouping.


See Resource #7: Advisory Council Meeting Agenda Template. Use of the agenda
template is optional.



See Resource #8: Advisory Council Meeting Minutes Template. The template must
be used for all Pastoral Council meeting minutes.

3. Implement the Interim Pastoral Plan that has been developed by the diocese for all 57
groupings to follow during the Implementation Phase. If a Pastoral Council has a current
Pastoral Plan, they are asked to put that plan on hold and implement the Interim Pastoral
Plan. Each council member should commit to working on at least one Key Area. One or two
members should be responsible for coordinating a Key Area.
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See Phase Two: Implementation of the Interim Pastoral Plan.
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Advisory Councils: Phase One

STRUCTURE OF THE INTERIM PASTORAL PLAN
ONE GOAL: To build relationships and foster unity among all of the parishes in the grouping
FOUR KEY AREAS:
1. Prayer and Faith Sharing Opportunities across the parishes in the grouping
2. Communication among the parishes in the grouping
3. Hospitality among the parishes in the grouping
4. Sharing of Ministries and Organizations across the parishes in the grouping
ACTIONS STEPS: for each Key Area

4. Develop and maintain a relationship with the Parish Finance Councils through meetings at
least twice per year. A regular gathering for prayer is encouraged.
5. Provide assistance once the final consultation for the merger begins.
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PARISH FINANCE COUNCILS: MINISTRY AND ROLE
The role of the Parish Finance Council is to assist the Administrator in overseeing and controlling the
financial affairs of the parish. However, as expenses are shared from the outset of the grouping,
Parish Finance Councils within a grouping will need to communicate and collaborate. They also will
eventually support the Administrator in planning for the final consultation process for the merger.
Since this Blueprint focuses on the first year of the Implementation Phase, the initial commitment of
the councils is for one year. At the end of the year (October 2019), a discussion should be held
regarding the renewal of commitment of council members.
Members should be able to commit to monthly meetings with the Administrator and all Parish
Finance Councils in the grouping on the same night.
The primary work of the Parish Finance Councils will be as follows:
1. Meet monthly with the Administrator and all Parish Finance Councils in the grouping to share
financial information across the grouping, while still conducting separate finance meetings.
2. Maintain the meeting agenda, minutes, handouts and pertinent parish bulletins in the
parish office or the Common Administrative Center. The documents from each meeting are
to be available in an electronic format as well as in paper copy compiled in a binder. Each
Finance Council is to record the minutes for their meetings, whether they are individual or
combined meetings with other parishes in the grouping.


See Resource #7: Advisory Council Meeting Agenda Template. Use of the agenda
template is optional.



See Resource #8: Advisory Council Meeting Minutes Template. The template must
be used for all Finance Council meeting minutes.

3. Study the financial reports for all parishes in the grouping and develop an understanding of
the financial reality of the entire grouping.
4. Review the service agreements for all parishes in the grouping and make recommendations
to the Administrator.
5. Assist the Administrator in making financial decisions for the parish.
6. Communicate with parishioners about the financial status of the parish and the grouping.
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Advisory Councils: Phase One
7. Create the budget for the 2019 – 2020 fiscal year. Determine how expenses should be
shared across the grouping as related to clergy and staff as well as other shared expenses
recommended by the Office for Financial Services.
8. Develop and maintain a relationship with the Pastoral Councils through meetings at least
twice per year. A regular gathering for prayer is encouraged.
9. Provide assistance once the final consultation for the merger begins.
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Advisory Councils

ADVISORY COUNCILS: PHASE TWO
IMPLEMENTATION OF THE INTERIM PASTORAL PLAN
All Pastoral Councils are charged with implementing the Interim Pastoral Plan. This plan is based on
one goal: to build relationships and foster unity among all of the parishes in the grouping during the
first year of the Implementation Phase. It focuses on the following four (4) Key Areas and provides a
series of Actions Steps from which to select that will best address the needs of the grouping.
I.

Prayer and Faith Sharing Opportunities across the parishes in the grouping

II.

Communication among the parishes in the grouping

III.

Hospitality among the parishes in the grouping

IV.

Sharing of Ministries and Organizations across the parishes in the grouping

The Pastoral Councils should seek to encourage collaboration of efforts around the Key Areas already
existing within the parishes in the grouping and/or seek new opportunities for the Key Areas.
Each member of the council is encouraged to work on at least one of the Key Areas of the plan. One
or two council members should be responsible for the coordination of each Key Area.

PREPARATION: STUDY OF THE PARISHES IN THE GROUPING
To effectively lead parishioners in the understanding of and collaboration with all parishes in the
grouping and implement the Interim Pastoral Plan, council members must first be informed.

Action Steps:
1. Study the Parish Overview. An up‐to‐date source of information about parish life is included
in reports from the Parish Overview, completed by all parishes in January 2018. The study of
the Parish Life Questionnaire, the 2017 Annual Parish Report (including the Statistical Reports)
and the Faith Formation Report from the Parish Overviews for all parishes in the grouping will
provide a solid foundation for understanding parish life across the grouping. It will provide
the basis for the information that is shared with all parishioners.


See the Transition Guide.

2. Review the Parish Survey Results. The results of the Parish Survey should be reviewed. This
survey was completed by Advisory Council members and parish staff members in Phase One.
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See the Parish Survey Sample in the Framing the Mission and Vision TAB of the
Blueprint.
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Advisory Councils
INTERIM PASTORAL PLAN
I.

PRAYER AND FAITH SHARING OPPORTUNITIES ACROSS THE PARISHES IN THE GROUPING
Action Steps:
1. Identify the Prayer and Faith Sharing Opportunities of all parishes from the Parish Overview,
the bulletins and other parish sources. Examples include small faith sharing groups, Bible
study to reflect on the weekly readings, praying the rosary, Holy Hour, Lectio Divina,
Eucharistic Adoration, Divine Mercy Chaplet, etc.
2. Publicize each opportunity in all bulletins and on the parish websites.
3. Where there is overlap, encourage the rotation of the prayer and faith sharing opportunities
among the parishes.
4. Discuss with the prayer leaders what shared opportunities might be created.
5. Create new shared opportunities.

II.

COMMUNICATION AMONG THE PARISHES IN THE GROUPING:
A. PROVIDING INFORMATION TO THE PARISHES
Action Steps:
1. Keep parishioners informed of all changes and initiatives through the vehicles of
communication already available in the parishes.
2. The same message should be communicated to all parishes.
3. Explore new ideas around communication. Inquire how the diocesan Department for
Communications can provide assistance, such as building a digital media presence.
4. Identify a regular place in the bulletins where the ministries and events of the other parishes
can be publicized until a common bulletin is created. Communicate the same information on
the parish websites and in parish newsletters.
5. Consider the importance of personal contact. All council members should be ready to reach
out to parishioners within the grouping who may have questions or are uncertain about how
the changes in the grouping may affect them.
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B. LISTENING TO THE PARISH
Action Steps:
1. Hold at least one assembly at each parish in the grouping (two is preferable – one at the
beginning of the Year 1 and one after the Parish Survey results are available), with the same
information and process.
a. Present Data: sacramental information of all parishes, October Count, ministries, results
of the Parish Survey, etc.
b. Offer an opportunity for small group sharing.
2. Conduct Focus Groups around a particular area of parish life or the strengths/weaknesses and
hopes/opportunities for the grouping.


Invite parishioners to participate in Appreciative Inquiry interviews that reflect on
questions related to their experience of parish life. Sample questions include: What is
your most life giving experience in your parish? What do you value most in your
parish?

3. Distribute the Parish Survey or Disciple Maker Index (DMI) to all parishioners within a
grouping. It may be helpful to launch the survey or DMI at the first assembly. Analyze and
publish the results. Present the results at a second assembly and allow time for discussion
around the results.


III.

See the Parish Survey Sample and information about the Disciple Maker Index in the
Framing the Mission and Vision TAB of the Blueprint.

HOSPITALITY AMONG THE PARISHES IN THE GROUPING
Action Steps:
1. Review and discuss the Hospitality Blueprint with the Clergy Team and staff.


See the Hospitality TAB of the Blueprint.

2. Implement the Action Steps as outlined in the Hospitality Blueprint.
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IV.

SHARING OF MINISTRIES AND ORGANIZATIONS ACROSS THE PARISHES IN THE GROUPING
Action Steps:
1. Identify common ministries and organizations of all parishes from the Parish Overview. In
addition, interview staff about existing cooperative ministries with neighboring parishes,
whether within or outside of the grouping. Examples include common food pantries and
shared Thanksgiving outreach through other Christian churches in the area.
2. Prepare a list and publish a description of a different ministry or organization in each of the
bulletins or feature it on the websites on a regular basis.
3. Prioritize the ministries or organizations that show the greatest potential for working
together.
a. Select one or two ministries or organizations (based on the number of council members in
the Key Area).
b. Plan opportunities for the members of the ministries or organizations to meet each other
and share the stories of their work.
c. Identify ways that members of organizations or ministries might collaborate.
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RESOURCE:
QUALIFICATIONS AND SKILLS FOR MEMBERSHIP
ON THE ADVISORY COUNCILS
QUALIFICATIONS FOR MEMBERSHIP ON THE ADVISORY COUNCILS:
Candidates for the Advisory Councils should be fully initiated Catholics and registered participants in
the on‐going life of the parish, especially Sunday Eucharist. In addition to being women and men of
prayerful faith, they should be:


motivated by the desire for spiritual growth in oneself and others



optimistic and enthusiastic about the future of the parish and the grouping



respectful of others



desirous of working within a model of shared leadership, i.e., one based not on power, but on
collaboration and consensus



capable of careful listening to others’ ideas, of articulating their own ideas, and of practicing
the art of building consensus



open to inviting, delegating and encouraging parishioners to bring the Interim Pastoral Plan
and/or the merger to fruition



willing to become compliant with the Code of Pastoral Conduct of the Diocese of Pittsburgh

SKILLS OF EFFECTIVE TEAM MEMBERS: ABLE TO:
 Ask questions

 Gather data

 Assign responsibility for tasks

 Give constructive feedback

 Communicate my own views or concerns
effectively

 Identify tasks to be completed
 Listen to others attentively

 Complete tasks on time

 Propose creative solutions

 Compliment another's ideas

 Resolve disagreements in a non‐
confrontational manner

 Critique ideas
 Define a common goal for a project
 Develop a timeline
 Evaluate information
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 Restate another’s idea to be sure it's
understood
 State ideas clearly
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RESOURCE:
SAMPLE FORM FOR SERVICE
ON THE ADVISORY COUNCILS
Date:
Dear Father,
I have prayerfully considered the ministry of leadership as a member of the Pastoral Council or Parish
Finance Council. I am fully informed of the qualifications for membership on the Advisory Councils as
well as the roles and responsibilities of membership on the Pastoral Council or Parish Finance Council
during the Implementation Phase.
 I wish to be considered for service on the Pastoral Council.
 I do not wish to be considered for service on the Pastoral Council.
 I wish to be considered for service on the Parish Finance Council.
 I do not wish to be considered for service on the Parish Finance Council.

PRINT NAME

NAME OF PARISH

SIGNATURE

DATE
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RESOURCE:
INTERVIEW QUESTIONS FOR THE SELECTION OF
ADVISORY COUNCIL MEMBERS
1.

Why do you want to serve on an Advisory Council?

2.

How will you be an ambassador for the On Mission process?

3.

What are the strengths that you bring to the council? Finance Council candidates should
address specific skills related to finance and budgeting.

4.

What do you think are the strengths/weaknesses and hopes/opportunities for the grouping?

5.

Experience has shown that individuals who are known by parishioners enjoy a greater amount
of respect. How well known are you in the parish? How do other parishioners see you?

6.

Are you able to build relationships and reach out to those in other parishes whom you may
not know?

7.

Do you have the time to dedicate to this process? Have you talked to your family/loved ones
of your desire to take on this important role? Are they willing to support you in making this
commitment? Does this commitment fit within your other commitments (work, volunteering,
etc.)?

8.

The work of the Advisory Councils is rooted in the vision for parishes set forth by Bishop Zubik.
In your own words, what is that vision?
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RESOURCE:
LETTERS OF ACKNOWLEDGEMENT TEMPLATE
SAMPLE LETTER TO THOSE NOT SELECTED FOR THE ADVISORY COUNCILS
Dear <name>,
Thank you for your willingness to be considered for service on the __________ Council. Your genuine
devotion to the Church and the spreading of the Gospel of Christ is clearly evident in your desire to
be considered for service on the Advisory Councils.
You were among many candidates who generously offered to serve on the council from each of the x
parishes in the grouping. After reflecting on the interviews and giving careful consideration to the
composition of individuals for the council and the work the council will undertake in this next year, I
have invited other individuals to serve at this time. However, I am very grateful for your commitment
to the parish and pray that you continue in your current ministries.
Be assured of my prayers for you as I ask your prayers for me and the members of the newly formed
council.
Should you have any questions about this letter, please do not hesitate to contact me.
May the God of hope fill you with every joy and with peace.

SAMPLE LETTER TO THOSE SELECTED FOR THE ADVISORY COUNCILS
Dear <name>,
Thank you for your willingness to be considered for service on the ____________ Council. Your
genuine devotion to the Church and the spreading of the Gospel of Christ is clearly evident in your
desire to be considered for service on the Advisory Councils.
After reflecting on the interviews and giving careful consideration to the composition of individuals
for the council and the work the council will undertake in this next year, I am pleased to inform you
that you have been selected for service on the _____________ Council.
The immediate next step is for you to contact me at <email address> by <date> to confirm your
willingness to accept this role as a member of the ___________ Council. Once I have heard from all
candidates who have been selected, I will work to set the date for our first meeting. Know that your
name, together with the names of the other council members, will appear in the parish bulletin once
all council members are confirmed.
May the God of hope fill you with every joy and with peace.
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RESOURCE:
BLESSING FOR OUTGOING ADVISORY COUNCIL MEMBERS AND
COMMISSIONING OF NEW ADVISORY COUNCIL MEMBERS
The Parish Pastoral Council provides the Administrator with the wisdom of the laity for the good of
the parish.
The Parish Finance Council assists the Administrator in overseeing the financial affairs of the parish.
It is with a grateful heart that today I thank x members of the parish name Parish Pastoral and
Finance Councils who have been living out their own baptismal call as members of the councils and
who are now leaving these parish ministries.
I am also grateful that x new members have committed to serve the parish and grouping on the
pastoral council(s) and finance councils and will be commissioned today for 1 year of service.

BLESSING OF OUTGOING ADVISORY COUNCIL MEMBERS
At this time, I would ask that the outgoing members of the parish name Pastoral Council and Finance
Councils come forward as I call your name and face the congregation. (Note: Father will have his
back to the congregation.)
Read Full Names
Individuals’ first names, our parish is deeply grateful to you for x years of service on the Pastoral
Council and Finance Council.
We have benefited from your service to the parish. We want to publicly thank you and we ask that
you accept this gift (if a gift is given) as a token of our gratitude to you.
If available, a gift of appreciation is given to each person.
May you continue to grow in faith. We ask for your continued support and participation in other
ministries within our parish and grouping.
Sprinkle with Holy Water.
I ask the congregation to now express our thanks to you with a round of applause.
The outgoing members return to their seats.
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COMMISSIONING OF NEW ADVISORY COUNCIL MEMBERS
It is now my privilege to name the x individuals who have made the commitment to serve as Pastoral
Council and Finance Council members for our parishes in the grouping:
Read full names.
I ask individual’s first names to come forward at this time and face the congregation. (Note: Father
will have his back to the congregation.)
On behalf of the parish name Parish and grouping, whom you have been called to serve, I commission
all the Pastoral Council and Finance Council Members who are members of this parish. Pastoral and
Finance Council members from the other parishes in the grouping will be/were commissioned this
weekend in their parish. Read the names of the others who were commissioned for the councils.
Your sharing in the responsibility for the mission of the Church and the ministry of Jesus will be joined
by others throughout the diocese who serve on pastoral councils and finance councils to effectively
strengthen the Body of Christ.
Service to the People of God takes many forms and requires a diversity of gifts and talents, as well as
a generous gift of self. Christ calls all of us to the challenge of discipleship, to be a sign of the
Kingdom of God in this time and place.
Do you understand and accept the responsibility of the ministry of leadership as members of the
Pastoral Council and Finance Councils?
Response: We do.
We accept your commitment of service and thank you for living out your Baptismal call in this
ministry of leadership. Receive this book as a sign of your service to name of parish and grouping as a
member of the Pastoral Council or Finance Council.
Suggestion: Copies of Divine Renovation are given to each new member.
Let us pray: Ever‐living God, you gather us together as the parish of parish name and grouping name
to carry the Gospel of Christ to all people.
Bless the new members of the Pastoral Council and Finance Council:
Let your Spirit enlighten their minds and guide all their actions that they may be renewed in faith,
united in love, and bring to fulfillment the work of your Church to your greater honor and glory.
We ask this through Christ our Lord. Amen.
Sprinkle with Holy Water.
I ask the congregation to now express our thanks to you with a round of applause.
The new members return to their seats.
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RESOURCE:
FORM FOR SUBMITTING CONTACT INFORMATION
FOR ADVISORY COUNCIL MEMBERS
Advisory Councils Contact Information
Please email to parishservices@diopitt.org.
Parish Name or
Grouping Name
(if a council for
the grouping)
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ADVISORY COUNCIL MEETING AGENDA TEMPLATE

PASTORAL OR FINANCE COUNCIL MEETING
NAME OF GROUPING OR PARISH
DATE
TIME
LOCATION

Attendees

Agenda #

Time

Agenda Item

Person
Responsible

Opening Prayer/Faith Sharing
Approval of Minutes from Last Meeting
Open Items

Closing Prayer
Next Meeting: Date/Time/Location
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ADVISORY COUNCIL MEETING MINUTES TEMPLATE
 PASTORAL OR  FINANCE COUNCIL MINUTES
PARISH NAME(S)
ADMINISTRATOR
FACILITATOR
ATTENDEES: NAME/PARISH
ABSENT: NAME/PARISH

GROUPING
DATE
SCRIBE

ATTACHMENTS:
BULLETINS PERTINENT TO MEETING

AGENDA
HANDOUTS: PLEASE LIST

 YES  NO
 YES  NO

AGENDA ITEM #1
AGENDA ITEM #2
Corrections to Minutes
Minutes Approved
AGENDA ITEM #3
Major Discussion Points
Conclusion

Opening Prayer
Approval of minutes from last meeting

Prayer Leader
Facilitator

 YES  YES, WITH ABOVE CORRECTIONS
Open Items

Presenter

Action Item(s)

Person responsible Deadline

Next Steps:
AGENDA ITEM #4
Major Discussion Points
Conclusion
Next Steps:

Presenter

Action Item(s)

AGENDA ITEM #5
Major Discussion Points
Conclusion
Next Steps:

Action Item(s)

Person responsible Deadline
Presenter

Action Item(s)

AGENDA ITEM #7
CLOSING PRAYER
AGENDA ITEM #8: NEXT MEETING: DATE/TIME/LOCATION
OTHER INFORMATION/SPECIAL NOTES
Note:

Person responsible Deadline
Presenter

AGENDA ITEM #6
Major Discussion Points
Conclusion
Next Steps:

 YES  NO

Person responsible Deadline
Prayer Leader:

The Advisory Council Meeting Minutes Template is available electronically on ShareFile as a fillable form.
Each box will expand to accommodate all information entered.
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The Faith Formation section of the Blueprint provides basic objectives to assist Administrators in
transitioning from separate to consolidated faith formation programs. Because child catechetical
programs are usually much larger and more complex than other formation programs, many of the steps
are specific for K‐8 programs. However, this plan can be used with the merging of other programs of
faith formation such as youth ministry, RCIA and adult education. Finally, while most of the steps in
this document begin in 2018‐2019 for all categories, A, B, and C, many activities will be ongoing,
according to the needs of each parish. Dates are provided to pace the transition in a way that allows
for advanced planning of each school year.
Note: Within this document, there is reference to both faith formation and CCD. Faith formation is a
broad term for religious formation for persons of any age. When CCD is used, the reference is
specifically about child formation.

OVERVIEW OF SCHOOL YEAR 2018‐2019
Merging religious education programs is an intricate process that must be allowed adequate time for
reflection and planning. For this reason, the 2018‐2019 school year will serve as a space for gathering
information, assessment, preliminary planning and forging a new vision for the future. Current faith
formation (K‐8) programming continues with who and what is already in place. While some events and
activities such as retreats and service projects may be merged if advantageous, the programs are best
left relatively unchanged while plans are laid.
The Administrator is in special communication with faith formation leaders as evaluation of the current
programs unfolds. With their help, he crafts a vision for ministry and lays initial plans for merging which
will occur in the following years. The Discussion Guide with Initial Plan for Growth, included at the end
of this document in the Resource section, provide helpful tools to assist in this process. After initial
plans are laid, the Administrator, with parish faith formation leadership, communicate these initial
plans to families at a parent meeting in the spring.
The entire process of assessment, communication and initial planning is outlined in this Blueprint in
three phases, each phase with suggested activities. It is suggested that the fall semester be dedicated
to building relationships with faith formation leaders, volunteers and families, and to welcoming their
insights on future programming. In the spring, the Administrator will be in a better position to begin
to lay preliminary plans for the merging of programs. The suggested order therefore is:
Phase One:

Building Relationships (Fall 2018)

Phase Two:

Preliminary Planning (Spring 2019)

Phase Three: Creating the Initial Plan for Growth (Spring 2019)
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FAITH FORMATION: PHASE ONE
BUILDING RELATIONSHIPS
(FALL 2018)
Action Steps:
1. Meet one‐on‐one with Catechetical Administrators and other Faith Formation Leaders. In
the summer of 2018, the Catechetical Administrators and Youth Ministers completed the
Faith Formation Assessment in preparation for their first meeting with the new
Administrator. This tool allowed faith formation leaders to articulate what has gone well,
what has not, and what a viable vision for programming in the future may look like based on
the new grouping. It serves as a concrete report to assist the new Administrator.
Using the Faith Formation Assessment, the Administrator meets with each Catechetical
Administrator and Youth Minister individually, discussing strengths and weaknesses of their
respective programs and a possible future for the grouping. The Administrator may also wish
to make the Faith Formation Assessment available at this time to other Catechetical Leaders
such as RCIA directors and directors of adult formation to aid in discussion with those
individuals. Note: the purpose of these conversations is big picture. More detailed planning
sessions will follow later. Also, because a critical purpose is community building, by focusing
on programming, the exchange will remain positive and constructive, avoiding the more
difficult issues of employment which will be handled separately.
2. Conduct Program Visits. To build trust, engage conversation and help students, volunteers
and parents become personally familiar with the new Administrator and Clergy Team, it is
critical that they visit all faith formation programs at each site in the fall. The families and
those directly involved in faith formation are the Administrator’s most valuable resources for
envisioning a plan for the future. Tapping the insight of these critical stakeholders can only be
accomplished by personal engagement and genuine exchange.
3. Engage Faith Formation Teams in Prayer. Sometime in the fall semester, the Administrator
gathers all volunteers and faith formation leaders together at one location for prayer. In this
way, those engaged in faith formation unite in one heart, seeking the blessing and insight of
the Lord. The format for prayer is created by members of the parish’s pastoral staff and
should be adapted to the culture of the parish. Another gathering for the spring and/or
summer of 2019 should be scheduled, with inclusion of those who may serve as new
catechists so that the volunteer bases are strengthened and not weakened in the transition
process.
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4. Use the Discussion Guide with Faith Formation Teams. The Faith Formation Discussion Guide
assists Administrators with the intricate work of merging faith formation programs in parish
groupings. Discussions move progressively from the broad to the specific. Each discussion
includes a written scriptural reflection and worksheets which lead to action. The Discussion
Guide concludes with an Initial Plan for Growth for the 2019‐2020 school year which is to be
turned in by all groupings to the Office for Family Ministry and Faith Formation by
June 30, 2019.
To maximize the usefulness of the Discussion Guide and to make their jobs easier,
Administrators may wish to assemble one leadership team per type of faith formation
program (child formation, youth ministry, RCIA, marriage ministry, etc.) to separately work
through the Discussion Guide throughout the 2018‐2019 school year. Teams should consist of
leaders and stakeholders of each ministry including staff, volunteers, parents, and other
parishioners deeply committed to faith formation and mature in both faith and character.
Administrators should participate in as many of these discussions as possible or assign a
member from the Clergy Team to do so. All major conclusions and insights from the group
must be submitted to the Administrator if he is not present. No significant decisions are made
without his approval.
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FAITH FORMATION: PHASE TWO
PRELIMINARY PLANNING
(SPRING 2019)
FAITH FORMATION SYMPOSIUM
The Department for Family, Youth and Catholic School Ministries provides support for a new vision
through a Faith Formation Symposium on March 14‐16, 2019 at St. John Neumann Parish, with special
sessions for clergy on March 14. At this gathering, experts in catechesis will present on the most
impactful methods and models of catechesis. The diocesan plan for revitalization of faith formation
will be explored, and Administrators and Catechetical Leaders will be given answers on how to craft
new programs of faith formation for success. Considering the sobering statistics of the numbers of
catechized students who leave the Catholic faith as adults, it is essential that Administrators take to
heart the seriousness of this symposium by attending. This symposium will give concrete support to
Administrators before they invest in materials for their sites.

JOINT ACTIVITY PLANNING (CATECHETICAL LEADERS MEETINGS)
Examining the various components of their programs, Catechetical Administrators from each site meet
to discuss specific ways in which the sites can collaborate in the coming school year. While it is not
necessary that programs in any category merge by the coming year, sites should plan ways to begin to
work together (e.g., joint retreats, sacraments of initiation, community service projects, family events,
etc.). Discussions should prepare for an integrated CCD registration process and joint calendar for the
2019‐2020 school year. Note: these meetings allow the Catechetical Administrators to work out the
minutia of merged activities without burdening the Administrator. All suggested plans move forward,
however, only after the Administrator has given approval. Other leaders of faith formation such as
Youth Ministers and RCIA coordinators from each site may likewise meet to discuss possible
collaborative efforts.

Action Steps:
The Administrator should delegate the following activities to the Catechetical Leaders:
1. Create a Joint Calendar. The Catechetical Administrators formulate a joint CCD calendar
before registration begins for the coming year, detailing major events to take place at
individual sites, as well as those which will take place together. The calendar should note that
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parishioners are welcome to attend any faith formation opportunities at any site in the
grouping. Joint calendars for other faith formation programs such as RCIA and Youth Ministry
are also advisable.
2. Merge the Registration Process. While CCD programs may remain separate for all categories,
A, B, and C in the 2019‐2020 school year, it is advisable to create an integrated registration
form, which gives parishioners the option for faith formation at all sites in the grouping.
While deadlines for registration can be standardized, it may not be possible to establish
uniform fees initially.
3. Develop a Strategy for Joint Celebration of Sacraments. Given the different situations in
each grouping, the Office for Family Ministry and Faith Formation is not requiring any
deadline for the merging of sacraments of initiation. Careful consideration, however, should
be given early on to ensure that adequate formation will be provided in the midst of
transition. This is especially relevant for confirmation programs where the celebration of the
sacrament occurs at different times among sites (e.g., fall, spring, eighth grade, ninth grade,
every two years, every year). Note: Catechetical formation may not be significantly shortened
in order to accommodate the merging of sacraments (i.e. having one class of students “skip” a
semester or year to catch up with other classes in the grouping). Catechetical Administrators
in collaboration with the Administrator, will devise a strategy allowing adequate time for
programs to eventually sync.
4. Expand Recruiting Efforts. Initiating recruiting efforts for new catechists and other faith
formation volunteers should be a special focus for this year, so that the wider population of
parishioners may be invited to consider the catechetical vocation.

VISION PLANNING MEETINGS
(ADMINISTRATOR WITH CATECHETICAL LEADERS)
The administrator or members of the Clergy Team meet with faith formation leaders from each ministry
(child catechesis, youth ministry, adult faith formation and RCIA, etc.) in separate meetings.

Action Steps:
1. Assess the most viable and life‐giving options for the direction of programming going
forward. Use the information from the Parish Overview and the results of the Faith
Formation Assessment Survey, in conjunction with the Discussion Guide.
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2. Share your vision and hopes for the future, while listening to the advice of the faith
formation leaders. The focus of these gatherings is programming; discussions about staffing
are not to be included in these conversations. Also, there is no pressure to make final
decisions. The goal is to formulate a basic framework for a new direction.
3. Continue planning sessions in the months and years ahead as dictated by the needs of each
grouping.
4. Review important parameters for transition and planning. While the eventual look and
design of faith formation programs will vary from parish to parish according to the needs and
vision of each, all parishes are required to respect the following parameters to assure the
safety, well‐being and full development of students and participants.
a. Ensure Quality Formation. Efforts to ensure that children’s instruction continue with due
care, must be maintained. Student formation may not be compromised or canceled
during transition. Caution for merging of confirmation classes has already been noted
above. The diocesan policy of a minimum of 30 hours of catechetical instruction for child
and middle school programing is to be maintained. Mass and community/family meals
are not to be counted toward the 30 hours of instruction.
b. Foster Inclusion and Equity. As plans for merged programming take shape, special
consideration for the best site/s to accommodate children/adults with cognitive,
emotional or physical limitations, (ramps, elevators, handicap‐accessible bathrooms, etc.)
must be had. Planners must also carefully ensure that faith formation opportunities and
resources are allocated equitably to all; that under‐represented communities (in race,
culture, economic status, distance, etc.) are not neglected or under‐served. In light of
Christ’s example and the Church’s preferential option for the poor and marginalized,
planners must remember that inclusion takes priority over convenience; such a mandate
may require creativity, but is assured of the provident blessing of God.
c. Mandate Safety. Sites that are selected for programming must provide all necessary
safety features including: access points of program areas that can be locked down during
sessions, fire‐safety, cleanliness and proper plant maintenance, and safe parking lot
conditions and traffic flow for drop‐off and pick‐up of children before and after sessions.
d. Require Adequate Supervision. Catechetical Administrators are to be present in the
program building during instruction. This ensures not only quality programming, but also
safety, as volunteers are not trained to respond to emergencies. Therefore, if there is only
one Catechetical Administrator for multiple sites, he/she should not rotate among
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sessions (being present, for example, one week at site A, then the next week at site B,
etc.). Absence of a Catechetical Administrator from programs should be the exception,
not the rule, (i.e., in case of sickness, and when replaced by a cleared, knowledgeable and
trained adult.)
e. Alter Session times, if needed. It follows that session times in multiple sites should not be
simultaneous or overlapping if only one Catechetical Administrator is tasked for all
locations. Either a trained Catechetical Associate (vetted and on‐boarded by the Office for
Family Ministry and Faith Formation) is provided to assist, or session times are altered.
f. Provide Adequate Staffing. Even the most talented employees have limits. Sufficient
support is required for the well‐being of both staff and programs. For the safety of
students, the growth of programs and the fair treatment of employees, the following
minimal staff to student ratio is strongly urged:
1 full time staff member with 1 part‐time assistant ‐‐ per every 300 students
Note: While volunteers can be counted on to assist staff members for CCD, they cannot
replace talented, trained professionals. A team of knowledgeable and dedicated staff
leading our programs is essential to the flourishing of faith formation. Good staff grow
programs, and vibrant programs increase parishioner commitment. It is not without
reason that “competence as collateral” has become a popular expression among many in
the business and educational worlds. Adequate staffing is essential to the life and growth
of not only students, but also to the parish itself.
5. Consider hosting focus groups for specific dimensions of faith formation to allow the larger
community (parents, grandparents, other parishioners) to share in the formulation of a new
vision for the revitalization of faith formation in the parish.
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FAITH FORMATION: PHASE THREE
CREATING THE INITIAL PLAN FOR GROWTH
(SPRING 2019)
Accompanying the Discussion Guide are worksheet templates. These worksheets provide tools that
work in conjunction with the Discussion Guide, to help the Administrator and his teams determine their
program ethos and vision, evaluate needs and strategies, assess building options, and write strategic
plans for program implementation. Recognizing the need for a strong foundation, the worksheets lead
to the crafting of an Initial Plan for Growth which summarizes the grouping’s plans for the 2019 – 2020
catechetical year. It is a basic framework for direction.


See Resource #1: Faith Formation Discussion Guide

Action Steps:
While the various discussions and worksheets from the above listed resource are optional, all
categories of A, B, and C should:
1. Complete the Initial Plan for Growth by the end of the 2018‐2019 school year, whether in
category A, B or C, to allow for critical information to be readied for a spring parent meeting
regarding plans for the next school year.
2. Provide a copy of the Initial Plan for Growth to the Office of Family Ministry and Faith
Formation by June 30, 2019. The plan may be emailed or mailed.
3. Conduct a Parent Meeting. In order to provide parents a sense of security and to create
enthusiasm for the new direction of faith formation, the Catechetical Administrators, youth
ministers and Administrator/Clergy Team should not wait until the fall to inform parents of
any changes. They should instead conduct parent meetings in the spring, presenting the
merged calendar, explaining the integrated registration form, answering questions, and
sharing insight into the newly emerging vision for the revitalization of faith formation in the
grouping. The Initial Plan for Growth will provide the essential talking points for this meeting,
and ensure community members that a vision for growth is well underway.
4. Publish schedule changes. Administrators should ensure that changes and developments in
the faith formation programs in the grouping are communicated frequently in all
communication outlets. Like the parent meeting in the spring, clear and transparent
communication with the larger community of the parishes in the grouping will build trust and
security. Creative ways to build enthusiasm, especially among the younger generations of
parishioners should be pursued.
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LOOKING AHEAD:
Create the final plan for growth (or the final decisions about what is to happen with faith formation)
by the December before the parish is to merge. The implementation of the final plan for faith
formation programs is not due until the parishes merge as a whole. See dates:
Spring 2019

Initial Plan for Growth
All categories A, B and C

December 2019

Finalized Plan for Merger – A

December 2020

Finalized Plan for Merger – B

December 2022

Finalized Plan for Merger – C

Fall 2020

Implementation – A

Fall 2021

Implementation – B

Fall 2023

Implementation – C
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RESOURCE:
FAITH FORMATION DISCUSSION GUIDE

Faith Formation Discussion Guide
To assist with the merging of child formation,
youth ministry, RCIA and other catechetical
programs in parishes

Diocese of Pittsburgh
Secretariat for Leadership
Development and Evangelization
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Catholic Diocese of Pittsburgh
Secretariat for Leadership Development and Evangelization
2900 Noblestown Road
Pittsburgh, PA 15205
religiouseducation@diopitt.org
(412)‐456‐3112
Copyright © 2018 by the Catholic Diocese of Pittsburgh
All rights reserved. Permission to reproduce this document is granted to the Administrators, employees and volunteers of
parishes within the Diocese of Pittsburgh for the purposes of reorganization and revitalization within this diocese. All others
who wish to reproduce any parts of this document must request permission from the Secretariat for Leadership
Development and Evangelization at the address, email or phone listed above.
Secretary for Leadership Development and Evangelization: Very Reverend Joseph M. Mele, VE, PhD
Author: Judene Indovina, MA, Director for Family Ministry and Faith Formation
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HOW TO USE THE DISCUSSION GUIDE
The Faith Formation Discussion Guide is provided to Administrators and Clergy Teams to assist with
the intricate work of merging faith formation programs in parish groupings. This is not an “ultimate
how to” manual, nor is its use mandatory. It is simply a work of love penned to assist Administrators
in this task which is both ponderous and necessary.
This guide can be applied to all types of faith formation programs in parishes including but not limited
to: child formation, middle school ministry, youth ministry, RCIA, adult education, marriage ministries
and other catechetical outreaches.
Leadership Teams: To maximize the usefulness of this document and to make their jobs easier,
Administrators may wish to assemble one leadership team per type of faith formation program (child
formation, youth ministry, RCIA, marriage ministry, etc.) to separately work through the Discussion
Guide throughout the 2018‐2019 school year. Teams should consist of leaders and stakeholders of
each ministry including staff, volunteers, parents, and other parishioners who are deeply committed
to faith formation and mature in both faith and character. Administrators should participate in as many
of these discussions as possible or assign a member from the Clergy Team to do so. All major
conclusions and insights from the group must be submitted to the Administrator if he is not present.
No significant decisions are made without his approval. A facilitator should lead the group who fosters
open dialogue and moves the conversation along. All members of the group should understand the
ground rules of creating a safe space of trust in which thoughts can be shared without fear of personal
attack or breach of confidentiality. It is helpful also to have a member serve as the scribe to record
conclusions.
The discussions in this resource move progressively from the broad to the specific. They intentionally
avoid topics about personnel, so that team members can keep their focus on programming and
revitalization. Each discussion includes a written scriptural reflection which can be read privately or
together. Group discussion questions follow reflections, and worksheets are provided to move from
talk to action.
The “Initial Plan for Growth” in section four is the culmination of the discussions and worksheets of this
document. This is a crystallization of many key conclusions drawn throughout the year by the group.
It will serve as a basic framework for transitioning into the next school year, and will provide the
essential talking points to reassure families and community members that a vision for growth is well
underway.
The final discussion of this guide, “Beginnings: Greatness Rising from the Small” explores the delight of
God in doing what is extraordinary through what is little and humble. This is really the spirit of the
entire document: to call to mind that the task of reorganization and revitalization is the work of God
and certainly beyond the ingenuity and strength of any person. With His help, and from humble
beginnings, we can move our parishes gradually to life and vibrancy anew. Therefore, we should
proceed in peace and hopeful anticipation, knowing that God’s grace is sufficient for us, and that His
power is made perfect in our weakness (2 Corinthians 12: 9).
— Judene Indovina, Director of Family Ministry and Faith Formation
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Kairos: Challenge and Opportunity Meet
“Behold, now is the acceptable time; behold, now is the day of salvation.” - 2 Cor 6
Temple, and the Exile in Babylon. The greatest of
all kairos moments were Christ’s Incarnation,
Redemption, glorious Resurrection. For believers,
understanding the linguistic distinction between
kairos and chronos is helpful, but not as critical as
being attentive when the Lord speaks through a
kairos moment in our lives. For then, something
great is about to occur.

New Testament: Urgent and Opportune

It’s Greek to Me
“A language we don’t know is a fortress sealed,”
said French novelist Marcel Proust. This statement
is true for human languages and God’s language
alike. In trying to understand the Bible, we often
miss nuances of meaning when we don’t read the
text in the language in which it was written in.
Likewise, when God communicates through the
events of our lives, we often miss His direction
simply because we don’t understand the way He
speaks.
A word in New Testament Greek in which these
two issues converge is kairos. Usually, when kairos
is used in the Bible, English texts translate it as
“time”. But “time” is also inserted when a different
Greek word, chronos, is featured. Therefore, seeing
“time” for kairos and “time” for chronos, English
readers may miss the precise intention of the
author.
What is the difference between chronos and
kairos? Chronos refers to the sequential passing of
minutes and hours. Chronos is time that is ever
moving. Kairos, however, is time standing still.
Kairos, says Webster, is a moment when conditions
are right for the accomplishment of a crucial action.
It is a decisive moment; a moment laden with both
challenge and opportunity.
The Scriptures are replete with kairos moments:
the call of Abraham, the Exodus, the building of the
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Given all that was said above, it shouldn’t be a
surprise that when Jesus begins His public ministry
the first words He utters include kairos. He says,
“The time (kairos) is fulfilled, and the kingdom of
God is at hand; repent and believe the gospel”
(Mark 1:15).
In many other passages of the New Testament,
kairos is used with the same urgency. St. Paul says,
“Besides this you know what hour it is, how it is full
time (kairos) now for you to wake from sleep. For
salvation is nearer to us than when we first
believed” (Romans 13:11). And in 2 Corinthians 6:2,
“Behold, now is the acceptable time (kairos),
behold, now is the day of salvation.”
In addition to conveying a sense of urgency, the
New Testament also uses kairos to express
opportunities which can be missed. Take for
example Jesus’ words in Luke 12:54‐56, “When you
see a cloud rising in the west, you say at once, ‘A
shower is coming’ and so it happens You hypocrites!
You know how to interpret the appearance of earth
and sky; but why do you not know how to interpret
the present time (kairos)?”
Interestingly, in the entire New Testament,
chronos, the more common term for time, is found
in only 54 passages, while kairos, the exceptional
term, is used in 86. Perhaps we can read from this
the urgency of the Gospel message which is
proclaimed to awaken us to action, so that we don’t
miss the most important opportunities in life: to
participate with God in the expanding of His
kingdom in our hearts and throughout the earth.
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On Mission: A Kairos Moment?
Keeping in mind the notion of kairos can help us
as we work together during the process of On
Mission for The Church Alive!. It is naturally easy to
be daunted by the task at hand. Merging several
distinct parishes into one is complex on multiple
levels. Viewing the work that lies ahead can make
us halt; strong emotions, too, such as fear,
unfamiliarity and distrust, can hold us back.
But at this time, at this kairos moment, we must
see not only the challenge but the exceptional
opportunity that lies before us.
Consider this: for the first time in the history of
the Diocese of Pittsburgh, each parish has the
chance at a fresh start. Every Administrator, Lay
Ecclesial Minister, and Pastoral Council is asking the
question, “What should we do to make our parish
better than it has ever been before?” This is a time,
therefore, not only for transition but for dreaming
and actually creating ministries that are more life‐
giving and enriching than have been available to
our parishioners in the past. This is a time to pool

resources, so that the best that is offered in some
locations can be offered everywhere, and the less
fruitful approaches can be set aside. This is an
opportunity to work together, to grow closer as the
Family of God, and to learn what it means to take
to heart the needs of those outside of our own
circle of comfort. It is truly a unique moment for
expanding the kingdom of God.
Certainly, there are challenges and problems to
be solved. And yes, the process will require change.
But as humans we know that growth only occurs
through alteration, and as Christians we know that
spiritual maturity only grows out of sacrifice.
God is asking us, therefore, at this time, at this
kairos moment, to respond with enthusiasm, love
and courage. Heeding the words of St. Paul, “Let us
not lose heart in doing good, for in due time
(kairos), we will reap if we do not grow weary. So
then, while we have the opportunity, let us do
good to all people, and especially to those who are
of the household of faith” (Galatians 6:9‐10).

Group Discussion
1. The article above lists several kairos moments in salvation history. Can you think of other times in
Church or world history when people have faced both challenge and opportunity simultaneously? What
characterized success and failure in those moments?
2. Have you experienced a kairos moment that positively transformed your own life? Feel free to share
with the group what happened and how you grew, or offer a silent prayer to God in thanksgiving for His
faithfulness and blessings.
3. How is On Mission for The Church Alive! a moment of challenge for your parish grouping?
4. How is this a moment of opportunity?

Talk to Action
Conclude by turning to the “Challenges and Opportunities” worksheet in the third part of this guide.
Together, list some of the major challenges to confront in seeking to merge your respective faith formation
program (CCD, Youth Ministry, RCIA, or Adult Ed.). Then consider some of the major opportunities that lie
before your program. Decide what spiritual attitudes and efforts must mark each individual and your group
as the process unfolds so that the challenges truly become opportunities. Conclude by selecting a scripture
verse that will anchor your group as you work for revitalization.
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Perspective: Where We’ve Been and Where We Possibly May Go
“Go then! It is I who will assist you” — Exodus 4:12
mountain, ‘Move from here to there,’ and it will
move and nothing will be impossible to you.
Mark 9:23 ‐ Jesus said to him, “All things are
possible to him who believes.”
Mark 10:27 ‐ Jesus looked at them said, “With men
it is impossible, but not with God: for all things are
possible with God.”
Mark 11:24 ‐ Therefore I tell you, whatever you ask
in prayer, believe that you receive it, and you will.
Luke 1:37 ‐ For with God nothing will be impossible.
Romans 8:31 ‐ What shall we then say to this? If
God is for us, who can be against us?

All Things Are Possible For God
Mother Mary Angelica, foundress of the
international television network EWTN, was
famous for tackling daring undertakings for the
Lord. Even still, one of her sisters asked her why she
took medicine for a nervous stomach if she had
faith. Quick with a response, Mother Angelica
answered, “Oh I have faith. It’s my stomach that
needs convincing!”
When God invites individuals to accomplish
important tasks for His kingdom, it is not
uncommon for those called to feel as Mother
Angelica did. Intellectually, they know God is
present and will see the work through, but their
hearts and emotions may not be so confident.
Perhaps this is why the Bible is full of so many
assurances of God’s power to do the impossible
and of His faithfulness to those who serve Him.
Below is a listing of only several of the hundreds of
such citations in both the New and Old Testaments:

Philippians 4:13 ‐ I can do all in Him who
strengthens me.
Job 42:2 ‐ I know that you can do all things, and that
no purpose of yours can be thwarted.
Genesis 18:14 ‐ Is any thing too hard for the LORD?
Proverbs 3:6 ‐ In all your ways acknowledge him,
and he will make straight your paths.
Isaiah 41:10 ‐ Fear not; for I am with you: be not
dismayed; for I am your God: I will strengthen you;
I will help you; I will uphold you with my victorious
right hand.
Jeremiah 32:17 ‐ Ah Lord GOD! It is you who made
the heavens and the earth by your great power and
by your outstretched arm! Nothing is too hard for
you.
Jeremiah 32:27 ‐ Behold, I am the LORD, the God of
all flesh: is there any thing too hard for me?

Matthew 17:20 ‐ For truly I say to you, If you have
faith as a grain of mustard seed, you will say to this
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Perspective and the Call of Moses
In art capturing perspective involves conveying
the correct impression of the width, height and
depth of three dimensional objects. Over or under
estimating one of these elements will create a
distorted, unrealistic image. Likewise, in making a
mental picture of problems we face, how we
imagine the height, breadth and depth of their
gravity enables us to have either an accurate or
unrealistic view of what we face.
Keeping perspective in the face of a difficult task
is hard for almost everyone. Doubt and fear cause
us to over‐estimate the difficulty, just as superficial
optimism leads to underestimation. Both prevent
us from digging‐in to the work at hand, as we are
either terrified of approaching the problem or not
sufficiently concerned about it. Even God’s most
illustrious servants struggled to keep perspective as
they set out on their callings. One of the greatest
workers‐of‐miracles in the Bible, Moses, who
correctly understood the enormity of his task,
nonetheless struggled with an under‐estimated

perspective of God’s power. Thus shortsighted, he
was not able to imagine the mighty deeds God
would accomplish through him.
Together with your group, read about Moses’
call in Exodus chapters 3 and 4 1‐18. Use this text
and the questions below as a springboard for
considering your own perspective as you begin
your mission of revitalizing faith formation
programs.
As a concrete outcome from this discussion,
your group will identify the current strengths and
weaknesses of your respective programs to assess
what should be kept for the future and what should
be worked on or set aside. You will also be asked to
dream about future possibilities. Is it easier to
recognize the present challenges? Can you also
allow yourselves to imagine the possibilities,
knowing that God desires to do great things
through you? Do you believe that with God the
unthinkable can occur?

Group Discussion
1. In assessing the call God has given Moses, what real problems does Moses cite to God as reasons against
his tackling this mission?
2. As readers who know the end of the story and the mighty deeds God worked through Moses, does it
strike you as odd that God gave Moses only a glimpse of the miraculous that he would work through
him? (The staff turning to a snake and his hand becoming leprous, so slight in comparison to the mighty
works God would later do.) Why would God not reveal to Moses more about what He would accomplish
through him? What lesson is there for us?

Talk to Action
Perspective involves a realistic assessment of both the present and future. Believing that only bad things
lie ahead may seem like one is being “realistic”, but from the perspective of a believer it is shortsighted, for
one who works with God knows that God wills only good for His children. With this Christian perspective,
assess together the following, recording your answers on the “Where We’ve Been and Where We Possibly
May God” worksheet in the third part of this guide. What are the strengths and weaknesses of each site?
What are your dreams for the future? Conclude by selecting a quote from the Bible which can anchor your
faith as you work toward revitalization.
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Purpose: Beliefs, Values and Mission
“For me, to live is Christ.” — Philippians 1:21

Does this Matter?

Note: Before beginning this discussion, group
members should watch Simon Sinek’s TED Talk,
“How Great Leaders Inspire Action” on Youtube.
The video is 18 minutes long.

What Makes a Leader Great
Why is it that some leaders succeed
magnificently at what they do and others do not?
This is the question British‐American author and
organizational consultant Simon Sinek poses and
answers in his presentation, How Great Leaders
Inspire Action.
Sinek observes that most organizations
effectively communicate the what of their
activities: “We make tv’s. We sell insurance. We do
people’s taxes.” Most organizations also convey
very well the how of what they do — their
processes, procedures and policies. But when it
comes to their why, or the driving purpose and
bedrock beliefs undergirding their efforts, few
organizations have even begun to clarify, let alone
articulate it to others. But the organizations that do
know their why and make it the centerpiece of
what others know about them are the ones that
succeed, and gloriously so.
Consider Martin Luther King, Jr., Sinek observes.
He didn’t unleash a mighty wave of the civil rights
movement by saying, “I have a plan”, but “I have a
dream”. Inspiring others comes from tapping
beliefs and focusing purpose. Starting with the why
is what sets great leaders apart from the so‐so.

PAGE 20 OF 45

Some might question the importance of this
discussion when many pressing concerns currently
need to be addressed for merging faith formation
programs: what buildings will be used, what
textbooks to purchase, what the schedule will be,
etc. Assuredly, these issues will be handled in
discussions to come. But without purpose, none of
these issues can be handled adequately. Like a
target, purpose directs a course to its end; like a
magnet, it powerfully attracts. Purpose is what
causes people to say, “This has meaning to me.”
As we approach the merging of faith formation
programs, the temptation will be to hastily piece
things together just “to get it done”. But such an
approach is doomed to end with products that lack
form and fail to endure. In contrast, our objective
as leaders should be to create something impactful,
and as Christians, to make something beautiful
which glorifies God and brings others close to His
Heart.

St. Paul: Model of Purposeful Leadership
A man who understood the impelling necessity
of laying foundations upon clear purpose was St.
Paul. In fact, in comparing St. Paul’s method of
building communities to modern principles of
improvement science, one could argue that St. Paul
was a genius at purposeful leadership, as he
modeled its most critical elements. Three aspects
of purpose especially stand out.
According to leadership experts Charles
Schwahn and William Spady, purpose is expressed
through: 1) beliefs, 2) values and 3) mission. Beliefs
are the tenets of the organization’s creed. Values
are the foundational virtues and attitudes that the
organization strives to embody. Mission is what the
organization exists to do. A mission statement
encapsulates all three of these elements in one
declaration. A powerful mission statement is short,
memorable and charged with meaning.
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Returning to St. Paul: one cannot read even a
single paragraph of his letters without stumbling
upon beliefs, values or mission, so replete are his
words with purpose. Consider some of his most
famous remarks. Listed first are a few reflecting
belief:
 What I received I passed on to you...that Christ
died for our sins according to the Scriptures (1
Cor 15:3)
 Therefore, if anyone is in Christ, he is a new
creation (2 Cor 5:17)
 For God did not call us to uncleanness but in
holiness ( 1 Thes 4:7)
 We live by faith and not by sight (2 Cor 5:7)
 I can do all things through Christ who
strengthens me (Phil 4:13)
Regarding values:
 Let love be genuine; hate what is evil, hold fast
to what is good; love one another with brotherly
affection; outdo one another in showing honor.
Never flag in zeal, be aglow with the Spirit, serve
the Lord. Rejoice in your hope, be patient in
tribulation, be constant in prayer. Contribute
to the needs of the saints, practice hospitality.
(Romans 12:9‐13)
Expressing mission:
 Fight the good fight of faith; take hold of the
eternal life to which you were called when you
made the good confession in the presence of
many witnesses…keep the commandment
unstained and free from reproach until the
appearing of Our Lord Jesus Christ. (1 Tim 6:12-14)
Perhaps the most poignant mission statement
ever penned by a Christian author was written by
St. Paul when he said: to live for me is Christ, to die,
gain (Phil 1:21). Short, memorable, and charged
with meaning, these words have enlightened
saints, forged missions, sustained martyrs, and
continue to unify Christians in every age, under
every race, nation and denomination.

The Secret of Purposeful Leadership
Inspired by the power of purpose, one might be
anxious to learn this “skill” and develop this
“method” of leadership. But remarkably, the secret
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to this most critical of qualities is that there is no
secret. Of course, great figures such as St. Paul
possessed natural talents which made them more
effective. And certainly, strengthening one’s skills
for the service of God is important.
But purpose, though seemingly “discovered” by
recent improvement experts, is nothing new,
nothing unique to certain individuals, and nothing
that is developed by technique. As Christians, this
should not be a surprise since purpose is about
having a moral and philosophical core, which is the
call of every believer and attainable to all. The best
way to deepen purpose, therefore, is to grow in our
faith. Purpose is the outcome of being vulnerable
before the Lord and letting Him purify us of all that
is not His will; permitting the Holy Spirit to fill our
hearts so that His vision becomes our own; and
ardently practicing the virtues our Christian
inheritance, so that God’s light radiates in us and
His purpose is made visible to all.
The same applies to formulating organizational
purpose for faith formation programs. To express
our purpose to others, we don’t need to craft a new
creed, discover unknown values, or invent an
original mission. Jesus Christ, the center of human
history and leader of our faith, has given us the
most compelling of all purposes. We have only to
deepen our understanding of it through the
teachings of the Church, conform ourselves to it
with all our hearts, and clearly communicate it to
those we serve.
As we go forward to articulate a purpose for our
programs, we do well to remember the words of St.
Paul: “Do not be conformed to this world, but be
transformed by the renewal of your mind, that you
may prove what is the will of God, what is good and
acceptable and perfect” (Romans 12:2).
References
Schwahn, C.J., and Spady, W.G. (1998). Total
leaders: Applying the best future‐focused
change strategies to education. Arlington, VA:
American Association of School Administrators
Sinek, S., (n.d.). How great leaders inspire action.
TED Talk, retrieved from Youtube at
https://www.youtube.com/watch?v=qp0HIF3SfI4.
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Group Discussion
1. What impressed you most as you watched Simon Sinek’s presentation? Did his words change the way
you look at things, and if so, how?
2. Consider the ominous task that was given to St. Paul: to make disciples of the Gentiles, founding
Christian communities throughout the civilized world. How did St. Paul approach this task? Would
you have approached it in the same way? Explain.
3. Given that mission statements should be brief and memorable declarations of the deep purpose of an
organization, which of the following mission statements do you think best succeed? Explain.
Facebook:

To give people the power to share and make the world more open.

Strategic Management Insight:

SMI provides free comprehensive information about
strategic management and related topics for anyone who
can access it.

Walmart:

Saving people money so they can live better.

Disney:

To be one of the world’s leading producers and providers of entertainment and
information using its portfolio of brands to differentiate its content, services and
consumer products.

Sony:

Sony is a company that inspires and fulfils your curiosity with ground‐breaking new
excitement and entertainment in ways that only Sony can.

Starbucks:

To inspire and nurture the human spirit—one person, one cup and one
neighborhood at a time.

Nike:

To bring inspiration and innovation to every athlete in the world.

MGM Resorts Intl:

MGM Resorts International is the leader in entertainment and hospitality‐‐
a diverse collection of extraordinary people, distinctive brands and best in
class destinations.

Talk to Action
Turning to Worksheet 3 in the third part of this guide, discuss the purpose of your faith formation program.
Identify your core beliefs, values and mission. Finally, work together to construct a starter mission
statement. Remember, this is only a brainstorming activity meant to help you clarify your call and deepen
your commitment to it. Groups should not be overly concerned about producing a perfectly worded
product, as your purpose is likely to come into greater focus in the months and years to come.
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Vision: Framework for Improvement
“He put him in charge of his household and all his possessions.” (Gen. 39:5)

Dreamer or
Visionary?
“One day Joseph
had a dream which
he told to his
brothers…”
(Gen.
37:5). If ever a Bible
passage merited the
phrase, “and the rest
was history”, this one certainly does. For by
revealing to his envious siblings his vision that they
would bow at his feet, Joseph sealed his fate to be
sold into slavery in Egypt forever.
The Old Testament story of Joseph (Gen. 37‐47)
is beloved for many reasons: it is a tale of an
underdog who rises to the top, of hurt and
forgiveness, of the unbreakable bonds of family,
and of the steadfast fidelity of God. It is also a tale
of dreams, as Joseph interprets the night musings
of others with prophetic precision throughout.
For this reason, Joseph is sometimes labeled a
“dreamer”, a common portrayal in children’s story
books and theater. This depiction, however, is
lacking since Joseph was anything but a guy “with
his head in the clouds”. Better than “dreamer”, a
more apt description for Joseph is “visionary”.
To some this term may be off‐setting as it can
also evoke an image of the “pie‐in‐the sky well‐
wisher”. But the technical meaning of visionary, as
used in educational and business circles, is actually
the opposite. A true visionary is a realist; a person
who accurately assesses current needs and
demands, weighs future trends and directions, and
constructs a plan of action that not only averts
imminent danger but brings about growth and
prosperity.
Joseph was this type of leader. While God did
bless him with extraordinary spiritual charisms, he
was also gifted with a good deal of common sense
and strategic insight. We see these qualities after
he interprets Pharaoh’s dreams foretelling seven
years of abundance and seven years of famine.
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Recognizing the trouble ahead, Joseph crafted a
plan that not only kept Egypt fed, but provided for
all of the surrounding nations. For this wisdom,
Pharaoh made him ruler of all he possessed.
This reflection will outline the fundamentals of
vision so that as you forge a direction for merged
faith formation programs, you can steer a course
that not only avoids pitfalls but brings about
growth in abundance for those whom you serve.

The Fundamentals of Vision
In our last discussion, we explored purpose, or
the compelling reason for an organization’s
existence. Purpose is the organization’s why.
Unlike purpose, vision is the what, how and where
of an organization as it strives to improve: what the
organization will do, how it will do it, and where it
will end. Vision is the framework for action that
makes possibilities tangible. It is a road‐map to the
organization’s preferred future.
Qualities of Vision: In order to succeed, a vision
needs to possess certain qualities, both as it is
forged and as it is implemented. A strong vision
according to Schwahn and Spady (1998) includes
many of the following attributes. It is:
 Positive—dares to imagine what an
organization would look like at its ideal best.
 Active not reactive—creates strategies based
on growth and not fear.
 Open—acknowledges blinders,
preconceptions, and unhealthy paradigms.
 Innovative—rejects the status quo; pursues
creative and unseen solutions.
 Research driven—is on top of shifts, trends
and proven developments.
 Deliberate and tenacious—turns problems
inside out before declaring a course of action.
 Globally directed—looks at ends and not only
means; purposes and not only procedures;
results and not only resources; goals and not
only roles; competence and not only content.
Is organized around life and not only
classroom or office. Sees far beyond the given
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in a situation.
 Concrete, practical and directive—clearly
articulates goals that stretch but are
attainable.
 Community focused—involves stakeholders in
the conversation with the aim of empowering
them to assume their appropriate roles.
 Equity centered—builds a structure that
meets the needs of all; always asks, “What
voices are not being heard?”

The Vison‐Framing Process
It was stated earlier that a vision is a road map
directing the what, how and where of program
improvement. Making mistakes in the crafting of a
vision happens easily if the proper steps are not
taken or if they are taken out of order.
The most common mistake is to dive headlong
into strategy development and resource selection
for a program before other considerations.
Perhaps someone saw a new textbook or heard a
talk about a new method that was impressive. But
the question remains: do these means meet my
ends? How can one choose a strategy if outcomes
or goals are not clear?
Step One—Identify desired outcomes: The
starting point, then, is to reflect on what those who
are served should be like after completing the
program.
What
should
our
students/
couples/families know, believe, and embody
morally, spiritually, vocationally, and personally at
the conclusion of their formation? What impact do
we want them to make on the parish, community,
Church and world? From this vantage point, we can
better select the means to bring them to these
ends, though we are still not ready to dive in.
Step Two—Name obstacles to outcomes:
Second, since current and future obstacles also
bear upon the means and strategies we select, the
next step is to consider the problems and needs we
face. For example, an outcome we may desire is
that students embrace an active sacramental life
after confirmation. But perhaps more than half of
our students are rarely taken to church by their

PAGE 24 OF 45

parents. If we really want students committed to
the sacraments, what might we need to do to
address this problem? Is buying the latest textbook
the central strategy for meeting this critical goal?
Perhaps our paradigm of what faith formation
looks like needs to shift. If so, the strategies and
resources we pursue might be radically different.
So the second step is to name the obstacles to our
outcomes, while beginning to consider what means
might best address those issues.
Step Three—Research Solutions: We are still
not ready, however, to choose resources. A
visionary leader will want to know what is working
in other places. He or she will ask, “Who is
successful and what can I learn from them?” This
requires research: visiting other parishes that are
succeeding, following the directives from the
diocese, accessing resources from the USCCB, and
learning from professional literature and
organizations. Research is therefore the critical
third step in crafting a vision since it will largely
determine the what and how of your action.
Step Four—Lay out the means or strategy:
Now, and now only, are you in a good position to
select resources, settle on models, consider
methods and devise a strategy for your program. In
fact, doing so after working through the other steps
will be fairly simple, as your end, problems and
many solutions have already been examined.
On the following page is a chart summarizing the
four steps of framing a vision. You can see that
after working through the steps of preparation, the
results follow logically: quality research leads to
well‐designed means that overcome obstacles and
bring about desired change. This model will be
used in your discussion to help you begin to frame
a vision for your emerging faith formation program.
Reference
Schwahn, C.J., and Spady, W.G. (1998). Total leaders:
Applying the best future‐focused change strategies
to education. Arlington, VA: American Association
of School Administrators
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Framing a Vision for Program Improvement

(JI, Secretariat for Leadership Development and Evangelization, 2018)

PREPARATION
3
Research solutions

4
Lay out means to overcome
obstacles & achieve outcomes

MEANS
RESEARCH
Where can success be found? What and how will we achieve our
What can we learn from others?
goals?
Sites within the cluster
Other parishes
Diocesan directives and vision
USCCB
Universal Church
Professional literature
Professional organizations

 SACRAMENTS
 PRAYER/LITURGY
 HOSPITALITY / SERVICE
 EVANGELIZATION
 MODELS / METHODS
 CONTENT
 PROGRAMS / RESOURCES
 FORMATION/CATECHESIS
 FACILITIES
 LAY LEADERSHIP
 FAMILY INTEGRATION
 COMMUNITY ENGAGEMENT
 MINISTRY AT LIFE CYCLES
 TRAINING
 PROCEDURES / POLICIES

2
Name obstacles to the
outcomes

1
Identify desired
outcomes

OBSTACLES & ISSUES
What stands in the way of
our outcomes being achieved?

OUTCOMES
What should those we serve
be like because of our program?

Current and future:
 PROBLEMS
 TRENDS
 NEEDS

Student Outcomes:
 SPIRITUAL
 COMMUNAL
 EMOTIONAL
 MORAL
 INTELLECTUAL
 PERSONAL
 VOCATIONAL
Larger Outcomes:
 FAMILY
 STAFF/VOLUNTEERS
 PARISH
 COMMUNITY / WORLD
 UNIVERSAL CHURCH

1

2

3

4

Quality research leads to

well‐designed means
that overcome

current and future
obstacles bringing about

desired change

RESULTS

Unique Concerns
Faith Formation: When a corporation or public
school frames vision for improvement, much of
their ethos is developed “from scratch”, as there is
no moral authority over them. As Catholics, we are
blessed with Scriptures, Tradition and Magisterium
to guide our course. It is crucial, therefore, that as
we develop our purpose and vision, we refer
constantly to this our moral core and follow the
lead of our diocesan bishop through his offices for
evangelization and faith formation for direction.
From the universal Church and the USCCB, two
outstanding resources stand out for our assistance:
The General Directory for Catechesis and the
National Directory of Catechesis, among other
documents. Leaders of faith formation should refer
to these on a regular basis.
On Mission: Ideally, the framing of a vision is
done in a period of stability within an organization.
Sometimes, however, it occurs in a time of
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transition, as in the case of the founding of our own
nation, or On Mission. Flexibility must therefore be
the rule in the next few years. While your group will
brainstorm a vision for programing, not everything
will be able to be determined in a systematic
fashion. The diagram above follows a linear path of
development. While you can follow the overall
direction of this path now, chances are you will only
be able to resolve its structure in pieces. You will
likely have to make some temporary decisions that
are less than perfect simply to keep the program
active. That is to be expected. What is critical,
however, is that growth is firmly established as the
end. Additionally, having one person as the lead
visionary per program is crucial for achieving a
unified vision and follow through. Therefore, a
final vision will not be possible until catechetical
leadership is determined for each parish. Until then,
teams are invaluable in sketching out the basics
and resolving some of the more pressing concerns.
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Group Discussion
1. How are we, our students and community members unique?
2. What would our organization look like if operating at its ideal best?
3. How are the realities our students face different from our existing expectations and patterns of
action?
4. What kind of information do we need to move mission forward? What avenues can we explore to
help?
5. What models and strategies of more effective practice exist and seem applicable to our situation?
6. What do the Church’s documents say to lead us?
7. What is the Diocese providing that will help?
8. What key ideas and themes emerged from this conversation?

Tools for Drilling Down
Once you have a general sense of direction, use the tools in the worksheet section to make some initial
concrete decisions. Below is a listing of these tools and their purposes. It is advisable that leadership teams
take time with these and meet on multiple occasions to discuss. Remember that the plans should be flexible
given the transience of parishes at this stage. It is normal to develop plans as you move along.
1. Grouping Overview Chart
Pools major data about each site’s current faith formation program on one chart. This chart was
designed with child programs in mind but can be altered for other faith formation programs if helpful.
2. Framing a Vision for Improvement Worksheet
A template of the four steps for framing a vision for improvement, as discussed in this reflection. This
document will help you clarify your outcomes and obstacles, craft a research plan for solutions, and
begin to lay a strategy for your merging faith formation program. This document is general and
applicable to all faith formation initiatives.
3. Program‐Building Compatibility Worksheet
This document can be used to assess which buildings in your grouping are best suited for each type of
faith formation, according to their unique needs. An example has been provided for you. It is
expected that no one site will perfectly meet the needs of all programs. This tool will be invaluable
for getting a sense of the “big picture”.
4. Immediate Considerations Worksheet
While the crafting of a large vision is critical for program growth, certain programmatic decisions need
to be made rather immediately with regard to the 2019‐2020 school year. This document helps your
group make sure you are not overlooking major elements.
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Beginnings: Greatness Rising from the Small
He has raised the lowly to high places. Luke 1:52

A Simple Hobbit of the Quiet Countryside
“In a hole there lived a hobbit.” Weary with
grading term papers, Oxford don J.R.R. Tolkien
penned these words on a blank page on one of his
student’s exams. Unsure of what a hobbit was or
why it lived in a hole, Tolkien created the legendary
tale, The Hobbit, There and Back Again to find out.
One hundred million copies later, the world has
never tired of the answer he discovered in this book
and its sequel trilogy, The Lord of the Rings, which
rank among the most popular novels ever written.
Critics spar over why the works have merited
such acclaim, but universal recognition is given to
Tolkien’s ability to speak to the potential hero in
every person. Though the tale brims with exotic
creatures, it is only the hobbit, the little “hafling” of
the countryside, who possesses the tenacity and
fortitude to carry the burden of evil to the place of
its ultimate destruction.
This recurring Tolkien‐theme of the might of the
meek is summarized by the wizard Gandalf, “Yet
such is oft’ the course of deeds that move the
wheels of the world: small hands do them because
they must, while the eyes of the great are
elsewhere.” And from Lady Galadriel, “Even the
smallest person can change the course of the
future.”
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Tolkien’s belief in the strength of the humble did
not arise from an active imagination alone. As a
believer, his stories were imbued with a Catholic
world view and were meant to shed light on
realities of the spiritual world.
Over the weeks and months, you have explored
a number of weighty topics and examined
hundreds of tiny details. Most likely, the task to
merge and renew faith formation programs has at
times been trying. Yet, as you conclude your
discussions with this guide and go forward with
your important work, this last reflection is given to
encourage you. With Tolkien and all of salvation
history as witness, this article calls to mind the
eternal truths that it is not human strength, nor
wisdom, nor ingenuity that make God’s kingdom
flourish, but His grace at work in a humble heart;
that the greatest works of God always rise from
what is small.

The Little Great Ones of Salvation History
Anyone who has ever read the Bible knows that
like life, the Bible is full of unusual characters and
startling surprises. The Bible is not an “easy read”
precisely because it does not do what we would
think it should do. When the disciples are sinking
in a storm on the sea, Jesus does not rush over to
them but walks by until they cry out for help. After
enduring forty years in the desert with a group of
disgruntled ingrates, Moses is barred by God from
the Promised Land, apparently for one act of
impatience. Even still, like life, we continue to mine
from the Bible ever greater joy and insight from its
obscure reserves.
The theme of the great rising from the small is
one of those startling surprises of the Bible that
keep us coming back for more. Certainly the heroes
of the Bible testify to this. Consider David, once
shepherd, who becomes king and raises Israel to
glory; Judith, the Jewish maid who cuts the head of
a tyrant off with her bare hands; and Daniel, an
exile in a foreign land, in whose presence even the
wild beasts were tame.
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Great holiness as well as great deeds are
attainable to the “little people” of the Scriptures:
Samuel, a mere youth, is called to the service of
God as a prophet; Stephen, a simple deacon, wins
the crown of a martyr’s death; and Peter, the
blundering fisherman, becomes the rock upon
which Christ builds His Church.
Even God’s kingdom itself rises from small to
great, as it began with a single couple (Adam and
Eve), then grew to a family (Noah), a tribe
(Abraham and his children), a nation (Israel), and
eventually encompassed the whole earth (the
Church).
But the greatest of all testimonies of the rising
of the great from the small is the Incarnation itself,
when the Second Person of the Blessed Trinity
began His feat of Redeeming the human race by
becoming a tiny embryo in the womb of the Virgin
Mary. Is it any wonder then, that Mary, in
contemplating the works of God reaching their
climax within her exclaims, “He has raised the lowly
to high places and has cast down the proud!” (Luke
1:52).
The Church Alive! Success in Small Measures
Over the year, you have accomplished a great
deal in your work to strategize ways to renew faith
formation in your parish grouping and merge your
programs. You have faced challenges as
opportunities, allowed yourself to dream about
what your parish can be, identified your core
values, beliefs and mission to foster purpose, and
begun to carve out a vision for your programs,
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naming the what, how and where of your programs
for the future.
Some parish groupings at this stage may have a
clear picture of the path ahead, and others may still
be in the period of uncertainty. But in both cases,
the greatest hurdles are yet to be met. That said,
there is no reason to fear or turn away.
Our Lord knew that the task He commissioned
His followers to accomplish was bigger than them.
This is why He used so many images of the great
rising from the small. “The kingdom of heaven is like
a mustard seed, which a man took and planted in
his field,” He said. “ Though it is the smallest of all
seeds, yet when it grows, it is the largest of garden
plants and becomes a tree, so that the birds come
and perch in its branches.” Or, “The Kingdom of
Heaven is like the yeast a woman used in making
bread. Even though she put only a little yeast in
three measures of flour, it permeated every part of
the dough” (Matthew 13:31‐33).
Experts in education and business alike have
proven that success is largely achieved by patiently
working through small, achievable goals, and by
focusing on the resources we have, instead of being
fixated upon what we lack. Professional literature
today abounds with terms like learning targets,
growth mindset, seeing systems, lean starts and
asset based leadership that underscore these
notions. But ideas like these are nothing new to the
Church. Because from the very beginning, God’s
people have known this simple truth: that God will
surely do great things through us — if we but
remain humble, faithful and small.
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Group Discussion
For this discussion, the group needs to watch together “Our Great Exchange—Session Two” available on
Youtube at https://youtu.be/k8AhnM89yNw
1. The people of the village of Western Uganda featured in this video were remarkably successful in not
only restructuring their community materially after war but spiritually and communally. How was
their approach to solving their problem of rebuilding unexpected? What inspired you? Discuss.
2. The bishop in the video said, “Being rich starts from the spiritual appreciation of what God has given
you and thinking of how you can use that for the investment of God’s kingdom.” It is easy to focus on
our deficits but sometimes hard to realize the blessings we already possess and find creative ways of
using them. Looking at your parish grouping, what are the gifts God has already placed in your midst?
3. Together, combine what you have with what you need, and discuss one way you can concretely make
a difference in your faith formation programs now, by working from within the Providence of God
already present to your community.

Talk to Action
In the spirit of this reflection of small beginnings, use the Logic Model Template in the worksheet section
of this discussion guide to focus on one project only that is an achievable goal for the 2019‐2020 school
year. It might be something as simple as planning a family event for all faith formation programs. Or, if
you are ready, implementing a new confirmation program. It could be something relational, such as a
welcoming committee for new families or a support group for new moms. The point of this exercise,
however, is to lay aside your many pressing needs and focus on one area in which you can actually improve
now.
The logic model template will be a useful guide in helping you to organize your plans around inputs, or the
resources you will use, outputs, or the products you create, and outcomes, or the impact that you make.
The Office for Family Ministry and Faith Formation is available to assist you in using this powerful tool for
collaborative planning.
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Challenge and Opportunity
Reflecting on the specific faith formation program your group is discussing (CCD, Youth Ministry,
RCIA, etc.), cite the major challenges that lie ahead as you seek to merge programs. What
opportunities lie hidden in the challenges? What are the key attitudes and efforts that must mark
each individual and your group as a whole to ensure that challenge becomes opportunity?
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Where We’ve Been and Where We Possibly May Go
Reflecting on the specific faith formation program your group is addressing (CCD, Youth Ministry,
RCIA, etc.), discuss the strengths of each site, as well as the areas which need to improve. Together,
allow yourselves to dream about what an optimal program might look like for the future, given your
current grouping.

What We Do Well

What Needs to Improve

Dreams for the Future

Scripture Verse to Anchor Us as We Work for Revitalization
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Purpose: Beliefs, Values and Mission
Purpose is the compelling reason that drives us personally to do something, as well as the compelling
reason that drives others to be a part of what we do. Building your program on a strong sense of
purpose from the beginning transforms your ministry from what is lack‐luster to what is inspiring.
As a group take some time to explore your purpose by discussing its three elements: beliefs, values
and mission, with regard to your ministry. Conclude by drafting a first try at a mission statement for
your ministry. Note: this is only a brainstorming session. When doing this type of activity, it is easy to
argue about wording and accomplish very little. Keep it light and know that over time your purpose
will become clearer, as will the mission statement you craft today.
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Grouping Overview Chart
This tool assists you in pooling major data about each site’s current faith formation program on one
chart. This chart was designed with child programs in mind but can be altered for other faith
formation programs. Categories of data may be added or deleted as needed.

Site 1 (Name)

Site 2 (Name)

Site 3 (Name)

Site 4 (Name)

Administrator
Clergy team
CA (Name, FT/PT)
YM (Name, FT/PT)
RE Support Staff
(Name/s, FT/PT)

No. of students
Sessions
(Day/time)

Registration fee
Model/s
(Traditional: text name;
CGS; Family: publisher;
Ministry based: publish.)

Spec. ed programs
Other programs
(VBS, LWC, etc.)

Major events
(family events, fundraisers,
trips, pageants, liturgies,
service activities…)

When
Confirmation
is celebrated
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Is Confirmation
merged in any
way?
Other merged
activities
Catholic school?
Classrooms
(student capacity; number
of available)

Max student
capacity/session
Safety
(access points can be
locked‐down; fire‐safe)

Handicap access.
(parking, stalls, ramps,
elevator)

Technology
(database, wireless in
classrooms, white boards,
smart boards, projector)

Other
(gym, kitchen, cafeteria,
large gathering space,
adoration chapel…)
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Framing a Vision for Improvement Worksheet
Planners for improvement often begin by diving in to new programs and resources. However, programs
and resources are only MEANS to an END. Effective program developers begin by considering their
ENDS: what they want their students, couples, families… to know, be like and do after going through
formation.
Use the chart below, working through the steps of preparation in the order listed, to sketch out an
initial framework for your new faith formation program. Following this order will move toward
outcomes of improvement and growth, instead of directionless strategies. You may need additional
paper, white boards, etc., for your work.
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Immediate Considerations Worksheet
The following outlines practical issues to be determined for the 2019‐2020 school year. Note:
determinations below should not be viewed as final. As revitalization is progressive and occurs
organically, some factors indicated below may need to change in years to come as the process
unfolds.
TYPE OF CATECHETICAL MODELS/PROGRAMS
Which catechetical models/programs will be used in the 2019/2020 school year? Keep in mind, there is no obligation to standardize the types of
programs used for the parish this year. It is better for administrators and their teams to carefully assess options, than to hastily invest in ineffective
materials for convenience sake.

SESSION SCHEDULE AND LOCATIONS

STRATEGIES FOR MERGING SACRAMENTS OF INITIATION (K‐8 AND RCIA)
How will your parish work toward merged sacramental preparation and celebration in the years to come? For Confirmation where the sacrament is
received at different times/years at different sites, how will you assure that formation is not compromised as programs come together?

MERGED ACTIVITIES AND EVENTS
Which events and activities will be merged among sites for the 2019‐2020 school year?

MERGED CALENDAR
To be completed and published by the end of the school year, 2018‐2019. See Faith Formation Blueprint for further instructions.

MERGED REGISTRATION
To be completed and published by the end of the school year, 2018‐2019. See Faith Formation Blueprint for further instructions.
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Initial Plan for Growth
The purpose of the Initial Plan for Growth is to lay a framework for merging faith formation programs,
not to make final determinations. This is a fluid document that will grow and change as revitalization
efforts develop in months and years ahead. In addition to helping to craft a way forward, it will provide
useful talking points to families and other parishioners, especially helpful for parent meetings.
This initial plan should be the product of discussions by the administrator/clergy teams with
catechetical leaders from various ministries in the 2018‐2019 school year. It will be easy to complete
for those who used the discussions and worksheets in this guide. A copy of this plan is due to the Office
for Family Ministry and Faith Formation by June 30, 2019 by mail or email.
WHO WE ARE
Core Beliefs

Core Values

Preliminary Program Mission Statement
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WHAT WE FACE AND WHAT WE CAN BE
Challenges

Opportunities

Dreams, including one achievable goal for growth which we will strive after in the 2019‐2020 year
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WHAT WE WILL DO IN 2019‐2020
Type of catechetical model/s or program/s

Session schedule and locations

Strategies for merging sacraments of initiation over time (K‐8 and RCIA)

Merged activities

Merged calendar (published for parishioners. See Blueprint for instructions)
Merged registration (published for parishioners. See Blueprint for instructions)
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PARAMETERS CHECKLIST
As stated in the Faith Formation Blueprint, parishes are required to respect the following parameters to
assure the safety, well‐being and full development of students and participants in the midst of
transition. Please use the checklist below to ensure that your programs meet basic requirements, and
explain if any boxes are left unchecked:
______________ Quality formation (30 hours minimum instruction time for child formation;
Mass and community/family meals do not count toward the 30 hours.)
______________ Inclusion and equity
_________ Sites used for instruction are accessible for persons with disabilities
_________ Strategies have been developed to ensure that under‐represented
communities (in race, culture, economic status and distance) have not
been neglected or underserved for faith formation.
_________ Strategies have been outlined to assist those with transportation issues
to attend formation
______________ Safety
_________ All access points to programming areas can be locked down
_________ Parking does not pose safety concerns before, during and after sessions
_________ Programming facility is clean and maintained
_________ Programming facility is fire‐safe (as determined by a fire marshal)
______________ Supervision
_________ Catechetical administrator will be present in the building during sessions
_________ Catechetical administrator will not rotate among multiple sites in such a
way that causes him/her to be absent during part or all of the sessions
_________ Catechetical administrator has been provided with adequate support
in the form of associate administrator/s or administrative assistant/s

Signature/s of person/s who prepared the Initial Plan for Growth:
______________________________________________________, Title: _______________________
______________________________________________________, Title: _______________________

Administrator Signature:
______________________________________________________, Date: _______________________
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I.

TRANSITION ACTIVITY
A.

NEW BANK SIGNATURE CARD GUIDELINES
1. Purpose: To ensure a smooth transition of check signing authorizations during the change
in administration by having the current Administrator add or update signature authorities.
This should reduce the effort required and eliminate where possible the need for the new
Administrator to visit each bank on or after October 15, 2018 to obtain authorization. The
new Administrator will be able to add other members of the new administrative staff and
delete former Administrators on or after October 15, 2018.
2. How Often Performed: Once
3. Required Completion Date: September 30, 2018
4. Primary Responsibility: Current account signers and/or current Administrator
5. Additional Detail Available: Yes, regarding general check signing policies
6. Location: Copies of signature cards are to be kept in a secure location in the parish office
7. Specific Procedures
a. If permitted by the bank, add the new Administrator to the current signature authority
for all parish operation, society and organization accounts that use the name and/or
tax identification number of the parish. This may include obtaining a copy of the new
Administrator’s driver’s license or other information.
b. If the bank requires new signature card documentation, it may be necessary to
complete various forms and obtain additional information from the new Administrator
including a copy of the new Administrator’s driver’s license or other information. It
may require that each of the signature cards be then taken to the new
Pastor/Administrator for their signature. (NOTE: A notarized document that provides
evidence of authority for the parishes in the grouping has already been distributed to
new Administrators to provide to banks if needed.)
c. Keep documentation of the updated signing authorities on file at the parish in a secure
location.
d. The Administrator is required to be an eligible signer for all parish related and society
accounts. The business manager, secretary, bookkeeper or housekeeper is not to be
an eligible check signer.
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e. There are to be at least two eligible signers for the main parish operating accounts. In
addition to the Pastor, the priests assigned to the parish administration or another
local Pastor is to be an eligible signer. Special written permission must be obtained
from appropriate diocesan personnel to have any other person (priest in residence,
deacon, etc.) as an eligible signer.
f. Copies of all signature cards are to be kept on file at the parish office in a secure
location.
g. The use of a signature stamp is prohibited, and all checks are to be hand signed.

B.

MASS STIPEND RECONCILIATION FOR ON MISSION IMPLEMENTATION
1. Purpose: To ensure there are sufficient Mass Stipend funds to cover the Mass Intentions
in each parish in the grouping.
2. How Often Performed: Once
3. Required Completion Date: September 30, 2018
4. Primary Responsibility: Current Administrator
5. Additional Detail Available: Yes, regarding general Mass Stipend policies
6. Location: A copy of the reconciliation is to be kept on file with the Mass Stipend records in
the parish office.
7. Specific Reconciliation Procedures
a. Count all unscheduled Mass Intentions in any permanent or black bound Mass
Intention books.
b. Count all Mass Intentions in the yearly schedule books (2018, 2019, etc.) that have not
yet been paid to the priest. Example, as of August 9th where all Masses said for July
and prior have been paid to the priest, count from August 1st forward. Masses for
August 1st through August 9th may have been said but since we have not paid the
priest yet, we still need funds to pay the stipends.
c. Multiply the number of Masses (Step A + Step B above) by $10 for each Mass, (if
different Mass amounts count each type i.e. $5, $10, etc.)
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d. Count all Mass Funds on hand including the following:
i. Reconciled Mass Stipend checking balance
ii. Any Mass Stipend savings (D&L)
iii. Cash on Hand (Undeposited Mass Stipend cash and checks where the intention is
already recorded in the Mass books).
e. Compare the amount in Step C to the amount in Step D, they should match, if not do
the following:
i. If Mass stipends are short funds, replenish with parish operating funds up to the
amount needed to balance.
ii. You may leave an excess of less than $100 in the Mass Stipend account. If the Mass
stipends have an excess of more than $100 then the excess funds over $100 are to
be handled as follows:
a. Unremitted Binations are to be sent to the Diocese for the Seminary Fund.
b. Any portion due to interest earned or unidentified excess is to be donated to a
charity that is in keeping with works of charity, i.e. food bank, St. Vincent
DePaul, etc.
c. Any funds deposited in error should be transferred to the appropriate bank
account.
d. Contributions of more than $10 per Mass Intention should be transferred to
the parish as a donation.

C.

MERGING OF MASS STIPEND ACCOUNTS (OPTIONAL)
1. Given the complexity of managing several parishes, the Administrator may choose to
manage only one Mass stipend account. This is by no means a requirement at this stage;
separate accounts can continue to be maintained up to the point of merger.
2. The reconciliation procedure outlined below is paramount and must be completed prior to
closing stipend accounts and consolidating into one account. Once reconciliation is
complete, the funds from all of the accounts would be ‘pooled’ together and deposited
into one mass stipend account.
a. It is at the discretion of the Administrator to determine the best approach of managing
the recording of Masses:
i. One Mass intention book for all parishes
ii. Separate Mass intention book for each parish
Please note current Mass intention books will need to be utilized until all Masses are fulfilled.

PAGE 4 OF 42

BLUEPRINT – FINANCES

AUGUST 28, 2018

Finances: Managing Expenses Following October 15, 2018 Mass Changes
II.

MANAGING EXPENSES FOLLOWING OCTOBER 15, 2018 MASS CHANGES
From October 15, 2018 until the point of legal and canonical merger, each parish in the grouping will
continue to operate as separate legal and canonical entities with a common leadership team. During
this time, parishes need to be very mindful of the legal and canonical requirements of maintaining
separateness and appropriateness of activities. In subsequent months or years, the administration will
petition the bishop to approve a merger of the parishes in the grouping. When approval is granted, the
merged parishes will become one new parish. However, prior to merger, the parishes in the grouping
may begin to share staff and combine ministries, organizations and activities. The following are some
of the financial issues relating to parish groupings that may occur during this reorganization process
when the multiple parishes are operated under one administration BEFORE merger:

A.

SERVICES AGREEMENT
To maintain the required separate legal and canonical nature of a grouping’s parishes and
facilitate the sharing of staff and ministry, a services agreement between parishes must be in
place as of October 15, 2018. The services agreement is a document that memorializes that
the specific parishes of a certain grouping will share joint costs for liturgy, administration,
maintenance, religious education, etc. and such costs (salary, benefits, insurance, utilities,
etc.) will be allocated on a reasonable, systematic and consistent basis as determined by the
Administrator.
Where the services of an employee are shared among parishes in a grouping, the employee
should receive only one paycheck from a single parish. Typically, the parish that has issued
the check would invoice the other parishes in the grouping for the shared services.


B.

See Resource #1: Mutual Cooperation and Services Agreement.

STAFF EXPENSE
1. Payroll Draft
All current employees should remain on their original parish payroll. The newly assigned
Clergy Team will be placed on the payroll of the parish(es) that is/are most financially
stable. The only exception is that if a priest is already in the grouping, he should continue
to be paid in the original parish through December 31, 2018, thus avoiding him receiving
multiple W‐2 forms.
a. If cash flow problems occur due to shifts in offertory because of Mass schedule
changes or other reasons, the parish must make every effort to cover payroll, including
shifting funds from savings if needed.
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b. If a parish cannot cover payroll, it will be temporarily funded from a Diocesan account
and a loan from the Parish D & L will be issued to the parish. If parish savings exist, the
loan must be repaid immediately.


See Resource #2: Procedure Related to Payroll Overdrafts.

2. Cost Allocation
The cost of a priest or an employee should be allocated to the parishes in the grouping
based on some equitable method when the employee supports multiple parishes in the
grouping.


See Resource #3: Sample Staff Allocation.

3. Invoice/Cost Sharing Agreement
Parishes should receive an invoice from the parish bearing the cost of the employee.


C.

See Resource #4: Sample Billing Invoices.

NON‐STAFF EXPENSE (E.G. UTILITIES, SUPPLIES, ETC.).
Shared non‐staff costs should be allocated in a similar manner as staff expense. The original
full cost may be paid by one parish and the remaining parishes will be billed for their share.
These costs should be allocated using some equitable method. For example, if the
administrative offices for the grouping are consolidated into fewer locations, each parish
would pay a share of the costs based on their proportion of total grouping revenues, number
of parishioners, or some other equitable method.

D.

OFFERTORY COLLECTIONS
1. Mass Time Changes and Envelopes from other Parishes
Some parishioners may attend Mass at different parishes because of the change in Mass
times or for other reasons. These parishioners should place envelopes from their home
parish in the collection basket of the parish where they are attending.
a. Stress the importance of Offertory giving to the upkeep and ministry of the parish
during this transitional time. Ask often that if a parishioner goes to a different parish or
grouping that they use their parish envelopes; explaining to them that envelopes will
be sent to the parish indicated on the envelope.
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b. Electronic/Mail‐in/Drop‐off collection – Encourage electronic giving if available.
Parishioners attending a Mass at another parish that has a more convenient time may
opt to mail or drop‐off their contributions at their registered/home parish.
NOTE: The mail/drop‐off collection may become as large as a regular Mass collection
and is to be treated as a separate collection by the parish.
c. Parishioners who do not use envelopes will have their contributions going to the
place they attend rather than their registered parish as there is no way to identify their
registered parish. Note that loose cash may be significantly affected by a change in
Mass times if there is a Mass time cancelled that is at an unusual time (late Sunday)
and that had historically attracted people from other parishes who would make loose
cash contributions. Also stopping a second loose cash collection will affect the loose
cash percentage.
d. Managing Cross‐Parish contributions


Separate – Initially it is assumed that counting will be done at each parish location
where weekend mass is offered. At each such location, envelopes from other
parishes should be segregated by parish and delivered in a tamper evident
envelope to the correct parish as soon as possible in order to minimize any delay in
depositing these contributions. Arrangements should be made with neighboring
groupings to exchange envelopes as well.



Centralized – Eventually it may make sense for all counting groups to do all
counting in one location if geography and other circumstances permit. This will
allow the money counter groups to exchange envelopes on the day of counting and
there will not be a delay in depositing contributions received for the parish
grouping.



Merged – When the parishes merge, the envelope issue will be mostly resolved.
However, some parishioners may attend Mass outside the old parish grouping/new
parish area and there will still be a delay in receiving the funds and envelopes from
those other parishes. Arrangements should continue to exist with nearby groupings
to exchange envelopes.

The recommended procedures for collecting, securing, counting, depositing and recording
offertory receipts are provided in Resource #5.
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III.

CREDIT CARD POLICY & PROCEDURES
A.

REQUEST PERMISSION TO OBTAIN A GENERAL‐PURPOSE CREDIT CARD
1. Contact the Office for Financial Services at 412‐456‐3025.
2. Request that the parish be permitted to obtain a general‐purpose credit card.
3. Submit a Credit Card Information Form to the Office for Financial Services at the following
address:
Attention: Credit Card Coordinator
Office for Financial Services
111 Boulevard of the Allies
Pittsburgh, PA 15222


B.

See Resource #6: Credit Card Information Form, FAQs and Types of Credit Cards.

CREDIT CARD POLICIES
1. The permissible credit card issuers are limited to reputable banks and financial
institutions. All other non‐essential special purpose credit cards are to be eliminated. Only
one general credit card is permitted.
2. The overall credit limit should not exceed $5,000 to $10,000.
3. The number of employees permitted to use the card is to be limited to an essential few or
one person.
4. Types of purchases that are allowable and the procedures for documenting the business
purpose for each respective expense should be established by each parish administration.
It is important to enforce this policy for all card users, regardless of their level in the
parish. Top‐level employees are not permitted to bypass these policies as this can create
an atmosphere in which others may do the same. Inappropriate credit card usage may
result in personal responsibility for the charges and/or dismissal.
5. The balance on the credit card is to be paid in full each month. The parish is to avoid
interest charges and is not permitted to maintain a cumulative balance on the credit card.

C.

SUBSTANTIATION
1. Original receipts must be submitted for all credit card charges, as these receipts
substantiate the purchases made with the card.
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2. The business purpose should be documented on the receipt to ensure that the charge was
a legitimate business expense. The receipt also ensures proper category coding of the
expense.
3. Expense reports and credit card receipts should be submitted for processing in a timely
manner to allow proper review and reconciliation of expensed items.

D.

REGULAR STATEMENT REVIEWS
1. An employee or Finance Council member who is knowledgeable about the nuances of the
parish (not a credit card holder or authorized user) is to be appointed as the credit card
administrator.
2. The administrator/reviewer should open and review all credit card statements and
supporting receipts to verify the propriety of the charges.
3. The reviewer should be thorough, detailed, and have a skeptical mindset.
4. Reviewers should also be comfortable and willing to enforce the internal control policy
regarding receipts and coding of expenditures.
5. Employees should not be allowed to verify the authenticity of their own charges.

E.

CASH EQUIVALENTS PROHIBITED
1. Cash advances and the purchase of gift cards or similar cash equivalents are not permitted
to be done by credit card.
Additional controls to consider (Optional):


Set monthly and overall credit limits for all employees who are issued credit cards.



Perform initial and annual credit checks on all employees who are issued a credit card.



Set up monitoring rights with the credit card issuer to allow online review and
notification of any unusual activity.



Compare expense amounts to prior periods and to budgeted amounts.



See Resource #6: Credit Card Information Form, FAQs and Types of Credit Cards.
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IV.

USE OF A SINGLE FINANCIAL INSTITUTION FOR ALL PARISHES IN A GROUPING
A. It is a possibility that parishes in a grouping will bank at different financial institutions. This can
create a challenge in performing day‐to‐day banking activities and consume a lot of extra time.
B. The new Administrator may wish to move all parish accounts to a single financial institution as
part of a consolidation process of parish administrative services. Discussions with local banks can
help the Administrator determine which bank would be more desirable considering fees, branch
location and any other criteria.
C. Should a decision be made to consolidate all parishes bank accounts at a single financial
institution, it will be necessary to work with the Office for Financial Services because:
1. There is a lead time required to notify Paycor (our payroll vendor) of account changes;
2. To ensure that the Quicken Program is set up correctly;
3. To ensure the Abila accounting system is set up correctly.
If you wish to consolidate bank accounts at some future point, please call Wayne Boettcher at 412‐
456‐3025.
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V.

CONTRIBUTION RECORDS / PARISHIONER INFORMATION
A. In the future, the Diocese of Pittsburgh will standardize the donation tracking software used by all
parishes. The product the diocese has selected is PDS Church Office.
1. The advantages are:
a. to maintain accurate reporting to generate annual parishioners contribution statements
b. insight into whole grouping in a consistent fashion
c. to greatly reduce the learning curve for priests that are transferred into a new grouping.
Since the goal is that every entity is using PDS Church Office in a consistent fashion, the
Administrator should not have to learn a new system of interpretation to discern the data
regarding parishioners.
d. reduced Diocesan‐wide negotiated pricing
e. sacramental record‐keeping. The diocese is investigating the standardization of
sacramental recordkeeping and using PDS to maintain such records centrally.
B. The overall plan for each grouping is to:
1. Convert each parish to the latest release of PDS Church Office (cloud version).
2. Clean up each parish’s data to conform to a standard set of rules and constructs.
3. Combine the data from each parish into a database for the grouping. The target date for this
conversion is the canonical and legal merger of the parish grouping.
C. The next step is to complete two pilot conversions to map out and understand the process as well
as to more completely define the data standards to be implemented across all groupings in the
Diocese of Pittsburgh.
D. Once complete – each grouping will have only one set of donation records to deal with and a tool
that is more powerful than ever before in helping understand the people and how they are
engaged with the parish.
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VI.

CHURCH ENVELOPES / ON‐LINE GIVING / BULLETINS
A. Over the last several months, extensive research has been conducted with all vendors who
currently support the parishes for the church envelope system, on‐line giving and bulletin
services.
B. All vendors have provided proposals for their services and the diocese is in the process of
summarizing and comparing their results and determining how they can best serve the parishes
moving forward.
C. The plan is to have the comparative analysis by vendor completed in the near future. Following
the comparative analysis, there will be an internal discussion with diocesan administration to
select several vendors within each category that can be recommended to the parishes.
D. Although parishes have long‐standing relationships with many of the current vendors of these
services, the goal is to have better discounted rates and customer service to support the parishes
as they move forward.
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VII.

QUICKEN PROGRAM AND PROCESS
A. Quicken is the checkbook system for parish financial records that are used by each parish, school
and other entity in the diocese. The diocese has been using this standard solution for many
years. How it works:
1. The Parish Business Manager records all cash expenditures during the month in Quicken.
2. As of the last day of the month, a transaction report for each checking account is generated
and sent to the diocese for import into the system of record that produces the parish
financials. This system runs on the Abila Fund Accounting software.
3. Once received, a process commences to validate that all the transactions for a given month
are included in the received Quicken file. This often necessitates a discovery call with the
business manager conducted by the Parish Accounting representative.
4. Upon validation, the financial statements for the month are produced and delivered to the
parish via ShareFile.
B. The current plan is to continue using Quicken to report the financial transaction activity of each
entity up to the point of legal merger of the parishes of a grouping into one parish. At that time,
the diocese will work with parish staff to migrate the now consolidated grouping into a new
accounting system called Abila MIP.
C. Two advantages to converting the parishes to Abila are:
1. Because it is a true double‐entry accounting system ‐ the rate of error and misrepresentation
of financial data is greatly suppressed.
2. Parishes will be able to create their statements in real time and are no longer dependent on
diocesan staff to create these documents.
D. Should an Administrator wish to consolidate Parish Administrative Operations PRIOR to merging
parishes, the desire may arise to also move the Quicken accounts for all of the involved parishes
onto one computer system. This can be accomplished by working with the Office for Financial
Services. Please note that this is not a merging of Accounting Systems but rather simply using one
Quicken program to track the accounts of all parishes.
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VIII.

BUDGETING / FORECASTING
A. FISCAL YEAR 2018 – 2019
1. Budgets for individual parishes should have been submitted already and done via the Excel
spreadsheet program. There should be no efforts made to make any changes to previously
submitted budgets.
2. Focus instead on understanding how changes in Mass schedules have affected Offertory
collections and how costs may be changing and develop a forecast for the remainder of the
fiscal year. This will be of great assistance in being able to predict when there may be a
difficulty in meeting payroll and/or in paying invoices should such an issue arise and in
determining if any short‐term actions may be needed to balance your budget. If you desire
any assistance in forecasting the remainder of the year, please call Wayne Boettcher, 412‐
456‐3025.

B. FISCAL YEAR 2019 – 2020
1. All budgeting for 2019‐2020 must be done using the Excel Spreadsheets that will be
distributed from the Office for Financial Services; budgets cannot be accepted in any other
format.
2. Budgets should be developed using the actual results from October 2018 through June 2019
in addition to any other insights that you may have concerning future changes at the time of
the budget process.
3. For parishes who will be petitioning for merger in the 2019 – 2020 fiscal year, there will be
additional information forthcoming to further define the steps needed to successfully
integrate and manage your fiscal responsibilities.
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IX.

DAILY OPERATIONS
A. Timeliness of information will be more critical than ever with Administrators managing multiple
parishes. Significant work has recently been accomplished to streamline the processing of
Quicken files. This should speed up the processing time when accurate, error free files are sent to
the Office for Financial Services from the parish. This will allow better turn‐around time in
delivery of financial reports to parishes.
B. The Office for Financial Services has begun an Email Distribution List for purposes of sharing
important information with parish. This information is already being distributed to clergy via the
weekly email distribution; we plan to subsequently share it with Parish Business Managers,
bookkeepers, and others. If you would like members of your staff added to this distribution list,
please contact Wayne Boettcher at 412‐456‐3025.
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RESOURCE:
MUTUAL COOPERATION AND SERVICES AGREEMENT
MUTUAL COOPERATION AND SERVICES AGREEMENT
THIS MUTUAL COOPERATION AND SERVICES AGREEMENT (“Agreement”) is made and entered
into this _____ day of ________________, 2018, by and between the following ROMAN
CATHOLIC PARISHES OF THE DIOCESE OF PITTSBURGH, ALL OF WHICH ARE SEPARATE
PENNSYLVANIA CHARITABLE TRUSTS:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
____ (the “Parishes”)
WITNESSETH:
WHEREAS, By Canonical Decree of the Bishop of the Roman Catholic Diocese of Pittsburgh, the above
mentioned parishes have been placed in a grouping to ultimately become merged into one parish
of the Diocese of Pittsburgh, and
WHEREAS, during the period of time between issuance of the above mentioned decree and the
completion of the merger of the respective parishes (the “Interim Period”) the parishes share the
same Priest Administrator who is canonically and legally charged with the administration of all
parishes in the grouping, and
WHEREAS, in order to effectuate the efficient administration of the several parishes, the above
mentioned parishes agree as follows:
NOW, THEREFORE, in consideration of the premises and the mutual covenants contained herein and
intending to be legally bound, the parties hereto agree as follows:
1. Provision of Services. The Parishes agree that in order to provide for a more efficient
administration, they may share non‐employee resources and the services of
employees to benefit each other as directed by the Administrator. Specifically, the
Administrator may direct an employee of one of the parishes to perform services for
the benefit of another of the parishes which is a party to this agreement. Any such
work done will be considered to be within the scope of the employee’s duties to the
parish which employs them. During the Interim Period, all employees of the
respective parties hereto shall continue to be employed by their current employer.
All of the parties hereto agree that they shall work in a spirit of cooperation sharing
the benefit of employment and contractual services among the parties hereto.
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As to any new employee (hired within the Interim Period) by one of the parishes
within the grouping, the respective parishes participating in this Agreement may
agree among themselves to share the cost of that employee.
2. Compensation for Services. While there shall be no obligation for payments to be
made from one parish to another for the provision of shared services hereunder, any
payment for shared services shall be as determined by the Priest Administrator.
3. Term and Termination. This Mutual Cooperation and Services Agreement shall
commence as of the date of the issuance of the above mentioned Canonical Decree
and shall continue in full force and effect until the several parishes that are parties
hereto are canonically merged into one newly erected parish that stands as one Public
Juridic Person.
4. Agency and Representation. The legal relationship between the parties (the Parishes)
shall not be understood so that any party is deemed a partner or agent of another,
nor will it confer upon any party the right or power to bind another party in any
contract or to the performance of any obligations as to any third party. Each party
shall be considered as an independent contractor of the other party.
5. Governing Law. This Agreement shall be governed by and construed in accordance
with the laws of the State of Pennsylvania, without reference to its conflict of laws
rules.
6. Entire Agreement. The parties acknowledge that this Agreement sets forth the entire
understanding and agreement of the parties hereto as to the subject matter hereof
and supersedes all previous understandings between the parties, written or oral,
regarding such subject matter. This Agreement may not be amended or modified
except by the execution of a written instrument signed by the parties hereto.
7. Assignment. This Agreement shall be binding upon and shall inure to the benefit of
the successors and permitted assigns of the parties. Neither party shall assign their
rights nor delegate their duties hereunder without the prior written consent of the
other parties.
8. Invalidity. If one or more of the provisions of this Agreement shall be held invalid,
illegal or unenforceable, the remaining provisions shall not in any way be affected or
impaired thereby. In the event any provision is held invalid, illegal or unenforceable,
the parties shall use reasonable efforts to substitute the valid, legal and enforceable
provision which, insofar as is practical, implements the purposes of the provision held
invalid, illegal or unenforceable.
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9. Waivers. Failure at any time to require performance of any of the provisions herein
shall not waive or diminish a party’s right thereafter to demand compliance therewith
or with any other provision. Waiver of any default shall not waive any other default.
A party shall not be deemed to have waived any rights hereunder unless such waiver
is in writing and signed by a duly authorized Administrator of the party making such
waiver.
10. Limited Warranty. THE SERVICES PROVIDED BY ANY PARTY HEREUNDER TO ANOTHER
ARE WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED, INCLUDING ANY
WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE.
11. Counterparts. This Agreement may be executed by the parties in separate
counterparts each of which when so executed and delivered shall be an original, but
all such counterparts shall together constitute one and the same instrument.
IN WITNESS WHEREOF, the parties have set their hands and seals this _________ day of
___________________, 2018.

_______________________PARISH
CHARITABLE TRUST

By:

By:

Title:

Title:

_______________________PARISH
CHARITABLE TRUST

By:

By:

Title:

Title:
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RESOURCE:
PROCEDURE RELATED TO PAYROLL OVERDRAFTS
When a parish is unable to fund a payroll draft there are two scenarios. The first is that the parish
knows in advance that they will not be able to meet payroll. The second is the parish is surprised,
after the fact, that they did not have the funds to meet payroll. The approach to these two
scenarios is very similar as outlined below.
Scenario A – The parish knows in advance that payroll will not be met. In this case it should
immediately notify the Payroll Manager (John Cvetic – 412‐456‐3006). Once the situation is
identified, the parish should develop a written action plan to cover the payroll at a later date if it
cannot be funded when needed. This plan should be submitted to John Cvetic. This document
will be used as the basis of communication between the parish and the various diocesan offices
that have responsibility around accounting, payroll, insurance, auditing, etc. The three options to
meet payroll in this case are:


Deposit Funds into the checking account that your payroll is drafted from – include in your
plan how much money, from where it is coming and the date you expect to deposit it.



Deposit Funds into the checking account from a withdrawal of savings from the Parish Deposit
and Loan Fund (“D&L”) – if the parish has money in savings and no other cash to cover payroll
– then this is the next primary source of funding for the payroll draft (see below for relevant
D&L procedures).



Deposit Funds into the checking account through a loan from the D&L – if the parish has no
money in savings and no other cash to cover payroll – then this is the method of last resort
(see below for relevant D&L procedures).

Scenario B – The parish is surprised that the funds are not available to meet payroll. The diocese
has a mechanism in place to ensure your payroll obligations are met in the short term under all
circumstances – everyone is paid when they should in the amount they expect. However, the
funds available for this purpose are limited and must be repaid quickly. The steps to address this
issue are as follows:


The Payroll Manager (John Cvetic – 412‐456‐3006) is notified by the payroll provider that a
parish’s payroll draft bounced due to insufficient funding.



What follows is the same as described in Scenario A, above – develop a plan to fund the
amount of the draft – use cash on hand, savings withdrawal, or borrow the funds.
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Relevant D&L Procedures
If a Savings withdrawal or Loan will be used to cover the payroll overdraft, a copy of the written
action plan will be sent to D&L Coordinator (Melissa Tomaszewski – 412‐456‐3030). This written
plan will be used as authorization to withdraw the funds or issue the loan.
If a loan is required, the D&L Coordinator (Melissa Tomaszewski – 412‐456‐3030) will set up a new
non‐interest bearing loan account exclusively for bounced payroll drafts. The loan funds will be
automatically moved to the payroll account to cover the overdraft.
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RESOURCE:
SAMPLE STAFF ALLOCATION
The following is the list of employee pay distributions and the percentages that will split by the
parishes for shared staff. Please note: when services are shared among parishes in a grouping, the
employee should receive only one paycheck from a single parish. Typically, the parish that has
issued the check would invoice the other parishes in the grouping for the shared services.

Employee #1 as Director of Maintenance works for all four parishes. Employee #1 is on St. A
Parish Payroll.
Salary and benefits are split by the four parishes: St. B Parish, St. C Parish and St. D Parish,
each paying one fourth of the total salary to Parish A.
$18.00 per hour, multiplied by 40 hours per week = $720.00, multiplied by 52.2 weeks per
year (from diocese payroll office) = $37,584.00 per year, divided by 12 months = $3,132.00 per
month, divided by four parishes = $783.00 per parish.

Employee #2 as Maintenance worker. Employee #2 is on St. A parish payroll.
Because he works mostly at the St. A / St. D Locations only, his salary is split between
these two parishes only. St. A who pays two thirds and St. D who pays one third.
St. A's share of two thirds is calculated as:
$11.60 per hour, multiplied by 40 hours per week = $464.00, multiplied by 52.2 weeks per
year (from diocese payroll office) = $24,220.80 per year, divided by 12 months =
$2,018.40 per month, divided by 3 = $672.80, multiplied by 2 = $1,345.60 per month. This
net amount will be paid by Parish A via its share of the payroll draft after reimbursement from
Parish D.
St. D Parish's share of one third is calculated as:
$11.60 per hour, multiplied by 40 hours per week = $464.00, multiplied by 52.2 weeks per
year (from diocese payroll office) = $24,220.80 per year, divided by 12 months =
$2,018.40 per month, divided by 3 = $672.80, multiplied by 1 = $672.80 per month. This
amount goes to St. A Parish.
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Employee #3 as Housekeeper at the priest's residence located at the St. B rectory. Employee #3 is
on St. B Parish Payroll.
Salary and benefits are split equally by the four parishes of: St. A, St. B, St. C Parish and St.
D Parish, each paying one fourth of the total salary.
$11.00 per hour, multiplied by 12 hours per week = $132.00, multiplied by 52.2 weeks per
year (from diocese payroll office) = $6,890.40 per year, divided by 12 months = $574.20 per
month, divided by 4 = $143.55 per month. St. A, St. C and St. D Parish each pay 143.55 per
month to Parish B.
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RESOURCE:
SAMPLE BILLING INVOICES
Sample Invoice #1
St. A Parish
Address
City, State Zip code
Phone Number
For the Month of: (name of month)
Remit payment no later than (Date)
Make check payable to: (Parish B)
Billing detail
Item
Description
William B. Short
5305.001 Salary
5310.001 Social Security & medicare (7.65%)
5310.003 Fringe Benefits
Unemployment (2%)
Workers Com (1.2%)
Payroll Service
Life Insurance (.5%)
Pension (12%)
LTD (.6%)
Health Insurance
Dental
Vision
Total
Parish B Allocation ‐ 25%

850.00
65.02
17.00
10.20
5.00
4.25
102.00
51.00
312.70
15.30
2.54
1,435.01
358.75

5430 Table & Household Expense ‐ Rectory (supplies for priests)
5385.019 Happy Lawn Care Services
Parish B allocation ‐ 30%

300.00
90.00

5205.001 Fr. Joseph Smith
Salary
5210.005 Fringe Benefits
Workers Comp (1.2%)
Payroll Service
Priest Benefit
Clergy Medical
Priest Long Term Care
Priest Medical Supp
403(b) (3% of participating)
Total
Parish B Allocation ‐ 33%

1,127.50
13.53
5.00
550.00
160.00
60.00
160.00
33.83
2,109.86

Total Payment Due
PLEASE COPY AND RETURN WITH PAYMENT
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Sample Invoice #2
St. A Parish
Address
City, State Zip code
Phone Number
For the Month of: (name of month)
Remit payment no later than (Date)
Make check payable to: (Parish B)
Billing detail
Item
Description
Mary A. Long
5405.001 Salary
5410.001 FICA
5410.011 Unemployment Compensation
5410.003 Fringe Benefits
Workers Compensation
Payroll Services Charge
Total
5430 Table&Household Expense ‐ Rectory (Suplies for priests)

Total Payment Due
PLEASE COPY AND RETURN WITH PAYMENT
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RESOURCE:
OFFERTORY COLLECTION PROCEDURES
The parish offertory collection procedures are designed to strengthen internal control over
offertory receipts, which are the primary source of income for most parishes. The
procedures restrict the handling or control of funds by a single individual and establish
controls over the count and deposit of funds and the maintenance of contributions records.
With more than one individual handling or controlling the receipts, the risk is substantially
lowered that the receipts will be improperly diverted or inadvertently left at an unsecured
location. The additional person or persons also serves as a defense to unwarranted
accusations regarding the handling of the receipts as a single individual is more vulnerable
to criticism. The controls also minimize the possibility that undeposited offertory receipts
and the related documentation are tampered with.
The recommended procedures for collecting, securing, counting, depositing and recording
offertory receipts are listed below. These long‐established procedures offer options when
considering the following ‐ the taking of the offertory to the altar, having a priest present
during counting and the mailing of year‐end contribution statements to all parishioners. The
procedures involving the use of tamper‐resistant plastic bags have been developed for those
parishes unable to immediately count and deposit the offertory receipts.
The following offertory collection procedures are written to also allow for the use of pre‐
numbered tamper resistant plastic bags if desired.
1. The ushers for each Mass are to be documented, i.e., a roster or a written schedule for
the ushers indicating the Mass date, Mass time and the names of the ushers. Where
possible, the ushers are to be rotated to different Mass times and rotated between
groups of ushers.
2. The ushers take up the collection by passing the offertory baskets. The ushers are to be
in plain view at all times.
3. In the back of the church, but in plain view, the smaller offertory baskets are emptied
into one large offertory basket or into the pre‐numbered plastic bags.
4. The offertory may be taken to the altar with the gifts by a designated usher or directly to
the counting room by at least two persons. If the offertory was taken to the altar during
Mass, then after Mass, the offertory is to be taken to the counting room by at least two
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persons. If not counted immediately, the offertory is to be transferred to the pre‐
numbered plastic bags at this time and locked in the safe. One person is to update the
Bag Control List for each bag used. At all times the offertory is to be in the presence of at
least two persons.


See the Bag Control List Form at the end of Resource #5.

5. Other collection receipts such as second collections are to be appropriately segregated
within the plastic bags or in separate bags. The procedures in steps i. – iv. are to be
followed for second collections.
6. If the plastic bags are used, the head usher is to remove and keep the detachable
pre‐numbered tag from the bag for verification purposes in case he/she is later
contacted by the money counters. If the money counters do not contact the head usher
within one week, then the tags may be discarded. If the head usher is contacted by the
money counters and there is a discrepancy, the tags are to be turned over to a
designated Finance Council or Audit Committee member.
7. For parishes with multiple worship sites, the priest saying the Mass along with at least
one usher is responsible for taking the offertory immediately after Mass to the parish
administrative center to be counted or secured. The offertory is not to be left in an
adjoining rectory, at a worship site or in the vehicle of the priest or any other
individual.
8. Only the parish priests should have the combination to the safe or a key to the secured
location. The safe combination should be changed when there is a turnover in parish
personnel who know the combination.
A. Counting the Offertory
The number of counters should be limited to three or four per week to increase
accountability. It is desirable that a parish priest from time to time should be present
along with two or three laypersons. Where possible, laypersons should be grouped into
teams and are to be rotated weekly to different Mass times and different groups based
on a written schedule. The parish bookkeeper and the person who posts the offertory
to the parishioner contribution records are not to be money counters. A separate
Money Counters Report is to be prepared for each Mass.
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The following procedures are to be used:
1. The collection is to be counted in a secure location, i.e., limited access and
interruptions. The collection is to be counted on the day received, preferably after
each Mass. The offertory should also be balanced by Mass for comparison by the
Finance Council for any unusual trends. If the plastic bags are used, the money
counters are to examine the plastic tamper resistant bags and verify the bag
numbers with the Bag Control List. All or at least a sample of the bag numbers are to
be verified by contacting the head usher(s). The money counters are to report to
the Pastor and the Finance Council any apparent tampering with the bags or if the
bag numbers do not match those used by the ushers. The bag numbers are
recorded on the money counter report and the bags are then opened to begin the
counting process. If there is a discrepancy with the bag numbers, the bags are to be
turned over to a designated Finance Council or Audit Committee member,
otherwise the bags are discarded.
2. The envelopes are opened and the money inside is taken out and compared to the
amount listed on the envelope. Envelopes with no amounts or envelopes with
incorrect amounts are to be marked with the correct amounts. An envelope or a list
is to be prepared for loose checks since the check indicates the contributor.
3. The envelope amounts are totaled and the money from the envelopes (currency,
coin and checks) is counted and both totals are compared and reconciled. The
confirmed envelope total is recorded on the Money Counters Report in the
envelope section along with the number of envelopes.
4. The loose cash is counted and the total is recorded on the Money Counters Report
loose cash section. Loose cash is the currency and coins that are put into the
collection basket without an envelope to indicate the contributor.
NOTE: The loose checks are treated as envelope contributions and not as loose
cash.
5. Any other receipts from votive lights, flower donations, sacramental offerings, etc.,
are counted and the totals are recorded on the Money Counters Report "other"
column.
6. The summary section of the Money Counters Report is completed by adding the
envelope and loose cash sections. The currency, coin and checks are to be bundled
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and/or wrapped and a second count taken to confirm the amount to be deposited. Any
discrepancies are to be reconciled. The counters are to indicate the date of the count,
what was done with the collection and sign the report. A copy of the report (summary
only‐no detail by parishioner) is kept by at least one of the counters off site of the
parish premises for three (3) years, a copy is given to the person preparing the deposit
and the original is given to the parish bookkeeper.
B. Depositing the Offertory
The collections are to be deposited on the day received via the use of a night deposit if
necessary. Someone other than the bookkeeper is to prepare and make the actual bank
deposit. The following procedures are to be followed:
1. A Collection Deposit Summary is prepared by combining the information from the
separate Money Counters Reports for each Mass. The envelopes, loose currency,
coins and check totals along with the totals for each type of receipt are carried
forward from the Money Counters Report to the Collection Deposit Summary.


See the Collection Deposit Summary at the end of Resource #5.

2. The amount to be deposited is verified by a count of the bundled currency, wrapped
coin and an adding machine tape run on the checks. All checks are to be endorsed
with proper endorsement stamps indicating the account name, bank name and
account number.
3. A two‐part deposit slip is to be prepared with one part kept on file at the parish.
4. Those who prepare the Collection Deposit Summary, prepare the deposit slip, take
the deposit to the bank, confirm and record deposit information are to sign and
date the appropriate section at the bottom of the Collection Deposit Summary.
5. The Collection Deposit Summary and deposit slip are given to the parish bookkeeper
and these documents, along with the Money Counters Reports, are kept on file with
the other parish financial records for at least three (3) years. The parish bookkeeper
is to make sure the deposit, Money Counters Reports, bag numbers and the
Collection Deposit Summary agrees. Any discrepancies are to be reconciled or
explained at the bottom of the form.
6. The bank is to be directed by the pastor to initially contact a designated person not
directly involved in the collection process regarding significant deposit
discrepancies.
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C. Offertory Contribution Records
The person who posts the contribution envelopes to the individual contribution records
is not to be a money counter or the parish bookkeeper. The following procedures are to
be used:
1. The amount contributed is posted to the week (block) in the contribution record in
which the money was received and deposited. The week indicated on the
contribution envelope is ignored for envelopes turned in late or ahead of time.
2. On a monthly or quarterly basis, someone not directly involved in the collection
process, i.e., collecting, counting, depositing, posting or recording collections is to
verify a sample of the contribution records.
Those parishes with a manual system are to periodically verify a sample of the
collections by adding up the amounts in the week (block) selected for review and by
adding up the collection envelopes for that week. These totals must agree with the
Collection Deposit Summary, the bank statement deposit and the deposit slip for
that week. Periodically a sample of the Money Counters Reports is to be reviewed.
Those parishes with computer systems are to verify the amount posted each week
with the Collection Deposit Summary and the amount deposited. This can be done
by generating collection reports and reviewing the deposit slips and bank
statements. Periodically a sample of the Money Counters Reports is to be reviewed.
If an individual gives by check but does not use an envelope, a separate posting
record should be used for this individual. It is also recommended that a separate
posting record be maintained for loose offertory change in order to tie to the
deposit slip.
3. The collection envelopes are to be maintained in accordance with diocesan
guidelines.
4. Ideally, at the end of the calendar year, a copy of the individual's contribution
record is to be mailed to each contributor or to a sample of the contributors. The
parishioners are to be notified via the parish bulletin that they may request a
statement. Any complaints or discrepancies noted by the contributor (parishioner)
are to be thoroughly investigated by someone not directly connected with the
collection process or record keeping.
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Money Counters Report
MONEY COUNTERS REPORT
Parish / Worship Site: ____________________________________________________
Mass Time: ___:___

Date of Collection: ___/___/___
Regular
Offertory
Envelope:
# of Envelopes:
Currency
Coin
Checks
Sub‐total
Loose Cash:
Currency
Coin
Sub‐total
Summary:
Currency
Coin
Checks
Total

Second
Collection
______________
A/C __________

A/C 4005

Parish
Share

Other
Votive/Flower/
Sacramental*
See Below

8110.________

Total

#
$
$
$
$

#
$
$
$
$

#
$
$
$
$

#
$
$
$
$

#
$
$
$
$

$
$
$

$
$
$

$
$
$

$
$
$

$
$
$

$
$
$
$

$
$
$
$

$
$
$
$

$
$
$
$

$
$
$
$

= thes e a mounts

*Other Receipts Detail
4201.001 Flower Donation
4205.003 Altar Candle Donation
4215.001 Baptismal Offering
4215.003 Funeral Offering
4215.005 Wedding Offering
4805 Votive lights
Other: _______________________
Other: _______________________
Total

a re to be ca rri ed
forwa rd to the
Col l ecti on Depos it
Summa ry Sheet
by the pers on
prepa ri ng the a ctua l
ba nk depos it.

$
$
$
$
$
$
$
$
$

We the undersigned money counters verify to the best of our ability that the above collection
amounts are true and correct based on our count as of ____/_____/____.
Collection was: ____Deposited ____Night Deposit ____Placed in Safe _____Given to:_______________
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List of Loose Checks
LIST OF LOOSE CHECKS
Parish/Site:___________________
Check #

Name

Address

Date: ____/____/____
Mass Time: ____:____
Amount

TOTAL
The above checks are included on the line for checks under the envelope section of the money counters report.
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Collection Deposit Summary
COLLECTION DEPOSIT SUMMARY
Parish/Worship Site
Date of Collection:
Mass Time:
Envelope/Loose:
# of Envelopes:
Envelope Amount
Loose Cash:
Total
Money Count:
Currency
Coin
Checks
Total
Accounting:
4005 Offertory Collection
_________2nd Collection
8110.______PSP Receipts
4205.001 Flower
4205.003 Altar Candle
4215.001 Baptismal
4215.003 Funeral
4215.005 Wedding
4805 Votive

Total

____/____/____
____:____

____/____/____
____:____

____/____/____
____:____

____/____/____
____:____

____/____/____
____:____

Total

#
$
$
$

#
$
$
$

#
$
$
$

#
$
$
$

#
$
$
$

#
$
$
$

*

$
$
$
$

$
$
$
$

$
$
$
$

$
$
$
$

$
$
$
$

$
$
$
$

*

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$

$
$
$
$
$
$
$
$
$
$
$
$

*

Procedure
Prepared collection summary (above).
Prepared deposit slip.
Deposit taken to the bank.
Bank deposit confirmation/advice reviewed.
Recorded in parish accountin records.
Posted contributions to parishioner records.

Performed by (Signature)

Date
____/____/____
____/____/____
____/____/____
____/____/____
____/____/____
____/____/____

**

Amount
*
*
*
*
*
**

* These totals should all agree. If they do not agree, indicate the reason below:

____/____/____
** These amount should agree. If they do not agree, indicate the reason below:

____/____/____
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Bag Control List
BAG CONTROL LIST
Date

Mass
Time
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RESOURCE:
CREDIT CARD INFORMATION FORM, FAQS AND
TYPES OF CREDIT CARDS
Credit Card Information Form
Cre dit Card Information Form
Parish Name:
Street Address:
City, State, Zip:
Loc #
Ge ne ral Information:
Type: (Visa, Master Card, Discover, Etc.):

Issuer (Bank, Institution, etc.):
Credit Limit:

Cre dit Card Administrator

Name:
Position (Employee, Finance Council, etc.):
Authorize d Use rs
Name

Position / Title

Authorization:

Pastor/Adminstrator Signature

Date
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FREQUENTLY ASKED QUESTIONS ABOUT CREDIT CARDS
1. Before you apply, ask yourself these questions:


Why are you getting the card?



How do you plan to use it?



Are you looking to build or rebuild your credit score?



Will you be paying off your credit card balance every month?



How much can you afford to spend each month?



Do you want to earn rewards for everyday spending or in particular categories?



What are the potential fees?



Is your credit good enough to be approved?

2. How does applying for a credit card affects your credit score?
Before you apply for a new credit card, it is important to understand how it will affect your
credit score. Every credit card application results into a hard inquiry into your credit, which
means that creditors can see the inquiry on your credit report. The impact from applying for
credit cards varies from person to person based on their unique credit histories. According to
FICO, credit inquiries have a small impact on one’s FICO® Credit Score. For most people, one
additional credit inquiry will take less than five points off their FICO® Credit Score. However,
inquiries can have a greater impact if you have few accounts or a short credit history.
3. Do I apply online or is it better to call?
You may want to start by talking with local banks where you have existing parish bank
accounts. Applying for a credit card from a financial institution where you have an account
may be a good idea, since you have an established history there. Because this is a new
policy, the Diocese of Pittsburgh does not recommend a particular method for obtaining a
parish credit card. You can apply for a credit card by mailing in a paper application,
speaking to a representative over the phone or completing an online application. The
following is a sample of some information available online:
https://www.discover.com/credit‐cards/resources/apply‐for‐credit‐card‐online

PAGE 37 OF 42

BLUEPRINT – FINANCES

AUGUST 28, 2018

Finances: Resource #6
4. How do I know when it is safe or smart to apply for a credit card online?
Many people often wonder if it is safe to apply for a credit card online. Applying for a credit
card online has several benefits including the ability to browse cards based on your credit
quality and the opportunity to compare multiple offers. Here are some tips to help your
application go smoothly.
a. Look for security.
The most important way to protect your personal information when applying for credit
cards online is to ensure the website is secure. You should always make sure that the URL
in the address bar is “https” rather than http. The “https” in the URL ensures your data
will be sent over a secure connection.
b. Research.
Online research is the key to finding the best credit card for you. A few online searches
among issuers can provide valuable information. You can find cards tailored to your credit
score and find the best credit card rewards program for you from generous cash back,
travel rewards and no annual fees.
5. What is the best card for which to apply?
As stated above, you may want to start by talking with local banks where you have existing
parish bank accounts. Please keep in mind that parishes are not permitted to borrow from
outside entities so the intent is to pay any credit card balance in full each month. This
means that getting the lowest interest rate is not of primary importance since we should
not be paying any interest at all. The Diocese of Pittsburgh does not recommend any
particular company or type of card. The following is a sample of information from various
online sources:
http://www.fundraisingip.com/fundraising/best‐credit‐cards‐for‐nonprofits/
To banks, nonprofits are businesses
Large or small. Hence for the small nonprofit or start up, it helps to think of your
organization in those terms as well when picking a card for which to apply. You should
consider that these cards require good or excellent credit, and you might have to put the
card in a person’s name to start with, using your Board Chair’s or your Executive Director’s
credit score to qualify. Often small businesses are forced to do the same, at least until they
build a record of accomplishment with a good credit line. Here are some good small
business cards to consider if you can conjure an excellent credit rating.
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6. What are examples of credit card offers?
Please note that credit card companies change their products all the time and some of the
offers below may have changed by the time you read this.
a. Discover it® Card
If you make many online purchases at common retailers, you might consider the
Discover it® Card. It offers 5% cash back on rotating categories quarterly and double
rewards in the first year, with no annual fee. If you use Discover’s online shopping
system, you can earn up to an extra 20% rewards for popular stores including Best Buy
and Walmart.
b. Capital One® Spark® Rewards Cards
Capital One has a series of “Spark” cards for small businesses.
The “Classic” only requires average credit and is a good option for a smaller nonprofit. It
has no annually fee and offers 1% cash back on all purchases to help with your bottom
line.
The Spark Cash Select has no annual fee, offers 1.5% cash back along with a $200 cash
back bonus on your first $3,000 in purchases. Better yet, if you need to purchase
supplies and wait for your grant funding to come through in a few months, there is no
APR for practically a whole year, and it can be as low as 12.9% if you have excellent
credit!
c. US Bank Business Edge®
If you have excellent credit and need to delay the cost of initial purchases, for a startup
or new project, an even better offer than the Spark Cash Select is US Bank’s Business
Edge card. It offers no APR for the first nine billing cycles, and then a variable APR of
only 11.9‐17.9%. US Bank gives you 3% cash back on business purchases such as cell
phones, gas, and office supplies, and 1% on all other purchases. It even gives you a 25%
annual cash back bonus of up to $250, with no annual fee!
d. SimplyCash® Business Card from American Express
For possibly the most cash back of any small business card, consider the American
Express SimplyCash Card. It offers 5% back on wireless and office supply stores, 3% cash
back on a list of categories of your choice, including shipping costs and media
advertising, and 1% cash back on all other purchases. It has no annual fee and a variable
APR of 12.24% to 19.24% based on your credit score.

PAGE 39 OF 42

BLUEPRINT – FINANCES

AUGUST 28, 2018

Finances: Resource #6
e. Chase Ink® Cash Business Card
The introductory rate on the Chase Ink card is 0% for the entire first year, with no
annual fee. It offers 5% cash back on basic business expenses such as office supplies,
phone, and cable, and 2% back on restaurant and gas purchases. You get a $200 bonus
on the first $3,000 spent as well! It is great if you have different levels of employees that
need cards, too. It allows you to set limits for different cardholders, sends instant alerts
for purchases, and provides a mobile app to instantaneously file receipts.
7. Are there credit cards designed for nonprofits?
a. Visa® Community Credit Card
A few years ago, Visa introduced a new option of a community credit card specifically
aimed at nonprofits. Banks across the United States have embraced it, offering different
avenues to establish credit and qualify. Its main benefits include:


High credit lines.



No annual fees.



Help with managing cash flow and expenses.



Multiple cards for employees.



Rewards program for nonprofit specific goods and services.



Fulton Bank’s Community Credit Card can be applied for using two years of
financial statements only; they look for nonprofits that pay their bills and have a
record for mindful bookkeeping and cash flow. If credit might be a problem for
you, this could be the card to consider! First County Bank offers the card as well.

8. Are there credit cards for groups with little or no credit?
If you have no credit history or a bad credit history as well as no financial statements (or
bad financial statements), but you want to have some sort of credit option to pay vendors
online, you might consider prepaid cards (that function more like a debit card) or cards that
take on risky clients.
a. Capital One® QuicksilverOne® Cash Rewards Credit Card
Possibly the only drawbacks to this 1.5% reward card that readily accepts applicants
with little to no credit history is the high 22.9% APR and $39 annual fee. Capital One will
offer you a higher credit line after only 5 months and starts at a 0% interest rate for 9
months! You need to have average credit or no credit history to apply.
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b. Western Union® NetSpend® Prepaid MasterCard®
Another option is to get a prepaid card, which you can get from just about any bank. It
functions more like a debit card but with all the security and ease of using a credit
card. Western Union’s is a good choice. You can recharge it by adding cash at any
Western Union location globally. They will not check your credit score.
c. PayPal™ Prepaid MasterCard®
Similar to the Western Union card, another useful prepaid choice is PayPal, especially if
you already use PayPal for your online donations or bank‐based vendor payments. The
card, issued by Bancorp Bank, even offers cash back on select stores. You can load it via
direct deposit, Netspend, or Western Union.
If you have credit, and it is excellent, dozens of good opportunities are available to you, and
you probably want to pick a small business based card that can reward you. If you do not
have credit or do not want to put an individual leader out on a limb for your nonprofit, try a
debit‐card option or one especially designed to accept nonprofits. Then start charging!
https://www.creditcards.com/credit‐card‐news/best‐card‐nonprofit.php
Often, the best business credit cards can be a good fit for a nonprofit because many of
these cards allow for large purchases. The challenge is that they do not come with all of the
same protections as consumer credit cards, so anyone in your organization using these
business cards needs to be aware of that.
For instance, under the Credit Cards Accountability Responsibility and Disclosure Act of
2009, commonly known as the Credit CARD Act, consumer cards’ interest rates can rise only
under certain circumstances – you have missed two consecutive payments, or the Federal
Reserve raises its key lending rate. However, business cards are allowed to increase rates
more quickly. That can affect the financial situation of the nonprofit if there is a lot of debt
on the card.
Business cards also frequently require a personal guarantee, so if you are making large
purchases on the card, whoever in the organization provides the guarantee needs to be
aware of the responsibility that comes with this. When someone personally guarantees a
credit card debt, that means he or she is promising to pay it back even if the organization
closes or cannot pay the bill. (For more on this subject, see “Is the primary cardholder for
nonprofit personally liable?”)
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Deciding which card works best for you may come down to the other benefits and rewards.
These can come in handy for a nonprofit that is trying to get the most out of every dollar. I
would suggest appointing someone on your team to keep on top of both attractive interest
rate deals that eventually might replace your current one, and rewards. If you are making
large purchases on behalf of the organization, you might as well do it in a way that benefits
the nonprofit most. That way, you will have more resources available to serve the causes
most important to the grouping.
9. Will credit card companies take our tax‐exempt forms?
This likely would still be handled with each individual vendor. The State of PA requires each
vendor to have the proper documentation on file. Based on an online search, I do not know
of any credit card that will exempt the buyer from sales tax, other than the ones issued to
people who work for the federal government. For tax‐exempt organizations outside the
federal government, sales tax is deducted by retailers either at the point of sale or
afterward when a tax‐exempt customer files for a refund. The responsibility for the tax
collection lies with the retailer, unless the purchaser provides the retailer with some sort of
exemption certificate.

PAGE 42 OF 42

BLUEPRINT – FINANCES

AUGUST 28, 2018

Hospitality

Hospitality: Table of Contents
HOSPITALITY IN THE IMPLEMENTATION PHASE
TABLE OF CONTENTS
GENERAL HOSPITALITY PRACTICES
PHASE ONE: THE FIRST WEEKS – INITIAL HOSPITALITY
 LITURGICAL HOSPITALITY
 GENERAL HOSPITALITY: BUILDING COMMUNITY
PHASE TWO: THE FIRST MONTHS – ESTABLISHING THE CULTURE OF HOSPITALITY
 ASSESS THE HOSPITALITY MINISTRY
 ASSESS THE NEEDS OF THE AREA
 FURTHER SUGGESTIONS
PHASE THREE: THE FIRST YEAR – ADVANCING THE CULTURE OF HOSPITALITY
 IN THE PARISH
 OUTSIDE THE PARISH
 FURTHER INFORMATION
RESOURCES:
 RESOURCE #1: LITURGICAL HOSPITALITY GUIDELINES (FROM THE TRANSITION GUIDE)
 RESOURCE #2: WELCOMING THE DIVINE IN EACH OTHER: HOSPITALITY GUIDELINES
AND BEST PRACTICES

PAGE 1 OF 31

BLUEPRINT – HOSPITALITY

AUGUST 28, 2018

Hospitality: Phase One

HOSPITALITY: PHASE ONE
THE FIRST WEEKS – INITIAL HOSPITALITY
The first weeks will be an adjustment for everybody. The new Mass schedule, the new people arriving
from other parishes in the grouping, the new Clergy Team in some cases will all be making adjustments.
An atmosphere of welcoming can help to make a difference.
The hospitality leadership teams either previously existent or trained in July 2018 were to develop a
welcoming plan in each parish to welcome everyone.


See Resource #1: Liturgical Hospitality Guidelines (from the Transition Guide).

Hospitality challenges us to make space for others in our hearts. When we show them care, we
reverence the divine image in the other. When we show hospitality to others, we participate in the
logic of gift, which is God’s outpouring of Himself as gift for the life of the world. For some parishes
embracing this attitude may mean a shift.
Welcome all as Jesus. Hospitality is more than a smile and a welcoming gesture. It is a manifestation
of authentic discipleship in the Lord and it is a key to the doorway of experiencing and realizing the
presence of God among us. It means welcoming all, regardless of physical appearance, behavior, social
status, or way of thinking.
While specific ministries related to hospitality can and should be organized in the parish, such as a
ministry of welcoming, hospitality needs to be cultivated as a way of life, in relation to Christian
discipleship, that is the co‐responsibility of every member of the community to give freely, recognizing
that “all good giving and every perfect gift is from above” (James 1: 17).
The following are suggested practices. Each situation will be different.

LITURGICAL HOSPITALITY
Action Steps:
REMOTE PREPARATION FOR MASS:
1. Place a statement of welcome in the bulletin in a prominent place. Be specific; indicate that
ALL people are welcome.
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2. Communicate Mass and confession schedules, clearly and prominently, outside the building,
in the bulletin, website (on the first page), etc. Think about other places like hotels in the
parish territory where visitors may need the information.
3. Post signs – Ensure that clear signs are visible in the church building to indicate rest rooms,
cry rooms, etc. Signs outside of the church building may be needed as well. Schools may also
want to post signs.
BEFORE MASS:
1. Create a hospitality team that welcomes people when they arrive. Look for parishioners that
are gifted for this type of ministry (pleasant, joyful, hospitable), invite and encourage them to
participate.
2. Review ideas on liturgical hospitality.


See Resource #1: Liturgical Hospitality Guidelines (from the Transition Guide).

3. Identify parking as the first area where people are greeted and aided in finding parking
places.
4. Form greeters to be aware of and sensitive to people of special needs and disabilities,
ensuring they know where to find a wheelchair, where a defibrillator is located, where to be
seated for communion if it is hard to walk, who to notify if a person needs a low gluten host,
etc.
5. Encourage ALL liturgical ministers to be welcoming, pleasant, and warm in their dealings with
the congregation and individual parishioners.
6. Invite all of the faithful to be welcoming, (not just the greeters) to smile, help others,
welcome others into the pews, share hymnals, etc.
DURING MASS:
1. Invite people to stand before the start of Mass and take a few moments to greet one another
before singing the opening hymn.
2. Welcome the congregation and introduce yourself as presider at the beginning of every Mass
for the first few months.
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3. Encourage the Clergy Team to welcome all and introduce themselves at the beginning or end
of the homily if they have not already done so at the beginning of Mass.
4. Acknowledge people from the different parishes in the groupings and any others at the end of
Mass and invite them to come back. This could be a good moment to recognize that the
grouping will be coming together as one.
AFTER MASS:
1. Position hospitality team members in the common areas ready to speak to visitors again to
answer any questions they have and respond to any needs. Afterwards they can walk through
the church to straighten up in preparation for the next Mass.
2. Consider setting up an information booth or table where people can connect with others,
inquire about activities in each of the parishes in the groupings, etc.
3. Pass on information to the appropriate person for follow‐up.
4. Consider offering coffee and donuts or other food to help people connect and socialize.

GENERAL HOSPITALITY: BUILDING COMMUNITY
Action Steps:
1. Hold activities to build community among the Clergy Team, with staff, councils,
ministry/organization leaders, parishioners. Form relationships between the Administrator
and Clergy Team and parish staff, clergy with laity and intra/inter‐parish relationships. Meet
and greets, or prayer and social time are suggested to bring people together to get to know
each other.
2. Meet with the office staff from each parish to discuss their important role in hospitality and
the grouping’s protocol for answering phones, stationery heading, parish email signature,
voice mail message, etc. Ensure they have accurate information about the parish and the
grouping (Mass times, ministries, contact person, etc.).
3. Review the Parish Life Questionnaire in the Parish Overview of the Transition Guide for each
parish with clergy and pastoral teams in order to have an understanding of the parish’s
ministries, programs, activities and organizations.
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HOSPITALITY: PHASE TWO
THE FIRST MONTHS – ESTABLISHING THE CULTURE OF HOSPITALITY
The first months of the grouping are when a common culture of hospitality can start to be established.
The goal is to help everybody feel welcome everywhere. Therefore, the Clergy Team, staff, and
Advisory Councils can take some time to discuss how they want to carry this out concretely.
According to the Interim Pastoral Plan, one of the responsibilities of the Pastoral Councils will be to
foster hospitality in the grouping. Council members working with the hospitality leadership team and
the Clergy Team can determine the actions needed. The Pastoral Council members could attend the
Discipleship and Hospitality formation program.


See the Advisory Councils TAB of the Blueprint.



See Resource #2: Welcoming the Divine in Each Other.

Building relationships, creating a sense of community and providing genuine hospitality are essential
to forming parish unity. Informed and deliberate strategies are necessary in order to engage
parishioners and encourage new and sustaining relationships. This includes integrating the unique
cultural contributions of all parishioners into the life of the grouping as well as eventually uniting of
ministries, committees and organizations (another role of the Pastoral Councils.)


See the Advisory Councils TAB of the Blueprint.

ASSESS THE HOSPITALITY MINISTRY
Action Steps:
1. Recognize the roles and the people who have made a positive difference. This can done
during Sunday Mass or by offering a luncheon or as a note in the bulletin.
2. Expand any roles that are needed:
a. Parking lot greeters, door greeters, inside greeters, parish information booth, emergency
team, staff who are available before or after the weekend liturgies.
b. Consider expanding the information booth to include staff members who can respond and
connect with others there (RCIA Coordinator, Youth Minister, Social Ministry Leader, etc.).
3. Establish a common culture of hospitality within the grouping. The entire Clergy Team
should be intentional about establishing a culture of hospitality through regular planning and
debriefing.
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4. Work with support staff and facilities personnel to foster hospitality. Every role is important
and influences the whole.
The Department for Evangelization and Missionary Outreach can assist in this formation. For more
information, please contact: 412‐456‐3156 or email evangelization@diopitt.org.

ASSESS THE NEEDS OF THE AREA
Action Steps:
1. Get to know the demographics of the area. This can be done through MissionInsite,
reviewing the QuickInsite Report in the Transition Guide or by contacting the Secretariat for
Parish Services. Strive to make diverse segments of the population included and welcome in
our liturgy by diversifying the experiences of prayer and worship.
a. Incorporate different styles of music.
b. Incorporate topics of preaching that are inclusive and address the pastoral needs of a
diverse community.

FURTHER SUGGESTIONS
1. Study and discuss Divine Renovation, by Father James Mallon, especially chapter 5: Laying
the foundation: How to Transform the Culture of the Parish Community.
2. Create a unified Grouping calendar with important dates for all the parishes and make
available to all parishioners.
3. Explore how to further welcome newcomers:
a. Help those who are not familiar with the Mass to be able to follow along easily.
b. Consider having a screen showing the responses and songs.
c. Consider printing a simple, easy‐to‐follow worship aid for each Sunday and for funerals
rather than using the missalettes, which can be hard to navigate for people who haven’t
been going to Mass frequently.
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4. Convene to discuss the racial, ethnic and cultural makeup in each parish and within the
boundaries of the grouping, noting significant religious, cultural and community feast days,
customs and celebrations in the parishes and neighborhoods.

SUGGESTIONS FOR CONSIDERATION:
a. Host an open house at each parish and provide information about their history and
customs.
b. Celebrate the feast days, special traditions and observances of each parish.
c. Bring parish ministries, committees and organizations with similar missions together to
meet one another and for common prayers, retreats, activities and socials.
d. During Lent find ways to invite parishioners to Fish Fries at different parishes.
e. Study Divine Renovation by Father James Mallon or view his videos on YouTube.
The Pastoral Council members dedicated to hospitality could receive the Discipleship and Hospitality
formation program offered by the Department for Evangelization and Missionary Outreach. For more
information, please contact: 412‐456‐3156 or email evangelization@diopitt.org.
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HOSPITALITY: PHASE THREE
THE FIRST YEAR – ADVANCING THE CULTURE OF HOSPITALITY
As the grouping moves toward the merging into the new parish, the hospitality culture will need to
advance. The culture can be encouraged to extend more deeply through both ministers and
congregation becoming more aware of it and embracing it.

IN THE PARISH
Action Steps:
1. Explore how to foster genuine hospitality in all areas of ministries, programs and faith life in
the grouping to eventually integrate the common ministries, programs, activities and
organizations in the parishes, or when necessary, to create new ministries and opportunities
for the faithful.
2. Create concrete steps for building a hospitality culture through inviting all to participate in
the different parish festivals, fish fries, foodbanks, etc.
3. Consider developing a parishioner based “shuttle ministry” for those who cannot travel to
Mass on their own, especially when a church building is no longer used for weekend Masses
or is closed.
4. Consider expanding the hospitality ministry to include sacramental or other moments such as
baptisms, confirmations, weddings, funerals.
a. Greet and host visitors for the important sacramental moments.
b. Have “prayer‐partners” – people within the parish who are praying specifically, by name,
for a sacramental candidate, couples to be married, etc.
5. Analyze what attitudes or values may be working against hospitality and strategize as to
how to address them. What values are being lived and reinforced? Are people welcomed into
the pews? Does everybody smile?
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OUTSIDE THE PARISH
Action Steps:
1. The hospitality team can discern to whom they feel called to reach.
2. Remember that we are called to minister to the whole community, not just the “visible”
community of people already coming to Church. Broadening our pastoral approach and
liturgical culture to be more inclusive of a diverse population is one way of encouraging and
inviting people to feel welcome and participate in the parish.
3. Use every opportunity to invite people to Mass, evangelization events, family activities.
4. Consider “third space” strategies to be present in the community outside of the parish, store
front ministries, college campuses, booths at fairs, etc.

FURTHER INFORMATION
Discipleship & Hospitality: Welcoming the Divine in Each Other is a spiritual formation program
that is available to parish groupings and their hospitality and leadership teams. For more
information about this program, please contact the Department for Evangelization and
Missionary Outreach at 412‐456‐3156 or by email at evangelization@diopitt.org.
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RESOURCE:
LITURGICAL HOSPITALITY GUIDELINES
(FROM THE TRANSITION GUIDE)
LITURGICAL HOSPITALITY
Hospitality is essential for helping people feel welcome in a parish. Hospitality extended at Sunday
Masses often serves as a person’s first experience of a parish community and makes a strong
impression.
A ministry of hospitality means that community and relationship building is important and expresses
an understanding of the presence and love of Christ. Genuine hospitality sets the tone for the liturgy
and building the Body of Christ recognizing that each person who comes to the liturgy is the face of
Jesus. For in welcoming our brothers and sisters in faith, we are welcoming Jesus.
When the interim Mass schedules begin in October 2018, parishioners will begin to worship at other
parishes in the grouping. To establish a climate of welcome, especially during the first months of
implementation, each parish should have a team of greeters to welcome people at every Mass, and
possibly volunteers to assist with where to park.

PROCESS FOR INVITING PARISHIONERS TO SERVE AS
GREETERS AT MASS
1. Current Pastors/Administrators are asked to invite parishioners to consider serving as greeters
of hospitality for the parish when the interim Mass schedule begins in October 2018.
2. This may include parishioners already serving in a form of hospitality ministry, as well as
parishioners who are gifted in this area and interested in beginning to participate in this form
of ministry. Consideration should be given to Pastoral Council members, On Mission Team
members and youth.
3. Those currently serving as ushers in the parish may or may not be able to fulfill the specific
role of greeting and welcoming the faithful.
4. The current Pastor/Administrator will determine the best means by which the greeters are
prepared to serve in this role.
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5. Scheduling of the greeters will be determined at the parish.
6. The current Pastor/Administrator should consider designating a staff member or parish
committee to serve as a coordinator for the greeters.
7. Greeters must adhere to the safe environment policy of the diocese.
The number of hospitality ministers needed will depend in part on the number of Masses to be
celebrated in the parish each Sunday. Each parish should determine the ideal number of greeters for
each Mass.

ROLE OF THE GREETERS (NOT NECESSARILY USHERS)


Warmly greet and welcome people as they arrive for worship. The greeters should be
stationed at the entrances of the church in order to welcome the faithful.



Open the door.



Be attentive to newcomers, the elderly, those with special needs, families with young
children.



Pass out worship aids (i.e., hymnbook, missalette) if that is the practice at that parish.



Offer assistance with such things as locations of restrooms, confessionals, and the facility.



Acknowledge and assist the faithful after Mass. Depending on the custom of the parish,
distribute bulletins.



Arrive early (at least 20‐30 minutes before Mass begins).



Wear appropriate nametag badge or symbol designating the greeter.

PROFILE OF A GREETER


Comfortable in meeting and greeting others. Initiates the greeting.



Able to extend a sense of welcome to others and make them feel at home.



Smiles freely.
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Desire to serve the parish community in hospitality.



Respect for others, treating all with dignity.



Concern and care for the parish and its members.



Ability to work with others as a team.

PROCESS FOR CONSIDERATION OF “PARKING MINISTRY”
1. Current Pastors/Administrators are encouraged to begin brainstorming with lay leaders the
ways in which the parish can provide assistance with parking when the interim Mass schedule
begins. What ways might the parish reach out to first time visitors and assist them with
parking?
2. Consideration should be given to parishioners in the grouping who may choose to attend
Mass at church not their own who may also be unfamiliar with the location.
3. Create bulletin announcements that can be shared with the parishes in the grouping
describing the parking situation at your parish i.e., street parking, lot, public, etc.
4. Consideration should be given to proper signage and having “parking helpers” posted at key
positions. This does not mean parking cars; it means assisting with directions regarding where
to park the car.
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RESOURCE:
WELCOMING THE DIVINE IN EACH OTHER

WELCOMING THE DIVINE IN EACH OTHER

Hospitality Guidelines and Best Practices

Department for Evangelization and Missionary Outreach
Secretariat for Leadership Development & Evangelization
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I. Introduction
“To evangelize means: to show the path (to Christ) – to teach the art of living.”
Joseph Cardinal Ratzinger, The New Evangelization: Building the Civilization of Love.
This document is a compilation of recommendations and best practices from research in the practice
of Christian hospitality and pastoral experience. Not everything suggested in this document needs to
be implemented in your parish. Some suggestions will be more relevant than others. We hope that the
recommendations listed here will give you some practical ideas to consider and perhaps spark your
own creativity in approaching the area of hospitality in your parish grouping.
We are grateful to the support offered us through the Archdiocese of Louisville with their resource,
Christian Hospitality, parts of which have been reproduced here with their permission. Other resources
used in the development of these guidelines are listed in the bibliography. As some of these resources
are now out of print, you may contact the Department for Evangelization and Missionary Outreach if
you are interested in reviewing these resources.
If you have implemented hospitality and welcoming practices at your parish, which have been
successful but are not listed here, please share them with us so that we might add them to this
resource.
Accompanying Welcoming the Divine in Each Other is a spiritual formation program called Discipleship
& Hospitality: Welcoming the Divine that is available to parish groupings and their hospitality and
leadership teams. For more information about this program, please contact the Department for
Evangelization and Missionary Outreach at 412‐456‐3156 or by email at evangelization@diopitt.org.
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II. Hospitality: Welcoming the Divine
Do not neglect hospitality, for through it some have unknowingly entertained angels.
Hebrews 15:7
Hospitality finds its roots in the Bible. In Genesis 18:1‐5, Abraham greeted and urgently implored three
strangers from the desert to stay and rest. Abraham and Sarah’s care and concern for the strangers
brought an unexpected reward, the very gift of life! The same was true of the widow of Zarephath in
1 Kings 17:9‐24. She generously offered shelter and the last of her food to Elijah only to be rewarded
by the raising of her son from the dead to new life. In the Emmaus story, Luke 24:13‐35, two travelers
invited a fellow traveler to stay with them. This brought them the unexpected blessing of the Lord
Himself.
Hospitality challenges us to make space for others in our hearts. When we show them care, we
reverence the divine image in the other. In participating in this reverence, we in some ways participate
in the most intimate aspects of the nature of the Triune God, where the Father, Son, and Holy Spirit
manifest a communion of love that brings forth the very life of the universe.
When we show hospitality to others, we participate in the logic of gift, which is God’s outpouring of
Himself as gift for the life of the world.
Framed in this context, hospitality is much more than a smile and a welcoming gesture. It is a
manifestation of authentic discipleship in the Lord and it is a key to the doorway of experiencing and
realizing the presence of God among us.
While specific ministries related to hospitality can and should be organized in the parish, such as a
ministry of welcoming, hospitality needs to be cultivated as a way of life, in relation to Christian
discipleship, that is the co‐responsibility of every member of the community to give freely, recognizing
that “all good giving and every perfect gift is from above” (James 1: 17)
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General Guidelines for All the Faithful


All of us exercise a ministry of hospitality through our tone of voice, gestures,
modesty of speech, and dress. The manner in which we live out our faith
communicates an atmosphere of hospitality or one of inhospitality.



A smile goes a long way. In The Church Alive!, Bishop David A. Zubik asks us:
“Are you excited about your faith?” If you are excited about your faith, then
why not show it on your face! A greeting and an offer of assistance to those
who need help set the stage for the act of worship that follows every Sunday.



If hospitality begins when you wake up, make sure you manifest it in the Church
parking lot.



Parishioners should be encouraged/taught to sit in the center of the pew in
order that those who come later may find easy access to seating.



The ministry of hospitality should permeate the whole of parish life.
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III. THE SUNDAY EXPERIENCE
“Welcome one another, then, as Christ has welcomed you, for the glory of God.”
Romans 15:7
Called by God to gather together, baptized Christians come Sunday after Sunday to give God thanks
and praise and to pray for the sanctification of all people. As members of the Body of Christ, hospitality
is the ministry of every person who comes to celebrate the liturgy with Christ our Head. For each of
us, this means recognizing Christ in each person, regardless of physical appearance, behavior, social
status, or way of thinking.
The main task of the greeter is to welcome everyone as Christ. “Whoever receives you receives me,
and whoever receives me receives the one who sent me.” (Matthew 10:40) As ministers, they are
called to see the face of Christ in everyone who comes to church. The simple task of holding open the
church door as people arrive and greeting them with a genuine smile and a pleasant “good morning”
or “welcome” can set a positive tone for the remainder of the Sunday liturgy. Ministers of hospitality
welcome and speak to everyone, not just their friends. Special attention should be paid to those who
may be visitors or are ill at ease.
A visitor’s impression of a parish is often formed by the initial hospitality or lack of hospitality at the
door of the church. The Sunday Mass is one of the most attended activities held at the parish on a
regular basis. On any given Sunday, people are in our parish communities who run the gamut from
sincere, practicing Catholics to the unbaptized who wander into our buildings.
This means that Pastors, Administrators and pastoral teams should pay attention to every detail of the
Sunday experience at their parish, from parking lots to coffee hour fellowship after Mass and
everything in between.


It is recommended that parish leadership work to assemble hospitality teams and start to read
and reflect on the Introduction and first five chapters of the book Divine Renovation, by
Father James Mallon, paying special attention to Chapter 5: Laying the Foundation: How to
Transform the Culture of the Parish Community.



Plan to ensure that Mass and confession schedules are clearly communicated on signs that are
clearly visible from the road, and prominently placed in bulletins and on parish websites at the
very top of the page. People should be able to find out where to go with a simple glance
without having to flip through or click on multiple pages to locate the information.
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A. The Ministry of Welcoming
One of the most critical elements to the Sunday experience is the ministry of welcoming. Consider
forming a welcoming team as opposed to greeters or ushers. A team allows people to have different
roles and responsibilities, such as a porter, greeters, parish kiosk ministry, etc.
It is also helpful to consider how you serve as a host/hostess when welcoming someone to your home.
A host/ess does much more than say hello and seat their guest. The host/ess opens the door for their
guest, partakes in a ritual of greeting appropriate to the relationship, takes their coat, smiles and
welcomes them to their home, offers them refreshment, and shows them to a place of honor at the
table. Similarly, we should expand our understanding of what it means to be a greeter or member of a
welcoming team.

B. Suggestions for a Welcoming Team Ministry1


Pray for God’s guidance as you extend the gift of hospitality.



Understand that you are helping others to find their places in the church family and endeavor
to make them feel welcome.



Keep in mind a sense of reverence for the worship space.



Always be polite, never easily annoyed, angered, or
disinterested in those who arrive.



Consider that those arriving may be ill, tired, overwhelmed,
or dealing with serious problems that may make them seem
abrupt or distracted.



Whatever their dispositions, they are present and you have the opportunity to offer kindness,
understanding, and compassion.



Arrive well before the hour for Mass. Some visitors will arrive early when coming to an
unfamiliar space. Others will come at the last minute or even a few minutes late. Be
respectful of all.

A minister of
hospitality should
never scold a person in
word or by look for
being late or having a
crying baby.

1

Some elements Adapted from the curriculum of Discipleship and Hospitality: Welcoming the Divine (Diocese of
Pittsburgh) and “Being a Welcoming Congregation”, National Ministries Division, Presbyterian Church, USA.
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Be prepared with your name badge, visitor cards, brochures, or other informational material.



Be informed and ready to refer people to the proper parish staff, i.e., Pastor, RCIA
Coordinator, Youth Minister, etc.



Greet all who arrive but be especially aware of newcomers.



Become familiar with the names and faces of parishioners by reviewing the parish directory.
Knowing who’s who will help you know who’s new!



As a greeter, smile and focus on each person as they enter. Greet them with “Good Morning”
or other appropriate words of welcome. Sincerity is the key to hospitality.



Be sensitive to people and quickly assess if they might have any special needs. Do they need
to find accessible seating, a restroom, or require large print material? Keep in mind ways that
you can help this person feel at home and comfortable.



Be prepared for emergencies, questions, and unexpected incidents. It may be necessary to
add additional seating, assist the elderly, direct traffic, or call for help in an emergency.



Have people stationed outside of the church prepared to welcome others and to help them
into church, if needed. Have umbrellas on hand if it rains to go out and escort people into the
church, especially the elderly, the disabled, and families with children.



Station porters at all church doors. They will be responsible to open the doors for everyone
entering and exiting the church.



The ministers of hospitality warmly greet everyone at the doors, being especially attentive to
the needs of the visitor or anyone needing special assistance.



Hosts/Hostesses can distribute worship aids, assist with seating, and help those with special
needs



To the extent possible, ensure that the worship space is fully accessible to those with special
needs.



During the Mass, team members should pray and respond through word, gesture, and song as
a member of the assembly.



Assist in seating those who arrive late, taking up the collection, handing out bulletins at the
end of Mass, assisting in any emergencies, and wherever needed.



Ensure that those arriving late are not seated during any of the prayers, the proclamations of
Scripture, or the homily.
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Try to engage youth and young adults in the ministry of welcome who can specifically engage
with other youth and young adults who come to church.



If greeters are responsible for assigning gift bearers, they should strive to make sure that
those chosen represent a cross section of the parish, in age, ethnicity and gender.



During Communion greeters do only what is necessary to facilitate the procession and do not
try to rigidly control traffic flow, as rigid control often creates large gaps in the procession.
Some parishes have found that it is only necessary to have greeters facilitate the Communion
procession on Christmas and Easter.



Consider developing a parishioner‐based “shuttle ministry” for those who cannot travel to
Mass on their own.
Young Adults: Sometimes young adults who are single are uncomfortable going to
Mass and eating alone.
 Work to form a group of young adults who attend Mass and build fellowship
together. They will invite other young adults to join them.
 Encouraging young adults to participate in the sacramental life of the parish as
lectors, readers, EMOHC to the sick and shut‐ins, and hospitality ministry.
 Many young adults enjoy participating in devotions and practices such as
Eucharistic Adoration and Holy Hours that incorporate evening prayer and
contemporary praise and worship music. Consider (re)introducing these practices
in your parish and call forth young adults to lead in the organization of these
parish events.
Separated and Divorced Outreach: Are there support groups and ministries for
separated and divorced persons?
 https://beginningexperience.org/
The Elderly: Is the parish accessible to elderly persons (i.e., elevators, accessibility
ramps, etc.)?



Study the feasibility and develop a plan to livestream the parish Mass online for use by the
elderly and shut‐ins.



Following Mass, have team members stationed about the common areas of the Church ready
to speak with visitors again. Offer to answer any questions they might have. Listen and look
for more clues in order to respond to their needs.
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Pass appropriate information about visitors to the person in charge of follow‐up.
– Always get their information and pass it on to a designated leader in the parish. Never give
a phone number/email to a newcomer and tell them to follow up or contact a particular
person in the parish. They may never initiate and the parish will miss the opportunity to
build relationships with them.



Watch for the person to visit again and be sure to greet them and talk with them.



Team members do a walkthrough of the church, straightening up so that the worship space
will be neat and ready for the next time the assembly gathers.

C. Worshipping Etiquette in Church
“As beautiful as the liturgy is, it is, by its nature, inhospitable to the outsider. It is so because it is the
worship of the initiated. It presumes knowledge of basic theology, gestures, postures, prayers and
ritual that are often foreign to the non‐Catholic or non‐churchgoer.”
Father James Mallon, Divine Renovation.
How we approach worship can greatly impact Catholics who infrequently attend Mass and need to be
re‐engaged in their faith. Care and concern for these the following suggestions demonstrate reverence
to all those around us and make the experience of Mass more meaningful.


The presider can offer a few words of welcome to the congregation and invite people to take
a few moments and greet one another before the Collect (Introductory Prayer) of the Mass.



Be aware: Share worship aids when there are too few to serve everyone.



Meld our voices in prayer
and song into one voice,
rather than taking our own
tempo and volume.



Be attentive to children to
keep them engaged in the
liturgy.



The community should
tolerate the occasional
noise or disruption from a
child, rather than giving
them and their parents
scowls of disapproval.
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Strive to make accommodations for families with small children.



Include children in the Mass and in parish activities when able and appropriate.



Parents should not feel constrained to take children out of the church if they are being
exceptionally loud or disruptive. Use the cry room if one is available at your church. Your
presence among the community is important and you are setting a good example for your
child.



Participate in the songs, acclamations and responses of the Mass: This full, conscious, and
active participation in the Mass offers support to those who may be hesitant to participate.



One form of hospitality is attentiveness to the proclamations of the Scripture readings and the
homily.
We focus on the lector, cantor,
A good sound system, proper lighting, and
deacon, and priest to actively listen
sufficient worship aids are necessary to good
and respond to these ministers
worship.
engaging in the dialogue between
Provide hearing‐assisted devices for those who
God and God’s people. The gesture
need in the worship space.
of invitation given in the dialogue by
the cantor, deacon, and priest is an
For the faithful, hospitality begins at home by
outward expression of inclusivity.
reading the Scripture readings before coming to
Our participation in the dialogue
church on Sunday.
with these ministers also expresses
At Mass, all listen attentively to the Word
our hospitality both to the ministers
proclaimed.
and to the rest of the assembly.
Hospitality requires that the
Our attentiveness, our singing of the
assembly is able to hear the texts
acclamations, and our posture and gestures
and the dialogue.
express our unity with one another and our
support of each other.











All should participate in the dialogue before and after the readings, the responsorial psalm,
and the responses to the Prayers of the Faithful, which are public responses we give to the
Word of God through our dialogues between the priest and laity.
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D. The Word of God
For where two or three are gathered together in my name,
there am I in the midst of them. Matthew 18:20
The General Instruction of the Roman Missal 2002 says, “When the Sacred Scriptures are read in the
Church, God himself speaks to his people, and Christ, present in His own word, proclaims the Gospel.”
(GIRM #29) Ministers of the word (priests, deacons, lectors, and cantors) should take this quote to
heart and realize the importance of their ministry.
In order for an assembly to hear and grasp the texts being proclaimed, the minister of the word first
has to understand the assigned text. Each minister of the word should spend time over several days in
preparation before they proclaim Scripture at Mass.


This preparation should include prayer, scripture study, and rehearsal of the oral proclamation
of the Scripture.



The lector, cantor, deacon and priest should be well prepared with the text they are
proclaiming, including the proper pronunciation of names and places in the text so that the
assembly can understand them.



Ministers of hospitality can help to facilitate this attention by making sure that any latecomers
are not seated during the proclamation of the Scripture readings (1st reading, responsorial
psalm, 2nd reading, Gospel) or the silences that follow.



Ministers of hospitality assist anyone needing to be seated after the proclamation of the
Gospel and before the homily begins.

The liturgical celebration is made up of the Liturgy of the Word and the
Liturgy of the Eucharist. “The two parts are so closely connected, they
form one act of worship.” (CSL #56) The action centers on the table of
God’s Word (the ambo/lectern) and the table of Christ’s body (the
altar). Through the actions at the ambo and the altar, the faithful are
instructed and nourished.
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E. The Centrality of the Kerygma
The Church has spoken clearly over the years as to the centrality of preaching the kerygma in our
assemblies by the ordained ministers of the Church. Every Sunday, every baptism, wedding, funeral,
confirmation, etc. where the word of God is preached is an opportunity to show those gathered the
love of God for his people by preaching “Jesus Christ, his death and resurrection, and the new life found
in him through a life of faith, hope and love. Every time we preach there should be a clear enunciation
of this and an invitation to respond by those who are “cut to the heart”2 by this preaching. The “voice”
of the parish: priests and deacons carry a serious obligation to proclaim the saving power of the Gospel
and the love of Jesus Christ to all.


Priests and deacon should study the examples of the Kerygma provided in the Acts of the
Apostles and the New Testament and work to craft a bold proclamation of Joy in redemption
through Christ and make this a focal point of their regular preaching if it is not already
established.



Speaking to the needs and concerns of the age



Deacons and priests can include a simple moment of welcome to all at the beginning or end of
the homily if they have not already done so at Mass.

F. Extraordinary Ministers of Holy Communion

2



Extraordinary Ministers of Holy Communion should represent the entire diversity of the parish
through age, gender, and ethnicity. This diversity expresses the openness that is indicative of
Christian hospitality.



The distribution of Holy Communion should not be rushed. Take care to avoid a mechanical
mode to the sacrament, making sure that actions are deliberate, not rushed, and speech is clear
and spaced.



Those assisting with the distribution of Holy Communion should dress appropriately for the
ministry, avoiding wearing overly casual or revealing clothing.



Accommodate persons with disabilities by seating them in one of the front pews and bring them
Holy Communion first before the rest of the parish lines up to receive our Lord (or make other
accommodations best suited for your parish).

Acts 2: 37
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IV. THE SACRAMENTS AND HOLY DAYS
The sacraments and holy days are perhaps some of the greatest opportunities we have for the new
evangelization! Many Catholics who nominally practice the faith often surface for baptisms, weddings,
confirmations and funerals for friends and family. Likewise, the major holy days of Christmas and
Easter, as well as Ash Wednesday and Palm Sunday, are times throughout the liturgical year that more
Catholics attend Mass often because of sentimental or cultural identity. These can be opportunities to
bring people back into the regular practice of the faith with the right attention to detail and the
kindness of a welcoming community.


Always welcome them!



Homilists can use these privileged encounters to proclaim the Kerygma in relation to the
Sacrament.



Include special communications, announcements, programs or worship aides in order to allow
people to more fully participate in the liturgy at the level in which they are able.



Certain sacramental moments call for special kinds of hospitality from the parish.



The presence of hospitality ministers to greet and host visitors for these important
sacramental moments.



Have “prayer‐partners” – people within the parish who are praying specifically, by name, for a
sacramental candidate.

A. Baptism
Form a committee to help prepare for Baptisms and consider the following action items:


Suggest Baptisms within the context of Sunday Eucharist.



Encourage parishioners to attend and participate in parish Baptisms.



1 month following – mail a congratulatory letter from the Pastor.



6 months following ‐ a phone call from a couple in the parish to see how they are doing.



1‐year anniversary – a gift (book, cross, children’s bible) sent from the parish.
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B. First Holy Communion


Issue specific invitation to parents to set the example and participate alongside their children
in the sacrament (if they are able).



Give each candidate a gift (like a Bible) to commemorate their sacramental day.

C. Confirmation


Offer Holy Spirit Retreats to your confirmands.



Make an extra effort to welcome family and guests.



Ensure that there is ample seating.



Have sufficient availability of worship aids and programs.

D. Weddings


During Pre‐Cana, assign a mentor couple to each engaged couple who will periodically call and
check in on them, perhaps even meet face‐to‐face once or twice before their marriage.



Continue this ministry throughout their marriage.



The day of the wedding provide a gift from the parish, like a crucifix, or icon of the Holy
Family, for their home that has been blessed and is presented during the homily.



Have resources ready and available to help and support troubled marriages.



Host an annual event of recognition for newly married couples, i.e., a dinner and a marriage
enrichment speaker, or a retreat.
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E. Funerals (Recommendations for Bereavement Care)


Form a group of parishioners (some call this a Lazarus Team) to provide food for the family
and respite at the parish hall. Consider doing this as an act of mercy to the family, especially if
they are poor. Having parishioners organize this as potlucks is a way to get more parishioners
involved in this ministry.



Always have music at funerals. Consider forming a liturgical choir (Resurrection Choir) of
retired parishioners to sing at all funeral.



Offer of bereavement group/ministry at the parish for those suffering from the loss of a loved
one.



Encourage members of the parish not only to pray for the dead and the family but to attend
the wakes and funerals, as well.

V. PARISH STAFF
Parish Staff – Parish Secretary, Janitors, and Receptionists are often the moments of first encounter by
inactive Catholics and non‐Catholics exploring how to come back to the faith.
Awareness of this fact along with some basic courtesies can go a long way in helping create a positive
first impression of the community to the outsider.


Provide training in hospitality to receptionists, secretaries, janitors and parish staff. The Boy
Scouts Law can provide us some light in how we can think about treating people we
encounter in the parish:
– Trustworthy, Loyal, Helpful, Friendly, Courteous, Kind, Obedient, Cheerful, Thrifty, Brave,
Clean, Reverent



Smile before you answer the phone and always get a number, never just transfer.



Be helpful – know who to refer to and keep accurate information (good customer service
mentality).



Recognize that the parish is where “church” happens for the vast majority of people.
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Liturgy – General Liturgical Practices: Phase One
The most important aspect of parish life is the celebration of the sacraments. Therefore, every effort
needs to be made to assure that the sacramental celebrations of each parish are the best they can be.
Of utmost importance is the Sunday Eucharistic celebration. No other parish experience draws the
consistent number of people as does the Sunday Mass. Focusing on celebrating the Sunday liturgies
well can help the parish find its unity as the People of God.
As the General Instruction of the Roman Missal (GIRM) is THE guide for the liturgical life of a parish, be
reminded that it is just that, a general instruction. This document is what the Church considers
important in her liturgical celebrations. Each grouping should consider the “particular” instruction.
The Clergy Team should ask itself, “If this is what the Church intends for us to do (GIRM), what does
that mean here at each of our parishes?” The Church cannot imagine all architectural styles and
building parameters. The principles found in the GIRM are to be applied to form local liturgical norms.
The following sections are here to help the Clergy Team to reflect on the liturgical life of the parishes.
The considerations are not exhaustive. Each grouping needs to scan its environment to foster the
parishes’ liturgical life to be its “summit and source”, in order to create vibrancy.

LITURGY – GENERAL LITURGICAL PRACTICES: PHASE ONE
DISCOVERING THE LITURGICAL CULTURE
Each parish has a liturgical culture. Local traditions, devotions, ethnicities, and architecture are but a
few of its foundation stones. The Clergy Team needs to plumb the depths of this culture to eventually
establish a liturgical vision for the grouping.

Action Steps:
1. The Clergy Team may want to read and discuss the GIRM to begin to appreciate the desires
the Church has for her liturgical life.
2. Review the list of liturgical books each parish has available and check their condition as
worthy for use at the liturgical celebrations.


See Resource #1: Current Liturgical Books in Use.

3. Complete the chart in Resource #2 and review as a Clergy Team.
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LITURGY – GENERAL LITURGICAL PRACTICES: PHASE TWO
ESTABLISHING THE LITURGICAL CULTURE
The first months of the grouping are when a new liturgical culture can start to be established. The goal
is to begin to have the liturgical practices in the grouping become consistent. Therefore, the Clergy
Team, staff, and Advisory Councils have to take some time to discuss the celebration of Mass and the
other sacraments.

Action Steps:
1. Highlight what Catholics believe about the Mass, what participation means, and why it is
important.
a. Provide good liturgical materials (seasonal or yearly) that can help people understand the
liturgy. Encourage the parishioners to take them home for study, discussion, and
evangelization.
b. Remind parishioners that liturgical celebrations are of the Church and not private affairs.
Parishioners are always welcome to ANY liturgical celebration. This means attending
baptisms, weddings, and funerals, no matter which parish. This demonstrates that the
parish (grouping) cares about those who are experiencing these moments of life.
c. Offer workshops, classes, guest speakers necessary to help accomplish this.
2. Ask if the ministers still want to serve. Are they willing to travel to the other sites? Do they
have Mass time preferences?
3. Encourage liturgical ministers to come together to pray as well as to discuss practices in each
parish. Ask questions about how you together can build a common way of practice for each
ministry. Invite the liturgical ministers to participate at Mass at all the parishes in the grouping
as a way to get to know each place.
4. Extend permission to serve across the parishes of the grouping to all Extraordinary Ministers
of Holy Communion, both at Mass and for taking Holy Communion to the homebound and to
institutions within the grouping.

PAGE 4 OF 32

BLUEPRINT – LITURGY

AUGUST 28, 2018

Liturgy – General Liturgical Practices: Phase Two
5. Recruit a staff member or volunteer to take on the responsibility of crafting the schedule for
each ministry. Would a scheduling program be helpful if the numbers are large? Is this
person able to communicate clearly and share the vision with the ministers? Can he or she
foster relationships and work with those who coordinate the ministries?
a. Set standards such as gatherings for prayer, formation and reflection.
b. Share with them how you envision their ministry at the new parish.
c. Acknowledge the liturgical ministers on a Sunday during the year. Is there a need to
commission both the veterans and new ministers?
6. Develop the schedule of liturgical ministers for January 2019 and beyond. The schedule from
October 15, 2018 through December 31, 2018, should have been submitted to all liturgical
ministers by mid‐September 2018. The scheduling of liturgical ministers for January 2019 and
beyond can foster relationships across the grouping. Allow those who wish to serve in each
building to do so. Provide training for those who need it to become familiar with the protocols
in each place. Communicate the schedule to all liturgical ministers as early as possible.
7. Educate ministers about the importance of fulfilling the requirements for Safe Environment.
8. Evaluate the ministries and offer feedback.


See Resource # 3: Evaluation of Liturgical Ministries.

9. Use homilies, bulletin articles, social media, etc., to explain any changes and why.
a. The Extraordinary Ministers will now be standing here and approach the altar in this way
at the time for Holy Communion.
b. The Readers will no longer wear albs because….
10. Determine the Holy Day schedule for the grouping.
11. Consider celebrating the Triduum as a grouping, not as individual parishes. This means one
liturgy for each of the Three Days.
a. Rotate according to seating capacity and parking for the liturgies of Holy Thursday, Good
Friday, and Easter Vigil.
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b. Have other opportunities at the parishes where there is no Triduum Liturgy: Stations of
the Cross, Liturgy of the Hours, Taize prayer, etc.
c. Consider taking the Holy Eucharist in procession to the church where the Good Friday
services will be held.
d. Share the Easter Water from the Vigil among the parishes; consider bringing it in
procession on Easter Sunday.
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LITURGY – GENERAL LITURGICAL PRACTICES: PHASE THREE
ADVANCING THE LITURGICAL CULTURE
As the grouping moves toward the establishment of the new parish, there will be need to advance the
liturgical culture. It is hoped that both ministers and congregation are aware of this growing liturgical
culture and have embraced it.

Action Steps:
1. Consider planning a ministry fair to encourage parishioners to serve as Liturgical Ministers.
2. Identify the traditions, cultures, liturgical celebrations that are being kept in the parish and
could be incorporated for the grouping.
3. Suggest new practices, such as adoration, that could be introduced in the grouping.
4. Decide how to merge devotions that are repetitive such as a Rosary group or other prayer
groups.
5. Evaluate if screens or other technologies might be necessary to project the hymns and
responses. Would a weekly printed worship aid better serve the congregation than a
missalette or hymnal?
6. Look for who is missing at Mass in the grouping. Young parents, young singles, any other
demographic? What outreach ministries might the grouping undertake to serve the
communities and not just those who are visible at Mass?
7. Determine if the grouping needs to introduce a bilingual liturgy to serve the communities in
which it lives? Are there racial and ethnic sensitivities present to include all people?
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LITURGY – GENERAL LITURGICAL PRACTICES: ADDENDUM
SPECIAL CONSIDERATIONS: ALL SOULS’ DAY, CHRISTMAS, RCIA
AND THE EASTER VIGIL
ALL SOULS’ DAY
November 2, All Souls’ Day, will be upon the new Administrator even before he may be unpacked. It
is customary in many parishes to invite the families and friends of those who have been buried from
the parish over the course of the past year to participate in a Mass on that day. As the Implementation
Phase begins, it would seem to make more sense to continue, if at all possible, with separate
celebrations in those parishes that have had them, so as not to cause confusion. If several parishes
have already been working together, then a combined celebration in those parishes would make sense.

CHRISTMAS
Christmas Masses may be scheduled as the Administrator determines best. Given the popularity of
Mass on Christmas Eve, multiple Masses will be scheduled in the grouping. However, recognizing our
theological and liturgical practice, these should not cause the elimination or scarcity of Masses on
Christmas Day. There is no requirement to celebrate Mass in every parish of the grouping on
holydays, as long as the faithful have access to the celebration of Mass on those days.

RCIA
RCIA should be a collaborative effort among the parishes of the grouping where there are catechumens
and candidates. Bringing together those staff and volunteers to best determine how to approach a
combined effort is laudable. For the celebration of the Scrutinies during Lent, one way to move forward
is to rotate the rite among the parishes, i.e. First Scrutiny at Parish A, Second Scrutiny at Parish B, Third
Scrutiny at Parish C.
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EASTER VIGIL
The Easter Vigil should be celebrated only once in the parishes of the grouping. This will highlight the
importance of this liturgy and bring together ministers, those being initiated and received, and the
faithful, for one joyous and optimal celebration. As mentioned previously, (Phase Two, #11) if the
Administrator so choses, he may select three different churches for the Triduum liturgies, including in
some other way, such as for optional devotions like the Stations of the Cross, those that are not used
for the Triduum. The Easter holy water can be blessed at the single celebration of the Easter Vigil and
shared among the parishes of the grouping. Only one Paschal Candle is to be prepared and lighted at
the Vigil. The candles for the other parishes should be prepared and blessed privately, after the
celebration of the Vigil. They would be in place and lighted before the first Easter Mass is celebrated in
the parish church where they will be located.

PAGE 9 OF 32

BLUEPRINT – LITURGY

AUGUST 28, 2018

Liturgy – Music Ministry: Phase One
These steps can help the Administrator create a unified music ministry across the grouping. Rather
than offering time periods, the approach is in three phases. Since every situation will be different, the
Administrator will adapt the timing to the grouping’s circumstances.

LITURGY – MUSIC MINISTRY: PHASE ONE
THE FIRST WEEKS
Since the interim Mass schedule becomes effective with the arrival of the new Clergy Team, it will
immediately affect the schedule for all those involved in music ministry. If possible, meeting these paid
and volunteer ministers even before the arrival date will help to begin to build relationships. Listen to
the concerns voiced and seek the advice of the musicians about how to proceed.

Action Steps:
1. Gather information from the music ministers in each parish of the grouping.


See Resource #4: Evaluation of Music Ministry.

2. With the feedback from the current music ministers, determine what repertoire is common
for all the parishes so that everyone is familiar with and using the same Mass settings, hymns,
etc.
3. Meet with the volunteer musicians, preferably in a social setting, to hear them and their
concerns. This could be done in common at one location or at different times in multiple
locations.
4. Do not make immediate changes to the music programs unless absolutely necessary. This will
help build trust first.
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LITURGY – MUSIC MINISTRY: PHASE TWO
THE FIRST MONTHS
Action Steps:
1. Consider hiring one Director of Music Ministry for the grouping. This person will be
responsible for coordination of the entire music ministry program across the grouping.


See the HR Tool Kit and Case Studies.

2. Determine additional music ministry staffing that will be necessary (e.g. organists, choir
directors, contemporary musicians).
3. Develop job descriptions and clear responsibilities for all music staff.
4. Determine common fees for funerals and weddings, and a start date for these. Communicate
these in the bulletin and through other media. Communicate to local funeral directors the fee
for funerals.
5. Begin standardizing the repertoire, using common responses across the grouping. Proceed
gradually. Eucharistic acclamations are a good place to begin, and then add hymns and
responses. Be respectful of the styles of music used in each parish.
6. Consider bringing the choirs together for special occasions and celebrations such as
confirmation, Thanksgiving, and feast days.
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LITURGY – MUSIC MINISTRY: PHASE THREE
BEFORE THE END OF THE FIRST YEAR
Action Steps:
1. Develop further the common repertoire for the entire grouping, keeping in mind which
stylistic differences should be accommodated.
2. Work towards a common musical resource such as a specific hymnal or weekly worship aid
that will be used at all Masses.
3. Have the cantors rotate between parishes/church buildings as far as possible.
4. Rotate the choirs among the parishes/buildings, and at different Mass times as much as
possible.
5. Reevaluate the staffing needs if the decision to close a church building happens during this
time.
6. Determine the future of all musical instruments, if a decision to close a building is made. You
can ask for assistance from the appropriate diocesan offices.
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One of the most common pieces of feedback that have been heard across the diocese is that people
are seeking homilies that speak to their everyday reality. How can the homilist touch my life as it is
today? What connection can be made between the readings and my own experience of living out my
faith? Canned homilies just don’t cut it and a string of jokes or stories without any connection to the
experience of the people just results in frustration.

LITURGY – HOMILIES: PHASE ONE
SELECTING A METHOD
EXAMPLES YOU CAN FOLLOW
HOMILY RESOURCES
1. DIVINE RENOVATION
Father James Mallon, author, speaker, parish priest, presented three primary aspects of vibrant
liturgy: hospitality, hymns and homilies. The Mallon experience came about from bringing three
parishes into one new parish, and realizing that mission had to take precedence over every other
thing, including the former ways of operating. Father Mallon’s best seller, Divine Renovation, has
become a popular site to find examples of a preaching style that casts a vision and invites people
to share that vision. He offers various resources on his site, www.divinerenovation.net.

2. GOOD LEADERS, GOOD SHEPHERDS
Module 2: Leadership in the Self Context asks participants to define their role related activities in
order to create their most important KRA’s, key responsibility areas. Once the priest has identified
these, he writes SMART goals that flow from each KRA. One example practiced in one parish in
the diocese was to enhance the preaching and message delivered at every Sunday Mass, since
preaching is a major role of every priest.
If you participated in one of the cohorts of Good Leaders, Good Shepherds, you may remember
trying to determine your KRA’s and then writing a few SMART goals that coordinated with each
area of responsibility. The process of homily development based on a KRA and SMART goal is
described in the following Action Steps.
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PROCESS FOR USING A KRA FOR HOMILIES
Action Steps:
1. Develop a KRA (key responsibility area) which answers these three questions: does – what –
why.
This is an ongoing function such as homily preparation. The example being referenced used
this:
a. Prepare and execute a comprehensive plan for homilies at Sunday Mass that includes other
clergy, music ministers and adult formation staff so that parishioners are invited into a
deeper relationship with Christ and His Church.
2. Write a SMART goal (Specific, Measurable, Attainable, Relevant, Trackable) that flows from
the KRA. This goal should answer the questions: achieves – what – when so that a timeframe
is established to measure for the success of the goal. Here is the example:
a. Assemble the necessary clergy and staff before February 1, 20XX, to determine common
themes for preaching so that every person who comes to Mass in the grouping will hear
the same message during Lent and Easter time.
3. Once the staff is assembled together, you should count on it taking several meeting times
together to plan the core message that all preachers, priests and deacons, will convey in the
homilies for the season. It would be a good practice for the Administrator to meet individually
with each person before this meeting to offer some explanation of the goal, and the rationale
behind it. Meeting individually also allows each person to bring ideas to the joint meeting.
4. At the initial meeting, the Administrator once again lays out his vision for the core message of
the season being planned. During the first year of the grouping, this would likely be around
unity and relationship building among the parishes.
5. The music ministers participate because they can offer suggestions for common music that
supports the preaching. Even though the style of the homily may vary according to the
personality of the preacher, sticking to the core theme that is supported by the music for the
Mass communicates the common message.
6. The person charged with adult formation is important because after participating in the
planning, she or he can work with the liturgical ministers in their formation and develop a
common way of exercising the various ministries (Readers, Extraordinary Ministers of Holy
Communion, Greeters) even as they pray together and discuss the core message and how
they incorporate that into the ministries.
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LITURGY – HOMILIES: PHASE TWO
COMMUNICATION AROUND THE CORE MESSAGE
It may seem like a lot of effort to collaborate with the Clergy Team and staff members as described in
the example above. But the necessity for clear and constant communication cannot be over
emphasized. Keep the message simple, i.e. “Our goal is to eventually form one new community of faith.
Here is what that means for us as we listen to these readings today.”
Pay attention to how the homilies are being received. Ask for concrete feedback. Designate
parishioners in the grouping to solicit feedback from others and take the criticism to heart. Some may
simply express displeasure at the process, but you will also receive constructive comments that can
enhance the delivery of the message.

Action Steps:
1. Be patient! While the Clergy Team may feel stifled because they are being asked to
incorporate one core message for weeks at a time, it is the Administrator’s role to rally them
around the rationale for this. Every person at Mass in all the churches of the grouping on a
given weekend must hear the same message. It will be important to debrief after the
weekend so that all those who preached can offer observations.
2. Emphasize the core message at all parish meetings. Form leaders of organizations and
ministries to be able to communicate it simply. You could make prayer time at the beginning
of every gathering a time to incorporate it.
3. Ask the Advisory Councils to be sensitive to sharing the message across the grouping and seek
their feedback on how it is being received.
4. Over communicate clarity. This means that in addition to the homilies and the music, the
bulletin, the website and any social media the grouping engages should communicate the core
message clearly. If the parishes use outside signage, put it there.
5. Adjust the messaging according to the constructive feedback you receive.
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Liturgy – Homilies: Phase Three

LITURGY – HOMILIES: PHASE THREE
REPEAT THE CYCLE
As a new liturgical season approaches, repeat the process of meeting with all the preachers, the music
ministers and the adult formation staff to plan how to communicate the core message. Follow the
subsequent steps in communication and saturation throughout the parishes of the grouping.
Be sure to provide enough time before the season actually begins to discuss, suggest and edit according
to the needs and length of the season.

Action Steps:
6. For the Advent/Christmas/Epiphany season, meet by early October.
7. For Winter Ordinary Time, meet by early December.
8. For Lent/Easter/Pentecost, meet by late January or mid‐February, depending on the date of
Ash Wednesday.
9. For Summer Ordinary Time, meet by late April.
10. For Autumn Ordinary Time, meet by mid‐July.
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LITURGY – MASS INTENTIONS


See Resource #5: Reference Sheet for Mass Intentions for Parish Staff Use.

PRO POPULO MASS INTENTIONS (FOR THE PEOPLE):
Only one Pro Populo (for the people) Mass intention needs to be celebrated per grouping each Sunday
and holy day of obligation as required by Canon 534.1 and 534.2.
Canon 534.2 A pastor who has the care of several parishes is bound to apply only one Mass for the
entire people entrusted to him on the days mentioned in Canon 534.1.

OTHER MASS INTENTIONS:
If a Mass intention is scheduled for a Mass at a time or a place that will not be possible, the following
can be done:
1. Move the intention to another day/time. Be sure the donor is informed of this.
2. Group intentions together for pluri‐intention Masses:
a. A maximum of 2 pluri‐intention Masses can be celebrated per parish each week (Sunday‐
Saturday).
b. No more than 4 intentions can be grouped in each pluri‐intention Mass.
c. The explicit consent of the donors is needed, and a written note to Father Thomas Kunz
must be sent.
d. The amount exceeding the offering for a single intention shall be consigned to the
ordinary as specified in Canon 951.1 (All amounts over the single stipend amount of
$10.00 goes to the diocesan bination account which according to our custom is for the
education of seminarians.)
3. Send the intention to another priest to be fulfilled.
4. Return the donation.
For further information on pluri‐intention Masses please see:
https://www.ewtn.com/library/CURIA/CCLSTIPN.HTM
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Liturgy – Mass Intentions
FOR PLURI OR COLLECTIVE INTENTION MASSES:
When people making an offering, have been explicitly informed and freely consent to combining their
offering in a single offering, their intentions are satisfied with a single Mass celebrated according to a
“collective” intention. When you receive a collective intention, please do the following:
1. Ensure donors have been explicitly informed and freely consent to combining their offering in
a single offering for a Mass.
2. Group no more than 4 intentions together in one pluri‐intention Mass.
3. Celebrate only a maximum of 2 pluri‐intention Masses per parish each week (Sunday‐
Saturday).
4. Make public the place and time of Mass.
5. Send a written note to Father Thomas Kunz requesting the permission for the collective
intention Mass.
6. Send the amount exceeding the single offering for an intention into the diocesan bination
account.

PAGE 18 OF 32

BLUEPRINT – LITURGY

AUGUST 28, 2018

Liturgy – Interim Mass Schedules Feedback: Phase One
Each grouping has up to six months to collect feedback on the interim Mass schedule. Practical wisdom
suggests that Clergy Teams will begin receiving verbal feedback from parishioners immediately
following implementation of the interim schedule.
Based on the needs and situation of the grouping, each Administrator will determine when and how
he will collect written feedback. Due to the Advent and Christmas seasons following so closely upon
the implementation of the interim schedule, it is suggested that the collection of written feedback not
begin before January 2019.

LITURGY – INTERIM MASS SCHEDULES FEEDBACK: PHASE ONE
RECORDING VERBAL FEEDBACK
Action Steps:
1. The entire Clergy Team is attentive to the verbal feedback.
2. The Administrator determines with the Clergy Team how and when they will together debrief
on feedback following the weekend liturgies.
3. Keep a written log of verbal feedback that is collected. Capture trends that are developing.
4. Help parishioners focus on objective rather than subjective feedback.
Examples of objective feedback:







Parking is insufficient.
Access to the church is challenging for the elderly (distance to walk or steps, etc.)
Seating is inadequate.
Mass times do not coincide with accessible public transportation.
Religious Education and Mass times are a conflict for the family.
Mass times are not conducive to the needs of the community.

Examples of subjective feedback:
 You took away my Mass time.
 Someone is sitting in my pew.
 I don’t like the schedule.
 I don’t know why anything had to change – I liked it just fine the way it was.
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LITURGY – INTERIM MASS SCHEDULES FEEDBACK: PHASE TWO
COLLECTING WRITTEN FEEDBACK
Action Steps:
1. Establish the best vehicle(s) for collecting written feedback.
a. Electronic Survey (i.e., SurveyMonkey – Contact the Secretariat for Parish Services for
assistance)
b. Written survey in the bulletin or in the pews that parishioners return via the collection
basket or mail
c. Offer both electronic and written surveys
2. Determine written feedback (survey). See the following samples:
a. Parking is sufficient.

Yes

No

b. Access to the church is reasonable for the elderly
or physically challenged.

Yes

No

c. Seating is adequate.

Yes

No

d. Public transportation is available during Mass times.

Yes

No

e. Religious Education and Mass times are a conflict for the family.

Yes

No

f. Mass times are providing the sacramental needs of the community.

Yes

No

g. At least half of the seating capacity is utilized during this Mass.

Yes

No

3. Provide space for comments and/or suggestions.
4. Decide if you will accept feedback that is anonymous.
5. Establish deadlines for the submission of feedback.
6. Determine who will analyze and produce a report on the feedback.
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Liturgy – Interim Mass Schedules Feedback: Phase Two
7. Consider including additional data in the report pertaining to Mass attendance counts and
offertory envelopes. Comparing the average Mass attendance counts from before and after
the change in Mass schedules will provide quantitative analysis regarding the change.
The following resources are to be used at your discretion and do not need to be returned:


See Resource #6: Interim Mass Schedule Attendance Count Comparison Form.
The count of envelopes from outside of your grouping will provide data regarding the
attendance of parishioners from other groupings. Modifying the resource to track
envelopes within the grouping will provide important information regarding the
attendance of the faithful from each parish in the grouping for each Mass time.
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LITURGY – INTERIM MASS SCHEDULES FEEDBACK: PHASE THREE
REPORTING WRITTEN FEEDBACK
Action Steps:
1. Meet with staff for their feedback on the report.
2. Convene with Advisory Councils to analyze the feedback and determine if adjustments need
to be made to the schedule.
3. Report to the Regional Vicar.
4. Present the report of the feedback to all parishioners in the grouping.
5. Decide when any changes will become effective.
6. Send the report in writing to the Regional Vicar along with requests for changes to be made
to the interim schedule.
7. Determine how you will communicate changes to parishioners.

PAGE 22 OF 32

BLUEPRINT – LITURGY

AUGUST 28, 2018

Liturgy

RESOURCES
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LITURGICAL BOOKS CURRENTLY IN USE
AS OF MAY 25, 2018
The translation work of the International Commission on English in the Liturgy and the publication of
new ritual books is ongoing. The following list of current ritual books are editions approved for liturgical
use in the United States of America.
(An underlined year indicates the Spanish edition approved for use in the U.S.)
(An * denotes books anticipating revisions.)
THE ROMAN MISSAL:
Roman Missal 2011, 2018
Roman Calendar (included in the Missal)
General Instruction of the Roman Missal 2011, 2018
Lectionary for Mass 1998/2002, 1999 (In three Volumes)*
Vol. I – Sundays and Solemnities, 1997 (either in one volume or three)
Vol. II – Weekdays, Year I, 2001
Vol. III – Weekdays, Year II, 2001
Vol. IV – Ritual Masses, MVNO, Masses for the Dead 2001
Vol. V – Supplement 2017
The Book of the Gospels 1999
Introduction of the Book of the Gospels
The Collection of Masses for the Blessed Virgin Mary
Missal 2012
Lectionary 1986
Lectionary for Masses with Children 1993
Rite of Concelebration 2011
Sunday Celebrations in the Absence of a Priest 2012, 2007
Eucharistic Prayers for Masses with Children 2011
Excerpts from the Roman Missal 2018
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THE ROMAN RITUAL:
The Rites of Initiation
Rite of Christian Initiation of Adults 1988(*), 1993
Rite of Baptism for Children 2003(*), 2010
(The Order of Confirmation 2016, 1999/2016)
Rite of Penance 2010
The Order of Celebrating Matrimony 2016, 2010/2016
Book of Blessings 1989, ****
Catholic Household Blessings and Prayers 2007
Bendición al Cumplir Quince Años (Quinceañera) 2008
Rite for the Blessing of a Child in the Womb 2012
Pastoral Care of the Sick: Rites of Anointing and Viaticum 1983
There are two editions of this text, one prior to the Code of Canon Law and one after
promulgation. The proper edition at #14 reads “is to be conferred”. The “prior” edition
states “may be conferred”.
Pastoral Care of the Dying 2002
Administration of Communion and Viaticum
by an Extraordinary Minister 2013, 2013
Order of Christian Funerals 1989/Cremation 1997, 2002
Holy Communion and Worship of the Eucharist Outside Mass 1976
Rite of Distributing Communion Outside Mass
Rite of Communion to the Sick 2012
Adoration and Exposition of the Blessed Sacrament
Order for the Solemn Exposition of the Holy Eucharist 1993
Exorcisms and Related Supplications 2017
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THE ROMAN PONTIFICAL: 2010
Rites of Ordination (2003/2010*)
The Institution of Lectors and Acolytes
The Blessing of Abbots and Abbesses
The Consecration of Virgins
The Rite of Confirmation – see above.
The Rite for the Blessing of Oils and then Consecration of Chrism (*)
Rite of Dedication of a Church and an Altar 2018
OTHER LITURGICAL BOOKS:
Liturgy of the Hours 1975/1976(*)
Manual of Indulgences: Norms and Grants 2006
Order of Crowning an Image of the Blessed Virgin Mary 2005
The Ceremonial of Bishops 1984 (Second edition in Latin 2008)
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Liturgy: Resource #2
Liturgical Discussion Points for Clergy Teams
Yes

No

Notes

Ritual Books: Are they current?
An appendix contains the copyright dates of the proper
editions in both English and Spanish.
Special Practices: Which ones are important? Are there
periods of adoration, novenas, prayer groups? Are there
ethnic celebrations or hymns that people treasure?
Family Events: Are they celebrated? Examples:
acknowledge students going back to school, wedding
anniversaries, photos displayed on a bulletin board.
Children: Are there special considerations? Example:
dismissal of the children for the Liturgy of the Word
under the direction of a catechist. What materials are
used for this?
Baptisms: Are they ever celebrated at Mass? How is that
determined?
Confirmation: When is it celebrated in the parish?
First Communion: When and how is it celebrated?
Anointing of the Sick: Are there Masses to celebrate the
Anointing of the Sick during the year? What is the
frequency? How are parishioners invited? Who is
responsible?
Parish Groups or Organizations: Do they come together
for Mass? Are there remnants of an organization’s
“Communion Sunday”?
Worship Committee or Liturgy and Environment Group:
Do they exist? Who are the members?
Liturgical Ministers: How are recruited? Do people feel
that only certain parishioners are welcome to participate
in the liturgical ministries? How are they scheduled? Who
is responsible for the training?
Reading Materials in the Narthex of every Church: Are
they available? What kinds? Are there other spiritual
resources such as tapes or a library? How are people
informed about these?
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Evaluation of Liturgical Ministries
Yes

No

Notes

Cantors: Are the cantors able to encourage the
people and lead them?
Participation of the Assembly: Is the assembly
not singing because the cantors are taking over
the peoples’ parts? (Check out the 2007 US
Bishops’ document, Sing to the Lord.)
Music: Does the music reflect the diversity of the
communities of the grouping? What styles of
music are being offered to attract people?
Readers: Do the Readers prepare for their
ministry before they approach the ambo? Who
helps them to do this?
Book of the Gospels in the Procession: Does the
Reader carry the Book of the Gospels if there is no
deacon in attendance? (Readers should never
carry the Lectionary in procession.)
Altar Servers: Can they serve without causing
attention to be directed to them?
Extraordinary Ministers of Holy Communion:
What is the procedure for the Extraordinary
Ministers of Holy Communion to approach the
altar and receive the Eucharist?
Extraordinary Ministers of Holy Communion: Do
the Extraordinary Ministers share the roles as far
as distribution of the Hosts and chalices? Do the
deacons always minister the chalice as is their
duty?
Practices for Health: Are there practices for
health such as hand sanitizers for the ministers?
Purification of the Vessels: Does the deacon or
priest purify the vessels? How and by whom are
the sacred vessels cleansed after Masses?
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Evaluation of Music Ministry
Yes

No

Notes

Music Ministers:
What is the title of each minister?
Are they full time or part‐time?
Paid or volunteer?
Are there job descriptions for any of these roles? If
yes, Please describe.
Music Selection: Who selects the music for the
weekend Masses?
Worship Aids: What worship aids are used?
Cantors:
How many cantors are there in each parish? How are
they scheduled?
Are they paid or volunteer?
Choirs:
How many choirs and what kind (adult, children,
bell) are there in each parish?
When is rehearsal for the choirs?
Musicians: Are musicians available for funerals and
weddings?
Budget: What is the annual music budget in each
parish?
Remuneration: What is the remuneration for
funerals and weddings?
Instruments: What is the condition of the
instruments? Who services them and how often?
Keys: Where are the keys to any cabinets for music
materials, instruments?
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Liturgy: Resource #5
REFERENCE SHEET FOR MASS INTENTIONS
FOR PARISH STAFF USE
MASS INTENTIONS “FOR THE PEOPLE”:


Only one Pro Populo (for the people) Mass intention needs to be celebrated per grouping
each Sunday and holy day of obligation as required by Canon law. A separate Mass for the
people does not have to be scheduled at each parish in the grouping.

OTHER MASS INTENTIONS:
If a Mass intention is scheduled for a Mass time or location that will not be possible to fulfill, the
following can be done:
1. Move the intention to another day/time.
2. Group the intentions in “pluri” or collective intention Masses (see below for more details)
3. Send the intention to be fulfilled by another priest somewhere else.
4. Return the donation if a satisfactory solution cannot be found.

FOR COLLECTIVE INTENTIONS:
When the people who make an offering, have been explicitly informed and freely consent to
combining their offering in a single offering, their intentions are satisfied with a single Mass
celebrated according to a “collective” intention. When you receive a collective intention you should
do the following:
 Ensure that the donors have been explicitly informed and freely consent to combining their
offering in a single offering for a Mass.
 Group no more than 4 intentions together for one “collective intention”.
 Only schedule a maximum of 2 collective intention Masses per parish each week (Sunday
through Saturday).
 Make public the place and time of the Mass.
 Send a written note to inform Father Thomas Kunz of this collective intention.
 Send the donation amount exceeding the offering for a single intention to the diocesan
bination account which according to our custom is for the education of seminarians.
Remember the person is making a donation for their request and is not “buying a Mass”.
Once you have consent of all parties for a “collective intention” the Administrator needs to write or
email Father Kunz who will issue permission.
PLEASE NOTE: The offering for a Mass is as noted at the parish ($10.00) for each intention requested.
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Interim Mass Weekend Schedule Attendance Count Comparison Form

Parish

Seating
Capacity

Day

Prior
Schedule

Average Mass
Count
(Oct 2017, Nov
2017 & Jan
2018)

Interim
Mass
Schedule

Average Mass
Count
(Oct 20 through
Nov 30, 2018 &
Jan 2019)

TOTAL
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Count of Envelopes from Parishes Outside the Grouping
Parish Name
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Pastoral Care: Table of Contents
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Pastoral Care – Bereavement Care: Phase One
PASTORAL CARE
With a focus on evangelization, effective pastoral care models the love and mercy of Jesus. Although
Pastoral Care encompasses many areas of ministry, the focus of this first‐year Blueprint is specific to
parish ministries related to bereavement, care for elderly, homebound, persons with disabilities, and
grieving loss associated with merging parishes. These guidelines will assist the Administrator during
the first year of implementation to care for and promote the well‐being of all in the grouping around
these particular needs and ministries. Pastoral Councils will have an opportunity to collaborate on the
Pastoral Care Blueprint by working on the Interim Pastoral Plan Key Area, Sharing of Ministries and
Organizations across the Parishes in the Grouping.

BEREAVEMENT CARE
When a person dies, it is an evangelizing opportunity for the grouping and its parishes to be welcoming,
supportive and compassionate in how they respond to grieving families and friends.

PASTORAL CARE – BEREAVEMENT CARE: PHASE ONE
LEARNING ABOUT THE BEREAVEMENT MINISTRIES
Action Steps:
1. Become informed about the bereavement ministries at each parish in the grouping by
reviewing the Pastoral Care section of the Parish Life Questionnaire in the Parish Overview.
2. Gather the current funeral/bereavement coordinators (or teams), staff liaisons or anyone
involved with assisting families with funerals from each parish to discuss the specifics of their
ministries. This is a good opportunity to pray together follow by fellowship. Begin table
discussion with personal reflection.
SAMPLE PERSONAL REFLECTION QUESTIONS:


How long have you been involved in bereavement ministry?



What satisfaction have you had in this ministry?



Why have you been involved in bereavement ministry?



In what way(s) is the time of bereavement an opportunity to invite others into the life
of Christ and the Church?
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Pastoral Care – Bereavement Care: Phase One
SAMPLE PARISH BEREAVEMENT MINISTRY OVERVIEW:


Give an overview of your parish’s bereavement ministry (i.e., structure, composition of
members, role and responsibilities).



What opportunities do the volunteers have for spiritual enrichment?



How do you train volunteers for this ministry?



How do you help parishioners deal with their grief and loss?

3. Create a survey to be completed by bereavement ministry coordinators or staff liaisons for
the parishes that do not have written guidelines and policies.
SAMPLE SURVEY QUESTIONS:


What are the parish guidelines regarding funeral related fees, scheduling of funerals,
use of the church and its buildings?



How are families assisted with planning funerals?



What are the funeral homes most often used by families?



What post‐funeral outreach is provided?



Are there cultural customs or other significant considerations?



How can the ministry be enriched through the practices of the different parishes?
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Pastoral Care – Bereavement Care: Phase Two

PASTORAL CARE – BEREAVEMENT CARE: PHASE TWO
CREATING INTERIM GUIDELINES FOR FUNERALS/BEREAVEMENT
Action Steps:
1. Convene the Clergy Team to develop interim funeral/bereavement guidelines for the
grouping so that they may effectively minister to all. Give a clear rationale for the policies in
the guidelines.
CONSIDER:


Times and days for funerals within the grouping



Rotation of priests for celebrating Masses in addition to deacons and pastoral
associates, if part of the staff, for visitations, prayers, and gravesite prayers



Establishing liturgical rubrics (i.e., when and where in the church is pall placed by
family, visitations in churches, eulogy policy) and convene the Clergy Team for
consultation



Contact person(s) for planning funerals



Impact on music ministry



Cultural customs



Parish traditions



Post‐funeral receptions



Related fees

2. Review the interim guidelines with the coordinators of the funeral/bereavement ministries
and staff liaisons (e.g., Music Ministers, Pastoral Associates, bereavement coordinators).
Solicit their feedback and make necessary revisions.
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Pastoral Care – Bereavement Care: Phase Three

PASTORAL CARE – BEREAVEMENT CARE: PHASE THREE
IMPLEMENTING THE INTERIM GUIDELINES FOR
FUNERALS/BEREAVEMENT
Action Steps:
1. Provide the interim funeral bereavement guidelines and rationale to the bereavement
ministry coordinators and staff liaisons to implement.
2. Offer catechesis for parishioners around the theological, liturgical and pastoral aspects of the
guidelines.
3. Communicate the interim guidelines to parishioners at each parish to make sure they are
informed.


Sunday bulletins



Websites of each parish



Bulletin boards



Pulpit announcements



Bereavement ministry pamphlet for the grouping

4. Send pertinent and applicable information to the funeral homes most often used by
parishioners at each parish. This task might be assigned to a staff person at each of the
parishes or a member of the parish’s bereavement team.
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Pastoral Care – Care for the Elderly, Homebound and Persons with
Disabilities: Phase One
CARE FOR THE ELDERLY, HOMEBOUND AND PERSONS WITH DISABILITIES
Effective pastoral care for the most vulnerable and their participation in the active life of the parish is
important.

PASTORAL CARE – CARE FOR THE ELDERLY, HOMEBOUND AND
PERSONS WITH DISABILITIES: PHASE ONE
LEARNING ABOUT THE PASTORAL CARE MINISTRIES
Action Steps:
1. Gather information about the pastoral care ministries, programs and activities for the
elderly, homebound and persons with disabilities.
a. Review with the Clergy Team the pastoral care information in the Parish Life
Questionnaire of the Parish Overview for each parish to gain an understanding of these
pastoral care ministries and activities.
b. Invite the members from these specific ministries, programs and organizations in each
parish to share information about their respective ministries, programs and organizations.
If the numbers are too large, invite the coordinators and staff liaisons. For parishes that
have Parish Advocates for Persons with Disabilities, make sure they and/or parishioners
with disabilities are invited.
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Begin with a prayer service followed by refreshments or a meal.



Provide opportunity for the leadership and members to reflect on their ministries,
organizations or programs.



As table discussion, have the parish representatives share information about their
ministries. Designate someone to record the discussion for later review.
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Pastoral Care – Care for the Elderly, Homebound and Persons with
Disabilities: Phase One
DISCUSSION POINTS


Describe how your specific ministry, organization or program is spiritually fulfilling
for you. Explain why you are committed to this ministry.



Describe some of the responsibilities and activities of your ministry or organization.



Suggest ways that your specific ministry, and similar ministries and organizations,
can begin to work collaboratively in the grouping.



Describe how the ministry can be enriched through the practices of the different
parishes.

2. Create a list and consider adding the information to the parish database of
parishioners/families in specific categories (i.e., homebound, elderly with particular needs
and limitations, and children and adults with special needs). This could be assigned to
parish coordinators of these ministries, volunteers, and/or staff liaisons.
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Pastoral Care – Care for the Elderly, Homebound and Persons with
Disabilities: Phase Two

PASTORAL CARE – CARE FOR THE ELDERLY, HOMEBOUND AND
PERSONS WITH DISABILITIES: PHASE TWO
COMBINING AND ALIGNING PASTORAL CARE MINISTRIES
Action Steps:
1. Convene the Clergy Team and staff liaisons:
a. Review all the information collected for these ministries.
b. Discuss ways to ensure this population is supported and included in the life of the parish.


Invite elderly, homebound and persons with disabilities to serve on committees that
minister to them.



Solicit opinions and advice from elderly, homebound and persons with disabilities.

c. Address concerns related to transportation to Masses and parish activities, communion
and home visits.
d. Identify other challenges, opportunities and needs for pastoral care in the grouping.
2. Combine and/or align the ministries in the grouping for the elderly, homebound and persons
with disabilities ministries.
a. Identify and categorize ministries according to similarities.
b. Combine and/or align these ministries.
c. Develop interim guidelines for the role and responsibilities of the combined and/or
aligned ministries.
d. Make sure the interim guidelines are inclusive of persons with disabilities and fully
includes them in all aspects of the grouping (i.e., building accessibility, catechetical
programs, worship, hospitality and inclusion) by encouraging them to use their gifts and
talents to be actively engaged in the life of the grouping.
e. Review the interim guidelines with the leadership of these pastoral ministries.
3. Create a common pastoral care calendar for the grouping noting liturgies, activities, programs
and regular Anointing of the Sick at Mass on Sundays or on another day.
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PASTORAL CARE – CARE FOR THE ELDERLY, HOMEBOUND AND
PERSONS WITH DISABILITIES: PHASE THREE
IMPLEMENTING INTERIM PASTORAL CARE GUIDELINES
Action Steps:
1. Communicate clearly about the combined and/or aligned ministries and interim guidelines
for pastoral care ministries (i.e., procedures and common calendar).
2. Review the interim guidelines within six‐ eight months and make revisions if needed.
3. Acknowledge the contributions of the volunteers (e.g., at Mass, grouping newsletter, special
blessing).
4. Recruit other parishioners to serve in these ministries.
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GRIEVING LOSS OF PARISH IDENTITY DURING THE
MERGER PROCESS
As On Mission for The Church Alive! proceeds, laity and clergy may experience a sense of loss and grief
with the impact of changes in Mass schedules, clergy assignments, and ministries, forming new
relationships and anticipating the potential reduction of church buildings.

PASTORAL CARE – GRIEVING LOSS: PHASE ONE
REVIEWING THE RESOURCES FOR
GRIEVING LOSS DURING THE MERGER PROCESS
Action Steps:
1. Review the loss and grief resource with the Clergy Team created by religious communities of
women and men.


See Resource #1: Resource for Prayer and Spiritual Healing Offered by Religious
Congregations.



Contact the Secretariat for Leadership Development and Evangelization to train staff.

2. Discuss with staff their own experiences of loss and grief in parish merging. While it may be
uncomfortable to engage in these conversations it will help the faithful to process the loss and
be able to find new meaning.
a. Use the Secretariat for Parish Services or one of the resources identified for assistance
(i.e., “Navigating Pastoral Transitions”).
b. Review with staff the list of resources available to them and parishioner.
c. Consult with the Secretariat for Leadership Development and Evangelization about
training staff and laity on grieving loss and healing.
3. Discuss specific initiatives to offer for the grouping.


See Resource #1: Resource for Prayer and Spiritual Healing Offered by Religious
Congregations.



Contact the Secretariat for Leadership Development and Evangelization to train staff.
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PASTORAL CARE – GRIEVING LOSS: PHASE TWO
COMMUNICATING THE AVAILABILITY OF RESOURCES
FOR LOSS AND GRIEVING DURING THE MERGER PROCESS
Action Steps:
Provide information to all parishes about initiatives in the grouping around loss and grief during the
merger process. Schedule prayer and listening sessions as necessary or requested.
1. Plan reconciliation and healing services for parishioners (e.g., prayer services, reflections,
prayers).


See Resource #1: Resource for Prayer and Spiritual Healing Offered by Religious
Congregations.

2. Make available the Resource for Prayer and Spiritual Healing created by the religious
congregations of women and men to all parishioners.
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RESOURCE:
RESOURCE FOR PRAYER AND SPIRITUAL HEALING
OFFERED BY RELIGIOUS CONGREGATIONS
As the Implementation Phase for On Mission for The Church Alive! begins, it is reasonable to anticipate
that laity and clergy may experience a sense of anxiety, loss and/or grief when facing many changes
during this time of transition. The religious congregations in the Diocese of Pittsburgh were invited to
consider how their communities, in light of their charisms and particular experience with
reorganization, might be a helpful resource.
Resource for Prayer and Spiritual Healing contains a profile of the services available for laity and clergy
by specific religious congregations. Please consult the resource for additional information including
contacts, topics and compensation.
NOTE: The names of religious communities as well as the information about the
individuals willing to serve as resources have been removed from this document for
posting on the Diocese of Pittsburgh website. If you would like information about the
resources offered, please contact the Secretariat for Parish Services.
RESOURCE FOR PRAYER AND SPIRITUAL HEALING
OFFERED BY RELIGIOUS CONGREGATIONS

Contact Person:
Phone Number:
Email:
CHARISM: Brief statement of how your congregation’s charism speaks to the healing needs of the
parishes in transition in the Diocese of Pittsburgh today and in what ways you could offer
companionship to the priests, staff and/or parishioners.
PERSONAL RESOURCES: Who in the congregation is willing to be a personal resource to this process and
how are they willing to help?
COMMUNAL OFFERINGS: What can you offer as a community, offer with a small group?
TOPICS SPECIFIC TO OUR CONGREGATIONAL CHARISM THAT COULD MEET YOUR PARISH NEEDS:
GEOGRAPHY: WHERE IN THE DIOCESE THAT OUR MEMBERS ARE WILLING TO OFFER SERVICE
COMPENSATION:
GROUPS TO BE ADDRESSED:
WHEN OUR SERVICES WOULD BE AVAILABLE:
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Safe Environment: Phase One
The responsibility of the diocesan Bishop is to ensure the safe protection of all children and young
people in or associated with our parishes, schools, and other institutions within our diocese. We hope
to accomplish this by thoroughly screening and supervising all members of the clergy, employees and
volunteers who work with children and young people as part of their ministry. Providing the
appropriate safe environment training is also a critical component to ensure the Safe Environment
Program is meeting the USCCB Charter for the Protection of Children and Young People – 2018. Our
Safe Environment Programs require that we be vigilant and responsible in ensuring the safety and
security of all children and young people as they participate in the activities of Church life.

SAFE ENVIRONMENT: PHASE ONE
CREATING ONE SAFE ENVIRONMENT COORDINATOR POSITION
FOR THE GROUPING
(FALL 2018)
The Safe Environment Coordinator’s principal duty is to oversee the Safe Environment Program and
provide for the safety and protection of children and young people within the parishes. The individual
collaborates closely with the parish grouping Administrator, parish staff and laity to assure compliance
with the diocesan Safe Environment Program. In order to maintain an effective Safe Environment
Program, the recommendation is to assign a single Safe Environment Coordinator to coordinate and
oversee the Safe Environment Program for the parish grouping. The centralized department for safe
environment provides for better management of program operations, monitoring and oversight and
single point of contact with the Administrator to assure that all parishes within the parish grouping are
consistent with their practices and provides the opportunity for improvement in compliance of the Safe
Environment Program. Phase One of this document will assist in creating a single (one) Safe
Environment Coordinator for your grouping. If a single position is not feasible for the grouping, please
move to Phase Two.

Action Steps:
1. Conduct an assessment of the Safe Environment Coordinator position within each parish
within the parish grouping. This assessment will include a list of tasks, hours of operation,
paid or volunteer position, job description, safe environment file management, overall
program management, qualifications and experience level of the Safe Environment
Coordinator.
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2. Request the assistance of the Office for the Protection of Children and Young People to
provide recommendations on options for consolidating this position within the parish
grouping into a single point of contact (Safe Environment Coordinator) for the parish
grouping.
3. Review the Safe Environment Coordinator job description provided by the Office for the
Protection of Children and Young People. (See the next page.)
4. Utilize the standard job description provided in this document. Contact the office should any
changes need to be made to the standard job description.
5. Initiate the plan for conducting the candidate interviews and include the Office for the
Protection of Children and Young People in the interview process.
6. Consult with the Office for the Protection of Children and Young People and the Office of
Human Resource Management on the hiring guidelines required for this position. These hiring
guidelines may include salary scales and benefits that would be appropriate for this position
based on the individual’s skills and competencies.
7. Interview all existing coordinators who wish to apply for the new position. Consult with the
diocesan Office of Human Resource Management and the Department for Communications
on job posting procedures should the newly created position need to be advertised outside.
8. Consult with the Office for the Protection of Children and Young People on the required
orientation program for the newly hired Safe Environment Coordinator.
9. Identify a centralized location within the parish grouping where the Safe Environment
Coordinator can have access to all parishes within the grouping and a space for maintaining
centralized safe environment files. Until the central location is identified, maintain integrity of
records at separate locations.
10. Engage with the Safe Environment Coordinator in the preparation for the diocesan annual
audit to include a review of the progress in meeting the compliance within each of the parish
groupings, as well as the file maintenance for the program.
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SAFE ENVIRONMENT COORDINATOR – JOB DESCRIPTION
JOB TITLE: Safe Environment Coordinator
PARISH: ______________________________________________________________________
JOB CLASSIFICATION: Full‐Time
EMPLOYMENT STATUS: New hire or existing employee specific to this position
HOURS PER WEEK:

The exact number of hours will depend on the size of parish and the number of
Church personnel (employees and volunteers listed in Appendix A of the Policy:
Safe Environments for Children).

MINIMUM QUALIFICATIONS:
Education and Training:




High School diploma or equivalent
Willingness to participate in database information training
Willingness to participate in training in policies and procedures of the Diocese of Pittsburgh

Experience:




Catholic in good standing
Over 21 years of age
Successful completion of safe environment training and background clearances

Knowledge and Skills:







Ability to enter and retrieve information from an internet‐based computer database
Good verbal and written communication skills
Working knowledge of clearance forms (e.g., PA State Police Criminal Record Check, DHS Child
Abuse Certification and FBI Clearance)
Ability to understand the policies and procedures of the Diocese of Pittsburgh and be able to
explain them to others
Advanced knowledge of Excel and Word
Excellent organizational skills

REPORTS TO: Administrator
SUMMARY OF JOB:
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SAFE ENVIRONMENT COORDINATOR REGULAR DUTIES AND RESPONSIBILITIES:
1. Maintain the parish secure database of persons who meet all diocesan requirements,
volunteer or employee.
2. Keep diocesan safe environment materials organized in one central and secure location.
3. Access the central database on a regular basis to track status of applications, assign status
based on diocesan policy, generate reports, etc.
4. Help employees/volunteers with questions about the application including user IDs,
passwords, incomplete applications, etc.
5. Enter into central database dates of completed safe environment training and clearance
reports for staff and volunteers.
6. Assign a status (“approved,” “restricted” or “rejected”) to all new applicants based on
diocesan policy.
7. Facilitate arrangements for Protecting God’s Children and Mandated Reporter training held
on‐site (e.g., room, equipment, supplies, trainer, etc.).
8. Understand the policies and procedures of the Diocese of Pittsburgh and be able to explain
them.
9. Know what procedures to follow in the case of a suspected incident of child abuse based on
diocesan policy.
10. Provide, on a need‐to‐know basis, the status of individuals in the database to others at the
parish.
11. Monitor compliance within the parish with the diocesan safe environment policy and make
recommendations when needed.
12. Inform all applicants that employment or volunteering cannot commence until all results of
background checks are received and approved by the Diocese of Pittsburgh and the
Administrator.
13. Notify the diocesan Office for the Protection of Children and Young People when employees
are terminated, retire or otherwise leave employment or their volunteer position.
14. Know the requirements of the Pennsylvania Child Protection Services Law (CPSL) for
mandatory reporting of suspected child abuse and communicate those requirements in
writing to all parish staff in direct contact with children under the age of eighteen.
15. Maintain strict confidentiality of all personal information obtained in writing or communicated
verbally.
16. Share "Quick Statistics" with Administrator monthly.
17. Plan for ongoing collaboration with ministry heads.
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SAFE ENVIRONMENT: PHASE TWO
ASSESSING THE CURRENT PROGRAMS IN THE GROUPING
(JANUARY – JULY 2019)
Action Steps:
1. Review together (Administrator and Safe Environment Coordinator) the quick statistics on the
diocesan safe environment database (January 2019) from the Office for the Protection of
Children and Young People.
2. Prepare a corrective plan of action based on the results of the quick statistics from the
diocesan safe environment database on how areas within the Safe Environment Program will
need to be improved (e.g., database clean‐up, file maintenance, background checks, training,
etc.).
3. Consult with the Office for the Protection of Children and Young People on the corrective plan
of action and request their input and recommendations for how the Safe Environment
Program can be improved and make appropriate changes to the corrective plan of action.
4. This plan of action will be discussed and approved with the Regional Vicars (May 2019).
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SAFE ENVIRONMENT: PHASE THREE
EVALUATING THE PROGRAM EFFECTIVENESS
(JULY –OCTOBER 2019)
Action Steps:
1. Assess and evaluate the work of the Safe Environment Coordinator quarterly and determine if

he/she is providing the service(s) required to enhance the effectiveness of the program. This
can be accomplished by reviewing the results of the quick statistics of the diocesan safe
environment database and determining where the Safe Environment Program has improved
or not improved as related to compliance effectiveness.
2. Engage staff, ministry leaders and volunteers who can assist the Safe Environment

Coordinator in identifying all volunteers who participate in various parish events or
organizations and who need to have their required clearances before participating as a
volunteer.
3. Consider consolidation of the Safe Environment Program files in a single location within the

grouping. Keep in mind the need to have the files secured by a lock. Contact the Office for
the Protection of Children and Young People to notify when the files for the office are being
moved.
4. Communicate monthly with the Safe Environment Coordinator to receive an update on any

compliance issues or need for further involvement by the Administrator to implement change.
This meeting can also occur with a delegate the Administrator may select to represent him at
the meeting. If there is a delegate for the Administrator, there must be some type of
communication to the Administrator so that he is up to date on safe environment issues and
that a plan of action is in place to improve compliance.
5. Monitor the monthly quick statistics in the diocesan safe environment database and involve

the regional vicars in discussion on the results and further plan of action for improving
compliance. There needs to be ongoing communication on the importance of maintaining the
required compliance to operate an effective Safe Environment Program.
6. Ensure the Safe Environment Coordinator contacts the Office for the Protection of Children

and Young People as needed.
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STEWARDSHIP: PHASE ONE
CAMPAIGN FOR THE CHURCH ALIVE! ACTION PLAN
(OCTOBER – DECEMBER 2018)
The goal of Our Campaign for The Church Alive! is to invest more resources in mission and ministry to
better share the good news and bring more people to Jesus Christ. Campaign funds are helping to
address long‐deferred needs in our parishes and to build consensus priorities for the application of
available and future funds to strengthen the new parish groupings.

Action Steps:
1. Review the Campaign for The Church Alive! Summary
a. Case Statement Completion Response Form (what has been completed? what has not?)
for each parish in the grouping:
i.

Each current Pastor/Administrator would have completed the Case Statement
Completion Response Form as resource for the incoming grouping Administrator.

ii.

The form provides documentation on what has been accomplished through the
current Case Statement by parish and what case components remain to be
accomplished; or recommendations for changing case component(s).

b. Church Alive! Financial Summary Report for each parish in the grouping will include:
i.

Total amount of pledges/paid‐to‐date/outstanding balance

ii.

Pledges past due 180 days or more (number and dollars past due)

2. Gather the Clergy Team to discuss these reports.
3. Contact the Office for Stewardship for any questions regarding the report or request a
consultation regarding any changes to the Case Statement.
4. Prepare a summary report of the current status of the Campaign for The Church Alive! based
on the above consultations and discuss with the Pastoral and Finance Councils within the
parish grouping. It may be helpful to meet with all councils at a single meeting when
discussing any proposed changes/amendments to the case statements, or discussing a plan of
action to improve future collections. Keep in mind the long‐term goals for the grouping
before amending Case Statements.
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5. Enact communication strategies that are transparent and accountable relating to the
Campaign for The Church Alive! funding. The communication plan will include, for example,
suggested bulletin inserts, pulpit messages, and other communications tools. The Office for
Stewardship will be available to assist parishes and groupings as needed.

STEWARDSHIP: PHASE TWO
CAMPAIGN FOR THE CHURCH ALIVE! ACTION PLAN
(JANUARY – JUNE 2019)
As parishes grow closer together through collaboration within the groupings, there will naturally be
an inclination to reevaluate and amend or replace the original Case Statements with newer priorities
or a combination of new and existing priorities. How are the spiritual, social and temporal priorities of
the parishes and the grouping evolving? To strengthen and grow the Church we must build on our past,
address our current needs, and prepare for a more vibrant future.

Action Steps:
1. The Administrator develops a plan for engaging the parishioners within the parish grouping on
changes to the Case Statements. This can be accomplished in a number of ways, i.e. through
individual meetings with various parish organizations, focus groups, or even through parish
assemblies, whatever works best for the grouping. The process should include the parish staff.
The Office for Stewardship will assist as requested.
2. Amendments to the parish Case Statements require the consensus support of the Pastoral
and Finance Councils for each parish in the grouping; as well as the approval of the Regional
Vicar.
3. At the point the above consultations and consensus has been achieved, or at points along the
way, the Administrator submits the request to Office for Stewardship for review and then
ultimately for approval of the General Secretary. Upon approval of the General Secretary, the
Office for Stewardship will notify the Administrator in the parish grouping. The Office for
Stewardship will also notify the diocesan Office for Financial Services that the case statement
has been amended and the use of parish Church Alive! funding for this/these purposes has
been authorized.
4. Complete a Form B if the request to change the case statement exceeds $40,000. The Form B
will be presented to the Please Advise consultation committee for review and any
recommendations from their review will be returned to the Administrator.
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PHASE THREE:
INCREASED OFFERTORY, PLANNED GIVING
AND OTHER FUND RAISING STRATEGIES
(JULY – DECEMBER 2019)
Mission leads; money follows. Repeatedly, when the faithful have a clear understanding of what the
mission is about, why the funds are needed, how the funds will be used, and what impact can be
anticipated, they have proven to be boundless in their generosity. The Office for Stewardship will be at
the service of the Administrators and parishes to expose all parishes to best practices in Offertory
Enhancement, Planned Giving techniques, and other fundraising appeals and practices.

Action Steps:
1. Assess Offertory. With the assistance of the Office for Stewardship evaluate the history and

potential of each parish offertory program in the grouping; explore how outside services can
help improve the weekly or monthly collections (services include Offertory Enhancement
campaigns, as well as on‐line and electronic‐giving services).
2. Encourage Planned Giving. With the assistance of the Office for Stewardship’s Planned Giving

expertise, explore communications strategies that can expose the parishioners to the benefits
of planned giving tools such as gifts of appreciated securities; bequests; charitable gift
annuities; charitable remainder or lead‐ trusts; IRA Rollovers and gifts of life insurance. Expose
the Finance Council to other giving opportunities in addition to ordinary cash gifts.
3. Promote Sharing in FaithTM, Our Catholic Legacy Foundation. The Catholic Diocese of

Pittsburgh Foundation is a tool, similar to Community Foundations, for individual Catholics or
Catholic families to leave their personal legacy to their parish or their favorite Catholic
charitable purpose. The Office for Stewardship can offer your parish information.
4. Increase Communications Flow. Include messages in the bulletin, messages from the pulpit,

or one‐on‐one contact with specific donors. Engage the Office for Stewardship to provide
training to the Pastoral and Finance Councils on how these members and other parish
volunteers can be engaged to assist with promoting the increased charitable giving program
to the parish or grouping.
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Canonical Overview of Mergers and Closures

The following is simply an overview of the canonical process to either become a newly merged parish
or to close a church building. This overview is provided to give Pastors/Administrators a general idea
of what is needed in either of these two processes.
As groupings of parishes come together under the leadership of their clergy, and planning for the future
begins, the question of merging parishes and maintaining church buildings will need to be addressed.
There is no one‐size‐fits‐all plan for these processes. Each parish and grouping, under the leadership
of the Pastor/Administrator will work to determine the timing of parish mergers and how many
buildings a newly formed parish can viably sustain. The outcome and timeline for these decisions will
differ from grouping to grouping, while respecting common principles, such as caring for the good of
souls, providing adequate sacramental and pastoral care, and exercising good stewardship.
There are two canonical processes Pastors/Administrators could need to initiate. This document seeks
to provide an overview of these processes, with the awareness that there will be a great deal of
diversity regarding the needs of each grouping. The Secretariat for Parish Services, as well as the
Department for Canonical Services will therefore be available upon request to assist each
Pastor/Administrator in further understanding these processes within the context of their particular
circumstances and planning.

MERGING OF PARISHES
Canonically understood as the modification of a parish this is the process by which multiple
parishes come together to form a new parish. The process for modifying a parish, often
referred to as a “merger”, is distinct from the process of relegating a church building to
profane but not sordid use. Two different processes will need to be followed.

CLOSING A CHURCH BUILDING
Canonically referred to as “relegating a church building to profane but not sordid use”, this is
the process used to close a church building for divine worship. This should be undertaken
only when a parish has determined that there is no viable way for that parish to continue the
upkeep and use of that church building. Simply not needing a church is not sufficient cause to
close a church.
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I. MODIFICATION OF PARISHES
The process for modifying parishes is fairly straightforward.
A. When the Pastor/Administrator determines that a group of parishes is ready to merge, he will
begin discussions with the Secretariat for Parish Services and with his Regional Vicar. They will
work with him to develop some type of consultation process with the parishes involved, including
the Parish Finance and Pastoral Councils.
B. After the form of parish consultation has been determined, working with the Secretariat for
Parish Services and with the approval of the Regional Vicar, the Pastor/Administrator will formally
initiate the process by submitting a letter to the diocesan Bishop requesting the merger and
indicating why the merger is being requested. A letter needs to be submitted on behalf of each
parish that would be involved in a merger. Along with each letter, the Pastor/Administrator
should submit a statement signed by the Finance Councils and Pastoral Councils indicating that
they are aware and have been consulted regarding the need to merge.
C. After the Bishop receives the petitions from a group of parishes requesting to initiate a merger,
he will undergo the necessary consultation with the Presbyteral Council and Regional Vicars, and
any other consultation he deems advisable, and will then make a decision regarding the petition.
D. If the Bishop decides that a merger should take place, he will issue the formal decree of merger,
which will be transmitted to the Pastor/Administrator, who will inform the Finance Council,
Pastoral Council and parish communities of the decision.
E. Once the decree of merger has been released and a time period of ten days has elapsed, the
Pastor/Administrator can begin leading the parishes into the practicalities of a newly merged
parish community.
While the details of the process and timeline can differ from case to case, it is recommended that
Pastors/Administrators submit a petition to merge a few months in advance of when they want to
become a new parish community.

II. RELEGATING A CHURCH BUILDING TO PROFANE BUT NOT SORDID USE
In his Pastoral Letter, “The Church Alive,” Bishop Zubik reflects on what constitutes a parish and what
determines vibrancy in parish life. He lists five essential qualities of parish life: the Eucharist,
evangelization, catechesis, formation, and stewardship. He goes on to say, “I noticed an unfortunate
tendency of some who placed more importance on the parish buildings than what it means to be a
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community of faith, the Body of Christ. In responding to pastoral needs, some parishes may have to
down‐size, merge with other parishes or grow into larger parishes.” It is in the context of this diocesan
vision that these guidelines are presented.
The 1983 Code of Canon Law addresses closing or keeping open a church building for sacramental use
in Canon 1222. According to the first section of the Canon:
§2. Where other grave causes suggest that a church no longer be used for divine worship, the diocesan
bishop, after having heard the presbyteral council, can relegate it to profane but not sordid use, with
the consent of those who legitimately claim rights for themselves in the church and provided that the
good of souls suffers no detriment thereby.
A. FOUR ELEMENTS MUST BE PRESENT IN THE DECISION TO CLOSE A CHURCH BUILDING:


Serious reasons (“grave causes”),



The consent of those who legitimately claim rights regarding the church building,



Assurances that the closing of the church building will not impair the good of souls,



The decision by the diocesan Bishop after consultation with the Presbyteral Council.

1. SERIOUS REASONS (“GRAVE CAUSES”).
The first element, the serious reason or “grave cause” is ordinarily the most important
element for a Pastor/Administrator to consider in requesting to close a church. In conjunction
with the Secretariat for Parish Services, the Regional Vicar and Vicar for Canonical Services, he
will come to a better understanding as to whether or not the grave cause needed for closing a
church building exists.
The following are some areas that generally contribute to establishing that a grave cause
exists.
a. The financial health of the parish. The Pastor/Administrator should be well acquainted
with the parish’s budget, regular income and operating budget. If a parish is running a
deficit or is clearly incapable of financially maintaining the number of buildings it has, the
Pastor/Administrator should be clearly communicating this information and publishing the
appropriate financial information (for example, in the bulletin), for a number of months
prior to deciding to move forward in petitioning to close a building. This allows
parishioners who are invested in the parish to understand the gravity of the financial
situation and have the opportunity to effect a change before a decision is taken based on
the inability to financially sustain a building.
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b. The condition of facilities and, in cases of disrepair, how much revenue would be needed
to do the needed repairs and whether or not sources of income are available for this. As
part of the On Mission for The Church Alive! process, an external firm – Cannon Design –
visited all parish facilities in the diocese in order to conduct an objective assessment of the
current condition of each building and repairs that will be needed over the coming ten
years. The reports from Cannon Design for each parish in a grouping are available to the
Pastor/Administrator of each grouping, and can be used to help determine which facilities
can best serve the grouping, as well as the feasibility, or lack thereof, of maintaining
certain buildings.
c. Pastoral and demographic realities. Levels of regular Mass attendance, distance to nearby
churches and the number of Masses available and the number of Masses needed to best
serve the parish community can be taken into account in determining how many, and
which buildings will best serve a parish grouping. While pastoral needs and concerns do
not, in and of themselves, constitute grave cause for closing a building of worship, they
can help determine whether a building remains open but is only used for occasional
worship and, taken into account together with other factors, such as finances and facility
conditions, can contribute to the overall evaluation of whether or not grave cause exists to
close a building.
2. THE CONSENT OF THOSE WHO LEGITIMATELY CLAIM RIGHTS REGARDING THE CHURCH BUILDING.
This second condition refers to situations in which multiple parties have legitimate rights over
the church building. This does not pertain to any church buildings used by parishes in the
Diocese of Pittsburgh, since no church buildings in the diocese are owned or endowed by
someone other than the diocesan Bishop. As a result, only the Pastor/Administrator of a
parish has rights regarding the church building.
3. ASSURANCES THAT THE CLOSING OF THE CHURCH BUILDING WILL NOT IMPAIR THE GOOD OF SOULS.
The primary mission of the Church is the salvation of souls. When considering whether or not
it is possible to continue maintaining and using a church building, and if it seems as though
there is grave cause for its relegation, it is important take into account the good of souls by
ensuring that they will continue to have adequate access to places for divine worship, such as
another church building in the parish, and will be able to accessing the sacraments and
receiving pastoral care through the parish even after a church building is closed.
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4. THE DECISION BY THE DIOCESAN BISHOP AFTER CONSULTATION WITH THE PRESBYTERAL COUNCIL.
This part of the process takes place after the Pastor/Administrator has conducted consultation
at a local level and submitted the needed petition and associated information for closing a
building, and will be overseen by the Vicar for Canonical Services.

FOR FURTHER ASSISTANCE
The above explanation is a general outline of what goes into the process of merging parishes and the
process of relegating a church building to profane but not sordid use. The actual trajectory of each
process will differ from case to case due to the diverse needs and circumstances that need to be taken
into account by each parish and group of parishes.
When a Pastor/Administrator would like to initiate a process of modifying parishes and/or if the need
to close a church building(s) is anticipated, the Pastor/Administrator should contact the Secretariat for
Parish Services and his Regional Vicar. The Vicar for Canonical Services will then be contacted prior to
formally initiating the process in either the modification of a parishes or the closing of a church building.
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