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Dear Saint Augustine Ministry Leaders,         6/17/15 

 Nearly eight years ago the Administrative Planning Committee of the Parish Pastoral Council 

produced the Seven Steps to Effective Ministry (Part 2 of this Handbook) to assist and improve the operations 

and cooperation of all of the parish’s ministries in the service of the parish mission.  This year (2015) we have 

added a Frequently Asked Questions section (Part 1) and some additional materials to address the needs of 

today.  In order to put this document in proper perspective, I want to offer a brief reflection on the meaning of 

ministry in light of our Catholic faith. 

 Jesus says in the Gospel: “Come to me all you who labor and are burdened and I will give you rest 

(Matthew 11:28).  The church is a spiritual hospital. People only come if they need something.  Sometimes 

they need to receive something (e.g., encouragement, forgiveness, rental assistance, etc.) and sometimes they 

need to give something (praise, their gifts and talents, etc.). What everyone who comes needs is Jesus Christ.  

There is no greater gift we have to share after Him.  Ministry must be understood in this context.   

 There was a time when the term “ministry” was synonymous with the call to priesthood or religious 

life.  Clearly this is no longer the case. God still calls men and woman to this specialized vocation, but 

“ministry” is much more broadly defined. In fact, the call to serve comes first and foremost with baptism, not 

ordination or religious consecration.  Baptism incorporates us into the Body of Christ, the Church.   

 So, what is the mission of the Church and therefore the service that all the baptized are called to do?  

In a word: Evangelization. In a sentence, the Church is called to lead all people to a personal and life-

changing encounter with Jesus Christ (Matthew 28:19-20).  If this is the purpose for which the Church 

Universal exists it must also be the purpose for which our local parish of St. Augustine exists.  Therefore, 

every ministry that exits in our parish is charged to lead those they serve closer to Christ as well.  Any ministry 

(or so-called) that does not see this as their primary purpose is in fact a counterfeit organization masquerading 

as a ministry and should cease to exist.   

 So whether proclaiming the scriptures or preparing a Thanksgiving basket, bringing about an 

encounter with Christ that is personal and real must be the deliberate purpose behind the act of service.  

Whether preparing children for First Communion or toys for needy families; singing in the choir or working in 

the bookstore; deliberating about the use of church finances, advocating for the homeless, serving at the altar, 

leading the rosary; greeting visitors at the door or educating and catechizing our children – encountering the 

Good Shepherd is always the goal for which we strive.   

 Therefore the prerequisite of anyone interested in doing Christian ministry is encountering Christ for 

themselves.  He is at the center of our liturgies and at the heart of the Sacraments.  He is the ultimate 

motivation for our efforts in social service and the only explanation for our willingness to forgive those who 

hurt us or loving those who only despise us in return.  Spiritual preparation, therefore, is a must. Adequate 

catechesis is required. Prayer before, during, and after is a necessity; and retreats are strongly encouraged. We 

cannot introduce others to Christ if we have not come to know Him ourselves.   

Keep this introductory reflection in mind and heart as you use this ministry manual – but especially as 

you engage in the ministry of leading those you serve to the One who can change their lives forever!   

With you in Service of the Mission,  

Rev. Patrick A. Smith, Pastor  



  



Introduction: Taking the Steps to Effective Ministry 

One is your leader, that is Christ (Mt 23:10) 

The mission statement of the Archdiocese of Washington speaks of “a community of men and 

women of all ages, races and cultural back-grounds. This is what binds us together.” 

 

This handbook is intended to help ministry heads lead their members, by influencing 

parishioners to work together to accomplish the mission of the parish, and bring each of us 

closer to God. But leadership, especially in the context of a faith community, really means to 

serve. Thus, this handbook can serve as a reference guide – an outline of policies, procedures, 

principles and practices – to assist the many wonderful servant leaders who volunteer their time 

and talents to help the St. Augustine Community and to serve God. We hope that the guidelines 

in the handbook will help “equip the saints for the work of ministry to the building of the Body of 

Christ” (Eph 4:12) 

This handbook is divided into two major sections to assist ministry leaders: 

 Part 1. Frequently Asked Questions (FAQs) presents definitions, functions, policies 

and procedures in the form of questions and answers. This information may be specific 

to how parish ministries operate at this Parish.  

 Part 2. Seven Steps to Effective Ministry presents steps for effective ministry 

leadership that are based on some best practices that are transferrable to effective 

leadership beyond this Parish. 

With this handbook, we wish to assist our ministries in the building and nurturing of a strong 

faith community at St. Augustine by providing them with the tools and steps to lead them on the 

path to successful parish ministry. With God’s help, we seek to serve the members of all 

ministries while keeping in mind the mission of our Church – “to continue to work in evangeliza-

tion, liturgy and music, ecumenism and efforts toward the achievement of a spiritual economic 

and social development of all people.” 

St. Augustine Parish Pastoral Council, April 2015 
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Part 1: Frequently Asked Questions (FAQs) 

1. Parish Organizational Structure  

1.1. What is the parish organizational structure of St. Augustine Parish? 

The “parish organizational structure” describes the way a parish is organized to carry out its mission and 
ministries; it defines the working relationships and lines of organization between the pastor, staff, 
consultative bodies and the parish community as a whole. The parish organizational structure of St. 
Augustine is depicted in the chart below: 
 

 
 
The Parish Finance Council and the Parish Pastoral Council (PPC) are two separate and distinct 
“consultative bodies” made up primarily of groups of parishioners who advise and assist the pastor in 
the sacramental and pastoral ministry of the parish.  They are called consultative bodies because their 
primary role is to provide recommendations in the areas of policy and procedures, general advice and 
counsel, and specific suggestions on parish issues and concerns.  
 
Note that the establishment of a Parish Finance Council is mandated by canon law. Although separate 
from the PPC, it must be closely linked with the workings of the PPC.  
 
See the subsections below for the more on the PPC, Standing Committee and Ministries. 
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1.2. What is the role of the Parish Pastoral Council (PPC)? 

“The Parish Pastoral Council (PPC), over which the pastor presides, assists the pastor in his pastoral 

planning for the parish with expert opinion and advice for the good of the Church” (Archdiocese of 

Washington, Parish Pastoral Guidelines 2013).  It is not a governing or decision-making body but rather a 

consultative/advisory and discerning body to the pastor.  

Excerpts from the St. Augustine PPC Constitution (amended Nov 2014): 
Article II (Mission and Purpose), Section 1: “…In response to the movement of the Holy Spirit, the PPC 

assists the Pastor (or Pastoral Administrator) with discerning the goals and priorities of the Parish as part of his 

pastoral planning for all pastoral matters of Parish life.  

  

Article III (Duties), Section 1-9: 

 Section 1.  To advise the Pastor (or Pastoral Administrator) on the formulation of Parish policy, program 
goals and operating procedures; and to ensure implementation of operating procedures to achieve said 
policy and program goals.  

 Section 2.  Through reflection and prayer, encourage the growth of different Parish activities; and take 

leadership in the coordination, planning, support and evaluation of pastoral activities... 

 Section 3.  To serve as liaisons to the various Parish groups or coordinate the implementation of specific 

initiatives at the request of the Pastor (or Pastoral Administrator). 

 Section 4.  To help identify and consider the needs of the Parish and recommend to the Pastor (or 

Pastoral Administrator) ideas and means to respond to those needs. 

 Section 5.  To collaborate with the Parish Finance Council to assure that: (a) all Parish pastoral initiatives 

operate within their approved budget; and (b) vital pastoral programs approved by the PPC receive the 

funding needed to operate through either the annual budgeting process or approved fundraising efforts.  

 Section 6.  To consider Archdiocesan pastoral priorities and pastoral publications of the Archdiocese, 

United States Conference of Catholic Bishops (USCCB) and the Holy See in connection with all Parish 

activities. 

 Section 7. To promote and facilitate communications among Parish organizations, the Parish, the 

Archdiocese and the universal Church.   

 Section 8.  To adopt By Laws to regulate the activities of the PPC in accordance with the provisions of 

this Constitution. To conduct a biennial (every two years) review of the By Laws. 

 Section 9.  To establish Standing Committees and organize various Ministries of the Parish… 

1.3. What is the composition of the PPC? 

Per the St. Augustine PPC 
Constitution (amended November 
2014), the PPC shall consist of not 
more than eighteen (18) voting 
members and not more than seven 
(7) ex officio (non-voting) as listed to 
the right.  

See Appendix 1 for a current roster of 
the PPC as of May 29, 2015. 
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1.4. How are PPC members elected? 

Most members of the PPC are elected by registered parishioners (see 1.3 above). Standing Committee 

Chairs are elected by ministries of that Standing Committee. One voting member may be appointed by 

the Pastor.  

1.5. How are ministries connected to the PPC? 

Ministries are connected to the PPC via the Standing Committees (See organizational structure 

presented in 1.1 above) 

1.6. What are the Standing Committees? 

A Standing Committee is one with an ongoing or established purpose compared to an ad hoc committee 
which is a temporary body responsible for a particular task. Standing and ad hoc committees are 
established by the PPC to assist with planning, policy development and carrying out the work of the 
parish – e.g., Worship & Church Standing Committee compared to the Ministry Fair Planning Committee 
(ad hoc).  Accountable to the PPC, the Standing Committees are responsible for the five core areas of 
parish life – worship, education, community, service and administration (see Indicators of Vitality for 
more details: http://www.adw.org/iov/ ). The number and names of these committees will vary from 
parish to parish, depending on the size of the parish and the scope of its mission.  At St. Augustine, our 
PPC has the following six (6) Standing Committees: (1) Administration & Planning; (2) Catholic Education; 
(3) Family and Youth; (4) Hospitality & Parish Community Building; (5) Social Services & Social Justice; 
and (6) Worship & Church.  Our ministries, committees and flagship activities are grouped by these 6 
Standing Committees as depicted in the diagram below. 
 

 

http://www.adw.org/iov/
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1.7. What is the relationship between Parish Staff and the two Councils and Standing 

Committees? 

The two Councils (Parish Finance Council and the PPC) and Standing Committees should develop 
cooperative working relationships with members of the Parish Staff. Parishioners who serve on either 
Council or Standing Committee are not governing bodies and therefore are not responsible for 
supervising the pastor(s), parish staff. At the same time, pastor(s) and pastoral staff should regularly 
seek the advice and active participation of the two Councils and Standing Committees. 

1.8. What is the role of the Standing Committee Chair (SCC)?  

The role of the SCC is to represent the ministries in the Standing Committee on the PPC; and to serve as 

a liaison to the PPC and the pastor – i.e., to obtain approvals; or to present issues, needs and updates 

from the ministries of the Standing Committee. The SCC should disseminate information from the PPC or 

pastor as needed; and advise ministries in strategizing and planning activities, leadership structure and 

other issues that may arise.   

1.9. What is the term of a SCC? 

As with most members of the PPC, a Standing Committee Chair (SCC) shall serve a three (3)-year term 

and no more than two (2) consecutive terms in that position – i.e., cannot serve more than 6 years as a 

SCC.  (PPC Constitution, Amended November 2014) 

1.10. How are SCCs elected? 

SCC should be elected by the ministries of that Standing Committee; or appointed by the pastor.  Per the 

St. Augustine PPC By Laws (amended 2015), around March of every year the PPC Chairperson shall 

appoint a Nominating & Election Committee (made up of PPC members) to initiate and oversee a 

procedure to solicit and receive nominations for each Standing Committee Chair position between April 

and May. The Nominating & Election Committee will distribute and collect all written ballots and report 

the results to the PPC by early June.  

1.11. When should a HOM seek approval from a SCC? What authority does a SCC 

have? 

Ministries should seek the approval and advice of the SCC for major activities, events, and issues before 

presenting these to the pastor. In fact, in many cases, the approval of the SCC may be sufficient for 

moving ahead with certain major activities or events.  However, any initiatives which call upon and 

especially require parish-wide support and mobilization must be brought to the attention of the pastor 

for approval.  The pastor may also choose to bring the initiative to the PPC for valuable feedback.   For 

the most part, the SCC will use his/her discretion to determine when the ministry needs to meet with 

the pastor before proceeding.  
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1.12. When and how often are Standing Committee meetings held? Who should attend 

these meetings?   

The SCC should convene the ministry leaders (at least two from each ministry) for quarterly Standing 

Committees meetings. These meetings may be held as part of the HOM meetings hosted by the PPC.  

1.13. When and how often should HOM attend the PPC meetings? 

The PPC meetings are open to any Parishioner at any time so that a HOM can attend at any time.  The 

PPC may request a HOM to attend the PPC meeting for a specific report or briefing.  

1.14. What is the purpose of the HOM meetings and who should attend? 

The purpose of the HOM meeting is, first of all, to foster unity among the leadership of the parish 

around the pastor’s goals and vision by providing an opportunity to hear from him directly in one 

setting.  Secondly, the meetings are meant to foster community and collaboration among the ministries 

and to support effective ministries in carrying out meeting the Mission of the Church.    This is 

accomplished by sharing information, instruction/training, and guidance with all HOM’s at the same 

time.  Finally, HOM meetings will also be an opportunity for the SCC to meet with the HOM regularly. 

Two representatives from each ministry should attend the HOM meetings, namely the Chair and Vice-

Chair. The Chair may appoint others in their absence.  

2. Defining Ministry 

2.1. What constitutes a Ministry vs. an “activity” or “special initiative”?  

A Ministry is a small subset of the Parish Community (Small Group of Parishioners) who believe that they 

are called by God to make a long term commitment of themselves along with their gifts and talents in 

the service of the Mission in one specific area of service.   A Ministry exists to put the Mission into 

motion.  

Special initiatives or activities are “ad hoc” in nature.  That is, they are launched or engaged to address a 

particular concern or carry out a particular task, purpose or end through a temporary committee formed 

for this purpose and which disbands upon the completion of the project.  Examples of this would be the 

“Ministry Fair”, “Parish Pictorial Directory”, “150th Anniversary Committee, “Pastor’s 10th Anniversary 

Celebration Committee”, etc.  Such “ad hoc” initiatives should be distinguished from annual signature 

events sponsored and carried out by a particular ministry (e.g., Christmas Toy Drive, Lenten Mission, 

Sodality Pilgrimage, Married Couples Reunion, etc.). 

2.2. How does one start a new ministry?   

Technically, “one” does not start a ministry per say.  One or several parishioners can present an idea or a 

need for a new ministry to the pastor directly for consideration.  Or a parishioner(s) may bring the same 

to a member of the Parish Pastoral Council (PPC) who would bring it to the pastor’s attention and may 

recommend that a meeting be set up to discuss the possibility.  A written proposal may be 

recommended to be presented formally to the PPC for discussion and consideration.  After discussion, it 
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may be recommended to the pastor by the PPC that the proposed idea for a new ministry be 

incorporated into an existing ministry that has a similar purpose and focus.  Or it may be recommended 

that a new effort to further support the parish mission be launched.  When the latter happens [and a 

vote is taken] the PPC then determines to which Standing Committee this new ministry should belong 

and those who presented the proposal to the PPC are informed that the establishment of the new 

ministry has been approved.  The PPC is then responsible to work with the leaders of the new ministry, 

giving them the necessary orientation and training needed for a successful launch.    

3. Ministry Governance and Leadership  

3.1. What is the basic leadership structure of each ministry? 

Each ministry or parish organization should have at least a Chairperson, Vice-chairperson, and Secretary; 

some of the larger ministries have a Treasurer or Business manager and other positions as needed. 

a. Is each ministry required to have this leadership structure – i.e., must every ministry 

have a “Head of Ministry” or officer(s)?   

Each ministry is required to have a Chairperson and Vice-Chairperson at the very least – no one 

person should be expected to lead a ministry on their own. Other leadership positions are not 

required but are highly recommended depending on the size and function of the ministry. 

3.2. What are the general roles/responsibilities of each ministry officer?   

Each ministry may have slightly different roles and responsibilities for their officers depending on the 

needs and function of their ministry.  The ministry should come to consensus on what would work best 

and be open to making adjustments as lessons are learned.  Below are the most general roles and 

responsibilities of the Chair, Vice-Chair and Secretary:  

 Chair. The Ministry Head or Chairperson is the key person responsible for the ministry. The Chair 

presides at meetings, and can call such special meetings that in his/her judgment are necessary. The 

Chair should also give periodic reports to the ministry’s Standing Committee Chairperson, the 

pastor, and the parish community on the work of the ministry, and perform all other customary 

duties. 

 Vice-Chair. The vice-chairperson, in the absence of the chair or in the event of the latter's inability to 

carry out the functions of the office, assumes the duties of the chairperson. The vice-chairperson 

also performs such other duties as may be delegated to him/her by the chairperson. 

 Secretary. The secretary takes minutes at all meetings, prepares a written summary of the 

minutes, distributes the minutes and the agenda to the ministry members before the next 

meeting, and preserves the documents in a permanent record. The secretary also prepares and 

sends all correspondence and maintains permanent files of the work of the ministry, including the 

names and addresses of its members. He/she may also prepare notices to appear in the parish 

bulletin pertaining to the ministry’s work. 

 



7 | P a g e  H a n d b o o k  f o r  E f f e c t i v e  M i n i s t r i e s  
 

3.3. What are the terms of ministry officers?   

Officers should generally be elected for a term of one year or until their successors have been duly 

elected and installed. 

3.4. How and when are ministry officers elected?  

Officers should be elected by the members of the ministry at an agreed upon regular meeting, usually by 

soliciting nominations from the members and, where possible, voting by consensus. It also is helpful to 

vote on each office individually, since that permits a candidate not elected to an office to be nominated 

for the next subsequent office.  

3.5. Can a ministry officer be appointed and by whom? 

Yes, an officer can be appointed by the pastor in the event that it is determined necessary. 

3.6. How are officers put in position for a new ministry? 

In a new ministry, officers should still be elected by the members of the ministry by soliciting 

nominations from the members and, where possible, voting by consensus. The election process may 

seem less formal in that members nominate (volunteer) themselves for a position with no objections 

from other members. That ministry should still plan to conduct an election every year at an agreed upon 

time.   

3.7. What should a ministry do when the same leader has been in position for a 

decade and cannot find someone to take over? 

The ministry should consult with their SCC who will engage the pastor as needed to strategize.   

3.8. Does a ministry have to vote or follow other formal procedures to conduct its 

business and activities? 

Ministries are not required to use a formal set of procedures (e.g., Robert’s Rules of Order) to conduct 

its business and activities. Procedures used for voting and conducting business are left up to the 

discretion of the ministry based on its size and function.   

4. Planning an Event/Seeking Approvals  

4.1. What are the steps for planning an event or activity? 

If the ministry for which you are responsible wishes to host an event for/at the Parish, here are the basic 

steps you should follow: 

1. Gather information that the Pastor will want to know about the event/activity (see Section 4.3 

below for this information listing).  

a. As part of this step, contact the Church Administrative Office (Ms. Bea Judon) to inquire 

about available dates for your event. Inform her of the areas/spaces being requested 

(see Section 4.12 below for available meeting and event spaces on the parish campus) 
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along with any need for early opening, furniture moving or special equipment setup.  Be 

sure to ask about what other events may be occurring on or around the date of your 

event and how your event might be impacted (e.g., parking, limited time for 

setup/cleanup, noise level, etc.).  

2. Contact the SCC with the detailed information outlined in Section 4.3 below to obtain approval 

to proceed. The SCC may determine that you might meet with the Pastor before proceeding.  If 

so, call the Church Administrative Office to schedule a meeting with the Pastor and send the 

information to the Pastor to review during that meeting.  

3. Once you have obtained approval from the SCC or Pastor, call the Church Administrative Office 

to confirm the approved event date, time and space is placed on the calendar. 

4. Discuss the details with those ministries that you wish to assist your ministry in planning and 

implementing the event as soon as possible to confirm their availability (see Appendix 2 for a 

list of heads of ministries/ministry officers). You should consider having these discussions as part 

of Step 1 and then circle back with them once you have obtained approval(s) 

5. If the event/activity requires any advance purchases or payments, submit a Check Request Form 

at least five (5) business days in advance of when the funds are needed (see Section 5.3 for 

details). 

6. To promote the event/activity, consider the most appropriate communications: flyers in the 

bulletin (see Section 4.6 below), altar announcements (see Section 4.7), posters in the back of 

the church (see Section 4.8), the church website (see Section 4.9), Facebook or Twitter (see 

Section 4.9), and email (see Section 4.11). 

7. If you wish to have the event recorded or photos taken, contact your SCC at least five (5) days in 

advance of the event.  This service is offered by a volunteer so that his/her availability is not 

guaranteed.   

8. At the conclusion of the event, please ensure that the furniture, equipment and meeting/event 

space are returned to its original condition.  Report any issues to your SCC.  

4.2. What kind of event or activity requires the approval of the Standing Committee 

Chair, the PPC, and/or the pastor?   

The Standing Committee Chair (SCC) should be informed about every activity or event planned by a 

ministry represented under his or her Standing Committee (e.g., a calendar of activities planned for the 

year). This way the SCC could flag certain planned activities  well in advance that may raise a concern or 

issue that the HOM may have missed (e.g., the activity may clash with the liturgical season or another 

parish activity that would compete for parking on the lot, etc.).  The SCC is responsible for determining 

whether approval is needed for the activity beyond him or herself (i.e., the PPC or the pastor). Examples 

of initiatives requiring such approval would be any activity occurring within the weekend liturgies (i.e., at 

Mass); any event calling for or requiring parish-wide support or engagement; any event where an 

outside guest presenter or speaker is invited.  The general rule for the SCC should be: when in doubt, 

seek approval.  
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4.3. What information does the pastor (or Standing Committee Chair) need to know to 

approve an event?    

The pastor or SCC need to know the following to approve an event: 

 What is the event and its purpose?   
 How does this event relate to the mission of the parish and the purpose of the ministry? 

(Sometimes this will be obvious – other times, not so much).   
 When is the event to take place and where (e.g., on or off church campus)? 
 What is the cost (if applicable) and is it within the ministry’s approved budget?   

 

4.4. How do you obtain the Pastor’s approval? 

Before connecting directly with the Pastor, you should first talk with your SCC so that he or she can 

determine whether the Pastor’s approval is needed for your event since the SCC’s approval may suffice.  

If the SCC advises you to obtain approval from the Pastor, he or she can assist you in connecting with the 

Pastor. Alternatively, you need to call the Church Administrative Office to schedule a meeting (in-person 

or by phone) with the Pastor to discuss your event.  

4.5. How do you get the Pastor, the Vicar (Associate Pastor) or other parish clergy to 

attend your meeting or event? 

Call the Church Administrative Office to request their attendance to your meeting or event.  Be prepared 

to supply the date, time and location of the event/meeting and the purpose for requesting their 

attendance. TIP: Submit this request as far in advance as possible since their calendars fill up quickly. 

4.6. Bulletin Inserts (text or flyer):  What is the process for getting text or a flyer 

inserted in the bulletin? 

For text: The ministry must send the text (as you want it to appear) to Ms. Bea Judon via email 

(bjudon@saintaugustine-dc.org) within 1.5 weeks prior to the targeted weekend – NO LATER THAN the 

Friday two weekends before you want it in print. Please note the following tips: 

 In your email correspondence to Ms. Judon, specify how long you want the text to appear in 
the bulletin – permanent (e.g., Ministry meets every Monday) or for 1 or 2 weekends 
(specify weekend dates).   

 The bulletin has limited space so if it is determined that the text is too long, you will be 
asked to shorten it; or it will be shortened for you and you will be notified of the change 
before it goes to print. Grammatical or spelling errors may be edited without notification. 

For flyer inserts: The ministry must send the final draft of the flyer to Ms. Bea Judon via email NO LATER 

THAN the close of business (5:00 pm) on the Tuesday before the weekend you want the flyer inserted.  

A flyer received after the deadline is almost guaranteed NOT to be included in the bulletin. Please note 

the following tips or best practices: 

 Limit the amount of color used in the flyer as the church’s resources for color ink are 
limited. Ms. Judon will review the flyer for color content and notify the sender if she 
assesses that it is “too much” color for printing (e.g., flyer with all red background and white 
lettering may not be copied for the bulletin). 

mailto:bjudon@saintaugustine-dc.org
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 It is best to send the flyer saved as a PDF to avoid any formatting changes that may occur 
when the flyer is opened on another computer that does not have the same software or has 
dated software. 

 Make sure your flyer is one-page only (double-sided is fine).  Ms. Judon will notify you if 
otherwise.  

 In your correspondence to Ms. Judon, specify: 1) whether the flyer should be printed in 
color, or on color paper (note color of preference); and 2) for how many weekends it should 
appear in the bulletin (although you may want to contact her again the next week by 
Tuesday to confirm that it will be included again). 

 Limit the number of consecutive weeks that your flyer is in the bulletin (it may go unnoticed 
after 3 or 4 weekends).  

 You should have obtained approval from the pastor for your ministry’s event prior to 
requesting the flyer to be inserted in the bulletin.  If the pastor is unaware of the event, you 
will be notified that the flyer will not be included in the bulletin until you have met with the 
pastor.  

4.7. Altar Announcements: How does the ministry get an altar announcement read 

during Mass? What are the rules or policy on making an altar announcement? 

Requesting an altar announcement be read at Mass:  Send the written announcement to Ms. Bea 
Judon via email NO LATER THAN noon on the Thursday before the weekend you want the 
announcement made at Mass. Please note the following in your request: 

 If you want ministry members to read the altar announcement, you MUST specify this in 
your email correspondence to Ms. Judon – list the names of individuals and at which Mass 
they will make the announcement. If this is not specified, the celebrant will read the 
announcement as it is written.  

 Specify which Masses the altar announcement should be read.  

When drafting the altar announcement, you should remember: 

 The written announcement should be concise, succinct and no more than 2 minutes long 
when read aloud AS IS.  

o Ms. Judon will notify you if the announcement is too long as it is written.  

o The pastor does the final review of altar announcements and may edit the 
announcement as he deems is appropriate.  As with flyers, the pastor may decide 
NOT to include an announcement for an event that he has not approved.   

 The announcement should start no later than 2-3 weeks prior to the event; and it should not 
run no longer than 3-4 weeks in a row (e.g., don’t need 6 weeks for advertising ministry 
event).  

When you or someone from your ministry is making an altar announcement: 

 Only one person from your ministry is allowed at the podium to make the announcement. 

 The announcement should be LESS THAN 2 minutes. Practice and time yourself beforehand.  

 You should be seated in the pews by the altar (where the adult servers sit) at the time that 
announcements are made at Mass.  If you are not seated there in time and the celebrant 
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does not see you, the celebrant may read the announcement. You should not be seated in 
that space for the entire Mass as it is typically designated for altar servers, special guests or 
other ministers contributing to the Mass.  

 You will NOT be allowed to make an altar announcement that has NOT been submitted to 
Ms. Bea Judon by the deadline, UNLESS the pastor has given you special approval to do so. 

4.8. Poster/Signs: How does a ministry get a poster made and set up in the back of 

the Church? 

Email or call Ms. Bea Judon no later than the Friday before the weekend you want posters set up.  Your 

ministry is responsible for making the poster and delivering to the church or church office. 

Ask or specify the following in your correspondence to Ms. Judon: 

 The purpose of the poster (e.g., the related event which she more than likely knows about if you 

have also sent altar announcements and flyer inserts) 

 The number of posters you have so that she can arrange to have easels set up in the church.  

 When you can set up or drop off the posters (typically the easels will be set up before the 4:30 

Mass on Saturday) 

4.9. Church Website, Facebook and Twitter: How does a ministry post an event or 

activity on the church website, Facebook or Twitter? 

Currently, ministries can send flyers or postings to the current web coordinator (Bill Murray) but 

changes are underway and will be communicated as soon as they are finalized.  Policies for Facebook 

and Twitter are currently underway and will also be communicated once finalized. 

4.10. Ministry Website: What is the policy for creating a ministry or activity-specific 

website?  

The ministry officer must seek the approval of the SCC and Pastor to create a ministry-specific or 

activity-specific website separate from the church website. If approved, the website should have links to 

the main church websites. Note that the church website is currently under revision and may have 

features that will preclude the need for creating separate websites.   

4.11. Emails: What is the policy for creating ministry or activity-specific email 

addresses? 

Currently, there is no established policy restricting ministries from recreating email addresses or email 

list-serv.  However, ministries should make the SCC aware of the email to confirm that it does not 

conflict with any other emails.  

TIP: When sending emails to a large list of parishioners, place all of the email addresses in the blind-copy 

(BCC) space to protect parishioners’ email addresses from being overused by others on the email list.  

Also, if the list of email addresses are NOT blind-copied, it makes reading the email you sent very 

cumbersome when the recipient has to scroll through long pages of email addresses CC’d (especially 

when reading emails on a mobile phone).  This is likely to deter some from reading the emails and 

wanting to not be connected to your ministry.  
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4.12. Securing Meeting/Event Space:  

a. How does a ministry reserve space for a meeting or event? 

You must contact Ms. Bea Judon (via phone or email) to reserve ANY space for ANY event at 

ANY time ANYWHERE on the church campus property.  Ms. Judon will check the availability of 

the requested space and contact you by phone or email confirming whether or not it is 

available. For reserving larger spaces (e.g., St. Augustine Room, Gingras parking lot), she may 

require pastor approval for the event prior to her booking the space.     

b. What are the spaces on church property that are available for reserving for a ministry 

meeting or event? 

The following are available to reserve for a ministry meeting or event:  

 At the Gingras Center (1419 V Street):  

o Three conference rooms – in the basement and on the first and second floors; 

o Chapel (no food or drink allowed);  

o Kitchen in the basement;  

o Green space behind the Gingras; and  

o Parking lot adjacent to Gingras. 

 At the St. Augustine School:  

o St. Augustine Room (this is the gymnasium on the main floor); and  

o Cafeteria and kitchen (basement level). 

 In the Church and its parking lot 

c. Can any ministry use the kitchen in the school cafeteria? How does a ministry reserve 

the kitchen in the school cafeteria? 

Yes, any ministry can use the kitchen in the school cafeteria but only with prior approval from 

Ms. Bea Judon like any other space on church grounds (see #6 above). The kitchen should not be 

used by non-parishioners. If you have never used the kitchen, you may be asked to receive an 

overview of how to use the kitchen and how to leave the kitchen when the event is done.  

5. Finances & Budgets   

5.1. What is the parish’s fiscal year and how does this impact ministry budgets and 

planning?  

The parish fiscal year is July 1 through June 30.  Ministries must submit budget requests by the third 

Saturday of May to their Standing Committee Chair (SCC) who submits it to the Parish Office where they 

are all compiled and forwarded to the Finance Council for review and approval.  Technically, the SCC 

submits a budget for their Committee which is made up of multiple ministries.  The budget request that 

the SCC submits in May is based on the total of the individual ministry budgets submitted by the Heads 
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of Ministry under that Standing Committee.  Through the SCC, the HOMs are informed of their approved 

budgets by the third Saturday of June (the last Parish Pastoral Council meeting of the fiscal year).   

5.2. When can the ministry start spending the ministry budget relative to when it was 

submitted? 

Ministries may begin spending on budgeted initiatives as of July 1st – the beginning of the fiscal year.  To 

access budgeted funds, the ministry should submit a check request form for a cash advance or 

reimbursement (see #3 below).  

It is very important that ministries take the time to do the necessary long term planning before 

submitting their budgets in May.  This budget should take into account any expenses that would go as 

late as the end of the fiscal year in June.  So, for example, if a ministry has been approved to do an event 

in the middle of July or the fall of 2016 and a down payment for that event is required in June of the 

fiscal year prior to the event, then that down payment should have been included in the previous fiscal 

year’s budget.  In other words, when the budget was submitted in May of 2015 to the Standing 

Committee Chair for approval, it should have included the June down payment for the 2016 summer 

event.   

5.3. Reimbursements and Cash Advances: How do I get reimbursed for expenses for 

the ministry? How long does it take to get reimbursed? How can a ministry 

request a cash advance? 

Reimbursements: Individuals seeking reimbursement should submit to Ms. Bea Judon a completed 

“Payment for Request for Ministry Activity Form” ALONG with original receipt(s) of the expenses for 

which you are requesting reimbursement. On the reimbursement form, you need to specify: To whom 

the check should be made payable; and whether you will pick up the check at the church office during 

business hours or if you want the check to be mailed to an address.  It should take 2-3 weeks to receive 

your reimbursement. Please contact Ms. Bea Judon if it is taking longer to receive your reimbursement. 

Cash advances: A ministry must submit a completed check request form to Ms. Bea Judon at least five 

(5) business days prior to when the funds are needed to make a payment.   

5.4. How can I find out where my ministry is with spending relative to what we 

budgeted?  

As a general rule ministries should keep track of their own spending relative to their budgets. However, 

the Church secretary also checks the balance of each ministry budget when that ministry puts in a 

request for funds (e.g., a check to be cut for an event).  The Ministry will be informed if the funds 

requested exceed the amount budgeted for that ministry.  In such a case, the request for funds will not 

be approved.  If the HOM and SCC believe that the event or initiative warrants an exception for 

consideration because of some extraordinary or pressing circumstances then they may choose to set up 

a meeting with the pastor to make their case.  In the event that an exception is granted to fund the non-

budgeted expense, then it will usually require another HOM agreeing to forego a portion of their budget 

to keep the parish within the overall budget approved for all ministries.    
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5.5. What happens if the ministry uses fewer funds than what was budgeted?   

[In the event that a ministry does not use their entire budget by the end of the fiscal year then that 

ministry receives a great big hug from the pastor and special mention in his “Sermon Notes” at the end 

of the year for being a model of fiscal responsibility!]  The serious answer – Unused funds by a ministry 

simply remain as part of the parish’s revenue.  The funds do not roll over to the next fiscal year which is 

why a budget is submitted each year.  A ministry that consistently over budgets may consider submitting 

a lesser amount the next fiscal year.   We must keep in mind that we trust God to provide for us what we 

need to do the work he requires.  Sometimes this is clear when one ministry is under budget and 

another runs over.  Two years ago I took the extraordinary action of approving the planning of the Parish 

Ministry Fair (a Parish Pastoral Council initiative) which had not been in the original PPC budget.  In 

order to be fiscally responsible I asked certain ministries to give up a portion of their budgets for the 

sake of this parish-wide initiative that would benefit ALL the ministries of the church.   

5.6. Fundraising: Does a ministry need prior approval to host a fundraiser and who 

gives the approval?  What happens to the funds that our ministry raises?   

Yes, any ministry should seek approval initially from your SCC who may then connect you with the 

pastor for further discussion and final approval.  

All funds raised by any ministry go to the General Parish Fund of the church.  Fundraisers should not be 

required to carry out their mission. Funds for this purpose should be submitted as part of the budget 

process.   
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Part 2: Seven Steps to Effective Ministry 

1. Step1: Become a Servant-Leader 

“Now that I, your Lord and Teacher, have washed your feet, you also should wash one 

another’s feet.  I have set you an example that you should do as I have done for you” John 

13: 14-15. 

So what should a leader do? Jesus gave us the perfect example. For one to lead, one must serve. Jesus’ actions 

on that first Holy Thursday show us the first step in what we are asked to do. That story both serves as a basis 

for the reflections on leadership that follow and offers us some guidance on what we are called to do. 

1.1. Servant Leadership Principles from John 13: 1-15 

1. Servant leadership reveals the full extent of your love. On the eve of His crucifixion, Jesus 

showed His followers “the full extent of His love” (verse 1).What level of love is evident in our 

serving of people? 

2. Servant leadership reaches out without discrimination. The devil had already prompted 

Judas Iscariot to betray Jesus (verse 2), yet Jesus washed his feet along with the feet of the other 

disciples. Do we serve people equally, or only those we like or feel deserve it? 

3. Servant leadership is motivated by our relationship with God. Jesus knew “that the Father 

had put all things under His power and that He came from God and was returning to God” 

(verse 3). It is only as we are secure in our identity as children of God that we can serve 

people as Jesus did. 

4. Servant leadership reveals a caring person. Jesus washed His followers’ feet (verses 4-6), a 

task performed by household slaves. John Maxwell puts it well: “People don’t care how much you 

know until they know how much you care. 

5. Servant leadership requires that we let Jesus serve us. When Peter raised objections, Jesus 

answered, “Unless I wash you, you have no part of Me” (verse 8-12). Unless we receive what 

God has for us, we cannot serve others. We need Him to cleanse us, redesign us, rebuke us, and 

nurture us so that we are able to do for others what He has done for us. 

6. Servant leadership does not require you to lose your position or status. Jesus said, “You call 

me ‘Teacher’ and ‘Lord’ and rightly so, for that is what I am” (verse 13). When you as a father serve 

your child, you remain father. The same is true for a mother, pastor, or president. 

7. Servant leadership reveals the person of Christ. Jesus stated, “Now that I, your Lord and Teacher, 

have washed your feet, you also should wash one another’s feet. I have set you an example that you 

should do as I have done for you” (verse 14-15). 

(Adapted from “Servant Leadership” by Vern Heidebrecht in M. B. Herald: Vol. 37, No. 21.) 

1.2. Characteristics of a Servant Leader 

A Deacon Digest article describes the characteristics of a servant-leader in a Christian community. Not 

surprisingly, the author suggests that a servant leader listens, empathizes, heals, is aware, persuades, 
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conceptualizes, has foresight, is a good steward, and builds community. Admittedly, this is a tough standard 

for any of us to meet, but clearly an important one to strive to reach. 

1.3. Basic Leadership Principles 

At one of the first meetings of the St. Augustine Leadership Development Ministry that helped draft this 

part of the handbook, a parishioner outlined several principles of leadership. That outline proved to be 

very helpful to the work of this ministry, and is useful and good advice for anyone who seeks to lead and to 

serve this Parish. It is reprinted in full for your review in Appendix 7. It contains a description of the six 

essential characteristics of an effective Leader: 

 Listen and Learn from others  

 Energize the organization  

 Act for the benefit of everyone  

 Develop themselves and others  

 Empower others to Lead  

 Recognize Achievements 

In summary, to be a leader in a Christian community, we must serve, and do that service in the name of 

Jesus.  

2. Step 2: Structure the Ministry 

Some organizations at St. Augustine operate under governing principles, 

written or oral, that set out the basic structure and functions of the 

ministry, while other organizations do not. What follows is an outline of 

the basic structure of ministry – officers, elections, running of meetings, 

taking of minutes, preparing budgets, planning events – that may prove 

helpful to those ministries looking to take the next step and formalize 

the structure of the organization.  Some of this information is referenced 

in the FAQs.  

2.1. Ministry Officers 

At St. Augustine, the officers of a ministry are chosen from the members of the ministry or parish 

organization. Most organizations try to have at least a chairperson, vice-chairperson, and secretary; 

some of the larger ministries have a treasurer or business manager as well. See Section 3.2 under FAQs 

with general descriptions about these officer positons. 

2.1.1. Election of Officers 

Officers should be elected by the members of the ministry at an agreed upon regular meeting, usually by 

soliciting nominations from the members and, where possible, voting by consensus. It also is helpful to 

vote on each office individually, since that permits a candidate not elected to an office to be nominated 

“I charge you before God 

and Christ Jesus and the 

elect angels to keep these 

rules without prejudice, 

doing nothing out of 

favoritism.”  (1 Tim 5:21) 
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for the next subsequent office. Officers should generally be elected for a term of one year or until their 

successors have been duly elected and installed. 

In the event of a vacancy in any office except that of the chairperson, the ministry can elect someone 

from among its own membership to fill the office until the next regularly scheduled election. In the 

event of a vacancy in the office of chairperson, the vice-chairperson should automatically succeed and 

fill out the unexpired portion of the term. 

Each officer should, at the end of his/her term of office, turn over to their successor all books, papers, 

and other records and property pertaining to his office. 

2.2. Meetings 

2.2.1. Keys to a successful meeting 

Make the meeting interesting, keep it on track, and make sure something is accomplished. Running a 

successful meeting will help your ministry operate efficiently, and provide a worthy experience for all 

members. The keys to ensuring a successful meeting include: 

1. Establish a regular time and place.  Schedule meetings at a regular time and place, for example the 

second Sunday of each month, so members always know when the next meeting will occur. Publish 

the time and place of regular meetings of the ministry in the Parish bulletin through the Parish 

office, as well as in the monthly calendar put out by the Parish’s communications committee. Special 

meetings should be announced at least a few days in advance, with careful attention paid to the 

specific reason for the meeting. 

2. Set a quorum. Establish a quorum, usually a set percentage (e.g., 50%), for meetings. No voting or 

decision-making should be conducted at a meeting without a quorum, because those decisions 

might not represent the views of the ministry. 

3. Start with a prayer. Begin your meetings by asking for the guidance of the Holy Spirit. 

4. Start and end on time. Respect the time commitments of ministry members, especially those who 

have made it a priority to be on time. 

5. Have an agenda and stick to it. Place priority items at the top, not the bottom, of the agenda. 

The secretary, with the chair’s help, should prepare an agenda for each meeting and send it to all 

committee members in advance of the regular meetings. Most meetings fail when adequate 

thought has not been put into what the group should discuss. Sample agendas is attached in 

Appendix 8. Pace the meeting and observe specified time limits for agenda items—this will allow 

everyone a chance to speak and helps insure that all issues on the agenda are covered. However, 

be sensitive to the need for discussion. Allow the group to talk things through. If they want more 

time to discuss an issue, adjust the agenda. Recognize when there is consensus and move on. Be 

gentle but firm with people who speak too long or get off the subject--a simple "let's move on" or 

"thanks, now let's hear from someone else" can be very effective. 

6. Be prepared. Come prepared with your assignment. If this discipline breaks down, participants begin 

to consider preparation optional. 
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7. Try to involve the entire group in the discussion. Encourage everyone to speak by simply asking those 

who haven't spoken for their opinion on the issue at hand. Be aware of people who look confused or 

lost, by restating questions or ideas.  

8. Summarize key points when necessary. 

9. Set aside additional time for experiences and long-term thinking. Monthly meetings alone will not 

be sufficient to address all the issues. On occasion, time must be set aside for brainstorming, 

planning, and for experiences designed to build community, perspective, and skills. 

10. Summarize conclusions, decisions or action items at the end of the meeting. Leave enough time 

at the end of the meeting to summarize any decisions that were made so that everyone is on the 

same page before you leave, set the date and place of the next meeting, and develop a pre-

liminary agenda, which should include any unresolved issues from this meeting.  

2.2.2. Use of Robert’s Rules of Order  

Using procedural rules to run a meeting and present ideas to be voted on can be very helpful, 

especially for larger groups or where issues and questions are frequently decided by a vote of the 

membership. The best-known set of rules out there is Robert’s Rule of Order. Five principles guide 

the implementation of the rules: 

1. Courtesy and justice for all. 

2. Orderly procedure, considering one topic at a time. 

3. The right of the majority to rule the organization. 

4. The right of the minority to be heard. 

5. Equality of members before the rule or law, with fairness to all and partiality to none. 

6. A summary on using Robert’s Rules can be found on the web. Here are two websites that should 

be helpful:  

http://www.robertsrules.org/     

http://www.dummies.com/how-to/content/roberts-rules-for-dummies-cheat-sheet.html 

 

2.3. Budgeting 

Budgeting is crucial in planning for every parish ministry. Each year, the Parish puts together a budget 

that covers the costs and income from all events and activities of the Parish. Both the Parish’s Finance 

Council and the PPC have detailed forms procedures for how each ministry should prepare its budget for 

the year, included in Appendix 4. Questions on how to complete the forms can be directed to your SCC 

or any PPC member.  

For more information on Finance & Budgeting, see Section 5 in Part 1 (first half of this Handbook). 

  

http://www.robertsrules.org/
http://www.dummies.com/how-to/content/roberts-rules-for-dummies-cheat-sheet.html
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2.4. Recruitment 

"All power in heaven and on earth has been given to me. Go, therefore, and 
make disciples of all nations, baptizing them in the name of the Father, and of 
the Son, and of the Holy Spirit, teaching them to observe all that I have com -
manded you. And behold, I am with you always, until the end of the age."   
(Mt 28:18-20)  

We all have a role in the pastoral success of our parish community. We should all embrace the personal 

responsibility to be prepared, to get training, and to volunteer to support our communities. "Whoever 

wishes to come after me must deny himself, take up his cross, and follow me.” (Mk 8:34) 

The strength of any body is in its membership. The membership of each committee performs the daily 

and long-term, mundane and important tasks that make up the mandate of the ministry. There are 

hundreds of people eager to serve, but they have to be approached; conversely, there are some people 

who aren’t aware of what they can do, and they, too, have to be engaged. Remember, Simon Peter, 

Andrew, James and the rest of the apostles were simple fishermen until Jesus said, “Come after me, 

and I will make you fishers of men.” (Mk 1:17) 

A leader of any committee or group can ensure the productive health of the whole by maintaining a 

healthy balance of work among the membership. But this requires willing and able participants, which 

in turn requires strategies for recruitment. In order to recruit, ministry members should: 

1. Identify the skills necessary to facilitate the ministry’s objective, such as technical writing ability, 

grant writing skills, artistic ability, cooking skills, or community building skills. 

2. Identify the individuals who possess these skills, either through self-identification or in 

conversations with other members of the parish community. 

3. Extend a personal invitation to the individual, explaining the personal and professional appeal 

that the individual holds for the group and vice-versa.  

4. Follow up the invitation by remaining in contact with the individual, even if they are not available 

for ministry inclusion at the present time. It is always possible that they may find both the time and 

the inclination to join the ministry in the future. 

2.5. Training 

You're growing! Make sure you do it right! Frequently the interaction accompanying the training of a 

new member will help make sure your organization has the appropriate structure, resources, policies 

and procedures, and systems in place in response to changes in your community.   

The chairperson or his/her representative should conduct an orientation of all new members who aspire 

to develop the core skills necessary to perform the tasks and responsibilities that least to meeting the 

ministry’s objectives. In other words, teach to do things right and how to avoid common mistakes.  

I have prayed that your own faith may not fail; and once you have turned back, you must strengthen 

your brothers.” (Luke 22:32) 
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“There are different forms of 

service but the same Lord...” 

(1Cor 12:5) 

Training should encompass best practices that offer proven, state-of-the-art tools and techniques 

designed to help better manage this process.  

This training should be conducted as soon as a new member joins a ministry. 

Participants will bring into the training their extensive experiences and knowledge, share those practices 

that have proven to be effective, and learn from others. Use the training session as an opportunity to 

conduct an informal, objective, and comprehensive review of your ministry’s performance, strategic 

approach to its market and mission, and overall management. This review can include a comparison of 

your organization to peer organizations that are similar in size, purpose, and scope. At the end, trainers 

should provide a material representation of the ministry’s policies and procedures. 

2.6. Planning for Succession 

A change in leadership is inevitable for all ministries and can be a very challenging time. Therefore, each 

ministry should prepare for an eventual change in leadership – either planned or unplanned – to insure 

the stability and accountability of the organization. 

A good transition should preserve the continuity of leadership and be perceived as a process rather than 

an event. Succession is a process requiring planning, teamwork, and constant re-evaluation. 

It should be the policy of the ministry’s leadership to assess the needs of the group to help insure the 

selection of a qualified and capable successor who is an active representative of the ministry and its efforts, 

a good fit for the ministry’s mission, vision, values, goals and objectives, and has the necessary skills for the 

same. 

3. Step 3: Establish Objectives/Priorities 

3.1. Identify the Mission and Construct the Mission Statement 

Each ministry needs a stated purpose, usually called a mission 

statement. Mission statements are clear, brief and to the point, 

describing the ministry’s reason for existence, its philosophy, 

values, and direction. The mission statement should be spiritual 

and support the overall mission of the Saint Augustine parish, 

the Archdiocese of Washington, and ultimately the universal Church. Ministries that have served the 

Saint Augustine community for many years may have their purpose stated in a set of by-laws, a con-

stitution, or another governing document. 

Every ministry should have a mission statement that is clear, so that the intent is obvious; flexible, to 

allow for some interpretation; and short and understandable; 

A good mission statement states those issues that distinguish the ministry from other ministries, 

emerging from a process in which all members of the ministry have reached a consensus on the overall 

purpose of the ministry. 

“I have prayed that your own faith may 

not fail; and once you have turned back, 

you must strengthen your brothers." 

(Luke 22:32) 
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Examples of Mission Statements: 

 SS Alban and Stephen Catholic Church, St. Alban, United Kingdom:  Our mission as Ushers/Greeters is to 

welcome all parishioners and make them feel welcome and a member of our St Maximilian Kolbe family. 

 St Maximilian Kolbe Church, Westlake Village, California: The Ushers are the first to give an impression of 

the church and of those living the saved life. We strive toward developing attitudes that will draw others 

to Christ and such a spirit of friendliness that visitors, relatives, and friends of the saints are made to feel 

welcome and open to hearing the Gospel. Ushers have the important spiritual mission of seeing that God’s 

services are conducted decently and in order. It is our desire to serve the saints and assist the Pastor in 

every way. It is our desire to provide that service with professionalism and with the love of God being 

evident to all with whom we come in contact so that the hearts of men, women, boys, and girls will be 

prepared to accept the word of God. 

 Faith Deliverance Church of God in Christ, Dayton, Ohio: To support high school students as they 

strengthen their relationship with God, learn more about living the faith serve as leaders of the parish and 

prepare for sacraments with a special emphasis on Black Catholic history. Young Adult RCIA Program, 

Saint Augustine Catholic Church 

3.2. Set Goals and Objectives 

As the mission statement clearly articulates the purpose of the ministry, goals and objectives should be 

developed in light of the mission and values of the ministry. 

1. The goals for the ministry are ways that the ministry fulfills its mission. Goals are the framework. 

Goals should: 

a. Be tied to the budget cycle and the governance structure. 

b. Be effective and reasonable. 

c. Be specific. The more specific the goal the more likely the ministry is to achieve it. An 
example would be: The ministers of hospitality will increase its membership by 10% (or 6 
members) over the next year. 

d. Be measurable. There must be a way to determine if the ministry is making progress. Using 
the example above, the ministry knows how many members it has. It will know clearly when 
the goal has been met and what objectives or strategies have been successful or 
unsuccessful. 

e. Be targeted. What does the ministry want to achieve? Will the goal lead to that outcome? 
Does it accomplish the mission of the ministry or of the parish? Using the previous 
example, will having more ministers of hospitality advance the mission of the parish? 

f. Be time specific. Consider the budget cycle. Does the goal have financial requirements? 
If not, goals should coincide with the governance structure of the ministry. 

g. Be independent. Each goal should be independent. If goals are linked together, and one 
is not achieved, consider what the impact would be on the other goals. 

h. Be written in the positive, not the negative. Focus on what the ministry hopes to 
achieve, not what you hope to avoid. 
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i. Be set high. Try to expand the possibilities for the ministry. Remember to whom much is 
given, much is expected. Look for new ways to serve the Saint Augustine community and the 
community at large. 

2. The ministry should consider what strategies or activities it will pursue that will fulfill the goals of the 

ministry. Objectives are the strategies and activities that are developed to meet the goals. They help 

determine what activities the ministry should undertake to support its mission and the mission of 

Saint Augustine parish. 

Using the earlier example, the ministers of hospitality will increase the number of members by 10% 

(or six members) over the next year, what strategies or activities should the ministry use to increase 

membership? 

Steps for creating strategies include: 

a. Involve all members of the ministry to ensure successful implementation 

b. Develop a plan to implement the strategy. Will the strategy require financial support? Does 
the benefit to the ministry/parish outweigh the cost? 

c. Consider carefully the mission and goals of the ministry. 

d. Design a process to assess the success of the strategy. 

 

4. Step 4: Accomplish Objectives/Priorities 

4.1. Foster Communication 

A key ingredient in building an effective team is good communication. 

4.1.1. A simple ABC formula for good communication.  

This can be helpful when you are involved in emotionally charged 

and difficult meetings. 

Accept each other. Whether or not you always approve of other 

members’ ideas, you should still be able to accept each other as 

valued members of the local body and the body of Christ. 

Become a good listener. Good listeners indicate they are hearing what is being said and understanding 

the purpose behind what is being said. They stop what they are doing; they don’t doodle or skim 

through correspondence while someone else is speaking. They pay attention and indicate they are 

listening by facial expressions and appropriately responding with words or a nod of the head. 

Choose your words carefully. Keep in mind our ultimate purpose is to foster communication and help 

others encounter Christ. Words that are thoughtfully selected and properly expressed can provide 

direction and healing. But if words are carelessly selected and thoughtlessly used, they can be incredibly 

hurtful and destructive. 

Let us then pursue what 
leads to peace and to 
building up one another. 
(Romans 14:19) 
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4.1.2. Guidelines for Communicating Under Pressure 

Here are some guidelines for communicating under pressure that you may wish to share with your 

ministry members. Of course, every committee meeting should begin with prayer for open minds and 

the guidance of the Holy Spirit in arriving at the best possible resolution of all issues to be considered. 

a. In your deliberations, try to use more “I” statements than “you” statements. “I” statements tend 
to be informative: "I feel we should get started on...," or "I think it would be good for the church 
if we....". “You” statements tend to be blaming: "You make me so angry," or "You always want 
the decisions to go your way." If you need to express anger, then own that anger and express it 
something like this: "When we talk about this subject, I tend to feel angry because..." Do you see 
how different and how much less accusing that sounds? 

Stating things in terms of what you feel and what you believe is needed will undoubtedly prove 
more effective than complaining about what is lacking in someone else’s suggestion. 

b. Give supportive feedback when people are willing to express their thoughts. Statements such as 
"Thank you for sharing your ideas and feelings" or "You are a valuable member of this 
committee" will encourage more openness and honest dialogue—qualities which are sorely 
needed in the church.  

c. Flag unnecessarily provocative words. Instead of telling someone, "You’re wrong about that," 
learn how to say, "It might be viewed from this point of view..." You could also say, "I’ve listened 
to our discussion, and it certainly helped me to see things a bit differently," or "While I was 
listening, it occurred to me that another way of looking at it might be...." 

4.2. Build Consensus 

A consensus is a generally accepted agreement or opinion. It does not require unanimity; however, it should 

represent extensive if not complete support. 

4.2.1. Consensus building is important because: 

a. There can be an extraordinary amount of energy in a group of impassioned people working on a 

common goal. 

b. Consensus building resolves conflict, creates and builds workable solutions. 

c. Conflict requires an enormous amount of energy that might be better used towards a common 

good. It also undermines progress towards the goal. When the conflict is thoroughly processed, 

it can create a better, more lasting and viable ministry. 

4.2.2. Suggestions on how to build consensus within your ministry: 

a. Find areas where you do agree. It is often easier to find agreement in “what” than in “how.” We 
may agree that what we want is healthy and happy children, but we disagree in how this can 
happen. Even a group of very diverse people can find commonality and work on common goals, 
with effort, patience, and the right skills.  

b. Develop relationships. Listen more than you speak. Look for areas of agreement. Support and 
reinforce positive movement and achievement, even if it isn’t exactly what you are impassioned 
about.  
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c. Leave egos at the door. Try to understand your own worries, fears, assets, motivations, and 
strengths first; then the qualities of others in the ministry and of those who may be affected by 
or interested in the work of the ministry.  Never assume that you completely understand 
yourself, and absolutely never assume that you completely understand anyone else. Be open 
and slow to judge people. Most of us have common and basic fears, insecurities, concerns, 
needs, and desires; what is different is how we respond and search for solutions. Build on the 
commonalities, acknowledge, and appreciate the differences. Set goals and move forward. 
Remember – all are working towards a common goal – that is, to encounter Christ yourself and 
to lead others to encounter Christ.  

4.3. Manage Conflict 

“I, then, a prisoner for the Lord, urge you to live in a manner worthy of the call you have received, with 

all humility and gentleness, with patience, bearing with one another through love, striving to preserve the 

unity of the spirit through the bond of peace.” (Eph 4:1-4) 

Conflict occurs when individuals or groups are not obtaining what they need or want, or appear to be 

seeking their own self-interest. Sometimes the individual is not aware of the need and unconsciously starts 

to act out. At other times, the individual is very aware of what he or she wants and actively works to 

achieve the goal, forgetting the goal of the group. 

Conflict is inevitable and often develops because we are dealing with people's lives, jobs, children, pride, 

self-concept, ego, and sense of mission or purpose. However, early indicators of conflict can be recognized, 

allowing for that conflict to be minimized, diverted, and/or resolved. 

Searching for the causes of conflict is essential to be successful in resolving the conflict. Possible causes 

include self-doubt, unmet needs, value questioning, and lack of information, misplaced expectations, or 

differences in personality, race or gender. 

Try to manage group conflict through one or more of the following techniques: 

1. Meet conflict head on 

2. Set goals 

3. Communicate frequently 

4. Be honest about concerns 

5. Agree to disagree – healthy disagreement builds better decisions 

6. Remove the ego from the management style 

7. Let your team create - people will support what they help create 

8. Discuss differences in values openly 

9. Stress the importance of following policy 

10. Communicate honestly – avoid playing "gotcha" type games 

11. Provide more data and information than is needed 
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Keep in mind that even the best leaders often have difficulty in managing conflict, and do not be afraid to look 

for support or advice in the broader parish community. Resources may be available to help resolve problems 

quickly and to move on with the work of the ministry. 

4.4. Welcome and Solicit Community Input 

Many of us have heard at least one story of an excited new parishioner who signs up for a ministry but never 

receives a call from anyone in the ministry. Every day we lose willing and enthusiastic volunteers simply by not 

making a phone call. An important step in accomplishing objectives and priorities is to contact those who are 

interested and willing to help achieve those objectives. 

Ideally, you want to spend some time with and get to know your volunteers, but often that isn’t feasible. Phone 

calls are the next best thing. Give yourself a number of people to call and set aside time in the evening to make 

that number of phone calls. The calls don’t have to be long. Allot approximately five minutes to introduce 

yourself, provide a brief description of the ministry, and most importantly describe what is expected of 

members. Then find out the person’s interests and determine if she and the ministry will be a good match. If the 

person is still interested, invite them to the next meeting.

Making contact doesn’t necessarily mean phone calls. Although it’s best to actually speak with 

someone, you can also introduce yourself through email if an address is provided. 

The section on Recruitment in this manual provides other suggestions on recruiting and 

retaining volunteers. 

4.5. Planning Successful Events 

St. Augustine parish is a busy parish with over 25 ministries. It is a good idea to plan your ministry’s 

calendar of events for the year well in advance. While developing your calendar, keep the following 

topics in mind. 

1. Identify the Purpose of the Event. What is the purpose behind your planning? Be sure that 

all events and programs support the mission of the ministry and the church as well as the 

interests of the community. 

2. Check in with the Pastor. Make sure you speak with the Pastor about your event as early in 

the process as possible. The Pastor will want to know what the event will cost, how the money 

will be raised, the planned date for the event, and who will be helping to plan and hold the 

event.  

3. Clear the event with the appropriate Parish Committee. Any event being planned for the 

Church needs to be presented to the Parish’s Worship and Church Committee, and ultimately 

the Parish Pastoral Council. This contact will also ensure that the activity does not conflict with 

another parish activity or event. This process of seeking approval is described in Section 4 of 

Part 1 (FAQs) of this Handbook.   
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4. Develop an Event Timetable. Calendar planning doesn’t stop once you have chosen dates 

for your event. It is important to work backward from the date of each event and add important 

event-planning steps onto your calendar, such as the day you need to reserve the space for the 

event. The listing below is intended as a sample timetable and tasks to consider planning for in 

advance of the event. Please note that this timetable (timeline) could differ depending on the 

size and complexity of the event (e.g., more time for securing multiple partners and/or a venue).  

Sample Timetable: 

a. Two Months in Advance 

i. Form an organizing committee and delegate tasks – e.g., publicity, volunteer 

recruitment. 

ii. If needed, reserve necessary equipment for your event. The Parish Office can 

assist with this. 

iii. Consider approaching other ministries to cosponsor the event. 

b. One Month in Advance 

i. Consider soliciting in-kind donations from local businesses. 

ii. Recruit volunteers to work at the event. Be sure to follow-up with those who 

have volunteered and have a plan in place to explain to volunteers. Nothing is 

more frustrating than volunteering your time and having it disrespected. 

iii. For large events, start advertising as soon as possible. Check with the parish 

office to schedule any posters, bulletin inserts, and altar announcements. 

Remember to include a date, time, specific location, and a contact number for 

people to call for more information or to volunteer. 

c. Two Weeks in Advance 

i. Try to plan for the unexpected. A first-time event will take twice as much effort 

to plan as you think it’s going to. Try to anticipate possible last-minute 

emergencies such as inclement weather or cancellations with a back-up plan. 

ii. Advertise/publicize the event throughout the parish community. 

d. One Week in Advance 

i. Confirm everything, including your volunteers. 

ii. Advertise/publicize. 

iii. Remind the Pastor, staff, and invited guests of the event. 

e. Day of the Event 

i. Set up a staffed table with information about the ministry and a sign-in sheet. 

Use the event as a chance to recruit new members. 

ii. Meet with all volunteers before the event for a short orientation. Make sure 

everyone knows what they are doing and where they should be. 

iii. When assigning tasks to volunteers, don’t forget to assign clean up 

responsibilities as well, so that you alone are not left responsible for this chore. 

iv. Someone in charge should always be present to answer questions and deal with 

emergencies. 
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"Therefore, encourage one 
another and build one another 
up, as indeed you do."  

 (1 Thessalonians 5:11) 

f. Follow-Up 

i. Thank all volunteers and donors. Send photos if possible. 

ii. Evaluate the proposed event budget against the actuals to inform 

planning for similar events in the future.  

iii. Evaluate the event immediately—determine what went right and wrong and 

ways to improve next year’s event. 

iv. Keep careful financial records. 

4.6. Delegating Responsibility 

There are different kinds of spiritual gifts but the same Spirit; there are different forms of service but the 

same Lord; there are different workings but the same God who produces all of them in everyone. To each 

individual the manifestation of the Spirit is given for some benefit. (1 Cor. 12:4-7...) 

Delegation is a key responsibility of your ministry. It is extremely difficult and unhealthy to run a ministry 

by with little or no help. Delegation is important because it can help prevent burnout, build community, 

and identify and develop future leaders in the group. 

Delegate tasks such as pre-event publicity, fundraising, volunteer recruitment, event planning, 

supervising volunteers, taking photographs, cleaning up, taking notes, and writing thank-you letters to 

other members of the ministry, particularly those with special skills in a specific area. Make wise use of 

the human resources available within your organization by giving responsibility to those who have the 

knowledge and enthusiasm to achieve the objectives your ministry has set. 

5. Step 5: Evaluate the Work of the Ministry 

5.1. Assess how well the organization is carrying out its mission. 

1. Determine the measure of success. Success in ministry 

is not measured simply by numbers or dollars; instead, it is 

principally measured in whether it is bringing its members 

closer to God and to each other. Widely attended events, 

surplus monies in a treasury, and many members, while 

important, are worth little if the ministry is not of God. So 

first and foremost God must be the focus and reason. Yet success in numbers and monies is 

often common in ministries that are fulfilling God’s call to serve his children. 

2. Keep in mind the goals of the ministry. Is the organization living up to its mission 

statement? In looking at the work of a ministry it always makes sense to look back to its mission 

statement and goals. 

3. Watch membership numbers. Numbers do mean something. Without growth, without new 

members, new ideas may never come, or new realizations of how best to serve the community. 

Without growth, existing members may grow tired, and may find they cannot devote time to the 
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work of the ministry. If the same people do the same things year after year, burnout can occur 

and the ministry will suffer. 

4. Develop a plan for succession. Every ministry is so much more than its leader. Term limits 

for politicians are a popular, though not widely followed, concept. But they have a point. 

Changes in ministry leaders can bring about change and growth in a ministry. It also provides a 

way for someone who has devoted years to a particular cause, to get a break and a rest. 

Moreover, if a ministry has not planned for succession, what happens if the ministry head has to 

leave suddenly? We have seen examples of what can happen when there is no plan and a 

vacancy occurs; some ministries have simply stopped functioning when a leader has left, because 

no one was prepared to take on the responsibility. Each ministry must devise a method to develop 

future leaders in order to encourage and accommodate change and growth, as well as to provide oppor-

tunities for new members to take on responsibilities and ultimately to lead. 

5. Take steps to improve performance. Most ministries hold events yearly. Many events are 

run well, accomplish their key objectives, and provide opportunity for members of the parish to 

get together in fellowship. But of course no event is ever run perfectly; often things happen that 

could have been avoided with a little more planning. In other situations, something new 

develops that can be readily fixed before the next time the event is held. But the key is to avoid 

that mistake in the future. 

Evaluate every event. Attached is a sample event evaluation form that you might want to adapt 

for your ministry (see Appendix 6). Identify barriers to improvements, including people, 

planning, funds, and awareness, and then identify the necessary steps to overcome/remove 

those barriers. Encourage member/parishioner feedback on things that are going right/what 

needs to be improved. Begin planning for next year’s event, incorporating those lessons learned 

from evaluating the latest event. 

6. Step 6: Celebrate Good Work 

"Let mutual love continue. Do not neglect hospitality, for through it some have 
unknowingly entertained angels." (Hebrews 13:1-2) 

6.1. Recognition 

Never assume that volunteers know they are appreciated. Recognize their contributions through both 

formal and informal operations of the ministry. Volunteers who do not receive frequent feedback and 

recognition begin to wonder if they are doing a good job and if anyone cares about the work they do. 

This often creates an environment empty of motivation and can result in high volunteer attrition. 

6.1.1. Recognition Principles 

Deliver recognition and rewards in an open and publicized way. If not made public, recognition 

loses much of its impact and defeats much of the purpose. Do not however, think that public 

recognition will substitute for private, every day, personal expressions of gratitude.  
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Timing is crucial. Recognize contributions throughout a project, and reward such 

contributions at the time an achievement is realized. Time delays weaken the impact of most 

awards.  

Tailor your recognition to the unique needs of the people involved. Have several 

recognition and reward options to enable managers to acknowledge accomplishment in ways 

appropriate to different situations. Deliver recognition in a personal and honest manner. Avoid 

producing recognition that is too ‘slick’ or overproduced. Small, personal indications of 

appreciation tend to be perceived as more sincere than formal pronouncements. 

Recognize recognition. That is, recognize people who recognize others for doing what is best 

for the ministry. It is the job of everyone on the team to recognize and support excellence. 

6.1.2. Recognition approaches  

Think of how many ways there are to say “Thank You” to those who give of their time and 

talents. Here are just a few ideas: 

 Publish a list of those who actively participate in the ministry and distribute it to the 

parishioners, post it on bulletin boards, or include it in the church newsletter.  

 Plan a worship service around the theme of volunteer ministry or a volunteer recogni-

tion dinner, honoring volunteers with speeches, skits, certificates, awards, and gifts.  

 Send newsworthy information about the work of volunteers to local newspapers.  

 Plan a volunteer-of-the-month program or a picnic for volunteers. 

 Send a birthday, anniversary, or Christmas card in addition to personal thank-you notes.  

 Take time to talk with volunteers and express appreciation for their efforts.  

 Share the positive comments you hear about volunteers and their work with them.  

 Ask volunteers to write statements on “Why I serve in the church” and publish them in 

the church newsletter 

 Send a letter of appreciation to the person’s family.  

 Praise volunteers to their friends.  

 Maintain an accurate record of their training and work and be prepared to provide a 

reference for the volunteers when they seek employment or other volunteer ministries. 

You will reap the rewards of your ability to recognize others. 

7. Step 7: Develop Spirituality 

For, if you confess with your mouth that Jesus is Lord and believe in your heart that God raised him from 
the dead, you will be saved . . . For the scripture says, "No one who believes in him will be put to shame." 
For there is no distinction between Jew and Greek; the same Lord is Lord of all, enriching all who call 
upon him. For "everyone who calls on the name of the Lord will be saved." (Romans 10:9, 11-13) 
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Each ministry must start with a spiritual focus. After all we do what we do because of God. We act as we 

act in service to the Father and to bring each of us closer to Jesus. God should be the center of our 

ministry. For if we do what God asks us to do, we fulfill God’s purpose in creating us and in bringing us to 

this Church. 

These are not just words; this should be how we live our life. But how do we do that? How do we find 

God in the midst of our busy lives, and, at times, hectic ministries? Prayer! Prayer always helps. Opening 

ourselves up to hearing God’s call to us, trusting in God’s love for us, and remembering that God is 

always with us, is essential, even if we do not always accomplish what we set out to do, even if we are 

criticized or questioned in our work. For it is not up to us, or up to others to judge the success of our 

service to God and the Church, it is up to Jesus. 

There are simple things we can always do in our ministries: 

 We can begin each meeting with a prayer or scripture reading.  

 We can set aside time for faith sharing among our members.  

 At every opportunity we can take time to pray for each other’s’ needs and celebrate each 

other’s’ joys. 

It is not necessary or even advisable that every meeting focus on this activity or that event, or on plans 

for the next new member drive or flyer for the bulletin. No, what we should not lose sight of is that God 

is always first on the agenda. And that our ministry’s real success or failure is judged not by how much 

money we raise or how many people come to a meeting or event, but ultimately by whether it brings us 

closer to God. 

Our faith is a gift from God. And it is with God’s grace that we can be a force for good with each other, in 

our parish, and in our world. We just need to take time to nourish our faith and to discern when the 

Spirit is at work in what we do (and when it is not). Yes, in the midst of our everyday lives, we can all 

benefit if we find time to stop, and listen to God’s voice in our hearts. 

Some ministries plan each year for a weekend retreat or a day of recollection, not taken up by the work 

of the ministry, but instead focused on where we are in our faith. Your pastor or one of the deacons can 

help in planning for those times. You might also consider having a spiritual advisor to help you discern 

where you are in your journey. We have financial advisors, marriage counselors; we go for frequent 

medical checkups, and refresher courses for our work and career. Why not find someone for regular 

spiritual checkups as well. 

After all, all that we do only makes sense and only has real value if it brings us closer to God. The 

salvation of our own souls and of those we reach out to is what our ministry ultimately is about. 
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8. List of Appendices 

Please note that these appendices will be provided at a later date as they are currently under 

development (or being packaged for distribution).  We apologize for the inconvenience.   

Appendix 1. Parish Pastoral Council Directory  

Appendix 2. Heads of Ministry Directory 

Appendix 3. Reimbursement & Payment Request Form 

Appendix 4. Ministry Budget Templates (as of April 2015) 

Appendix 5. List of venues for hosting retreats 

Appendix 6. Sample Event Evaluation Form 

Appendix 7. Principles of Leadership 

Appendix 8. Sample Meeting Agendas 

Appendix 9. New Project Proposal 

Appendix 10. Kitchen and Cafeteria Clean-Up Checklist 

 

 

 


