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SAINT JOHN THE APOSTLE CHURCH

Virginia Beach, Virginia

MISSION, VISION, PURPOSE, ROLES AND RESPONSIBILITIES, AND REPLACEMENT PROCESS OF THE PARISH PASTORAL COUNCIL (PPC) MEMBERS
I.  MISSION:

The Parish Pastoral Council fully supports the mission of Saint John the Apostle Parish (SJA) as an open assembly of Catholic believers of the Diocese of Richmond to proclaim the Word of God, celebrate the Eucharist, and serve the local community.
II. VISION: 

The Pastoral Council seeks God’s vision rather than their own for their community.  Visionary people grow through knowledge of Scripture, and reflection on the Word helps them discern what God calls them to be and what God calls them to do.

The Pastoral Council should be prophetic, calling the community, with its leaders, to grow in faith together and to respond to the needs of the Parish. To this end, the Council should foster the spiritual growth of the SJA community by encouraging active participation in SJA’s ministries by the laity. Trusting in the power of the Holy Spirit, Council members set aside their individual opinions and prejudices and listen to one another and to other parishioners.

The Pastoral Council is expected to model living and working as followers of Jesus and as a prayerful people who share faith and strive to develop mutually supportive relationships. The Council can be a model of prayer, ministry, sharing of faith and building of close relationships, both within the SJA community and with other faith communities.
III. PURPOSE:

The purpose of the Parish Pastoral Council is to advise the Pastor in setting the overall direction of the Parish Community. As the discerned representatives of the Church Saint John the Apostle, the Parish Council shall act as the entity that provides the strategic oversight for the spiritual and operational functions of the Parish. The Parish Council will work closely with and advise the Pastor, members of the Parish staff, various ministry leaders, and members from the community at large on matters related to the overall mission of the Parish.

IV. ROLES & RESPONSIBILITY OF THE PASTORAL COUNCIL:
A.  ROLES:

· The role of the Parish Pastoral Council together with Pastor/Pastoral coordinator is to develop a vision, a plan and a policy for the parish. It is important that the Council’s work be of planning, development, and evaluation, not administration. The Council needs to focus on the “big picture” while Pastor, staff, committees and organizations deal with specifics.  (CTS, pg. 17)

· The Pastoral Council should concentrate on its visionary role and avoid over- involvement in details of the parish committees’ work. Lines of communication (via their assigned PPC Liaison) between the Council and among committees should be clear and effective, but not burdensome. (CTS, pg. 28) 

· Pastoral Council ministers will also act as the “Liaison” (Contact Persons) members on the Council for the following Ministries: Liturgy; Faith Formation; Outreach/Justice; Community Life; Operation; Ministry Discernment; and Parish School.
· The PPC Liaison Member’s role is not to be a Leader of any Ministry/Committee but to be the direct communication link from the PPC to the assigned Ministries/Committees.  The PPC Liaison Member’s responsibility will be to verify that the Ministries/Committees understand their assignment(s) from the PPC (approved by the Pastor) and to assure that the assigned task(s) are completed.   In addition, s/he will obtain the annual budgetary obligations each March from the ministries/committees, using guidelines in Attachment F-Parish Budgetary Process ”Called to Serve” Pg.38 (Appendix 12)
B.   RESPONSIBILITIES OF THE PARISH PASTORAL COUNCIL:
· The Pastoral Council’s responsibilities include, but are not limited to:

· acting as an advisory board related to the parish programs as to which activities; policies/procedures pertaining only to the council, and ministries are to be pursued or modified; Once consensus is reached by the PPC: (01/21/10R)
i.  must be first approved and signed by the Pastor , and then reviewed by the Parish Finance Council as to its possibility in light of the parish’s financial conditions, then distribution and implementation, to those involved, can then take place (01/13/10R)
ii. Once these activities, programs, policies, and ministries are approved, they will then be included in the Annual PPC Operations Plan for the budget. 

· reviewing the annual budget in conjunction with the Parish Finance Council (PFC) and the parish staff during the month of February, which will be prior to the submission to the PFC on March15 each year for approval for the FY Budget by the Pastor (May 15) each year.  (01/13/10 R)
·  If necessary, the PPC and PFC will discuss budgetary revisions after cost estimates are made known.  (Note:  the Annual Budget is developed based on the priorities and goals of the PPC and committees.)

· reviewing with the PFC any unforeseen expenditures not anticipated in the budget. 

i. Expenditures must be approved by the Pastor.

ii. While its’ role is not primarily financial, the Pastoral Council is to be kept apprised on a quarterly basis as to the parish’s financial status by a member of the Finance Council, noting any major factors or trends that could have a budgetary impact. (01/13/10 R)
· monitoring and reviewing parish programs and making recommendations, when necessary, to leaders or ministry heads in a manner that satisfies the mission of the Parish.

· The intention of the following guidelines is to further define the Council’s responsibilities for setting the pastoral direction of the parish community by:

· establishing priorities, objectives, and goals for the Parish;

· advising, formulating, and communicating visionary pastoral planning in new ways; 

· supporting, coordinating, and participating in parish activities and ministries;

· sharing with our region and diocese as a witness to the larger church; and, 

· encouraging the laity to actively participate in SJA Ministries.

NOTE: The Parish Pastoral Council should always recognize its relationship to the Pastor and that is as an advisory body. The Pastor has the final decision.
III. PARISH “COMMITTEES “ROLES AND RESPONSIBILITIES: 
Each parish should define the model by which the vision set by the council will be brought to life. (CTS)

· That direction will take different forms within the ordinary activities of the parish, usually through committees or other task bodies (CTS, p. 30). These small groups of parishioners with similar interests and skills carry out the specific work of the parish along lines set by the mission statement and through long-range PPC planning; by developing the long range goals and short-range objectives for their committees.

· It is also important that their work and responsibility be clearly stated and understood (via PPC Liaison) by the Ministry group itself, the Council and the parish community. (CTS, p. 28)
· Parish Committees may be represented on the Parish Pastoral Council via their PPC Liaison member by informing the Council of the committee work, sharing in the visionary work of the Council, and/ or taking an active role directly in the Council affairs through: 

· presenting their goals, programs, needs and budget( by January 15 each year) to the Council, through their participation in the established parish planning & budgeting process (via line items and cost estimates) (Attachment F: “Called to Serve” ; Appendix 12)         

· submitting reports to Council as needed for clarification or to raise new challenges that have surfaced in their area.
NOTE: The Parish Council may and should call on individuals or establish ad-hoc committees to meet special needs (e.g. fundraisers, long-range planning, etc.). 
V.  PARISH PASTORAL COUNCIL FORMATION:

 A.  MEMBERSHIP:  

· The Council will consist of (12 as established by Members?) diversified members (including Stewardship) from the congregation not including the Pastor, Deacons, and staff members (i.e. Director of Religious Education; Director of Music; Business Manager; etc.).
B.  ELIGIBILITY:

· Eligibility for membership on the PPC requires selected members to be active Catholics in status of full communion; registered members of the parish for six months; and to have attained eighteen (18) years of age. (CTS, pg. 30)
· Eligibility further requires that each Council member responsibly acquire full knowledge of council material, plus participate in the process workshops.
C.  TERMS

· The terms for each Council member will be two (2) to three (3) years with two to three members being replaced each year, after the Day of Discernment,(starting June 2009.) Terms may be extended up to one year (1) for the purpose of assuming the Chairperson position on the Council. 

· PPC members may be re-elected for an additional three-year term following normal selection guidelines of the Discernment Process. After completing the second full term, a one-year mandatory hiatus is required prior to being eligible to run for one additional full term.
· Vacancies during the year will be filled from those parishioners who were nominated during the previous year’s at-large discernment process for new members. The Council will select the replacement based on the number of times the person was named during the prior Discernment/Nomination. (see note).   The replacement member will serve the remainder of the term of the departed member, plus one full term of two to three years. ( revised 02/16/10)
NOTE:  The Chairperson shall preserve the total recorded nominations for future use, if necessary, to select a future member based on prior nominations to fill a vacancy.  
D. ELECTION OF VICE CHAIRPERSON/ FOLLOWING YEAR CHAIRPERSON:
· The Vice-Chairperson will be selected via a private nominating ballot by the members of the Pastoral Council at the final regularly scheduled PPC meeting of the fiscal year (June). The candidate with most number of votes will be selected. If there is a tie there will be a re-run vote of the tied candidates.
E. TERM OF CHAIRPERSON:

· The term of the Chairperson will be for a one-year (1) and will be automatically succeeded by the current Vice-Chairperson 
· NOTE: The Out going Chairperson will have the opportunity to either complete their remaining  years of their term, if they wish, or step down from the Council early
F.  ORGANIZATION STRUCTURES FOR PARISH PASTORAL COUNCIL MINISTRY:

· The council officers will consist of a Chairperson, Vice-Chairperson, Convener, and a non-member Recorder.
· The Chairperson shall:  

·  convene and facilitate all Council and attends the Executive Committee meetings;
· Develops the monthly meeting agenda with the Vice Chairperson
· act as Pastoral Council representative to our region and report back to Council;

· provide new PPC members with an information packet and appoint a Council member to familiarize each new member regarding Council activities and processes;

· be required to privately request the resignation of a Council member, this being done with the Pastor’s approval; and,

· perform other tasks assigned by the Pastor.

· The Vice Chairperson shall:

· act in the absence of the Chairperson;
· automatically assumes the Chairperson position for next year.
· prepare and maintain PPC annual budget and monitors ministry/committee budgets

· monitor the progress of the current one (1); five (5) &ten(10) Plan and periodically brief the Parish Pastoral Council;

· coordinate activities for the Council’s annual retreat.
· perform any other assigned by the Chairperson; and,
· The Convener shall:
·  The “CONVENER will be selected either by a volunteer or a private nominating ballot by the members of the Pastoral Council at the regularly scheduled PPC meeting in April. Note: The candidate with most number of votes will be selected. If there is a tie there will be a re-run vote of the tied candidates.
· be responsible for reserving the meeting space;

· prepare needed materials for the meeting; 

· ensure the environment is conducive for the meeting and make the necessary practical preparations; and,

· be responsible for any Council correspondence or other clerical tasks, including disseminating the agenda and meeting reminders to the Council in advance of each meeting.  (Appendix 1)
· be responsible for maintaining Annual PPC Calendar and records/files of PPC events
· perform any other assigned by the Chairperson; and
· The Recorder, who is NOT a member of the Council, shall:

· be appointed by the Council;

· keep track of the progress of each meeting and records official decisions for reference;
· provide a copy of the minutes for any recorded meeting to the Council Chairperson within seven days;

·  distribute the minutes for any recorded meeting to the Council; 

· perform other duties as directed by the Chairperson; 
· Roles and Responsibilities (Appendix 1) and
G.  MEETINGS:

· Parish Pastoral Council general meetings shall convene on the second Wednesday of each month at 7:00 PM at specified locations except for the months of July and December.

· These general meetings are open to the entire community of Saint John the Apostle.

· Staff members and ministry chairpersons are invited to attend every general meeting to seek the Council’s guidance and to report on the progress of their responsibilities.

· Because the Pastoral Council gathers as a faith community, each meeting will begin and end with prayer and reflection, with all members personally assuming responsibility with these prayers.

· Attendance by PPC members’ at all council meetings is mandatory. Failure to attend three (3) consecutive meetings or a total of four (4) in the current year without sufficient reason will result in removal ipso facto.
· The monthly agenda will be provided to all Council members prior to the regular meeting and notice of a council meeting will appear in the Sunday parish bulletin preceding the meeting.

· Minutes of each Council meeting will be taken by the Council’s Recorder and distributed to Council members each month prior to the next meeting were approval/revisions will take place. Once approved minutes will be posted on parish web-site (02/10/10R)

· Items to be voted on will be adopted by a majority vote of the selected Council and with approval of the Pastor. 

· Quorum for any meeting of the PPC shall be a simple majority of its selected members.

· A special meeting of the Parish Pastoral Council may be convened by the Bishop or the Pastor. Council member must be notified in advance of a special meeting by telephone, email, or regular mail.

· An annual evaluation/education gathering shall be held to educate the members and to review, with the entire Pastoral Council, the purpose and function of the Council, its priorities, goals, and objectives, the process of consensus decision-making, and the parish mission.

· An annual spiritual retreat shall be held for all PPC members.
H.  NAMING OF NOMINEES:
· Each calendar year during the month of June new members will be discerned to the Council from the Parish at–large community. 

· The parishioners, through a selection by a discernment process, shall choose the members of the Parish Pastoral Council (not including the Pastor/Pastoral Coordinator and Parochial Vicar).  In this selection process, care should be taken to assure that the membership of the PPC reflects the plurality of viewpoints, ethnicity, and economic reality of the parish community. (CTS, pg. 24)

NOTE:  If by chance the diversity of the parish is not available, the Pastor can name new members to the Council.  The diversity needs will also be used to eliminate any ties during the selection recommendations on the Day of Discernment.
VI. DISCERNMENT PROCESS FOR SELECTION OF PASTORAL COUNCIL MEMBERS:         

A.  DEFINITION OF DISCERNMENT:
· Discernment is the process used to help identify and select individuals with the gifts, talents, and skills needed for leadership. It is an opportunity for parishioners to actively reflect upon themselves, other parishioners and the gifts of each as well as how they may best be used on the Parish Council or other ministry committees. Discernment is more than just a skill; it is a gift from God. It is also more than a process. It is the Spirit working within us, leading us and even pulling us. 
B. PARISH PASTORAL COUNCIL COORDINATION COMMITTEE (PPCCC):
· The Parish Pastoral Council Coordinating Committee (PPCCC) will consist of Pastoral Council members and selected parishioners from the congregation to coordinate the Naming/Discernment Process for the selection of new Parish Pastoral Council members each year.

· It will be the responsibility of the PPCCC to provide the parish with a basic education and information regarding the role and purpose of the Pastoral Councils and the qualities expected of PPC members to assist with their Discernment Process (via the parish bulletin, announcements, inserts, etc.). (Sources:  CTS, SOS)
C.  PARISH PREPARATION BY PPCCC:   
· Week One:  OVERVIEW/PARISH PREPARATION
· Normal Lectors’ Announcement :  Overview/Preparations for Replacement of Parish Pastoral Council (PPC) Members (Appendix 2 “Week One”)
· Bulletin Articles:  The Purpose, Roles, and Responsibilities of PPC (Appendix 3) and The Expectations and Characteristics of Members the Parish Pastoral Council members.  (Appendix 4)
· Week Two: OVERVIEW AND PARISH PREPARATIONS and DESCRIPTION OF THE “NAMING PROCESS:                     

· Normal Lectors’ Announcement:  Selection/Discernment Process (Appendix 2:  “Week 2”)
· Bulletin Articles:  The Naming/Discernment Process and Steps (Appendix 5) and Frequently Asked Questions about PPC (Appendix 6)
· Bulletin Insert: “Naming Ballot Form”(Appendix 7)
·      Week Three: FIRST WEEKEND OF PARISH NAMING PROCESS:
Ask all parishioners to pray, discern, and think of the persons whom they feel would   have the gifts of servant leadership for the Council INCLUDING themselves.  (CTS, pg. 36)
· Bulletin Articles:  The Naming/Discernment Process and Steps (Appendix #5) and Frequently Asked Questions about the Parish Pastoral Council (Appendix #6)
· Bulletin Insert: “Naming Ballot Form” (Appendix 7)
Assigned PPC Members to be at all Masses to collect Naming Forms FROM BASKETS PROVIDED AT ALL FOUR DOORS and RETURN to box in the Sacristy
· Week Four:  SECOND WEEKEND OF PARISHIONER PARISH NAMING PROCESS:
· Bulletin Articles:  The Naming/Discernment Process (Appendix #5) and Frequently Asked Questions About Parish Pastoral Council (Appendix #6)
· Bulletin Insert: “Naming Ballot Form”

(Appendix 7)

 Assigned PPC Members to be at all Masses to collect Naming Forms FROM BASKETS PROVIDED AT ALL FOUR DOORS and RETURN TO box in the Sacristy
· Week Five: MAILING OF INVITATIONS OF CONGRATULATIONS, TELEPHONE CALLS AND RSVP: 

· Starting the Monday after Weekends Three (3) & Four (4), an invitation, Including a description of Discernment Weekend Process, will be mailed to ALL parishioners named.  .  (Appendix #8).
· All those parishioners who have been named or have placed their own name for discernment automatically will be invited to attend the Town hall meeting and Day of Discernment.
· Nominees will be asked if they are willing to participate in the process.

· Interested nominees will notify the Parish office by a specific date to be set.
Note: There is scheduled a two week delay to process invitations, follow-up phone calls

                        & RSVPs
Note:  Based on the number of people nominated, it may not be necessary to have Day of Discernment selection.  Verify if nominee is willing and qualified to join the PPC.  If so, then proceed directly to Day of Commissioning. 

Week Six: DISCERNMENT WEEKEND

· Week Six:  TOWN HALL MEETING (Friday night) and DAY OF DISCERNMENT (Saturday) (CTS, p. 36; SOS)
Note:  Those named must attend both events.  All PPC Members are to attend both events.
· Town Hall Meeting:  The PPC will hold a town hall meeting on the Friday night starting at 7:00 p.m.  The purpose of this meeting is to explain what will happen on the next day (Saturday) at the Day of Discernment, which begins with a welcoming, introductions and prayer by PPC members.  The PCC will also explain the role and responsibilities of the Parish Pastoral Council Members as well as answer questions.  (Town Hall: Appendix #9). Each attendee will be provided a copy of the booklet Called to Serve.  

· The Day of Discernment (DOD):  Sharing sessions are held in the morning and after breaks and/or lunch, as needed.  (Refreshments/Lunch is provided.)  (DOD agenda: Appendix #10) 
· To ensure diversity and avoid duplication in the small group sessions, membership of each discussion group is changed for each session.

· Each sharing session will begin with icebreaker questions followed by a parish-related statement or question to be responded by each person in the group.   (See Appendix #11 for sample questions.)

· At the end of each sharing session, all participants, individually, write down a designated number (two or three) of names of candidates from their group whom they feel would be good PPC members.

· Names are tabulated between each session.  

· At the conclusion of the four sessions, a final tally of the total number of times individuals are named is made.  Those candidates who are named the most frequently become the new members.  In the event of ties, the PCC will determine the best candidate based on diversity of members needed for the PPC. 
Note:  From the overall tally, every effort shall be made to select a balanced PPC.
· New members of the Parish Council are called forward.

· Prayers of thanksgiving and for wisdom are shared.

· Commissioning of New Members:  At ALL the Masses during the following weekend after the Day of Discernment (i.e. one week hence), the new members are to be commissioned before the parish community with the entire Parish Pastoral Council members in attendance.

· Parish Pastoral Annual Retreat:  An annual retreat for the Parish Pastoral Council will be held in September/October for the New Council Year. 

Note:  Revise the Church Directory in Bulletin and on the SJA website to accommodate changes in Parish Council membership.

Resources used to prepare this procedure:

· Called to Serve: Diocesan Guidelines for Pastoral Councils (Pg. CTS) 

· We Walk by Faith:   Catholic Diocese of Richmond, September 2006
· The Church of the Ascension Pastoral Guidelines for Pastoral Parish  Council (A)
· Star of the Sea Church: Pastoral Parish Guidelines (SOS)
Appendix Table of Contents: 
 1. Roles and Responsibilities for Recorder & Convener
 2. Lector Announcements Weeks 1 & 2
 3. Bulletin Article: “The Purpose, Roles, and Responsibilities of PPC
 4. Bulletin Article:  Council Expectations and Characteristics
 5. Bulletin Article: The Naming/Discernment Process 
 6. Bulletin Article:  Frequently Asked Questions 
 7. Bulletin Insert: Naming Form of Parishioners      
8.  Pastor’s Invitation Letter to Nominees
9.  Town Hall Agenda/Presentation
10. Day of Discernment Agenda
11. Day of Discernment Small Session Discussion Questions
12. Attachment “F” Parish Budget Process. (CTS, pg 38)
13. Summary of Naming/Discernment Timeline (Council Use Only) 2010
14

