Christ Jesus, Our Hope

Diocese of Brooklyn

 Resource Manual for Parish Consultation Process
The current strategic planning process in the Diocese of Brooklyn is rooted in the developing sense of dialogue that was fostered with the parish pastoral planning process.  

This process is meant to address the concerns of temporal resources (finances, buildings, etc.) and ensure that those resources are used to support the pastoral mission of the Church.  In addition, the process is also meant to support the ongoing planning efforts of each parish by fostering a dialogue between financial resources and pastoral mission. In short, does our money speak to our mission? 

The parish process encourages consultation as a primary means of deepening the reflection of all parishioners and parish leaders on the pastoral priorities of the parish in light of the resources available for ministry.  Pastoral and financial planning is ongoing within each parish.  The hope is that this process will assist in that endeavor.  In addition, the information gathered from the consultations will assist the Bishop as he prepares to make decisions to secure the vitality and sustainability of the Church of Brooklyn and Queens in the coming years.

To accomplish this consultation, each parish will be asked to complete a Parish Self Study and submit it to the Diocese.  The parish self study will include the following:

· Parish Data Report

· Parish Engagement Ratio

· Planning Questionnaire

Steps of the Parish Process

The parish process to develop the self study has six steps.  All parishes are encouraged to complete all steps.  The distribution of the parish data inserts to parishioners and the submission of the planning questionnaire are mandatory.  The steps of the process are as follows:

1. Creation and distribution of the Parish Data Report for all parishioners regarding pastoral and financial data. 

2. A Parish Assembly or Meeting of Parish Leadership to provide feedback on data reports 

3. Members of the Parish Pastoral Council, Pastoral Finance Council and Trustees meet to complete Planning Questionnaire.

4. Submission of Parish Self-Study Report to the Planning Commission

5. Creation and distribution of a summary report of the Planning Questionnaire to all parishioners

6. Response to each Parish Self-Study Report from the Planning Commission, on behalf of the Bishop.

Timeline for Parish Process
There is a very limited amount of time to complete the parish process due to the need to quickly address many of the concerns that are facing the Church of Brooklyn and Queens.  While it is important to act decisively within this calendar year, 2010, it is equally important that appropriate consultation occurs which allows all parishioners to learn about their own parish and provide input as well as time for parish leaders and the Bishop to discern the situation accurately before acting.

Therefore, the following timeline has been established to move diligently through the process while allowing as much flexibility as possible considering the schedules and events within each parish, and considering the Holy Days to come.
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Timeline for Christ Jesus, Our Hope 
Parish Consultation Process

	Feb. 4, 6, 13, 2010
	Diocesan Convocations 

	March 1
	1. Publication of Bishop DiMarzio’s Pastoral Letter

2. Publication of Diocesan Strategic Plan for Renewal 

3. Distribution of Preliminary Parish Data Reports from Diocese 

4. Distribution of Parish Resource Manual

	Mar. 2 – Mar. 11
	Regional Clarification Sessions offered 

	March 13
	Revised Data Report and Parish Engagement Worksheet due to Diocese

	March 21
	Parish Data Reports distributed to parishioners 

	April 13 - 24
	Parish Assembly or Parish Leadership Meeting 

	April 19– May 1
	Meeting of Parish Pastoral Council/Parish Finance Council and Parish Trustees to complete the Planning Questionnaire 

	May 18
	Parish Self-Study Due

	Following Submission of Parish Self-Study 
	Distribution of a Summary of the Parish Self-Study Report to the Parish



	May 18 – July 
	Planning Commission reviews all Parish Self-study Reports

	September 2010
	Planning Commission responds to each parish


Participation and Organization

Since the main thrust of the planning process is the relationship between the temporal and pastoral aspects of parish life, the Parish Pastoral Council, Parish Finance Council and Parish Trustees are the main organizers of the process.  The pastor oversees the process and makes the final determination of any pastoral or temporal goals which result from the process.  He also gives approval of the final draft of the Parish Self-Study Report and sends the report to the Bishop.  The professional staff members of the parish, deacons and parish priests are also vital participants in the parish conversation.

Crucial to any planning process is an understanding of the roles and responsibilities of all involved.  The following chart provides a brief overview of the responsibilities of those who are involved bring the parish process to conclusion.  Following the chart is a full explanation of each.

Roles and Responsibilities in Parish Process
	Pastor
	· Oversees Process

· Verifies all data in Parish Data Report

· Provides explanation of Parish Data Report to parishioners

· Attends Assembly

· Participates in Questionnaire Meeting

· Approves and sends Questionnaire

	Parish Pastoral Council Chair/Recorder
	· Serves on Steering Committee

· Facilitates Parish Assembly

· Facilitates Bishop’s Questionnaire Meeting

· Insures that all data from assembly and questionnaire meeting is redacted

	Finance Council Chair
	· Serves on Steering Committee

· Facilitates Temporalities portion of assembly and questionnaire meeting

	Parish Pastoral Council/Finance Council/Trustees
	· Organizes assembly

· Receives redacted data from assembly

· Participates in Planning Questionnaire Meeting

	Parish Staff
	· Verify data on Parish Data Report

· Receives data from assembly

· Participates in Planning Questionnaire Meeting

	Parishioners
	· Reviews bulletin inserts

· Participate in Parish Assembly

· Remain informed about the process


Steering Committee
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A steering committee, made up of the Pastor, the Parish Pastoral Council Chair, Parish Pastoral Council recorder and the Finance Council Chair, organizes the process in its interim steps and redacts the Planning Questionnaire for submission.  The role of the committee is to keep the process moving and attend to the organization behind each step.

· Clarification sessions will be held throughout the diocese to answer questions and outline details of the process.  

· The responsibilities of the steering committee are described in each step below and highlighted in shaded boxes.

Introduction to the Process

A series of introductory materials will be available for use by all parishes.  This material will include:

· A 2 minute video presentation by Bishop DiMarzio introducing the process

· Talking points on the process for pastors who wish to include an introduction to the process in their homily

· A Frequently Asked Questions (FAQs) document

· A series of bulletin inserts

· Suggested Intercessory prayers

The steering committee may choose to use any or all of the material to inform parishioners of the process in advance of the Parish Data Reports and throughout the process.
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Step 1 – Parish Data Reports
On March 1, each pastor will receive a Parish Data Report composed of two essential parts.  One part of the report will focus on pastoral data while the other will focus on temporal and financial data.  The data report will be pre-populated as much as possible from reports that have been submitted to the Diocese in the past.  
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· The steering committee is asked to review this data and to fill in any data that was not included.  Some portion of each data report will be incomplete, requiring some research on the part of the steering committee and/or parish staff.

In addition, a worksheet called the Parish Engagement Ratio will accompany the data report.  The worksheet will ask for a list of all parish ministries, groups and activities.  It is used to determine the number of active participants in each area.  This worksheet is returned along with the completed data report.  The worksheet will be used to calculate a participation ratio for the parish.  In other words, what is the ratio between attending parishioners and parishioners that participate in the life of the parish beyond Mass attendance?  In essence, it is a measure of parish stewardship regarding time and talent.  

· [image: image5.wmf]The steering committee and/or members of the Parish Pastoral Council are asked to complete the Parish Engagement Ratio worksheet. 

The revised data reports and the Engagement Ratio worksheet are due to the Office of Stewardship and Pastoral Planning by March 13, 2010.  

The data reports will be sent in an electronic format to the pastor’s DioNet account unless other arrangements are made.  Revised data reports are sent to the Pastoral Planning DioNet account on March 13. (pastoralplanning@rcdob.org)  

On March 21, the data reports are to be distributed to the parishioners.  The pastor or another member of the steering committee is encouraged to speak about the data reports at all Masses.  Sample announcements are included. (Appendix VI)  In addition, an introduction to the data reports and the wider diocesan process is also published with the reports (Appendix VII). 

Please note: It is very important that parishioners understand the financial challenges faced by their parishes. For this reason, every pastor is strongly encouraged to publish all the Financial Data provided in the Parish Data Report. However, a pastor may choose to publish another suitable financial report that outlines the financial state of the parish in place of the statement of parish finances distributed as part of the Data Report. In such cases, these pastors are asked to submit whatever financial report they publish to their parishioners as part of the final Parish Self-Study to be submitted to the Vicar for Strategic Planning on May 18, 2010. 
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Step 2 – Parish Assembly
A parish assembly provides an opportunity for all parish leaders and parishioners to reflect on the data provided in the Parish Data Report and to offer their insights into several of the questions that will be considered in the Planning Questionnaire that will complete the parish self study.

If a Parish Assembly is not possible for pastoral reasons, then a meeting of all Parish leaders should be hosted to achieve the same goals stated above.

It is recommended that this assembly take place after Easter, between April 13-24.
[image: image7.png]



· The steering committee is responsible for advertising this assembly to all parishioners and to provide direct invitations to parish leaders.  

The interim time between the publication of the Parish Data Reports (March 21) and the assembly period (April 13-24) includes Holy Week and Easter Week.  The steering committee can take advantage of these opportunities to encourage parishioners to attend these sessions at appropriate times and with the use of posters and signs in the vestibule, perhaps, but care should be taken not to interrupt the liturgies during the Triduum itself.  Sample bulletin announcements regarding the assembly are also provided. (Appendix IX)
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· The steering committee is responsible for facilitating the meeting or designating a facilitator and for insuring that all council members are organized and prepared.  A full outline of the parish assembly is included in this manual.

· The steering committee is also responsible for taking the responses from the assembly and transcribing them into a format that can be sent to all council members in anticipation of the planning questionnaire meeting.

Planning for the Parish Assembly

Following the basic model suggested in the pastoral planning process will be familiar to many members of the parish. The Parish Pastoral Council and Parish Finance Council and Trustees are divided into 4 groups with the following responsibilities:  

Publicity Group

Responsibilities include:

· Insuring that bulletin announcements regarding the assembly are inserted between March 21-April 13 (or the date of the assembly)

· Sending direct invitations to leaders of parish groups/ministries

· Creating signs advertising the assembly

· Placing announcement regarding the assembly on the parish website

Data Group

Responsibilities include:

· Prepare and deliver overview of parish data reports at assembly

· Finance council member or trustee – provide overview of parish finances and state of buildings

Prayer and Process Group

Responsibilities include:

· Establish agenda and schedule for the assembly

· Plan prayer for the assembly including reading of the parish mission statement

· Designate facilitator for the assembly

· Ensure that question and response process moves smoothly

Hospitality Group

Responsibilities include:

· Set up of room with tables for discussion

· Assist with set up of assembly space (prayer space, microphones, handouts, cards)

· Arrange for refreshments

· Recruit “runners” to assist with the process.  (Runners will distribute and collect written responses for the tables at the assembly)

Parish Assembly Sample Outline

The following is a sample timeline and outline for an abbreviated parish assembly process.  Ideally, the room should be arranged with round tables where parishioners can sit comfortably and interact with one another.

6:00
All Parish Pastoral Council and Parish Finance Council members, pastor, trustees, staff and greeters arrive and prepare for the assembly.

6:30
Gathering time – Registration, nametags, coffee and welcoming

7:00
Assembly Begins – pastor welcomes everyone and introduces the leader

7:10
Prayer (may include a reciting of the parish mission statement)

7:20
Bishop’s video introducing the process is shown.  Pastor may wish to make some comments about the process at this time

7:30
Leader provides overview of the assembly (an evening to reflect on the current state of our parish, provide feedback on the data received on March 21, and address some critical questions that will assist the councils and pastor in responding to the bishop)

7:45
Review of Parish Data Reports by one member of the Parish Pastoral Council and one member of the Parish Finance Council or a Parish Trustee.  A Parish Pastoral Council member may wish to highlight accomplishments of the parish pastoral plan.

8:00
Leader introduces the first of five questions that will assist the councils in addressing the planning questionnaire.  Each question is on a separate color-coded card and proceeded by a brief lead in statement.  Two minutes are give for a written response (silence).  Leader invites participants to share their responses with others at the table for three minutes, or use that time for several reports to the entire group.  All cards are collected after each question and the next color card is distributed.


The questions are:


1. What are the greatest signs of vibrancy and life that you see in our parish?


2. What do you see as the greatest challenges the parish will need to address in the future?


3. What are the greatest resources in the parish?  What resources are most needed?

4. What are the most critical concerns in the wider neighborhood that the church must address?


8:35
Leader concludes by

· Summarizing the evening

· Explaining the next steps (councils will reflect on the responses, consider the responses when answering the planning questionnaire for the bishop)

· Promise continued communication (bulletin insert of planning questionnaire to follow)

· Offer thanks for participation

8:45
Pastor adds thanks, hopes and blessing

At the conclusion of the assembly, all cards are gathered together.  Council members are needed to transcribe the cards into an electronic format.  Once the responses are tabulated they are distributed to the Parish Pastoral Council, Finance Council members and Parish Trustees for their review before the planning questionnaire meeting.  


“And know that I am with you always; yes, to the end of time.” (Mt. 28:20)

Step 3 – Planning Questionnaire Meeting
A joint meeting of the Parish Pastoral Council, the Parish Finance Council and the Parish Trustees is held with the pastor and parish staff to consider the 12 questions found in the Planning Questionnaire.  The responses from the parish assembly or the parish leaders are collated and provided to each participant in anticipation of the meeting so that the thoughts of all parish leaders are represented and considered.

The responses to these questions provide qualitative elements that will supplement the more quantitative data reports for a more comprehensive Parish Self Study.

In addition, this questionnaire will be used to develop new pastoral goals for the parish pastoral plan and to create the final bulletin insert, which provides a qualitative report on the state of the parish to all parishioners.


· The steering committee arranges that time and place of a joint meeting of the Parish Pastoral Council, Parish Finance Council and Parish Trustees to address the questions of the Planning Questionnaire.  The questionnaire itself is composed of 12 questions and is included in the manual.  (Appendix XIII)

Suggested Agenda for Planning Questionnaire Meeting

The meeting will take about 2 ½ hours.  The steering committee may wish to arrange this meeting on a weekend to allow for more time for completion.  If the steering committee chooses to hold the meeting on a weeknight, it may be prudent to schedule two nights so that participants do not feel rushed to complete the questionnaire in an abbreviated session.

The agenda assumes that the meeting would take place on a Saturday morning beginning at 9:30 am.  Again, this is only a suggestion.

9:00
Parish Pastoral Council, Parish Finance Council and Parish Trustees and staff members 
arrive. Hospitality is provided

9:30 
Prayer (see Appendix XIV) 

9:50
Pastor and/or steering committee provide overview, purpose and structure of the meeting

· The purpose of the meeting is to reflect on the 12 questions of the planning questionnaire and find consensus among the members on points they wish to include in the parish’s response to the questions

· The responses of the parish meeting are, for the most part, not direct questions from the planning questionnaire, but provide a backdrop through which all of the questions can be considered

· The planning questionnaire is made up of twelve questions.  It is recommended that the participants split into 5 groups to address the questions.  The groups are as follow:

· Questions 1 and 2

· Questions 3,4 and 5

· Question 6 and 7

· Questions 8,9,10 (These questions focus on temporalities, therefore, the finance council and trustees should comprise the majority of the members)

· Question 11 (This question focuses on inter-parochial collaboration and may be best suited for parish staff who might imagine joint ministry and/or resource sharing with other parishes)

10:10
Small groups meet to discuss the assigned questions

(Groups are encouraged to designate a note taker who will record salient points of the conversation.  The group should strive to find multiple points that they wish to include in the response, but not to create a complete narrative response)
11:00
Small groups report back to the large group.  

The large group may add to the responses or may redact some of the responses

11:45
Large group conversation on Question 12.  The chair of the Parish Pastoral Council acts as facilitator for this question.

12:10
Review of Next Steps


This meeting and the preceding parish assembly are meant as a way to review and evolve the pastoral and financial planning that has already been occurring in the parish.  The pastor, trustees and councils may choose how to move forward from this meeting to concretize further and implement pastoral goals and/or to develop the financial plans and budget of the parish to reflect pastoral priorities.


More immediately, the responses from this session are used by the steering committee to write the responses to planning questionnaire.  

Once completed, the questionnaire has four purposes:

· A redaction of the questionnaire is created using guidelines provided in the resource guide.  This one page summary is used as a final bulletin insert for the parish.

· The Parish Pastoral Council can use the answers to revise the parish pastoral plan, amending parish goals and creating new objectives.  Worksheets for this purpose are also included in the process packet.

· The Parish Finance Council can develop a financial plan for the parish and addresses any concerns arising from the questionnaire.  In addition, the Finance Council continues to work with the Parish Pastoral Council to find adequate resources for the goals of the pastoral plan.

· A copy of the Questionnaire is sent as part of the Parish Self-Study to the Vicar for Strategic Planning with the signature of the pastor and members of the council (See Step 4).

· Step 4 - Submission of Parish Self-Study Report


Following the meeting of the Parish Pastoral Council, Parish Finance Council and Trustees, the steering committee members redact the responses to answer the questions on the planning questionnaire.

The planning questionnaire is available in an electronic format.  Each question has a character limitation (normally 1000 characters).  Steering committee members are encouraged to redact the responses from the PPC/PFC meeting to these limitations. 

Hint: Bulleted lists will provide you more input than narrative sentences.  
The question regarding the status of parish buildings will always allow the addition of another property without limitation.

The Parish Self-Study is composed of a copy of the Parish Data Report that was distributed to all parishioners on March 21 and the completed Planning Questionnaire. For those pastors that chose to publish another suitable financial report that outlines the financial state of the parish in place of the statement of parish finances distributed as part of the Data Report, this must also be included in the Parish Self-Study Report.
A cover sheet for the Parish Self-Study Report is also included (Appendix XIV).  When submitting the report, please complete this cover sheet and include it.  The cover sheet asks for the names and leadership roles of each person who participated in the Planning Questionnaire Meeting.  
The Parish Self-Study is due to the Vicar for Strategic Planning by May 18, 2010.   The instructions on how to submit the report can also be found in Appendix XIV.

Step 5 - Distribution of summary report to all parishioners


After the Parish Pastoral Council, Parish Finance Council, parish trustees and the pastor have completed the Planning Questionnaire, a summary of the questions is created and published to all parishioners. The summary includes the responses of three of the questions from the questionnaire (Questions 1, 3, 6).

The responses from these three questions are included in a one page summary sheet that is distributed to all parishioners.  The goal is to provide parishioners with a transparent understanding of the parish’s responses to the bishop.  If the pastor is open, a full copy of the questions could also be available to those who request it.

At this time, the pastor may wish to publish an update of the entire parish pastoral plan or may wish to delay the publication of the plan until the fall.

Step 6 - Response from the Planning Commission
Once the questionnaires are received, the information will be compiled along with data for the Bishop and the Planning Commission.  The Commission will make recommendations for any parish reconfigurations and submit these recommendations to the Bishop.  

The Bishop will make decision on restructuring and make those decisions public following the established process for restructuring. 

The Bishop and/or the Diocesan Commission on Strategic Planning will also respond to each parish’s questionnaire regarding their pastoral and temporal goals for the future.

List of Appendices
I. Suggested Intercessory Prayers

II. Frequently Asked Questions

III. Sample Parish Data Report (Pastoral Data)
(i.e., separate document)
IV. Sample Parish Data Report (Financial)

(i.e., separate document)
V. Engagement Ratio Worksheet


(i.e., separate document)
VI. Sample announcement for Parish Data Report Sunday

VII. Cover Page for Parish Data Report
VIII. Invitation to parish leaders for parish assembly

IX. Parish Assembly bulletin inserts

X. Sample prayer for parish assembly

XI. Sample floor plan for parish assembly

XII. Planning Questionnaire

XIII. Sample prayer for Planning Questionnaire meeting with reflection questions

XIV. Cover Page and Directions for submitting the Planning Questionnaire
XV. Calendar

XVI. Explanation Guide for Parish Data Report
XVII. Explanation Guide for Engagement Ratio Worksheet
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