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Letter from the Pastor to all leaders 
 

Dear All Saints Parish Leader, 
 
Greetings in Christ Jesus! 
 
Thank you for your willingness to share your gifts and talents in a leadership capacity at All 
3ÁÉÎÔÓȢ  9ÏÕÒ ÓÅÒÖÉÃÅ ÔÏ 'ÏÄȭÓ ËÉÎÇÄÏÍ ÁÎÄ ÏÕÒ ÃÏÍÍÕÎÉÔÙ ÉÓ ÇÒÅÁÔÌÙ ÁÐÐÒÅÃÉÁÔÅÄ ÂÙ ÍÅ ÁÎÄ 
our parish family. 
 
Under the guidance of now Bishop Piché, a process for long range planning at All Saints was 
begun in the spring of 2008.  A dedicated team of volunteers did much research over 20 
months, and made recommendations to help prepare the parish to serve Christ, our people, 
and the larger community well into the future.  One of those recommendations was a new 
leadership structure in the parish under a Commission model, with six Commissions 
associated with various ministries and activities in the parish being the heart of parishioner 
leadership.  The Commissions include: Administration and Finance, Education and Faith 
Formation, Justice and Service, Liturgy and Worship, Parish Life and Stewardship, and 
Pastoral Care.  You are receiving this manual because you are part of a Commission or lead 
one of the ministries associated with a Commission. 
 
The attached All Saints Leadership Manual is intended to help facilitate your leadership here 
at the parish.  It includes tools that will help you use your gifts more effectively in service of 
the parish and see how your group fits in to the overall organization of All Saints.  It is our 
intent that the manual will provide you a good background in faithful leadership in a Catholic 
ÐÁÒÉÓÈ ÁÎÄ ÔÈÅ ÉÎÆÏÒÍÁÔÉÏÎ ÙÏÕ ÎÅÅÄ ÔÏ ÆÁÃÉÌÉÔÁÔÅ ÙÏÕÒ ÇÒÏÕÐȭÓ ÓÅÒÖÉÃÅȢ  )Ô ÉÓ ÉÎÔended to be a 
tool of learning and development, and also one of practical necessity.  It is our hope that the 
information here will help you be a more effective leader in your ministry by providing 
enough information to coordinate events, schedule and manage meetings, and assist the 
people you lead in a way that is efficient and in keeping with the pattern established for us 
by Christ in His Church. 
 
This manual will help you and your group to contribute to our mission of Leading people to 
Christ through Liturgy and Learning, Sacraments and Service. 
 
God has blessed us all in abundance, and I am personally grateful that you are willing to 
share your abundance with the community.  May you continue to experience the joy of 
sharing Christ in your service to the Church and All Saints. 
 
Sincerely in Christ, through Mary, 
 
 
Fr. Thomas Wilson 
Pastor 
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              All Saints Catholic Church 
                     ~ The Church of All Saints of Lakeville ~ 

 

All Saints Catholic Church (1877-1931)   "The First Structureȱ 
 

The Farmington Press April 20, 1876 
Ȱ,ÕÍÂÅÒ ÁÎÄ ÓÔÏÎÅ ÆÏÒ ÔÈÅ ÎÅ× ÃÁÔÈÏÌÉÃ #ÈÕÒÃÈ ÉÓ ÂÅÉÎÇ ÈÁÕÌÅÄ ÕÐÏÎ ÔÈÅ 
ground. The church is to occupy a commanding site in the southern part of 
the town, the selection of which has done credit to the taste of the 
geÎÔÌÅÍÁÎ ÁÐÐÏÉÎÔÅÄ ÆÏÒ ÔÈÅ ÐÕÒÐÏÓÅȢȱ 
 

The Farmington Press June 22, 1876 
Ȱ&ÏÕÎÄÁÔÉÏÎ ×ÁÓ ÌÁÉÄȢȱ 

 

 The original church was built in the Village of Fairfield in 1876.  

 !ÒÔÉÃÌÅÓ ÏÆ )ÎÃÏÒÐÏÒÁÔÉÏÎ ×ÅÒÅ ÒÅÃÅÉÖÅÄ ÁÎÄ !ÌÌ 3ÁÉÎÔÓ ÂÅÃÁÍÅ ȬÏÆÆÉÃÉÁÌȭ ÏÎ *ÁÎÕÁÒÙ ΤΫȟ ΣΪΩΩ.  

 In 1878 business owners and residents opted for a government separate from the township and 
sought incorporation as the Village of Lakeville. The short-lived name of Fairfield is carried on in the 
ÃÉÔÙȭÓ &ÁÉÒÆÉÅÌÄ "ÕÓÉÎÅÓÓ #ÁÍÐÕÓ ÁÎÄ ÔÈÅ &ÁÉÒÆÉÅÌÄ !ÐÁÒÔments that provide housing for seniors. 

 The original All Saints was destroyed by fire June 2, 1931. 
             

              We are blessed to have a few parishioners from this early church still with us. 
 

All Saints Catholic Church (1931-1997) "The SecoÎÄ 3ÔÒÕÃÔÕÒÅȱ 
 

 Erected on the same site as the original church. 

 The cornerstone was laid in 1931. 

 Rite of Dedication - May 8, 1932 - 1000 in attendance. 

 All Saints Parochial School, served by the Sisters of the Divine Savior, was 
dedicated on May 23, 1954. On opening day, there were 40-50 students in 
each room and two grades per teacher. 

 !ÌÌ 3ÁÉÎÔÓ 0ÁÒÉÓÈ ÓÅÒÖÅÄ ÔÈÉÓ ÃÏÍÍÕÎÉÔÙ ÔÈÒÏÕÇÈ ÍÁÎÙ ÏÆ ÔÈÅ ×ÏÒÌÄȭÓ ÍÏÓÔ ÉÍÐÏÒÔÁÎÔ ÅÖÅÎÔÓȡ 77))ȟ 
ÔÈÅ 'ÒÅÁÔ $ÅÐÒÅÓÓÉÏÎȟ ÔÈÅ ΦΡȭÓȟ ΧΡȭÓȟ ΨΡȭÓȟ ΩΡȭÓȟ ÔÈÅ ΪΡȭÓȟ ÁÎÄ ×ÅÌÌ ÉÎÔÏ ÔÈÅ ΫΡȭÓȢ  

 4ÈÅ ÌÁÓÔ -ÁÓÓ ÉÎ ȰÔÈÅ "ÒÉÃË #ÈÕÒÃÈȱ ×ÁÓ ÃÅÌÅÂÒÁÔÅÄ ÉÎ .ÏÖÅÍÂÅÒ ÏÆ ΣΫΫΩȢ ! ÐÒÏÃÅÓÓÉÏÎ ÏÆ ΣΧΡΡ 
ÐÁÒÉÓÈÉÏÎÅÒÓ ÆÏÌÌÏ×ÅÄ ÔÈÅ -ÁÓÓ ÁÓ ÃÈÅÒÉÓÈÅÄ ÔÒÅÁÓÕÒÅÓ ×ÅÒÅ ÃÁÒÒÉÅÄ ȬÕÐ ÔÈÅ ÈÉÌÌȭ ÔÏ ÏÕÒ ÃÕÒÒÅÎÔ ÌÏÃÁÔÉÏÎȢ 

 This property was sold to the City of Lakeville in the year 2000. The church is now the home of the 
Lakeville Area Arts Center and the rectory has become the Lakeville Historical Center; and the school 
continues to be used by ISD 194 for education. 
 

 
 
 
 
 

All Saints Catholic Church (1997-ΤΡΣΡȣɊ ͼ4ÈÅ 4ÈÉÒÄ 3ÔÒÕÃÔÕÒÅȱ 
 

 Rite of Dedication for Church, November 30, 1997 
                    Ȱ.Ï× 4()3 ÉÓ Á #ÈÕÒÃÈȦȱ  Archbishop Harry J. Flynn 

 Rite of Dedication for Education/Social Center (Phase II) ɀ February 24, 2001 

 2007 - The 130 Years in Christ -The Grand Celebration  & Dedication 

 Canticle of the Creatures window installation. A floor-to-ceiling dedication to 
St. Francis by world-renown stained glass artist, Dieterich Spahn. 

  2009 - Our pastor becomes Bishop!  (Lee A. Piché)

ñTo those more seasoned in the noble history of this parish I offer my heart-felt appreciation,  

for this journey has not been without its tears. Giving away a church building filled with memories 

stirs the soul. But it is this same soul that will move us into tomorrow;  

it is this grace that will steady us and hold us fast in Christ.ò   Rev. E. W. Tiffany 
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Core Values 
Core Values  

The following Core Values are an essential set of authentic, timeless values  
that define and guide All Saints Catholic Church. These values reflect or define  

who we are as a parish community, not who we aspire to become. 
 

CATHOLIC TRADITION 
We value our Catholic identity, which is rooted in the teachings 

of Jesus Christ and the Church which He founded. 
Ȱ4ÈÏÕ ÁÒÔ 0ÅÔÅÒȟ ÁÎÄ ÕÐÏÎ ÔÈÉÓ ÒÏÃË ) ×ÉÌÌ ÂÕÉÌÄ ÍÙ #ÈÕÒÃÈȢȱ 

(Matthew 16:18) 
 

COMMUNITY 
We value our faith-centered community, a people woven together in Christ.  

7Å ÌÏÖÅ ÁÎÄ ÓÕÐÐÏÒÔ ÏÎÅ ÁÎÏÔÈÅÒ ÉÎ ËÅÅÐÉÎÇ ×ÉÔÈ *ÅÓÕÓȭ ÐÒÁÙÅÒ  
ȰÔÈÁÔ ÁÌÌ ÍÉÇÈÔ ÂÅ ÏÎÅȢȱ  ɉ*ÏÈÎ ΣΩȡΤΣɊ 

Ȱ7Åȟ ÔÈÏÕÇÈ ÍÁÎÙȟ ÁÒÅ ÏÎÅ ÂÏÄÙ ÉÎ #ÈÒÉÓÔȢȱ   
(Romans 12:5) 

 

FAITH FORMATION 
We value lifelong Catholic education and faith formation  

that provide a deeper knowledge of God and His will for us so that  
we will continue to grow in faith and serve as examples of Christian life. 
Ȱ4ÈÅ !ÄÖÏÃÁÔÅȟ ÔÈÅ (ÏÌÙ 3ÐÉÒÉÔ ×ÈÏÍ ÔÈÅ &ÁÔÈÅÒ ×ÉÌÌ ÓÅÎÄ ÉÎ ÍÙ ÎÁÍÅȟ 

 will teach you everything and remind you of all that I told ÙÏÕȢȱ    
(John 14:26) 

 

SERVICE 
We value our Gospel role to serve God through lifelong service 

to others by sharing our time, talent, and treasure. 
Ȱ4ÒÕÌÙȟ ) ÓÁÙ ÔÏ ÙÏÕȟ ÁÓ ÙÏÕ ÄÉÄ ÉÔ ÔÏ ÔÈÅ ÌÅÁÓÔ ÏÆ ÍÙ ÂÒÏÔÈÅÒÓȟ ÙÏÕ ÄÉÄ ÉÔ ÔÏ ÍÅȢȱ  

(Matthew 25:40) 
 

WORSHIP AND PRAYER 
We value reverent, faith-filled prayer and worship,  

reflecting the glory and majesty of God to whom it is offered. 
Ȱ7ÈÅÎÅÖÅÒ Ô×Ï ÏÒ ÍÏÒÅ ÁÒÅ ÇÁÔÈÅÒÅÄ ÉÎ ÍÙ ÎÁÍÅȟ ) ÁÍ ×ÉÔÈ ÙÏÕȢȱ 

(Matthew 18:20)

Our Mission  
All Saints Catholic Church is a large, 

growing suburban parish. As a Roman 
Catholic community of believers, we are 

called to a Mission of: 
 

Leading People to Christ 

through Liturgy, Learning, 
Sacraments, and Service. 

 

The Mission of All Saints Catholic Church 
represents our traditional Catholic faith and 
heritage. The Mission should inspire, motivate 
and provide direction for parish ministry. It 
explains why a parish exists with words that 
are simple, clear, and meaningful.  Our Mission 
is large in content yet memorable. 
 

Ȱ,ÅÁÄÉÎÇ 0ÅÏÐÌÅ ÔÏ #ÈÒÉÓÔȱ ÒÅÆÌÅÃÔÓ Á ÂÅÌÉÅÆ ÔÈÁÔ 
our primary mission centers on developing 
deeper spiritual understanding and bearing 
witness to our Lord Jesus Christ. We strive to 
nurture a strong, open, and inclusive 
community whose members share the Good 
News of Jesus Christ. 

 

Our day-to-day lives are enriched through 
Ȱ,ÉÔÕÒÇÙȟ ,ÅÁÒÎÉÎÇȟ 3ÁÃÒÁÍÅÎÔÓȟ ÁÎÄ 3ÅÒÖÉÃÅȢȱ 
We accept the challenge to continue to 
develop our spirituality and to live a life of 
grace.  
 

Our Mission calls us to keep our faith vibrant 
and to pass it on to future generations. May we 
bring others closer to Christ and build the 
kingdom of God. 
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Overarching Goals
The Overarching Goals of All Saints Catholic 
Church were developed to focus resources, 
inspire involvement, and guide decision 
making. These should reflect the Mission 
and are intended to be the overall guiding 
focus for the ongoing planning efforts of all 
Commissions, ministries, volunteers, and 
staff.  
 

Reflecting on the Critical Issues developed, 
data gathered, and dialogue with parish 
leaders and staff, six final Overarching 
Goals emerged. In future planning they may 
be re-written or appended to as objectives 
are met or issues change.  
 

× Communication and 
Connectedness 

All Saints parishioners will feel welcomed, 
connected, engaged, and informed by a 
comprehensive, open communication 
process that uses a variety of methods to 
share information both within our parish 
community and within the local community.  
 

Expected Outcomes:  
× There is trust and accountability among 

parish leadership, ministries, and the 
parish community.  

 

× Communication within the parish 
provides needed information to all 
parish groups.  

 

× The local and parish communities are 
ËÎÏ×ÌÅÄÇÅÁÂÌÅ ÁÂÏÕÔ !ÌÌ 3ÁÉÎÔÓȭ 
ministries and events.  

 

× Better communication throughout the 
parish and local communities increases 
parish membership and participation.  

 

Indicators of Success:  
× Interest in and attendance at all parish-

sponsored events by both the parish 
and local community increases.  

 

× Parish participation in ministries and events grows 
due to increased focus on widely and thoroughly 
communicating these events.  

 

× Local community knowledge of All Saints and our 
events and opportunities increases.  

 

× Parishioners and visitors experience a welcoming 
parish community that works and communicates 
well together.  

 

Potential Application Areas:  
× Ensuring usability and accessibility of the parish 

bulletin, website, and other current and future 
communication vehicles.  

 

× Communicating our core values, mission, and 
ministry opportunities through print and digital 
media to encourage and build increased 
participation in our parish life.  

 

× Marketing our parish more widely to the local 
community.  

 

× Providing intentional, consistent, thorough 
communication to all groups within our parish 
community.  

 

× Engaging the entire parish community in a 
commitment to provide a welcoming 
environment for all visitors and existing 
members.  

 

× Financial Stewardship  
All Saints parishioners will demonstrate gratitude for 
the many gifts God has given and will share these gifts 
in order to fulfill our mission of leading people to 
Christ and helping those in need. We will understand 
and accept that giving of our treasure and prudently 
managing those gifts is not only a grateful response 
ÔÏ 'ÏÄȭÓ ÇÏÏÄÎÅÓÓ ÁÎÄ ÇÒÁÃÅ ÂÕÔ ÁÌÓÏ ÁÎ ÁÐÐÒÏÐÒÉÁÔÅ 
ÒÅÓÐÏÎÓÅ ÔÏ #ÈÒÉÓÔȭÓ ÃÁÌÌ ÔÏ ÌÉÖÅ Á ÌÉÆÅ ÏÆ ÓÔÅ×ÁÒÄÓÈÉÐȢ  
 

Expected Outcomes:  
× Members of our parish play a vital role in creating 

and sustaining a church that is a worthy and 
deserving recipient of our charitable giving.  
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× Parish leadership effectively 
communicates the needs of our parish, 
and parishioners generously respond to 
those needs.  

× Parish leadership exercises fiscal 
responsibility in managing, reducing, 
and eliminating parish debt, while 
effectively managing the annual 
operating budget.  

× Parishioners believe that the parish is a 
good steward of the money which has 
been given for the common good of the 
parish community.  

 

Indicators of Success:  
× There is an upward trend in both the 

number of parishioners who share their 
financial gifts with the parish and the 
financial amount that they give.  

 

× The parish leadership creatively 
expands avenues of financial 
contribution through estate planning, 
endowments, scholarships, building 

rental, fundraisers, etc.  
 

× The long-term parish debt is responsibly 
reduced each fiscal year to provide for 
future facility and ministry needs.  

 

Potential Application Areas:  
× Educating parishioners about the 

scriptural principles involved in 
stewardship.  

 

× Teaching parishioners how to become 
ÅÆÆÅÃÔÉÖÅ ÍÁÎÁÇÅÒÓ ÏÆ 'ÏÄȭÓ ÒÅÓÏÕÒÃÅÓ 
so that they will work to change 
behaviors, to eliminate debt, and to 
build financial resources so that they 
are able to help fund our parÉÓÈȭÓ 
mission.  

 

× Planning and performing needed 
maintenance and repair of building and 
plant facilities.  

× Developing an intentional planned 
giving program.  

 

× Learning Our Faith  
All Saints parishioners will have a well-developed 
understanding of their faith and how it impacts all 
aspects of their lives. Children, teen, and adult 
parishioners will have access to courses and events 
that challenge and increase their ability to live and 
share their faith. Catechetical information resources 
will be easily and readily accessible for all parishioners.  
 

Expected Outcomes:  
× Adult parishioners experience a greater 

confidence in explaining the Catholic faith and 
how they live it on a daily basis.  

 

× There are continuous catechetical opportunities 
for parishioners of all ages.  

 

× Parishioners understand the necessity of living a 
life of justice, service, and evangelization as a 
natural part of our faith life.  

 

× Parishioners are invested in the value of All Saints 
Catholic School as an educational and catechetical 
asset to our parish and local community.  

 

Indicators of Success:  
× There is a steady upward trend in parish 

membership and Mass attendance as our 
parishioners grow in a deeper understanding of 
the truths of our Catholic faith and a greater 
desire to live out those truths within our own 
community.  

 

× The local community is increasingly exposed to 
our parish and our faith through attendance at 
public events explaining the Catholic faith.  

 

× There is higher parish enrollment and participation 
in both our school and FEP programs.  

 

× Ministry opportunities are in higher demand as 
parishioners seek to integrate their faith into their 
daily life.  

 

Potential Application Areas:  
× Increasing and broadening catechesis 

opportunities to reach a more diverse section of 
parishioners, perhaps by collaborating with 
neighboring parishes to bring in guest speakers, 
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scheduling events at varied times and 
days of the week, or offering web-
based catechesis.  

 

× Creating small group faith enrichment 
programs to increase the relationship 
and connectedness of our parish 
community. 

 

× Reaching out through justice and 
service opportunities to catechize and 
evangelize our parish and local 
communities.  

 
× Ensuring that all faith enrichment 

programs and activities are affordable 
and accessible to all interested 
parishioners, particularly the youth.  

 

× Parish Leadership  
All Saints parishioners will be guided by a 
collaborative leadership structure that 
supports and upholds the mission, core 
values, and overarching goals of the parish.  
 

Expected Outcomes:  
× A model of leadership that represents 

the ministries and work of the parish is 
developed and implemented.  

 

× There is an ongoing leadership 
development process that identifies, 
selects, trains, and supports leaders for 
service to our parish community. 

 

× There is a model of leadership which 
actively encourages trust, collaboration, 
and accountability among the pastor, 
parish pastoral council, Commissions, 
and ministries of our parish.  

 

× Council, Commission, and ministry 
leaders feel that their work is of value 
and supports the mission of the parish.  

 

Indicators of Success:  
× There is an increase in the number of 

qualified parishioners who show 
interest in taking an active role in parish 
leadership.  

 

× The parish community has confidence and trust in 
both the leadership structure and the leaders 
working for the common good of our parish.  

 

× Leaders of our parish community are confident in 
knowing their leadership responsibilities and the 
availability of resources to help them fulfill their 
leadership role within our parish.  

 

× There is an active collaborative environment 
among the leadership of our parish pastoral 
council, Commissions, and ministries.  

 

Potential Application Areas:  
× Creating a Parish Leadership Development team 

which provides support for the formation, 
operation, and evaluation of parish leadership 

groups.  
 

× Implementing an annual planning process that is 
collaborative, transparent, and builds trust among 
all parishioners.  

 

× Establishing a common meeting night for 
Commissions and parish pastoral council which 
enables better communication and collaboration.  

 

× Sacramental and Prayer Life  
All Saints parishioners will experience prayer as an 
always-deepening relationship with Our Lord and 
Savior, Jesus Christ, lived out individually and as a 
Catholic community. As a parish, we are committed to 
helping each other grow in the depth of this 
relationship and in the awareness of the beauty of our 
Catholic spirituality.  
 

Expected Outcomes:  
× Parishioners pray every day and participate in all 

the sacraments available to them.  
 

× There is a greater appreciation of the Catholic 
#ÈÕÒÃÈȭÓ ÒÉÃÈ ÓÐÉÒÉÔÕÁÌ ÈÅÒÉÔÁÇÅȟ ÐÁÒÔÉÃÕÌÁÒÌÙ ÏÆ 
prayer as a complete relationship with Our Lord 
and Savior, Jesus Christ.  

 

× Our parishioners understand the sacredness of 
ÔÈÅ ,ÏÒÄȭÓ $ÁÙȟ ÃÅÌÅÂrating and honoring Sundays 
in a way that sets it aside as holy.  

 

× It is the experience of the local community that in 
time of need, they can come to All Saints Parish 
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for prayer and support, confident that 
their prayer needs will be lifted up and 
their need for support will be fulfilled.  

 

Indicators of Success:  
× Our parish experiences an increase in 

weekly Mass attendance and a growing 
desire for and participation in 
sacramental and prayer opportunities.  

 

× Our parish community shares a body of 
common prayers that we learn together 
and share together at Mass and other 
parish events. 

 

× All Saints Parish is locally known as a 
place of prayer, filled with people of 
prayer, resulting in measurable growth 
in active parish membership.  

 

Potential Application Areas:  
× Offering more opportunities for prayer 

and greater encouragement for 
parishioners to invest daily in their own 
spiritual lives, perhaps including 
Perpetual Adoration as well as 
increased and varied times for 
Reconciliation.  

 

× Offering lifelong educational 
opportunities on our Catholic 
spirituality, including basic catechesis 
on common prayers our parish shares 
together regularly, on the scriptures, 
and on the sacraments.  

 

× Helping parishioners discern their need 
for prayers and increasing their 
confidence in asking for prayer from 
our parish community.  

 

× Volunteer Ministry Life  
All Saints parishioners will respond to their 
baptismal call by pro-actively discerning 
their gifts and interests and offering them 
in service to the mission and ministry of the 
parish.  
 

 
 

Expected Outcomes:  
× Our ministries support a wide variety of volunteer 

opportunities, matching the service desires and 
talents of parishioners in our diverse parish 
community. 

  

× Ministry leaders have access to a comprehensive 
database of parishiÏÎÅÒÓȭ ÇÉÆÔÓ ÁÎÄ ÉÎÔÅÒÅÓÔÓȢ  

 

× Parishioners know how to contact the appropriate 
staff leaders to offer their talents and gifts.  

 

× Parishioners in all age groups will experience the 
love of God through church and community 
service opportunities.  

 

Indicators of Success:  
× Expanded ministry and service opportunities are 

available to parishioners.  
 

× There is an increase in number of volunteers 
participating in ministry, service, and leadership 
opportunities.  

 

× The expanded pool of volunteers results in an 
increased number of leaders providing innovative 
foresight to the ministries they are serving for the 
common good of the parish.  

 

× All parish ministries have a continuous influx of 
new talent to provide fresh ideas.  

 

Potential Application Areas:  
Developing and utilizing a comprehensive ministry 
volunteer gift-and-interest database.  
Communicating existing ministry opportunities to 
help parishioners discern how best to offer their 
stewardship gifts for the common good of our parish 
community.  
 

× Creating a process to guide parishioners through 
the discernment of their talents, gifts, and 
interests for input into the database.  

 

× Providing a formal framework and approval 
process for leaders and/or parishioners to 
propose new ministries within our parish 
community. 
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 Director & Staff 
 

Preschool Director 
& Staff 

Coordinator of  
Pastoral Care  & 
Justice & Service 

Director of Music & 
Liturgy 

 

Associate Director 
of Music & Liturgy 

 
 

 

Coordinator of  
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All Saints Parish Roster 

Position Name email Phone 

Pastor Fr. Tom Wilson frwilson@allsaintschurch.com 952-469-6501 

Parochial Vicar Fr. Doug Ebert frdebert@allsaintschurch.com 952-985-9981 

Facilities Administrator Deacon George Nugent gnugent@allsaintschurch.com 952-985-9960 

Coordinator of Pastoral Care Deacon Jim Marschall jmarschall@allsaintschurch.com 952-985-9983 

Parish Administrator Jackie Sauber jsauber@allsaintschurch.com 952-469-6470 

Business Manager Mimi Baker mbaker@allsaintschurch.com 952-469-6473 

Maintenance Supervisor Bob Mahowald bmahowald@allsaintschurch.com 952-469-6475 

Communications Coordinator Deb Janssen djanssen@allsaintschurch.com 952-469-6478 

Finance Assistant LeAnn Steffl lsteffl@allsaintschurch.com 952-469-6477 

Custodian Mark Bennett mbennett@allsaintschurch.com 952-469-6475 

Custodian Peggy Nelson pnelson@allsaintschurch.com 952-469-6475 

Housekeeping Geneva Meives gmeives@allsaintschurch.com 952-469-4481 

Parish Secretary Mary Baatz mbaatz@allsaintschurch.com 952-469-6460 

Parish Secretary Patricia Kelly pkelly@allsaintschurch.com 952-469-6479 

Elementary DRE Margaret Benson mbenson@allsaintschurch.com 952-469-6464 

Middle School DRE Kate Buri kburi@allsaintschurch.com 952-469-6461 

Sr.  High DRE Mary Kay Bungert mbungert@allsaintschurch.com 952-469-6465 

Adult Formation Mike Vievering mvievering@allsaintschurch.com 952-469-6480 

Youth Minister Chris Kuhn ckuhn@allsaintschurch.com 952-469-6466 

FEP Secretary Eileen Legros elegros@allsaintschurch.com 952-469-6461 

Principal Jan Heuman jheuman@allsaintschurch.com 952-469-5725 

School Secretary Barb Schafer bschafer@allsaintschurch.com 952-469-6462 

School Secretary Donna Peltier dpeltier@allsaintschurch.com 952-469-6484 

PreSchool Director Teri Sullivan tsullivan@allsaintschurch.com 952-985-9936 

Director of Music and Liturgy Kathy Borgen kborgen@allsaintschurch.com 952-469-6476 

Assoc. Dir. of Music and Liturgy   

Nursery Coordinator Barb VanDyke bvandyke@allsaintschurch.com 952-431-2996 

Ministry Assistant Mary Asp masp@allsaintschurch.com 952-469-9479 

Parish Pastoral Council Jennifer Ward jennifer.l.ward@us.pwc.com 952-435-5850 

 Peter Shea  952-997-7609 

 Tony Steffl  952-891-2503 

 Allyn Eaves  952-432-2066 

 Al Novacek  952-469-5257 

 Leslie Clark  952-432-3860 

 Paul Joyce  651-503-2002 

 Jim Emond  952-469-2526 

 Allan Douglass  651-460-6968 

Trustees Faith McCaghy  952-461-2277 

 John Elstad  952-469-5449 

Communications Team  communication@allsaintschurch.com  

Leadership Development Team Kathie Brownrigg kathieBrownrigg@gmail.com 952-200-5668 

 Kim Thoraldson thatskim@hotmail.com 612-465-8673 

 Lisa Reichelt lareichelt@charter.net 952-469-3665 

 Stan Buelt buelt@frontiernet.net   

 Cindy Mullenbach Cmullenbach@allsaintschurch.com  

 Beth Knight chrisandbethknight@yahoo.com 952-432-4721 

 Amy Fennewald fennewald@frontiernet.net  952-898-2140 

 Allyn Eaves abcdee@charter.net 952-432-2066 

 Jody Gunlock jsg2007@frontiernet.net  
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Commission Structure for Lay Leadership 
 
Commissions will be comprised of 6 members, including one Parish Council and one staff member. Those 
on the commissions will be asked to serve a term of 1-3 years. The commissions will meet once per 
month and ongoing leadership training will be provided. 
 
The six All Saints Commissions are as follows: 

1. Administration and Finance: Meets the needs of all the business affairs of the church. Through 

good stewardship of our resources, the needs of the people of this faith community are met. 

2. Education and Formation: Draws parishioners of all ages to Christ through prayer and service ɀ 

ÏÐÅÎÉÎÇ ÈÅÁÒÔÓ ÔÏ 'ÏÄȭÓ ÒÅÖÅÌÁÔÉÏÎ ÉÎ ÓÁÃÒÅÄ ÓÃÒÉÐÔÕÒÅȟ ÃÈÕÒÃÈ tradition, and daily life. 

3. Justice and Service: Supports Catholic social teaching through education and action. We reach 

out to others to meet their physical and emotional and spiritual needs, and seek to correct the 

causes of these needs. 

4. Liturgy and Worship: Provides a liturgical environment that encourages the celebration of 

Eucharist through full participation in the Mass. 

5. Pastoral Careȡ /ÆÆÅÒÓ 'ÕÉÄÁÎÃÅ ÁÎÄ ÁÓÓÉÓÔÁÎÃÅ ÉÎ ÄÅÁÌÉÎÇ ×ÉÔÈ ÌÉÆÅȭÓ ÔÒÁÎÓÉÔÉÏÎÓ ÔÈÒÏÕÇÈ ÓÕÐÐÏÒÔ 

groups, funeral planning and individual attention.  

6. Parish Life and Stewardship: Invites all families into active participation in parish life through 

formation and community events, and in sharing their gifts and time with the parish community. 
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Commission Member Position Description 
I. Overview 

The primary role of a parish Commission is to collaboratively define and support its unique Goals in 

support of Parish Mission.  Commissions have general authority to propose policies and 

procedures specific to the ministries they represent.  

 

II. Commission Components 

1. Each Commission of All Saints Parish will include 6 parish members at large plus an assigned staff 
member. The staff member is not eligible to serve as chair of the Commission. 

2. Each Commission will choose a member to serve as Chair. The Chair is responsible for facilitating 
the Commission meetings. This is a one year term.  

3. Each Commission shall choose a member to serve on the Parish Pastoral Council. This is a one 
year term, with a maximum of 4 years. This member must have at least one year experience on 
the Commission. The staff member is not eligible for this position. 

4. Commission members will be parishioners, 18 years or older. Parishioners younger than 18 may 
participate as part of an advisor/ advisee arrangement under one of the six Commission 
members.  

 
III. Principal Accountabilities 

1. Create goals for their respective Commission that focuses on the Parish Mission. 
a. Communicate the goals to the parish 
b. Evaluate and periodically update the goals, as required 
c. Evaluate ministry outcomes in response to the goals and Parish Guiding Documents (Core 

Values, Overarching Goals, Leadership Structure) 
2. Establish annual planning policies, priorities and objectives through a collaborative process with 

staff, ministry leaders and participants. 
a. Encourage all Commission members to participate in planning process 
b. Together with other Commission leaders, develop a proposed parish annual plan, including 

objectives, strategies and expected outcomes 
3. Evaluate the effectiveness of existing ministries and recommend changes when needed. 

a. Evaluate the need for new ministries and implement as resources allow 
b. Review and evaluate existing ministries to determine if they continue to support the 

Mission and needs of the parish 
c. Include these ministry reviews and revisions into the annual planning process 

4. Develop and implement communication guidelines within the Commission, which give all 
members information needed to participate in discussion of ideas.  
a. Implement communication guidelines that disseminate key information to all   Commission 

stakeholders 
b. Support guidelines and practices that encourage strong collaboration between all  

Commissions in achieving the parish goals 
c. Establish a collaborative relationship with Commission staff member 

5. Participate fully in the work of the Commission 
a. Participate in monthly Commission leadership meetings 
b. Participate in parish-wide leadership events 
c. Participate on short-term task groups as appropriate to available time, individual talents 

and personal interest 
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d. Participate in leadership development activities (leadership skills training, annual PPC 
retreat, etc.) as appropriate 

e. Identify and cultivate future Commission leaders and participate in annual selection process 
f. Regularly evaluate performance of Commission leadership and adjust orientation, 

guidelines, and operating practices as required to nourish a healthy and effective team 
environment 

 
IV. Membership Qualifications 

1. Registered member of the parish, 18 years and older, who regularly worships with the parish 
community 

2. Active participant in parish ministry and/or parish leadership 
3. Commitment to understand and collaboratively facilitate achievement of parish mission and 

overarching goals for the common good of the parish 
4. Ability and desire to participate in respectful dialogue that supports consensus decision-making 
5. Ability to observe confidentiality when required 

 
V. Time Commitment 

1. Serve a three-year term, with a maximum of two terms 
2. Prepare for and regularly attend Commission meetings as scheduled (minimum of 9 meetings) 
3. Attend special joint leadership meetings such as: 

× Fall leadership orientation meeting 
× Annual Parish Leadership Evaluation meeting 
× Annual ministry planning process (as assigned) 
× Other leadership development and spiritual growth opportunities 

4. Participate on interim task groups, as appropriate 
Note: Preparation and attendance at regularly scheduled meetings plus additional participation 
in task groups will require 6 - 10 hours/month. 

 
VI. Resources Available 

1. Parish leadership manual 
2. Parish Leadership Development Team and leadership formation activities/support 
3. Access to parish information appropriate to leadership accountabilities 
4. Collaborative relationship with parish staff 
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Parish Pastoral Council Position Description 
I. Overview 

The Parish Pastoral Council (PPC) is the guiding body of All Saints Catholic Church. 
Overall authority for the parish Mission and achievement of its Overarching Goals resides in the 
Parish Pastoral Council, as delegated by the Pastor. 
The role of the PPC is to nourish a parish environment that will encourage achievement of the 
Mission, to communicate the Mission to the community regarding its achievement and status, and 
to conduct regular evaluations of its progress. 
The actions of the PPC are governed by the Constitution and By-Laws of the PPC and are guided by 
the Mission and Core Values of the parish. In the spirit of servant leadership, the actions of the PPC 
are focused on providing support to the Pastor and the Commissions with emphasis on 
partnership and collaboration. 
 

II. Parish Pastoral Council Components 

1. Parish Pastoral Council will have 9 members plus the pastor. Each of the six Commissions will 

choose one member for the Parish Pastoral Council. These chosen members must serve on the 

Commission for one year before serving on the Parish Pastoral Council. The other three 

members of the council will be selected from the parish through a parish discernment process.  

2. Parish Pastoral Council members will be parishioners 18 years or older. Parishioners younger 

than 18 may participate as part of a adviser/ advisee arrangement under one of the PPC 

members.  

3. Parish Pastoral Council will choose a member to serve as Chair. The #ÈÁÉÒȭÓ ÒÅÓÐÏÎÓÉÂÉÌÉÔÙ ÉÓ ÔÏ 

facilitate the PPC meetings.  

  

III. Principal Accountabilities 

4. 3ÅÒÖÅ ÁÓ ÓÔÅ×ÁÒÄÓ ÏÆ ÔÈÅ ÐÁÒÉÓÈȭÓ 'ÕÉÄÉÎÇ $ÏÃÕÍÅÎÔÓ ɉ-ÉÓÓÉÏÎȟ #ÏÒÅ 6ÁÌÕÅÓȟ ÁÎÄ /ÖÅÒÁÒÃÈÉÎÇ 

Goals) 

a. Establish and communicate the intent of the Guiding Documents 
b.  Evaluate and periodically update the Guiding Documents, as required  
c.  Evaluate ministry outcomes in response to the Guiding Documents 

5.  Provide direction and support to the parish leadership structure 

 Regularly assemble the parish leaders for the following purposes: 
× Orientation and formation of leaders 
× Evaluation of progress in achieving the parish Mission and Overarching Goals 

6.  Maintain regular dialogue with parish members and other key stakeholders 

a. Establish an ongoing dialogue with parish members at-large (and other key stakeholders) 
that  discusses critical issues facing the parish and identifies potential ministry response 

b.  Develop and communicate an annual report on the status of the parish 
7. Coordinate the parish annual planning process 

a. Establish and communicate annual general planning parameters and priorities 
b. Implement process and establish timetable for plan development and approval 
c. Approve annual plan and communicate to parish at-large 

8. Participate fully in the work of the PPC 

a. Participate in monthly leadership meetings 
b. Participate in parish-wide leadership events 
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c. Participate in short-term task groups as appropriate to available time, individual talents 
and personal interests 

d. Participate in leadership development activity (leadership skills training, annual PPC 
retreat, etc.) as appropriate 

e. Identify and cultivate future PPC and Commission leaders and conduct an annual 
selection process to discern members for available leadership positions 

f. Regularly evaluate performance of PPC and Commissions, adjusting orientation, 
guidelines, and operating practices as required to nourish a healthy and effective 
leadership team environment 

 
IV. Membership Qualifications 

1. Registered member of the parish, 18 years and older, who regularly worships with the parish 

community 

2. Active participant in parish ministry and/or parish leadership 

3. Commitment to understand and collaboratively facilitate achievement of parish Mission and 

Overarching Goals for the common good of the parish 

4. Ability and desire to participate in respectful dialogue that supports consensus decision-

making 

5. Ability to observe confidentiality when required 

 

V. Time Commitment 

1. Serve a three-year term, with a maximum of two terms 

2. Prepare for and regularly attend a monthly leadership meeting (minimum of 9 meetings) 

3. Attend special joint leadership meetings such as: 

× Fall leadership orientation meeting 
× Annual Leadership Evaluation meeting 
× Annual ministry planning process (as assigned) 
× Other leadership development and spiritual growth opportunities 

4. Participate on interim task groups, as appropriate 

Note: Preparation and attendance at regularly scheduled meetings plus additional task 
groups will require 6 - 10 hours/month. 
 

VI. Resources Available 

1. Parish leadership manual 

2. Parish Leadership Development Team and leadership formation activities/support 

3. Access to parish information appropriate to leadership accountabilities 

4. Collaborative relationship with parish staff 
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All Saints Administrative Procedures 
 

I. SCHEDULE A MEETING 

1. Schedule all meetings and special events on the parish calendar which is kept by the Parish 

Administrator. 

2. The parish calendar year begins on July 1 and ends on June 30. 

3. Submit dates for meetings that are held regularly (i.e. monthly) to the Parish Administrator 

by May 1st for meetings to take place in the coming calendar year. Include date, time, and 

preferred meeting space. 

4. Submit additional meeting times or special event requests to the Parish Administrator as 

soon as possible. Provide several options for dates and meeting spaces. 

5. Meetings and events on the Parish Calendar will be published in the bulletin calendar unless 

they are added to the Parish Calendar after the Tuesday deadline of the week the bulletin is 

printed. 
 

II. ROOM USE EXPECTATIONS 

1. Spaces reserved for meetings and special events will be opened and locked up by custodians 

or designated staff. 

2. Tables, desks and chairs may be moved but must be put back in their original place. Lights 

should be turned off when leaving the room. 

3. Requests for special equipment (white boards, projectors etc.) must be made to the Parish 

Administrator 4 days in advance. 

4. Consumption of food and drink in classrooms is discouraged.  Food wrappers and food trash 

must be removed from classrooms immediately. 

5. Please notify custodian or designated staff person if there are problems with the meeting 

space (temperature, leaks, spills etc.). 
 

III. INFORMATION FOR THE BULLETIN 

1. Send information for the bulletin electronically to bulletin@allsaintschurch.com. 

2. The deadline for submitting bulletin articles and announcements is noon on the Monday 

prior to the weekend of the bulletin distribution. 

3. In general, bulletin articles/announcements are published for two weeks then dropped out.  

4. The bulletin editor has the right and responsibility to edit an announcement with 

consideration to available space.  
 

IV. PULPIT ANNOUNCEMENTS 

1. Pulpit announcements are generally reserved for events occurring after mass, corrections to 

the bulletin, or activities that affect the majority of the parishioners (reconciliation services 

etc.). 

2. Send pulpit announcements to pulpit@allsaintschurch.com by Wednesday of the week it is to 

be read. Announcements may be edited to fit the available time. Not all announcements are 

read. 

 

mailto:bulletin@allsaintschurch.com
mailto:pulpit@allsaintschurch.com
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V. CHURCH GATHERING DISPLAY 

1. Make requests for placing displays in the gathering space of church to the Parish 

Administrator two weeks in advance. 

2. Committee members are responsible for setting up and taking down displays in a timely 

manner.  

3. Display time is generally limited to 2 weekends. 
 

VI. COPYING 

1. Give small copy jobs to the commission staff liaison 24 hours in advance.  

2. Evening office staff is available to help run small printing jobs (copies required for running 

the meeting). The volunteer code is 5781#. 

3. All Saints is able to do large print jobs (for wider distribution, or with complex publishing 

requirements). Check with the commission staff liaison one week in advance for larger jobs. 
 

VII. MAILINGS 

1. Mailings that target the entire parish need to be requested at least 2 weeks in advance.  

Requests can be made through commission staff liaison or Parish Administrator. 

2. Mailings being sent to the entire parish should be pertinent to all parishioners. 

3. The size and type of items being mailed in an all parish mailing must meet the requirements 

for bulk mail. The parish secretaries can give direction regarding these requirements. 

4. Small volume mailings can be requested through the commission staff liaison.  

5. Materials included in any larger parish mailings must be reviewed by the Communications 

Coordinator. 
 

VIII. WEB PAGE 

Make requests to place information on the parish web site directly to the Communications 

Coordinator. 
 

IX. REIMBURSEMENTS 

1. When making purchases which All Saints will reimburse, please obtain a sales tax exempt 

card from the Business Manager. Sales tax will not be reimbursed. 

2. Fill out a check request form (appendix b.) and attach the original receipt.   

3. Give the check request to the staff liaison or any administrator to approve. 

4. Check requests are due in the office by 1:00pm on Wednesdays.  Checks are printed on 

Thursday mornings. 
 

X. FUNDRAISING  

1. Submit written requests for new fundraising opportunities to the Parish Administrator. 

Decisions regarding these new proposals will be made by administrative staff.  

2. Schedule ongoing or re-occurring fundraising activities with the Parish Administrator.  

3. Follow established procedures for requests for communications using the bulletin, website, 

pulpit announcements, or mail. 
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4. Notify the Finance Manager in advance if a fundraising activity includes money collection 

and/or counting. 

XI. USING THE KITCHEN   

1. Use of the kitchen should be requested in the same manner as requesting a meeting space.  

2. Home-made and/or home prepared food items may not be brought into the kitchen or the 

cooler/freezer. 

3. Contact the Parish Administrator at least a week in advance to order/request food for a 

meeting or event. 

4. Parishioners using the kitchen are welcome to use the coffee maker and ice from the ice 

machine. Directions for using the coffee maker are posted on the cupboard door in the 

kitchen. 

5. The kitchen must be left clean ɀ dishes washed and put away, coffee maker cleaned, coffee 

decanters rinsed, counters/tables washed.  

6. Trash should be placed in garbage cans and left in the kitchen.  

7.  Be sure lights and equipment are turned off. 
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All Saints Parish Ministries: List 
 
× EDUCATION AND FORMATION 

Adult Formation 
 Adult Advisory 
 Adult Education Series 
 Bible Study 
 Book Clubs 

Emmaus Ministry 
 Graced and Gifted 
 Marriage Enrichment 

-ÅÎȭÓ 0ÒÁÙÅÒ 'ÒÏÕÐ 
 MinistÒÙ ÏÆ -ÏÍȭÓ 3ÈÁÒÉÎÇ  
 Retreats 
All Saints Catholic Preschool 
 Preschool Advisory 
All Saints Catholic School 
 Activities Committee  
 &ÁÌÃÏÎȭÓ .ÅÓÔ 
 Fundraising 

Moms in Touch 
 PTO  
 School Advisory  
Faith Enrichment Program (FEP) 
 Catechists 
 FEP Advisory 
 FEP Classes Pre K-Gr. 10 
 Vacation Bible School 
Sacrament Preparation 
 Baptism 
 Confirmation  
 First Reconciliation 

First Eucharist 
 Marriage 
 Rite of Christian Initiation for Adults 
  (R.C.I.A.) 

Teaching Parish Committee 
Youth Ministry 
 Youth Advisory  
 Middle School Youth Ministry 
  BURST, Retreats,  
   1st & 3rd Fridays 

 Senior High Youth Ministry 
  MOVE , Peer Ministry, Retreats 
 Summer Opportunities 

Mission Trips 
Music Ministry Alive 
Steubenville 
Summer Stretch 

× JUSTICE AND SERVICE 
Bread for the World 
Christmas Outreach 

Armful of Love 
*ÏÓÅÐÈȭÓ #ÏÁÔ 
Sharing & Caring Hands 

Community Outreach 
360 Communities (formerly C.A.C.) 
Bridging 
Catholic Charities 
Dakota Woodlands 
Feed My Starving Children 
Loaves & Fishes 
Pregnancy Choices LCC 

$ÏÍÉÎÉÃÁ Ⱦ 3ÔȢ !ÎÄÒÅ×ȭÓ 
Emergency Assistance Fund 
Fair Trade 
Faithful Citizenship 
Habitat for Humanity 
Harvest Food Drive 
Just Faith 
Justice & Service Display 
Legislative Advocacy 
 JRLC 
 MICAH 
Red Cross Blood Drive 
Respect Life / ACCL Advisory 
Super Saturday Service Day 
St. Joseph the Worker 
 

× PASTORAL CARE 
Blood Pressure Checks 
Grief Ministries 

Catholic Coalition for Separated and 
 Divorced 
Funeral Lunches 

 Growing Through Loss 
 Rainbows 
Homebound / Care Center Ministries 
Prayer Network Ministry 
Prayer Shawl Ministry 
Sacrament of Anointing 
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× LITURGY & WORSHIP 
#ÈÉÌÄÒÅÎȭÓ ,ÉÔÕÒÇÙ ÏÆ ÔÈÅ 7ÏÒÄ 
Devotional Prayer 

Benediction 
Eucharistic Adoration 
Divine Mercy Chaplet 
Liturgy of the Hours 
May Crowning 
Rosary 
Stations of the Cross 

Environment Committee 
Liturgical Ministries 
 Altar Servers  
 Door Greeters 

Eucharistic Ministers 
Greeters / Ushers 
Lectors 

 Sacristans  
Music Ministry 
 Cantors 
 Ensembles 
 Festival Choir 
 Instrumentalists 
 Parish Choir 
 Spirit Choir 
 Teen Voices 
 Young Voices 

 
× ADMINISTRATION AND FINANCE 
All Saints Catholic Cemetery 
Facilities Management 
 Building 

Grounds  
Gardens 

Finance  
Capital Campaigns  
Catholic Services Appeal (CSA) 

 Finance Committee  

Financial Stewardship 
Money Counters   
Special Collections 

Information Services  
 Parish Membership Data 

Sacramental Records 
Technology 

Parish Security 
 Safe Environment 
 Protection of Children and Youth 
 Volunteer Management 

 
× PARISH LIFE AND STEWARDSHIP 
Catholic Aid 
Community Groups 
 Al Anon / Al Ateen 
 Boy Scouts 
 Catholic Aid 

Girl Scouts 
 Home School Families 
  KC Auxiliary  
Cursillo 
Knights of Columbus  
Light Weigh 
New Parishioner Welcoming 
Parish Events & Fundraising 
 Golf Tournament 
 Hilltop Autumn Festival 
 Spring Gala 
Rosary Guild 
SALT ɀ Senior Adults Learning Together 
Soup Suppers 
Sunday Morning Fellowship 
Sunday Nursery 
Stewardship of Time and Talent 
Young at Heart 
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All Saints Parish Ministries: Descriptions 

× EDUCATION AND FORMATION 
Adult Formation 
× Adult Advisory - This Advisory recognizes 

that the spiritual journey is a life-long 
process. It works to help provide a broad 
range of programs to serve the varying 
faith needs of adult parishioners. In 
harmony with the Catholic faith, available 
resources are used to offer effective adult 
programs in the areas of prayer, faith 
formation, Christian living, community life, 
and social justice. 

 

× Adult Education Series - During the school 
year, two or three series on a variety of 
faith topics are offered, typically on 
Monday evenings.  Various one-session 
events are also offered throughout the 
year. 

 

× Bible Study ɀThe parish offers various 
Bible Study series that meet on Tuesday 
mornings and also on Thursday evenings. 
 Sessions typically include a large group 
introduction, small group discussion, and a 
closing presentation. 

 

× Book Clubs ɀInformal groups meet about 
once a month to discuss novels, 
biographies, contemporary non-fiction 
and spiritual classics. Morning and evening 
sessions are offered. 

 

× Emmaus Ministry ɀ Emmaus is a parish-
based ministry program begun in 1978 by 
Myrna Gallagher from the Archdiocese of 
Miami. The purpose of Emmaus is to build 
parish community by initially offering a 
retreat for women. It is an opportunity for  
women to gather and be ministered to by 
other women.  
 

× Graced and Gifted ɀ An annual,  all day 
gathering which provides a keynote 
speaker and breakout sessions for 
women. The goal is to encourage, inform, 
affirm, and refresh the women of our 
parish.  

 

× Marriage Enrichment ɀ An annual Cana 
Dinner is hosted in February at a local, off -
site venue.  The evening includes social 
time, a meal, a guest speaker, prayer, and 
dessert.  Occasional other Date Night or 
marriage enrichment events are offered. 

 

× -ÅÎȭÓ 3ÔÕÄÙ 'ÒÏÕÐ ɀ Meeting on the 1st 
and 3rd Sunday evenings of each month 
this program is open to men of all ages, 
married or single. It is a great opportunity 
to reflect on Scripture and the catechism 
as well as how to apply the Catholic faith 
to daily life. 

 

× Ministry of Moms Sharing (MOMS) This 
outreach ministry of the Sisters of St. 
Benedict of St. Paul's Monastery gathers 
women for spiritual support.  All women 
are welcome to this 8-week small group 
series that is offered here at All Saints 
various times during the year, usually in 
fall and winter.  Through a process of 
personal and spiritual growth, women 
clarify their values, claim their own 
giftedness, and bring new strength to 
their family relationships and Christian 
community. 

 

× RCIA-- The Rite of Christian Initiation for 
Adults prepares adults for initiation 
sacraments (baptism, first communion, 
confirmation) which are celebrated at the 
Easter Vigil Mass in the spring. Candidates 
and their sponsors meet on specified 
Tuesday evenings from September 
through Easter.   

 

× RetreatsɀAn Advent Retreat is offered 
annually. It takes place on a weekday 
evening during Advent, beginning with 
Mass, followed by a talk and a prayer 
service and then refreshments.  
Occasionally we have a Lenten or other 
retreat as well. 
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All Saints Preschool 
× Preschool Advisory - This Advisory 

discusses the operation of the preschool 
and gives input into a number of areas 
including opportunities for outreach and 
several potluck meals for preschool 
families. 

 

All Saints Catholic School 
× Activities Committee - This committee 

oversees all the extracurricular activities 
of the school, including sports teams and 
academic activities. They sponsor the 
Activities Banquets twice a year and 
promote new activities appropriate for 
our school. 

 

× &ÁÌÃÏÎȭÓ .ÅÓÔ- A before and after school 
program for school students in 
kindergarten through Grade 5. The goal of 
the Falcon's Nest is to provide a safe, 
pleasant, and informally-structured 
environment in which a variety of 
activities that promote the spiritual, 
emotional and intellectual growth of each 
child are available. 

 

× Moms In Touch - Twice a month this 
group meets to pray for our school, staff 
and students, as a way of supporting the 
school through prayer.  

 

× PTO ɀAll Saints Catholic School Parent 
Teacher Organization provides support to 
teachers and staff; promotes a positive 
education experience; organizes parent 
social functions and sponsors fundraisers 
to help meet the needs of All Saints 
Catholic School. 

 

× School Advisory - Committee provides 
advisory and consultative support to the 
school principal and pastor. Issues of 
formation and education are addressed, 
including:  

 special student events 
 school handbook 
 formulating policy 
 amending by-laws 

 general advice concerning 
school operations 

 provide counsel and 
management relative to the 
future visions/goals of the 
school ( 2-5 years) 

 

Faith Enrichment Program 
× Catechists ɀ Parents are the first and 

most important educators of their 
children. Catechists (volunteers who share 
their love, support, and faith as they teach 
religion classes) are also influential 
resources in shaping the hearts of 
children.  
 

× FEP classes Pre K ɀ Gr. 10 - Our Faith 
Enrichment Program (FEP) is a structured 
religious education curriculum for children 
preschool through grade 10. Opportunities 
are provided for children to grow in their 
faith through instruction in Catholic beliefs 
and traditions, participation in prayer, 
ritual, and service, and an understanding 
of how to live their faith each day.  
 

× FEP Advisory - This AdvisoryȭÓ purpose is 
to advise and assist in the faith formation 
of children preschool through 9th grade 
and related FEP activities. 
 

× Vacation Bible School - VBS is offered 
one week each summer.  It is a great 
opportunity to  reach younger children 
during the summer months, helping them 
become excited about their faith. 

 

Sacrament Preparation 
× Baptism  - 2 preparation sessions, timing 

depends on the age of the individual being 
baptized.  

× Confirmation ɀ Typically starts in 10th 
grade. Classes are taken in addition to 
Religious Ed.  Confirmation Mass usually 
takes place at the St. Paul Cathedral in 
May. 

 

× First Reconciliation ɀ Typically starts in 
2nd grade.  Classes are taken in addition to 
Religious Ed.  with much prep done at 
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home. Usually celebrated in mid-
November. 

 

× First Eucharist ɀ Typically starts in 2nd 
grade.  Classes are taken in addition to 
Religious Ed. with much prep done at 
home.  Usually celebrated in May. 

 

× Marriage ɀ Residency in the parish is 
required. Contact parish 9-12 months prior 
to wedding date to initiate preparation.  

 

× RCIA ɀ The Rite of Christian Initiation for 
Adults prepares adults for initiation 
sacraments (baptism, first communion, 
confirmation) which are celebrated at the 
Easter Vigil Mass in the spring. Candidates 
and their sponsors meet on specified 
Tuesday evenings from September 
through Easter.   

 

× Teaching Parish Committee 
 

Youth Ministry 
× Middle School Youth Ministry 

BURST ɀMeets before/after FEP 
classes on Tuesdays & Wednesdays. It 
is led by Peer Ministers, but adult 
volunteers are also required. BURST 
provides social time, activities and 
snacks. 

Retreats ɀ Retreats are offered at 
various times throughout the year. 
1st & 3rd Friday Nights ɀ These evenings 
are led by Peer Ministers , but adult 
volunteers are also required. The first 
Friday is themed with structured 
activities around the theme. The third 
Friday is less structured.  

 

× Senior High Youth Ministry 

MOVE! -October thru June--Senior 
High youth are invited to participate. 
Activities vary each week. Peer 
Ministers decide topics and lead 

evenings.  
Peer Ministry ɀ High school students 
serve as leaders for youth groups 
(middle school and high school), 
music, retreats and more. Level of 
commitment and specific 

responsibilities are determined 
individually.  

Retreats ɀ Retreats are offered at 
various times throughout the year. 

 

× Summer Opportunities 
Mission Trips 

 Music Ministry Alive 
 Steubenville 
 Summer Stretch 
 

× Youth Advisory The Youth Advisory 
Committee (YAC) has adult and youth 
representatives that help direct youth 
ministry at All Saints through strategic and 
long term planning. Training and 
resources provided. 

 

× JUSTICE AND SERVICE 
Bread for the World - All Saints is a member-
church in Bread for the World, a Christian 
ÃÉÔÉÚÅÎÓȭ ÍÏÖÅÍÅÎÔȟ ×ÈÉÃÈ ÌÏÂÂÉÅÓ ÏÕÒ 
ÎÁÔÉÏÎȭÓ ÄÅÃÉÓÉÏÎ ÍÁËÅÒÓ ÆÏÒ ÐÕÂÌÉÃ ÐÏÌÉÃÉÅÓ 
that serve the needs of hungry and poor 
people in the U. S. and worldwide.    
 

Christmas Outreach ɀ During the holiday 
seasons of Advent and Christmas, All Saints 
parishioners participate in service projects to 
assist our neighbors in need: 

× Armful of Love 
× *ÏÓÅÐÈȭÓ #ÏÁÔ 
× Sharing and Caring Hands 

 

Community Outreach Opportunities ɀ All 
3ÁÉÎÔÓȭ ÓÅÒÖÉÃÅ ÁÎÄ ÊÕÓÔÉÃÅ ×ÏÒË ÂÒÉÎÇÓ ÕÓ ÉÎÔÏ 
relationship with many community agencies 
and organizations that share our values. 

× 360 Communities (formerly C.A.C.) 
× Bridging, Inc. 
× Catholic Charities 
× Dakota Woodlands 
× Feed My Starving Children 
× Loaves & Fishes 
× Pregnancy Choices LCC 

 

$ÏÍÉÎÉÃÁ Ⱦ 3ÔȢ !ÎÄÒÅ×ȭÓ ɀ All Saintsȭ inter-
parisÈ ÒÅÌÁÔÉÏÎÓÈÉÐ ×ÉÔÈ 3ÔȢ !ÎÄÒÅ×ȭÓ ÐÁÒÉÓÈ ÉÎ 
the Commonwealth of Dominica. Two key 
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aspects: an annual mission trip to Dominica 
with the Good News Group, and a monthly 
special collection to assist our brothers and 
ÓÉÓÔÅÒÓ ÏÆ 3ÔȢ !ÎÄÒÅ×ȭÓ 
 

Emergency Assistance Fund ɀThis is a fund 
which is used to assist parishioners and others 
in our local community who find themselves in 
financial need or crisis. 
 

Fair Trade ɀ Fair Trade promotes economic 
justice, cultivates global solidarity, and 
provides direct relationships between 
producers and consumers that respect human 
dignity. When we make the conscious decision 
to purchase Fair Trade items, we are putting 
the values of our Catholic faith into practice. 
 

Faithful Citizenship - Brings the values of our 
faith to bear upon our participation in the 
political life the nation, state and local 
community. 
 

Habitat for Humanity ɀ A nonprofit, 
ecumenical Christian organization which 
works to build homes for those in need.  All 
Saints participates for two weeks in the late 
summer by inviting parishioners to help build 
homes for those in need.  
 

Harvest Food Drive ɀ A monthly collection of 
non-perishable food and other items for our 
local food shelf. During Lent collections are 
weekly and All Saints also participates in the 
Minnesota Food Share March Campaign. 
 

Just Faith -  This program provides adults 
with a lively and challenging format to read, 
discuss, pray, experience and be formed by 
our social justice tradition.  
 

Justice and Service Display ɀ This display is 
located in the Gathering Space.  It offers a 
variety of materials and information 
pertaining to the parish social mission.   

 

Legislative Advocacy - All Saints is a member 
church in two local organizations that work at 
the legislative level to bring about just 
solutions to social problems: The Joint 
Religious Legislative Coalition (JRLC) and The 

Metropolitan Interfaith Coalition for 
Affordable Housing (MICAH). 
 

Red Cross Blood Drive ɀ All Saints hosts a 
Blood Drive each summer providing both 
volunteers and donors. 
  

Respect Life/ACCL Advisory ɀThe Catholic 
Church speaks out against and works to end 
elective abortion, euthanasia, capital 
punishment, war and all threats to human life.  
We also seek to bring healing to those who 
have been wounded by abortion. 
 

Super Saturday Service Days - Our goal is to 
broaden our parish's involvement in the larger 
community, especially for our youth.  One 
Saturday each month, All Saints hosts an 
opportunity  for parishioners to help in the 
community.  Some are held at All Saints, 
others offsite. 
 

St. Joseph the Worker - Our mission is to 
provide manpower services to the elderly, 
disabled and those in need for the 
maintenance and care of their homes and 
property. 
 

× PASTORAL CARE 
Blood Pressure Checks - On the second 
Sunday of the month following the 7:30 and 
9:00 a.m. Masses, nurses are available for 
blood pressure checks.  No appointments 
necessary. 
 

Catholic Coalition for Separated & 
Divorced ɀ The Catholic Coalition for 
Separated and Divorced is a confidential peer 
support and information program for adults 
who are dealing with broken relationships. 
This program is sponsored by a coalition 
of ten area Catholic churches including All 
Saints. 
 

Funeral Lunches ɀAll Saints Funeral Lunch & 
Dinner Ministry provides (at a modest cost) a 
lunch following funerals.  Parishioners serve as 
Team Leaders, Team Callers, Workers, and 
Food Donors. 
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Growing Through Loss ɀ The 
Interdenominational Coalition of South 
Suburban Churches (of which All Saints is a 
member) presents this series for adults who 
have experienced a loss or major crisis in their 
life; and to those who simply wish to learn 
more about the grief process. Each session 
offers an educational presentation followed 
by small group support facilitated by trained 
leaders. 
 

Homebound / Care Center Ministries ɀ 
Sacramental and pastoral outreach provided 
to those who are confined to home or to 
health care facilities.  
 

Prayer Network Ministry ɀMembers 
dedicate themselves to praying for the needs 
of the community.  Anyone is welcome to 
contact the Network and ask for prayers for 
specific needs.  Likewise, anyone who would 
like to join the Prayer Network is welcome to 
do so.  A phone tree is used to get the word 
out to its members.  
 

Prayer Shawl Ministry ɀ Prayer shawls are 
created to be a comfort for those suffering 
from mental, physical, or emotional 
difficulties.  Those who create these prayer 
shawls give their time and service as an act of 
prayer for the ones who will use their shawls.  
They pray for healing, peace and knowledge 
ÏÆ 'ÏÄȭÓ ÌÏÖÉÎÇ ÐÒÅÓÅÎÃÅȢ 

 
Rainbows ɀ A peer support program for 
children in pre-kindergarten through eighth 
grade who have experienced a significant loss 
in their lives through death, divorce or other 
painful transitions.   

 
Sacrament of Anointing of the Sick ɀ The 
Sacrament of Anointing of the Sick is one of 
the seven Sacraments of the Church. Any 
member of the Catholic faithful who is in 
danger of death, becomes seriously ill, is 
injured or is suffering from a decline due to 
advanced age is encouraged to receive this 
Sacrament. One need not be at the point of 
death. 

 

× LITURGY AND WORSHIP 
#ÈÉÌÄÒÅÎȭÓ ,ÉÔÕÒÇÙ ÏÆ ÔÈÅ 7ÏÒÄ - #ÈÉÌÄÒÅÎȭÓ 
Liturgy of the Word is intended for 4-year-olds 
through 5th graders who wish to better 
understand the gospel reading for that 
particular Sunday.  It is offered at the 9:00 am 
& 11:00 am Masses on the first three Sundays 
of each month September through May (with 
a few rare exceptions).  
 

Devotional Prayer 
× Benediction 
× Eucharistic Adoration 
× Divine Mercy Chaplet 
× Liturgy of the Hours 
× May Crowning 
× Rosary 
× Stations of the Cross 

 

Environment Committee ɀ Coordinates the 
environment/decorating in the sanctuary to 
the church seasons. 
 

Liturgical Ministries ɀ Beyond their full and 
active role in the worshiping assembly, 
members of the faithful are invited to consider 
serving in any of a number of liturgical 
ministries, all of which help make the 
ÃÏÍÍÕÎÉÔÙȭÓ ×ÏÒÓÈÉÐ ÍÏÒÅ ÒÅÖÅÒÅÎÔ ÁÎÄ 
prayerful. 

× Altar Servers 
× Door Greeters 
× Eucharistic Ministers 
× Greeter / Ushers 
× Lectors 
× Sacristans 
 

Music Ministry 
× Cantors ɀ Cantors assist the sung prayer 

of the assembly in the absence of a choir.  
Cantors also announce hymns and songs.  
Psalmists sing the verses of the 
responsorial psalm and the acclamation 
verse before the proclamation of the 
gospel.    
 

× Festival Choirs ɀ These choirs sing for 
Advent and/or Lent seasons. The 
Winter Festival Choir rehearses on 
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Wednesday evenings from 7:00 - 9:00 
pm for eight weeks beginning in 
November, and sings for the Sundays 
of Advent and Christmas Midnight 
Mass.  The Spring Festival Choir 
rehearses for eight weeks beginning 
on Ash Wednesday and sings for the 
Sundays of Lent, liturgies for Triduum 
(marked by Holy Thursday and Good 
Friday), the Easter Vigil, and Mass 
on Easter Sunday.  

 

× Instrumentalists - (organists and 
pianists in particular) are responsible 
for leading and supporting the singing 
of the assembly through the playing of 
carefully composed accompaniments.   

 

× Parish Choir - The Parish Choir (Adult) 
leads the assembly in song as well as 
adding harmony and descants to the 
music during the Mass.  The members 
of this ensemble rehearse & prepare 
their material once a week. 

 

× Spirit Choir The Spirit Choir sings for 
the Sunday 5:30 pm Masses several 
weekends each month.  Senior High 
School through Adult members are 
welcome as are musicians that play  
piano, electric keyboard, flute, 
acoustic and electric guitars, 
percussion, and bass guitar.   

 

× Teen Voices - Teen Voices of All Saints 
is for students in grades 7-12.Both 
instrumentalists and vocalists are 
welcome.  This group sings once a 
month at a weekend mass.  

 

× Young Voices ɀ This choir is open to 
boys and girls ages 8 and up.  No 
audition is required, just a desire to 
participate. There are two rehearsal 
times to choose from, both are on 
Tuesday afternoons. 

 
 
 
 
 

× ADMINISTRATION AND FINANCE 
All Saints Catholic Cemetery 
× Facilities Management 
× Buildings 
× Grounds 
× Gardens 
 

Finance 
× Capital Campaigns 
× Catholic Service Appeal 

× Finance Committee 
× Financial Stewardship 
× Money Counters 
× Special Collections 
 

Information Services 
× Parish Membership Data 
× Sacramental Records 
× Technology 

×  Parish Security 
× Safe Environment 
× Protection of Children & Youth 
× Volunteer Management 
 

× PARISH LIFE AND STEWARDSHIP 
Community Groups 
× Al anon/ Al Ateen 
× Boy Scouts 
× Catholic Aid 
× Girl Scouts 
× Home School Families 
× Knights of Columbus & Auxiliary - The 

Knights of Columbus is a worldwide, 
Catholic, fraternal organization for men. It 
provides fellowship among members and 
service to the parish and the larger 
community.  K of C activities are based on 
the values of unity, charity, fraternity and 
patriotism. The Ladiesȭ Auxiliary at All 
Saints is open to all women of the parish. 

 

× Cursillo ɀ An off-site retreat weekend 
offered for men and women, separately. 
Followed-up by group meetings that 
reinforce the retreat experience. 
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× Light Weigh  - A 12-week video series Bible 
Study which teaches a new approach to 
eating and to prayer. Light Weigh 
members learn to eat the foods they enjoy 
in moderation. 

 

× New Parishioner Event - A welcoming 
event is held for new parishioners once a 
month. Information about the parish is 
shared, questions are answered, and tours 
of the building are offered.  

 

Parish Events & Fundraisers 
× Golf Tournament - Parishioners and 

friends gather for a day of fellowship and 
golf to raise funds for parish educational 
programs. 

 

× Hilltop Autumn Fest ɀ This annual parish 
festival takes place in September and 
offers food, fun, and fellowship for 
everyone.   

 

× Spring Gala ɀ An evening of live and silent 
auctions, games, and entertainment for 
adult parishioners.  Money is raised for all 
of the All Saints Catholic Church education 
programs including FEP, Sacrament 
Preparation, Youth Ministry, Adult 
Enrichment Programs, All Saints School, 
Preschool, and All Saints Childcare. 

 

× Rosary Guild ɀ Prayerfully makes chain 
rosaries for All Saints First Communicants, 
confirmation students, RCIA candidates; 
Chastity rosaries; and cord rosaries for the 
missions. 

 

× SALT: Senior Adults Learning Together 
ɀ A collaborative group of eleven Catholic 
and Protestant Dakota County 
congregations that sponsor life 
enrichment classes twice a year, in the 
spring and fall. On each of four Mondays 
in each season a virtual smorgasbord of 
learning opportunities is offered between 
9:30 am and Noon. 

 

× Soup Suppers ɀOffered most Tuesday 
evenings during lent following the evening 
Mass. 

 

× Sunday Morning Fellowship ɀCoffee and 
doughnuts after Sunday morning Masses 
as announced. 

 

× Sunday Nursery - Child care is offered for 
9:00 am and 11:00 am Sunday morning 
Masses and for some of our other parish 
programs.  Care is available for children 
from one year to five years old.  

 

× Young At Heart - The All Saints Young at 
Heart group is committed to respond 
to the spiritual and emotional needs of the 
adult senior community through prayerful 
ministry, social activities, and shared 
reflections.   
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All Saints Yearly Calendar 
 JULY AUGUST SEPTEMBER OCTOBER 

Liturgical  Feast of 
      Assumption 

Catechetical 
      Sunday 

Mass of Anointing 
 

Programs Summer Stretch 
Kamp Kiwanas 
Mission Trips 

Peer Leadership 
      Training 

School Begins 
1st Reconciliation 
      prep  
RCIA 
Bible Study 
      begins 
Catechist Training 
Early conferences 

FEP Begins 
Confirmation 
      prep begins 
Activity Days 
 

Fundraising  Golf Tournament Hilltop Autumn 
      Festival 

Marathon 

Outreach Bloodmobile 
Dakota 
      Woodlands 

  Homeless Retreat 

 
 

 NOVEMBER DECEMBER JANUARY FEBRUARY 
Liturgical All Saints Day 

!ÌÌ 3ÏÕÌȭÓ $ÁÙ 
1st Reconciliation 
KC Memorial 
      Mass 
1st Sunday of 
      Advent 
Ecumenical  
     Service 

Advent Retreat 
Advent 
      Reconciliation 
Christmas 
Immaculate 
Conception 
Feast of the Holy 
      Family 
RCIA Rites 

Mary Mother of 
      God 
Epiphany 
Baptism of the 
      Lord 

Lent 
Stations of the 
      Cross 

Programs School 
     Conferences 

Pre-School 
      Program 
School Musical 
      Programs 
FEP Christmas 
      Program 

Confirmation 
      Gathering 
1st Eucharist Prep 
Adult Ed. Series 

Catholic Schools 
      Week 
Marriage Prep 
     begins 
Soup Suppers 

Fundraising  Barnes & Noble 
      Book Fair 

 School Book Fair 

Outreach Food Drive Fair Trade  
Armful of Love 
*ÏÓÅÐÈȭÓ #ÏÁÔ 
Sharing & Caring 
      Hands 

Baby Bottles for 
        Pregnancy  
        Choices 
Dominica Mission 
       Trip 

Rice Bowls 
Books & Blankets 
Food Drive 
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 MARCH APRIL MAY JUNE 
Liturgical Lent (Easter  

     occasionally) 
Mass of 
      Anointing 
Parish 
     Reconciliation 
RCIA Rites 
Stations of the 
     Cross 

Easter/ Triduum 
(RCIA rites) 
Divine Mercy 
      Sunday 
1st  Communion 
 

1st Communion  
Confirmation 
May Crowning 

Mary Garden 
     Prayer 

Programs Sacrament 
     Activity Days 
Lenten Retreat 
Soup Suppers 

Confirmation 
      Interviews 
Confirmation 
      Gatherings 
Marriage Prep 
      Begins 
1st Eucharist 
      Brunch 

Graduation 
      Brunch 

Vacation Bible 
       School 
8th Grade 
      Graduation 
Lakeville 
     Baccalaureate 
 

Fundraising  Spring Gala -ÏÔÈÅÒȭÓ $ÁÙ 
      Brunch 
MotherȭÓ Day 
      Raffle 

 

Outreach Harvest Food 
      Drive 
Bread for the 
      World 

  March for Life 

 

Monthly/Ongoing Events 
 Liturgical Programs Fundraising Outreach/Pastoral Care 

 #ÈÉÌÄÒÅÎȭÓ ,ÉÔÕÒÇÙ 
      of the Word 
Lifeline Mass 
Rosary 
Benediction 
Young Voices 
       Choir 
Parish/Festival  
       Choir 
Spirit Choir 
Liturgical 
       Ministries 
Sunday Nursery 
Church 
       Environment 
Rosary Makers 
Baptism Blankets 

Book Clubs 
-ÅÎȭÓ 3ÔÕÄÙ 
      Group 
Natural Family 
      Planning 
Adult Advisory 
School Advisory 
Pre-School 
     Advisory 
Youth Advisory 
FEP Advisory 
Bible Study 
Middle School 
Friday Events 
 

Fair Trade Coffee 
School Scrip 
      Sales 

Funeral Dinners 
Al Anon 
Growing Through Loss 
Light Weigh 
Prayer Shawl 
      Ministry 
Rainbow Program 
Nursing Home 
      Visitors 
Separated & 
      Divorced 
Monthly Blood 
Pressure Checks 
St. Joseph the 
      Worker 
Respect Life/ ACCL 
Loaves & Fishes 
Super Saturday 
      Service 
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All Saints Parish Leadership Toolkit 
 
I. THEOLOGY OF LEADERSHIP 

1. Called and Gifted for the Third Millennium 

2. http://www.usccb.org/laity/calleden.shtml 

3. Called to Holiness 

4. Called to Community 

5. Called to Mission and Ministry 

6. Called to Christian Maturity 
 

II.  LEADERSHIP TIPS 
1.  Effective Meeting Management: 

a. Schedule- Set long range meeting schedule. Parish common meeting nights are the 
scheduled for 6:00 pm on the third Tuesday of the month (excluding December and 
July) 

b. Timeliness- Start and end meetings on time.   
c. Agenda- set clear agenda.  Begin and end every meeting with prayer. Communicate the 

agenda to participants in advance of the meeting so that participants can come 
prepared. This is the responsibility of the chairperson.  

d. Minutes- Minutes should be recorded at every meeting. This responsibility can be 
shared. See appendix for templates to use for recording minutes. Minutes will be 
shared among leadership groups. 

e. Format- Different formats may be used to achieve group goals. Some suggestions are: 
small group discussion, brainstorming, large group discussion, pairing and many more. 
)Ô ÉÓ ÔÈÅ ÃÈÁÉÒÐÅÒÓÏÎȭÓ ÒÅÓÐÏÎÓÉÂÉÌÉÔÙ ÔÏ ÓÅÅ ÔÈÁÔ ÔÈÅ ÇÒÏÕÐ ÓÔÁÙÓ ÏÎ ÔÁÓËȢ  

 

2. Decision Making 

a. Consensus Decision Making is the preferred method of decision making at All Saints 
Church. Consensus is the process of arriving at a decision, after a time of prayer and 
study. It consists of general agreement rather than voting. It results in a 
recommendation that all the members of the group agree to accept and support. Using 
the consensus process to reach substantial, through not necessarily unanimous, 
agreement on issues helps the group model the kind of unity and harmonious 
relationships it strives to develop in the parish at large. The consensus process is based 
on:  

i. Honest dialogue and trust among members; 
ii. Sharing of all pertinent data with all members; 
iii. Each member being prepared for the discussion; 
iv. Devote enough time to the discussion so that each member clearly understands 

(though not necessarily agrees with) the issues and feelings shared at the table. 
v. Each member must voice ÈÉÓȾÈÅÒ ÏÐÉÎÉÏÎȾÊÕÄÇÍÅÎÔ ÏÎ ÔÈÅ ÉÓÓÕÅÓ ÕÓÉÎÇ Ȱ)ȱ 

statements. 
vi. Each member is open to the possibility of changing or modifying his/her opinions, 

feelings and position. 
 
 
 
 

http://www.usccb.org/laity/calleden.shtml


Leading People to Christ Through Liturgy, Learning, Sacraments, and Service 
Rev. 8/12/2010  33 

 
b. Steps In The Consensus Process: 

i. Input ɀ present issues, background information, clarify 
ii. Discussion 
iii. Reflection - The chairperson/facilitator asks the group to silently reflect on these 

questions:  
× What was said that truly supports the Gospel message? 
× What seemed to be the consensus within the group? 
× Where do I stand on this issue? 
× What do I believe, in light of our Mission Statement, will be good for the 

entire parish? 
iv. Recommendation: 

× Can all agree? 
× If not, continue discussion 
× Suggest further study and prayer 
× May take more than one meeting to come to consensus 

 

c. Barriers to Effective Use of Consensus  
i. Blocking ɀ members continue to oppose decision, need to work together with 

Commission leader to bring member to agreement 
ii. Recurring disagreement -  

× Are you considering what is best for the group?  
× Are you objecting because of some personal need or past 

hurt/frustration?  
× Do you need more assurance that the group really understands your 

objections?  
× Do you understand all the data that has been given?  
× Have you carefully listened to the discussion and the reasons given by 

the others for their support? 
 

3. Resources for conflict resolution: 

a. Parish Pastoral Council 
b. Leadership Development Team member 
c. Members of other Commissions 
d. Website / publication suggestions:  

× http://www.crnhq.org/pages.php?pID=12  
× http://www.ststephenanglican.com/Articles/Conflict.html 
× http://www.mindtools.com/pages/article/newLDR_81.htm 
×  Ȱ4ÈÅ %ÉÇÈÔ %ÓÓÅÎÔÉÁÌ 3ÔÅÐÓ ÔÏ #ÏÎÆÌÉÃÔ 2ÅÓÏÌÕÔÉÏÎȡ 0ÒÅÓÅÒÖÉÎÇ 2ÅÌÁÔÉÏÎÓÈÉÐÓ ÁÔ 7ÏÒËȟ 
ÁÔ (ÏÍÅ ÁÎÄ ÉÎ ÔÈÅ #ÏÍÍÕÎÉÔÙȱ ÂÙ $ÕÄÌÅÙ 7ÅÅËÓȠ G P Putnam's Sons; 1st 
Tarcher/Perigee Ed edition (Oct 1994) 

× Pastor 
 

4. Problem Solving Process:  One of the keys to effectively solving problems is to utilize a 
simple but systematic process that identifies the problem and develops an appropriate 
solution. Those steps are:  
a. Define the Problem:  

i. Write it down as a question/statement 
ii. Discern the nature of the problem 

 
 

http://www.crnhq.org/pages.php?pID=12
http://www.ststephenanglican.com/Articles/Conflict.html
http://www.mindtools.com/pages/article/newLDR_81.htm
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b. Gather Information:  
i. Assemble facts and criteria 
ii. Define assumptions and constraints  
iii. Explain policies and procedures  

 

c. Develop Alternative Solutions: 
i. Feasible: Is the solution both practical and ethical and are sufficient resources are 

available? 
ii. Acceptable: Is the solution worth the cost or risk involved? Can the people 

affected live with it? 
iii. Suitable: Is it a fitting solution to the problem and does it meet necessary 

conditions? 
 

d. Weigh Alternatives:  
i. Analyze all potential solutions individually 
ii. Apply criteria to each solution 

e. Select the Best Alternative:  
i. Compare strengths and weaknesses of each solution 
ii. Work towards consensus 
 

f. Implement the Solution: 
i. Clearly communicate solution to all concerned 
ii. Implement solution 
iii. Follow up and adapt the plan as necessary 
 

This is a simple process but can prove invaluable when decisions need to be made. Following the six 
steps outlined above can help a group avoid potential pitfalls that are caused by:  

× not fully determining the scope of the problem,  
× not developing the information necessary to make an informed decision,  
× not analyzing the solution to ensure it meets requirements and accomplishes the 

intended purpose. 

 
III. RISK MANAGEMENT  

1. VIRTUS/ Background checks ɀ The Archdiocese has implemented a safe environment 

program called Ȱ0ÒÏÔÅÃÔÉÎÇ 'ÏÄȭÓ #ÈÉÌÄÒÅÎȢȱ  Adult volunteers working with children in our 

school and FEP programs are required to participate in training (VIRTUS) that will help 

provide children and youth with a safe environment in our parish. The parish is audited by the 

archdiocese to assure compliance with Virtus training requirements. A mandatory 

background check is also performed on adults in these positions.  Contact the Parish 

Administrator to find out if these requirements affect your ministry.  

2. Consequence Assessment and Management - Parish Administrators receive training in 

risk management for parish life. Please be mindful of the activities your ministry is planning 

and consider whether they will put the parish at liability. Contact the Parish Administrator for 

advice.  

3. Volunteer Code of Conduct (see appendix) - Must be signed and submitted to church office. 

4. Youth Protection Manual (see appendix) 
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IV. SEEING THE VISION/ACHIEVING THE VISION/RESPONSIBLE LEADERSHIP 
An important part of being a Parish leader is having a vision for the future.  What should the 

Parish look like next year, or five years from now?  What about ten years from now?  Another 

important role for every leader is to find a way to translate vision into concrete actions to 

achieve the vision.  At all times, Parish leaders are representatives of Christ and His Church. 
 

1. Conveying Parish Mission/Values/Vision to ministry tasks - In any organization, visions are 

achieved by setting the right goals and objectives at higher levels of leadership and 

conveying them down to lower levels.  In turn, ideas and needs should be communicated 

upwards to higher levels of leadership to help those at the top create high-level visions and 

goals and objectives.   
 

At All Saints Church, the model of leadership is servant leadership, and the hierarchy is 

flipped upside down from a business organization.  The committees, ministries, and parish 

activities serve and support the Parish and the External Community.  The Commissions serve 

and support the committees/ministries/activities.  The Parish Pastoral Council, along with the 

Pastor, Staff and Trustees, serve and support the Commissions.  They are responsible for the 

Mission Statement, the Overarching Goals, high-level goals & objectives, and policies and 

procedures that affect the entire Parish. 
 

Stimulating the origination of goals & objectives at the bottom of the organization and 

ÁÌÌÏ×ÉÎÇ ÔÈÅÍ ÔÏ ȰÆlow upȱ provides broader vision and engages the entire organization, 

helping ÅÖÅÒÙÏÎÅ ȰÓÉÎÇ ÆÒÏÍ ÔÈÅ ÓÁÍÅ ÓÈÅÅÔ ÏÆ ÍÕÓÉÃȢȱ  6ÉÓÉons and goals & objectives are 

not static.  Leaders must ensure that the necessary resources are provided to make achieving 

them possible.  
 

At the end of the fiscal year each Commission and the Parish Pastoral Council should review 

how well goals & objectives were met for the previous year.  If a particular goal was not met, 

is it still relevant?  Was the goal or objective too ambitious?  Should another attempt be 

made?  What needs to be done differently to achieve it? 
 

2. Oversight - Ensuring ministries are aligned with Parish Mission/Values/Vision 

It is essential that ministry activities and goals stay in line with the Parish Mission, Values, and 

Vision.  This is done through oversight. Each member of the Parish Pastoral Council should be 

generally aware of what is going on in the various Commissions. Review of each 

ÃÏÍÍÉÓÓÉÏÎȭÓ ÍÅÅÔÉÎÇ ÍÉÎÕÔÅÓ ÉÓ ÏÎÅ ÍÅÔÈÏÄ ÏÆ ÍÁÉÎÔÁÉÎÉÎÇ ÔÈÁÔ Á×ÁÒÅÎÅÓÓȢ Likewise, each 

member of a Commission should be generally aware of what is happening with the various 

committees/ministries/activities that the Commission serves 
 

If an activity of a committee or ministry does not fit with the Parish Overarching Goals, Vision, 

or Mission, action should be taken to investigate and correct.   

× Get the facts. 

× Discuss with another Parish leader 

× Bring to the attention of your Commission or the Parish Pastoral Council 

× Discuss with priest, deacon or staff member 
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3. Responsible Parish Leadership 

All Christians should strive to be Christ-like, but human behavior can interfere with that goal.  

Every Parish volunteer in the Archdiocese of St Paul and Minneapolis is asked to read and 

agree to follow a Volunteer Code of Conduct.  A Parish leader is certainly obligated to follow 

this code, but must go above and beyond the code.  Parish leaders are representatives of the 

Church and held to the highest standards of Christian conduct. 
 

What can a Parish Leader do to uphold high standards of Christian conduct?   

× Practice a full and rich sacramental life.   
× Attend Mass and participate regularly in the sacraments of the Eucharist and 

Reconciliation.  Pray.  If time ÉÓÎȭÔ ÍÁÄÅ ÆÏÒ prayer, it is difficult to be an effective 
Parish leader. 

× Enrich spiritual life through retreats, Bible study, or one of the many Parish ministries.   
 

Parish leaders will be approached by people wishing to speak about their problems, 

suggestions, complaints, and compliments:   

× The music at Mass is too loud.   
× The music at Mass is not loud enough.   
× The parking lot needs to be plowed better.   
× -Ù ÓÏÎȭÓ &%0 ÔÅÁÃÈÅÒ ÉÓ ÇÒÅÁÔȦ   
× -Ù ÄÁÕÇÈÔÅÒȭÓ &%0 Ôeacher is horrible.   
× We need to do this.   
× We need to stop doing that.   

 

What should be done?  
 

× First of all, listen!  Let them talk, and listen to understand.   
× Take down a note if you think you might forget what they said, or ask them to send 

an e-mail as a follow up.   
× Treat that person with respect, no matter how wrong you think they are.  
× Be sincereɂnot patronizing.   
× Take responsibilityɂÄÏÎȭÔ ȰÐÁÓÓ ÔÈÅ ÂÕÃËȢȱ 
× &ÏÌÌÏ× ÔÈÒÏÕÇÈ ÁÎÄ ÄÏÎȭÔ ÍÁËÅ ÐÒÏÍÉÓÅÓ ÙÏÕ ÃÁÎȭÔ ËÅÅÐ ÏÒ ×ÏÎȭÔ ËÅÅÐȢ   

 

V.  PRAYERS FOR MEETINGS 
1. Prayer is an essential element of each meeting. It helps the group focus on their purpose for 

coming ÔÏÇÅÔÈÅÒȢ !Ó *ÅÓÕÓ ÓÁÉÄȟ Ȱ7ÈÅÒÅ Ô×Ï ÏÒ ÔÈÒÅÅ ÁÒÅ ÇÁÔÈÅÒÅÄ ÉÎ ÍÙ ÎÁÍÅȟ ÔÈÅÒÅ ÁÍ ) ÉÎ 

the midst of them. (Mt. 18:20).  

2. The form which the prayer takes may ÖÁÒÙȠ ÈÏ×ÅÖÅÒȟ ÉÔ ÉÓ ÉÍÐÏÒÔÁÎÔ ÔÈÁÔ ÒÅÆÌÅÃÔÉÏÎ ÏÎ 'ÏÄȭÓ 

work in Sacred Scripture be integral to the experience. Opportunities for sharing could also 

be provided. All that the Commission accomplishes is to be rooted in prayer and open to the 

guidance of the Holy Spirit.  

3. Use a variety of prayer- Recognizing that there are many types of prayer will allow each 

Commission to embrace the many prayer forms which lead to God. Some suggestions are: 

spontaneous prayer, memorized group prayer, intercessory prayer, scripture reading and 

reflection, individualized prayer.  
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4. Meeting Opening- Open each meeting by focusing the group on their goals in light of our 

mission as a church. This responsibility should be shared among the members of the 

Commission.  

5. Prayer suggestions are found in the appendix 
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All Saints Parish Annual Planning Procedures 
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6ÏÌÕÎÔÅÅÒȭÓ #ÏÄÅ ÏÆ #ÏÎÄÕÃÔ 
For Volunteers within the Archdiocese of Saint Paul and Minneapolis 

 
!Ó Á ÖÏÌÕÎÔÅÅÒȟ ) ÐÒÏÍÉÓÅ ÔÏ ÆÏÌÌÏ× ÔÈÅ ÒÕÌÅÓ ÁÎÄ ÇÕÉÄÅÌÉÎÅÓ ÉÎ ÔÈÉÓ 6ÏÌÕÎÔÅÅÒȭÓ Code of Conduct as a 
condition of my providing services to the children, youth, and/or vulnerable adults of the 
Archdiocese of Saint Paul and Minneapolis. 
 
As a volunteer, I will : 
ü Treat everyone I serve with respect, loyalty, patience, integrity, courtesy, dignity, and 

consideration. 
ü Use positive reinforcement rather than criticism, competition, or comparison when working 

with children, youth, or vulnerable adults. 
ü Maintain confidentiality in all matters related to normal parish business. 
ü Comply with the mandatory reporting regulations of the State of Minnesota and with the 

Archdiocesan sexual abuse policies to report suspected child abuse. I understand that failure 
to report suspected child abuse to civil authorities is against the law. 

ü Cooperate fully in any investigation of abuse of children, youth, or vulnerable adults. 
 
As a volunteer, I will not : 
ü Touch or speak to a child, youth or vulnerable adult in a sexual or other inappropriate 

manner. 
ü Strike, spank, shake, or slap children, youth, or vulnerable adults. 
ü Humiliate, ridicule, threaten, or degrade children, youth, or vulnerable adults. 
ü Accept or give gifts to children, youth, or vulnerable adults without the knowledge of their 

parents or guardians. 
ü Smoke or use tobacco products while engaging in volunteer activities with children, youth or 

vulnerable adults. 
ü Use, possess, or be under the influence of alcohol or illegal drugs at any time while 

volunteering. 
ü Use, possess, or show pornographic materials to children, youth, or vulnerable adults at any 

time while volunteering. 
ü Use profanity in the presence of children, youth, or vulnerable adults. 

 
I understand that as a volunteer working with children, youth, and/or vulnerable adults, I am subject 
to a thorough background check including criminal history. My signature confirms that I have read 
this Code of Conduct and that as a volunteer ministering to children, youth, and/or vulnerable adults I 
agree to follow these standards. I understand that any action inconsistent with this Code of Conduct 
or failure to take action mandated by this Code of Conduct may result in my removal as a volunteer 
with children, youth, and/or vulnerable adults. 
 
________________________________________ 
6ÏÌÕÎÔÅÅÒȭÓ 0ÒÉÎÔÅÄ .ÁÍÅ 
 
________________________________________  __________________ 
6ÏÌÕÎÔÅÅÒȭÓ 3ÉÇÎÁÔÕÒÅ       Date 
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CHECK REQUEST FORM 
 Pay From:    Church Operating ___ Cemetery Fund___ Charitable Gaming Account___ 
          

 Payee:       Date turned in:   

       Invoice Date:    

       Date Due:   

      Requested by:    

      Approved by:    

          

 Account # & Name  Description of Expenditure   Amount 
         

         

         

         

         

         

         

         

         

         

         

         

         

         

     Total:   $                        -    

          

 OK to Mail   Give to Requestor        

          

2007 Check Request Form is located on K Drive /Forms and Documents Folder or M Drive/Forms and Documents Folder  
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Chaperone Requirements 

 A chaperone must be at least 21 years old. 

 Archdiocesan Protection of Children and Youth Initiative Essential Three Requirements 
(must be completed before a volunteer can become a chaperone): 
1.  All volunteers will attend the adult safe environment VIRTUS awareness session. 

o VIRTUS is offered throughout the year at various locations in the Twin Cities area, 
including All Saints Catholic Church. 

o VIRTUS is currently a onetime requirement. 
o Registration must be done online: 

Á Go to www.virtus.org 
Á #ÌÉÃË ÏÎ ÔÈÅ Ȱ2ÅÇÉÓÔÒÁÔÉÏÎȱ ÌÉÎË ÉÎ ÔÈÅ ÌÅÆÔ-hand column. 
Á 3ÅÌÅÃÔ Ȱ3ÔȢ 0ÁÕÌ ÁÎÄ -ÉÎÎÅÁÐÏÌÉÓ ɉ!ÒÃÈÄÉÏÃÅÓÅɊȱ ÆÒÏÍ ÔÈÅ ÄÒÏÐ-down box. 
Á 0ÁÒÔÉÃÉÐÁÎÔÓ ×ÉÌÌ ÃÒÅÁÔÅ ÔÈÅÉÒ Ï×Î Ȱ5ÓÅÒ )$ȱ ÁÎÄ Ȱ0ÁÓÓ×ÏÒÄȢȱ 
Á Follow the screen prompts to continue the on-line registration. 
Á If you do not have access to registration on line, please contact the FEP 

Office (952) 469-6461 and you will be assisted in completing the 
registration. 

o When VIRTUS is completed at a location other than All Saints Catholic Church, 
please notify the Parish Administrator. 

o Questions about VIRTUS can be directed to the FEP Secretary (952) 469- 6461 or 
the Director of Youth Ministry (952) 469-6466. 

2.  All volunteers will participate in background check procedures, as required by the 

Archdiocese of Saint Paul and Minneapolis.  

o Form is available at allsaintschurch.com Ą volunteer forms 
o Turn in forms to the FEP Office or Director of Youth Ministry. 
o Questions about the background check can be directed to the FEP Secretary 

(952) 469- 6461 or the Director of Youth Ministry (952) 469-6466. 
3.  All volunteers will read and sign the appropriate Code of Conduct form.   

o Code of Conduct must be read and signed annually, beginning in September of 
each year. 

o Form is available at allsaintschurch.com Ą volunteer forms 
o Turn in form to the FEP Office or Director of Youth Ministry. 
o Questions about the Code of Conduct can be directed to the FEP Secretary (952) 

469- 6461 or the Director of Youth Ministry (952) 469-6466. 
 

 Driver Information Form  
o An additional form required for chaperones who will also be driving youth.   
o Drivers must fill out and sign the Driver Information Form yearly. 
o Form is available at allsaintschurch.com Ą volunteer forms 
o Turn in form to the FEP Office or Director of Youth Ministry. 
o Questions about the Driver Form can be directed to the FEP Secretary (952) 469- 

6461 or the Director of Youth Ministry (952) 469-6466. 
 

http://www.virtus.org/
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 Liability Forms  
o For some offsite events, a volunteer and/or chaperone may be required to sign a 

liability form. 
o The Director of Youth Ministry or the Program Director will decide if this form is 

necessary for each event.   
 

Youth Ministry Volunteers, under the age of 19  

 Requirements: 
o Two letters of reference (turn in letters to the Director of Youth Ministry) 
o Signed Code of Conduct (turn in form to the Director of Youth Ministry) 

 VIRTUS is highly recommended, but not required. 

 Background check is not required. 
 

Adults present at youth events, not qualified to be volunteers or chaperones: 

 Adults, post summer after graduating from high school and 18 or older, who do not 
qualify as chaperones or volunteers, may be present at youth events as long as they are 
observers ÏÎÌÙȢ  4ÈÅ ÑÕÅÓÔÉÏÎ ÔÏ ÁÓË ÔÏ ÄÅÔÅÒÍÉÎÅ ȰÏÂÓÅÒÖÅÒȱȡ  )Ó ÔÈÅ ÁÄÕÌÔ ÇÉÖÅÎ 
responsibility for the youth?  If the answer is yes, than the adult must have above 
requirements. 

 

Number of Chaperones Required 

 There will always be a minimum of two chaperones at all All Saints Catholic Church youth 
events, whether at or away from the church property.   

 For larger group events (more than 16 Middle School youth or 20 High School youth), 
additional Chaperones will be required.  Please use the following ratios to determine the 
number of chaperones needed:   

o There will always be a ratio of 1 chaperone to 8 youth for Middle School aged 
youth.   

o There will always be a ratio of 1 chaperone to 10 youth for High School aged 
youth.   

 There will always be at least two chaperones actively supervising youth at all times. 
 

Events Without a Staff Member Present  

 The Director of Youth Ministry or Program Director may designate and prepare non staff 
volunteer(s) to provide leadership for youth events.   

 Parents will be informed (when possible) about non staff leadership and provided 
contact information. 

 

Conduct and Behavior of a Chaperone 

 Chaperones are expected to exhibit appropriate behavior at all times, including speech, 
attire, and actions. 
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 All proactive measures (adequate preparation, training, and chaperone requirements 
fulfilled) will be taken to ensure that the potential for inappropriate behavior is 
minimized. 

 Ȱ#ÏÎÄÕÃÔȱ ÁÎÄ ȰÂÅÈÁÖÉÏÒȱ ÉÎÃÌÕÄÅ ÁÃÔÉÏÎÓȟ ×ÏÒÄÓȟ ÁÎÄ ÁÔÔÉÒÅȢ  Ȱ!ÐÐÒÏÐÒÉÁÔÅȱ ÁÎÄ 
ȰÉÎÁÐÐÒÏÐÒÉÁÔÅȱ ÁÒÅ ÄÅÔÅÒÍÉÎÅÄ ÂÙ ÓÔÁÆÆȢ 

 For events away from parish property, appropriate actions, words, and attire are also 
determined according to the standards and norms of the event site. 

 

Overnight Chaperones 

 Chaperones and youth need to have separate sleeping rooms when using hotels, motels, 
inns, and other facilities set up for sleeping.  If large spaces are used (like gymnasiums), 
adults and youth spaces should be clustered separately. 

 Additional procedures for overnight events are found in the Archdiocese of St. Paul and 
Minneapolis Youth Ministry Guidelines. 

 

Transporting Youth    

 Cars 
o All drivers who transport youth (under 18 years of age) during church-sponsored 

events must be at least 21 years old.  Two chaperones must be in the car while 
youth are in the car.   

o All chaperone requirements and responsibilities also apply to drivers. 
o Parents are responsible for providing transportation to and from parish events 

for youth under the age of 18.  
Á 0ÁÒÅÎÔÓ ÈÁÖÅ ÔÈÅ ÒÉÇÈÔ ÔÏ ÄÅÌÅÇÁÔÅ ÔÈÁÔ ÒÅÓÐÏÎÓÉÂÉÌÉÔÙ ÔÏ ÔÈÅÉÒ ȰÄÒÉÖÉÎÇȱ 

teen or their neighbor or whomever they want. Once that youth is at the 
ÐÁÒÉÓÈ ÅÖÅÎÔȟ ÉÔ ÉÓ ÔÈÅ ÐÁÒÉÓÈȭÓ ÒÅÓÐÏÎÓÉÂÉÌÉÔÙ ÔÏ ÔÒÁÎÓÐÏÒÔ ÔÈÅÍ ÔÏ ÁÎÙ ÏÔÈÅÒ 
venue necessary. If the eveÎÔ ÉÓ Á×ÁÙ ÆÒÏÍ !ÌÌ 3ÁÉÎÔÓȭ ÃÁÍÐÕÓȟ ÔÈÅ 
necessary permission slip will state the mode of transportation.  If (ex. 
ÌÁÃË ÏÆ ÄÒÉÖÅÒÓ ÏÒ ÔÅÅÎȭÓ ÓÃÈÅÄÕÌÅɊ ÉÔ ÉÓ ÎÅÃÅÓÓÁÒÙ ÆÏÒ Á ÙÏÕÔÈ ÕÎÄÅÒ ÔÈÅ ÁÇÅ 
of 18 to drive to another venue while at a parish event, written permission 
of parent is required. That teen may not take another teen with them in 
the car.  

Á Church staff and volunteers cannot make transportation arrangements 
for youth to be transported to and from Youth Ministry events. 

o !ÌÌ ÄÒÉÖÅÒÓ ÍÕÓÔ ÆÉÌÌ ÏÕÔ Á Ȱ$ÒÉÖÅÒ )ÎÆÏÒÍÁÔÉÏÎ &ÏÒÍȱ ÁÎÄ ÍÁÙ ÎÅÅÄ ÔÏ ÓÉÇÎ Á 
liability release form.  See Driver Information Form above.  The Driver 
Information Form must be updated annually.   

o All drivers must carry insurance coverage with a minimum of 100,000/$300,000. 
o The use of 10-15 passenger vans is not allowed under any circumstances. 
o Chaperones driving a long distance must have a two hour break from driving, 

every four hours. 
o When transporting youth, drivers must have a copy of Participant Permission 

Form for each youth in the drÉÖÅÒȭÓ ÃÁÒȢ 

 Chartered Bus 
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o At least two chaperones must always be with youth on a chartered bus. 
o The bus company procedures will be followed. 

 

Parent/Guardian Permission 

 In accord with Archdiocesan policy, youth under the age of 18 must have parent/guardian 
permission to attend offsite events and onsite overnight events - no exceptions. 
(Participant Permission Form is not required for day time, onsite events.) 

 Paper Participant Permission Forms are required and must be collected at least  
48 hours prior to event.  Exceptions are up to discretion of the Director of Youth Ministry 

or event leader.  

o Participant Permission Forms must be completed, signed by parent/guardian, and 
submitted to the church office or to the Director of Youth Ministry. 
Á Participant Permission Form may also be faxed to the church office at 952-

469-5752.   
Á Participant Permission Form may also be scanned and then emailed to the 

Director of Youth Ministry. 
o They are checked for completion and parent signature by the Director of Youth 

Ministry. 
o They are photocopied: 

Á /ÎÅ ÃÏÐÙ ÔÏ ÃÈÕÒÃÈ ÏÆÆÉÃÅ ɉ&%0 3ÅÃÒÅÔÁÒÙȭÓ ÄÅÓËɊ 
Á One copy to adult chaperone in charge 

 Permission Forms will be provided to chaperone drivers while 
driving youth. 

 Verbal permission does not suffice. 

 Permission Forms turned in during or after an event do not suffice. 

 The adult leader(s) will respect the potentially sensitive nature of personal information 
provided on the forms. 

 

Medical Information and Forms 

 Medical information needed for most Youth Ministry events will be included on the 
Participant Permission Form. 

 For youth going on overnight trips and needing to take medication(s), use the form 
Prescription Drug and Medicine Authorizations.  4ÈÅ ÙÏÕÔÈȭÓ ÐÁÒÅÎÔ ÎÅÅÄÓ ÔÏ ÆÉÌÌ ÏÕÔ ÏÎÅ 
form for each medication that the youth is expected to take.  Form is available in the 
Youth Ministry Procedures Binder in the Youth Room. 

 

Conduct and Discipline ɀ Youth  

 All proactive measures (adequate preparation, chaperone placement, environmental 
setup, etc.) will be taken to ensure that youth will be sufficiently engaged in the event or 
activity so that the potential for misbehavior is minimized.  

 2ÅÇÉÓÔÒÁÔÉÏÎ ÆÏÒ ÁÎ ÅÖÅÎÔ ÍÁÙ ÉÎÃÌÕÄÅ Á ÍÁÎÄÁÔÏÒÙ Ȱ#ÏÄÅ ÏÆ #ÏÎÄÕÃÔȱ ÓÉÇÎÅÄ ÂÙ ÅÁÃÈ 
participant and/or parent(s)/guardian(s).  
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 Ȱ#ÏÎÄÕÃÔȱ ÁÎÄ ȰÂÅÈÁÖÉÏÒȱ ÉÎÃÌÕÄÅ ÁÃÔÉÏÎÓȟ ×ÏÒÄÓȟ ÁÎÄ ÁÔÔÉÒÅȢ  Ȱ!ÐÐÒÏÐÒÉÁÔÅȱ ÁÎÄ 
ȰÉÎÁÐÐÒÏÐÒÉÁÔÅȱ ÁÒÅ ÄÅÔÅÒÍÉÎÅÄ ÂÙ ÓÔÁÆÆ ÁÎÄ ÃÈÁÐÅÒÏÎÅÓȢ   )Î ÔÈÅ ÅÖÅÎÔ ÏÆ Á 
disagreement, the decision of the staff will be followed. 

 For events away from parish property, appropriate actions, words, and attire are also 
determined according to the standards and norms of the event site. 

 Youth are expected to exhibit appropriate behavior at all times, including speech, attire, 
and actions.  Youth are expected to: 

o Stay in designated areas specified by staff, chaperones, and peer ministers. 

o Respect property and people.  

o Listen to instructions and follow Peer Ministry leadership. 

o Not engage in any illegal behavior. 

 7ÈÅÎÅÖÅÒ Ô×Ï ÉÎÄÉÖÉÄÕÁÌÓ ÉÎ Á ȰÄÁÔÉÎÇȱ ÒÅÌÁÔÉÏÎÓÈÉÐ ÂÏÔÈ ÁÔÔÅÎÄ ÁÎ ÅÖÅÎÔȟ ÔÈÏÓÅ 
individuals are expected (and may be asked) to not engage in any exclusive or intimate 
activity during the event.  

 The following procedures will be used if a youth engages in inappropriate behavior: 
o Three strikes and you have to go home. 

 Ȱ4ÈÒÅÅ 3ÔÒÉËÅÓȱ ÉÓ Á ÄÉÓÃÉÐÌÉÎÅ ÔÅÃÈÎique that gives teens two 
warnings for poor behavior.  

 On the third occurrence parents are called and asked to pick up 
the participant.  

o More serious violations of the All Saints Catholic Church Code of Conduct (posted 
in youth room by entrances) are automatic dismissal from an event.  
Á ! ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÐÁÒÅÎÔ ×ÉÌÌ ÂÅ ÃÁÌÌÅÄ ÁÎÄ Á ÐÁÒÔÉÃÉÐÁÎÔ ×ÉÌÌ ÌÅÁÖÅ Á 9ÏÕÔÈ 

Ministry event immediately if he or she: 

 engages in an illegal behavior  

 engages in sexual activity 

 threatens others 

 uses illegal substances  

 is a danger to other participants or self 
Á If youth is sent home, a Behavior Report Form must be completed and 

submitted.  (Please see below.) 

 The focus of all discipline will be on correcting the behavior.  In no way shall a young 
person be made to feel embarrassed or ashamed. 

 If Peer Ministers are at event, adult chaperones should consult with Peer Ministers. 
 

Crisis Management/Response  

 Injuries:   
o Adults need to assess the situation and determine course of action. When in 

doubt contact parents and let them know what has happened. 
o If it is determined that first aid needs to be administered, a first aid kit (tackle 

box) is located in the storage room in the Youth Room. 
o All injuries (minor or severe) should be documented on an Incident Report Form. 

Incident Report Forms for documenting are available in the first aid kit 
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 Emergencies  
o In the event of an emergency call 911.  
o The program director or an adult volunteer should make the 911 call.  Please note 

whoever calls will have to stay on the phone.  
o The phone in the Kitchen has 911 programmed into the system; however, the 911 

call may be made from any church phone or cell phone. 
o The person calling 911 should remain with/by the injured person, so they can 

answer questions asked by 911.  
o The program director or an adult volunteer should remain with the injured youth, 

helping them remain calm and telling them what is happening. 
o The program director or an adult volunteer should remain with the other non-

injured youth to keep them calm and explain what is happening. 
o Notify the parents of the injured youth immediately.  Explain the course of action 

that has been taken. 
o Emergency personnel will generally come to the main office doors entrance, 

unless told something different based on report. An adult volunteer should wait 
for the emergency personnel at the designated entrance.   

 

 Follow-up 
o The Director of Youth Ministry or an adult volunteer needs to contact the Parish 

Administrator or the Pastor as soon as possible after the emergency has been 
dealt with.  Phone numbers can be ÆÏÕÎÄ ÉÎ ÔÈÅ 9ÏÕÔÈ 2ÏÏÍȭÓ Youth Ministry 
Procedures Binder. 

 

 Incident and Behavior Report Forms  
o Incident Report Form is needed for 

Á Injuries where first aid is administered 
Á Emergencies 

o Behavior Report Form is needed for 
Á Major discipline concerns 
Á Infractions of Code of Conduct 

o Forms can be found in First Aid Kit and the Youth Ministries Procedures Binder in 
the Youth Room. 

o Form should be completed by the adult volunteer most familiar with the entire 
situation.   

o Incident and Behavior Report Forms should be submitted to the Parish 
Administrator (Jackie Sauber). They may be placed in her mailbox in the church 
office or left in the Youth Room if the church office is closed. 

o Damage to church building, property, or equipment should be reported to the 
Director of Youth Ministry.  No form is required. 

 

Cancellation of Events    

 The Director of Youth Ministry will make the final decision about cancelling an event. 
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o Every effort will be made to notify participants and volunteers about a cancelled 
event. 

o Contact information, preferably email addresses given on permission forms, will 
be used to contact participants. 

o Refunds will be given.   

 Permission Forms will include the statement: All Saints reserves the right to cancel or 
modify events based on number of participants and chaperones.  

 

Records of attendance 

 Youth will sign in when arriving at an event. 
o Sign-in information will include, at a minimum, students first and last name, an 

emergency contact information. 
 

General Chaperone Responsibilities and Directions 

 Before chaperoning at an event, each chaperone will receive verbal and written 
directions and/or a position description, which will include expectations of chaperones. 

 If the event is a regular repeating event, for example Middle School Youth Night or High 
School Youth Night, then the written directions and/or position description are only 
required to be given to a chaperone once. 

 Chaperones should arrive 15 minutes early to an event to receive verbal directions before 
an event begins. 

 Event Coordinators will be responsible to give out verbal and written directions or 

position descriptions to a volunteer.   

 Chaperones will monitor safety of participants and enforce discipline when needed. 

 Chaperones assist teen Peer Ministry leaders by providing input, direction, and assistance 

when necessary in regards to activities, discipline, or general questions.  (Please see 

Conduct and Discipline ɀ Youth.) 

 Adults are meant to support teen Peer Ministry leaders, unless a teen leader 

demonstrates poor judgment, an adult should allow them to exercise leadership and 

encourage/direct them subtly.  (Please see Conduct and Discipline ɀ Youth.) 

 Chaperones help with check-in and/or collection of permission forms and related 

paperwork 

o Onsite sign-in necessary for all youth (minimum of first and last name with 

emergency contact #) 

o Off-site check-in process- ensure all necessary paperwork and fees are collected 

(specific instructions provided by activity leader) 

 Chaperones maintain two deep adult leadership (adults should avoid situations where 

they are alone with youth) and keep to designated spaces or plan. Changes to location or 

schedule need to be communicated and approved by program leader(ship). 

 Chaperones verbally or in writing report within 12 hours any injuries, significant discipline 

ÉÓÓÕÅÓȟ ÏÒ ÄÁÍÁÇÅÓ ÄÏÎÅ ÔÏ ÂÕÉÌÄÉÎÇȾÅÑÕÉÐÍÅÎÔȢ ɉ)ÎÊÕÒÉÅÓ ÒÅÑÕÉÒÅ ÃÏÍÐÌÅÔÉÏÎ ÏÆ Ȱ)ÎÃÉÄÅÎÔ 
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Behavior Report Forms above.) 

 When at offsite events within secured facilities, adults should designate places and times 

where youth participants can locate group leaders throughout the day. 

 When chaperoning offsite, each chaperone is encouraged to have a cell phone and have 

ÔÈÅ ÇÒÏÕÐ ÌÅÁÄÅÒȭÓ ÃÅÌÌ ÐÈÏÎÅ ÎÕÍÂÅÒ ÒÅÁÄÉÌÙ ÁÖÁÉÌÁÂÌÅȢ 
 

Peer Ministry Responsibilities 
 

All Saints Catholic Church Youth Ministry is ministry for, with, and by young people. Young 
people are actively invited and used in youth ministry to provide service, leadership, and faith 
witness. Currently, such teens are part of Peer Ministry and provide an essential ministry to 
almost every activity or program connected directly to Youth Ministry.  As young ministers in the 
Church many are still finding their skills and gifts for ministry while engaging in regular formation 
and training. 
Basic expectations for Peer Ministry include: 

 Help insure safety of participants 

 Welcome, set-up hospitality, signage, prayer, activity leaders, interact with participants, 

building check at the end of the night (teens check to make sure doors are locked) and 

mentor 

 Help with check-in or collection of permission forms and related paperwork 

 Provide prayer, service, faith witness, leadership, mentoring, positive example to 

participants 

 Invite participants to other upcoming events and activities 

 Communicate and work with adults to address activity or participant needs/issues 
 

General Expectations for Activities (onsite and offsite) 

 Leadership arrives before youth participants (each event usually has a Peer Ministry Teen 

Lead that will communicate specific details and planning aspects to Peer Ministry and 

others that need to know) 

 Leadership prays together before and after event/activity (led by adult or teen) 

 Teen Leadership does sufficient planning, emphasis is given on hospitality and greeting, 

roles are assigned (door greeters, someone to help teens sign-in, hospitality set-up) 

 Respect for building, equipment, and others using the building is VERY important. Off 

limits: 

o Sacred Spaces (unless used for prayer) 

o Classrooms (including Commons unless an adult is present and space is requested 

by our group) 

o Custodian closets, equipment room, kitchen, storage rooms, office spaces/offices 

o Places that are unsafe as determined by planning team  
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o Outside the building (except for outdoor events) 

 Adult Chaperones need to monitor activities and spaces used by participants.  Adult 

Chaperones can participate too. J 

 Teens should not be left unattended or unmonitored in the building.  

Use of Sports Equipment owned by All Saints Catholic Church   

 Arrangements must be made 24 hours before event with Director of Youth Ministry for 
access to equipment room. 

 All equipment must be taken out by an adult chaperone and supervised by an adult 

chaperone when used. 

 Minors are not allowed in equipment room. 

 Equipment room needs to be returned exactly as was. 

 If anything is damaged, please notify Director of Youth Ministry as soon as possible. 

 Kicking balls or throwing footballs in Murphy Hall or any space in the inside church 

building is too high risk and should not be accepted. 

 Equipment must remain in designated locations as indicated by leadership. 
 

Building Lock 

 Youth Ministry events ending after 8pm need to ensure the building is secure before 

leaving 

o Talk to custodian(s) about building lock-up 

o All outside doors must be keyed shut (if door is not locking please contact 

Director of Youth Ministry) 

Food   

 Food for Youth Ministry programming is donated by volunteers.  The Director of Youth 

Ministry and the Peer Ministers may have pre-determined which treats will be available 

for the current event.  Always check with them to determine if they have a plan for the 

food. 

o For events at the church, food and drinks are available in Youth Room.  

 Food and drinks must to stay in Youth Room, unless determined by the Director of Youth 

Ministry. 

 Adult chaperones should replenish the food and drinks based on consumption. 

 Youth are asked to respect the Youth Room and/or other spaces they occupy during an 

event. They are expected to pick-up after themselves.  Adult chaperones should help in 

reminding them of this responsibility. Everything should be picked up at the end of the 

event. 

 Water (and ice) is available from Kitchen (PMs are encouraged to get water and set up 

hospitality) 

 Unless labeled, items in small refrigerator in the Youth Room are available to anyone. 
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Adult and Youth Volunteer Concerns 

 A Volunteer, who has a concern about procedures or how they are followed, is 
encouraged to discuss his or her concern directly with person(s) involved and/or with the 
Director of Youth Ministry (DYM).  

 If a volunteer still does not feel that the concern has resolution, then the volunteer is 
encouraged to discuss his or her concern with the DYM and/or his or her supervisor.  

 If the concern is still not resolved, then the volunteer is encouraged to discuss his or her 
concern with the pastor. 

 

Procedure Review  
Youth Ministry Procedures are reviewed, revised, and affirmed each July, or as needed, by the 
DYM, Youth Advisory Committee (YAC), and Adult Involvement.  Final approval of revised 
procedures is made by the pastor. 
 

 

Recurring Youth Ministry Event Descriptions 

Middle School Youth Nights 
Overview:  
Middle School Youth Nights (MSYNs) generally have 25-30 middle school participants primarily 
from All Saints Catholic Church School. The activities for the evening are led by Peer Ministry, or 
senior high leadership, and use a variety of spaces in the building depending on need and 
availability while primarily making use of the Youth Room.  Currently, there are two different 
types of youth nights. 
 

MSYNs are designed to give young teens opportunities to; 

 Provide opportunities for teens to have fun, grow in faith, and strengthen relationship 

with their Church 

 Build Christ centered relationships with peers 

 Connect with older teens that witness their faith through service, prayer, and leadership 

at All Saints Catholic Church. 

1st Fridays MSYNs are highly structured according to a specific theme or message. Activities and 
talks are planned to help teach and communicate. 
 

3rd Friday MSYNs do not have a specific theme or message. The focus of the evening is up to the 
participants that attend. Usually appropriate activities are decided by the participants and Peer 
Ministry leaders. 
 

Typical Schedule MSYNs: 
6-6:30 Teens arrive and socialize (all need to sign in and provide complete name and emergency 

ÃÏÎÔÁÃÔ ÎÕÍÂÅÒ ÉÎ ȰÎÏÔÅÐÁÄȱ ÌÁÂÅÌÅÄ Ȱ-Ȣ3Ȣȱ /2 ÓÏÍÅ ÏÔÈÅÒ ÓÈÅÅÔȢ 
6:30 Prayer/Welcome/Introductions (by a Peer Ministry Peer Minister- PM) 
Icebreaker (decided by PM) 
Activities for the evening 
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8:45 Closing:  Prayer, announcements about upcoming events, thanks for coming, prizes 
9:05 Gather PMs and do quick evaluation of the night (offer suggestions and affirmations) 
 What went well? What did not go well? What could we do better? 
 

Burst! 
Overview:  
Burst! is a time for middle school teens after/before FEP class. Usually, the group is small and 
does games/activities in the Youth Room. It does not have a specific theme or message and is 
ÉÎÔÅÎÄÅÄ ÔÏ ÂÅ ȰÎÏÎ-ÃÈÕÒÃÈÙȱ ÃÏÍÆÏÒÔÁÂÌÅ ÅÎÖÉÒÏÎÍÅÎÔ ÆÏÒ ÐÁÒÔÉÃÉÐÁÎÔÓ ÔÏ ÂÕÉÌÄ ÒÅÌÁÔÉÏÎÓÈÉÐÓ 
with each other and teens involved in Peer Ministry. The focus of the evening is up to the 
participants that attend. Usually appropriate activities are decided by the participants and Peer 
Ministry leaders. 
 

Typical Schedule for Burst!: 
Introductions, short prayer, games and activities led by Peer Ministry teens. 
Tuesdays 7:15 pm-8:30 pm OR Wednesdays 6:00 pm-7:00 pm. 
 

Move! 
Overview: 
Move! is the regular weekly gathering for youth in grades 9-12. These evenings are set up to 
provide opportunities for teen fellowship, discussion about issues important to teens, service, 
and fun. The evening is led by Peer Ministry teens. The goal is to help senior high teens establish 
ÁÎÄ ÇÒÏ× ÒÅÌÁÔÉÏÎÓÈÉÐÓ ×ÉÔÈ ÏÔÈÅÒ ÔÅÅÎÓ ÉÎ ÏÒÄÅÒ ÔÏ ȰÍÏÖÅȱ ÆÕÒÔÈÅÒ ÉÎ ÆÁÉÔÈȢ 
 
Typical Schedule for Move! 
Move is on Sundays 6:30 to 8pm during the school year.  The time begins with a meal (provided 
by Hospitality Ministry) and social until about 7pm. Then the teens have introductions or 
icebreaker followed by evenings focus. 
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Hail Mary 
Hail Mary, full of grace, the Lord is with you. 

Blessed are you among women and blessed is 
the fruit of your womb, Jesus. 

Holy Mary, Mother of God, pray for us sinners, 
now and at the hour of our death. 

Amen 
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Our Father 
Our Father who art in heaven,  

Hallowed be thy name. 

Thy Kingdom come,  

Thy will be done,  

On earth as it is in heaven. 

Give us this day our daily bread  

And forgive us our trespasses,  

As we forgive those who trespass against us.  

Lead us not into temptation but deliver us 

from evil.  

Amen 
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Glory Be 
 

Glory be to the Father, and to the Son, and to 

the Holy Spirit. 

As it was in the beginning, is now and ever 

shall be, world without end.  

Amen 
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Peace Prayer of St. 
Francis 

Lord, make me an instrument of your peace: 
Where there is hatred, let me sow love;  

Where there is injury, pardon;  
Where there is doubt, faith;  

Where there is despair, hope;  
Where there is darkness, light;  
Where there is sadness, joy. 

O Divine Master, grant that I may not so much 
seek to be consoled as to console, To be 

understood as to understand,  
To be loved as to love.  

For it is in giving that we receive,  
It is in pardoning that we are pardoned,  

It is in dying that we are born to eternal life.  
Amen 
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Prayers of St. Ignatius 

of Loyola 
Take, Lord, and Receive 

Take Lord, and receive all my liberty, my 
memory, my understanding and my entire will, 
All I have and call my own.  You have given all 
to me.  To you, Lord, I return it.  Everything is 
yours; do with it what you will.  Give me only 
your love and your grace.  That is enough for 

me. 
 



 

Leading People to Christ Through Liturgy, Learning, Sacraments, and Service 
Rev. 8/12/2010    57 

 

Prayer for Generosity 
Eternal Word, only begotten son of God, 

Teach me true generosity.  Teach me to serve 
you as you deserve.  To give without counting 
the cost, to fight heedless of wound, to labor 

without seeking rest, to sacrifice myself 
without thought of any reward, save the 

knowledge that I have done your will. 
Amen 
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Prayer to St. Michael 
St. Michael the Archangel, defend us in battle; 

be our defense against the wickedness and 
snares of the devil.  May God rebuke him, we 

humbly pray; and do you, O prince of the 
heavenly host, by the power of God, thrust 

into hell Satan, and the other evil spirits who 
prowl about the world for the ruin of souls. 

Amen 
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Prayer to St. Joseph, 

the Protector of the 

Church 
Father, you entrusted our Savior to the care of 
Saint Joseph.  By the help of his prayers may 
your Church continue to serve its Lord, Jesus 
Christ, who lives and reigns with you and the 

Holy Spirit, one God, for ever and ever.   
Amen 
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Prayer for Being Christ 

Like 
Dear Jesus, help me to spread your fragrance 

everywhere I go; Flood my soul with your 
spirit and life: Penetrate and possess my 

whole being so completely that all my life may 
be only a radiance of yours; Shine through me 
and be so in me that everyone with whom I 
come into contact may feel your presence 
within me.  Let them look up and see no 

longer me but only Jesus.  
Amen.  

 John Henry Cardinal Newman 
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Prayer to the Holy 

Spirit 
Verse.  Come, Holy Spirit, fill the hearts of your 

faithful. 
Response.  And kindle in them the fire of your 

love. 
Verse.  Send forth your Spirit and they shall be 

created. 
Response.  And you will renew the face of the 

earth. 
Let us pray.  Lord, by the light of the Holy 
Spirit you have taught the hearts of your 
faithful.  In the same Spirit, help us to relish 
what is right and always rejoice in your 
consolation.  We ask this through Christ our 
Lord. 
Response.  Amen 
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Hail, Holy Queen 
Hail, holy Queen, Mother of mercy, hail, our 

life, our sweetness, and our hope.  To you we 
cry, the children of Eve; to you we send up our 

sighs, mourning and weeping in this land of 
exile.  Turn, then, most gracious advocate, 

your eyes of mercy toward us; lead us home at 
last and show us the blessed fruit of your 

womb, Jesus: O clement, O loving, O sweet 
Virgin Mary. 
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The Beatitudes 
Blessed are the poor in spirit,  

For theirs is the kingdom of heaven. 

Blessed are they who mourn,  

For they will be comforted. 

Blessed are the meek,  

For they will inherit the land. 

Blessed are they who hunger and thirst for 

righteousness,  

For they will be satisfied. 

Blessed are the merciful,  

For they will be shown mercy. 

Blessed are the clean of heart,  

For they will see God. 

Blessed are the peacemakers,  

For they will be called children of God. 

Blessed are they who are persecuted for the sake 

of righteousness,  

For theirs is the kingdom of heaven. 
(Matt. 5:3-10) 
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God of Love & Mercy 
GOD of love and mercy, you call us to be your 

people, you gift us with your abundant grace. 

Make us a holy people, radiating the fullness 

of your love. 

Form us into a community, a people who care, 

expressing your compassion. 

Remind us day after day of our baptismal call 

to serve, with joy and courage. 

Teach us how to grow in wisdom and grace 

and joy in your presence. 

Through Jesus and in your Spirit, we make this 

prayer. 

Amen 
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All Saints Catholic Church 

Insert Commission Name 

Insert Date 

Insert Time 
Insert Meeting location 

 

Time Topic Who 

7:00 pm Welcome - Opening Prayer  

7:05 pm Check-In ɀ minutes, approval of prior meeting minutes All 

7:15 pm Topic 1:  

8:00 pm Topic 2:   
8:20 pm Topic 3:  
8:50 pm Next meeting agenda items  
9:00 pm Closing Prayer ɀ Adjourn 
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Suggested Meeting Minutes Format 
Name of Team 

Date of Meeting 

In attendance: [names of team members who attended this meeting] 

Prayer was lead by [name of prayer leader] 

Status of minutes from previous meeting [approved, approved with revisions] 

1. Topic Description #1 

 The topic description usually comes from the agenda. It is a short phrase characterizing the 
general subject to be discussed. 

 Discussion 

 A brief summary of the key issues discussed in this section. It should characterize the discussion 
without any direct recording of the conversation. The length of this summary should be directly 
related to the percentage of time this topic consumed in the meeting. A typical summary is no 
longer than one paragraph. 

 Decisions 

 A brief listing and description of decisions made at this meeting related to this topic. 

Action Accountabilities Assigned for this Topic 

Accountability Assigned To Target Completion 
Date 

A brief description of the action required 
to fulfill this accountability. 

The names of those 
assigned to complete 
this accountability. 

The target date this 
accountability should 
be completed. 

 

2. Topic Description #2 

[Continue to use the above format for each topic discussed at this meeting.] 
 

Future Agenda Topics 

 This section is the ongoing repository for future agenda topics that have been identified by the 
ÔÅÁÍȢ 4ÈÉÓ ÌÉÓÔ ÏÆ ÔÏÐÉÃÓ ÓÈÏÕÌÄ ÂÅ ÒÅÖÉÅ×ÅÄ ÅÁÃÈ ÔÉÍÅ ÔÈÅ ÎÅØÔ ÍÅÅÔÉÎÇȭÓ ÁÇÅÎÄÁ ÉÓ ÂÅÉÎÇ formed, 
ÔÏ ÃÏÎÓÉÄÅÒ ÁÄÄÉÎÇ ÏÎÅ ÏÒ ÍÏÒÅ ÏÆ ÔÈÅ ÔÏÐÉÃÓ ÔÏ ÔÈÅ ÎÅØÔ ÍÅÅÔÉÎÇȭÓ ÁÇÅÎÄÁȢ 7ÈÅÎ Á ÔÏÐÉÃ ÉÓ ÁÄÄÅÄ 
to the list, it should include a phrase describing the topic and the date is was first recorded on the 
list. If several months go by and a topic does not get selected as an agenda topic, it may indicate 
that this topic is no longer a priority and should be removed from the list. 

 

Next Meeting 

 [List date, time, location, assignments (prayer, hospitality, minutes, etc.)] 

 

Minutes submitted by [name of recorder] 

 
 


