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SECTION A – INTRODUCTION 
 
 

OUR LADY OF VICTORY PARISH MISSION STATEMENT 
 
Our mission is to faithfully embrace and promote the values and teachings of Christ through 
worship of God, education, and service to others. 
 

OUR LADY OF VICTORY SCHOOL MISSION STATEMENT 
 
Our Lady of Victory is committed to providing a Catholic learning environment that promotes 
scholarly excellence and fosters moral and spiritual growth.  OLV, in partnership with parents, 
prepares students to learn today and lead tomorrow. 
  
We commit to Living Our Faith.  OLV strives to develop: 
 

• faith-filled students nurtured in authentic Catholic principles and traditions and rooted 
in the life of our Parish  

• students who stand up for Gospel values, understand and share their beliefs, and take 
pride in doing what is right  

• students open to God’s call to live their faith actively, visible through interactions with 
one another, their families, and their community 

   
We commit to Developing Young Scholars.  OLV provides: 
 

• a rigorous academic curriculum that prepares students for rewarding high school and 
college experiences  

• an intimate environment with individual attention from faculty and staff  
• dedicated teachers that are highly qualified, effective, and creative;  

 classrooms well-equipped for students to achieve 
  
We commit to Enriching Our Community.  OLV offers: 
 

• a vibrant and diverse student body drawn from the local and international community 
who participates in and contributes to the Palisades and the metropolitan Washington 
communities  

• a place where students learn to care for themselves and each other  
• a home for community celebration through daily assembly, prayer, and worship  
• an opportunity to form young leaders through involvement in activities beyond the 

classroom 
 
 



Parish Handbook_vers 2.2/Revised May 2011 Page 9 

 

PARISH GENERAL INFORMATION 

PARISH AND SCHOOL ADMINISTRATION 
 

Our Lady of Victory Catholic Church 
Fr. David Hugh Werning, Pastor 

4835 MacArthur Boulevard, N.W. 
Washington, D.C.  20007 

202-337-4835 - www.olvparishdc.org 
 

Rectory Office  
Ms. Janice Harris, Office Manager 

Hours:  8am—4pm, Monday-Friday 
 

Our Lady of Victory School 
Mrs. Sheila Martinez, Principal 

4755 Whitehaven Parkway, N.W. 
Washington, D.C.  20007 

202-337-1421 - www.olv

WORSHIP SCHEDULE 

schooldc.net 

WEEKEND SCHEDULE 
• Saturday Vigil Mass:  5:15 pm 
• Sunday Masses:  8 am; 10:30 am 
• Sunday Croation Mass 12:30 pm 
• Reconciliation:  Saturday 4-5 pm, Sunday after 8 am Mass, or anytime by appointment. 

WEEKDAY SCHEDULE 
• Monday—Friday  7 am and 11:30 am; Tuesday 4 pm at Grand Oaks Assisted Living 
• Saturday  8:30 am; 11 am at Sibley Hospital 

SPECIAL DEVOTIONS 
• The Rosary is prayed following the 8:30 am Mass every Saturday 
• The Novena to St. Martin de Porres is held every Thursday evening at 7 pm 
• Perpetual Adoration of the Blessed Sacrament in the Chapel of the Little Flower 

SEASONAL DEVOTIONS 
• Lent and Easter: 

o Stations of the Cross at 6:30 pm on the Fridays of Lent, followed by a simple 
Lenten meal 

o On Good Friday, the Stations are at Noon with no meal following 
o See the parish website (www.olvparishdc.org) for other details of the Easter 

schedule 
• Advent and Christmas: 

o See the parish website (www.olvparishdc.org) for details of Advent activities 
and the Christmas Mass schedule 

  

http://www.olvparishdc.org/�
http://www.olv/�
http://www.olvparishdc.org/�
http://www.olvparishdc.org/�
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SACRAMENTAL PREPARATION AND SERVICES 
 
BAPTISM 
 
 Baptism preparation is required of all parents prior to the celebration of Baptism for 
their child.  Parents should contact the Parish office. 
 
RECONCILIATION 
 
 Saturday 4—5 pm and after the 8:30 am Mass, or anytime by appointment.  First 
Reconciliation is planned through the office of the Director of Religious Education (DRE). 
 
CONFIRMATION 
 
 Sacrament of Confirmation is conducted on a regular schedule in the Archdiocese and 
is planned through the office of the Director of Religious Education. 
 
RIGHT OF CHRISTIAN INITIATION OF ADULTS (RCIA) 
 
 For adults interested in joining the Catholic Church, instruction and guidance is 
provided through the Rite of Christian Initiation of Adults.  Please contact the pastor or 
Director of Religious Education (DRE). 
 
MATRIMONY 
 
 All couples need to contact one of the priests or deacons six months in advance and 
must attend a marriage preparation program. 
 
ANOINTING OF THE SICK 
 
 The parish also has Extraordinary Ministers of the Eucharist (EMEs) who carry the 
Eucharist to anyone who is unable to come to church and who would like to receive 
Communion.  Contact one of the priests or the Parish office if a person is in need of the 
Anointing of the Sick. 
 
FUNERALS 
 
 See the parish website (www.olvparishdc.org) for FAQs regarding funerals. 
  
 
  

http://www.olvparishdc.org/�
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PARISH ORGANIZATIONS 
 

PARISH COUNCIL 
 
Our Lady of Victory (OLV) Parish Council serves as the central coordinating body for the 
guidance of the parishioners in the implementation of OLV’s mission and goals.  The Council 
articulates and recommends to the Pastor policies which will help to bring together the diverse 
activities, talents, and needs of the parishioners into a functioning union for the common good.  
(See Appendix A:  Archdiocese of Washington (ADW) Guidelines for Parish Councils).  The 
Parish Council By-Laws guide Council actions.   (See Appendix B:  Parish Council By-Laws 
revised February 2011).   The Council meets monthly at 7 pm in the School Library on the 
second Wednesday of the month from September through June.  See the Parish website for the 
specific dates for a calendar year.  Also see Parish Council agenda form in Appendices E:  Parish 
Forms. 

 

VISION, MISSION, AND GOALS 

VISION 
 

• To help Our Lady of Victory parishioners be faithful witnesses to Christ. 
 

MISSION 
 

• To advise, assist and support the Pastor by representing the parish community in all 
aspects of parish life in order to deepen our relationship with Christ and each other. 

 

GOALS 
 

• Glorify God through prayerful worship 
 

• Serve as the central coordinating body to provide oversight for Parish policies, 
programs, and activities to ensure that they support our parish mission 
 

• Enhance worship, fellowship, education, and service 
 

• Facilitate effective communication throughout the parish community  
 

• Set priorities and ensure good stewardship of parish resources and facilities 
  



Parish Handbook_vers 2.2/Revised May 2011 Page 12 

 

 
There are five standing committees of the Parish Council:   

CHRISTIAN EDUCATION COMMITTEE 
 
The Christian Education Committee is headed by the Director of Religious Education and 
comprised of volunteers responsible for planning and executing faith education and renewal 
activities for the Parish.  This ministry includes retreats, lectures, courses, bible studies, and 
formation opportunities for all ages.  Faith formation activities of the Parish will be carried out 
in conformity with the Archdiocese of Washington (ADW) policies and guidelines.   

FACILITIES COMMITTEE 

The Facilities Committee advises the Pastor on matters related to Parish buildings and 
grounds.  The committee will consist of three subcommittees:  Facilities & Buildings; 
Grounds & Landscaping, and Space & Facilities Planning. In addition, the committee 
collaborates on planning and capital budgeting processes in coordination with other Parish 
organizations.  The Facilities committee will establish approval and oversight procedures 
for construction, maintenance and emergency repair activities and facilitate meetings and 
communications with Archdiocese and Parish organizations as needed. 

LITURGY COMMITTEE 
 
The Liturgy Committee is dedicated to supporting the celebrants during the Mass and other 
worship services in order to help everyone enter more deeply into prayer and worship of God.  
The Liturgy Committee is responsible for liturgical coordination, for Church Environment and 
Music, and for support of the Adoration Society.  The Liturgy committee helps to plan, 
coordinate, implement, evaluate, and educate about all aspects of liturgy and devotions that 
nurture an active and conscious worship life in the Parish.  

PARISH COMMUNITY COMMITTEE 
 
The Parish Community Committee is dedicated to fostering community and fellowship among 
parishioners through Parish events such as welcoming and hospitality activities and special 
events.  The Parish Community Committee promotes and monitors Parish publicity and 
communication and coordinates with other Parish committees to promote parishioner 
involvement in the ministries and activities of the Parish.   

SOCIAL CONCERNS COMMITTEE 
 
The Social Concerns Committee of Our Lady of Victory parish strives to follow Christ’s message 
in the Gospels through focused prayerful acts of service that address the root causes of 
injustice by enabling social change.   The core mission of the Social Concerns committee is to 
organize and coordinate the activities of its volunteer teams (formerly referred to as 
subcommittees) with the Pastor, the Parish Council, and other Parish groups.  
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In addition, there are ex-officio members of the Parish Council representing: 
• OLV SCHOOL ADVISORY BOARD 
• FINANCE COUNCIL 
• MASTER PLANNING COMMITTEE 

 
All Parish Council members and committee chairpersons are responsible for supporting the 
mission of the Parish and: 

• Vote on Council recommendations to the Pastor 
• Submit an annual committee budget request and track and report on a committee 

budget  
• Submit and confirm all activities for the Parish calendar on a quarterly basis 
• Meet quarterly with other committees to advise the Pastor on long range planning  

 
All Parish Ex-Officio Committee Members: 

• Are responsible for information sharing between the Council and their respective 
organizations 

• Are active participants in Council deliberations and activities   
• Recommend and advise but do not vote on Council recommendations to the Pastor. 

FINANCE COUNCIL 
 

Under the 1983 Code of Canon Law, the administration and finances are handled by a separate 
advisory body as a Finance Council appointed by the pastor, which meets quarterly.  (See 
Appendix C:  Archdiocese of Washington Guidelines for Parish Financial Councils).  The Parish 
fiscal year is July 1 to June 30.  In accordance with Archdiocesan Guidelines, the OLV Finance 
Council has defined policies to guide the Council’s work.  (See Appendix D:  Development of the 
Financial Plan for Our Lady of Victory Parish adopted by the OLV Finance Council September 
2010).   

OTHER PARISH ORGANIZATIONS 
 
Additional organizations of the Parish that report to and consult to the Pastor include: 

• OLV SCHOOL ADVISORY BOARD 
• ADVANCEMENT COMMITTEE 
• EDUCATIONAL ENDOWMENT COMMITTEE 

Other ad hoc committees may be convened by the Pastor as needed. 
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SECTION B – PARISH COUNCIL STANDING COMMITTEES 
 
 

CHRISTIAN EDUCATION COMMITTEE 

MISSION 
 
The Christian Education Committee is headed by the Director of Religious Education and 
comprised of volunteers responsible for planning and executing faith education and renewal 
activities for the Parish.  This ministry includes retreats, lectures, courses, bible studies, and 
formation opportunities for all ages.  Faith formation activities of the Parish will be carried out 
in conformity with the Archdiocese of Washington policies and guidelines.   
 

RESPONSIBILITIES 
 

• Be familiar with directives of the ADW and represent the Parish in archdiocesan 
programs and initiatives for Directors of Religious Education 

• The DRE is responsible for sharing curriculum guidelines and priorities with 
committee members 

• Be knowledgeable of pastoral letters, norms and policies 
• Arrange activities and advertise and recruit for events focused on education opportunities for 

adults, families, and the youth of the Parish. 
• Identify Parish constituencies for religious retreat and renewal activities, locate appropriate 

retreat venues, plan and execute retreat plans in consultation with the Pastor. 
• Identify speakers and resources for lectures and learning events and coordinate with the Parish 

Community Committee and Liturgy Committees to arrange events. 
• Plan and implement sacramental liturgies (such as First Communion, First  Reconciliation, and 

Confirmation) in coordination with the Pastor and the OLV School Principal. 
• Prioritize goals and select areas of focus based on Liturgical Calendar, personnel, space 

and calendar and submit proposed activities in timely manner for calendar planning ensuring 
activities are in coordination with archdiocesan and Parish-wide co-priorities. 

• Prepare and submit an annual budget and review regularly to ensure management of 
resources 

• Meet twice (early in February and September) to evaluate faith formation directives as 
set by the Archdiocese of Washington 

• Encourage, conduct and support additional ministries such as young adult ministries 
and Sunday morning religious education.  

• Initiate and lead an RCIA (Rite of Christian Initiation of Adults) program for the Parish 
for adults who would like to learn the basic tenets of Catholicism in order to be 
welcomed into full communion of the Roman Catholic Church through the sacraments 
of Baptism, Confirmation, and Eucharist. 

MEMBERS  
 

• Pastor 
• Director of Religious Education shall chair or co-chair the committee. 

  



Parish Handbook_vers 2.2/Revised May 2011 Page 15 

 

• Principal of Our Lady of Victory School or the principal’s designee 
• Other members to represent parishioners with expertise in faith formation activities for all age 

groups 

PROCESSES AND PROCEDURES 
 

• Teachers will be recruited and trained in preparation for religious education classes as 
needed and as required by the Archdiocese for Parish education programs 

• Enrollment for religious preparation and religious education programs will be 
conducted in September and publicized in Parish media 

• Mass missals for children to support youth participation in Mass will be ordered and 
distributed at Masses on a regular basis throughout the year 

• All scheduled meetings and classes will be submitted for the Parish calendar at the 
annual meeting and updated weekly as required to maintain program activities and 
coordinate with other events in the Parish 
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FACILITIES COMMITTEE 

MISSION 
 
The Facilities Committee advises the Pastor on matters related to Parish buildings and 
grounds.  The committee will consist of three subcommittees:  Facilities & Buildings; Grounds 
& Landscaping, and Space and Facilities Planning.   
 
Facilities committee members should be knowledgeable in areas of real estate, construction 
and design, building trades, maintenance, heating and cooling, etc.  The purpose of the 
committee is to provide for a well-managed campus and to reduce risk to the Parish by 
planning for and providing oversight for maintenance of the Parish campus as well as 
emergency repair work.    
 
In addition, the committee collaborates on planning and capital budgeting processes in 
coordination with other Parish organizations.  The Facilities committee will establish 
approval and oversight procedures for construction, maintenance and emergency repair 
activities and facilitate meetings and communications with the Archdiocese and Parish. 
 
With the Pastor, the facilities committee will implement Archdiocesan guidelines as 
outlined in “Built of Living Stones: Art, Architecture, and Worship,” issued by the National 
Conference of Catholic Bishops, for major renovations or changes to the church building 
and interior.    

RESPONSIBILITIES 
 

• Conduct an annual building and grounds audit of all campus facilities and propose a 
time-phased plan and budget to the Pastor and related Parish Councils and School 
Board for budgeting and actions.   

 
• Report to the Parish Council and School Board on recommendations to be presented to 

the Finance Council for the annual budgeting process.  Participate in Parish capital 
budget planning to ensure facilities needs are addressed and planned as approved by 
the Pastor.   

 
• Submit an annual Parish Council committee budget request for any projected 

committee costs and maintain committee budget. 
 

• Advise Pastor on maintenance of the Parish campus and schedule regular maintenance 
to properly maintain Parish facilities and to identify resources for needed services. 
 

• Work with facilities engineer to document day-to-day processes and procedures. 
 

• Implement and monitor annual maintenance plan for Parish buildings and grounds and 
consult to the Pastor on building engineer staffing and services as needed. 
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• Facilitate bids and contracts for any buildings, grounds or facilities maintenance and 
carry out a review of proposals and consult to the Pastor on the implementation of any 
scheduled construction, maintenance or repairs. 

 
• Participate in meetings to maintain coordination with other committees at the 

discretion of the Pastor on design and planning and participate in Master Planning 
activities to ensure communication and information sharing to benefit long term 
facilities planning. 

 
• Work with other Parish Council committees and the School Board to inform the Parish 

through selected communications as needed of any committee activities that would 
impact Parishioners or Parish families. 

 
• Ensure that any changes or modifications to existing Parish facilities are carried out in 

accordance with Archdiocesan guidelines. 
 

• Work with the Pastor to inform the Parish community and receive feedback regarding 
any proposed major change.   

 
• Committee will submit any significant activity schedule for the campus to the Parish 

secretary for the Parish master calendar to avoid scheduling conflicts and allow for 
sufficient time for construction, repair, or maintenance to be accomplished and post 
any needed signs or communication to ensure safety of all activity.   

MEMBERS 
 

• Pastor 
• Subject matter experts in areas of real estate, construction and design, building trades, 

maintenance, heating and cooling 

PROCESSES AND PROCEDURES  
 
Any new construction or modification of existing facilities

 

 must be approved by the pastor in 
advance of any commitments.  In general, all new construction projects will follow the policies, 
procedures and guidelines contained in the Construction Manual of the Archdiocese of 
Washington, which contains information about project approvals, liability, contract forms, 
bidding, and project management. 

• Requestor must prepare the request and submit it to the Pastor for approval.  The 
project scope must be defined in writing along with cost estimates and schedule, 
proposed contractors and proposed responsibilities for project oversight.  Request 
must be submitted allowing sufficient time for discussion and review of planning, 
budget, and design.  The pastor may discuss the project with the Parish Council, 
Finance Committee, or others as appropriate. 
   

• If request is made by other than the Facilities Committee, the committee will 
facilitate a review for the Pastor and provide a recommendation.  Committee may 
also coordinate project oversight, monitor cost control, and report status to the 
pastor if not provided by other Parish organizations. 
  



Parish Handbook_vers 2.2/Revised May 2011 Page 18 

 

• Once approved, bids will be required from more than one contractor in writing in 
accordance with the Construction Manual of the Archdiocese. A contract for new 
construction, repair or maintenance will only be awarded once all approvals have 
been obtained, bids have been reviewed, insurance documents have been received 
and appropriate contract documents have been signed. No commitment of work or 
expenditures will be made until the above items are complete. 
 

Any request for incidental facilities repair or building or grounds maintenance 

 

must be 
approved by the Pastor.  Requestor must complete a work order request form and submit it to 
the Parish Secretary who will forward the request to the Pastor and the designated member of 
the Facilities Committee.  The Committee will advise the Pastor on cost and any other 
consideration and make a recommendation for the Pastor’s decision. 

• Requests will be maintained by the Parish Secretary and available to the Committee for 
annual planning purposes.  Committee will provide a status report when work has been 
completed. 
 

• Conduct an annual safety inspection of the campus and make recommendations to the 
Pastor with regard to security and safety of the campus.  Participate in the 
development of evacuation and emergency preparedness procedures to ensure 
building and grounds are maintained to be sure procedures can be carried out. 
 

For emergency repairs

 

, Committee will maintain a list of contractors and contact information 
for various types of work and advise the Pastor and appropriate staff members so that action 
can be taken at the earliest possible time.  Work with the Pastor to require a follow up report 
from the building engineer on any emergency repairs in order to review the situation for any 
long term needs.  

For internal changes to the Church

 

.  Meet with the Pastor whenever changes or updates to the 
interior of the church are being considered to review the proposed initiative and to make 
recommendations through the Facilities Committee to the Parish Council.  The Facilities 
Committee will consult with subject matter experts who have liturgical and theological 
expertise as requested to advise the Pastor and to ensure that all changes are made in 
accordance with the Archdiocesan guidelines contained in “Built with Living Stone.” 

The Facilities Committee will provide project control oversight if requested for any 
implementation of work resulting from the committee’s recommendations.  The committee has 
responsibility for bids, contracts, and construction supervision of facilities changes approved 
by the Pastor.  
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LITURGY COMMITTEE 

MISSION 
 
The Liturgy Committee is dedicated to supporting the celebrants during the Mass and other 
worship services in order to help everyone enter more deeply into prayer and worship of God.  
The Liturgy Committee is responsible for liturgical coordination, Church Environment and 
Music and for supporting the Adoration Society. It is a consultative body that works in an 
advisory and collaborative capacity with the Pastor, to plan, coordinate, implement, evaluate, 
and educate about all aspects of liturgy and devotions that nurture an active and conscious 
worship life in the Parish.   

RESPONSIBILITIES 
 

• The Liturgy Committee bears responsibility in the domains of administration, worship, 
and liturgical education. All activities and decisions of the committee and its 
subcommittees are made in consultation with the pastor. 
 

1. Administration 
o Coordinates the planning and scheduling for weekly liturgies. 
o Coordinates the planning and scheduling for the celebration of seasonal 

liturgies, special feasts. 
o Supports the Director of Religious Education (DRE) in the planning and 

implementing of sacramental liturgies (first communion, confirmation ….) 
o Coordinates and oversees the preparation, functioning and evaluation of all 

liturgical ministries. 
o Evaluates the Parish celebrations: Masses, major feasts, other liturgical events 

in order to provide improved procedures. 
o Ensures coordination of Church facilities for the purpose of special devotions 

such as the Novena to St. Martin de Porres and Perpetual Adoration of the 
Blessed Sacrament. 

o Maintains a library of current liturgical resources. 
o Submits all purchase requests to the pastor for approval. Supervises 

expenditures to ensure that funds are used according to the approved budget. 
 
2. Worship  

o Discerns the parish’s worship needs. 
o Coordinates the various liturgical ministries that support the priest during the 

Mass.  On a weekly basis, coordinates the various ministries for Sunday Mass:  
musicians, lectors, Extraordinary Ministers of Holy the Eucharistic (Eucharistic 
ministers), servers, and ushers to ensure that the environment in the Church is 
conducive to worship. 

o In coordination with the Pastor, the liturgy committee supervises the design 
and provision of booklets for the Mass and special liturgies  
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3. Liturgical Education and Formation (in collaborative capacity with the pastor) 
o Ensures the training and continuous education of all liturgical ministers in 

compliance with the parish, diocesan and universal Church directives and 
guidelines. 

o Oversees the continuing education of the parish in liturgical matters. 
o Provides opportunities for spiritual and practical formation for the Parish as a 

whole. 
 

• The chair of the Liturgy Committee serves as a liaison between the church, the Director 
of Religious Education and the school for the planning of Sacramental Liturgies (First 
Communion, Sacrament of Reconciliation, and Confirmation).  

• Leads the Major Liturgies subcommittee along with the Music and Environment 
subcommittee to ensure that seasonal liturgies are adequately staffed and the altar, 
flowers, music, and décor are appropriate and conducive to Parish worship. 

MEETINGS 
 

• The chair of the Liturgy Committee participates in the monthly parish Council meeting. 
• The chair of the Liturgy Committee participates in the quarterly planning sessions of 

the Parish Community Committee  
• The chair of the Liturgy Committee meets with the Pastor quarterly to plan the next 

quarter.  
• The chair of the Liturgy Committee and the chair of the Church Environment & Music 

sub-committee meet quarterly with the pastor to plan and coordinate major liturgies.  
• The chair of the Liturgy Committee and the chair of the Church Environment & Music 

sub-committee meet with the DRE to help in the planning, coordinating, and 
implementing of sacramental liturgies.  

• After each major liturgy, the chair of the Liturgy Committee meets with the team that 
assisted the celebrant to assess the liturgy and provide improved procedures. The chair 
then reports to the pastor. 

• The chair of the Liturgical Committee meets with the Liturgical Ministries bi-annually 
to ensure that all aspects of liturgy and devotions that nurture the worship life of the 
Parish are taken care of. 

• Other ad hoc meetings as needed. 
 

LITURGY SUBCOMMITTEES 
 
The Liturgy Committee has four subcommittees: 

• Church Environment & Music 
• Liturgical Coordination 
• Major Liturgies 
• Adoration Society 
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accompaniment. Occasionally, the Children’s and Adult Choirs perform together, 
sometimes requiring joint rehearsals. 

 

CONCERTS, OTHER PERFORMANCES 
• All non-liturgical music performed in the Church is coordinated by the Music Chair and 

requires the approval of the Pastor.   Generally, concerts performed in the church do 
not have to be religious in nature, but must be appropriate for the setting. 

 

LITURGICAL COORDINATION SUBCOMMITTEE 
 
“Those engaged in liturgical roles need to be well-prepared for those roles and to know how to 
carry them out with reverence, dignity and understanding.” 
(http://www.usccb.org/liturgy/girm/bul2.shtml) 
 

RESPONSIBILITIES 
 
The Liturgical Coordination subcommittee: 

• Coordinates the various liturgical ministries that support the priest during the Mass.  
On a weekly basis, it coordinates the various ministries for Sunday Mass:  musicians, 
lectors, Eucharistic ministers, servers, and ushers to ensure that the environment in the 
Church is conducive to worship. 

• In coordination with the Pastor, the liturgy coordinator supervises the design and 
provision of booklets for the Mass and special liturgies. 

• Four liturgical ministries (Lectors, Extraordinary Ministers of Holy Communion, Altar 
Servers, and Ushers), part of the Liturgy Coordination sub-committee, support the priest 
during the Mass. Each is under the responsibility of a “liturgical head” who supervises 
the recruitment, annual training and formation of his/her liturgical ministers. 

• Each liturgical head maintains a current roster with home address, telephone numbers 
and email addresses of their ministers. They provide a copy to the Chair of the 
Liturgical Coordination subcommittee and the Mass scheduler. 

• In addition to the four liturgical ministries, the Liturgical Coordination sub-committee 
is supported by the Mass scheduler and the Mass coordinators. 
 
1/ Lectors: 

• Lectors, men and women, proclaim the readings from Sacred Scripture, with the 
exception of the gospel reading. 

• Lectors may also announce the intentions for the General Intercessions and, in absence 
of the psalmist, read the responsorial psalm. 

• Lectors are responsible for finding a substitute when necessary and informing the Mass 
coordinator of the change. 
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2/ Extraordinary Ministers of the Eucharist: 

• Extraordinary Ministers of Holy Communion are adult Catholics, men and women 
appointed by the Bishop, who assist the priest in distributing the Holy Eucharist at the 
liturgy as Minister of the Bread or Minister of the Cup. 

• Ministers who have been trained and appointed by the Bishop may take Holy 
Communion to parishioners who are unable to attend Mass. 

• Eucharistic ministers are responsible for finding a substitute when necessary and 
informing the Mass coordinator of the change. 
 
3/ Altar Servers 

• Altar servers must be in fourth grade or older.  
• Assist the priest in the conduct of the Mass. 
• Altar servers may also be called to serve at funeral Masses 
• Altar servers are responsible for finding a substitute when necessary and informing the 

Mass coordinator of the change. 
 
4/ Ushers: 

• Ushers at the entrance of the church are a sign of God’s love as they welcome 
parishioners and visitors to worship. 

• The head of the Ushers is responsible for designing and implementing an evacuation 
plan of the church in case of emergency.  

• The ushers must always been ready to implement the safety procedures. 
 

The Mass Scheduler 
• Schedules volunteers for weekly and major seasonal liturgies. 
• Emails (or mails) and posts on the parish web site the schedule for the different 

liturgical ministries. 
• Assists the liturgical coordinator of sacramental and school Masses in staffing the 

liturgies with as many ministers as needed. 
 

The Mass Coordinators 
• Ensures that the Mass they are assigned to is adequately staffed.  
• Must work closely with the Mass scheduler and be prepared to find substitutes for any 

absent volunteers. 
• Holy days, seasonal liturgies, and sacramental liturgies are not the Mass Coordinator’s 

responsibility. 

MEMBERSHIP 
 

• Chairperson 
• Required Members: Liturgical Ministers Scheduler, Mass coordinators, the chair of the 

Mass Booklets & Liturgical Resources, the chairs of each Liturgical Ministry (Ushers, 
Extraordinary Ministers of the Eucharist, Lectors, and Altar Servers) 

• Other Members: Any interested parishioner may serve as a volunteer on the Liturgical 
Coordination Subcommittee. 
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PROCESSES AND PROCEDURES 

Lectors 
 

• After the opening prayer the lector goes to the ambo and proclaims the first reading 
from the Lectionary that has already been opened to the right page, which the lector 
has confirmed before Mass begins.  No extra words should be used before the readings, 
such as “The first reading is a reading from…) 

• If there is no cantor, the lector may also recite the responsorial psalm. 
• The second lector then goes to the ambo to proclaim the second reading. 
• After the celebrant gives the introduction to the General Intercessions and if no deacon 

is present, the lector or deacon announces the intentions from the ambo. 
• The readings must be proclaimed with a clear and loud voice in a way that 

demonstrates a transparent faith and conviction.  The alleluia verse before the Gospel 
is never

Extraordinary Ministers of the Eucharist 

 recited but only sung.   

 
• Eucharistic ministers show the greatest reverence for the Eucharist by their composed 

demeanor and appropriate attire. 
• As the Agnus Dei (Lamb of God) is begun, the Eucharistic ministers may approach the 

side of the altar. 
• After all Eucharistic Ministers have received the Eucharist, the priest celebrant hands 

vessels containing the Body or the Blood of Christ to the Eucharistic ministers. 
• The Eucharistic Minister assisting in the distribution of the host (in the absence of 

another priest or the deacon) stands next to the celebrant. The Eucharistic ministers 
assigned to distribute the consecrated wine stand on each side of the priest and the 
ministers of the bread.  

• The minister offers the host with the words The Body of Christ. After the communicant 
has responded Amen, the consecrated bread is placed in the hand or on the tongue 
according to the manner indicated by the communicant. 

• The minister offers the consecrated wine with the words The Blood of Christ to which 
the communicant responds Amen. The minister assists in holding the cup firmly in case 
of weakness of the receiver.  Intinction, or the dipping of the host into the Precious 
Blood is not allowed. 

• After the Blood of Christ has been received, the minister should wipe the rim of the cup 
inside and out with a purificator and turn the cup slightly before presenting it to the 
next communicant. 

• When handling the consecrated bread, should the host fall, it should be picked up 
reverently by the minister and consumed. 

• When handling the consecrated wine, should any mishap occur (as for example when 
the wine is spilled from the chalice), then the “area …. Should be washed and the water 
poured into the sacrarium.” (NDRHC, August, 2002, no. 26) 

• Extraordinary Ministers may consume what remains of the Precious Blood from their 
cup of distribution. 

• Provided the remaining Precious Blood has been consumed, the minister can leave the 
vessels suitably covered on the credence table. The sacred vessels are to be purified by 
the priest or the deacon. 

• Eucharistic ministers may bring communion to the sick and homebound.  
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Altar Servers 
• Two servers (one senior (S), one junior) assist the priest at the Saturday vigil Mass and 

at the 8:00 am Mass. Three servers (one senior and two juniors) are needed at the 
10:30 am Mass. 

• Are also called to serve at seasonal liturgies and funeral Masses. 
• Arrive 15 minutes before Mass. 
• Participate fully in the Mass reciting prayers and singing hymns. 
• When preparing for Mass, always genuflect if passing in front of the tabernacle. 
• Always are reverent and respectful. 
• If an altar server is not carrying anything, hands should be folded in a prayerful manner 

 
1. Before Mass 

• Put on Alb and cincture. 
• Light the candles. 
• Senior/tallest altar server gets the cross. Junior servers get the candles. 
• All servers proceed to the front doors of the church. 

 
2. Entrance Procession 

• When the opening hymn begins the senior/tallest server leads the procession, holding 
the cross, walking slowly and reverently, down the center aisle. 

• The junior server(s) follow(s) holding the altar candles. 
• When the priest reaches the altar and bows/genuflects, those ministers not carrying 

anything (except hymnals), also bow/genuflect.  
• The Senior/tallest altar server holding the cross places the cross in its stand. 
• The juniors place candles on the altar. 

 
3. Opening Prayer 

• When the priest says, “Let us pray,” server brings the sacramentary to the priest, 
opened to the proper page. When the priest is finished with the prayer, the altar server 
closes the book and returns to his chair. 
 
4. Preparation of the Altar 

• The junior(s) proceed(s) to the credence table when the senior brings the 
sacramentary to the altar. 

• One server gets the chalice, purificator, and paten if present on the chalice and places 
it in the center of the altar, on the corporal. 

• Another server brings the cup(s) to the altar. 
 

 
 

5. Presentation of the Gifts 

• Juniors (or junior and senior) proceed with the priest to the front of the altar and 
stand on each side of the celebrant.  They assist the priest when he receives the gifts. 

• Junior servers get the water and the wine cruets and proceed to the altar. The priest 
takes the cruets, mixes water with the wine, and returns it to the servers who put it 
back on the credence table. 

• Junior servers get the bowl already filled with water and the towel. 
• When the priest is finished, all will bow together, the juniors return to the credence 

table. The juniors put the bowl and towel on the table and all servers return to their 
kneelers to participate in the Mass. 
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6. Eucharistic Prayer 

• Senior server rings the bell when the priest:  
• Shows the consecrated host to the assembly (wait until the priest 

finishes talking). 
• Shows the chalice to the assembly (wait until the priest finishes talking). 
• The bell is rung three times for each event.  

 

 

 

 

7. Communion 

• The priest will give communion to the servers at the same time he gives it to the 
Eucharistic ministers.  

 

 

8. Altar Clearing 

• Senior server gives the chalice to one of the juniors. 
• The senior folds the corporal and gives the corporal and purificator to the other junior. 
• Chalice, corporal and purificator are returned to the credence table. 
• The senior gets the sacramentary. 

 
9. Closing Prayer 

• When the priest says, "Let us pray", the senior brings the sacramentary, opened to the 
proper page, to the priest so he can read the closing prayer. When the priest is finished, 
the senior closes the book and returns to the kneeler.  He should then get the cross in 
order to be ready for the recessional. 

 
10. End of Mass 

• When the priest leaves the chair and goes to kiss the altar, the senior takes the cross 
and all servers go down from the sanctuary and stand in front of the first pew. 

• When the priest turns to leave, the senior leads the procession with the cross 
reverently to the front door of the church. 

• The juniors follow the senior with the altar candles. 
 

 

11. After Mass 
• The senior extinguishes the candles. 
• Servers hang their albs and cinctures neatly in the closet. 
• Return all liturgical vessels to the sacristy. 

 

 

Ushers 
 

• Enlist and train volunteers to assist at Mass and special liturgies 
• Maintain emergency medical kit in accessible location 

 
1. Before Mass 

• Hand out Mass booklets. 
• Choose two gift bearers. 
• Help seat the congregation. 
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2. During Mass 

• Take a count of Mass attendees and enter on bulletin board report form. 
• Assist the gift bearers. 
• Take up collection and bring it to the sacristy. Lock it. 
• During communion, may direct the flow of congregants as they approach the altar. 

 
3. After Mass 

• Pass out Parish bulletins.  
• Check all the pews and replace hymnals. 
• Distribute registration forms to any newcomers who might request them. 

Mass Scheduler 
 

• The schedule is prepared every two months. 
• Assigns: 
• At the Saturday Vigil Mass & the 8:00 am Mass: Two Eucharistic ministers, two lectors, 

and two altar servers. 
• At the 10:30 am Mass: Three Eucharistic ministers, two readers, and three altar servers 

(one Senior and two juniors.) 

Mass Coordinators 
 

• Arrives 15 minutes before Mass starts. 
• Ensures that each service is adequately staffed. 
• If a volunteer is absent, finds immediately a substitute in the assembly. 

MAJOR LITURGIES SUBCOMMITTEE 

RESPONSIBILITIES 
 

• The Major Liturgies Subcommittee works with the Music Director and Pastor to plan 
and coordinate liturgical ministries (Eucharistic ministers, lectors, altar servers, and 
ushers), music, and decorations for Advent & Christmas, Lent & Easter, and other 
special liturgies, such as the Parish feast.  

• They also make themselves available to assist with School Liturgies as needed. 
• The Major Liturgy subcommittee evaluates each major liturgy and provides improved 

procedures for the following year. 

MEETINGS 
 

• The chair of the Liturgy Committee and the chair of the Church Environment & Music 
sub-committee meet quarterly with the pastor to plan and coordinate major liturgies.  

• The chair of the Liturgy Committee and the chair of the Church Environment & Music 
sub-committee meet with the DRE to help in the planning, coordinating, and 
implementing of sacramental liturgies.  

• After each major liturgy, the chair of the Liturgy Committee meets with the team that 
assisted the celebrant to assess the liturgy and provide improved procedures. The chair 
then reports to the pastor. 
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MEMBERSHIP 
 

• The chair of the Liturgy Committee, the chair of the Liturgical Coordination sub-
committee and the chair of the Church Environment & Music are permanent members. 

• Other required members: Music director 
• Other members: Any parishioner willing to help in the planning and implementing of 

major liturgies in the parish. 

PROCESSES AND PROCEDURES 
 

• At least two months before a major liturgy, the chair of the Church Environment & 
Music sub-committee meets with the Liturgical coordinator to plan and prepare all the 
detailed aspects of the celebration to come. 

• The chair of the Church Environment & Music sub-committee meets with his/her team 
to ensure that music, decoration and other physical elements (candles …..) will be 
appropriate and conducive to the special worship needs of the congregation.  

• The Liturgical Coordinator ensures that lectors, Eucharistic ministers, Altar Servers, 
and Ushers are fully conversant with their task specific to each major liturgy. 

• The Mass scheduler, in agreement with the pastor and in collaboration with the 
liturgical coordinator, ensures that major liturgies (seasonal liturgies and parish feast) 
are adequately staffed, in compliance with the demands of each service. 

• The Liturgical coordinator is responsible for the on-site coordination of each major 
liturgy.  Procedures for Easter preparations are contained in Appendix F – Special 
Liturgies. 

ADORATION SOCIETY SUBCOMMITTEE 

MISSION   
 

• The Adoration Society performs spiritual works of mercy for the parish, especially by 
offering Eucharistic adoration and personal suffering for the needs and intentions of 
the parish community and for any other intentions that are requested. 

RESPONSIBILITIES 
 

• To offer one hour per week of prayer before the Blessed Sacrament, as well as personal 
suffering, for the needs and intentions of the parish community and for any other 
intentions that are requested;  

• To foster spiritual growth and fellowship among the members by hosting a Holy Hour, 
meditation, and luncheon three times a year; 

• To promote devotion to the Blessed Sacrament, first, by planning for the celebration of 
Corpus Christi each year with a special Mass, Eucharistic procession, and reception (to 
be coordinated with liturgy committee, hospitality committee, pastor, school principal, 
Knights of Columbus, scouting leaders, director of religious education, Croatian priest); 
and second, by arranging for adorers to be present during exposition of the Blessed 
Sacrament on Wednesday Reconciliation evenings in Lent;  

• To pray for all priests and seminarians, especially those in our diocese, at a Holy Hour 
at the beginning of each June. 
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SUBCOMMITTEES/RELATED PARISH ACTIVITIES 
 
The four subcommittees are administration (gathering of intentions, maintenance and 
communication of prayer intention log; notification of all members regarding all information 
related to the chapel and society activities), Holy Hours, Corpus Christi, and fellowship.   
Coordination with liturgy committee, hospitality committee, Knights of Columbus, DRE, pastor, 
school principal, scout leaders, Croatian priest, parish and school secretaries, and chair of 
parish council will be necessary for planning Corpus Christi celebrations. 

MEETINGS 
 
No regular meetings are held except informally through luncheons mentioned above.  Most 
communication occurs through email, with postal mailings and/or phone calls for members 
who do not have email addresses.   

MEMBERSHIP 
 
All members perform the same work, with one member in charge of overall coordination of all 
society subcommittees at this time.  If the need should arise, other members will be appointed 
to serve as heads of various subcommittees. 

PROCESSES AND PROCEDURES 
 

• Procedure for Planning Corpus Christi Mass and Procession – See Appendix F – Plans 
for Special Liturgies and Events 

• Procedure for Planning Adoration Society Holy Hours and Fellowship 
o One month in advance, contact all members either by email or phone to let 

them know the date and time of the planned Holy Hour and fellowship (usually 
held 3 times per year, October, January, April, from 11-1).  Contact parish 
secretary to put announcement in bulletin. 

o Invite those who can come to bring food, paper goods, or beverages. 
o Invite one of those who can come to give a 10 or 15 minute meditation during 

the Holy Hour. 
o Contact school principal and school librarian for permission to use school 

library for fellowship and meal. 
o Arrange for key to school and hospitality closet from head of hospitality.  If 

fellowship is to be held in the rectory, check with pastor on availability for set-
up and food storage. 

• Procedure for Planning Wednesday Night Lenten Holy Hours 
o Arrange for at least 2 adorers to be present before the Blessed Sacrament 

during the entire time it is exposed on Wednesday nights in Lent. 
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PARISH COMMUNITY COMMITTEE 

MISSION 
 
The Parish Community Committee is dedicated to fostering community and fellowship among 
parishioners through Parish events such as welcoming and hospitality activities and special 
events.  The Parish Community Committee promotes and monitors Parish publicity and 
communication and coordinates with other Parish committees to promote Parishioner 
involvement in the ministries and activities of the Parish.   
 

RESPONSIBILITIES 
  

• The Parish Community Committee informs and integrates Parishioners in support of 
Parish ministries, activities, and events.  All activities and decisions of the committee 
and its subcommittees are made in consultation with the pastor. 

• Host hospitality after 10:30 am Mass on scheduled Sundays from September to June.  
• Serve as liaison for special events coordinators with the Pastor and Parish staff on 

event requests, budgets, and approvals. 
• Lead Parish-wide planning and calendar. 
• Coordinate Parish communications activities, including bulletin and website. 
• Develop a Parish network to build and extend the Parish community. 
• Create a network of all Parish groups for planning and information sharing. 
• Submit and track committee’s annual budget. 
• Assist Pastor in welcoming new parishioners. 
• Coordinate Parish Council quarterly calendar inputs and requests 

 

MEMBERSHIP 
 

• Chair of the Parish Community Committee. 
• Required Members:  The Pastor; Chair/Co-Chairs of each subcommittee; Director of 

Advancement. 
• Other members: All parishioners who have an interest in advancing Parish community 

and communication. 
 

PARISH COMMUNITY SUBCOMMITTEES 
 
The Parish Community Committee has three subcommittees: 

• Communications and  Events 
• Hospitality 
• Welcoming 

MEETINGS 
 

Chair, Parish Community Committee 
• The chair is a member of  the Parish Council and participates in the monthly Parish 

Council meeting, providing regular committee reports 
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• The chair plans and coordinates the quarterly planning sessions of the Parish 
Community Committee 

• The chair meets with the Pastor at a minimum biannually to discuss and plan upcoming 
events, communications issues, and welcoming activities. 

• The chair meets with the Parish secretary, OLV Principal, and OLV School secretary at a 
minimum quarterly to review the calendar. 

• The chair meets with the Director of Advancement quarterly for event planning, 
communication coordination, and calendar review. 

• The chair meets with the head of the Knights of Columbus quarterly for updates and 
planning. 

• The Chair meets with the Director of Religious Education quarterly for updates and 
planning. 

• The chair convenes sessions to review and document events when needed for future 
planning purposes 

• Other ad hoc meetings as needed. 

Parish Community Committee Subcommittees/related activities 
• The subcommittees will meet quarterly for planning sessions and budget review. 
• The subcommittees will attend meetings of other Parish groups with or without chair 

as appropriate to their responsibilities. 
 

COMMUNICATIONS AND EVENTS SUBCOMMITTEE 
 

MISSION 
 
The Communications and Events Subcommittee supports all Parish communications and event 
planning efforts to promote greater communications and networking among all Parish groups 
and members and to provide an updated and complete calendar, bulletins, and website. 
  

RESPONSIBILITIES 
 

• Plan and publicize special events for the Parish and maintain and update event request 
and budget planning forms. 

• Assist in parish-wide planning of events and publicity. 
• Work with designated events coordinators on event requests, budgets, and Pastor 

reviews and approvals. 
• Assist in calendar creation and maintenance 
• Develop Parish-wide policies and procedures for Parish communications in 

coordination with the Pastor and the School Principal in order to coordinate Parish 
communications activities, including the weekly bulletin and Parish website. 

 

MEMBERSHIP 
 

• Chairperson(s):  The Communication and Events Subcommittee is chaired or co-chaired 
by volunteer parishioners. 

• Other members: Any interested parishioner may serve on the subcommittee. 
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MEETINGS 
 

• The chair(s) of the subcommittee will meet with the chair of the Parish Community 
Committee quarterly to plan events, review communications issues, and review budget. 

• The chairs(s) of the subcommittee will meet with other Parish groups as appropriate to 
meet their responsibilities. 

 

PROCEDURES 
 

Special Events 
• Parish events may be initiated by the Parish Community Committee and its 

Subcommittees or by other Parish groups through a “Designated Event Coordinator”.   
• Before any event can be approved, an Event Registration Form must be completed and 

turned in to the Parish Secretary.  This form should be turned in at a minimum a month 
before the event is proposed to take place; three months earlier for large parish wide 
events with budgets over $1000.00.   

• Proposed budgets and costs must accompany the event registration form. 
• The Pastor must approve any event and budget request by email to the requestor, with 

copies to the Parish Community Chair and the Parish Secretary.  If approved by the 
Pastor, the designated event coordinator must do the following: 

1. Review event procedures with Parish Secretary 
2. Make sure event is on Parish wide calendar 
3. Prepare publicity materials.  
4. Coordinate with Director of Advancement all publicity and communications 

about event and publicity. 
5. Coordinate with Parish Community Committee chair and/or subcommittee 

if appropriate for event. 
6. Notify Pastor of any change in plans or budget for the event. 

• After event, complete all Building Closing Procedures as outlined on the Event 
Registration form.  Completed form is to be signed by designated event coordinator and 
left in the box in the kitchen. 

 

Publicity 
• If subcommittee is coordinating event then coordinator prepares the publicity plan for 

event.  If a different Parish group is heading up the event, then the subcommittee will 
review the publicity plan if appropriate. 

• Coordinate with the Director of Advancement on the publicity plan for event. 
• Prepare publicity materials. These may include: Bulletin announcements, flyers, 

posters, invitations, special mailings, website announcement, articles in local 
newspapers, and links to interested groups. 

• Adhere to submission deadlines for bulletin and website. 
 

Calendar 
• The Parish calendar is maintained by the Parish Secretary in coordination with the OLV 

School Secretary.  
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• All items listed on the calendar must be approved by the Pastor and added to the 
calendar by the Parish Secretary or the OLV School Secretary. 

• The chair of the subcommittee will review the calendar weekly and notify the Parish 
Secretary of any updates, problems or maintenance issues. 

 

Bulletin 
• Prepare text for bulletin submissions. 
• All material for bulletin publication must be turned into the Parish Secretary by close of 

business (COB) on the Tuesday before the weekend publication. 
• The Pastor will review all material submitted for the bulletin. 

 

Website 
• Review and update, as necessary, the website protocol. 
• Coordinate with the technology committee or appointed Parish IT point of contact on 

website protocol, new initiatives, and implementation. 

HOSPITALITY SUBCOMMITTEE 

MISSION 
 
The Hospitality subcommittee is to engage the Parish community and improve 
communications among Parish members by establishing a regular and welcoming Sunday 
Hospitality event. 
 

RESPONSIBILITIES 
 

• Plan and coordinate hospitality for the Parish after the 10:30 am Mass on scheduled 
Sundays from September to June. 

• Organize and budget hospitality events.  
• Purchase necessary food and supplies, set up Hess Auditorium, and clean up after 

scheduled Hospitality events. 
• Collect and record donations received from hospitality donation jar. 
• Report budget quarterly to Chair of Parish Community Committee. 
• Enlist volunteers to host or help with hospitality events on a regular basis. 
• Coordinate with the Parish calendar. 
• Conduct annual survey to Parishioners to solicit feedback. 

 

MEMBERSHIP 
 

• Chairperson(s):  The Hospitality Subcommittee is chaired or co-chaired by volunteer 
parishioners. 

• Other members: Any interested parishioner may serve on the subcommittee. 
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MEETINGS 
 

• The chair(s) of the subcommittee will meet with the chair of the Parish Community 
Committee quarterly to plan events and review budget. 

PROCEDURES 
 

• The chair(s) of the subcommittee will procure gift cards and necessary money from the 
Parish Secretary for Hospitality expenses as needed for Sunday events. 

• The chair(s) will monitor food and supply cabinet and replenish coffee, tea, sugar, 
creamer, and paper products as needed. 

Set Up 
 

• Purchase food and supplies before 10:00 AM each scheduled Sunday for that day’s 
Hospitality.  In general a minimum of 6-8 dozen donuts, 18 bagels, two containers of 
cream cheese, and two half gallon containers of juice and one fresh carton of creamer 
should be purchased each Sunday.   

• Arrive at Hess Auditorium around 10:00 AM to begin set up. Check supply cabinet.  
Prepare trays of bagels and donuts.  Start coffee and hot water pots. 

• Arrange buffet table with supplies and coffee and hot water pots.  
• Arrange any other seating/tables as needed. 

Hospitality 
 

• Following 10:30 am Mass, put out trays of food on buffet table. 
• Replenish food as needed during Hospitality event. 

Clean Up 
 

• Remove all food, supplies, and pots from the buffet table. 
• Wash pots and other dishes and return to closet in kitchen. 
• Return all non-perishable food and supplies to cabinet. 
• Remove ALL food. 
• Throw away all trash and place tied trash bags in the dumpster. 
• Collect and record donation money from donation jar. 

 

WELCOMING SUBCOMMITTEE 

MISSION 
 
The Welcoming subcommittee is dedicated to welcoming new members to the parish.   

RESPONSIBILITIES 
 

• Contact prospective or new parishioners with initial call to offer assistance, answer 
questions, offer tour and meeting, and exchange contact information. 
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• Meet with individual or families who are interested in OLV and provide introductory 
information, tour of church and grounds, and answer questions about parish life and 
events. 

• Prepare welcome packet for new parishioners. 
• Welcome new parishioners with welcome packet; invitation to hospitality; 

introductions to other parishioners, and invitation to parish events. 
• Follow up calls and meeting with new members as necessary. 
• Plan “New Family Sunday” Mass and hospitality in coordination with other Council 

Committees. 
 

MEMBERSHIP 
 

• Chairperson(s):  The Welcoming Subcommittee is chaired or co-chaired by volunteer 
parishioners. 

• Other members: Any interested parishioner may serve on the subcommittee. 
 

MEETINGS 
 

• The chair(s) of the subcommittee will meet with the chair of the Parish Community 
Committee quarterly to plan events and review budget. 

 

PROCEDURES 
 

Prospective New Parishioners 
 

• The chair of the Welcoming subcommittee will get names of prospective new 
parishioners from the Pastor and Church Secretary. 

• With Pastor’s approval, the chair or designated member of the subcommittee will 
contact the prospective new parishioner(s) and offer information, a tour of the church 
and facilities, and other welcoming offers as appropriate. 

• The subcommittee member will offer their contact information for follow up questions 
and concerns. 

 

New Parishioners 
 

• The chair of the Welcoming subcommittee will get names of new parishioners from the 
Pastor and Church Secretary. 

• The chair of the subcommittee will consult with the Pastor about the best way to 
welcome the new parishioner(s) and the appropriate subcommittee member to be the 
contact person.  

• The chair or designated member of the Welcoming subcommittee will contact the new 
parishioner and offer a welcome packet, a tour of the church and facilities if desired, 
and offer to meet at Mass and/or hospitality. 

• The subcommittee member will offer their contact information for follow up questions 
and concerns. 
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• The subcommittee member will introduce the new parishioner to other parishioners. 
• The Welcoming subcommittee member will invite the new parishioner to parish events 

as appropriate. 
  

New Family Sunday 
 
The committee will plan a New Family Sunday Mass and hospitality to celebrate and welcome 
new parishioners. 
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SOCIAL CONCERNS COMMITTEE 

MISSION 
 
The Social Concerns Committee of Our Lady of Victory parish strives to follow Christ’s message in 
the Gospels and seek to build the Kingdom on earth through prayerful acts of service that are focused 
on the long-term, that address the root causes of injustice on enabling social change.   
 
The core mission of the Social Concerns committee is to organize and coordinate the activities of its 
volunteer teams (formerly referred to as subcommittees) with the pastor, the parish council, and 
other parish groups to:  
 

1. promote prayer and contemplation at the core of all Social Concerns team activities;  
 

2. assist the Social Concerns volunteer teams in the development of  viable and sustainable 
activities that reflect the interests and/or needs of our parish community;  
 

3. complement the activities of other parish groups and organizations to foster a sense of “one 
body, many parts” in the OLV parish community; 
 

4. support the parish’s outreach effort to its neighbors locally in Ward 3 and more broadly in 
the Archdiocese of Washington; 
 

5. develop high standards of performance and quality in all Social Concerns committee and 
team activities – thorough preparation, detailed execution, and meticulous follow-through – 
for all that we do is for Christ, and our the purpose of our activities as part of this committee 
is to serve Him in the form of others. 

Organization and Structure 
 
There are two primary dimensions to the Social Concerns Committee within the construct of the Our 
Lady of Victory Parish Council: the committee itself and the ministries performed under the auspices 
of the committee.  The Social Concerns Committee primarily consists of the committee chair and the 
ministry leads.  The function and purpose of the committee is to coordinate ministry activities, within 
the committee, plan collaborative ministry activities with other OLV parish council committees, and 
discuss strategic issues pertinent to the future of the Social Concerns activities at OLV.   

Social Concerns Teams 
 

1. Bereavement Support 
 

• Team’s mission statement: Our Lady of Victory continues to offer 
compassion to survivors after the funeral of a loved one.  The mission of the 
team is to provide assistance to survivors as they grieve the loss of a loved 
one.  Information and comfort will be provided by a booklet entitled, 
“Transformations - Journey to Healing” and periodic meetings to share life 
experiences after a death has occurred. 
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• Core activities: 
 The team will maintain information on Catholic funerals that occur 

at OLV; the date of the funeral, the name of the deceased, and the 
name of the survivor(s) will be noted 

 Approximately one month after the date of the funeral, a letter from 
the pastor and a booklet entitled, “Transformations - Journey to 
Healing” will be sent to the survivor(s).  The booklet includes short 
readings on the physical, spiritual, psychological, and emotional 
aspects of the grieving process 

 At the sixth month, year, etc., anniversaries of the death of the 
person whose funeral was held at OLV, the Bereavement Support 
Team and the pastor will contact the survivors and extend support 

 The Bereavement Support Team will coordinate with the 
appropriate subcommittee(s) of the Liturgy Committee to ensure 
that the deceased are remembered in the Prayers of the Faithful 

 The Bereavement Support Team will also sponsor a focused session 
around the holiday season for those who have lost a loved one 

• Meeting: The Bereavement Support Team does not currently have a set 
meeting date or time outside the Social Concerns meeting.  This team meets 
on an ad-hoc basis, typically around the needs of the bereaved.  

 
2.  Archdiocesan Pro Life Team 

• Team’s mission statement:  
• Core activities: 

 The Diocesan Pro Life Team coordinates with the Archdiocesan Pro 
Life director/office to ensure that: 

○ The OLV community is aware of current and upcoming 
respect for life/Pro Life activities in the Archdiocese 

○ That members of the OLV community participate in 
Archdiocesan Pro Life events  

 Coordinate Pro Life activities with other ministries (e.g., liturgy, 
education, etc.) that occur at the parish; recent examples include: 

○ All Nascent Human Life, with the Liturgy Committee 
○ Adoration Hour, with Adoration Society  

• Meeting details: the Archdiocesan Pro Life Team does not routine, set 
meetings.  Meetings that do occur are centered around planned activities and 
are scheduled accordingly.   

 
3. SOME 

• Team’s mission statement:  
• Core activities: 

 The SOME Team meets at the OLV parking lot on the 3rd 
Wednesday of each month and the SOME Team drives the 
volunteers to SOME.  At SOME, the OLV team assists SOME in 
the preparation of a meal.   

 OLV also collects gently used/new clothes on the second Sunday of 
each month at the church.  Baskets/bins are set out in the side 
entryway, near the bathroom door.   

• Meeting details: The SOME team does not have a set meeting at this time.   
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4. Community Council for the Homeless/Veronica House 
• Team’s mission statement: None at this time 
• Core activities: the CCH/VH Team in the process of forming and does not 

have any core activities at this time. 
• Meeting details: The CCH/Veronica House team does not have a set 

meeting at this time.  
 
5. Vocations Support 

• Team’s mission statement: Pray for, encourage, and support vocations to the 
priesthood, permanent deaconate, religious life, and marriage. 

• Core activities:  Arrange Holy Hour for vocations, maintained links with the 
ADW vocations office, and other activities as planned and needed. 

• Meeting details: The Vocation Support team meets on an ad hoc basis as 
needed to support activities. 

RESPONSIBILITIES 
 

● Provide routine (i.e., no less than monthly) written updates to the pastor and the parish 
council concerning the Social Concern committee and team activities 

● Develop and maintain a yearly plan and budget for the committee and its teams 
● Collaborate with team leads to a develop program plan for each team that provides detail 

concerning: 
○ The mission and goals of each team 
○ The scope, actions/tasks, and level of effort associated with each team 
○ Identify/articulate budget requests (if any) 

● Research and provide information concerning resources and opportunities  (e.g., 
recommended books, videos, experts or other recognized leaders in a given topic, 
volunteer opportunities) to deepen the understand of Catholic social justice teaching and 
practice for team members and the parish 

● Organize, in collaboration with the pastor and other parish groups or committees, 
formation activities intended to ensure prayerful contemplation remains at the core of 
Social Concerns activities 

● Support volunteer recruitment for team activities and other parish groups  
● Develop programs in support of the sanctity of human life 
● Collaborate with related established ministries to guide the Parish in its ministry to those 

in need 

MEETINGS AND COMMUNICATIONS 
 
Committee will meet on a routine basis to coordinate activities and share information.  The 
frequency of meetings may vary, primarily depending on the overall level of activity of the 
committee’s teams, the availability of team leads, and the discretion of the committee chair and the 
parish council chair. At most, the committee may meet once a month and at least once a quarter.  In 
lieu of in-person meetings, the committee may consider teleconferences or web-based meetings as 
such resources are available.   
 
Notes of meeting discussions are to be written by a member of the committee following each 
meeting.  Notes are not intended to be written transcriptions of meetings, but should at least convey 
the major discussion points, topics, and decisions made.   
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Email is the primary mechanism for intra-committee/intra-team communications.  The committee 
chair should maintain a list of active members and teammates and use it to relay information about 
meetings, activities, and relevant, parish/parish council news.  The committee is investigating the 
feasibility and utility of a website to enhance communication further, but at this time no website for 
the committee is active.   

Relationship with Other Organizations at Our Lady of Victory: 
 
The Social Concerns Committee is but one organization that performs a service/charity/justice 
activity at OLV.  The Social Concerns Committee seeks to coordinate with other organizations so as 
to increase cooperation and coordination between different groups within the parish, to include the 
school.  Other organizations at OLV with which the Social Concerns Committee coordinates with, 
and current collaborative efforts, are as follows:  
 

1. OLV School: 
a. Religion: Currently there is no established collaboration between the school’s 

religious instruction program and the Social Concerns Committee.  However, the 
school is open to collaboration with the parish council on charity and justice 
opportunities.  The school’s philosophy is to encourage students to articulate and 
choose their own service projects.  The process usually begins in the spring and runs 
forward through the next school year.  Thus, service projects may vary from year to 
year.  This document will, over time, attempt to record and catalogue service 
projects for future reference to provide the reader with a sense of the scale and scope 
and points of contact involved in organizing and conducting the projects.  It is best 
to coordinate with the upper school religion teacher starting in the spring to get a 
sense of possible service projects that the school may consider for the following year 
and then begin to plan with the teacher and school administration the best way to 
coordinate with the Social Concerns Committee and its teams.   

b. Girl Scouts: the Girl Scouts chapter at OLV organizes and conducts the Giving Tree 
project at OLV.  The Girl Scouts set up Christmas trees in the church and the school 
and create paper ornaments on each of which is written a description of an item to 
buy and donate to a child at St Augustine’s in DC.  The Girl Scouts have agreed to 
make additional items for SOME, so that participants can buy and donate items for 
SOME as well as those for children at St Augustine’s.  SOME lists the items that 
they need on their website.  

c. Boy Scouts: At this point in time, there are no established collaborative projects 
between the Boy Scouts OLV chapter and the Social Concerns Committee. 
 

2. OLV parish Religious Education: At this point in time, there are no established collaborative 
projects between the OLV Religious Education program and the Social Concerns 
Committee. 
 

3. St Vincent de Paul Society (StVdP), OLV Chapter: At this point in time, there are no 
established collaborative projects with the StVdP.  Currently, the StVdP Society and the 
Social Concerns Committee communicate and coordinate on an ad-hoc basis and collaborate 
as needs arise. 
 

4. Knights of Columbus OLV Council: At this point in time, there are no established 
collaborative projects between the Knights Council at OLV and the Social Concerns 
Committee.   
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SECTION C – PARISH ADMINISTRATIVE POLICIES AND PROCEDURES 
 

PARISH COMMUNICATIONS 

DESCRIPTION 
  
This policy defines the request and approval process for the Church bulletin, bulletin board 
postings, in-Mass announcements, mailings to Parish groups, internal and external signage, 
Parish website, and external publicity.   The Parish Community Committee and the Director of 
Advancement will convene a communications subcommittee to coordinate and advise the 
Pastor and update the Parish community on processes and procedures. 

PURPOSE 
  

• To leverage a variety of media and technology to meet the complex needs of 
parishioners for timely information. 

• Ensure all Parish communications inform and include all Parishioners 
• Provide specific guidance for Parish communications 
• Provide guidelines for preparation of communications 
• Assign responsibilities for approving and preparing information 

 

PROCEDURES 
 

• When approved, all Parish communications should be proofed and ready to publish, 
and contain the full name and approved logo for the Parish and contact information as 
approved by the Pastor.  No items with the Church name or logo can be published or 
posted without specific approval of the Pastor and in accordance with general 
guidelines of the Archdiocese of Washington. 

• All items submitted for review must be accurate, proofed and edited. 

Weekly Bulletin 
  

• Parish items to be included in the Bulletin and requests for insert flyers must be 
submitted to the Parish Secretary in soft copy format no later than the end of the day 
on Monday of the week items are to appear with specific information on the number of 
times the item is requested to appear. 

• Priorities for inclusion will go to standard weekly items such as the lector schedule and 
prayers for the sick, liturgical or sacramental items, religious education activities or 
events scheduled for the soonest dates, items that have not occurred previously, and 
archdiocesan general or other general information.  

• The Parish Secretary collects all content for the bulletin and ensures Pastor has 
reviewed all content.   

• The Pastor will review and approve or follow up on requests on the same day so the 
bulletin can be drafted for printing.   

• The Pastor has the final approval to edit any item for the bulletin.  Any item may be 
edited for consistency in format. 
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• Bulletin cover page will be reviewed annually in the summer in order to update 
information. 

• Final print-ready copy of the bulletin is approved by the Pastor and submitted for 
printing on Wednesday. 

• One copy of the bulletin is filed in Parish records and forwarded to the webmaster for 
posting on the Parish website. 

• Bulletins are taken to the ushers’ closet in time for Saturday evening Mass.  Leftover 
bulletins are removed by the Church Sacristan and returned to the office.  Extra 
bulletins may be mailed to out-of-area or homebound Parishioners when practical or 
when arranged by Parish committee or volunteer. 

• In order to alert contributors that the Church Bulletin will appear on the website, a 
special message is included in each Bulletin as follows:  

o IMPORTANT NOTICE:  Please note that since the entire Parish Bulletin is posted on the 
Parish website currently at www.olvparishdc.org all information included in the 
weekly bulletin (contact names, numbers, etc.) is available to the public. Please consider 
this when providing information to be published in the bulletin.  

Bulletin Board Postings 
 

• Requests to post items on the bulletin board in the back of the church from non-staff 
members must be submitted to the Parish Secretary.   

• Priority for postings will go first to sacramental items, then date-sensitive items, then 
items that could not be included in the bulletin.  Items for the Archdiocese will be 
posted by the Parish Secretary. 

• Items should be dated and will be removed after 30 days unless exceptions are 
approved by the Pastor. 

• Messages to be posted on the transept bulletin boards should be submitted to the 
Parish organization maintaining those bulletin boards. 

• Any items posted without permission will be removed.  No items may be posted on 
Church doors or other surfaces without specific permission of the Pastor.  

In-Mass Announcements 
 

• Prayers of the Faithful are prepared by the Pastor or his designee including updates of 
the sick and dead from the Parish office. 

• Copies are prepared in the Parish office and placed in the Sacristy, pulpit, and 
celebrant’s book for the Mass. 

• In-Mass announcement requests are made directly to the Pastor in advance and 
included as possible on an exception basis and not in place of bulletin announcements 
or postings. 

Mailings 
 

• Requests for mailings must be submitted to the Pastor for approval with an estimated 
cost for printing, envelopes, and postage, and proposed date and plan for collecting any 
mailed responses.  Mailings will be approved in consideration of other scheduled 
Parish communications. 

• Mailings must be drafted and proofread as they will be printed and approved by the 
Pastor.  Any use of logos of Church identification must be included in the draft before 
approval. 

http://www.olvparishdc.org/�
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• Mailing list must be approved by the Pastor and School Principal if applicable.   
• If the Parish Secretary is to provide labels for any mailing, a request must be submitted 

at least one week in advance.   
• Organization doing the mailing is responsible for proofing labels, verifying availability 

of stationery and envelopes, applying labels for the mailing, and arranging in advance 
for use of the Parish postage meter.  

Signage (Internal and External) 
 

• Requests for permanent signage for the Parish must be submitted for approval to the 
Facilities Committee for review and recommendation for approval to the Pastor in 
accordance with Parish Facilities and Master Plan guidelines. 

• Requests for temporary signage such as signs for events or other announcements 
must be submitted no later than one week prior to posting and approved in accordance 
with the facilities usage guidelines.   

• Proposed signage should be described in detail and submitted in writing or by email 
with a complete description and rendering, estimated cost and sponsoring 
organization, suggested location, and period of time for signage to appear.   

o Date(s) on all signage must be confirmed through the Parish Community 
Committee and the Parish Secretary before the signage is printed or prepared.   

o Sponsoring organization is responsible for removing signage in accordance 
with agreed schedule. 

Website 
 

• The Pastor must specifically review content and design for any and all items for the 
Parish website in advance as well as any links from the web site to third party websites.  
Changes to website can be made at the discretion of the Pastor to change or remove 
(temporarily or permanently) any part of the Parish website without notice. 

• Items for the school website are cleared through the Principal in accordance with 
School Board guidelines. 

• All communications must be handled to protect the privacy and security of those using 
the site and ensure that all content faithfully represents Catholic values of the Parish 
and School. 

• In order to protect the privacy of people mentioned in the Church Bulletin or in any 
other communication that will appear in the website, a list of publication restrictions 
must be followed.  Any violation of these restrictions will prevent content from being 
published on the website.  These restrictions are designed to protect privacy rights, 
information security and intellectual property rights. 

o No pictures of adults or children at School and/or Parish events may be 
published without submission of a written consent 

o For a planned event, an individual will be assigned responsibility for obtaining 
prior written consent to publish any pictures taken.   

o If a picture is submitted after an event and without written consent, then the 
Parish or School Secretary should ask the submitted to obtain a signed consent 
form from the individual(s) photographed.  

o Failure to obtain written consent will prevent publication of a picture on the 
website. 

o No name, email address, phone number or address, other than Parish Secretary 
and School Secretary needed to receive responses, will be published.  
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o An exception to this rule can only be made with the written permission (in a 
letter or email) from an individual who fully understands that the information 
will be made available on the website.   

o Delete (redact) or edit content to eliminate the risk of violating any publication 
restrictions designed to protect privacy.  

• Website setup, support and administration are intended to by individuals assigned to 
the roles and responsibilities outlined in roles and responsibilities below. 

Promotion or Publicity 
 

• Request to post any announcement of OLV Church activity on any other website or in 
any other publication must be cleared with the Pastor in advance. 

• Invitations and any publicity for special events must be presented in proof form for the 
Pastor to approve.  Also see Facilities and Events Processes and Procedures. 

RESPONSIBILITIES 
 

• Pastor is responsible for approving all Parish communications and guidelines for their 
preparation.   

• Submitter or requestor is responsible for providing information with sufficient lead 
time for reviews and approvals and for meeting publication deadlines. 

• Parish Secretary is the initial point of contact for all communications requests and 
serves on the communications subcommittee of the Parish Council 

• Communications subcommittee will consult with the Pastor on Parish communications, 
specifically to: 

o provide guidance in accordance to OLV and Archdiocesan policies, especially on 
quality, information security and privacy  

o work with Parish Secretary as needed on communications reviews 
o identify information needs (ongoing)  
o develop/share communications strategies, goals and priorities with Parish and 

School 
• Website content manager will 

o add/update content as scheduled and assigned by the Pastor to meet 
immediate communication needs 

o work with others to plan website structure and content, create document 
libraries, calendars, etc. for the site 

o review and update the site on a monthly basis 
o create password-protected files to maintain information and archives 
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EVENTS AND ACTIVITIES 

DESCRIPTION 
  
This policy defines processes and procedures for approving and scheduling all Parish events 
and activities.  Events and activities include all meetings, lectures, fundraisers, dinners, sales, 
dances, rehearsals, etc. as well as annual events and regularly occurring events such as School 
Board and Parish Council meetings for both Parish organizations and other supported groups.  
This policy also covers any Parish-related event, on-site or off-site, that is to be listed on the 
Parish calendar.   For all on-site events, Facilities Processes and Procedures also apply. 

PURPOSE 
  

• Enable Parish organizations to carry out activities and ensure communication between 
Church and School communities 

• Outline comprehensive process for calendaring all Parish events and activities 
• Avoid scheduling conflicts and ensure all scheduling reflects Parish priorities 
• Consider available resources and staffing demands when scheduling activities 
• Identify other applicable processes and procedures 

PROCEDURES 

Event Request 

• All events and activities will be prioritized and approved by the Pastor and/or the 
Principal of the School.    

• Requests for Parish activities should be submitted on the OLV Event Registration Form.   
An OLV Event Budget Form is also required if there is any cost or charge for the event.  
Forms are submitted to the Parish Secretary with a copy to the Chair of the Parish 
Community Committee.   

• Requests for School events should be submitted through the School Secretary in 
accordance with School Board procedures. 

• All Event Registration Forms will be reviewed by the Pastor.  The listed coordinator 
will be contacted if there are schedule conflicts.  If scheduling issues can be resolved, 
the form will be revised and resubmitted for approval.   

• All events/activities must be approved by the Pastor by email before they are officially 
put on the Parish calendar.  

• Off-site events are covered by the same policy if advertised as an OLV generated or 
sponsored activity and it is listed on the Parish calendar. 

Calendaring 
 

• The Parish Secretary and School Secretary are the central points of contact for 
maintaining the Parish calendar.   

o They meet weekly to update the calendar and are responsible for 
communicating calendar changes to the calendar committee members. 

o In coordination with the Pastor, they are responsible for adding any non-
scheduled activities to the calendar such as funerals and resolving any resulting 
schedule conflicts. 
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o They coordinate a quarterly meeting of the calendar committee that includes 
the Pastor, the Principal, the Director of Advancement, the Director of Religious 
Education, and the Chair of the Parish Community Committee for scheduling of 
pre-approved Parish events and activities.   

• The quarterly meeting in March of each year prepares the calendar for the next fiscal 
year of the Parish (July – June).  Organizations and committees must submit their 
annual requests for the calendar prior to the quarterly meeting.   

• In coordination with the Pastor and Principal, the calendar committee establishes 
priorities for the calendar, defines static calendar events, and makes recommendations 
on dynamic events and activities as requests are made. 

• Not all available times on the calendar may be scheduled for reasons of resources or 
other priorities of the Parish such as time reserved for repairs.   

• Attendance expected of the Pastor, the Principal, any other clergy member or Parish 
staff at a Parish activity must be coordinated with that individual’s personal calendar. 

Annual Events 
• Annual events and regularly scheduled meetings for affiliated and non-affiliated 

organizations such as Finance Council, Knights of Columbus, Boy Scouts, etc. should be 
submitted prior to the March annual planning meeting to ensure space available.  No 
assumptions can be made about recurring activities without specific date and location 
requests. 

• If proposing a reoccurring weekly or monthly activity you may submit one form, but 
please be clear on the day and times that you will be using the requested facility. 

• With approval of the Pastor, requests for annual recurring events and meetings may be 
submitted to the Parish or School Secretary by email with a copy to the Director of 
Advancement and the Chair of the Parish Community committee prior to the March 
meeting for consideration by the Pastor and the Principal.  

Special Events 
• A formal request must be submitted on the Event Registration Form for the use of space 

at OLV, including the Church, Hess Hall, School Library, Rectory, classrooms, etc.   
Specific policies apply for use of Parish resources.  (see Facilities Policies and 
Procedures). 

• A meeting with the Pastor to review the planned activity and budget is required for 
approval of major Parish events. 

• In order to consider requests, information provided must include the following: 
o Name of the event/activity 
o Proposed date and the time span for the entire event - be sure to include the 

entire time period that you will be in the facility, including the time required 
for set up, clean up, pre-event rehearsal or practice, post receptions, etc.  

o Proposed location of the event 
o Name and contact information of the event coordinator.   

• If more than one facility is needed for the event, all rooms or spaces must be listed on 
the Event Registration Form.  For example, if you are proposing an activity in the 
Church with a reception to follow in Hess, this must be clearly stated on the form along 
with the time periods that you will be in each facility.  

• Also include any vendors that will be used for the event, including caterers, DJ, and 
musicians as specific Archdiocesan policies apply for vendors.  (see Facilities Processes 
and Procedures and Purchases and Payments Processes and Procedures). 
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• All requests for tickets and reservations must be processed through the Parish Rectory 
in order to meet Archdiocesan and Financial Council guidelines for handling of Parish 
finances. 

 

RESPONSIBILITIES 
 

• Pastor is responsible for approving all events and activities, determining the priority of 
requests, and communicating needs for special events such as weddings, baptisms, and 
funerals to the calendar committee. 

• Committee chairs are responsible for processing requests and ensuring that expenses 
are tracked in appropriate fiscal year budgets.  

• Requestor is responsible for completing necessary forms and getting approvals before 
committing the Parish or incurring expenses on behalf of the Parish. 

• Parish Secretary is responsible for referring requests to appropriate resource for 
payment, coding and maintaining records in established Parish financial files, and 
communicating with the requestor and the Pastor on the status of the request in a 
timely fashion.  Parish Secretary also maintains files of parish events for future 
planning and budgeting purposes. 

• Director of Advancement and Chair of Community Committee participate in regular 
calendar meetings, consult to the Pastor on approvals of events, and work with other 
calendar committee members.  In addition, they coordinate publication of the calendar 
and communication of activities of the Parish. 
  

See  
 Appendix E – Parish Forms 
 Appendix F – Plans for Special Liturgies and Events 
 
Also see: 
 Facilities Use Processes and Procedures 
 Purchases and Payments Processes and Procedures 
 

 

 FACILITIES USE 

DESCRIPTION 
  
All facilities including the Church, School building, Hess Auditorium, and grounds are a Parish 
resource.  In order to maintaining Parish resources, all users will be required to follow the 
policies and procedures for facilities use.  Rental fees will be charged for the use of any Parish 
facility for a non-OLV event.  Parish facilities are defined as all internal and external space and 
buildings.  This document defines policies and procedures for any request to use Parish 
facilities, costs for rental, and timing required for scheduling and approval.   Note that smoking 
is not allowed in any of the Parish buildings and in consideration of children, OLV maintains a 
peanut-free environment in all facilities. 
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PURPOSE 
  

• Ensure Parish facilities are maintained as Parish resources 
• Outline processes and procedures and identify approval levels and responsibilities for 

use of facilities 
• Avoid scheduling conflicts for Parish facilities 

PROCEDURES 

Requests 
 

• Requests will be honored on a first-come, first-served basis if more than one request is 
made for use of a facility at the same date and time.  In all cases, calendared church and 
school events will take precedence.  The Parish reserves the right to refuse any request 
for an event that is not appropriate for a Church or school facility. 

• All requests for one-time use of facilities should be submitted to the Parish Secretary at 
least two months in advance but no later than one month in advance if all 
documentation requirements can be met two weeks prior to the event.  External 
organizations must have their paperwork and rental fees submitted one month before 
the event. Requests for a regular scheduled use of space must be made not less than 
three months in advance.  All OLV organizations and groups are requested when 
possible to make annual requests for facilities use in March for the following year. 

• Anyone wanting to use Parish property or facility must complete the Event Registration 
Form and review the OLV Event Regulations  External organizations must review OLV 
Event Instructions-External Organizations.  

• The requestor will verify with the Parish Secretary, the School Secretary, or the Parish 
Community Committee Chair that date and space are available before completing an 
Event Registration Form. 

• The Parish Secretary or the School Secretary will provide the required forms, explain 
the necessary procedures, follow up to be sure forms are completed in a timely 
manner, and communicate with the Pastor and the requestor on the status of the 
request.  All requestors must provide two points of contact. 

•  All facility users must complete the following forms. 
o Event Registration Form 
o Building Closing Procedures 

• Facility users may have to complete one or more of the following forms.  The Parish 
Secretary will provide the necessary forms depending on the organization and event. 

o Facility Usage/Indemnity Agreement 
o Unaffiliated Organization Agreement 
o Archdiocese of Washington Application for Special Events Coverage (or provide 

individual insurance certification) 
o Addenda as needed 

• Temporary signage for the event must be approved but is allowed for the date and time 
of the event.  (Also see Parish Communications Policies and Procedures) 

• OLV may not be listed as a sponsor of any external event and the church logo may not 
be used in any event publicity without written permission of the Pastor. 

•  All set up, take down, and clean up is the responsibility of the user. 
• Only Parish tables and chairs and kitchen facilities may be used.  Furniture may be 

rearranged for the event, but it must be replaced to original positions at closing.    
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• All food, serving items, and other equipment/furnishings must be provided by the user 
and deliveries received by authorized event point of contact.   

• If any kitchen equipment is used, all items should be washed, dried and returned to 
original locations.  Tables should be wiped down and floor debris should be picked up 
prior to departure.   

• Lights must be turned off and doors locked at the end of the activity. 
• Trash should be placed in the provided receptacles / recycling bins.  If large kitchen 

trash cans are used, cans should be emptied and full bags should be placed in the 
dumpster behind the buildings off the Whitehaven driveway. 

• Users are responsible for returning the facility to its original condition in accordance 
with the Building Closing Procedures checklist.   

• Parish Secretary will issue a timed key card for the date and time of the event when 
arrangements are finalized.  The key card and completed Building Closing Procedures 
Form should be dropped in the Rectory mailbox at end of the event. 

 Special Event Use by Parishioners 
 

• For use of facilities related to special events, see additional information in Event and 
Activities Policies and Procedures. 

Use by Parishioners for non-OLV events 
 

• Procedures for use of Parish facilities by Parishioners for non-OLV events are the same 
as those for out-of-Parish sponsors. 

Use by Out of Parish Individuals, Groups, Organizations 
 

• OLV supports community activities and may make space available as possible for 
approved community events in accordance with Parish and Archdiocesan guidelines. 
 

FEES 
 
• Deposit of 50 percent of fees is required at time of event approval and full fee payment 

is required by the time of the event. 
• Fees are based on the type of event, facilities used for the event, and duration of the 

event.  Contact the Parish Secretary for facility rental fees.  
• Reduced fees may be applicable for repeated events such as regular meetings or 

rehearsals at the discretion of the Pastor. 
• Other fees: 

o Fees will be charged or an insurance claim filed for the full current value of any 
damaged or missing Parish property after an event. 

 

RESPONSIBILITIES 
 

• Pastor is responsible for approving all events and submitting a confirming email to the 
Parish Secretary so forms can be processed and the event added to the Parish calendar. 

• Requestor is responsible for completing necessary forms and getting approvals before 
publicizing OLV as an event location.   
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• Parish Secretary is responsible for processing all required forms in advance of the 
event and verifying by email to the pastor and requestor that all forms are available 
and space availability is confirmed.  The Parish Secretary will post the event, point of 
contact, and times for the Parish calendar. 

• Physical plant manager is responsible for following up after any event and verifying 
that cleanup and other arrangements for the use of space have been met by initialing 
the building closing procedures form. 

• User agrees to abide by Parish policies and to leave facilities used in “broom clean” 
condition.   

 
See Appendix E – Parish Forms – Event Forms 
 
 
 
 
 

 

PURCHASES AND PAYMENTS 

DESCRIPTION 
  
This policy defines any requests for payment for the purchase of supplies or services and the 
approval process for obtaining items and making purchases.  In addition, this policy reasserts 
that only the Pastor is authorized to enter into contracts with the certifications and 
representations required by the Archdiocese. 

PURPOSE 
  

• Identify approval levels and responsibilities for all purchases and services 
• Outline process for approval of expenditures in advance 
• Eliminate the need for ad hoc approvals and check requests 
• Enable budget forecasting and tracking in support of Parish fiscal year planning 

PROCEDURES 
 
Purchases and Payments 
 

• All committee-related purchases initiated or to be reimbursed must be pre-approved by 
a committee chair if there is an approved budget, or by the Pastor in advance of the 
purchase or financial commitment on behalf of the Parish.  Approval must be in writing 
or by email for any purchase exceeding $250.00.   

• All non-committee related purchases must be pre-approved by the Pastor in advance of 
the purchase or financial commitment on behalf of the Parish.  Approval must be in 
writing or by email for any purchase exceeding $250.00.   

• Requestors will complete the form(s), attach documentation, and indicate form of 
payment.  Where possible, after expense approvals have been obtained, vendors should 
bill the Parish directly for approved expenses.   

• Approvers will initial the check request form and, if appropriate, the Event Registration 
Form and Event Budget Forms and submit it to the Parish Secretary. 



Parish Handbook_vers 2.2/Revised May 2011 Page 54 

 

• Any request for payment should be made at least one week in advance or with 
exception approved by the Pastor.  Checks will be prepared by the Parish accountant or 
Parish Secretary as directed by the Pastor. 

• After check request has been fulfilled, payments will be coded and tracked in 
accordance with Parish-approved committee or Parish budget guidelines and reported 
to the Parish Council on a regular basis. 

Vendor Services 
 

• The Pastor has the authority to decide if a vendor contract is required for specific 
services.  If a contract is required, a draft contract must be sent to the Pastor with a 
copy to the Parish Secretary who will send the service provider the required forms for 
certification required by the Archdiocese.   

• Draft contracts and forms will be submitted to the Archdiocesan office for approval per 
guidelines and confirmation sent to the service provider and requestor.  A draft check 
request will be attached to the confirmation notice for final approval. 

• When that approval is received, the Pastor will approve and sign the contract.  At least 
two business weeks must be allowed for this process to occur. 

• No services will be paid in full before service has been provided but the Pastor may 
negotiate an initial payment as a guarantee. 

RESPONSIBILITIES 
 

• Pastor is responsible for approving expenses and designating funds or accounts for 
transactions. 

• Committee chairs are responsible for processing requests and ensuring that expenses 
are tracked in appropriate fiscal year budgets.  

• Requestor is responsible for completing necessary forms and getting approvals before 
committing the Parish or incurring expenses on behalf of the Parish. 

• Parish Secretary is responsible for referring requests to appropriate resource for 
payment, coding and maintaining records in established Parish financial files, and 
communicating with the requestor and the Pastor on the status of the request. 

 
See Appendix E-Parish Forms 

 


