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St. Francis Xavier (College Church)  

Pastoral Council  Guidelines  
 

Purpose 
 
The St. Francis Xavier parish council, made up of representatives of the parish, meets 
to reflect, deliberate, decide and advise concerning those matters for which it is 
responsible to advance the Mission of the parish and the common good of its members.  
The council, seeking guidance from the Holy Spirit, the Gospel, the Archdiocese, the 
traditions and vision of the Catholic Church and the Society of Jesus, and the gifts and 
insights of this parishôs members, is guided in its work by the following values: 
 

¶ Inclusivity 

¶ Collegiality 

¶ Transparency 

¶ Accountability 
 

MEMBERSHIP OF THE PASTORAL COUNCIL 
 
1. The Pastoral Council is comprised of the pastor, twelve (12) adult parishioners 

active in the parish of which at least two are young adults (between 18 and 35 years 
of age). These are voting members when voting is necessary. The chairpersons of 
all pastoral commissions are also members of the Pastoral Council, but are not 
voting members. 

 
2. When an elected council member resigns, the position remains vacant until the next 

election cycle.  If several resign at the same time, the cycle may be accelerated as 
deemed necessary by the remaining members of the council.  When new members 
are needed, the council appoints a Nominating Committee to procure nominations. A 
committee of the council (Elections Committee) is then appointed to prepare and 
carry out the election using the ordinary time frame as a template. 

 
3. Each new Pastoral Council member signs a Code of Conduct agreement which 

specifies the expected conduct while serving on the Pastoral Council (see Appendix 
A). 

 
4.   The pastor is ex-officio member of the council, with responsibilities accorded to the 

pastor by Canon Law and the particular law of the archdiocese.  The pastor is free 
to delegate to others those things appropriate and permitted to his role. 
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TERMS OF OFFICE AND ELECTIONS 
 
5. Terms of office for members of the Pastoral Council are for three years, with 

eligibility for an additional consecutive term.  Terms are staggered so that 1/3 of the 
non-commission members may be replaced annually.  Commissions are 
encouraged to rotate their chairpersons every two years.  

 
6.  It is preferred that a prospective candidate for Pastoral Council membership be a 

registered member of the parish for a minimum of three (3) years. 
 
7.   New members are oriented to their role by two Pastoral Council members prior to 

their first Council meeting. 
 
8.   The process for acquiring new members for the Pastoral Council is developed by 

the existing Pastoral Council (PC) and is enacted by the PC Elections Committee 
and the PC Nominating Committee. (See: An example of an Election Process to the 
Pastoral Council, Appendix B) 

 
 

OFFICERS OF THE PASTORAL COUNCIL 
 
9.  The officers of the Pastoral Council shall consist of the following:  chairperson,   vice-       

chairperson, and secretary. 

 
10.  When these Guidelines are enacted by consensus of the council, a chairperson, 

vice-chairperson and secretary are elected at that time.  From that point on, 
elections of officers follow the ordinary protocol.  

 
 

ELECTION OF OFFICERS 
 
11. The term of office for the chairperson is two years. The term of office of the vice-

chair is two years.  The secretary is elected to a single two-year term.  
 

12.   A new vice-chairperson is elected to a two-year term from among voting             
members who have completed one year or more of Council membership.  

 
13.  The composition of the council and its officers is announced to the Parish. 

 
 

DUTIES OF THE CHAIRPERSON 
 
14. The chairperson with the pastor and the vice-chairperson  sets the agenda for 

meetings and sees that the agenda and related materials are distributed to 
participants a week in advance of meetings to enable councilors to prepare. The 
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chairperson invites guests, speakers, facilitators, advisors, etc., to attend council 
meetings. 

 
15. The chairperson presides at meetings of the Pastoral Council. 

 
16. The chairperson, representing the Council and/or parish, attends meetings as 

needed, or delegates this role to other councilors. 
 

17. When necessary, the chairperson speaks to the parish concerning the state of the 
parish or other topics. 

 
18. Annually, with the pastor, the chairperson convenes a parish assembly wherein the 

Pastoral Council gives an annual report which includes but is not limited to 
finances, addresses the direction of the parish and its programs, and engages 
parishioners in dialogue. 

 
19. H/she writes or delegates items for the website and bulletin after each meeting of 

the council. 
 

20. With the pastor, presents the annual parish budget to Archdiocesan officials. 
 

 

DUTIES OF THE VICE-CHAIRPERSON 
 
21. The vice-chairperson assists in the preparation of agendas for Pastoral Council 

meetings, and the distribution of related materials, and presides at council meetings 
in the absence of the chairperson.   

 
22. The vice-chairperson may attend meetings in the name of the council and the parish 

as needed, and may work with commissions in the name of the council. 
 

23. Participates in the orientation of new council members. 
 

24. S/he assists as needed to facilitate the work of the council. 
 

25. The vice-chairperson succeeds the chairperson. 
 

 

DUTIES OF THE SECRETARY 
 
26.  The secretary records the proceedings of council meetings, getting these out to 

councilors within a week after a meeting.  H/she retains a file of meeting minutes in 
the Parish Center for safe reference.   

 
27.   The secretary orients her/his successor to assure a smooth transition. 

 
 



 Guidelines for SFX Pastoral Council                   December 2, 2008                                   Page 4 of 27 

 

REMOVAL OF MEMBERS OF THE PASTORAL COUNCIL 
 
28.  Members of the Pastoral Council attend all meetings of the Council unless they are 

excused by the chairperson.  When a member has failed to attend more than two 
successive meetings, s/he is contacted by the chairperson to see if it is no longer 
possible for her/him to serve.   

 
29.  If a member can no longer serve, s/he submits a written letter of resignation to the 

chairperson. The letter is retained in the permanent files of the PC. 
 

30. If s/he indicates that s/he wants to continue as a councilor, but misses two more 
unexcused meetings, s/he is regarded as relinquishing membership.  A letter is sent 
to him/her by the chairperson to that effect, and the position is considered vacant, to 
be filled at the next election.  A copy of the letter is retained in the permanent files of 
the PC. 

 

DECISIONAL PROCESSES 
 

31. Major decisions brought to the Council will ordinarily be decided consensually 
unless time-bound where arriving at consensus would not facilitate a timely 
response, or if a decision needs to be made and the Council is at an impasse.  In 
these cases a vote may be taken to arrive at a decision. 

 
32.  Some decisions, like the change of the parishôs mission, would be done through a 

process of discernment in a reflective atmosphere, led by a skilled facilitator, and 
with consultation of the Commissions, engaging parish membership whether 
generally or in representative bodies. 

 
33. In the case of an impasse between the pastor and the Council, the matter may be 

referred by the pastor and chairperson of the Council to the Archdiocesan mediation 
service for resolution. The decision of the mediator is binding. 

 
 

MEETINGS OF THE PASTORAL COUNCIL 
 
34. The Council meets monthly except during the months of July and August. 

 
35. Special meetings may be called by the chairperson and pastor as needed. 

 
36. Meetings are structured in such a way as to accomplish the Councilôs work as a 

mission-led faith community. 
 

 

DUTIES OF THE PASTORAL COUNCIL 
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37. Serves as a permanent, flexible structure in the parish for constructive dialogue 
among all its members, lay and ordained, to set direction, give guidance, encourage 
and promote ministries and services that arise out of the mission of the parish as a 
center of Catholic life in the Archdiocese of St. Louis. 

 
38. Provides leadership, direction, education, resources and encouragement to the 

pastor, parish staff, commissions, and others as people of faith and disciples of 
Jesus Christ, inspired by our Jesuit heritage in the Catholic tradition. 

 
39. Implements directives of the Archdiocese and its Ordinary. 

 
40. The Parish Council, if deemed necessary, may form an executive committee to 

expedite the ongoing business of the parish, mindful that the executive committee 
guard against usurping the rightful discussion and decision making of the Pastoral 
Council as a whole. 

 
41. Calls forth, recognize, and engage the diverse talents of parish members. 

 
42. Creates structures that secure direction inspired by the parishôs mission. 

 
43. Discourages wasteful, non-transparent, and inefficient practices, remembering that 

the Council and staff are stewards of the contributions of parish members. 
 

44. Assures the fiscal viability of the parish by making sound recommendations to the 
pastor. In May, deliberates on, recommends adjustments, and approves the final 
annual budget. 

 
45. Is familiar with the Archdiocesan personnel policies and pay scales that apply to this 

parish, ensuring just, impartial and equitable practices for all employees of the 
parish.  Requires use of current job descriptions for each employed position and 
dependable lines of accountability and supervision. Members of the Pastoral 
Council participate in the interview process for new professional ministry 
coordinators, but have no authority concerning hiring or terminating employment, 
giving benefits, or applying disciplinary measures. Ensures sound record keeping 
concerning employees and employee performance. 

 
46. Seeks guidance concerning aspects of Canon and civil law that apply to parishes 

and their activities. 
 

47. Requires that all staff, commission and council members working with children are 
properly vetted for their roles, and participate in the training required by the Charter 
for the Protection of Children and Youth as defined by the Archdiocese of St. Louis, 
and that the parish secures permanent records to this effect which are periodically 
updated to register compliance with best practices assuring the safety of children 
and youth. 

 
48. Promotes  

 

¶ Life-long faith and spirituality development for parish members from 
childhood into mature adulthood.  
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¶ Vocational discernment for all states of life. 
 

¶ Vibrant worship events in harmony with liturgical requirements. 
 

¶ A welcoming environment for new members and those searching for 
nourishment in a faith community. 

 

¶ Ecumenical dialogue and forms of joint worship and faith-sharing that 
honor diverse traditions while owning our own. 

 

¶ Particular attention to ministries for families and those least served in our 
community. 

 
49. Recognizes and honors the members of our parish whenever we can for milestones 

in their lives, accomplishments, and distinguished service to the community. 
 

50. Provides for its own ongoing ministry effectiveness as a Pastoral Council by 
bringing in enriching and challenging speakers, or creating opportunities for 
reflection together. 

 
51. Sets its annual calendar, and approves an annual calendar for the parish, including 

its patronal feast. 
 

52. Orients new members to the Pastoral Council. 
 

53. Every three to five years, leads the review of the parish mission statement, 
celebrating and publishing its revision, and encouraging reflection on the mission 
among all ministries. 

 
54. Sees that all pastoral commissions are adequately staffed. 

 
55. The Pastoral Council creates Commissions around aspects of Parish life to  
 

a. Engage interested parishioners more intimately in the ministries of the 
Parish 

b. Call forth and affirm the gifts of parishioners for the common good of the 
Parish and in particular the concerns of the ministry(s) 

c. Assist staff in the accomplishment of their ministry related duties 
d. Help give direction and plan for their areas of concern in harmony with the 

directions and goals of the Pastoral Council. 
e. With the respective staff members, set policy and establish guidelines for 

the ministry; assists in setting annual goals and objectives 
f. Commissions serve as advisory and visioning bodies, making 

recommendations to staff and/or Council concerning the ministry. 
g. Help evaluate the effectiveness of goals, objectives, plans and activities 
h. Help discover resources to advance the ministry 
i. Engage others in sustaining and developing the efforts of the ministry 
j. Educate parish members concerning the ministry 
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k. Deepen their personal understanding and engagement in the ministry 
through educational and experiential activities 

l. Communicate with the Parish on behalf of the ministry 
m. Pray for the ministry, the staff person, and members of our Parish. 

 
The Commissions of St. Francis Xavier parish are as follows: 

 

¶ Liturgy Commission 
Á Faith Formation Commissions (including Adult and Childrenôs Faith 

Formation) 
Á Parish Life/Stewardship Commission 
Á Social Ministry Commission 
Á Development Commission 
Á Finance Commission 
Á Facilities Commission 

MEMBERSHIP ON COMMISSIONS 
 
56. Parishioners committed to the Mission of the Parish, with a desire to serve, interest 

in and a commitment to the ministries of the Commissions can become members. A 
commission member:  

 
a. Has time to give to the effort and can attend regularly scheduled meetings. 
b. Is open, encouraging, creative, supportive, positive, forward looking and 

developmental in outlook 
c. Can work effectively with others, bringing a non-judgmental attitude to the 

work 
d.  Supportive of the efforts of the staff and willing to contribute to the 

development of the ministry 
e. Has worked in the area of ministry 
f. Has leadership qualities for the ministry 
g. Is willing to learn, to become knowledgeable of the content of the 

ministries involved. 
h. Maintains confidentiality concerning sensitive and privileged information 

 
57. Commissioners are appointed by the Pastoral Council to two year terms and may 

be reappointed on the recommendation of the chair of the Commission and pastoral 
staff members who are part of the Commission. 

 
58. Parish staff members whose ministries are part of the purview of the Commission 

are ex-officio members of the Commissions. 
 

59. Excluding staff members, the maximum recommended number of members of a 
Commission is twelve(12).  The minimum recommended number is six(6). 

 
60. Commissions meet a minimum of four (4) times per year. 

 
61. Commissions choose a chairperson and vice-chairperson who can help the 

Commission move its ministries forward in light of the Parish Mission and the 
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Directions set by the Pastoral Council.  Commissions select a secretary for a one 
year term, renewable. 

 
62. Chairpersons and vice-chairpersons are elected for two year terms, renewable. The 

vice-chairperson acts for the chair when h/she is not able to perform his/her duties, 
helps plan and implement meeting agendas, and performs other duties as may be 
assigned by the chairperson. 

 
63. The chairperson and respective pastoral staff members work closely together. 

Together they set the agenda for Commission meetings. 
 

64. Chairpersons attend Pastoral Council meetings on behalf of their Commissions. 
 

65. Chairpersons of Commissions provide minutes of their meetings to the chairperson 
of the Pastoral Council one week prior to the meeting of the Pastoral Council.
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COMMISSIONS OF THE PASTORAL COUNCIL 
 

Faith Formation Commissions  
 
In the area of Faith Formation, there are two Commissions:  one whose focus is on the 
faith formation of children and youth through completion of High School, and the other 
whose focus is adult faith formation post-high school to mature adulthood. 
 

PURPOSE 

 
The overall purpose of Faith Formation Commissions is to help the parish as a whole 
understand that it is responsible for promoting the educational mission of the Church for 
all its members. Likewise, it helps the faith community appreciate that deepening oneôs 
faith, oneôs relationship with God in whom we live and have our being, and our 
relationship with one another as brothers and sisters in Christ, is a life-long 
commitment. It helps members of the faith community deepen understanding that the 
call of the Gospel is a life-long process that must be nourished just like one nourishes 
oneôs profession and other significant life-relationships. 
 
The Faith Formation Commission develops, promotes, and evaluates the parishôs 
educational directions and programs so that they conform to best practices in Faith 
Formation Ministry, and respond as best we can to the expressed desires of adult 
parishioners, and utilize developmentally appropriate approaches for children and 
youth. 
 
In cooperation with the pastor, the parish Pastoral Council, and other parish, 
archdiocesan, and other professionals in education, spirituality, catechesis, scripture 
study, and evangelization, the Faith Formation Commission sets policy and guides 
direction concerning education and faith formation of children, youth and adults at SFX. 

Attributes for Members  of the Faith Formation Commission for Children and 
Youth  

 

¶ Is committed to the teaching/educational Mission of the parish 

¶ Supportive of the efforts of the Faith Formation staff and willing to contribute to 
the development of the ministry 

¶ Is experienced in faith formation for children, youth; has a working knowledge of 
the methods and directions of the Atrium program  

¶ Has participated in working with children, youth  

¶ Is committed to attend regular Commission meetings 

¶ Embraces the work and willing to give the time required to work on issues. 

¶ Can work with parents 

¶ Is willing to broaden his/her understanding of the components of faith formation 
in parishes, and our parish in particular. 

¶ Can work effectively with others for the good of the Parish and its Mission 
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¶ Maintains confidentiality concerning sensitive information. 

Tasks of the Faith Formation Commission for Children and Youth  

 

¶ Helps clearly identify the parishôs educational needs, with the staff prioritizes 
these, and sets realistic yet creative goals and objectives to address them.  

¶ Identifies the strengths of the parishôs faith formation ministry, and areas in need 
of greater development, including ongoing updating and preparation of teachers. 

¶ Regularly evaluates programs to see that their design meets the need, that they 
are conducted efficiently, and that they are engaging and benefiting the 
participants. 

¶ Makes recommendations to the Faith Formation staffs and the Pastoral Council 
concerning the educational ministry of the parish. 

¶ Is particularly mindful in planning to engage the entire family, and in conjunction 
with the Liturgy Commission to create opportunities for families to express their 
faith in participative ways in worship. 

¶ With the staff, determines policies and procedures that promote life-long learning 
and faith formation in the parish community. 

¶ Helps staff coordinate parish faith formation activities. 

¶ Supports parish educational programs. 

¶ Conducts an Annual Speakerôs Program for family faith formation. 

¶ Helps staff budget for educational needs and resources, recommending budget 
to the Finance Commission. 

¶ Orients new members of the Faith Formation Commission. 

¶ Participates in educational opportunities to enhance skills brought to this ministry. 

¶ Helps research grants that may underwrite educational activities. 

¶ May speak to the Parish concerning faith formation issues. 

¶ Establishes ad hoc committees to help accomplish tasks in a timely way. 

¶ Chairperson of this commission participates in Pastoral Council Meetings on 
behalf of the Commission in light of the parish Mission. 

 

Role of the Staff in Faith Formation for Children  

 

¶ Supplies the Commission with current and accurate data needed for the 
commissioners to exercise their function. 

¶ Invites participation of parents to contribute to the development of Faith 
Formation ministry. 

¶ Registers parents as parish members; collects contributions for programs and 
materials according to tiered schedule. 

¶ Works with chairperson of the Commission concerning the annual parish Faith 
Formation calendar, and Commission meetings. 

¶ Supplies budgetary information to the Commission 

¶ Seeks advice from the Commission concerning direction and program 
development.  

¶ Works with the commission to develop policies and procedures to govern the 
work of Faith Formation for children through high school. 
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¶ Works with the Commission to provide in-service training and updating to the 
staff and volunteers. 

¶ Engages parents in creating learning environments and activities for children and 
youth.  

¶ Guides the preparation of children and youth to receive the Sacraments. 

¶ Creates opportunities for parents, children, youth, and adults to learn to pray in a 
variety of ways and to widen their images of God. Guides the development of 
appropriate worship activities. 

¶ Guides the formation of retreats 

¶ Guides participation of young people in worship activities 

¶ Encourages discernment of life directions. 

¶ Attends Commission meetings 

¶ Maintains professional confidentiality concerning the matters to which s/he and 
the Commission are privileged. 

¶ Meets all timelines  

¶ Guides keeping of records and the development of teaching materials.  

¶ Adheres to the annual budget.  Raises funds for activities outside the scope of 
the approved budget. 

¶ Prepares reports for the Archdiocese and parish as required. 

¶ Meets as needed with Archdiocesan officers and others on behalf of the Parish. 

¶ Keeps a record of all faith formation activities so there is a reliable history. 

¶ Secures the safety of children in parishôs programs. 

¶ Provides Archdiocesan training for adults who will be working with children. 

¶ Serves as a resource to the pastoral staff, Pastoral Council, and Faith Formation 
Commission 

¶ Is accountable to the pastor, and responsible to collaborate collegially with 
pastoral staff colleagues, Faith Formation Commissioners, Pastoral Council and 
persons to whom s/he represents the parish, its processes and its Mission. 

 

Faith Formation Commission for Adults  ɀ Draft (this document is in work)  
 

Attribute s Shared Among Members  

 

¶ Is committed to the teaching/educational Mission of the parish 

¶ Supportive of the efforts of the Faith Formation staff and willing to contribute to 
the development of the ministry for adults 

¶ Is experienced in issues of adult faith formation and spirituality 

¶ Has participated in working with adult searchers  

¶ Is willing to broaden his/her understanding of the components of faith formation 
and adult spirituality  
 
 

Tasks of the Faith Formation Commission for Adults  

 

¶ Supports parish educational programs. 
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¶ Helps clearly identify the parishôs educational needs, with the staff prioritizes 
these, and sets realistic yet creative goals and objectives to address them.  

¶ Identifies the strengths of the parishôs faith formation ministry, and areas in need 
of greater development. 

¶ Regularly evaluates programs to see that their design meets the need, that they 
are conducted efficiently, and that they are engaging and benefiting the 
participants. 

¶ Makes recommendations to the Faith Formation staffs and the Pastoral Council 
concerning the educational ministry of the parish. 

¶ Is particularly mindful in planning to widen the circles of people wanting to 
contribute to adult faith formation and spirituality. 

¶ With the staff, determines policies and procedures that promote life-long learning 
and faith formation in the parish community. 

¶ Helps staff coordinate parish faith formation activities. 

¶ Conducts an Annual Speakerôs Program for adult faith and spirituality formation. 

¶ Helps staff budget for educational needs and resources, recommending budget 
to the Finance Commission. 

¶ Orients new members of the Adult Faith Formation Commission. 

¶ Participates in educational opportunities to enhance skills brought to this ministry. 

¶ Helps research grants that may underwrite educational activities. 

¶ May speak to the Parish concerning faith formation issues. 

¶ Establishes ad hoc committees to help accomplish tasks in a timely way. 

¶ Chairperson of this commission participates in Pastoral Council Meetings on 
behalf of the Commission in light of the parish Mission. 

 

Role of the Adult Faith Formation Staff  

 

¶ Supplies the Commission with current and accurate data needed for the 
commissioners to exercise their function. 

¶ Invites participation of adult parishioners to contribute to the development  
Adult Faith Formation ministry. 

¶ Registers adults as parish members; collects contributions for programs and 
materials. 

¶ Works with chairperson of the Commission concerning the annual parish Faith 
Formation calendar, and Commission meetings. 

¶ Supplies- budgetary information to the Commission 

¶ Seeks advice from the Commission concerning direction and program 
development.  

¶ Works with the commission to develop policies and procedures to govern the 
work of Faith Formation. 

¶ Works with the Commission to provide in-service to the staff and volunteers. 

¶ Engages others in creating adult learning environments and opportunities for 
reflection.  

¶ Creates opportunities for adults to learn to pray in a variety of ways and to widen 
their images of God. Guides the development of appropriate worship activities. 

¶ Encourages Scripture Study and reflection activities. 

¶ Guides the recruitment  and training for RCIA volunteers 
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¶ Guides the formation of retreats 

¶ Recommends spiritual directors 

¶ Encourages discernment of life directions. 

¶ Attends Commission meetings 

¶ Maintains professional confidentiality concerning the matters to which s/he and 
the Commission are privileged. 

¶ Meets all timelines  

¶ Adheres to the annual budget.  Raises funds for activities outside the scope of 
the approved budget. 

¶ Prepares reports for the Archdiocese and parish as required. 

¶ Meets as needed with Archdiocesan officers and others on behalf of the Parish. 

¶ Keeps a record of all faith formation activities so there is a reliable history. 

¶ Serves as a resource to the pastoral staff, Pastoral Council, and Adult Faith 
Formation Commission 

¶ Is accountable to the pastor, and responsible to collaborate collegially with 
pastoral staff colleagues, Faith Formation Commissioners, Pastoral Council and 
persons to whom s/he represents the parish, its processes and its Mission. 
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Finance Commission 

 

Overview 

 
Canon 537 of the revised Code of Canon Law states: ñeach parish is to have a finance 
council which is regulated by universal law as well as by norms issued by the diocesan 
bishop; in this council the Christian faithful, selected according to the same norms, aid 
the pastor in the administration of parish goods with due regard for the prescription of 
Can. 532.ò  The pastorôs rights and duties as set forth in Canon 532 are to be observed, 
namely: ñThe pastor represents the parish in all juridic affairs in accord with the norm of 
law; he is to see to it that the goods of the parish are administered in accord with 
Canons 1281-1288.ò 
 

Attribu tes Shared Among Members the Finance Commission  

 

¶ Is committed to the Mission of Saint Francis Xavier parish. 

¶ Has experience in financial management and/or accounting for profit or non-profit 
enterprises. 

¶ Has background/skills in any of the following areas: general contractor, 
bookkeeping, accounting and/or general/non-profit/faith-based organizational 
financial management. 

¶ Is willing to commit time required to work on issues. 

¶ Is willing to broaden his/her understanding of the components of parish financial 
management. 

¶ Can work effectively with others for the good of the Parish and its Mission. 

¶ Maintains confidentiality concerning sensitive information. 
 

Tasks of the Finance Commission  

 

¶ With the pastor, and Business Manager, develops annual budget. 

¶ Serves on the board for a minimum of 2 years with the option to extend one 
additional year. 

¶ Reviews and monitors quarterly and annual financial reports,  in light of the 
budget and anticipated revenues and expenses; makes appropriate 
recommendations to the pastor and the Pastoral Council for the fiscal health of 
the parish based on financial reports.  

¶ Works with the Stewardship Commission in providing parishioners an opportunity 
to share time, talent, and treasure to serve the mission of Saint Francis Xavier 
parish. 

¶ Works with the Development Commission in developing fund raising projection 
analysis (cost of program and benefits obtained). 

¶ Identifies and prioritizes maintenance items as defined by maintenance 
personnel. 
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¶ Periodically evaluates the functioning of the Finance Commission itself, as well 
as the various aspects of parish life with an eye toward planning for the future.  
This evaluation should include sources of money and how it is spent.  The figures 
in the financial report reflect how the parish understands its mission. 

¶ Prepares communications to the parish, such as weekly bulletin performance 
reports and annual budget and actual performance 

¶ Reviews year-end contribution statements to parishioners 

¶ Writes necessary specifications for desired repairs and reviews a minimum of 
three contractorsô firm quotes, 

¶ Provides guidance to the Business Manager in developing good fiscal processes, 
the development of internal controls, accountability mechanisms, and policy 
pertaining to bookkeeping and parish investment practices. 

¶ Facilitates a financial audit (books and processes) to ensure compliance with 
Canon 537 and ñnorms issued by the diocesan bishopò. 

¶ Orients new members of the Finance Commission 

¶ Reviews and approves all banking arrangements, capital expenditures and long-
term contracts. 

¶ Participates in educational opportunities to enhance skills brought to this ministry. 

¶ Assists the Business Manager in investment directions, weekly giving programs, 
e.g. direct deposit, credit card giving, etc.   

¶ Periodically speaks to the Parish concerning financial issues. 

¶ Establishes ad hoc committees to help accomplish tasks in a timely way. 
 

Role of the Finance Commission Chairperson  

 

¶ With the commission members, develops the agenda for each meeting 

¶ With the Business Manager approves the recommended annual budget and 
periodic updates 

¶ Periodically speaks to the Parish concerning financial issues. 

¶ Participates in Pastoral Council Meetings on behalf of the Commission in light of 
the parish Mission. 

¶ Serves for a two-year term and is selected by the other Commission members. 
 

Role of the Parish Business Manager  

 

¶ Supplies the Commission with current and accurate data needed for the 
commissioners to exercise their function.  Prepares reports for the Archdiocese 
and parish as required. 

¶ Works with chairperson of the Commission concerning the annual parish 
budgeting calendar, and Commission meetings. 

¶ Prepares pre-budget processes, forms and data to give to ministry coordinators. 

¶ Collates and prepares the budgets submitted by each ministry coordinator or 
director for presentation to the pastor and Finance Commission . 

¶ Tracks budgeting for the Pastoral Council and gives each ministry coordinator a 
monthly printout of their year-to-date expenditures. 

¶ Attends Finance Commission meetings. 
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¶ Maintains professional confidentiality concerning the matters to which s/he and 
the Commission are privileged. 

¶ Provides in-services regarding budgeting processes for various ministries as 
needed. 

¶ Sets up and supervises reliable and safe procedures for counting collections and 
donations, recording monies received, keeping separate accounts for various 
approved purposes, and for the proper controls of all books and deposits.  

¶ Manages parish petty cash disbursements. 

¶ Maintains contracts for fee-for-services arrangements.  Provides vehicle for 
ministry coordinators to solicit and obtain budgeted money that creates a paper 
trail. 

¶ Maintains tax records, pays taxes in a timely way, and provides tax information to 
employees and parishioners. 

¶ Meets as needed with archdiocesan officers and others on behalf of the Parish. 

¶ Keeps a record of all parish transactions so that there is a reliable paper trail. 

¶ Manages parish insurance policies. 

¶ Maintains an archive of financial records for 7 years and permanent personnel 
records, time sheets, etc. Provides for the confidential destruction of expired 
financial records. 

¶ Keeps up to date written policies concerning the Finance function of the parish, 
and all parish wide policies with financial implications. 

¶ Serves as a resource to the pastoral staff, Pastoral Council, and Finance 
Commission. 

¶ Serves on the Finance Commission and the Parish Pastoral Council 

¶ Provides financial information for the Parish Bulletin 

¶ Is accountable to the pastor, and responsible to collaborate congenially with 
pastoral staff colleagues, Finance Commissioners, Pastoral Council and persons 
to whom he represents the parish, its processes and its Mission 

 

Finance Commission  

 
Members of the Finance Commission are as follows: 

¶ Parish Business Manager 

¶ Pastor 

¶ 5 to 7 members of the parish community (one such member acting as the 
Finance Commission Chairperson) 
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LITURGY COMMISSION ɀ Draft  (this is in work)    

 

Purpose 

 
The Liturgy Commission plans and provides for vibrant and nourishing worship 
opportunities for the faith community in ways that engage a growing circle of 
participants, their gifts and abilities.  The focus is worship of the gathered community, 
united in Christ, in ways that broaden and deepen participation in sacred rites, inspired 
and led by the Churchôs calendar, the traditions of this faith community, and the 
guidance of the Church. 
 
 

Qualifications for Liturgy Commission Membership:  

 

Tasks of the Liturgy Commission  

 
 

 Role of the Worship Staff Person   

 
                                                                                                                                                      

Liturgy Commission  

Priest 
Liturgy Staff Person 

Chairs of: 
Eucharistic Ministers Committee 
Welcoming Committee 
Lector Committee 
Acolyte Committee 
Music Ministry Committee 
Arts and Environment Committee 
Dance Ministry 
Sacristan 
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SOCIAL MINISTRY COMMISSION 
 

Purpose  

       
ñOut of a long history of spiritual leadership from the Society of Jesus, we are 
challenged with the Gospel values of love, compassion, and social justice.ò 
        The Social Ministry Commission initiates, plans, and coordinates programs to 
create awareness and opportunities to serve the reign of God through: 

1.  Advocates for just and compassionate systems in place of those that degrade 

and marginalize.                                  

2. Direct service to those in need where adequate services are not provided 

enabling our parish members to engage and learn from the marginalized. 

3. Formation of our parish members in social justice values integral to our Faith. 

 

Attributes for Candidates for All Commissions:  

¶ Committed to the Mission of the parish 

¶ Supportive of the efforts of the staff and willing to contribute to the development 
of the ministry 

¶ Has worked or is interested in the area of the ministry 

¶ Able to participate regularly in commission meetings 

¶ Embraces the work and is willing to give the time required to work on issues 

¶ Can work effectively with others 

¶ Is willing to learn 

¶ Able to maintain confidentiality concerning sensitive or privileged information 

 

Membership on all Commissions  

 

¶ Excluding staff members, the maximum recommended number of members for a 
Commission is twelve (12).  The minimum recommended number is six (6). 

¶ Commissions chose a chairperson and vice-chairperson who can help the 
Commission move its ministries forward in light of the Parish Mission and the 
directions set by the Pastoral Council.   Commissions select a secretary for a one 
year term, renewable.  

¶ Chairpersons and vice-persons are elected for two year terms, renewable.  The 
Vice-chairperson acts for the chair when he/she is not able to perform his/her 
duties as may be assigned by the chair person. 

¶ The chairperson and respective pastoral staff members work close together.  
Together they set agenda for Commission meetings. 

¶ Chairpersons attend Pastoral Council meetings on behalf of their Commissions. 

¶ Commissions serve as advisory and visioning bodies, making recommendations 
to staff and/or Council concerning the ministry. 
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  Qualifications for Social Minis try Commission Members  

¶ Interest in social justice and  ministry fundamental to building the reign of God 

¶ Conviction that we are called to serve through actions for justice 

¶ Has some knowledge, experience in social ministry, or is willing to learn about 

our Catholic tradition of social teaching and the social issues that relate to our 

local community, nation and world. 

¶ Is open and non-judgmental 

¶ Has leadership potential 

¶ Is willing to serve 

¶ Is able to attend  monthly meetings 

 

   Tasks of the Social ministry C ommission  

¶  Educates and assists the Pastoral Council in the assessment and evaluation of 

our parish vision and mission for social ministry at College Church by means of 

monthly reports (minutes), annual evaluations, and attendance by the 

commission chairperson at Pastoral Council meetings. 

¶ Led by our parish Mission statement and the vision of the Gospels, initiates and 

develops programs and opportunities that address some of societyôs unmet and 

pressing needs in our local and larger setting. 

¶ Provides forums and support for parish-wide and volunteer reflection and 

discernment on the value-based components of social ministry and the gospel 

messages from which they are derived. 

¶ Advises the Director of Social ministry, recommending policy and procedures for 

ministry effectiveness. 

¶ Helps construct the annual budget, aware of the total needs of the parish 

¶ Helps secure other sources of funding for social ministry activities 

¶ Joins others of like values to advocate for social change.  Leads parish support 

for advocacy actions  

¶ Recommends new members for the Commission  

¶ Orients new members for Commission service 

¶ Selects a chairperson, vice-chairperson and secretary 

¶ Appoints sub-committees and task forces as needed to be effective. 

¶ Chairperson (or when not available vice-chairperson) of this commission 

participates in Pastoral Council meetings on behalf of the Commission 

 Role of the Social Ministry  Director  

 
General Description:  Facilitates connections between the needs of individuals, the 
parish and the community with those who can be of service whether professionals or 
volunteers; animates the parish to fulfill the churchôs mission of justice and reconciliation 
through an organized response to societal needs.   Coordinates a program containing 
direct service, education, and advocacy aspects of social ministry as determined 
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through assessment of needs and in collaboration with parish leadership.                                      
In collaboration with the Social Ministry Commission and other parish groups who all 
share responsibility for the social justice mission of the church, the Director is 
responsible for: 
 
Coordination and Administration 

¶  The director serves as a member of the parish Staff and as the administrative 

liaison to groups and committees that assist in carrying out the mission of social 

ministry through Social Ministry Commission and other active parish 

groups/committees:   Advocacy Committee, Sister Parish and Fair Trade 

Committees, JustFAITH, SLUôs Service and Justice Fellowship Committee, and 

the Outreach Program. 

¶ Identifies and prioritizes the need for social services within the parish community, 

neighboring community, maintains contact with peers in local churches and 

social services agencies. 

¶ In coordination with Social ministry Commission, convenes the community to 

identify social needs and unjust social systems. 

¶ Initiates and assists with fund-raising efforts and grant proposal that support 

social ministry projects. 

¶ Organizes individuals and community to respond to identified needs and unjust 

social systems. 

¶ Develops promotional material regarding social ministry and services 

Direct Service 

¶ Provides information, referrals and advisement services. 

¶  Acts as an advocate with public agencies to obtain benefits and services for 

clients. 

¶  Is actively involved in networking with church, civic, state, ecumenical groups 

and individuals to obtain needed services. 

¶ Proves resources and referral information for emergency assistance in service 

areas such as: identify documents (Mo state IDSs and birth certificates), food, 

shelter, clothing etc. 

Advocacy 

¶ Promotes networking and services as liaison to and collaborates with civic 

community service, ecumenical and legislative groups and other religious 

associations to lobby for social change. 

¶ Helps raise social awareness of parish-at-large, neighborhood and the broader 

community; encourages parishioners to serve as advocates and companions 

with those in need 

¶ Supports Advocacy Committee meetings and parish events related to social 

justice. 
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Role of the Social Ministry Director in Relation to the Social Ministry 
Commission  

¶ Director of Social ministry provides current and accurate social ministry data to 

commission members as needed  

¶ In consultation with the Commission members, identifies and prioritizes social 

ministry needs; together with the Commission members develops a Social 

Ministry Plan that is reviewed and evaluated by them on an annual basis and 

submitted to the Pastoral Council 

¶ Compiles and submits an annual report for review and approval by Commission 

members and by finance commission prior to submission to the Pastoral Council 

¶ Provides input to the Commission Chairperson for Commission meeting 

agendas. 

¶ Copies Commission Chairperson the minutes of all social ministry related 

committee meetings. 

Role of the Social Ministry Commission Chairperson  

¶ Develops Commission meeting agenda with input from the Director of Social 

Ministry and Commission members 

¶ Receives and reviews the minutes of all social ministry related meetings prior to 

Commission meetings. 

¶ In consultation with the Director of Social Ministry and Commission members 

identifies and prioritizes social ministry needs; together with Commission 

members annually review and evaluates the Social Ministry plan. 

¶ Submits the minutes of the Social Ministry Commission meetings to the Pastoral 

Council at least one week prior to Pastoral Council meeting 

¶ Attends the Pastoral Council meetings as a non-voting member.  Sends another 

member (Vice-Chairman) when unable to attend. 
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Appendix A:  

Code of Conduct and Confidentiality  

 
For the 

Saint Francis Xavier Pastoral Council and Commission Participation 
 

It shall be the obligation of the Pastoral Council and its sub-commissions to subscribe to 
the following: 
 

While serving and thereafter, Members shall keep confidential all matters of 
record or reference, whether or not communicated or discussed in meetings or 
among those serving, until such time as such maters are officially publicized.  
Trust, sensitivity and candor shall be observed. 
 
Members shall always speak and act, inside and outside of the Pastoral Council 
or its sub-commission meetings, in a manner supportive of the Saint Francis 
Xavier Parish (Parish).  While honest and healthy reflection is respected, 
comments of derision or embarrassment to the Parish or members thereof shall 
be avoided. 
 
Members shall avoid conflict of interest, or the appearance of conflict of interest 
with the Parish.  Any business or transaction with the Parish, in excess of five 
thousand dollars ($5,000), in which a Member shall have a beneficial interest, 
whether between a Member of a Memberôs business (defined as ownership of 
over 5% of the entity by a Member or Memberôs family, the fourth degree of 
consanguinity or affinity) and known to the Member prior to entering said 
business transaction shall be made known to the Pastor and the Pastoral Council 
Chair.  Any business engagement resultant from prior competitive bidding or 
qualifying Requests for Proposal, secured by the best acceptable bid with at least 
two other competitive entities bidding shall not require prior disclosure.  Any such 
transaction or series of transactions accumulating in excess of five thousand 
dollars ($5,000) in any one year shall be reported by the Member to the Pastor 
and the Finance Commission prior to March 1 of the following calendar year.  
The Monetary limitation shall be established periodically by the Finance 
Commission. 
 

IN WITNESS THEREOF, on the _______ day of ___________, 20__ the 
Reverend__________________, Pastor of Saint Francis Xavier Parish, has 
promulgated the foregoing Code of Conduct and Confidentiality which shall be adopted 
and subscribed to by the members of the Saint Francis Xavier Pastoral Council and its 
sub-commissions 
 
_________________________________ 
 
Saint Francis Xavier Parish 
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Adoption Agreement  

 
Code of Conduct and Confidentiality 

Saint Francis Xavier Pastoral Council and sub-commissions 
 

The undersigned Member of the (enter Pastoral Council or appropriate sub-

commission), hereby agrees to be bound by the Code of Conduct and Confidentiality as 

adopted by the Saint Francis Xavier Parish as part of the Pastoral Council Guidelines 

on the ______ day of _____________________, 200_, and all amendments thereto 

and agrees to honor said Code, its amendments and all Parish guidelines presented in 

the Pastor Council Guidelines and guidelines of the applicable sub-commission adopted 

in promulgation and modification thereof. 

 

IN WITNESS THEREOF, the undersigned has set his or her hand in acknowledgement 

and agreement of on this ______ day of ____________________, 20__. 

 

_______________________________ 
Signature 

 

_______________________________ 
Printed Name 
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Appendix B 
 

Election Process to the Pastoral Council . 

 
In August, candidates are drawn from the parish community as nominees for open 
Council positions after the PC has identified specific skill or experience sets that might 
be particularly helpful and made this known to the parish. Surfacing of candidates may 
happen by nomination by parishioners, self-nomination, or nomination by the present 
Council members. Candidates must be at least 18 years of age and active in the parish. 
 
Nominees are consulted by designated Pastoral Council members (the election 
committee) concerning their willingness and ability to give time to the work of the 
Pastoral Council.  Those who decline nomination are removed.   

 
On the first Sunday in September new members of the Pastoral Council are selected by 
a drawing.  The number of names drawn by the pastor will correspond to the number of 
Council vacancies.  
 
New Council members will be commissioned by the pastor and the remaining Pastoral 
Council members at a Eucharist within the following two weeks, and will then take their 
place in the Council in service to the faith community beginning with the October 
Pastoral Council meeting.   
 


