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December, 2009

All Ministers to the Youth of the Diocese:

On countless occasions Pope Benedict XVI has spoken with affection about the value
and importance of youth within the Church. They are fo be nurtured and nourished as
they experience the joys and sorrows of living. They are fo be strengthened and
supported as they confront the challenges that are integral to contemporary society.
They are to be enlightened regarding the vision, values and virtues proclaimed and
lived by Jesus.

Ministry to youth is an essential dimension of the Church's mission. Those who serve
selflessly as authentic witnesses to youth fulfill a truly valuable role in the lives of young
people.

| welcome the opportunity of promulgating the Youth and Catechetical Ministry
Handbook. Itis arich resource that addresses the vital areas of ministry to youth; the
creation of safe and secure environment; and the formation of the ministers as persons
called to teach the Good News to all.

May God bless and be with all who minister to young people within our diocese.
Sincerely yours,

%L;Df Ul e e

Most Rev. David llhauer

Bishop of Victoria

e ——
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RENEWING THE VISION:
A FRAMEWORK FOR CATHOLIC YOUTH MINISTRY

The Youth Mirstry Leader (Director/Coordinator of Youth Ministry) is called to implement the three essential
32K t&a 2F GKS [/ KdzZNODKQ& YA RénéwindltBe Visigr{Natiohal CéhierérBe/ofl & >
Catholic Bishops, 1997):

A To empower young people live as disciples of Jesus Christ in our world today.

A To draw young people to responsible participation in the life, mission and work of the Catholic
faith community.
A To foster the total personal and spiritual growth of each young person.

VISION

TheOffice of Youth Ministry provides an integrated vision of Church expressed through the following
aspects of ministry with adolescents:

¢ Developmentally Appropriate

e  Family Friendly

e Intergenerational

e Multicultural

e  Communitywide Collaboration

e Leadersip

e Flexible and Adaptable Programming

e ——
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COMPREHENSIVE YOUTH MINISTRY

During the adolescent period of transition from childhood to adulthood, adolescents benefit from support
systems that encourage and challenge them. Youth Ministry seeks to draw yoopig jo&to the supportive
experience of a Catholic Community.

Renewing the Vision identifies eight components of youth ministry: Advocacy, Catechesis, Community Life,
Evangelization, Justice & Service, Leadership Development, Pastoral Care, and Prajashipd

Comprehensive youth ministry provides an approach that integrates the eight components into a framework of
support, while encouraging creativity in developing programs, activities, and strategies.

NOTE: For the purposes of this document an astaat is considered to be an individual attending grade 6
through 12, approximately 11 through 18 yearfsage.

Reminder: Individuals who have attained the age of 18 are legally adults.

RELATIONSHIP WITH NATIONAL AND REGIONAL LEADERSHIP

The Office olfouth Ministry (OYM) staff participates in networking, planning and advocacy on the regional and
national levels. Our diocese is represented at semiannual meetings of diocesan youth ministries from Region 1
which includes Arkansas, Oklahoma, and Texas.

The diocese is also a member of the National Federation for Catholic Youth Ministry (NFCYM). The staff of the
OYM participates in the annual meetings of the NFCYM, and contributes to committee work that guides the
youth ministry agenda on a national level.

NATIONAL CERTIFICATION STANDARDS FOR
LAY ECCLESIAL MINISTERS

The revised Code of Canon Law states that lay persons who devote themselves to special service in the Churd
are” obliged to acquire appropriate formation required to fulfill their functioroperly and to carry out this
function conscientiously, eagerly, and diligefitly(Canon 213)

In April, 2003 the National Federation for Catholic Youth Ministry (NFCYM), the National Association for Lay
Ministry (NALM), and the National Conference for Clagdical Leadership (NCCL) jointly approved certification
standards and core and specialized competencies for the ministerial roles represented by the orgahizations
Youth Ministry Leaders, catechetical leaders, pastoral associates, and parish life caosdinbé National
Certification Standards for Lay Ecclesial Ministers defines broad areas of ministerial competence as the norms
GKAOK Yy AYRAGARIZA £ Q4 YAYAAGSNRAIE O2YLISGSYOS Y&
competencies that elineate specific knowledge, skills, abilities, attitudes, values, and/or traits required to fulfill
certification standards; and specialized competencies expressed distinctly within the context of youth ministry.

Reference:Workers in the Vineyattief ordA Resource for Guiding the Development of Lay EccledialitdthiStages Conference of Catholic
Bishops, 2005

Office of Youth and Young Adult Ministry
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YOUTH MINISTRY LEADER QUALIFICATIONS

A Youth Ministry Leader is anyone who serves in any of the following capacities witliliotese of Victoria:

1. Director/Coordinator of Youth Ministry
2. Assistant Director/Coordinator of Youth Ministry

The Office of Youth Ministry requires the following for all Youth Ministry Leaders.

An active Catholic in good standing with ther€huwvith no impediment to full communion.
An active and visible member of a parish community.
A person who is knowledgeable in regards to Catholic teaching and morality.
A person of deep faith and prayer.
A person of good character, tgption, and record.
A person called to ministry with an understanding of vocation.
o) I LISNE2Y 6A0GK @g2NJAy3 1y26ftSR3IS 2F (KS a4
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A person with a commitment to continuing professional and ministerial formation.
9. A person who is skilled in human resource management and is willing to enable youth and adults to
manage resources in order to achieve an effective intégmeof all dimensions of youth ministry.
10. A person who understands and can apply the principles and foundations of youth ministry.
11. A person who believes in, and continues to study, understand, and apply Catholic theology as the
core of his/her mirstry.
12. A person able to provide formation adapted to meet specific individual needs so that the spiritual
growth and community involvement of the young person is both encouraged and enriched

according to his/her abilities.
(Reference: Pastoral Statentaf U.S. Catholic Bishops on People with Disabilities (1978) and NCCB Guidelines for the Celebration of
the Sacraments with Persons with Disabilities (1995).

13. A person who possesses effective leadership, communication, and interpersonal skills.

14. A mrson who is creative, seffiotivated, and full of the joy of the Lord.

15. A person who is willing to deal with the absurdities of youth ministry (long weekends, late nights,
etc).

16. Complete a Background check and be granted approval in general arliasr in accordance with
the policies of the Diocese of Victoria. Complete the Safe Environment training within 90 days of
the start of any work in the area of youth ministry unless parish norms require training sooner
than 90 days.

17. Complete thdiocese of Victoria Youth Ministry Basic Certification Class within one (1) year of hire.

My® t2aa8aa I GFrtAR {d1GS 2F ¢SElFa RNABSNDA A
minimum limits of coverage in accordance with the policies oMiexese of Victoria. (See page
59 and 71 for more information.)

SToukrwnE

o

Preventative Strategies

Selfcare

wThe minister should maintain the boundaries of his/her professional commitment.
wThe minister should not try to assist anyone whose needs extend lidyisrher level of competence.

Office of Youth and Young Adult Ministry
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Code of Ethics for Youth Ministry Leaders

The National Federation for Catholic Youth Ministry has developed the following code of ethics for youth
ministry leaders. The Diocese of Victoria has adopted this code of ethial youth ministry leadetsThis code
of ethics is intended for youth ministry leaders regardless of employment status within the church. While this

code may be used in conjunction with existing diocesan policies, protocols or codes, it is not irttended
supersede them.

Professional Ethical Obligations
1. Ministerial Role
a) Youth ministry leaders work collaboratively with the pastor (and/or other supervisors) and associates
in ministry.
b) Youth ministry leaders faithfully represent the teachingthefCatholic Church with integrity in word
and action.
¢) Youth ministry leaders are competent and receive education and training commensurate with their
role(s) and responsibilities (§ 231, Code of Canon Law).
d) Youth ministry leaders respect the divigrof spiritualities in the faith community and will not make
their personal form of spirituality normative.

2. Inclusion

a) Youth ministry leaders recognize the dignity of each person and refrain from behaviors or words that
are disrespectful of anyonar any group.

b) Youth ministry leaders serve all people without regard to gender, creed, national origin, race,
ethnicity, age, sexual orientation, marital status, socioeconomic status, immigration status, or
political beliefs.

¢) Youth ministry leaderssure that all persons have access to the resources, services, and
opportunities they require with particular regard for persons with special needs or disabilities.

3. Accountability

a) Youth ministry leaders are accountable to the pastor or other chppiated representative, under
the authority of the diocesan bishop.

b) Youth ministry leaders are called to serve the faith community, carrying out their ministerial functions
GXO2yalOASyiliArzdzates 1 SrHf2dates FyR RAfAISyGf e

¢) Youth ministry leaders exercise responsible stewardship of resources while holding themselves to th
highest standards of integrity regarding the fiscal matters placed in their trust.

d) Youth ministry leaders, upon suspecting or learning oéalmi a minor, must notify the civil
authorities, as well as church leadership responsible for this topic, in accordance with civil and

ecclesial law as defined in the Diocese of Victoria Code of Pastoral Conduct and Policy Regarding
Sexual Abuse of Minars

Y ”2mn )

4. Confidentiality

a) Youth ministry leaders respect confidentiality, yet are not held to confidentiality in the same way as
ordained ministers and licensed, certified counselors.

b) Youth ministry leaders must adhere to civil and ecclesial law coingethe reporting of neglect,
abuse or when physical harm could come to the person or to a third party.

Office of Youth and Young Adult Ministry
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c¢) Youth ministry leaders support the rights and roles of parents while ministering to the needs and
concerns of their children.
5. Conduct

a) Youth nmistry leaders know that they have considerable personal power because of their ministerial
position. Therefore, they will sustain respectful ministerial relationships, avoiding manipulation and
other abuses of power.

b) Youth ministry leaders maintain pqpriate professional boundaries (e.qg., physical, sexual, spiritual,
relational, and emotional). Dating, romantic or sexual relationships between a youth ministry leader
and any youth is inappropriate and unethical.

c¢) Youth ministry leaders shall exhithie highest ethical standards and personal integrity reflective of
the Gospel and will avoid even the appearance of impropriety.

d) Youth ministry leaders may not consume alcohol while supervising youth; may never use illicit
substances; and may never pide alcohol or illicit substances to youth.

6. Referrals and Intervention

a) Youth ministry leaders should know the signs of neglect and physical, sexual, and psychological abu
b) Youth ministry leaders know their limitations with respect to paragssional counseling and make
appropriate referrals.

7. Parish/Diocesan Policies
a) Youth ministry leaders know of and comply with all applicable parish, organizational and/or diocesan
policies with special attention given to sexual misconduct, safe emvient, risk management,
safety, transportation, parental permission, and medical emergency policies.

References
Coriden, J., Green, T. & Heinstschel, D, Editors, (1985). The Code of Canon Law. A text and Commentary. The
Canon Law Society of Ameridéew York: Paulist Press.

Gula, Richard, (1996), Ethics in Pastoral Ministry. New York: Paulist Press.

National Association for Lay Ministry Standards Code of Ethics. Downloaded from the Internet on October 16,
2002 at www.nalm.org/standards.html.
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NALM, NCCL, and NFCYM, (September 29, 2002). Common Competency Project Core Certification Standard:s
Competencies. Draft 3.

' This code of ethics pertains to layckesial ministers serving as youth ministry leaders. These individuals may
conduct ministry under a variety of titles, including but not limited to coordinator of youth ministry, director of
youth ministry, parish youth minister, and/or campus ministem& pastoral associates, parish coordinators,
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This is a job description for a ftilne primary Youth Ministry Leader who possesses the title
Director/Coordinator of Youth Ministry. A job description should be written to meet the specific needs of the
parish. Depending on the staff structure set by the pastor, this description may be dividewather parish
Youth Ministry Leaders.

SAMPLHOB DESCRIPTION

|. Position Title: Director/Coordinator of Youth Ministry
[I. Primary Function of This Position: The Director/Coordinator of Youth Ministry is responsible for coordinating
the efforts of the parish in providing Comprehensive Youth Ministry for junior high and senior high youth.
Ill. Working Relationships:
a. Accountable to the pastor and functions as part of the Parish Pastoral Staff.
b. Assesses and continues developing Comprehensive ¥iittry embracing advocacy, catechesis,
community life, evangelization, justice and service, leadership development, prayer and worship, and
pastoral care.
c. Maintains contact with the diocesan Office of Youth Ministry, gains familiarity with diocekaiepo
and guidelines, and attends diocesan meetings.
d. Works in concert with heads of ministry, clergy, staff, parish council, and area schools.
e. Facilitates the harmonious working together of the various personnel and programs that embody the
parish yuth ministry efforts.
IV. Pastoral Staff Responsibilities:
a. Maintains communication with the pastor and other staff members.
b. Attends staff meetings and events.
c. Acts as staff resource person on issues relating to youth ministry.
V. Administrative Bsponsibilities:
a. Maintains communication with youth through bulletin announcements, event flyers, and newsletters.
b. Prepares and monitors a youth ministry budget.
c. Recruits, trains, and supervises all youth ministry personnel.
d. Arranges for evemninister to youth to be knowledgeable about the Diocesan Policies regarding
Youth Ministry and to assure that the signed documents are maintained
e. Assures that all volunteers in the program has received Safe Environment approval and clearance.
f. Arranges for every driver for youth ministry events to be in compliance with the Diocesan Policies, and
maintains the necessary documents.
g. Provides Medical and Liability Release forms for youth to participate in youth ministry sponsored
events.
h. Offers suitient training and referral resources to handle teens with special needs.
i. Maintains accurate recordsstudent attendance, volunteer training, etc.
VI. Youth Oriented Areas of Responsibility:
a. Designs and maintains a comprehensive youth ministry psdoemeet the needs of early and older
adolescents (B¢ 12th grades), and adapts to changes in the youth culture.
b. Presents programs designed for special needs (i.e., sexuality catechesis, drugs and alcohol awarengss,
depression and suicide preventicgtc.)

Office of Youth and Young Adult Ministry
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Advocacy
1. Stands with and speaks on behalf of young people and their families on public issues that affect their
lives (education, health care, safe neighborhoods, etc.).

2. Encourages the parish to examine its practice of fully integrating &adlyplder adolescents into the

life of the Church.

3. Networks with other Coordinators of Youth Ministry.

4. Coordinates the production and distribution of a youth ministry newsletter/update for teens and their
parents.

5. Develops partnerships and iatives with civic and parish leaders to develop a shared vision and
strategies for building a healthy civic and parish community .

6. Empowers young people by giving them a voice and calling them to responsibility and accountability
(education, leadershifraining, skills building, etc.).

7. Encourages youth participation in Diocesan youth events .

Catechesis
1. Provides developmentally appropriate content and processes according to the USCCB Adolescent
Catechesis Guidelines
2. Integrates knowledge of th@atholic faith with the development of practical skills for living the faith
Ay G2RIeQa 62NIRO®
3. Engages adolescents in the learning process by incorporating a variety of learning methods and
activities through which they can explore and learn aboutpBare and the Catholic faith.
4. Provides for redife application of learning by helping youth apply the learning to living more
faithfully.
5. Promotes family faith development through parsthool programs by providing parent education
programs and reources, by incorporating a family perspective in catechetical programming, and by
providing paremadolescent and intergenerational catechetical programming.
6. Incorporates a variety of program approaches (parish at large, small group;tiased, self
directed, independent, etc.).
7. Explicitly invites young people to explore the possibility of a personal call to ministry and the beauty
of the total gift of self for the sake of the Reign of God.

Community Life
1. Develops the friendshimaking and friedshipmaintaining skills of young people grounded in
Christian values.
2. Engages adolescents in the life, activities, and ministries of the parish in meaningful and age
appropriate ways.
3. Creates an environment characterized by Gospel values that rartneaningful relationships among
young people and between adolescents and adults.
nd t NPPARSE 2LIRNIdzyAGASa F2NJ YdzZf G§AOdz (dzNI £ OF
racial and ethnic cultures and develops the skills for communicaitiohunderstanding.

5. Provides avenues for adolescents to participate as members of the faith community and opportunitie

for the faith community to acknowledge, celebrate, and value its adolescent members.

e ——
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Evangelization
1. Calls young people to follo¥esus in a life of discipleship.
2. Invites young people personally into the life and mission of the Catholic community.
3. Calls young people to be evangelizers of other young people, their families, and the community.

Justice and Service
1. Engages yougnpeople in discovering the call to justice and service in the Scriptures, in the life of
Jesus, and in Catholic social teachings.
2. Involves adolescents and their families in actions of direct service to those in need and in efforts to
address the causasf injustice and inequity.
3. Develops the assets, skills, and faith of young people by promoting Gospel values in their lifestyle
choices.
4. Nurtures lifelong commitment to service and justice involvement.

Leadership Development
1. Develops a leaderghsystem that invites, trains, supports, and nourishes adult and adolescent
leaders and provides for the coordination throughout a comprehensive model.
2. Develops and nurtures adult leaders with solid theological understandings, relational and ministry
skills, and organizational ability appropriate to their particular role in ministry with adolescents.
3. Empowers and enables all young people for leadership and ministry with their peers and with the
larger church.

Pastoral Care
1. Develops the life skiltd adolescents, such as relationship building, assertiveness, nonviolent conflict
resolution, decisionmaking, and planning.
2. Creates networks of care and support for young people and their families.
3. Provides programs and resources for parent edooadind skills for effective parenting that
incorporate understanding of adolescent development and family life cycle tasks.
4. Guides young people in making important life decisions.
5. Referral skills: knowing the support services and referral resousga®imote healing.
6. Provides support and enrichment for adolescents and parents experiencing divorce, separation, or
family problems.

Prayer and Worship
1. Plans and implements specific liturgical celebrations for youth.
2. Provides opportunities withgsish worship committee for youth participation in parish liturgical
celebrations and events.
3. Encourages and assists in the formation of youth as worship leaders and liturgical ministers.
4. Encourages and assists in developing the personal prayef jiéauth.

e
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PERFORMANCE APPRAISAL

¢KA&d LINPOSRdAZNNBE 2FFSNBR || O2yaraasSyid FyR O02yiGAydzAay3
the following:

1. affirming the work of the Youth Ministry Leader

2. identifying areas where improvementriseded

3. considering changes in the job description

4. identifying areas for further professional growth and development

PERFORMANCE REVIEW
Youth Ministry Leaders desire to have feedback on their performance. It is most appropriate to develop an
annuaNB @A Sg 2F (GKS fSIFIRSNRa adaNBy3adka FyR INBlFLa F2N

WALt a consistent time each year (e.g. each December), the Pastor gives the Youth Ministry leader the
performance appraisal instrument to be completed, asweHasO2 Ll8 2 F G KS | 2dzi K
description.

wThe Pastor and Youth Ministry Leader exchange copies of the completed evaluation instruments for
review one week before the scheduled Pastor/Youth Ministry Leader conference.

wAt the scheduled cchSNBYy OS> GKS t 1 aid2N IyR GKS | 2dziK aA
performance, in concert with the job description.

wAfter the process is completed and the outcomes are communicated to and discussed with the Youth
Ministry Leader, the resudtshould be put into written form. The strengths and areas needing
improvement should be clearly indicated. The Youth Ministry Leader is invited to respond in writing to
the outcomes of the written statements. The evaluation form is dated and signed eatster and

Youth Ministry Leader. A copy is then placed in a confidential file in the parish and one copy is given to
the Youth Ministry Leader.

wlf changes are made to the job description during the evaluation process, a copy of the new job
desciption should be attached to the signed appraisal form.

e Sample Performance Review is on the following page

e ——
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DIOCESE OF VICTORYOUTH MINISTRY LEADER
SAMPLE EMPLOYEE PERFORMANCE REVIEW

| | |

Employee Position

| From time Period | | to | | |
Parish

Performance Plan: At the beginning of the review period, the Pastor and the Youth Ministry Leader should mee
to discuss and describe the major responsibilities and objectives of the employee's position, as detailed on the
job description.

Overall Performance Rew: At the end of the review period, the supervisor provides the enclosed Employee
Self Evaluation form to the employee for completion. The supervisor then completes the review form that
begins on this page of this four page form to evaluate this eng@syoverall performance. The pastor and
employee should schedule a mutually convenient time to sit and review the evaluation results.
Summary: Page8lsummarizes the review process in four sections:

e Supervisor's comments

e Employee's comments/acknowledgment

e Supervisory acknowledgment

‘ OVERALL PERFORMANCE REVIEW ‘

Supervisors use this section to evaluate the individual's strengths as well as any areas of concern relative to jo
requirements.

AREA OF REVIEW AREAS OF STRENGTHS | AREAS FOR GROWTH
1. JOB DUTIESIB RESPONSIBILITIES
(Attach copy of job description)
Consider how well the employee has
accomplished the duties and
responsibilities detailed on the job
description. List below other duties and
responsibilities added during the past
year:

1.

2.

3.

e
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AREA OF REVIEW

AREAS OF STRENGTH

AREAS FOR GROWTH

2. PLANNING AND ORGANIZING
Consider how well the employee sets
precise, measurable goals, including bo
completeness and quality; sets priorities
organizes and coordinates work/projecty
effectively; refects a desire to balance
assignments to avoid boredom or
burnout.

3. PROBLEOLVING / DECISION
MAKING

Consider how well the employee analyz
and evaluates circumstances; arrives at
sound and logical conclusions; develop:s
effective solutions; makes tiety, fact
based decisions; and uses creativity ani
innovation to originate and adapt new
ideas to achieve objectives.

4.USE AND CONTROL OF RESOURCI
Consider how well employee establishe
sound controls; follows up on projects;
uses resources for maximu
effectiveness, both within the
department and between departments;
seeks ways to avoid duplication of tasks
within/between departments.

5. COMMUNICATION

Consider how well employee clearly,
concisely, and accurately expresses
thoughts, both in writingand orally.

6. WORKPLACE/ENVIRONMENT
Consider how well employee values ow
work/workspace and that of others;
promotes open communication and trus
shares learned task/experience with
other employees; reflects professionalis
both in personal and wodpace
appearance.

7. MULTICULTURAL AWARENESS
AND SENSITIVITY

Consider employee's awareness of and
sensitivity to individuals and groups
from all cultural, ethnic, and economic
backgrounds, both among other

employees and in ministry to clients.

Office of Youth and Young Adult Ministry
Diocese éVictoria in Texas
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ARER OF REVIEW

AREAS OF STRENGTH

AREAS FOR GROWTH

8. SKILLS ASSESSMENT

Consider employee's proficiencies and
skills necessary for the job (please list),
including employee's contribution in
setting vision and direction for area/
department.

1.

2.
3

9. KILLS/PROF. DEVELOPMENT
PLAN

Consider how well the employee has mi
the previous year's Skills/Professional
Development Plan; seeks or accepts
opportunities to learn more about the
field or area in which they work, beyond
job-specific skills.

10. LEADESHIP/INTERPERSONAL
RELATIONS

Consider how well the employee assum
leadership role; is flexible to change;
maintains objectivity, presents
professional image; and displays
patience and tact reflective of our
Christian message.

11. DEPENDABILITY/ RESPBINITY
Consider how well employee completes
tasks in a timely and responsible manng
accepts responsibility; handles
punctuality and attendance.

12. VISION OF THE CHURCH (as
appropriate)

Consider how well employee
demonstrates a commitment to the
philosophy and mission of the Parish.

13. OTHER
Consider other areas not listed
elsewhere.

OVERALL PERFORMANCE: There is n
formula for determining overall
performance. Consider the individual
areas above, including the specific valu
of each respaosibility area, and

then summarize overall performance.
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9at[h, 99Q{ /haa9b¢{k!/Ybh2[95Da9b¢

(The employee may use this space to make comments on this review. The employee MUST sign
acknowledgment at the bottom of this section.)

t!' {¢hwQ{NTBhaao

(Supervisor may use this space for additional comments or points not previously covered. Consid
strengths, accomplishments and progress during the past year.)

The contents of this review have been discussed with me. My signature is acknowlgdgrbut does
not imply agreement or disagreement with this review.

OYLX 2858SQa { A3yl GdzNB

tFad2NRa { A3yl G dzNB

Distribution:
Make two copi€sone each for the pastor and employee. One shdaddkept in the official files of the employee.

e
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VISION AND GOALS OF CATECHESIS

TheGeneral Directory for Cateche@&DC), a document for the entire Church, fully situates catechesis within

iKS O2yGSEG 2F SOIyaStAll da&Sy MR yeYsSy (i | Aly C8 dilS)C

adlrdisSa GKIFIG OFiSOKSaAra aNBOSAGSa FNRBY SOIFy3aStAalld
its own identity. The ministry of catechesis appears...as a fundamental ecclesial service folila¢ioaaof the
missionary mandate of Jesus" (GDC, 59).

"Catechesis is nothing other than the process of transmitting the Gospel, as the Christian community has
received it, understands it, celebrates it, lives it, and communicates it in many ways" (@)C, 1

The fundamental tasks of catechesis are:

Yy26t SRIS 2F GKS Tl A(GK

[ AGdzZNBA Ot SRdzOF GA2Y

a2NIf F2NXIFGAZY

¢SIFOKAY3 G2 LINT @

9RdzZOF A2y F2NJ/ 2YYdzyAideé [ATFS
ahdairzyl NE BEAGAFIGARZY OD5/ X yp

€ € € € € ¢

w /I 4GS OK Sondipioceisf initial EohvEas, formation, education, and egoing conversion.

w CKNRdAZAK ¢g2NRI ¢62NAKALE aSNWAOSI |yR O2YYdzyAiide:x
deepening relationship with God, who reveals himself in Jesus Christ through the power of the Hitoly Spir

w ¢KS YAYAAGNER 2F OlFGSOKSaAa SyO2YLIl aasSa YAyAalNe
programs: parish liféong faith formation, religious education programs, youth ministry programs, sacramental
preparation, RCIA, family pragms, Scripture study, whole parish catechesis, and more.

w XIRdz G OF(GSOKS&AA Ydzad 6S IABSY LINAZ2NRGEXgAOGK G
immense, extraordinary richness and responsibility received at Baptism. (GDC, 258; Popailthiyd@atolic
Exhortation Christifideles Laici, 1988)

Goals of Catechesis

w ¢KS O2y@SNEA2Y 2F (GUKS gK2fS LISNA2YY YAYRI KSI NI
The late Pope John Paul Il reminded us that at the heart of catechesis wia #@sdence, a Person, the Person

of Jesus of NazaretiCatechesi Tradendae

w 'y SRdzOlIGA2Yy AYy GKS FIAGK 2F OKAfRNBY>X &2dzy3a LIS
Christian doctrine imparted, generally speaking, in an organic anensgc way, with a view to initiating the
hearers into the fullness of Christian life (CCC, Prologue I, 5)

w ¢KS LINBaSyualdaazy 2F GKS /KNRAGAILY YSaalk3asS Ay Al
and so attain maturity of faith.

Office of Catechetical Ministry
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PARISH CATECHETICAL LEADER

A Parish Catechetical Leader (PCL) is anyone who serves as the Director/Assistant Coordinator of the Parish
Religious Education (Catechetical) Program within the Diocese of Victoria.

QUALIFICATIONS OF A PARISH CATECHETIGER. LEAD
TAKEN FROM THRRATIONAL DIRECTORY FOR CATEQWHESIS

M® hyfteée FdzZfte AYyAGAFrGSRY LINFOGAOAY3 /K2t A0a 6K2
are models of Christian virtue and courageous witnesses to the Catholic faitlddiedesignated as Parish
Catechetical Leaders. (NDC, 54.5)

2. A Parish Catechetical Leader is one who has updated knowledge of theology, Scripture, Liturgy, catechesis
catechetical methodology, educational psychology and theory, and administrasomell as some practical
catechetical experience with adults, youth, and children. (NDC, 54.5)

3. A Parish Catechetical Leader is one who is willing to continue his/her personal, spiritual, and professional
development and participate in diocesan progranfisn-service training and formation, catechetical institutes,
conventions, retreats, and accredited programs. (NDC, 54.5)

REQUIREMENTS OF A PARISH CATECHETICAL LEADER
IN THE DIOCESE OF VICTORIA

The Parish Catechetical Leader:

w Ydzad 02 Y LXesfivistoria Bafe EfvikoAni2at &raining and background check prior to beginning the
ministry.

w Ydzad O2YLX SGS GKS 5A20SaS8S 2F xAO002NARLF . laA0 C2N
the first year of hire.

w Ydzad O2 Y L¥edfiVBtoria RaStorél hit@t&Shdrerm Basic Catechist Certificate (59 clock hours)
within three years.

w Ydzad 6S gAfftAy3a (G2 62N)] G261 NR (GKS 5A20SaS 27 =
clock hours).

w Ydza i K Ire@eBsive kn@vedgebf théeneral Directory for Catecheaisd theCatechism of the
Catholic Churci{NDC, 54.5)

®w Ydza i O2 Y LbigcesanPilikies larfd Procéddr@sumerated in this manual for the YOUTH
MINISTER LEADER/PARISH CATECHETICRL LEADE

Office of Catechetical Ministry
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RESPONSIBILITIES OF THE PARISH CATECHETICAL LEADER
(Taken from theNational Directory of Catechest4.5)

GhNRAYFINAREf&@Z dzy RSN §KS RANBOGA2Y 2F (GKS LI ad2NE i

1. Overall direction of the parish cateciezt! programs for adults, youth, and children

2. Planning, implementation, and evaluation of the parish catechetical program

3. Recruitment, formation, ogoing development, and evaluation of catechists

4. Implementation of diocesan and parish catechetprgicies and guidelines, including the areas of catechist
certification and supervision and administrative policies related to negligence, sexual abuse, sexual harassmer
and the safety and protection of minors (USG&&nise to Protect, Pledge to Hegz003)

5. Collaboration with the pastor, other parish ministers, and appropriate committees, boards, and councils
6. Assistance in liturgical planning

7. Attention to his/her own personal, spiritual, and professional development

Job Description for a PatsCatechetical Leader (Sample)

A. Leadershipidentify, recruit, and provide egoing formation for catechists and other volunteers; collaborate
with parish staff and nearby parishes; attend the Diocese of Victoria Annual Conference for Catechesis and
Ministry and the Organization of Catechetical Leadership (OCL) meetings and diocesan sponsored
in-services; prepare creative, spifiled liturgies, sacramental celebrations, and prayer experiences.

B.Program DevelopmentF-acilitate the process of creagjra parish vision of catechesis based on contemporary
catechetical documents in consultation with the pastor and other parish leadership; integrate the principal taskg
of catechesis into a total parish catechetical program, (See Vision and Goals of €iaiqrB§ research

appropriate models to address catechetical needs in the parish, including adult faith formation; oversee
development of curriculum and the implementation of it; develop, select, and instruct others in use of texts and
resources.

C.Cakchist FormationRecruit catechistsdiscern and call forth their gifts and talents; train (usitchoes of
Faith PluCatechetical, Methodology, and Theological modules (except Sacraments and Liturgy), and supervise
catechists for certification, inclugid (G KS 5A20SaS 2F +AO002NRAIQa Lkt Ao
Office of Child and Youth Protection; facilitate development of a faith community among catechists; devise
appropriate evaluation procedures and tools for evaluating programs argbpgel.

D.Administration and Budget Managemen#trticulate effective administrative policies and procedures;
identify problems and manage conflicts; plan, organize, and manage time according to priorities and
responsibilities; draft, present, and defendtechetical budget to appropriate parish financial bodies; monitor
and evaluate use of funds.

Office of Catechetical Ministry
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Parish Catechetical Leader Performance Appraisal Worksheet

A performance appraisal involves a face-to-face meeting between the person being
evaluated and his/her supervisor. This worksheet is intended to assist both persons
in preparing for the performance appraisal. Completion of the worksheet should not
take the place of an actual meeting. After both the evaluator and the person being
evaluated have completed the worksheets, both persons should exchange copies
before the meeting with enough time allowed for careful review.

Name of person being evaluated

Date of appraisal:

Check whether this worksheet is: _ a self-appraisal by PCL
_an appraisal by supervisor (pastor/parish
pastoral administrator)

Section 1: Job Description

For each item, circle a number based on the following performance appraisal scale:
4 = Qutstanding performance (regularly exceeds expectations)
3 = Good performance (regularly meets expectations)
2 = Fair performance (does not regularly meet expectations)
1 = Poor performance (rarely meets expectations)

A. Leadership:

1 2 3 4 Identify, recruit, and provide on-going formation for catechists and
other volunteers.

1 2 3 4 Collaborate with parish staff and nearby parishes.

1 2 3 4 Attend the Diocese of Victoria Annual Conference for Catechesis
and Ministry and the Organization of Catechetical Leadership (OCL)
meetings and diocesan sponsored inservices.

1 2 3 4 Prepare creative, spirit-filled liturgies, sacramental celebrations,
and prayer experiences.

1 2 3 4 Overall Appraisal for this section

B. Program Development:

1 2 3 4 Facilitate the process of creating a parish vision of catechesis based on
contemporary catechetical documents in consultation with the
pastor and other parish leadership.

1 2 3 4 Integrate the principal tasks of catechesis into a total parish
catechetical program. See Vision and Goals of Catechesis, p.2.

1 2 3 4 Research appropriate models to address catechetical needs in the
parish, including adult faith formation.

1 2 3 4 Oversee development of curriculum and the implementation of it;

1 2 3 4 Develop, select, and instruct others in use of texts and resources.

1 2 3 4 Overall Appraisal for this section

Office of Catechetical Ministry
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C. Catechist Formation:

C. Catechist Formation:

1 2 3 4 Recruit catechists - discern and call forth their gifts and talents.

1 2 3 4 Train (using Echoes of Faith Plus Catechetical, Methodology, and
Theological modules (except Sacraments and Liturgy).

1 2 3 4 Supervise catechists for certification, including the Diocese of Victoria's
policy, procedures, and reqguirements from the Office of Child and
Youth Protection.

1 2 3 4 Facilitate development of a faith community among catechists.
[ 1 2 3 4 Devise appropriate evaluation procedures and tools for evaluating
programs and personnel.

1 2 3 4 Overall Appraisal for this section

D. Administration and Budget Management:

1 2 3 4 Articulate effective administrative policies and procedures.
1 2 3 4 Identify problems and manage conflicts.
1 2 3 4 Plan, organize, and manage time according to priorities and
responsihilities.
1 2 3 4 Draft, present, and defend catechetical budget to appropriate parish
financial bodies.
[ 1 2 3 4 Monitor and evaluate use of funds.

1 2 3 4 Overall Appraisal for this section

Section 2: General Observations

For the supervisor: 1. Is the PCL actually doing what his/her job description
indicates? Specify.
For the PCL: 1. Are you actually doing what your job description indicates?
Specify.

For the supervisor: 2. Does the PCL have adequate time and resources to fulfill
his/her job description? Specify.
For the PCL: 2. Do you have adequate time and resources to fulfill
vour job description? Specify.

This worksheet was completed by:

Signature
Date:

-]
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PARISH CATECHETICAL LEADER SALARY WORKSHEET

These guidelines, prepared by the Diocese of Victoria Office of Catechetical Ministry,
are offered to assist the pastor and a parish catechetical leader in the identification

and negotiation of a salary for the catechetical leader of the parish.

Each parish situation is different and should be evaluated as such. However, the

payment of a just wage is a serious consideration for lay ecclesial ministry;

therefore, every effort should be made to adequately compensate staff members.

This also helps to improve both competence and retention.

Factor One: Administrative
The PCL uses skills in administration.

1. (Choose A or B)
A Role Description of PCL: responsible for overall design, direction
and implementation of parish/system catechetical program; administers,
evaluates, and plans for the program as well as the professional
development of catechusts

B. Role Description of PCL: responsible for implementation of parish
catechetical program(s) on a particular level or for particular group(s)

[ =]

. Participates in budget planning and management of budget ..

3. Recruits, supports. and regularly in-services catechists and/or coordinators

4. Supervises inclusion of persons with disabilities within catechetical programs

h

. (Choose ONE from the following)
Supervises 1— 6 catechists and/or volunteers
Supervises 7 — 12 catechists and/or volunteers
Supervises 13 — 25 catechists and/or volunteers
Supervises 26 — 50 catechists and/or volunteers
Supervises 50 — 70 catechists and/or volunteers
Supervises over 70 catechists and/or volunteers

oh

. (Choose A or B)
A Selects and orders print and other media

B. Responsible for coordination and selection of print and media as well being a
resource person for related panish/system activities

-]

. (Choose A or B)
A The PCL 1z an integral part of parish/system staff and collaborates with the pastor,
the Catholic school principal, and other panish staff members.

B. Allof "A"_ plus assumes administrative role with board of education in
conjunction with school principal, if applicable. Assumes liaison role with

the Office of Catechetical Ministry and the Orgamization of Catechetical Leadership.

Total points for Factor One

Office of Catechetical Ministry
Diocese of Victoria
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Allowed Points

90

20
30
40
50
60
70
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