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APPENDIX 1. AREA PASTORAL COUNCIL GUIDELINES 
 
 
A. Name: Area Pastoral Council 

 
Each area faith community (AFC) should have one Area Pastoral Council (APC) and subcommittees in 
the areas of priest, prophet, and king, reflecting the threefold mission of Christ and his Church. Under the 
Third Plan for Parishes, the APC has become the principal advisory body for the pastoral leader(s) of an 
AFC, thus eliminating the need for the Pastoral Council in most parishes. Specific parish discussions and 
recommendations are made by the individual parish Administrative Councils, which also act as the 
Finance Council for each parish. 
 
 
B. Nature and Powers 

 
1. The APC is the primary consultative body to the AFC pastoral leader(s). The Council advises 

the pastoral leaders on how to best carry out the pastoral ministry of the AFC. Of course, 
advice should be given within the bounds of Church and civil law, as well as diocesan policy. 
The pastoral leaders of the AFC are not legally or canonically bound to follow the 
recommendations of the APC; however, a respectful and open dialogue about the acceptance 
or rejection of recommendations will increase the effectiveness of the APC and the work of 
pastoral leader(s). 

 
2. If the area has a single pastor for all its parishes, he is responsible for the pastoral care of 

those parishes and makes the decisions pursuant to that care. If there are two or more pastoral 
leaders in the AFC, they will define a process for decision-making in the area. 

 
 
C. Membership and Terms of Office 
 

1. The APC shall have representatives from each parish in the AFC. 
a. All pastoral leaders in the AFC are ex officio members of the APC. Pastors may name 

staff as ex officio members of an APC; open participation of staff serving an AFC is 
encouraged. 

b. In the AFCs where parishes are roughly equal in size, each pastoral leader shall appoint at 
least two members to the APC. In those cases where smaller and larger parishes are in the 
same AFC, the pastoral leaders, after a selection process, may choose to appoint members 
proportionately. Each Council should have an appointed membership of at least six and 
not more than ten members. 

c. There will be at least one member on the APC representing a subcommittee in each of the 
areas of priest, prophet, and king. 

d. The multi-cultural dynamics of any AFC must, in some way, also be represented by the 
APC membership. 

 
2. The terms of office begin on July 1 and shall be a three-year term for those who are not ex officio 

members. 
a. The terms of office should be staggered so that terms of all representatives from one 

parish do not expire at the same time. 
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b. Representatives are limited to two consecutive, three-year terms. A lapse of one year is 
suggested before the representative is eligible again for membership, unless the pastoral 
leader(s) are unable to find a suitable parishioner to take that person’s place. 

c. For any members who cannot complete a term, the appropriate pastoral leader will 
appoint a person to complete the term. If the vacancy is for less than eighteen months, the 
person appointed would be eligible for two additional  three-year terms. 

d. Representatives shall assume office at the first regular meeting of the APC after July 1 
following their appointment. 

e. A member can be obliged to resign from his/her office after two consecutive unexcused 
absences or three unexcused absences in one year, at the discretion of the pastoral 
leaders. Pastoral leaders may also remove a representative from the council for just cause. 

 
 
D. Transition 
 

1. The activity of the APC is suspended if due to illness or any other reason, there are no pastoral 
leaders assigned to and serving in the area. 
 

2. Upon appointment, a new pastoral leader should meet with the other pastoral leaders in the area 
to be oriented to matters connected with the APC. At the same time, parish representatives on the 
APC may be changed by the pastoral leaders. Representatives could be reappointed or replaced 
with new representatives. If the previous representatives are reappointed, they may serve through 
their unexpired term. 

 
3. During a transition, no decisions can be reached regarding area direction or policies. Pastoral 

leaders need to develop a transition plan for decision making. 
 

4. A formal AFC planning process is recommended whenever a new pastor is assigned to a parish in 
the area. Members of the current APC can share their experiences, vision, and questions. 
Similarly, the new pastor can convey his experiences, vision, and questions, and make his 
expectations known. The first year of transition is also an appropriate time to review lengths of 
service for AFC leadership. 

 
 
E. Officers and Duties 
 

1. At the first regularly scheduled meeting of the APC after July 1, the representatives of the APC 
shall select a chairperson, a vice-chairperson, and a secretary from the voting members. The 
officers shall serve not more than two consecutive three-year terms. A three-year time lapse is 
required before a representative may be elected to a previously held office. This does not exclude 
the possibility of someone coming to the meeting to record the minutes. 
 

2. The executive committee shall include all the pastoral leaders and the officers of the APC. The 
pastoral leaders may select one of their members to be the one who regularly attends the 
executive committee meeting. The duties of the executive committee include the following: 

a. Make certain that the scope of the APC’s concern reflects the entire mission of the 
Church as well as the needs of the area.  

b. Make certain that the APC members have adequate training and materials to fulfill their 
roles. 

c. See that communication to and from the APC occurs smoothly in each of their parishes. 
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3. The pastoral leaders and their parish staffs may meet separately to discuss agenda items and 
review the timeline for bringing these matters to the parish. Each pastoral leader keeps official 
copies of the staff and APC minutes, agendas, and other materials for the parish record. 
 

4. The chairperson’s duties include the following: 
a. Preparing a written agenda and other needed materials in collaboration with the pastoral 

leaders and arranging the delivery of these materials prior to the meeting. 
b. Chairing all meetings of the APC. 
c. Following a consensus decision-making process. The chairperson does the following: 

i. Invites all members to give their input on the topic. 
ii. After sufficient discussion, asks if there are any major questions or concerns. 
iii. Addresses any questions or concerns mentioned, or directs them to the 

appropriate person. 
iv. States the recommended action and asks the members if they are in agreement 

with or can be supportive of it. 
v. If there is no consensus, determines whether or not action is necessary at this 

time. If not, asks members to spend time before the next meeting to reflect and 
pray about the matter. If action is needed, polls each member to make best 
recommendations to the pastoral leaders. Recommendations of the APC should 
involve a two-thirds majority of the voting members to be adopted. 

d. Calling special meetings of the APC at the request of the pastoral leaders of the AFC. 
e. Sending the pastoral leaders a written summary of APC recommendations after each 

meeting. 
 

5. The vice-chairperson shall assume the duties of the chairperson in the event that the chairperson 
is absent from the meeting for any reason. He/she shall perform such duties as may be delegated 
by the chairperson. He/she especially fills this role by becoming familiar with the special duties 
of the chairperson so that the office can be assumed at any time. Members with two consecutive 
absences shall be contacted by the vice-chairperson and encouraged to improve their attendance. 
 

6. The secretary shall keep minutes of the meeting or oversee the keeping of minutes of the APC, 
and shall perform other duties as assigned by the chairperson. The secretary’s duties include the 
following: 

a. Drafting the minutes for the designated pastoral leaders to review and make corrections 
before they are distributed to the members. 

b. Retaining copies of the minutes for the APC, which are passed on to his/her successor. 
c. Maintaining and making available to the parishes and diocesan offices the official list of 

names, addresses, and phone numbers of all APC members and their terms of office.  
d. Reporting to the APC all communications and handling all correspondence as directed by 

the chairperson. 
e. Assuring that the minutes of the APC meetings are available to all parishioners and parish 

staff. 
 

7. Each officer shall, within ten days of the expiration of his/her term of office, return to the pastoral 
leaders all books, papers, and other records and property pertaining to the office. 

 
 

  



 

Revised: May 15, 2013  152 

F. Meetings of the Area Pastoral Council 
 

1. Meetings shall be held at least quarterly each year and preferably monthly during the school 
year. The APC may opt not to meet in certain months. 

 
2. A quorum shall consist of a simple majority of the non–ex officio members. 

 
3. Each regular meeting should include time for prayer and enrichment. Praying the Liturgy of 

the Hours at the beginning of the meeting is strongly encouraged. 
 

4. Advanced notice of time and place of regular meetings of the APC shall be published in all 
parishes. Meetings are open to observers. 

 
5. At the discretion of the pastoral leaders, the APC may go into executive session to discuss 

issues requiring confidentiality, which would exclude observers. 
 

6. Since the APC is a consultative body to the pastoral leaders of an AFC, it is inappropriate for 
the APC to meet without the pastoral leaders. Occasionally, not all pastoral leaders can be 
present at a meeting. In those cases, the meeting will be held or cancelled at the discretion of 
the pastoral leaders. 

 
 
G. Subcommittees of the Area Pastoral Council 

  
1. To help facilitate pastoral ministry in the AFC, the APC shall establish subcommittees in 

each of the areas of priest, prophet, and king. The priestly committee(s) will focus on prayer 
and the sacraments, the prophetic committee(s) will focus on handing on the Word of God, 
and the kingly committee(s) will focus on parish operations, stewardship, and works of 
Christian charity. Some examples of these committees might be: 

a. Priestly committees: Worship Committee, Sacred Music Committee 
b. Prophetic committees: Word Committee, Area Religious Education Committee, Area 

Schools Committee 
c. Kingly committees: Service Committee, Social Concerns Committee, Family Life 

Committee, Stewardship Committee, Buildings and Grounds Committee 
 

2. Because they are area committees, each committee should have representation from each 
parish in the area. These representatives are recommended by the parish Administrative 
Council and approved by the pastoral leader. 

 
3. Parish or AFC staff members will serve as ex officio members on appropriate committees. 

 
 

H. Relationship with the Parish Administrative Councils 
 

1. Both Councils are advisory to pastoral leaders. 
 

2. An official copy of the minutes of APC meetings should be sent to the chair of each 
Administrative Council. 
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I. Amendments to the Guidelines 
 
These guidelines shall be subject to such amendments as the bishop, pastoral leaders, and appropriate 
diocesan committees shall deem necessary for the proper functioning of the parishes in the AFC within 
the norms of civil and canon law. 
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APPENDIX 2. AREA ASSESSMENT GUIDELINES 
 

 
Area Pastoral Councils (APCs) are strongly encouraged to establish an area assessment to pay for shared 
costs. This is much simpler than for the pastor, shared staff, and other shared expenses to be paid by two 
or more separate organizations. These guidelines will help area faith communities (AFCs) to formulate a 
proportionate assessment. The guidelines are based on those approved for the Diocesan United Fund (see 
Diocesan Policies, Administration, Diocesan 1) and those in use by several AFCs in the diocese. Area 
assessments do not affect a parish’s diocesan assessment in any way. Some adjustments may need to be 
made to the assessment formula when one or more parishes contribute housing or other in-kind resources. 
 

1. Determining the Area Assessment Budget – The total amount of the area assessment to be 
collected for the fiscal year is proposed in a budget and approved by the pastoral leader(s) after 
consultation with the APC and the parish Administrative Councils. The total amount is based on 
the funds needed for the AFC’s pastoral needs, usually consisting of personnel, administration, 
and program expenses. 

 
2. Determining Each Parish’s Total Gross Revenues – The first step in arriving at a parish’s 

assessment is to determine the parish’s Total Gross Income. The following revenues are 
excluded: 
 

a. All universal Church collections 
b. Any capital improvement collections or campaigns 
c. Cemetery funds 
d. School revenues may be excluded if some school expenses are not to be included in the 

area assessment. 
 

3. The Assessment Formula – Calculating the formula follows these procedures: 
 

a. The total parish revenues for all parishes are added together and each parish’s portion is 
calculated as a percentage of the total income. 

b. The total number of donors contributing $50 or more per year from all parishes is added 
together and each parish’s portion is calculated as a percentage of the total. 

c. The total number of Catholics in all parishes is added together and each parish’s portion 
is calculated as a percentage of the total. 

d. The percentages from each parish, obtained in a, b, and c, are added together and the total 
divided by three, to obtain the final per-parish percentage figure which will be used in 
determining the parish’s share of the area assessment. 

e. Each parish’s percentage is then multiplied by the total assessment budget to determine 
the dollar amount of the assessment. 

 
4. Payment of the Assessment – Usually the dollar amount of the assessment would be divided by 

twelve and paid in monthly installments by a specified date. 
 

5. Collection of the Assessment – A central location and system for the billing, collection, and 
disbursement of funds should be established. 

  



 

Revised: May 15, 2013  155 

APPENDIX 3. ADMINISTRATIVE COUNCIL GUIDELINES 
 
 
A. Rationale 
  

1. As individual parishes work together as an area faith community (AFC), the Area Pastoral 
Council (APC) will guide the pastoral ministry of the AFC. This body is the primary consultative 
body for the pastoral leader(s) of an area. The APC, for all intents and purposes, has replaced the 
parish Pastoral Council. 

 
2. While the pastoral ministry of an AFC is guided by the APC, there are still many parish-specific 

concerns that need attention. Pastoral leaders still need to consult the faithful on these issues and 
concerns. The life of the parish is also enriched and strengthened by a formal and regular process 
of consultation. 

 
3. To achieve the goal of giving pastoral leaders an opportunity to consult the faithful on parochial 

concerns, the Third Plan for Parishes directed that each parish’s Finance Council become a 
parish Administrative Council. 

 
 
B. Formation of the Council and Membership 
 

1. According to canon law, each parish is to have a Finance Council to advise the pastor on the 
financial well-being of the parish and assist with other temporal needs. The guidelines for Finance 
Councils can be found in the Diocesan Policies (Administration, Parish 8). 

 
2. The Finance Council continues to fulfill its canonical duties, but the scope of its responsibilities 

has been expanded to include consultation on other parish matters. The name of the Finance 
Council has been changed to the Administrative Council to reflect the change in its 
responsibilities. The Administrative Council is part of the kingly office of the parish. 

 
3. There should be at least five and not more than ten members on the Administrative Council, 

depending on the size of the parish and its needs. At least half of the members should be skilled in 
financial affairs or civil law in order to carry out their responsibilities as a consultative body on 
the temporal affairs of the parish. The remaining members should reflect a cross-section of 
expertise and knowledge of parish life and ministry. The members of the Administrative Council 
are selected from the parish and/or appointed by the pastoral leader. At least one member of the 
Administrative Council should also be a member of the APC to facilitate communication and 
coordination with the AFC. 

 
4. The pastor/pastoral administrator is an ex officio member of the Administrative Council. A staff 

person, such as an AFC business manager or parish bookkeeper, can also serve ex officio at the 
request of the pastoral leader. 

 
5. If the parish becomes a designated parish by receiving a merged parish, the membership of the 

Administrative Council should be expanded or reconstituted. Unless pastoral leaders can find a 
more equitable way of determining membership, there should be a proportional representation 
from each parish according to its membership before the merger. This arrangement should 
continue for several years until pastoral leaders determine that it is no longer necessary. 
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6. The Administrative Council is a consultative body that advises the pastoral leader(s) of the parish. 
It does not meet in the absence of the pastoral leader(s) or an appointed representative. 

 
 
C. Duties and Responsibilities 
 

1. The parish Administrative Council is to fulfill all of the duties of a Finance Council. 
 

2. In addition to the duties of the Finance Council, the Administrative Council also advises the 
pastor on other parish-specific matters. As the AFC evolves, so will the work of the 
Administrative Council. Many issues that used to be discussed by parish Pastoral Councils are 
now handled by the APCs. Some issues involving local activities and pastoral decisions which 
affect the local parish still need to be made on the parish level. The Administrative Council 
advises the pastoral leader(s) on these issues as well. 

 
3. Some of these issues may include the planning of special parish events, the maintenance of 

buildings and grounds, cemetery administration, the recruitment and support of local volunteers, 
and the review of any local programs and ministries. A general practice in deciding the scope of 
the work of the Administrative Council is to ask the question: “Is this an issue, program, or 
decision that pertains only to our parish?” If the answer is “yes,” then it is the work of the 
Administrative Council. If the answer is “no,” then it is the work of the Area Pastoral Council or 
one of its subcommittees. 

 
4. The members of the parish Administrative Council should be familiar with and support the 

mission statement, goals, and objectives of the AFC. They should not proceed with their business 
and work in any way that would isolate the parish from the broader AFC. 

 
 
D. Relationship with the Area Pastoral Council 
 

1. The parish Administrative Council is responsible to the pastoral leader(s) of the parish. Its work 
in financial matters is not subject to review by the Area Pastoral Council. However, cooperation 
between these groups is essential to the well-being of the AFC. 

 
2. Formal structures for communication and reporting are necessary to the development of the AFC. 

The sharing of information, schedules, and plans for the local parish with the APC helps to avoid 
conflict and competition with events and promotes understanding of the entire area’s needs. 

 
 
E. The Changing Role of the Administrative Council 
 
As AFCs develop, so will the guidelines for APCs and Administrative Councils. Each parish, in 
consultation with the Committee on Parishes and the bishop, may need to adapt these guidelines to their 
particular situation. 


