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A Note from Fr. Dooley 
 
Dear Ministry Leaders,  
 

 Since my arrival, I have been amazed by your 
enthusiasm and dedication to our Lord and to the 
parish. Your leadership in our various groups 
provides life and growth to our community. The 
pandemic has allowed our parish to discern, pray, 
and think about our various ministries and our 
outreach to the larger community. We have been 
given an opportunity to refocus our ministries on the 
life and mission of Jesus Christ. The Church is given 
the task to equip Catholics for the kerygma, or to 
proclaim the Word of God. This was the task of our 
ancestors and now, it is our task to listen and teach 
the Good News of the Gospel. I see great 
opportunities ahead for us as we focus on our current 
ministries and explore new ministries in our parish! I 
look to you for your expertise and advice on how we 
can better equip our parishioners and reach out to 
the unchurched. Thank you for your time as we unite 
as one parish under our Blessed Mother. 
 
Under the protection of Our Lady of Peace, 
Fr. Dooley 
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THE PURPOSE OF THE  
MINISTRY LEADER HANDBOOK 

 

 Our Lady of Peace is blessed to have 
many ministries, and many volunteers willing 
to serve with servant’s hearts. This handbook 
was developed to guide, assist and support 
you as a Ministry Leader. You will find within 
these pages the information and tools you 
will need to guide the members of your 
particular ministry.  
 We are grateful to share the common 
mission of building the Kingdom with each of 
our Ministry Leaders and volunteers. Please 
don’t hesitate to contact us if you need 
anything! 
 
Sincerely, 
 
The Staff of Our Lady of Peace 
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FORMING MISSIONARY DISCIPLES 
 

How do YOU Build the Kingdom? 

 In his encyclical, Evangelii Gaudium, Pope Francis states, “In virtue of 

their baptism, all the members of the People of God have become 

missionary disciples (cf. Mt 28:19). All the baptized, whatever their position 

in the Church or their level of instruction in the faith, are agents of 

evangelization, and it would be insufficient to envisage a plan of 

evangelization to be carried out by professionals while the rest of the faithful 

would simply be passive recipients.” 

 As a Ministry Leader, you are taking on the role of Missionary Disciple. 

Most likely you have encountered our Lord in your own life, and you wish to 

lead others to their own encounter with Jesus Christ. This is how we build 

the Kingdom! 

 As you’re probably well-aware, effectively 

leading others in ministry requires constant 

attention to your own Christian journey. Your 

ministry members look to you as an example 

of Christian witness. As a leader, it’s important 

that you continually foster your commitment to 

Jesus Christ and His Church. 

 

 As a Ministry Leader consider how you foster your personal 

relationship with Jesus Christ, and how you live your faith day to day.  

Do you... 

· have an active prayer life and receive the Sacraments regularly? 

· strive to be an ambassador of His love and grace?  

· serve as His hands, feet, eyes, ears and mouth in all you do to lead your 

ministry? 

· humbly share your gifts and talents without thought of personal gain? 

 As you lead your ministry, reflect on how you embody these values and 

virtues into your ministry's service through actions, events and goals. 
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EFFECTIVE MINISTRY LEADERSHIP 

 

Ministry Leader Competencies 

 

Those you serve, and those with whom you serve will likely have a set of 

expectations of you as a ministry leader. Awareness of the following 

expectations can help you be a more effective leader: 

 

A. Spirituality 

1. Exhibit an understanding of our Catholic Faith and its teachings. 

2. Act as a person living the Faith. 

3. Encourage the spiritual development of yourself and others. 

4. Be knowledgeable and supportive of the goals of Our Lady of Peace. 

 

B. Leadership 

1. Lead by example. You represent Our Lady of Peace Parish. 

2. Make decisions collaboratively and openly while exhibiting sound 

judgement. 

3. Adapt a style and approach in response to unexpected events. 

4. Identify and resolve problems in a timely manner. Use conflict resolution 

tactics. 

5. Praise, recognize and celebrate the contributions of others. 

6. Allow others to share in the work. An effective leader doesn’t do 

everything themselves but encourages teamwork and encourages ministry 

members to learn and grow. 
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C. Service 

1. Respond promptly to ministry members’ questions and concerns. 

2. Seek support from Our Lady of Peace staff and clergy as needed. 

3. Be available to support and guide the members of your ministry. 

 

D. Communication 

1. Listen well, speak clearly and respond to questions positively. 

2. Write clearly and informatively and in a style sensitive to the audience. 

3. Maintain open and regular communication with the parish staff. 

 

E. Effective Meetings 

1. Be prepared! Know what you need to accomplish in the meeting and 

prepare an agenda that will keep ministry leaders on task.  

2. Include opening and closing prayers. Appoint someone to do each. 

3. Communicate meeting time, location and purpose clearly. 

4. Be respectful of ministry members’ time. (Stay on track. Start and end on 

time. Keep unrelated or tangential discussion to a minimum.) 

5. Invite input from ministry members, encouraging their contributions to 

the conversation, while still staying on task. 

 

F. Professionalism 

1. Treat others with respect and consideration. 

2. Follow through on commitments. 

3. Maintain a positive attitude in all situations. 

4. Manage challenging parishioner situations with care.  
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G. Planning and Organization 

1. Facilitate ministry meetings on a regular basis and plan ministry activities. 

2. Seek opportunities to improve ministry outcomes or processes. 

3. Complete ministry leadership reporting requirements. 

 

H. Succession Planning 

Part of being an effective leader is planning for your retirement or for times 

when you can’t be present. As the leader of your group, it is important you 

be on the watch for your replacement, or for people who can run your 

ministry in your absence. Allow members to show their leadership strengths 

and abilities. 
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Creating a Positive Ministry Experience 

 

The following section outlines a few activities that 

can help create a positive ministry experience for 

both you and your ministry members. 

 

A. Kick-Off Meeting 

1. Host an annual kick-off meeting and invite both 

new and returning members. Create a clear 

agenda for the meeting. What do you want to 

accomplish this year? 

2. Review the ministry description, mission 

statement and goals as well as the roles and 

responsibilities with attendees. 

3. Ensure that all members have attended or are scheduled to attend any 

specific training, (i.e. Protecting God's Children). Do any new members need 

Volunteer paperwork? (See Volunteer Compliance section on page 13.) 

4. Update the member list information, including phone and email contact 

info. 

5. Review ministry expectations with members and answer any questions. 

 

B. Contact Information 

Keep a current list of members and contact information. Review 

this twice a year and send to ministries@olp-parish.org. (October and April) 

 

C. Calendar 

1. Maintain a calendar of ministry tasks/events. 

2. Email a copy of your calendar to ministries @olp-parish.org 

3. Appoint a member of the group to schedule events by using our Calendar 

Request form, which can be found on the parish website (www.olp-

parish.org) or in Appendix F. Hard copy forms should be returned to 

ministries@olp-parish.org. 
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D. Member Engagement Efforts 

1. Frequently thank the members of your ministry for sharing their time and 

talents. 

2. Focus efforts on increasing volunteer spiritual engagement such as 

encouraging your ministry members to be active and take the initiative 

leading projects. Assign the opening and closing prayers to members and in 

a timely manner so they can come prepared. 

 

E. End of year Wrap-up/Meeting/Celebration 

1. Many ministries choose not to meet during the summer. Before your 

members 

disperse for the summer, it is important to celebrate the things you have 

done and the goals you have reached. 

2. Create and distribute a Ministry Feedback Survey to generate new ideas 

and opportunities for the next year. Announce when you will be starting up 

again. Do not leave this open-ended.  

3. End on a positive note, encourage your members to rest and recharge 

spiritually, physically and emotionally. Thank them for their efforts.  

4. Take time for yourself to recharge as well! 
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ADMINISTRATIVE GUIDELINES  

 
 Basic guidelines must be followed when 

using any of the facilities on the Our Lady of 

Peace campus. (See Facility Use Guidelines on 

page 12.) We ask that you please read these 

guidelines thoroughly to familiarize yourself 

with them before scheduling your event. 

 After reading the Facility Use Guidelines, 

the next step in organizing your meeting or 

event is to submit a Calendar Request on the 

parish website. (A paper Calendar Request 

Form can be found in Appendix A.) Events must 

be approved by the parish office before they 

can be promoted or advertised.  

Facility Scheduling 

1. Events and Meetings can be scheduled as recurring events or one-time 

events. 

2. Requests must be submitted at least two weeks prior to the date needed. 

3. Liturgical events have priority over all other events. 

4. Facility Guidelines must be followed when holding an event on the Our Lady 

of Peace campus. 

5. Please give the office three days to approve and schedule your event. 

6. Once your event has been entered on the parish calendar, you will be 

contacted by our maintenance department to discuss the details of your event. 

7. If this is a fundraiser, it will not be scheduled until it is approved by the 

Pastor. This can take up to a week. 

8. All scheduled events can be viewed online at: www.olp-parish.org. (Click on 

“Parish Calendar”.)  

9. If you need to cancel or reschedule your event, please contact the parish 

office. 

For additional information, see the Facility Use Guidelines on page 12. 
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Gathering Space Scheduling 

 

Ministries may schedule time after weekend Masses to promote events or 

their ministry. 

1. Scheduling a table in the gathering space after Masses must be done at 

least 2 weeks in advance.  

2. Requests must be submitted via the parish website or by using the paper 

form in Appendix A. 

3. Please note: ONLY 2 activities will be approved on any one weekend due to 

space limitations. 

4. A volunteer from your ministry must be at each weekend Mass to answer 

questions, restock, etc. 

5. You will be responsible for any set-up, manning the table, and removing 

your items after the last Mass.  

6. The parish staff is not responsible for your materials. 

7. Any items not removed following the last Sunday Mass will be discarded. 

8. Tables requested for fundraising purposes must be approved by the Pastor. 

9. If you do a fundraiser, please remember to share the results of your efforts 

with us so we can share your success and to say 'Thank you' to our 

parishioners for their generosity. Please send a summary of results to 

ministries@olp-parish.org. 

10. With rare exceptions, sales are not 

permitted in the Gathering Space. 

Exceptions will be determined by the 

Pastor and the parish Business Manager. 
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Facility Use Guidelines 

 

 Our Maintenance Team will work hard to help you have a successful 

event! You can help them help you by observing the following guidelines: 

 

1. Setting up and cleaning of the room are the 

responsibilities of the requesting party. 

2. The event contact person is responsible for 

making sure the room is left in the condition in which 

it was found. A checklist can be found in Appendix B. 

This checklist must be completed and initialed by the 

event contact at the end of the event. 

3. The event contact person must coordinate with the 

parish office at least 2 weeks prior to the event to 

arrange access to the facility. You will be contacted by 

our maintenance department to coordinate access. 

4. The alarm to the building is set at 11:00pm. If the alarm is tripped after 

11:00pm, the parish contact will be assessed a $100.00 false alarm fee. 

 

Communications Procedures 

 

 Our Communications Department would be 

happy to help you advertise and promote your events 

and programs. To do so effectively, we need plenty of 

notice and lots of information! Please refer to the 

Communications Form (Appendix C) for detailed 

information about submitting a Communications 

request. Communications requests must be submitted 

at least two weeks prior to the date of the event to 

ministries@olp-parish.org (Please note: submitting a 

Communications  Form does not guarantee promotion 

of an event. All events and parish offerings must be 

approved by the Pastor.) 
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Volunteer Compliance 

 

1. Review the Volunteer Requirements. (Appendix D) 

It is imperative your volunteers are compliant with the 

volunteer requirements from the diocese. 

2. Distribute the Volunteer Code of Conduct 

(Appendix E) to each of your volunteers to sign. 

Please return these to ministries@olp-parish.org. 

3. Provide the office with an updated roster of 

members (Appendix F) twice per year (October and 

April). Please send this, along with a signed Volunteer Code of Conduct for 

each volunteer to: ministries@olp-parish.org. 

 

Financial Guidelines, Policies and Procedures 

 

 Our Lady of Peace gratefully acknowledges the 

gracious contribution of your time and talent. As with any 

organization, we have certain rules and regulations that 

allow us to adequately safeguard the parish’s assets and 

insure proper internal controls over cash receipts and 

disbursements.  

 As an Our Lady of Peace  Ministry Leader, you must 

adhere to the following financial procedures: 

 

1. Ministry expenses should be kept to a minimum. 

2. All fundraising efforts related to your ministry must be pre-approved by 

the Pastor. Please submit fundraiser requests to ministries@olp-parish.org 

for approval. 

3. All cash, check and credit card receipts must be attached to a completed 

Check Request and Reimbursement Form (Appendix H) and submitted to 

the parish Business Manager within 5 days of purchase. (Please read this 

form carefully, as it contains detailed information about how to submit a 

reimbursement request.) 
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4. Purchases over $200 are not to be made 

with personal resources. Please contact the 

parish Business Manager to arrange for 

access to parish funds for purchases over 

$200. 

5. As we are a tax-exempt organization, tax 

paid will not be reimbursed. We have 

included a tax exempt form with the Check 

Request and Reimbursement Form 

(Appendix H) in this packet. Please use this 

for ALL purchases, whether in-person or 

online. 

6. Independent contractors or individuals working under a social security 

number must have a W-9 on file with parish office before payment will be 

released. 

 

 

All policies are subject to change. If there are changes to policies,  

Ministry Leaders will be notified via email. 
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APPENDIX A                                  OUR LADY OF PEACE 

Calendar Request Form 
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APPENDIX B                                  OUR LADY OF PEACE 

Facility Use Checklist 
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APPENDIX C                                  OUR LADY OF PEACE 

Communications Form 

(Use this form to request a communication process for upcoming projects and events. 
Return with any relevant documents, images, etc… to Katy Wyatt at kwyatt@olp-parish.org 
at least two weeks before your first requested communication date.  PLEASE NOTE: 
All projects and events must be approved by the pastor.) 

 
 
Name of Project or Event: 
(Example: speaker series, raffle, parish picnic, 75th anniversary event, etc…) 
 
 
 
Date(s) and Time(s) of Project or Event: 
 
 
 
 
Details about the Project or Event: (Please be as specific as possible.) 
 
 
 
 
 
 
 
 
Your Name: 
 
 
Your Email: 
 
 
Your Phone #: 
 
 

 
 
 

(Continued on back…) 

mailto:kwyatt@olp-parish.org


22 

Please Check all Communication Channels to be Used 
 
Communication Channel:  Communication Date: 
 
__Bulletin     Publish Date(s):      
 __blurb 
 __small graphic 
 __insert/flyer 
 __other (please specify): 
 
__Facebook    Publish Date(s):      
 __text only 
 __image only 
 __text and image 
 __document 
 __other (please specify): 
 
__Website    Publish Date:   End Date:    
 __text 
 __image 
 __document 
 __other (please specify): 
 For which page on the OLP website?     
 
__Flocknote    Send Date(s):       
 __text 
 __email 
 
__Pulpit    Mass Date(s):      

(Must be approved by Father.) 
 
__Gathering Space   Start Date:   End Date:   
   
 __poster 
 __flyer 
 __brochure 
 __other (please specify): 
 
__Mailing    Date to be mailed:     
 __post card 
 __letter 
 __flyer 
 __other (please specify): 
 
__Other (please specify):  Date(s):     
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APPENDIX D                                  OUR LADY OF PEACE 

Volunteer Requirements 
 
For the safety of our children, the Diocese of Columbus requires the following attend a 
Protecting God’s Children Program: 
 

All paid diocesan, parish, and school staff and any clergy temporarily assigned 
to the Columbus Diocese regardless of their level of contact with children and youth 

All volunteers 18 years or older in a program or ministry for children and youth 
regardless of their level of contact with children and youth; e.g.: Catholic school, PSR 
program, etc. 

All volunteers 18 years or older in other parish programs or ministries who have been 
delegated care, custody, or control of children and youth; e.g. choir director, sacristan, 
etc. 
 

Cost: There is a cost, but it is paid for by the diocese or parish. All workshop materials and 
handouts are provided by the host parish or school. All you need to bring is a pen. 
To register on-line go to www.virtus.org and click on “Registration.” Then click on “Begin the 
Registration Process.” Your location selection would be “Diocese of Columbus”, and then 
follow the prompts. On-line registration is required to receive a certificate of attendance for 
church records. 
 
Note:  

Specific locations for classes are not usually given. You may be told the name of the church 
and the address, but not that the class will be in the Parish Hall across the street, or in 
the school cafeteria next door. To avoid confusion, it is advised you call the parish office 
where the class is being held to get more specific instruction on where it will take place. 

Childcare is not provided, and children are not permitted to attend. Anyone arriving with a 
child for the class is asked to leave and reschedule attending a later date.  

The class is led by a trained facilitator (someone who is local to the area), and it is an 
interactive format, meaning participant interaction is built into the program. 

 
Criminal Background Checks and Fingerprinting are another requirement of the Safe 
Environment Program established by the Diocese of Columbus. Again, the Safe Environment 
Program is designed to protect children in the care, custody or control of any person working 
on behalf of the Church. It helps prevent those with specific criminal background from gaining 
access to our children. Examples include assault, domestic violence, corruption of a minor, 
sexual crimes, etc. Please take the attached form with you to any FastFingerprints location. 
 
On March 22, 2001 a law was enacted in Ohio directly affecting religious organizations 
including Churches, Parish Schools, and Parish Schools of Religion with volunteers who have 
unsupervised access to children. Activities include, but are not limited to parish youth athletic 
programs, religious education class teachers, school and parish office aids, youth ministry 
volunteers, nursery or childcare volunteers, youth choir directors, drivers, and chaperones. By 
law, each volunteer with unsupervised access to a child on a regular basis must be notified of 
this law and advised that he/she will be required to provide fingerprints and have a criminal 
record check undertaken. 

http://www.virtus.org/
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APPENDIX E                                   OUR LADY OF PEACE 
Volunteer Code of Conduct 

 

• Volunteers work collaboratively with the Pastor and/or other supervisors and associates in 
ministry. 

• Volunteers faithfully represent and practice the teachings of the Catholic Church with integrity 
in word and action. 

• Volunteers are competent and receive education and training commensurate with their role(s) 
and responsibilities. 

• Volunteers respect the diversity of spiritualities in the faith community and will not make their 
own personal form of spirituality normative. 

• Volunteers recognize the dignity of each person and refrain from behaviors or words that are 
disrespectful of anyone or any group. 

• Volunteers serve all people without regard to gender, creed, national origin, age, marital status, 
socioeconomic status, or political beliefs. 

• Volunteers act to ensure all persons have access to the resources, services and opportunities 
they require with particular regard for persons with special needs or disabilities. 

• Volunteers are accountable to the Pastor or other duly appointed representative. 
• Volunteers are called to serve the faith community, carrying out their ministry conscientiously, 

zealously and diligently. 
• Volunteers exercise responsible stewardship of resources while holding themselves to the 

highest standards of integrity regarding fiscal matters placed in their trust. 
• Volunteers respect confidentiality. 
• Volunteers adhere to civil and ecclesial law, policy and procedure concerning the reporting of 

neglect, suspected abuse or when physical harm could come to the person or to a third party. 
• Volunteers support the rights and roles of parents while ministering to the needs and concerns 

of minors. 
• Volunteers are aware 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. Physical, sexual or romantic relationships between an adult 
volunteer and a minor are unethical and are prohibited. 

• Volunteers model healthy and positive behaviors with minors. Procuring, providing or using 
alcohol and or controlled substances for or with minors is unethical and is prohibited. 

• Volunteers are aware of the signs of physical, sexual and psychological abuse and neglect. 
• Volunteers are aware of their limitations with respect to paraprofessional counseling and make 

appropriate referrals. 
• Volunteers are aware of and comply with all applicable parish, organizational and/or diocesan 

policies with special attention to sexual misconduct, safety, transportation, parental permission 
and medical emergency policies. 

This notice is in compliance with the Bishop’s Safe School Audit. 
 

All volunteers who serve in a volunteer position are expected to be examples of Catholic moral 
behavior and professionalism.  All volunteers, regardless of their religious affiliation, are therefore 
required to abide by the moral values advanced by the teachings of Christ, the Catholic Church, 
and all policies and regulations of the Diocese of Columbus, Ohio and Our Lady of Peace Catholic 
Church.  
 

I acknowledge the above conditions and statements, as well as, agree to abide by the Parish Code 
of Conduct as outlined in the above statements.   

Volunteer Printed Name: _____________________________________________________________ 
 

Volunteer Signature & Date: _____________________________________________________________ 
 

One volunteer signature per form. 
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APPENDIX F                                   OUR LADY OF PEACE 
Volunteer Roster 

 

Please submit to ministries@olp-parish.org twice per year (October and April) with a 
signed Volunteer Code of Conduct for each volunteer. 
 
MINISTRY:     MINISTRY LEADER’S NAME:     
 

Last Name First Name Date Completed—

Protecting God’s Children  

Date Completed—

Fingerprints  
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APPENDIX G                                  OUR LADY OF PEACE 

Fingerprint Form 
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APPENDIX H                                  OUR LADY OF PEACE 

Check Request and Reimbursement 
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