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Dear Parish Leader, 
Thank you! Everyone at Our Lady of Grace benefits because you have decided to share your gifts and 
talents as a leader at our parish. You are not only the very real presence of Our Lady of Grace in our 
community, but also the very real hands and feet of Christ at work in the world. We’re counting on 
you to be a leader who listens, inspires, and accompanies others in their walk of faith. We urge you to 
continue offering your world to Christ and Christ to your world.  

Whether this is your first or fortieth year of ministry at Our Lady of Grace (OLG), it’s important for us 
to give you the latest updates on how we live and move as a parish. OLG is a big place! This year, more 
than 1500 families count themselves as parishioners. We are grateful for the crowd, but also 
recognize that it takes some organization to fulfill our obligation to be a center of worship and 
fellowship for thousands. 

The attached packet is this year’s All-Organization Packet for our parish. It’s detailed. It’s long. It’s not 
always the most thrilling read. But it is important. We are asking you to find some time, grab a snack, 
and familiarize yourself with how things work at the parish. Inside, you’ll find everything from 
fundraisers to Facebook, check requests to Community Room setup. Not everything may be relevant 
to your ministry, but we’re pretty sure there’s something inside that you’ll need to know! 

In particular, this year there are a few points we’d really like to hit home:  

• This year at the parish, the staff has been hard at work to include our parish purpose statement 
and charisms in as many ways as possible. In your documents, work, and ministry, we would 
invite you to share the purpose of Offering the world to Christ and Christ to the world. 
Additionally, let’s make sure our parish is known to Follow Christ, Worship & Serve, Welcome 
with Joy, and Grow Disciples. 

• With that purpose statement, we want you to literally go out and offer Christ to the world! This 
year, we’re making a big effort to reach out and invite others into our ministries. Don’t shy away 
from a conversation about faith and participation at our parish. It’s worth speaking up for! 

• We’ve tried to simplify our promotion procedures. Now, for any promotion of events or 
ministries at OLG, all you need to do is contact events@ologn.org. This is your one-stop shop for 
web, social media, print, gathering space, or any other method we have to communicate your 
upcoming activity! (See Page 13 for details.) 

Again, thank you for your service to the people of our parish. We are very excited to work together 
this year and continue to grow a wonderful, thriving community of faith at Our Lady of Grace. 

    

        Our Lady of Grace Parish Staff

 

  

mailto:events@ologn.org
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Our Lady of Grace Catholic Church 
 

PARISH PURPOSE STATEMENT AND CHARISMS 
 

Our Lady of Grace Church: Offering the World to Christ and Christ to the World. 
Follow Christ. Worship & Serve. Welcome with Joy. Grow Disciples. 

 
Follow Christ. 

Then Jesus said to his disciples, “Whoever wishes to come after me must deny himself, take up his 
cross, and follow me. For whoever wishes to save his life will lose it, but whoever loses his life for 
my sake will find it. What profit would there be for one to gain the whole world and forfeit his 
life?” - Matthew 16:24-26 

As a Catholic parish, we seek first the kingdom of God as taught by Jesus of Nazareth. We make 
decisions based on our belief in Jesus Christ and his teachings on love and sacrifice, even when those 
decisions are countercultural. He is our way, truth, and life. 

 

Worship & Serve. 

Then he took the bread, said the blessing, broke it, and gave it to them, saying, “This is my body, 
which will be given for you; do this in memory of me.” - Luke 22:19 

Jesus clearly asked us to remember his sacrifice, and we memorialize him in celebrating the Eucharist 
and washing the feet of our neighbors. In our prayer and Sacrament, we humble ourselves and offer 
ourselves to God. In our service and justice work, we humble ourselves and offer ourselves to God. 

 

Welcome with Joy. 

“I give you a new commandment: love one another. As I have loved you, so you also should love 
one another. This is how all will know that you are my disciples, if you have love for one another.” 
- John 13:35 

Our parish is a family of families. This community shows hospitality to all our parishioners and 
visitors as if they were Christ themselves. We strive to be an authentic community that is noticeably 
joyful because of how we see Christ in one another. 

 

Grow Disciples. 

Then Jesus approached and said to them, “All power in heaven and on earth has been given to me. 
Go, therefore, and make disciples of all nations, baptizing them in the name of the Father, and of 
the Son, and of the Holy Spirit, teaching them to observe all that I have commanded you. And 
behold, I am with you always, until the end of the age.” - Matthew 28:18-20 

Through our faith formation programs and Catholic school, we cultivate discipleship in our 
parishioners. We participate in this gradual nurturing of faith with the hope that our community will 
be made up of those who earnestly seek holiness throughout their lives.  
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Our Lady of Grace Catholic Church 
 

ALL ORGANIZATION PROCEDURES 
Helping the Parish to Help Your Group 

(Committee, Ministry, Council, Organization, Club) 
Our Lady of Grace parish is blessed to have a multitude of activities and organizations of many 
different kinds. We believe that the abundance of activities is one sign of the presence and action of 
the Holy Spirit! 

With this multitude of activities comes a set of challenges that are “good problems to have.” For all of 
our groups to function as well as possible, and thus to make our parish life and ministry more vibrant 
(and less stressful!), it’s important to aim for some common expectations and practices among all of 
our groups. We present these guidelines to your group and to all the groups in the parish, in the 
interest of consistency, cooperation, and mutual support among various parish groups. 

ANNUAL GROUP/LEADERSHIP TRANSITION: We want to keep our membership and leadership lists 
current and our communication more effective. Every spring, we will ask each parish group to submit 
an information sheet to the parish office giving contact information for that group’s membership and 
leadership for the coming year. If the leadership transition takes place at another time of the year, 
please notify the parish office in May and submit the information sheet when the transition takes 
place. Even if group leadership does not change, please submit the sheet to the office in May or June. 
Because we are six months ahead (or behind!) in arranging communication with parish groups this 
time, an information sheet accompanies this information packet. Please complete it and return it to 
the parish office by the end of this month. 

BUILDING USE POLICY: In order to provide for the security of children and young people who are 
present, as well as minimizing distractions for scheduled parish activities, we have a parish policy 
regarding use of the building by groups which include those under the age of 14. This includes young 
people who are participating in an organized event (Religious Education, scouts) and those who 
accompany parents or others to parish meetings. Please Page 10 for the full policy and inform the 
members of your group of the ramifications of the policy. Even if your group does not include young 
people, it would be good to be familiar with the policy in terms of what is expected of parents and/or 
groups with children in the buildings. 

YOU CAN’T ALWAYS TRUST A PRIEST! If you’re in a meeting, having a conversation after Mass, or 
chatting in a hallway with one of our priests and you ask if it would be a good idea to [fill in the blank], 
the priest may say, “Yes, that’s a great idea!” or even, “Yes, you should do that!” PLEASE don’t take that 
as a waiver from the directives given on these pages! Assuming “Father says it’s OK,” it’s still 
necessary to comply with all the guidelines and policies we’ve shared with you in this packet. 

(This paragraph was composed by Father Tom.) 

 

Thank you for letting us share this information with you. We hope it has been helpful!  

We are grateful for the faith, work, energy, and enthusiasm that you put into your ministry. Your 
group represents our parish and makes our parish better. 

         THE PARISH STAFF  
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HOW TO PLAN AN EVENT AT OUR LADY OF GRACE 

 

 

Some of the greatest blessings at Our Lady of Grace are the speakers, dinners, retreats, festivals, 
socials, and other events hosted at the parish. We welcome you to prepare and plan for an event that 
leads parishioners into worship, discipleship, stewardship and hospitality. We kindly ask that you 
follow the guidelines below so that events can be as organized and effective as possible! 

1. If your event is a fundraiser, you will need approval from the Cabinet. In seeking to 
minimize fundraising at OLG, we ask that you receive approval at least six months in advance 
of your fundraiser. The Cabinet meets monthly. Please submit the Fundraising Request Form 
to Director of Stewardship Ashley Mahaney. For more information, please go to Page 23. 

2. To reserve a room or other space, please see Page 5. 

3. Make sure you have proper licensing and/or insurance liability coverage. In events 
involving gaming (including but not limited to Bingo, card games, raffles, etc.), there are 
specific procedures to follow. Please contact Parish Accountant Lynn McKinney at least two 
months in advance if you plan on using gaming at your event. Similarly, serving alcohol at an 
event requires both parish approval and proper licensing, which can take up to two months to 
receive. Please contact the Parish Office if you plan to serve alcohol at your event. 

4. Fill out the appropriate financial forms. If you are expecting to use church funds for your 
event, please go to Page 16 for the Purchasing Protocol. Please use the Check Request Form on 
Page 17or the Deposit Form on Page 18 as needed for your event. Our Lady of Grace is a 
nonprofit organization that does not pay sales tax, please obtain a Tax Exempt Form from Lynn 
McKinney prior to making your purchases. 

5. Request room setup and/or schedule any work orders. OLG Maintenance is happy to help 
you set up for your event if needed. At least one week in advance, email room setup requests 
or specific maintenance needs to Facilities Manager Brian Meier. Please see Page 7 for more 
information. 

6. Copies for an event. If you require copies for your event, please use the appropriate code on a 
church copier or contact the Parish Office for assistance and/or large quantities. If the Parish 
Office is making the copies, please submit the electronic file at least one week in advance. 

7. To promote your event, please see Page 13. 

8. Host your event. Please use our space to build the Kingdom of Heaven on Earth. 

9. Clean up. We ask that you immediately reset any and all rooms used to their original layout 
and please leave things cleaner than when you came.  

10. Wrap up financials. At your earliest convenience, submit any previously approved bills, 
reimbursements or collected funds to Parish Accountant Lynn McKinney using the appropriate 
Check Request Form on Page 18 or Deposit Form on Page 19. 

11. Don’t forget to follow up your event. Share pictures to the events@ologn.org email. Write 
thank-you notes. Sharing your experiences with other parishioners is wonderful way to follow 
up your event! 

12. Start thinking about next year. If your event was successful, start planning for next year by 
getting your approvals and room reservations done early! 

mailto:events@ologn.org
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Our Lady of Grace Catholic Church 
 

SCHEDULING OF ROOMS, SPACES, AND PLACES 
To reserve any room or other space on the OLG campus, email Jessica Roop with the following: 

• Date 
• Times 
• Expected set-up and tear-down time, if needed 
• Expected number of attendees 
• Requested/preferred  space 

She will confirm this reservation within five business days.  

Note: If there is a previous reservation for that space, she will work with you to try to find an 
available space.  

 

Schedule every activity and every space: Spaces that require scheduling include all meeting rooms, 
the church, chapel, Gathering Space (for displays on weekends, etc.), picnic shelter, Donovan Center, 
Grace Hall (gymnasium), classrooms… In other words, if you plan to use a space somewhere, you need 
to book it! 

Email only: For the sake of sanity, organization, and good record keeping, please contact Jessica Roop 
ONLY by email at jjroop@ologn.org.  

 

Regular Meetings: In order to finalize the parish calendar, you will be asked to provide a schedule of 
your regular meetings and your preferred/requested meeting space. A confirmation of the dates will 
be emailed to you by Jessica Roop, after the staff calendar planning meeting. 

Other meetings: As the need arises for additional or special meetings, be sure to schedule them with 
Nitamarie. Remember that your booking is not final until you have received a confirmation.  

 

Room Resets: We ask that you immediately reset any and all rooms used to their original layout and 
please leave things cleaner than when you came. The maintenance crew does not reset rooms. If you 
need that service, please contact Facilities Manager Brian Meier. If you’ve ever walked in and found 
your meeting room unusable because someone else didn’t re-set the room, you know how important 
it is that you do so after any meeting that involved rearranging the furniture! 

Cancellations: If you cancel or postpone a meeting, be sure to contact Jessica Roop to open up the 
room/space you had previously scheduled in case another group needs it. 

 

 

  

mailto:jjroop@ologn.org
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Our Lady of Grace Catholic Church 
 

Closure and Delay Policy 
 
 

1. If Our Lady of Grace Catholic School is closed due to inclement weather, then the Parish Office will 
be closed and staff members may not be available. 

 

2. Our Lady of Grace Catholic School closures that are not weather related, such as a water 
emergency, do not automatically result in a Church/Parish Office closure, and are handled on a 
case by case basis. If a closure is due to non-weather related circumstances, the information will 
be shared via Flocknote and Facebook. 

 

3. If Our Lady of Grace Catholic School has a two hour delay, the Parish Office will be open. 

 

4. When decisions about closures, delays, cancellations, etc. must be made, the safety of employees, 
volunteers, students, parishioners, and program participants is of the utmost importance. The 
ultimate criterion for travel conditions is the Indiana Department of Homeland Security as 
indicated at the website https://www.in.gov/dhs/traveladvisory/. Conditions which result in a 
warning, as indicated on the Indiana DHS website, mean that everyone should stay home and 
should stay off the roads.   

 

5. All evening and weekend activities that are threatened by weather or another factor should be 
reviewed by the activity Chair or Director, who will make the open/close decision as follows:   

a. The Pastor should be texted as well as copied on any email communication of closure to 
participants/parents.  (Flocknotes are recommended.)  

b. The Chair or Director should follow the direction provided by the Indiana Department of 
Homeland Security as mentioned in #4 above. https://www.in.gov/dhs/traveladvisory/   

 
  

https://www.in.gov/dhs/traveladvisory/
https://www.in.gov/dhs/traveladvisory/
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Our Lady of Grace Catholic Church 
 

Room Setup Request Policy 
 

This policy applies to all room setup requests to be completed by the facilities team. 

Any needs for tables, chairs, bleachers or sound systems will follow the guide lines listed below. If the 
request is submitted outside of the guidelines listed below, the room setup will be the responsibility 
of the requesting party. 

• All setup requests must first be approved by the appropriate supervisors. 

o Michelle Boyd, OLGCS Principal, for school events and groups. 
o Larry Kunkel, Director of Business & Administration, for church & non-staff groups. 

• At least ONE WEEK before the start of your event, the approved setup requests must be 
submitted to and confirmed by the Facilities Manager Brian Meier. 

o For events hosting more than 75 people: TWO WEEKS notice is required. 

Note: Events and groups who have not submitted an approved room setup in time risk having to set 
up the room, tables, and chairs themselves! 

• No tables or chairs will be moved from building to building without approval from the Director 
of Business & Administration Larry Kunkel. 

• Groups asking to borrow church tables and/or chairs will need Director of Business & 
Administration Larry Kunkel’s approval at least TWO WEEKS before the requested date. 

• For all electronic and AV needs, please contact Technology Director Tracy Hughes. 

• All groups are responsible for resetting the space to its original layout after their event unless 
prior approval is given.  

o Please refer to the Community Room Reset Layout and Donovan Center Reset Layout on 
the next two pages. 

• All groups are responsible for cleaning up the space used: 

o Including but not limited to trash removal and cleanup of floors, tabletops, and kitchen 
areas. 

o Please leave the space better than you found it!   
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  Community Room Layout 
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Donovan Center Layout 
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Our Lady of Grace Catholic Church 

 
Parish Policy on Building Use 

by Groups with Children and Youth 
Effective August 1, 2010 

Rationale: Our Lady of Grace Church and School is home to a wide variety of groups and many types 
of activities, the most important being parish worship and ministries. In the interest of exercising 
good stewardship of parish property, cultivating an appropriate environment for parish worship and 
ministry, promoting safety and security, and limiting incidents of damage and inappropriate behavior, 
the following policy is now in effect: 

Children and youth below the age of 14 may not be in any parish building unless directly supervised 
by a parent or an adult leader. 

• “Direct supervision” is understood to mean that the child/youth is in the same room as the 
parent or adult (teacher, scout leader, coach, etc.), or, if moving to another area of the building, 
is within visual and verbal range of the adult, who is responsible for the behavior of the 
child/youth. Direct supervision means that the parent/adult is responsible for ensuring 
behavior by the child/youth consistent with this policy. 

• Children/youth may not be given a key for any location anywhere on parish property. 
(Exception: If a child or youth needs a key in order to run an errand for a parish employee, 
adult supervisor, or adult parish volunteer, the child/youth must carry a signed note from the 
adult, including the nature and the estimated beginning and ending times of the errand. See 
addendum.) 

• Parents or supervising adults are responsible for ensuring that children/youth keep noise and 
activity to an appropriate level in all areas of the building. 

• Parents or supervising adults are responsible for ensuring that any restroom breaks are 
completed in a reasonable period of time and that restrooms are left in good condition. 

• Parents or supervising adults are responsible for ensuring parish property is well cared for. 
• The following doors are always to be locked when OLG School or Elementary Religious 

Education classes are not in session, or when no other activities are scheduled in the rooms on 
those hallways: 

1. All doors which connect the Education Center and the original building. 
2. The double doors leading to the Education Center administrative office hallway. 
3. The double doors in the Education Center leading to the Junior High classrooms. 
4. Both sets of doors leading from Grace Hall (the gymnasium) into the Kindergarten 

through Second grade hallway. 
5. Children or youth are never allowed in these areas without adult supervision: 

a. The storage closet across from Grace Hall 
b. The Grace Hall and Community Room kitchens 
c. The School Workroom 
d. The Donovan Center 
e. The entry way of the Education Center 
f. All hallways 

• Parents and adult supervisors are responsible for ensuring that all areas used by their children 
or their groups are thoroughly cleaned after they are used. 
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• In cases when the directives of this policy are not being observed: 
a. All parish employees and cleaning personnel hired by the parish are authorized and 

expected to give direction (or correction if needed) to unsupervised children or youth 
and to parents or supervising adult volunteers. Consistent or ongoing non-observance 
of the policy should be reported to Director of Business & Administration Larry Kunkel. 

b. All parish employees and cleaning personnel hired by the parish are authorized and 
expected to give direction (or correction if necessary) to the children of other 
employees and to report all infractions to the supervisor of the parent in question. 

c. Failure by parents or supervising adults to ensure the proper care of parish facilities 
and property could result in the loss of the privilege of using parish facilities in the 
future. 

d. Any damage to parish property will be the financial responsibility of the parents of the 
child/youth who caused the damage.  
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Our Lady of Grace Catholic Church 
 

EVENT PROMOTION PLANNING SHEET 
 

Our Lady of Grace has many opportunities for you to get the word out about your event or ministry. 
Please consult the following to best organize and effectively promote your event! 

For every event at Our Lady of Grace, please submit the following information to events@ologn.org or 
in person to the Parish Office. Also, you may fill out an online version at ologn.org/forms. 

Event Details

• Name of event: _______________________________ 
• Date of event: ________________________________ 
• Time: __________________________________________ 
• Location: ______________________________________ 

 

• Contact Person: ___________________________________ 
• Contact Email: _____________________________________ 
• Contact Phone: (_____)_____________________________ 
• At least one relevant .jpeg or .png image or logo

Short Event Description: _____________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

The sooner you do this, the easier it is for us to promote your event! 

How would you like to promote your event?  

Please select all that apply. Keep in mind that you may need to write/create an announcement 
appropriate for each medium. 

❏ OLOGN.org Website 
❏ Bulletin Full or Half Page Insert 
❏ Bulletin Article 
❏ Our Lady of Grace Facebook 
❏ Our Lady of Grace Twitter 
❏ Parish Email Newsletter 
❏ School Email Newsletter 
❏ Gathering Space Monitor 
❏ The Catholic Moment Preview of event (before) 
❏ The Catholic Moment Report on event (after) 
❏ Share with nearby Catholic churches 

 

Are you interested in being the Ministry of the Month? 

By being the Ministry of the Month, your group or event gets to use the MoM bulletin board for the 
month, have speakers before Masses during the first weekend of the month, and other perks. Ministry 
of the Month is often scheduled months in advance and may not be an option at the time desired. 
Please contact events@ologn.org for more information and for available months. 

For all questions, contact events@ologn.org. 
 

mailto:events@ologn.org
mailto:jjroop@ologn.org
mailto:events@ologn.org
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Our Lady of Grace Catholic Church 
 

EVENT PROMOTION TIMELINE 
 

 

The following events regularly take place at Our Lady of Grace and can be counted on to be major 
promotions in the given months. Please plan other events accordingly. 

 

 July 

Family Promise of Hamilton County 

 

August 

Religious Education Registration 

Youth Sacramental Registration 

Assumption of Mary 

 

September 

Altar & Rosary Rummage Sale 

Oktoberfest 

Parish Feast Day 

 

October 

Financial Campaign 

Respect Life 

Altar & Rosary Rummage Sale 

 

November 

All Saints Day 

Holiday Bazaar 

 

December 

Advent 

Our Lady of Guadalupe 

Christmas 

Posada/Pastorela 

 

January 

Solemnity of Mary 

Catholic Schools’ Week 

 

February 

Stewardship Renewal 

Hispanic Couples Dinner 

Lent 

Fish Fries 

 

March 

Lent 

Fish Fries 

 

April 

Lent 

Fish Fries 

Holy Week 

Easter 

Altar & Rosary Birthright Baby Shower Begins 

 

May 

Altar & Rosary Birthright Baby Shower 

 

June 

Vacation Bible School 

Family Promise of Hamilton County
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Our Lady of Grace Catholic Church 
 

GATHERING SPACE POLICY 
 

In order to make our parish Gathering Space as hospitable as possible, and to ensure ownership of 
displays, etc. sponsored by various ministries, the following policies are effective August 1, 2018. 

Gathering Space Tables 

Tables/Displays in the Gathering Space MUST be staffed by members of the sponsoring ministry at all 
Masses during any given weekend. (Exception: Staffing of displays during the 1:30pm Sunday Mass is 
encouraged but optional.) 

Bulletin Boards 

Items may be placed on appropriate bulletin boards only if those items are submitted to the parish 
office one week in advance for approval by the Pastor. 

Flyers, Posters, etc. 

Flyers may be made available only at a staffed display, and may be handed out from that display. 
Flyers are not to be placed on other tables, bulletin boards, etc.  

Posters/flyers are not to be posted on the walls of the Gathering Space or adjoining hallways.  

Items that are seasonal in nature such as Little Black/Blue Books for Lent and Advent and parish 
calendars may be made available on tables in the Gathering Space as has been done in past years. 

Easels 

Easels are no longer to be used by any ministry except when used for sign-ups for groups such as 
RCIA, Interfaith Hospitality Network, Blood Drive, etc. Groups that have used easels in the past to 
publicize events are now encouraged to use the TV monitor in the Gathering Space. Please see below. 

Gathering Space Monitor Policy 
This policy applies to information placed on the TV Monitor in the Gathering Space of Our Lady of 
Grace Catholic Church. 

All information must be submitted by Sunday before the weekend requested. 

• All requests must be submitted via email to the Parish Secretary Jessica Roop at 
jjroop@ologn.org. 

• Images must be high resolution .jpg or .png format. 
• Text must be minimal and limited to only necessary details such as: 

o Event Name 
o Date 
o Time 
o Location 
o Contact Information or where to get more information 

• Monitor updates occur on Mondays. (Tuesday if the Parish Office is closed on Monday.) 
• All requests are guaranteed at least one week in rotation, 3 weeks maximum if requested and 

space allows.   

mailto:jjroop@ologn.org


16 
 

 
Our Lady of Grace Catholic Church 

 
PURCHASING PROTOCOL 

 

All purchases must follow these steps! 

1. Obtain a two-part Purchase Order Form from the Accounting Office or see Page 17 
2. Complete all pertinent information on Purchase Order  

a) Vendor Name  along with web address, physical address, or phone w/ contact name 
b) Date purchase order was written 
c) Name of staff member requesting or department 
d) Reason for purchase 
e) Date needed 
f) For each item, note the quantity, item #, description, unit price, & purchase price 
g) Budget account paying for purchase 

Note: If purchase exceeds $50: Obtain signature authorization for purchase on Purchase Order from 
OLGCS Principal Michelle Boyd or Director of Business & Administration Larry Kunkel prior to 
purchase. 

3. Give the completed (and signed if needed) Purchase Order to Nitamarie Azman to order. 

Note: If a staff member other than Nitamarie Azman is ordering and the Church/School credit card 
needs to be utilized for the purchase, the card number can be obtained (only with an approved 
Purchase Order) from the Accounting Office or Michelle Boyd. Completed Purchase Order Form is 
distributed as follows: 

a) Original (white copy) to Accounting Office 
b) Copy (yellow) remains with person who placed OR will receive the order 

 

4. Upon delivery, verify correct items and quantities, record the date received, and give yellow 
copy to Accounting Office*. 

Check Requests 
If purchase has been made and you need to be reimbursed, please complete a Check Request as found 
on Page 18. Submit the purchase receipt, approved Purchase Order if over $50, and Check Request to 
the Accounting Office*. 

Deposit Form 
Have you received funds or donations via an event or ministry? Please complete a Deposit Form, 
found on Page 19. Submit the funds and Deposit Form to the Accounting Office*. 

 

 

 *If the Accounting Office is closed or unreachable, please contact the Parish Office for 
assistance. 
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Our Lady of Grace Catholic Church 
FLOCKNOTE 

Our Lady of Grace has joined Flocknote, a communication tool created specifically for Catholic 
parishes. Flocknote makes communication simpler, centralized, and more professional. Thank you for 
joining our flock! 

 

How does Flocknote work? 

Flocknote creates lists within a parish network. Lists can be ministries, committees, one-time events, 
and more. Parishioners subscribe to lists and receive notes from that ministry as well as parish-wide 
announcements. Notes can be either emails or text messages and are easily sent to social networking 
sites. 

 

What do I have to do to sign up? 

Go to flocknote.com/ourladyofgrace to register or text GRACE to 84576. Then use the Flocknote 
website to sign up for any list you want! 

 

What are the benefits of using Flocknote? 

Flocknote offers a centralized parish communication hub. All of your information about OLG will 
come from one place and you’ll only have to visit one place to change your email or phone number. 
Flocknote utilizes other common forms of communication besides email, including text messaging, 
Facebook pages, and Twitter. Flocknote allows you to include color, photo, video, events, and much 
more to your notes to make them more appealing and professional. Flocknote ensures you’ll never 
have bounced messages, out-of-date email lists, or have to ask, “Where do I go to sign up for that 
group?” 

 

What can Flocknote do for my ministry? 

Keep track of your ministry participants or committee members and their contact information with 
an easy-to-use, professional tool. You can send reminder text messages about meetings and events. 
You can send notes to email, phone, Facebook, and Twitter all at once. You can determine your own 
privacy settings and note-sending privileges. And you can help the entire parish to communicate 
together! 

 

www.flocknote.com/ourladyofgrace  

http://www.flocknote.com/ourladyofgrace/
http://www.flocknote.com/ourladyofgrace/
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Flocknote Administrators & Ministry Leaders 

 

How do I use Flocknote to send notes? 

Login to Flocknote and go to your list. Select ‘Send an Email’ or ‘Send a Text.’ Compose your message. 
Use the buttons at the bottom of the screen to add special features. Click the button with three 
horizontal bars at the top right to send to social networks or schedule the note for later. Click ‘Send It!’ 
That’s it! 

 

How do I sign someone up for our list? 

Go to your list and click the ‘Subscriber’ tab. View subscribers here or click ‘Add Subscribers’ to add 
people in a variety of ways, including a .csv file from Outlook. You can also make major changes to 
your list subscribers by clicking the ‘Bulk’ tab. 

 

Who can send notes in my list? 

This can be customized to your needs. There can be only one or two people who send notes and do 
not allow replies, or you can give everyone the privilege to send notes and reply to the group. 

 

Who can join my list? 

Anyone who signs up for Our Lady of Grace’s flock can join your list unless you decide new 
subscribers need administrative approval first. Similarly, you can decide on whether subscribers can 
view who else is a part of the group. There are many adjustable privacy settings on Flocknote! 

 

Should I send an email or text message? 

That depends on your note. A longer message generally can be sent as an email with photos, video, or 
quotes. A text message should be reserved for brief notes to remind, cancel, or update. If a subscriber 
signs up to receive only emails or only texts, all messages will be delivered according to their 
preference. 

 

 

flocknote.com/uno/help  flocknote.com/training 
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Our Lady of Grace Catholic Church 
 

ONLINE PRESENCE PRINCIPLES 
Thank you for contributing to Our Lady of Grace’s presence online and in social media. We believe 
these technological tools are excellent avenues for sharing information and spreading the good news 
of the Gospel. As a valued ministry leader, we encourage you to use our media well and positively 
represent Our Lady of Grace. Please keep these principles in mind as you work to evangelize online: 

• Everything we post we would be proud to show our Bishop. 
• We post as much gospel-sharing content as we do information about upcoming events. 
• We follow up after events with photos, reflections, and/or testimonies about what happened. 
• All of our posts are hospitable or inviting instead of forceful or assuming. 
• Our posts are short and focused with links or contacts to learn more. 

 
Additionally, the following practices should be followed as best as you are able when representing 
Our Lady of Grace or one of our ministries. These standards will allow us to better follow the above 
principles: 

• Respond to emails and messages within 48 hours or receiving them. Even responses 
acknowledging message reception and promising future follow up are better than no response. 

• All posts on behalf of Our Lady of Grace become the property of Our Lady of Grace and are 
subject to removal by the parish. 

• Whenever possible, it is advised to require review by online administrators before posts are 
officially made public. 

• Parish email accounts, social media profiles, and online channels should be used solely for 
activities of the parish and not for personal or promotional information. 

 

We encourage you to work with Our Lady of Grace’s Communications Director Jake Teitgen to solve 
problems, verify appropriateness of posts, and ensure quality communications from our parish social 
networking channels. Thank you for sharing about Our Lady of Grace! 
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Our Lady of Grace Catholic Church 
 

PARISH FUNDRAISING: 
Principles, Policies, and Procedures 

I. Rationale: Our Lady of Grace is striving to be a stewardship parish. In the ideal stewardship 
parish, the sharing of time, talent and treasure by parishioners, and the overall parish 
commitment to the sharing of God’s gifts, would make fundraising by parish groups 
unnecessary.  
 
Fund raising activities do serve at least two important purposes, besides the obvious one of 
raising needed money for parish ministries. First, they highlight the specific mission, 
importance, and needs of the organization which is raising the funds. Second, they help to build 
community within the parish, and enthusiasm for its ministries. 
 
The ability to raise funds, however, and/or the desire for the benefits those funds would 
obtain, is not necessarily a compelling reason for raising those funds. Fundraisers should never 
overshadow the practice of stewardship, in the amount of funds raised, the frequency of 
fundraisers, or the objectives of raising the funds. Nor should funds be raised for unnecessary 
items that may be luxuries when other essential needs in the parish are not being met. 
 

II. Principles: In order to help the parish practice good stewardship, to act respectfully toward 
parishioners and others who are asked to support the parish and its fundraisers, and to 
support the goals of parish groups which do fundraising, these principles are offered as a 
foundation for parish fundraising policies: 
• The fundraising activity must address essential elements, and not gratuitous wants or 

luxuries, of the parish group.  
• The fundraising activity itself must be compatible, in its content and the way it is 

conducted, to the identity and mission of Our Lady of Grace as a Catholic Christian faith 
community. 

• The group raising funds must be aware of and respectful of the needs, customs, and 
integrity of other parish ministries and organizations, and should seek to build 
partnerships in cooperation with other parish groups to avoid competition and duplication.  

• Parish groups, in planning their fundraising activities, must be respectful of the members of 
the parish, and of the sacredness of the Church’s liturgy and the parish’s sacred space.  

• Because of the Church’s duty to serve the poor, all fundraising activities must not only be 
respectful of those who are unable to contribute, but also must directly assist the poor, 
financially and in other ways if possible.  

• The parish, in its administration of the funds raised, has a responsibility to be a good 
steward of these funds.  

• The parish should be informed, in a timely manner, before, during, and after any 
fundraisers as to the goals and accomplishments of those fundraisers, including prompt 
reporting of final totals, and acknowledgment of volunteers and supporters of the 
fundraiser.  
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III. Categories  

Parish fundraisers will be categorized in these policies and procedures as: 

1. Small Limited Term Fundraisers: Those which will take place over a given period (e.g. 
day/s, weekend/s, a liturgical season, etc.), and which seek to raise $2500 or less. 
(Examples: bake sales, rummage sales, car washes, etc.)  

2. Large Limited Term Fundraisers: Those which will take place over a given period, as 
specified above, and which seek to raise over $2500. (Examples: Oktoberfest, Grace 
Gala, Athletic Committee golf outing, etc.)  

3. Ongoing Fundraisers: Those which are conducted as a normal part of the parish 
schedule, with or without an end date. (Examples: Scrip sales, Global issues, etc.)  

4. Parish-Wide Campaigns (Examples: Fruitful Harvest, Graceful Giving, etc.) 
5. Special Fundraisers (Examples: One-time special collections at Mass, special collections 

mandated by the diocese, etc.)  
6. Fundraisers for groups outside the parish (Examples: Cancer Society, etc.)  
7. Internal school fundraisers (Examples: Birthday Book Club, etc.)  

These categories include all fundraisers, either on- or off-site, which are sponsored or 
approved by the parish. 

 

IV. Policies: These policies are to be followed strictly by all parish groups which do fundraising. 
Exceptions are noted, or will be granted as it is judged appropriate. 

1. Approval:  
a. Small Limited Term Fundraisers must be approved by the Cabinet at least three 

months prior to the event.  
b. Large Limited Term Fundraisers must be approved by the Cabinet and 

scheduled at least six months in advance of the event. (Twelve months is 
preferred.)   

c. Any new Ongoing Fundraiser must be approved by the Cabinet at least six 
months in advance of its initiation. No further approval is needed for the 
Ongoing Fundraisers already in place as of March 17, 2020.   

d. Special collections for the poor or other emergency needs may be scheduled by 
the pastor at any time. Consultation with the Cabinet is encouraged, but Cabinet 
approval is not needed.   

e. Internal school fundraisers need approval from the school principal only on a 
case-by-case basis, after consultation with the Cabinet.  

f. All other fundraisers need Cabinet approval on a case-by-case basis. (Exception: 
Special collections or campaigns mandated by the diocese are not subject to 
Cabinet deliberation and approval; diocesan policies super cede parish policies.)  

g. No fundraising activity using parish grounds or facilities will be entered in the 
parish calendar until approved.  

h. Applications (see attached) will be reviewed by the Parish Cabinet within two 
weeks after being submitted, on a first-come, first-served basis. The Cabinet is 
advisory to the Pastor, and consists of the Associate Pastor, Director of Business 
and Administration, Director of Music and Liturgy and the School Principal.  The 
Cabinet meets monthly. The decision for or against approval may not be 
immediate, depending on the need for further information or consultation.  
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2. Use of parish facilities and common spaces:   
a. On the weekends of Palm Sunday and Easter Sunday, no fund-raisers are to take 

place on parish grounds or under parish auspices. The total number of weekends 
available for fundraisers in this area is thus 50 per year. 

b. In accordance with the practice already current, the sale of Scrip by the Parent-
Teacher Organization (PTO) may take place on all 50 of the available weekends. 
Any other group wishing to conduct a fundraiser in the Community Room must 
receive permission from the Cabinet, by way of the application process.   

c. The Gathering Space, and/or the Community Room, will be available for only one 
fund-raiser each per weekend, excluding Scrip sales. 

d. Fundraisers in the Gathering Space and/or Community Room will be scheduled 
by way of the application process on a first-come, first-served basis.  

e. No group may conduct weekend fundraising activities for more than two 
consecutive weekends.  

 

3. Collaborative fundraisers: The involvement of a second parish organization in another 
organization’s fundraising program is not to be assumed, and must be approved in 
writing by the chair of the second organization.  

 
4. Tithing: A percentage of all funds raised, which will be equal to the amount established 

for current parish tithing, will be donated to the Parish Tithing Committee for the needs 
of the poor. (As of March 17, 2020 the percentage is 5%. This policy does not apply to 
funds that are raised for the poor, e.g. the Haiti Mission, St. Vincent de Paul, etc.)  
 

5. Purpose of funds 
a. The financial goal of the fundraiser, in dollar amounts, is to be indicated by the 

parish organization on the fundraising application, as well as in any pre-event 
publicity.  

b. The purpose of the funds to be raised must be publicized before the fundraiser 
by way of the parish bulletin, promotional flyers, online and/or other means of 
publicity. These means of publicity must be mentioned in the application for 
approval.  

c. If the proceeds are to be divided among various accounts, recipients, etc., the 
amounts to be given to each are to be specified in detail on the fundraiser 
application. This is to be done either by percentage or by dollar amounts.  

d. Proceeds of the fundraiser must go to the recipients designated, in the 
predetermined amounts. 
 

6. Reporting 
a. The organization that is doing the fundraiser is responsible for reporting to the 

Cabinet and Stewardship Director the total amount of proceeds raised.  
b. If the proceeds are to be divided among various accounts, recipients, etc., this is 

to be included in the report.  
c. The report is to be provided by the Director of Stewardship and promoted 

online/the parish bulletin within three weeks of the completion of the 
fundraiser. If the final report is not ready at that time, an interim report is to be 
made at that time, with weekly updates until the final report is published.  

d. A final, detailed financial report is to be submitted to the Director of Business 
and Administration and Accountant, within one month after the completion of 
the fundraiser. A form for this report is included with the application. 
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7. Handling of funds 
a. All cash receipts of any fundraiser are to be submitted to the church Accountant 

within 48 hours of the completion of the fundraiser.  
b. Receipts of all fundraisers will be placed in the parish’s General Fund, and 

earmarked for the designated purposes of the fundraiser.  
c. Bills for all fundraisers will be paid out of the parish’s General Fund, and will be 

paid in advance of the end of the payment period designated by the vendor.   
 

8. Receipts and reimbursements    
a. The first preference for reimbursements is for payment after the completion of 

the fundraiser by the parish Bookkeeper. In this case, the person arranging for 
the purchase should use the parish’s tax exempt number to avoid paying sales 
tax.  

b. The second preference for reimbursements is for payment within one week to 
private persons who purchased items for the fundraiser. Reimbursements will 
not be made without a valid receipt, and the parish’s tax exempt number should 
be used in first purchasing the items, to avoid paying sales tax.   The parish does 
not pay sales tax on tax-exempt items, so if the organization or private person 
purchases items without using the tax exempt number, that organization or 
person will be responsible for payment of the sales tax.  

c. Private persons are not to be reimbursed directly from the original cash receipts 
of the fundraiser, but only according to 9b above.  

d. If pre-payment is needed, the check request (approved by the Director of 
Business and Administration) must be submitted to the Accountant's office by 
the Monday preceding the Friday when the check will be written. Checks will not 
be released on days other than Fridays.  

 
9.  Compliance: A group’s compliance, or lack thereof, with these policies, will be 

considered in succeeding fundraising application processes.  
 

10. Exceptions: Exceptions to this policy or to any part of it should never be assumed by the 
fundraising group, but will only be granted by way of the application process.  

 
V. Implementation/Timeline 

This policy is effective as of March 17, 2020. Fundraisers already scheduled before the 
effective date do not need further approval, but must comply with all other requirements of 
the policy.   
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Our Lady of Grace Catholic Church 
 

SAFE & SACRED: Child Safety & Safe Environment FAQs 
https://dol-in.org/online-safe-environment-training 

 

• The Safe and Sacred Administrator is Larry Kunkel, Director of Business & Administration.  Maria 
Carr is the coordinator. Larry and Maria will have access to the Diocesan Safe Environment Module. 

 

• All Directors and Ministry Heads will provide list of staff and volunteers in their areas to Maria at 
safesacred@gmail.org, by the first of each quarter on the following dates: March1st, June 1st, 
September 1st and December 1st.   

 

• Each new employee and volunteer will receive a Safe and Sacred instructions and application form 
at time of hire or volunteering, and cannot volunteer/begin work until the form is completed.  The 
form is forwarded to Maria and Larry after received and completed. 

 

• The Diocese will send a notification to all staff/volunteer at least 90 days before their expiration 
date.   Maria will notify each staff member/volunteer 30 days prior to their certificate expiration 
date. 

Note: The Diocese email will go to the original email address. Please check any spam folder. 

 

• If staff or ministries wish to verify compliance, they should contact Maria Carr at 
safesacred@ologn.org. Please allow for 24 hours for response. 

 

1. Why do we need Safe & Sacred? 

Safe & Sacred training is provided to ensure the safety of all minors in our diocese. It is a response to 
the USCCB Charter for the Protection of Children and Young People (approved in 2005 and revised in 
2011). Safe & Sacred training is also provided to protect adults from false accusations of abuse and/or 
inappropriate behavior. 

 

2. What is the age of an adult or a minor? 

A minor is someone who has not reached his or her 18th birthday. However, best practices dictate 
policies and procedures for students enrolled in our programs through their senior year of high 
school, even if they have reached their 18th birthday. 

 

https://dol-in.org/online-safe-environment-training
mailto:safesacred@ologn.org
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3. Is there an age too young for going through Safe & Sacred training as a leader? 

Safe & Sacred training is only appropriate for those 18 and older. However, older minors working 
with young children should review best practices with the appropriate ministry supervisor. Such 
minors should never be left alone with other children.  

 

4. How often is Safe & Sacred training required? 

Diocesan employees and volunteers must participate in Safe & Sacred training (including a 
background check) every three years. However, best practices for safe conduct and child safety must 
be reviewed at least every year with school, catechetical, and youth ministry staff members. See 
administrative handbooks for schools and catechetical ministries for details. 

 

5. What are some ways one can avoid being in a one-on-one situation and still handle talking 
about delicate matters? 

Adults should always avoid being in a one-on-one situation with a minor. In the case that it is 
necessary to do so, and particularly if the conversation is sensitive, the conversation should take place 
in an area with windows and/or open doors such that the participants are visible to others. 
Interactions of this sort should be observable and interruptible. Depending upon the nature of the 
conversation another adult (parent or professional) may be invited to be present. Youth with ongoing 
personal concerns should be referred to a parent and/or therapist. 

 

6. To whom does one report a violation of Safe & Sacred protocols that is not abuse or neglect? 

When an adult recognizes the violation of protocol of another adult, it would be wise for him or her to 
approach the violator with a reminder of best practices. Depending upon the seriousness of the 
violation, this may also need to be reported to the person’s supervisor. The report should also be 
made if the violator reacts negatively or without concern about correcting his or her actions. 

 

7. What are the mandatory reporting situations? 

Anytime a child reports that he or she has been abused, or a person has reason to suspect that a child 
has been or is being abused, he or she has a moral and legal responsibility to report this to child 
protective services. In parishes and schools the person should contact Child Protective Services (CPS) 
immediately. The report to CPS should also be documented on the appropriate form. Supervisors 
should have these forms, but they can also be obtained from the Pastoral Office of Education 
(www.dolin.org/documents/2016/6/AF100ChildAbuseReportingForm-Schools.docx), the Pastoral 
Office of Catechesis (www.pocatechesis.org/documents/2016/6/AF100ChildAbuseReportingForm-
Catechesis.pdf), or the Human Resources Director. 

 

 

 

 

 

8. How do you handle non-mandatory reporting of serious situations? For example, a young 
person tells you he has been drinking. 

http://www.pocatechesis.org/catechetical-andyouth-ministry-administrative-handbook
file://ourlady/ologn/All%20Access/All%20Organization%20Packet/Editable%20Files/www.dolin.org/documents/2016/6/AF100ChildAbuseReportingForm-Schools.docx
file://ourlady/ologn/All%20Access/All%20Organization%20Packet/Editable%20Files/www.pocatechesis.org/documents/2016/6/AF100ChildAbuseReportingForm-Catechesis.pdf
file://ourlady/ologn/All%20Access/All%20Organization%20Packet/Editable%20Files/www.pocatechesis.org/documents/2016/6/AF100ChildAbuseReportingForm-Catechesis.pdf
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Any serious situation or cause for concern about youth safety should prompt a report to adults 
responsible for the young person. In most cases this would be the parent. However, an employee or 
volunteer may want to consult with his or her supervisor and allow that person to make the contact, if 
it is appropriate. Professional personnel in the diocesan offices are always available to advise 
employees and volunteers on these issues. 

 

9. How much contact with children do you need before you need to have a criminal 
background check? 

Any adults working with minors in the Diocese of Lafayette are required to complete Safe & Sacred 
training and a background check prior to employment or volunteer work. There may be a few 
exceptions to this. Please check with the Director of Human Resources, Director of Catechesis or 
Director of Education if you believe an exception should be made. 

 

11. What about _______________ volunteer? 

A volunteer is required to complete Safe & Sacred if a) they are participating in a church or school-
sponsored activity b) where they will be interacting with minors. If you are unsure, contact the 
Human Resources Director. Of course, all parishioners – especially those in leadership positions, even 
if they do not interact with children – are encouraged to complete Safe & Sacred in order to learn 
about and be alert for the signs of abuse in our communities. 

 
12. What is the policy about social media? 

Adults should not connect with minors as part of their own personal social networking. See the 
Diocesan Social Networking/Technology Directives (www.dol-in.org/socialnetworking-technology-) 
for details.  

https://dol-in.org/social-networking-technology-
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Our Lady of Grace Catholic Church 

 
RELEVANT STAFF CONTACT LIST 

This is not a comprehensive list. 
It contains those Staff Members mentioned in this Packet. 

 

Fr. Tom Metzger – Pastor  

317-773-4275 x 222 

THMetzger@ologn.org 

 

Fr. Michael J. Bower – Associate Pastor 

317-773-4275 x 223 

MJBower@ologn.org 

 

Evelyn Burton – Director of Faith Formation 

317-773-4275 ext.  

ESBurton@ologn.org 

 

Maria Carr – Safe & Sacred Coordinator 

safesacred@ologn.org 

 

Tracy Hughes - Technology Director 

317-773-4275 x 296 

TLHughes@ologn.org 

 

Larry Kunkel 

Director of Business & Administration 

317-773-4275 x 233 

LJKunkel@ologn.org 

 

Barb Leap – Director of Music & Liturgy 

317-773-4275 x 230 

BALeap@ologn.org  

 

Ashley Mahaney – Director of Stewardship 

317-773-4275 x 265 

ARMahaney@ologn.org 

 

Lynn McKinney – Parish Accountant 

317-773-4275 x 229 

MLMcKinney@ologn.org 

 

Brian Meier – Facilities Manager 

317-773-4275 x 224 

BCMeier@ologn.org 

 

Jessica Roop – Parish Secretary 

317-773-4275 x 221 

JJRoop@ologn.org 

 

Jake Teitgen – Director of Communications 

317-773-0297 x 242 

JRTeitgen@ologn.org 

 
 

To view the Staff List in its entirety, please go to ologn.org/staff. 
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If you have reached this page 
and did not find the answer to your question, 

please contact the Parish Office 
at your earliest convenience. 

 
Thank you! 

 
We are blessed to have you at 

Our Lady of Grace 
and appreciate all the work you do! 
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