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1. Our parish celebration of the Eucharist and sacraments along with sacramentals, including our 
spiritual events, especially our annual mission, empower us to live our baptismal covenant and serve 
Jesus Christ Eucharistic.  These events are of prime importance to us and take precedence in the life 
of our parish.   

 
2. This Policy Manual helps us to collaborate to fulfill our mission statement and grow as the Body of 

Christ.  This manual is meant as a supplement to the policies and procedures of the Diocese of 
Cleveland.  Each section is organized alphabetically and in the general sections, in order of 
importance. 

 
3. With the publication of Pope Francis’ encyclical on the environment, Laudato Si, and previous parish 

Leadership Day pronouncements, SPB tries to be environmentally friendly by recycling, collecting 
recyclables for the school science fund, not purchasing Styrofoam, and as efficiently as possible, 
supports the reduction of our parish’s carbon footprint.  We are conscious of not adding more waste 
to the environment and using “green methods” to improve the efficiency, leaving a better future for 
our children and grandchildren. 

 
 
Here to Support and Serve with You 
Our Pastoral Staff and Blessed Sacrament Community are here to support you and your family.  Please feel 
free to contact us for appointments via phone or email.  Our regular office hours are posted on the website 
and in the weekly bulletin.  We are available as well for emergencies after office hours. 
 
 
The Mission of Saint Paschal Baylon 
Saint Paschal Baylon is a joyful, welcoming community centered in the Eucharist.  Through our prayer and 
liturgy, we are empowered to grow in faith, love and service. 
 
 
Parish Registration 
Those who are interested in becoming a member of Saint Paschal Baylon Roman Catholic Church are asked 
to complete a parish membership form and submit it to the front office.  The relationship between the parish 
and its parishioners should be mutually beneficial and respectful.  Members of the pastoral staff are happy 
to meet with you and welcome you to our parish.  Periodically, new members receive a blessing during the 
Mass followed by an informational brunch hosted by our Welcome Committee to welcome you 
and acquaint you with the Saint Paschal Baylon Catholic Community. 
 
 
Stewardship 
Through our baptism, we are called to live as Christ's disciples, by contributing to our parish and our 
communities with generous acts of stewardship.  The practice of stewardship is our response of gratitude to 
God for the blessings we receive.  Acts of stewardship include a regular financial contribution and use of 
your offertory envelopes; contributions of time and talent through our parish organizations and 
ministries, worship and prayer.  All registered parishioners are asked to contribute to the life of the 
parish through acts of stewardship.  Individuals must decide how they can best share their gifts and 
resources.  Members of the Pastoral Staff are happy to meet with you to help you discern how your gifts 
may best be used at Saint Paschal Baylon.  Information about our ministries may be found on our parish 
website (saintpaschal.com). Traditionally, the Pastoral Council hosts a Ministry Fair to provide an 
opportunity for you to learn, participate, develop your time and talent, and share your life blessings with 
God and our parish family. 
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Principle of Subsidiarity 
Saint Paschal Baylon adheres to the principle in Canon Law (church law) of subsidiarity. This is a principle 
of the social teaching of the Church which holds that human affairs are best handled at the lowest possible 
level close to the affected persons (see Matthew’s gospel). So, each Pastoral Staff member is responsible for 
a particular administration of the parish (e.g., Music & Liturgy oversees the music groups, Catechetical 
Leaders - catechetical ministries, Principal – the school, etc.).  Parishioners with particular concerns about 
the parish (including the school) will converse with the Pastoral Staff member who oversees the relevant 
area of parish ministry.  Further concerns or conflict will have a collaborative and prayer-filled meeting 
together with the pastor to resolve any issue.  When the pastor is away, the parochial vicar or designate, 
oversees the parish leadership.  If the priests are away, the Principal, Maintenance Supervisor and Business 
Manager oversee the parish leadership as a team. 
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Sacraments 

1. Our parish community enjoys celebrating the special moments in your life’s faith journey.  The 
following policies are designed to assist in the preparation for the sacraments or sacramentals.  While 
these are internal policies, from time to time, they may be requested by parishioners to be seen for 
clarification and support to a Pastoral Staff decision.  Church Canon Law requires a formation process 
to prepare for sacraments. 

 
2. Sacraments are gifts from God and the church.  The church facilitates the programs and preparation 

for each sacrament.  While the sacraments are offered at no cost, the different programs, supplies and 
preparation aids have varying financial obligations.  If a family cannot meet these expenses, please let 
us know of the scholarship needs.  These are our current figures, subject to change and will be noted. 

 
3. In the Diocese of Cleveland, sacramental programs are parish programs celebrated together as one 

parish family. We are one parish family and symbolize this through our common celebration of the 
sacraments. 

 
Baptism 
Seven Years Old to Adulthood 
1. All registered parishioners are eligible to receive the sacrament of baptism.   For one to participate in 

the sacrament, adults or those ages 7 – 18, must be part of the catechumenate (the Order of Christian 
Initiation of Adults [OCIA] or Order of Christian Initiation of Children [OCIC]) from August through 
Pentecost.  A catechumen is part of the ancient year long process, the catechumenate, that helps one 
discern to become Catholic and deepen their relationship with God.  Church Canon Law requires a 
formation process to prepare for the sacraments of initiation (baptism, confirmation and Holy 
Communion). 

 
2. Requests for baptismal certificates are made through the Front Office during regular office hours. 
 
Infant Baptism (for those until the age of 6)  
1. Parent(s) must complete an initial interview with our Catechetical Leader and attend a baptism class 

prior to the Sacrament of Baptism.  Due to diocesan policy, classes are mandatory for parents and 
godparents for their firstborn child or the first time you are a godparent. 

 
2. If a parent received instruction within the last two years and is from another parish, please present a 

recent certificate/affidavit of completion from the parish where the training occurred. 
 
3. In the Diocese of Cleveland, there is a special affidavit form to be obtained from other parishes to 

present for readiness for baptism as a godparent.  Godparent(s) (at least one) must be: 
 

a. An active, registered parishioner and a practicing Roman Catholic (of any Catholic 
Church). 

b. Fully initiated in the Roman Catholic Church (baptized, confirmed and have made their 
First Communion). 

c. 16 years or older. 
d. If married, the marriage is recognized in the Roman Catholic Church. 

 
 
4.  A donation of $40 is requested to cover the supply and instruction costs for the preparation class and 

is due during the initial interview/class and arrangement of the celebration. Please inform us if this is 
a financial hardship.  If this is the case, parents will be offered a scholarship, for no child or family will 
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be turned away for this or any other sacrament for lack of financial resources.  It is customary that the 
godparent(s) give a separate donation/gift to the minister of baptism on the day of baptism.  

  
 
Confirmation 
Eighth Grade 
Registered Religious Education students (Catholic day school and PSR) receive this sacrament in the eighth 
grade.  Students must be enrolled for two years of preparation, beginning in the seventh grade.  The 
sacrament is celebrated at the end of the second semester of the eighth grade on a date assigned by the 
Office of the Bishop.  A $75 donation covers material costs and a separate retreat experience.  Scholarships 
are available for those requesting financial assistance.  It is the diocesan policy that the sacrament and its 
formation be studied with a separate class track (held on Sundays), including a retreat, service and other 
formation opportunities, etc. This class is separate due to the diocesan religion curriculum offered 
separately in the seventh and eighth grades. Like First Penance and First Communion, it is a total parish 
event and celebration. 
  
Adult Confirmation 
Adults who were not able to receive the Sacrament of Confirmation while in grade or high school and who 
regularly attend Mass, are catechized and have attended other religious education classes, participate in a 
six-week process presented each winter or a specially requested schedule.  The sacrament may be received 
at another parish in the diocese with permission from our pastor.  A $45 donation is requested to cover the 
material costs of the classes.  Scholarships are available for those requesting financial assistance. 
 
 
Eucharist (Mass) 
Preparation:  Parishioners/Sacristans/Altar Servers are responsible for setting up for each Mass and 
receive regular training in liturgical preparation.  In each sacristy, printed instructions provide reminders 
in making the arrangements for the Mass.  During every parish Mass, the Body and Blood of Christ 
(Precious Blood) are offered to those receiving Holy Communion. 
 
Sacristans, porters and presiders ensure that the Blessed Sacrament in the chapel is reposed during the 
Masses in the church and that the church is locked.  
 
Age Requirements: Discern your gifts to be a liturgical minister with a member of the Pastoral Staff or 
Liturgy Commission.   
 

1. Altar Server:  Anyone who has made their First Communion is eligible to be an Altar Server, or 
Lector, or Usher.  High School and adult servers are also encouraged.  Adults serve Funeral Masses. 

 
2. Communion Minister:  Those who wish to serve as a Communion Minister must be confirmed and 

in “good standing with the church” and discern such ministry with the Pastor or Communion 
Minister Coordinator.   

 
3. Lector:  Any baptized member of a Christian church is eligible to proclaim God’s Word.  

 
Low-gluten hosts:  Church law requires there be valid matter for the Eucharist to be valid.  Hosts must 
contain some gluten to be valid.  Our parish provides in the sacristy low-gluten hosts for those with Celiac 
Disease or wheat intolerance.  Please see the priest or sacristan before Mass to prepare a pyx with this 
special host. 
 
Music:  The Music & Liturgy Minister is responsible for the music at all Masses, including funerals, 
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weddings and special liturgies.  No outside groups are permitted without coordination with the Music & 
Liturgy Coordinator. 
 
Mass Intention: Through the Front Office, a Mass intention in honor or memory of a loved one (living or 
deceased) or special occasion (anniversary, birthday, etc.) may be obtained by requesting that a regularly 
scheduled Mass be said in this person's honor.  For each Mass intention, a $15 stipend is requested and is 
payable at the time of the request.  To request a Mass intention, the parish receptionist will schedule the 
Mass or Masses and will provide an acknowledgment card if necessary. If requested, the parish lists in the 
bulletin the reason for the Mass intention (i.e. birthday, anniversary, for the living or deceased). 
 
Due to the General Instruction of the Roman Missal and Canon Law regarding free will offerings and gifts, 
the specific Mass intentions are announced with other Mass intentions requested by parishioners. We each 
pray aloud our intentions for every liturgy.  At the Mass/Eucharist, we all offer any intention we have to 
the LORD and are not to appear as favoring one particular family or person.  The family requesting the 
intention may bring up the gifts of bread and wine for Mass and may sit in the pew next to the nave 
credence table. 
 
 
First Penance 
Registered Religious Education students receive this sacrament in the second grade.  Students must be 
enrolled for two years of preparation, beginning in the first grade.  The sacrament is celebrated the first 
week of February.  Both Penance and First Communion classes include a $50 donation for materials.   
  
  
First Communion 
Registered Religious Education students receive this sacrament in the second grade.  Students must be 
enrolled for two years of preparation, beginning in the first grade.  The sacrament is celebrated the first 
Sunday of May.  Both First Penance and First Communion classes include a combined $50 donation for 
materials in the “Journey with Jesus” program that occurs separately from regular catechism classes.  
Sacramental programs are parish programs and are ritually celebrated together as one community of faith. 
  
  
Marriage 
Our parish has a separate booklet/ web site page with detailed information for marriage preparation.  The 
customary minimum period of preparation is six months.  The specific amounts are listed below: 
 
1. $185.00 for accompanist (Checks are made out in his/her name and given ahead of time.)  This is 

given to the accompanist when you meet with them to plan your music.  For additional musicians, 
there is a fee of $150 per musician. 

 
2. $125.00 is the suggested donation for preparation with the priest or deacon. 
 
3. $350.00 is the suggested donation for the use of the church (paid in two equal installments – one 

when the date is set – non-refundable and the other submitted at the time of the last meeting with 
the priest or deacon presider).  

 
4. Non-parishioners are asked for a minimum $500 donation for the use of the church. 
 
5. $15.00 is requested for each altar server (3 for the liturgy) 
 
6. Because of insurance policies, no runners or items may be used.  No rice, birdseed or confetti or any 
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other items (i.e. balloons, rose petals etc.) may be thrown on church grounds. 
 
7. Because this is a sacrament of the church, sacred music is part of the rite. 
 
8. Two Catholics celebrate the “Rite of Marriage Within Mass;” as provided by Canon Law and out of 

respect for non-Catholics a Catholic marrying a non-Catholic celebrates the “Rite of Marriage Outside 
of Mass,” usually with one of the deacons on staff presiding.   

 
9. Registration for the Prepare/Enrich Tool ($35 fee) is included in the stipend for marriage at our 

church.  
 
For other questions and concerns about the marriage ritual or sacramental experience, please do not 
hesitate to contact the minister who is working with you for the liturgy and preparation. Please also note 
that there is a detailed “Wedding Guidelines” that is provided for couples in preparation for the sacrament. 
 
 
Holy Orders (Deacon & Presbyter- An Ordained Priest) & Religious Life 
Our Pastoral Staff assists in the discernment process for those contemplating on becoming ordained or 
vowed in consecrated life.  We are all encouraged to pray for vocations and also to encourage and affirm 
people to a life of service in the church.  Saint Paschal Baylon focuses on religious life or the ordained 
ministry many times throughout the year with presentation and vocation events. 
  
 
 

Sacramentals 
Anniversary Events 
1. Parishioners and their families may celebrate for a special birthday (e.g., 75th, 80th, 100th, etc.) or 

wedding anniversary with a blessing during the regular Sunday or weekday Mass.  This blessing 
takes place after the homily.  

 
2. If a special Mass is requested, a donation of $150 is requested for the church, plus $185 for the music 

ministry.  Additionally, the priest generally receives a donation of $100.   Arrangements for such a 
special Mass are made with the priest or deacon presider. 

 
 
Catholic Household Blessings 
Each parishioner is encouraged to purchase a copy of the Catholic Household Blessings from a Catholic 
bookstore, to celebrate the special moments in family life.  Over the course of the liturgical year, God blesses 
special times – and we bless and thank God for these events and cycles of our life that God makes holy. 
Each year on the Epiphany of the LORD, the parish provides a kit for the annual house blessing. 
  
 
Funerals 
1. The parish has a separate booklet/web site page that presents the guidelines for funerals.  Usually a 

Funeral Home contacts the parish office and schedules a funeral.  The time is set with the presiding 
priest first to insure the availability of the priest and the church.  Families meet with priest to prepare 
for the liturgy and offer our sympathy and condolences.  Clergy are also available if one would like 
to pre-plan his/her funeral.  In scheduling the funeral, the front office contacts: 

 
a. The Music & Liturgy Minister 
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b. The Altar Server Coordinator 
c. The Principal and School Office Staff 
d. The Maintenance Supervisor & Custodian 

 
 
2. There are no flags or banners placed in the church during a funeral.  Once the loved one is at the 

church, it is a Christian celebration and event and governed as such in accordance with appropriate 
rubrics.  The Order of Christian Funerals allows only Christian items to be placed on a casket or in the 
sanctuary. 

 
3. The following financial requests are set with the funeral home: 
 

a. Church $150.00 (suggested minimum donation - tax deductible - made payable to Saint 
Paschal Baylon).  Non-parishioners make a minimum suggested donation of $500 

b. Priest/Deacon $130.00 (suggested minimum donation) 
c. Accompanist $135.00 
d. Additional musicians $100.00 per musician 
e. Volunteer adult servers assist with funeral Masses 

 
 
 
 

f. If the family requests youth servers, the helpful number is 4 youth, receiving a stipend of 
$10.00 per server: 

i. One server to hold the incense 
ii. One server to carry the cross and the book(s) for the priest 

iii. Two servers to carry the candles 
 

4. Following the funeral Mass, if flowers remain, the maintenance staff and front office will place the 
flowers within the church.  We appreciate the gift of flowers as a memory of the person who died.  
Sharing the flowers after the funeral Mass allows the memory of the deceased to continue with our 
parish family, enjoying the flowers for a period of time. 

 
  
Holy Water & Blessings of Homes 
At the baptismal font and each narthex of the church, there is holy water available for parishioners to use 
in their homes.  One may schedule a house blessing with a priest or deacon by making an appointment 
with them. 
 

Stewardship 
Introduction 
Saint Paschal Baylon is a community of great assets – including hard-working people who support the 
many parish ministries and organizations.  The following accounting policies and procedures are placed 
here together to insure good stewardship of the parish’s resources, greater transparency and the 
appropriate use of funds.  
 
1. As the parish, diocese and the IRS are insuring the appropriate use of tax-exempt status of our federal 

identification number, these policies are intended to insure the proper reporting of expenditures and 
the appropriate gratitude that we will observe. 
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2. The Finance Council is comprised of parishioners, parents and non-parents of school families, who 
wish for the best use of our parish’s tithing. 

 
a. The pastor, with the assistance of the Finance Council oversees the financial activity of the 

parish and its organizations to insure the financial health and stability of the parish and its 
many organizations. 

 
b. Under Canon Law, this is a consultative body that assists the pastor in the management of 

the financial activity of the parish and its organizations/ministries. 
 
3. The parish Business Office facilitates the financial communication with the parish 

organizations/ministries and their respective financial activity.  
 

a. The pastor supervises the Pastoral Staff.  
 

b. The Finance Council proposes an annual budget for the parish (which includes the school); 
it makes recommendations for parish policy and procedures to the Pastor, Principal and 
Business Manager for the operation of the parish’s financial life. 

 
4. The Roman Catholic Community of Saint Paschal Baylon allows parish organizations, ministries and 

committees to have separate financial accounts to support their organizations and ministries through 
one of the many banking institutions.  

 
a. The pastor approves each financial account and is required to be the main signatory on 

each account at a bank. 
 

b. All parish organizations/ministries bank accounts utilize the parish’s federal tax 
identification number.  This is a unique identification number issued by the Internal 
Revenue Service and is kept on file in the Business Office.  When opening a bank account, 
the pastor, Business Manager and representative from a parish organization/ministry go 
to the bank together to obtain the proper documentation and signatures. 

 
c. The Business Manager is not a signer on parish bank accounts. 

 
d. The pastor and Finance Council must be informed in writing and must approve of any 

purchase of $5,000 or more that will make use of an organization/ministry bank account 
held under SPB’s tax ID number used to make that purchase. 

 
e. It is the normal operation of the parish that consultations and consensus are part of the 

financial decision-making process for purchases of $5,000 or more.  However, the pastor 
may appoint or remove any treasurer or members of any organization/ministry with or 
without the consultation or without the consultation of an organization/ministry.   This 
would occur if a person relocates and is no longer a parishioner, dies, is no longer in “good 
standing” with the Catholic Church, in some way compromises his/her relationship with 
the Catholic Church and the Roman Catholic Community Saint Paschal Baylon, or 
conducts themselves in a manner inconsistent with the teachings of Roman Catholic 
Church or brings dishonor upon the parish community. 

 
5. A financial account of our monthly cash flow will be reported to the pastor by the Business 

Manager and then the Finance Council.  Such reports will be kept on file in the parish Business 
Office. 
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a. A template of the required monthly report may be obtained from the Business Manager. 
 

b. The monthly reporting will provide: 
 

i. Balance at the beginning of the month 
ii. The total amount of cash receipts during the month. 

iii. Cash disbursements (with additional detail of any disbursement greater than 
$5,000 during the month, including “Saint Paschal Baylon” as a disbursement) 

iv. Balance at the end of the month 
v. Adjustments 

1. Identified and planned expenditures that will occur in upcoming months 
(i.e. within three months).  

2. An appropriate reserve of funds for future expenditures. 
vi. Net adjusted surplus or deficit.  

 
c. During the month of a fundraising event the following additional detail will be required. 

i. Total receipts generated - summarized together 
ii. Total expenses 

iii. Net Profit/Deficit 
 

6. Each organization will use the standardized form to ensure consistency of reporting.  Any bank 
accounts (i.e., organization, ministry) held under SPB tax ID# and making a purchase of $5,000 or 
more, needs to inform the Finance Council (pastor and chair) in writing before the purchase is 
approved. 

 
7. All expenses over $25,000 must be approved by the diocese and are presented to the diocesan 

finance office by the pastor and Finance Council. 
 

8. All reimbursements requested from parishioners must include a receipt in order for there to be a 
reimbursement.  Parishioners who make regular requests for reimbursement from a particular 
vendor best serve the parish and themselves by setting up a regular account with a vendor, with 
bills coming directly to the parish.  This supports the parish’s non-profit status and then there is 
no worry over and individual parishioner’s income tax.  Allow one week for reimbursement. 

 
9. Parishioner donating items to the parish may request a “tax credit letter” from the front office. 

 
a. Any time a person or company is paid for services in aggregate of $600, in a course of the 

fiscal year, the parish must send a 1099 under certain circumstances  (i.e., mowing the grass, 
referees minding games, etc.). 

b. Winners of raffles or prizes or games of chance will be issued the appropriate W2G forms 
as necessary and withholding, if necessary. 

 
10. The Parish Office schedules and the pastor approve all fundraising events.  A request form may be 

obtained from this office or may be accessed on the parish website. 
 

a. At the completion of each fundraiser, a report of the income and expenses of each event 
will be made to the pastor, Business Manager and the Finance Council.  With the approval 
of the pastor and Business Office, a report will be given to the parish through the bulletin, 
parent newsletter and/or website. 

 
b. Each parish organization raising funds for its organization shall keep in mind the gratitude 

to God for the gifts of time, talent and treasure and regularly tithe 10% of its income to 
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parish outreach ministries (i.e. Manna Ministries or Helping Hands) as a witness to our 
stewardship. 

 
c. Annually the Finance Council reviews the tithing policy and how the parish itself tithes 

10% of its income.  In 2016, the Finance Council recommended to the parish that it would 
tithe 10% to Manna Ministry to support this parish organization and its outreach to those 
parishioners in need. 

 
d. Those donating in excess of $250 will receive a special letter of acknowledgement, 

including appropriate language as required to insure compliance with the Internal 
Revenue Service.  Other gifts will be acknowledged by the Front Office to show our 
appreciation. 

 
e. All funds raised for parish or school events will be placed on a specific general ledger 

account within the parish’s accounting system (i.e. The Hoedown Account, Square 
Dancing Tournament, etc.) 

 
f. Funds will be held in trust, and a special “finance activity” line on the parish balance sheet 

until the said funds are disbursed (i.e. fund raised in one financial year, but not being 
purchased until another year, or next fiscal year).  Examples include: a new floor (installed 
when there is no classes in session), a new computer system, uniforms, etc. 

 
g. If alcohol is present/available, a security officer must be hired and on the premises during 

the event.  The Business Office will help acquire the security officer(s) from the Highland 
Heights Safety Force. 

 
11. The accounts and activity of each organization will be consolidated and reflected in the parish’s 

financial statements/balance activity. 
 

a. The net surplus or deficit of each fundraising event (gathered from the monthly report 
(4.c.iii) will be placed as its own line item in the parish’s financial statement (i.e. The 
Hoedown Account, Square Dancing Tournament, etc.).  This activity will be gathered from 
the monthly report. 

 
b. Funds raised but not yet deployed will be held in trust, and the balance of those funds will 

appear as its own line item on the parish balance sheet until the said funds are disbursed.  
This allows for proper tracking of funds earmarked for future investments. (I.e. funds 
raised in one financial period, but not being deployed until a later period [i.e. a new floor, 
a new computer system, uniforms, etc.])  This amount will be gathered from the monthly 
report (4.b.iv). 

 
12. Every year by May 1, a budget for next fiscal year of the parish organization/ministry will be 

submitted to the Finance Council for review comment, revision and confirmation. 
 

13. By the June Finance Council meeting, the parish budget (that includes the school and all its 
organizations and ministries) is approved and presented to the diocese finance office. 

 
14. As soon as the accounts are finalized and balanced, the pastor, Finance Council Chair and Business 

Manager will present a summarized accounting sheet, accompanied with a pastoral letter to the 
parish (i.e. by September 15 of each year at the latest). 
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Our Award-winning Catholic Day School 
Our award-winning Catholic day school has its own manual that contains and provides policy and 
procedures for the running of the award-winning Catholic school.  All parents/guardians/grandparents 
sign a release that they have read and are aware of the policies contained in the manual. 
 
In 2020 we recommitted ourselves to the diocesan policy that now each parish school reaffirms and 
publishes separately: 
 

• Whereas, it has been the practice and policy of Saint Paschal Baylon Catholic School to admit 
students of any race, color, national and ethnic origin to all the rights, privileges, programs, and 
activities generally accorded or made available to students at the school; and 

• Whereas, it has been the practice and policy of Saint Paschal Baylon Catholic School to not 
discriminate on the basis of race, color, national and ethnic origin in administration of its 
educational policies, admissions policies, scholarship and loan programs, and athletic and other 
school-administered programs; and 

• Whereas, Saint Paschal Baylon Catholic School wishes to reaffirm this policy and practice and to 
adopt through a formal resolution such policy; 

• Now, therefore by it resolved: Saint Paschal Baylon Catholic School reaffirms that it admits 
students of any race, color, national and ethnic origin to all the rights, privileges, programs, and 
activities generally accorded or made available to students at the school. It does not discriminate 
on the basis of race, color, national and ethnic origin in administration of its educational policies, 
admissions policies, scholarship and loan programs, and athletic and other school-administered 
programs. Signed on 30 September 2020. 

 
 
 
Fair Trade 
The United States Catholic Conference of Bishops and Saint Paschal Baylon Roman Catholic Community 
support fair trade programs through which disadvantaged artisans, farmers and farm workers receive fair 
compensation for the goods they produce.  We encourage Catholic organizations within our parish to 
purchase fair trade products whenever possible.  
 
 
Guns or Weapons 
Except for a security officer, no firearms or weapons are allowed on the campus due to diocesan policies. 
 
 

Scheduling 
In the parish office and Family Life Center, the Business Office keeps a parish calendar reflecting room 
reservations for meetings and events.  All parishioners and non-parishioners must coordinate reservations 
with the Business Office.  Parishioners may use a “set up form” for each area whereby the maintenance 
staff will place equipment necessary for function.  For the safety of all parishioners and our parish 
equipment, only the maintenance staff moves equipment (tables, chair, monitors, etc.). 

1. The Business Office schedules all fundraising activities for the parish.  All requests for fundraising 
activities must be submitted in writing, even if it will not be held on the premises. 

2. The Business Office schedules special fundraising after Masses.  This includes use of the church 
Fickel Narthex and Family Life Center.  When an organization requests a sign-up table and chair 
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in the Fickel Narthex after the weekend Masses, that request must be submitted in writing to the 
parish office and set-up map to the maintenance staff. 

3. Only parish organizations or individuals of the parish (i.e. Ignatius Raffle Tickets, Girl Scout 
Cookies) that support the Catholic Church and its mission may raise funds for themselves or their 
organization.  No outside group, or one not in harmony with the mission of our parish, may 
schedule fundraising activities without the permission of the pastor and parish office. 

4. The Fickel Narthex is available for parish organizations before and after a Mass to support the 
parish organization, provide a service (i.e. blood pressure screening) or add hospitality and build 
our community spirit (i.e. reception, coffee/donuts, etc.)  Please see the Maintenance Staff for a 
special set up.  The Business Office coordinates the scheduling of this facility and requests and 
announcement be made during the Mass.  If alcohol is available, a security office must be present.  
The Business Office will assist in acquiring the necessary security personnel. 

5. The Family Life Center may be rented for parishioner’s family events (e.g. weddings receptions, 
showers, First Communion parties, etc.)  To defray expenses, there is a requested fee of $350 for 
the Father O’Brien Hall or the Eymard Room & Kitchen; for additional rooms in the Family Life 
Center $50 is requested.  There is a $100 deposit for cleaning and the requirement by the diocesan 
insurance office to have security present when there is alcohol served.  Security is an additional fee, 
hired by the parish in tandem with the Highland Heights Police Department auxiliary services. 

 
 
Solicitation 
1. The Pastor approves all materials to be put on the kiosk bulletin board and in the pamphlet rack of 

the church and Fickel Narthex.  No materials, which are not pre-approved, may be distributed or sold 
on parish grounds (including our Catholic school).  The Roman Catholic Church, Diocese of Cleveland 
and Saint Paschal Baylon Roman Catholic Church do not endorse items from Political Action 
Committees (PACS) (e.g., Respect Life Committee, Priests for Life, Republican or Democratic Parties, 
candidates for mayor, etc.) that at times, without permission, target vehicles in our parking lots while 
services or meetings are in session.  

 
2. If deemed appropriate by the Pastoral Staff, organizations may promote events in the parish bulletin, 

website, social media or bulletin boards. 
  
 
Use of Parish Facilities 
1. The Pastoral Staff begins calendar preparations for the following July – June year in April each year.  

Councils, committees and ministries annually schedule their meeting dates and request for space use 
for the following year beginning in May.  The Pastoral Staff reviews the requests for space use and the 
Business Office manages a calendar in the parish office.  It is the responsibility of the chair of the group 
(or one delegated by the leader) to reserve the space and inform the parish Business Office if there are 
any changes or special needs.  It is the policy not to post items on the doors to help the church maintain 
proper decorum. 

 
2. All parish ministries/organizations must label its materials/supplies, food, etc. Any leftover food 

must be disposed of immediately or labeled (with date) indicating that others may use it (i.e. coffee, 
ice, salad dressing, etc.).  Leftover food being donated to the Helping Hands Ministry must be labeled 
with Helping Hands Ministry items and the ministry leader contacted. 

 
3. Registered tithing parishioners may use the Family Life Center following a funeral and no cost to the 
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family.  The Business Manager and/or priest must approve such request, and the granting of the 
request will depend upon the availability of space. 

 
4. Parishioners may rent space in Father O’Brien Hall or the Family Life Center, subject to availability 

and the nature of request. 
 
5. Each room will have a standard set up (Eymard Room standard set up may be found on the back of 

this handbook), and the room must be left in its standard set up.  Please do NOT attempt to break 
down or set up any tables or move the wall in Eymard Room.  For specific needs or requests, please 
contact the Business Manager. 

 
6. Each room must be left as found, paying special attention to cleaning the Eymard Room kitchen 

(especially the coffee maker, coffee pots and any dishes), if used.  Also, please make sure to turn off 
the lights and lock the doors of the room used. 

 
7. Children must be attended to at all times by their parent or guardian. 
 
8. Reservation begins at the specifically requested time.  If time beyond the stated time for the event is 

required for set up or clean up, please let the Business Office know when requesting the reservation.  
A calendar is posted in the Family Life Center Library and Business Office to help guide parishioners 
for their reservation requests. 

 
9. The education of our parish members is primary to the mission of Saint Paschal Baylon. The School 

Gymnasium is unavailable during the school year from 6:00 until 7:30 PM on Monday evenings during 
the Parish School of Religion (PSR) classes.  Additionally, for the safety of our students, Father O’Brien 
Hall is unavailable during PSR times. 

 
 
Tithing within the Parish 

1. Each parish organization raising funds for their organization shall keep in mind the gratitude to 
God for the gifts of time, talent and treasure and regularly tithe 10% of its income to parish outreach 
ministries (i.e., Manna Ministry or Helping Hands) as a witness to stewardship. 

 
2. Annually the Finance Council reviews the tithing policy and how the parish itself tithes 10% of its 

income.  In 2016, the Finance Council recommended to the parish that it would tithe 10% to the 
Manna Ministry to support this parish organization and its outreach ministry to those parishioners 
in need. 

 
 
Volunteer Policy: 
Saint Paschal Baylon complies with the Standards of Conduct with Article 6 of the United States Council 
of Catholic Bishops Charter for the Protection of Children and Young People. This policy includes clergy, 
church personnel, and volunteers. Please be aware of the following information: 
 

A volunteer is a person who gives his services to the Diocese, a parish or other entity affiliated with 
the Diocese without any express or implied promise of remuneration. Volunteers who work with 
children are subject to the obligations of the Diocese of Cleveland Policy for the Safety of Children 
in Matters of Sexual Abuse, which are not to be construed as inconsistent with any policies herein. 
Under this policy a volunteer is anyone who works with children more than four (4) hours a month 
or who works with children more frequently than once a month. Examples include but are not 
limited to, a catechist, coach, altar server coordinator, youth leader, intern, student teacher and 
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others in similar capacities. It does not include the occasional volunteer, such as a driver or 
chaperone for individual activities. 
 

Volunteers/ministers of the parish are expected to cooperate with one another and support the mission of 
the parish and the Catholic Church together to build the Body of Christ. (See Titus 2:6, 11–13.) 
 
Volunteers/ministers who are outspoken on social media or other public forums that are harming the Body 
of Christ (especially through positions contrary to the teachings of the Catholic Church), who purposefully 
use words or acts to hurt another member of the parish or church, or engage in use of social media (e.g. 
email, texting and postings on different platforms) to communicate lewd, indecent, sexually suggestive or 
other aggressive behavior, will be suspended until an investigation and reconciliation process proceeds.  
 
The pastor forms a team to investigate and gather information and members together to reconcile, if 
possible. Depending on the behavior, the pastor or pastoral staff member appointed in his absence, may 
also open an investigation with a team of staff and parishioners to remedy the situation with the assistance 
of law enforcement. If resolved, the volunteer/minister returns to their ministry. If there is no resolution 
possible, the pastor, with or without the recommendation of this investigation team, alerts the 
volunteer/minister that they are not able to continue. At another time, the pastor and volunteer/minister, 
with the assistance of a team, may review the situation once there is a period of space between the conflict(s). 
After a safe period of time, the pastor and pastoral staff may review the volunteer/minister and if they 
may return to the parish ministry. 
 
 
 

General Information 
Announcements at Mass 

1. During weekend Masses, announcements may be made to publicize an event or ministry after the 
reception of Holy Communion.  For the upcoming weekend, please contact the pastor and/or 
music & liturgy coordinator by Wednesday 9:00 AM to have an announcement made.  Editing 
and/or approval is subject to the discretion of the pastor and/or music & liturgy coordinator. 

 
2. During weekend Masses, a ministry/organization may occasionally make a brief appeal (following 

the reception of Holy Communion) to educate or recruit parishioners.  Requests are coordinate 
through our pastor. 

 
 
Assistance to the Needy – for Our Parishioners & Northeast Ohio 
1. Manna Ministry provides funds for those parishioners who are in need of financial support.  Photo 

identification is required.  A photocopy of identification will be made, noted in the logbook and 
placed in Manna Ministry file with the amount given and the date. 

 
a. If one needs mortgage/rent or utility assistance, a member of the Manna Ministry is called and 

an appointment is made with a member of the Manna Ministry. 
b. The Pastoral Staff does not carry cash on the premise nor distribute any to parishioners. 

 
2. Helping Hands Ministry supports our neighbors and friends throughout northeast Ohio, from the 

homeless on the streets of Cleveland to Villa Serena Apartments in Mayfield Heights.  Donations and 
special appeals are placed in the bulletin.  Items may be dropped of at the front office Helping Hands 
Center or in the Fickel Narthex. 

 
a. An advisory council guides the long range planning of this ministry. 
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b.  Several departments are set up for ministry pieces, such as distribution and organizing 

clothing, cooking, cleaning and who will drive the vans. 
 

c. All van drivers submit a license to the Diocese of Cleveland insurance plan. 
  
   

Athletics – Sportsmanship, Service, Belief & Prayer 
The Athletic Association has its own bylaws that are printed/published elsewhere.  The following are a 
few notes that are regularly requested: 

To be eligible to participate in the Diocese of Cleveland CYO the child must meet one of the following 
criteria: 

Parish Membership – The individual’s parent(s)/guardian(s) are registered members of any Catholic 
parish within the Diocese of Cleveland or other approved areas. 

Catholic School Enrollment – The individual attends a Catholic school within the Diocese of Cleveland or 
other approved area. 

Parish School of Religion (PSR) or OCIA for Children Enrollment – The individual is enrolled and 
regularly attends the PSR or OCIA in the current school year of the sponsoring parish and lives within 
the defined boundaries of the parish that would sponsor the team.   

Stewardship – Time, Talent & Treasure: 
1. As a continuing commitment to stewardship of the buildings and campus (i.e., School Gym, Fr 

Jette Gymnasium, Green Knight Field, etc.) the Athletic Association shares and contributes $1,400 
each month to the maintenance of the facilities as part of a permanent commitment to the parish’s 
life for the building of the Jette Gym in 2000.  Every three years this amount is reviewed (2022, 2025, 
etc.) 

 
2. Each year a major fundraiser (i.e. Golf Outing) will be held to support the Athletic Association.  All 

team members are expected to participate because all will benefit from the event. 
 

3. Each year a Pancake Breakfast is held to support Catholic Schools Week (usually the first day of 
Catholic Schools Week in Father O’Brien Hall).  All team members are expected to participate 
because of the benefit for the athletic program and 10% tithing to a particular cause within the 
parish’s life (i.e., Manna Ministry, capital improvement project, etc.). 

 
4. All family members or participating student athletes will volunteer a set number of service hours 

to concessions or other service areas to support the organization. 
 

5. Twice annually (Fall and Winter), “Nick’s Knights” support children with special needs and all 
athletes share their time to support these children and their families through the playing of 
different sports. 

 
6. The Athletic Director and his/her staff schedule the use of the gymnasiums and Green Knight Field 

for the use of the practices and games.  The Athletic Association has the right of first refusal for all 
events in these areas. 
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7. To demonstrate our commitment and support of the parish and the major parish picnic/festival 
fundraiser (that supports a major facility/campus improvement that benefits the entire parish) the 
AA annually contributes volunteer time to parish festival Spring Fling. 

 
Commitment to God & Team: 

1. As a demonstration of our faith in God, each team before a Sunday game day will attend Mass 
together, to fulfill the Sunday (LORD’s Day) obligation.  On Sunday practice days, all team members 
will attend Mass before a practice.  All teams are encouraged to sit together and be in uniform for 
the Mass.  If the game is at home, the Mass will be immediately before the game.   

 
2. There are to be no games or practices before 12:00 PM any Sunday until athletes and coaches have 

fulfilled the Sunday (LORD’s Day) obligation to attend Mass.  We encourage teams to attend Mass 
together as a witness to God and team, on Sunday and during the week as a way to build up spirit. 

 
3. All eighth grade teams will attend Mass with their Confirmation class.  Practices and games will 

be schedule around the Mass and class for the preparation for the sacrament of Confirmation. 
 

4. At the time of new leadership within the AA, the Athletic Director will inform the pastor of the 
pending changes in leadership and the candidates that are available to serve so that the pastor may 
give his ascent to the nominations. A special recognition and acknowledgement of gratitude, as 
well as a blessing of new leadership, will occur at the annual Sports Mass (i.e., middle of 
September) and Bonfire Knight. 
 

 
 
Bulletin Advertising & Information 
The inside of the bulletin contains information about the parish and Diocese of Cleveland.  Requests for 
any type of non-church related services are printed on the back page of the bulletin through Dee Printing 
(1-800-292-9020).  The Bulletin Editor reserves the right to judge the appropriateness of submitted material.  
Items for the bulletin must be submitted by Monday at 9:00 AM two weeks prior to publication, or as 
requested by the bulletin editor.  Submissions by email are preferred (bulletin@saintpaschal.com). 
 
 
Credit Union 
There is a “Memorandum of Understanding” between the Saint Paschal Baylon Credit Union and Saint 
Paschal Baylon Roman Catholic Church. The agreement between the Credit Union and SPB parish includes 
the following understanding: 
 
The parish shall: 

1. Permit the Credit Union to continue to use its present room for a minimum period of three years 
from July 1, 2022 until June 30, 2025.  This use shall continue regardless any changes in parish 
administration. 

2. Permit the use of the Father Arkins, SSS Kitchenette. 
3. Provide housecleaning services similar to those of other rooms in the parish offices. 
4. Allow inserts in the church bulletin on a periodical basis. 

 
The Credit Union shall: 

1. Continue to pay a monthly rent of $325.00 for the use of the room, due on the 15th of each month. 
2. Continue to carry liability insurance for accident or thefts of business, personal property, and date 

processing equipment in the room, and such other insurance required by the parish and the 
Diocese of Cleveland. 
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3. Maintain an attractive appearance within the room. 
4. Maintain regular hours and traffic within the parish office hallway. 
5. Continue to pay for its postage and postal expenses to the Congregation of the Blessed Sacrament. 

 
This agreement shall be considered binding on both entities and no changes shall be made to this agreement 
unless mutually agreed upon during this three-year period.  Every three years it is reviewed.  If there are 
other elements to be considered, a proposal is made at the next Finance Council meeting of the parish or 
board meeting of the Credit Union. 
 
NB:  Since the Blessed Sacrament Community (SSS) owns the building, if there is any change necessary to 
the room, or the arrangement of the space for the Credit Union, the SSS House Superior will communicate 
such changes and give a thirty day notice of certain changes or necessary improvements to the structure of 
the building. 
 

Eighth Grade Customs & Traditions 
Special customs and traditions enliven the 8th grade year of the day school.  This section provides a template 
to assist parents in the 7th grade as the prepare for the final year of school and assist in learning and 
understanding the “time honored” special events: 
 

1. Parents should note that non-classroom instruction trips/events (i.e., Washington, DC trips, Cedar 
Point, the play/musical, etc.) are not school-sponsored events due to liability issues and concerns 
from our diocesan insurance plan. 

 
2. Each spring, parents of the rising 8th grade class gather to: 

1. Create a team and committees to lead both the DC field trip event and spring play/musical. 
2. Develop and coordinate a calendar for schedules and fundraising for the DC trip and 

play/musical. 
3. Make a budget for the DC Trip. 
4. Collaborate with the Advancement & Communication Offices, principal and pastor to insure 

no scheduling conflicts. 
5. Produce a spring play/musical. 

a. Submit a deposit for the weekend that will be reserved for the play/musical ($350). 
b. Coordinate a rehearsal schedule to reserve Father O’Brien Hall, the Eymard Room and 

kitchen for the play/musical with the parish calendar and parish administrative 
assistant (with a copy to the school office and pastor). 

c. Create a sustainable play/musical budget: 
i. Leave a gift for the next 8th grade class for $1,000 in “startup” money. 

ii. Demonstrate good stewardship and tithing to the parish (when possible) as 
gratitude for parishioner support. 

iii. Be mindful that the future deposit, $350 that covers the unlikely event of any 
damage or repairs that are made during the rehearsals and performances of 
the play/musical. 

 
 
 
Photography 
All worship events are sacred.  Please contact the Office Manager to schedule videography for parish events 
in the church. 
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Additions or Amendments to this Policy Manual 
Any additions or amendments to the parish policies may be submitted in writing to the Pastoral Council 
and Pastoral Staff for discussion and approval.  The pastor confirms all policies. 

 
Approved by the Pastoral Council & Pastoral Staff  

31 March 2013 
Easter Sunday 

 
First Update:  11 May 2013 (addition of the volunteer policy) 

Revised June 2, 2013 
The Solemnity of the Most Holy Body & Blood of Christ 

 
Second revision: Labor Day, 2017 and the 64th Anniversary of the Parish 

Approved 10 October 2017 
 

Third revision: May 17, 2022 
Solemnity of Saint Paschal Baylon 
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