UNOFFICIAL
UNOFFICIAL

Parish Advisory Board Terms of Reference
Purpose: To discuss the need for an Advisory Board Terms of Reference (ToR), provide feedback on an early draft, and agree a process for creating and consulting on the ToR.
Recommendations: That the Advisory Board:
	1. Discuss the need for and concept of formalising Advisory Board processes in a ToR
	Discussed

	1. Agree the need for ToR to assist the functioning of the Advisory Board 
	Agreed / 
Not Agreed

	1. Discuss and provide feedback on an early draft ToR and a proposed process to approve and enact the ToRs
	
Discussed 




Context
It is common practice for boards, committees, decision making bodies and associations to have a set of rules and guidelines to direct their day to day operations. 
Parish Boards, committees and councils around the world and in Australia commonly have a ToR or set of common procedures in place. 
This includes matters such as membership, appointment processes, decision making procedures and the conduct of meetings.  
The Parish Advisory Board has functioned for some time without a formal ToR. 
Father Desmond saw value in considering formalising common practices and procedures to ensure they were clearly known and consistently followed. 
To assist and help formalise a new direction for the Parish, a short document that clearly articulates the role for the Advisory Board, coupled with simple, best-practice procedures is being considered. 
After considering several examples from Parish groups around the world, a first draft has been prepared for the consideration of the Advisory Board (Attachment 1 Draft ToR). 
The ToR are structured according to 6 parts:
Part 1 – Purpose: an introductory section
Part 2 – Objectives: scope of the Board
Part 3 – Membership: who is on the board, how they get appointed. 
Part 4 - the creation of sub-committees to carry out specific Parish activities 
Part 5 – Meetings: expectations around the conduct of meetings 
Part 6 – Decision making: while being consensus driven, processes where disagreement occurs 
Part 7 – Transition provisions
Should the Advisory Board wish to proceed, a suggested process could occur, such as: 
Formal feedback is sought from the current Advisory Board and Father Desmond. 
The Advisory Board is provided a revised ToR for final comment 
A vote to approve the ToR is taken at the next Advisory Board meeting 
A call for nominations for at least half of the members occurs in August/September 2024. 
Note that the draft ToR makes provision for a nominating committee (working group formed by members of the Advisory Board) to choose who the new Advisory Board member(s) will be. They will do this by evaluating nominations from parish members. 
A process that allows parishioners to self-nominate by submitting a letter/application explaining why they have the necessary dedication, skills and experience to join the Advisory Board is preferably to a formal ‘election process’ with parish-wide voting. A formal election process may dissuade people from putting their hand up in a small parish.  
In light of the small number of Parish groups, people nominating to be on the Advisory Board do not have to be a member or a representative of any Parish group. However, if they are, this can be taken into consideration in the nomination process. 

Current Advisory Board 
	Name 
	Title
	Start date
	End date 

	Father Desmond Moloney
	Parish Priest
	June 2023
	NA

	Richard Turnbull 
	Chair 
	24 October 2017
	TBC

	Dennis Johnstone
	Principal – St Mary
	March 2023?
	NA

	Gavin Brennan 
	Principal – St Margaret
	?
	NA

	Darcy Brennan
	Member
	?
	

	Anne Fogarty
	Member 
	?
	TBC

	Maureen Ginn
	Member
	March 2022
	TBC

	Adam Bandt
	Member
	11 May 2023
	TBC

	Stephanie Houten
	Member
	8 August 2023
	TBC






Parish of Ascot Vale Advisory Board – Terms of Reference
Part 1 – Purpose
The Parish Advisory Board (Advisory Board) is made up of those parishioners who, after a process of discernment, are chosen to share responsibility for the life and faith development of Parish community in partnership with the Parish Priest. 
The Advisory Board gives witness to the equality, dignity, and responsibility of all the baptised to share in the mission of Jesus Christ.
The Advisory Board engages the Parish to participate and contribute to the Church, the Parish community and to provide guidance and support to the Parish Priest in his leadership role.  
The below Terms of Reference outline the operations of the Advisory Board. The Terms of Reference will be reviewed periodically by the Advisory Board.
Part 2 – Objectives
To provide advice and support the leadership and decision-making role of the Parish Priest. 
To foster unity and a sense of community in the Parish and to coordinate all Parish. activities in a manner that will best serve the interests of the Parish.
To set short-term and long-term pastoral goals for the Parish.
To promote programs and activities in the best interests of the Parish as recommended by the Advisory Board or the broader Church. 
To seek out and respond to the needs of the people in the Parish and beyond, and to represent the Parish in the response to these needs.
To promote communication between all members, sectors and organisations of the Parish and wider community.
To co-operate and communicate with diocesan organisations and to support and promote the activities and services of these organisations.
To lead the Parish through:
Proclamation – activities and groups that tell of our faith, and ways of sharing the Good News
Community – activities and groups that support, provide for, build up and extend our Parish community
Service – activities and groups that offer practical assistance to the Parish as a whole and within the Parish
Worship – activities and groups that serve prayer and liturgy in our Parish. 
Part 3 – Membership 
The Advisory Board will be made up of at least:
Five ex officio members, including the Parish Priest, the Assistant Priest, Spanish Chaplain, and the Principals of St Mary’s School and St Margaret’s School   
Six ordinary parish members nominated by a nominating committee 
The Parish Priest may appoint up to 2 additional ordinary members at his discretion 
A sub-set of Parish Board members will be respresentatives of individual Parish Groups as required 
Representation will be discussed and agreed by the Parish Advisory Board, and may change as needed
A minute secretary will be invited to attend all meetings to provide administrative support. 
Members are appointed for a term of up to 3 years, with a limit of 2 consecutive terms.  
The Parish Priest may extend the term of service at his discretion.
A nominating committee will be formed when required to determine the ordinary members.
The nominating committee will be formed and consist of at least 3 members of the current Advisory Board, including the Parish Priest, Chairperson, and a selected ordinary member 
A public invitation for an expression of interest to be a member of the Advisory Board will be made for a period of at least 1 month 
An Expression of Interest letter should be received in writing, to the Chairperson, and outline a brief statement of intent (e.g. why that person wants to be a member of the Advisory Board, including what abilities, skills or experience they bring).
The nominating committee may determine its own processes, but must provide reasons to the Advisory Board on selection decisions.  
The nominating committee should consider the following when selecting members:
Be a baptised, practising Catholic of the Parish
Demonstrated participation in the ongoing life of the Parish
Be at least sixteen years of age
Have skills relevant to major activities of the Parish
Leadership in sub-committees or other formal Parish business
A balance of skills and experiences representative of the Parish community.
When reassembling with new member(s), the Advisory Board will choose a Chairperson and a Deputy Chairperson.
The nominated Chairperson will coordinate the business of the Advisory Board in collaboration with the Parish Priest, chair meetings and provide support between meetings.
Members can retire at any time by notice in writing to the Chairperson, and Parish Priest. 
The position of the retiring member can stay vacant until the next nomination process. 
If one or more positions are vacant, the Chairperson and Parish Priest, with agreement of the Advisory Board, may call for an out-of-session nomination process to fill the current vacancies. 
Names (and preferably photos) of all Advisory Board members will be listed on the Parish website for transparency and visibility. 
Part 4 - Sub-Committees or Parish groups
The Advisory Board can form sub-committees as appropriate to progress key Parish activities. Sub-committees may determine their own proceedings. 
An ongoing  sub-committee must submit a quarterly report of activities to be considered at Advisory Board meetings. The report may be verbal. 
A time-limited sub-committee must submit at least one final report of advice or conclusions to be considered by the Parish Advisory Board. 
 Parish groups operate independently of the Parish Advisory Board, but representative members of the Parish Group that sit on the Parish Advisory Board will report (can be verbal) periodically to the Parish Advisory Board on Parish Group activities. 
The Finance Committee is independent of the Advisory Board and advises on Parish financial matters. 
Part 5 - Meetings
Meetings may only be attended by members of the Advisory Board and the minute secretary, unless invited by the Chairperson, or the Parish Priest. 
Conduct of meetings - each meeting will include an agenda consisting of at least: 
a period of reflection and prayer led by a rotation of members 
review of the minutes and action items from previous meetings
Parish Priest’s Matters
scheduled items
review of committee reports
School report from each principal
Other reports from sub-committees
Child Safety Standards
a call for other business.
Scheduled and nominated items should be supported by at least a short-written statement from the presenter and preferentially a paper, formally lodged and circulated 1 week before a meeting.  
Papers and statements will be captured and included in the minutes. 
Accurate and comprehensive minutes will be taken at all meetings.
Minutes should be circulated to members for comments within 3 weeks of a meeting (for approval at the next meeting). 
Minutes will be made available to the Parish Community upon request.
Meetings will be scheduled bimonthly [once every two months, except for January], with ad hoc or extraordinary meetings called at the direction of the Chairperson, or the Parish Priest.
An annual Parish meeting will be called by the Chairperson and hosted by the Advisory Board to allow for long term planning, reflection, and strategic discussions. The annual Parish meeting will be open to all Parish members. The meeting should ideally occur in the middle of the calendar year. 
The Finance Committee may be invited to present at this meeting. 
A Parish Plan will be developed and agreed by the Advisory Board every 2 years, outlining the strategic direction of the Parish.
Part 6 – Decision making 
The Advisory Board aims to conduct its business by consensus 
In the event of a lack of consensus, the Chairperson may call for a vote on an item of business. 
A vote will be conducted by a show of hands.
A simple majority passes a vote. 
In the event of a tied vote, the Parish Priest will determine the outcome. 
Disputes or concerns should be brought to the attention of the minute secretary, and resolved through consultation with the Chairperson and the Parish Priest. 
Quorum - A minimum number of five members are required for decision-making- purposes. The quorum must include the Chairperson and the Parish Priest.
Part 7 – Transition Provisions 
The current members of the Advisory Board are appointed until September 2024 (unless they wish to retire earlier). 
A formal nomination process should occur within one year (in September 2024) for at least half of the ordinary members. A further nomination process should occur within two years for the other half of the ordinary members. 

