
Do I Make A Do I Make A 
Difference? Difference? 
A discussion of A discussion of 

Standards and Policies Standards and Policies 



Why have standards and Policies?Why have standards and Policies?

Standards allow free flow ofStandards allow free flow of
information between similar orinformation between similar or

dissimilar sites.dissimilar sites.



PoliciesPolicies

Policies are not a punishment or Policies are not a punishment or 
torture designed by the torture designed by the 
Archdiocese!Archdiocese!



But are there to step you But are there to step you 
safely through the safely through the 
minefields of technology.minefields of technology.



What are standardsWhat are standards

““Standards are documented agreements containing Standards are documented agreements containing 
technical specifications or other precise criteria to technical specifications or other precise criteria to 

be used consistently as rules, guidelines or be used consistently as rules, guidelines or 
definitions of characteristics, to ensure that definitions of characteristics, to ensure that 

materials, products, processes and services are materials, products, processes and services are 
fit for their purpose." fit for their purpose." 



That being said………



Standards are good Technical Standards are good Technical 
Stewardship!Stewardship!



Adherence to Standards and Policy Adherence to Standards and Policy 
providesprovides

–– Ability to use data in multiple locations Ability to use data in multiple locations 
for multiple purposes.for multiple purposes.

–– Creates time and cost savings for the Creates time and cost savings for the 
entire organization.entire organization.



ALL 
Parishes

Archdiocese
AIM Server

GA Bulletin

Archbishop’s Office
Kenedy Directory
Status Anamarium

Annual 
Appeal Human 

Resources

Safe 
Environment

How does the system work?



How does my parish affect How does my parish affect 
anyone? anyone? 

Let’s look at what happens 
when your parish receives a 
registration for the Smith 
Family  and enters it into 
ParishSOFT  



Your Parish
Synchronizes  
your database

Archdiocese
AIM Server

Adds the Smith family 
you synchronized

Typical Life cycle of a Parish Family

Your Parish enters the data into ParishSOFT



Cathedral

Archdiocese
AIM Server

Adds the Smith Family 
from Your Parish

Your 
Parish

The Smith Family attends Mass 
at the Cathedral and makes a 
contribution….. 

…The Cathedral imports the family to post the 
contribution….

…They are now connected to the 
Smith Family in your database.



Cathedral

Archdiocese
AIM Server

Adds the Smith Family 
from Your Parish

Your 
Parish

The Smith Family attends Mass 
at St. Benedicts and makes a 
contribution…. 

….St. Benedict’s  imports the family to post 
the contribution. 

St. Benedicts

…one more link!



Cathedral

Archdiocese
AIM Server

Adds the Smith Family 
from Your Parish

Your 
Parish

The Smith Family visits North 
Georgia and contributes to Our 
Lady of the Mount…..

…Our Lady of the Mount  imports the 
family to post the contribution...  

St. Benedicts
Our Lady of 
the Mount

Lookout Mt.

…And yet another 
connection to your Smith 
family is established.



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts Our Lady of 
the Mount
Lookout 

Mt.

Archbishop’s Office
The Archbishop’s office 
needs to submit the 
Kenedy Directory ….

…They use the info in AIM to 
compile the directory.

The Archbishop is 
preparing his Status 
Animarum……

… all the data he needs has been 
synchronized to AIM 



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

Development is ready 
to send the Annual 
Appeal Letters……

….They pull  a list of all 
registered families from 
the Appeal workflow 
group.



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin needs an 
updated list of registered 
families….

…They access the list from 
the GeorgiaBulletin workflow 
group in AIM.

GA Bulletin



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

A member of the Smith 
family volunteers to be a 
catechist for your parish…

…Safe environment accesses the 
family record thru AIM



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

A member of the Smith 
family is hired to assist in 
your parish office…. 

…HR accesses the Member 
record thru AIM.

Human 
Resources



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

The Smith Family remains 
actively registered in your 
Parish…

Human 
Resources

…However eight 
additional sites….

….Have saved time and cost by not 
recreating the family info!



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

What happens when the 
Smith family moves to St. 
Thomas Aquinas….

Human 
Resources

St. 
Thomas 
Aquinas

…A message is sent to all entities connected to 
the Smith family with notification of the change.



Now that you have seen how the Now that you have seen how the 
system works letsystem works let’’s look at thes look at the

standards and policies we have instandards and policies we have in
place to ensure the quality of the data place to ensure the quality of the data 

being sent on itbeing sent on it’’s mission!s mission!



Policy Policy 

Assigning Proper Registration 
Status to Family and Member

A proper family status and member status 
combination will describe an individual’s 
unique standing within the parish.  



StandardStandard
A Family status indicates whether or not the 
family is counted as part of your parish census.

There are only 2 choices in this

Registered

Non- Registered



StandardStandard
Assigning Family Group Status to Family

A proper family group 
assignment in conjunction 
with Family and member 
status will enhance the 
ability of the parish to 
quickly sort and filter 
varying levels of activity.

School Only Family

Moved

Religious Ed Only

Sacrament Only

Contributor

Visitor

Clergy / Religious

School Only

Staff

Inactive

Active

This is a global field and should never be added to the parish 
level. Adding to this field at the parish level will create a 
disconnect in the  system.



StandardStandard
Assigning Member Status

All Members will fall into 
one of five categories

Retired is for use with 

Clergy/Religious only 

This is a global field and should never be added to the parish 
level. Adding to this field at the parish level will create a 
disconnect in the  system.

Retired

ActOther

Deceased

Inactive

Active



Standard Standard 
ActOther and  Religion Type in Member DetailsActOther and  Religion Type in Member Details

If the person is active, the system assumes that the person is 
Catholic.  However, if the person is active in another religion 
then ActOther should be chosen.  

This information affects:

• Kenedy Directory

• Status Animarum

• Parish Statistics 

• Sacraments

• Reports looking for Active Member Status



StandardStandard
Assigning Registration Status to Family and Member

Family Status impacts:

• Pastoral Staffing 

• Annual Appeal

• Kenedy Report

• Status Animarum (The Status Animarum
report is an annual report that asks pastors to provide 
information about the sacramental and pastoral 
ministry, education, and outreach for their parish)

• Reports based on Status (Census 
Reports) 

Member Status Impacts:

• Kenedy Report

• Status Animarum

• SEP and HRi

• Time and Talent

• Sacraments

• Reports based on member               
status (Member Reports)



StandardStandard
Guide to assigning Registration Status to Family and Member

Inactive NoVisitorVisitor, not active in church

Family Inactive/ Child or Member ActiveNoReligious Ed OnlyReligious Ed family that is not registered

InactiveYes/NoSacrament OnlySacrament Only Family

InactiveNoMovedRegistered family that has moved

InactiveYesInactiveInactive registered family

Family Inactive/Child ActiveNoSchool OnlySchool only

ActOther YesActiveNon Catholic – Member of registered Family 

ActiveNoStaffStaff, unregistered non parishioner

ActiveYesActive
Staff that is a registered parishioner anywhere in 

diocese.

Active or RetiredNoClergy / religiousClergy, religious, not registered

InactiveNoVisitorVisitor, active in other church

InactiveNoContributorNon-member, not registered, contributor

ActiveYesActiveStandard active registered family

Member Status
Currently 

RegisteredFamily GroupScenario



PolicyPolicy

Using Data Entry Standards when 
Adding a New Family

Data entry standards should be used to ensure the proper formattData entry standards should be used to ensure the proper formattinging
of mailing lists, letters, and emails.  Correct spelling of a faof mailing lists, letters, and emails.  Correct spelling of a familymily’’ss
name  along with the inclusion of member birthdates will also hename  along with the inclusion of member birthdates will also help inlp in
the reduction of duplicate entries. the reduction of duplicate entries. 



Naming StandardNaming Standard

Think of this as the only time you will every address Think of this as the only time you will every address 
the envelope or label.the envelope or label.

If you do it right If you do it right -- you will only have to do it once!you will only have to do it once!



Naming StandardNaming Standard

Never use all CAPSNever use all CAPS
Always type out the word Always type out the word ““andand””
–– Never use an Never use an ampersand ampersand ““&&””

Always build with Full Christian NamesAlways build with Full Christian Names
Never use characters such as hyphens or forward Never use characters such as hyphens or forward 
slashes to indicate a couple. Use the following slashes to indicate a couple. Use the following 
formats in the Mailing Name field for the formats in the Mailing Name field for the 
situations listed:situations listed:

–– Two doctorsTwo doctors: Dr. John and Dr. Mary Smith : Dr. John and Dr. Mary Smith oror Drs. John and Mary SmithDrs. John and Mary Smith
–– She is a doctor and he is not:She is a doctor and he is not: Mr. John and Dr. Mary SmithMr. John and Dr. Mary Smith
–– He is a doctor and she is not: He is a doctor and she is not: Dr. and Mrs. John SmithDr. and Mrs. John Smith



Naming Standard :Naming Standard :

Last name should be the family name Last name should be the family name 
(husband(husband’’s).s).
Never put Two family names in the Mailing Name Never put Two family names in the Mailing Name 
Never include JR. or other suffix in the Last Never include JR. or other suffix in the Last 
name field. name field. (Add  suffix in Member Screen and Mailing Name.)(Add  suffix in Member Screen and Mailing Name.)

Never add # & @() in these fields.Never add # & @() in these fields.

These standards affect:These standards affect:

Annual Appeal Letters & Correspondence from the Annual Appeal Letters & Correspondence from the 
ArchbishopArchbishop
Labels, Parish Mail, Sacramental records, Labels, Parish Mail, Sacramental records, 
Contribution EnvelopesContribution Envelopes



Address StandardAddress Standard

Proper formatting of the address will ensure timely deliveryProper formatting of the address will ensure timely delivery
–– Apartment or Suite is added to the first line never the second.Apartment or Suite is added to the first line never the second.

The post office reads the City, State, Zip line first then attemThe post office reads the City, State, Zip line first then attempts to pts to 
deliver to the location indicated on the line directly above.deliver to the location indicated on the line directly above.
When would line 2 be used?When would line 2 be used?
–– If a Rural Delivery Route is involved!If a Rural Delivery Route is involved!



Address StandardAddress Standard

Proper formatting of the address will ensure cost efficiency!Proper formatting of the address will ensure cost efficiency!

Post Office Publication PUB28 indicates the acceptable abbreviatPost Office Publication PUB28 indicates the acceptable abbreviations for ions for 
Street (ST); Drive (DR) etc. For more information and a full lisStreet (ST); Drive (DR) etc. For more information and a full list go to:t go to:

http://www.usps.com/send/preparemailandpackages/labelsahttp://www.usps.com/send/preparemailandpackages/labelsa
ndaddressing/usingthecorrectaddress.htmndaddressing/usingthecorrectaddress.htm



Address StandardAddress Standard

Never include Never include ““##”” in the Address Linein the Address Line
The post office machines do not read it The post office machines do not read it 
correctly! correctly! 



PolicyPolicy
Selecting Proper Religion Type 
when Entering Member Details

If the person is active, the system assumes that the person is 
Catholic.  However, if the person is active in another religion 
then ActOther should be chosen.  When chosen and tabbed 
through the field a menu appears so that you may select which 
religion the member is active in. 



StandardStandard
Religion Type Religion Type -- Member DetailsMember Details

Protestant

Presbyterian

Other Christian

None

Nondenominational

Non-Practicing

Muslim

Mormon

Methodist

Lutheran

Jewish

Hindu

Greek Orthodox

Episcopalian

Church Of Chris

Catholic

Buddhist

Congregational

Unitarian

Other

Church Of England

Christian Science

Assembly Of God

Christian

Non Catholic

Church of God

Pentecostal

Anglican

Seventh-Day Adv

Non-Catholic

Unknown

Russian Orthodox
This is a global field and should 
never be added to the parish level. 

This information affects:

• Kenedy Directory

• Status Animarum

• Parish Statistics 

• Sacraments

• Reports looking for Active 
Member Status



PolicyPolicy
Creatingan Appeal and Georgia 

Bulletin Workgroup

Each parish is required to place active registered families in the 
annual appeal workgroup and the Georgia Bulletin workgroup.  
The workgroups are titled “Appeal” and “GeorgiaBulletin” and 
should appear exactly so within the Parish database. 



Standard Standard 
Appeal and Georgia Bulletin WorkgroupAppeal and Georgia Bulletin Workgroup

Never delete the groupsNever delete the groups
–– If deleted and rebuilt the If deleted and rebuilt the 

system adds a new unique system adds a new unique 
ID and it makes finding ID and it makes finding 
the information difficult the information difficult 
for Appeal and Bulletinfor Appeal and Bulletin

Never Rename the groupsNever Rename the groups
–– Renaming the group Renaming the group 

essentially has the same essentially has the same 
effect as deleting. Making effect as deleting. Making 
it difficult to find the it difficult to find the 
information.information.

Keep the groups currentKeep the groups current
–– Add and delete families as Add and delete families as 

they register or depart they register or depart 
from your parish.from your parish.

This information affects:

• Development

• Appeal Mailings

• Letters from the 
Archbishop 

• Georgia Bulletin



PolicyPolicy
Keeping Electronic Records 

Requirements

Staff DirectoryStaff Directory
– Current member information must be maintained for 

all staff members.

Sacramental DetailSacramental Detail
– Parishes are required to maintain complete and 

accurate sacramental details for all Sacraments 
preformed in the Parish in both the Sacramental 
Register and ParishSOFT.

Religious EducationReligious Education
–– Religious education information and history must be Religious education information and history must be 

created and maintained for all students and class. created and maintained for all students and class. 

The following information is required to be maintained in full 
in the ParishSOFT system, and should be kept complete and 
accurate at all times:



StandardStandard
Staff DirectoryStaff Directory

Staff is always added directly through HRiPortal.  When added 
into the portal the staff member is populated into the 
ParishSOFT staff Directory by the Portal.

• Background Screening

• Access rights

• Assignments 

HRi is depending on the family and member information 
being maintained correctly for:



Standards Standards 
Keeping Electronic Records RequirementsKeeping Electronic Records Requirements

Staff DirectoryStaff Directory

Full legal NameFull legal Name
Date of BirthDate of Birth

Current AddressCurrent Address
Phone number Phone number 
EmailEmail



PolicyPolicy
Entering Sacramental Details 

As sacramental details are being captured, it is important to 
note the faith of the baptism.  Within the sacraments tab there 
is a sacramental details button that show specifics about the 
member’s baptism. 

Selecting Proper Faith TypeSelecting Proper Faith Type



Standard Standard 
Selecting Proper Faith Type when Entering Sacramental DetailsSelecting Proper Faith Type when Entering Sacramental Details

Other

Greek Orthodox

Orthodox

Christian

Ukrainian Catholic

Roman Catholic

Byzantine Catholic

Catholic

This field identifies the faith 
of baptism. 

You would never add to this list.

This  information flows through to 
the Status Animarum



Standard Standard 
Entering Sacramental DetailsEntering Sacramental Details

Entering full and accurate info.Entering full and accurate info.

Keeping records in a timely Keeping records in a timely 
fashion.fashion.

All sacraments from Jan. 1, All sacraments from Jan. 1, 
2005 in both ParishSOFT and 2005 in both ParishSOFT and 
RegisterRegister

Affects:

Kenedy Report

Status Animarum



Think of your diligent 
record keeping as enabling 

a family to trace their 
history back to the house 

of David.

Keeping Sacramental history is 
what the Catholic Church does!



PolicyPolicy
Religious Education Class Info 

Religious education Religious education 
information and history information and history 
must be created and must be created and 
maintained for all maintained for all 
students and class.students and class.

Maintaining Classes and History for REMaintaining Classes and History for RE

This affects:

•Status Animarum

•Department of Religious Education



PolicyPolicy
Database Maintenance

Compact and Repair your DB weeklyCompact and Repair your DB weekly
Run Database Maintenance weekly. Run Database Maintenance weekly. 
Make sure Synchronization Manager is runningMake sure Synchronization Manager is running

Maintaining your database is essential for overall productivityMaintaining your database is essential for overall productivity



Rules to Live byRules to Live by

Never insert Never insert *(#@%&! in your datain your data
These are access functions the system These are access functions the system 
tries to do a calculation or something tries to do a calculation or something 
when it sees these characters.when it sees these characters.



Rules to Live byRules to Live by

Make your entry count!  Be as Make your entry count!  Be as 
thorough as  possible use good data thorough as  possible use good data 
standards in all entries!standards in all entries!

Everyone will thank you!



Rules to Live byRules to Live by

Never make your own additionsNever make your own additions
to the following global tablesto the following global tables

..

Staff typeStaff type

Security ProfilesSecurity Profiles

Pledge Gift TypePledge Gift Type

Pledge Payment FrequencyPledge Payment Frequency

SacramentsSacraments

Faith TypeFaith Type

Member ReligionMember Religion

Marriage StatusMarriage Status

Member RolesMember Roles
(husband, wife, son, daughter)(husband, wife, son, daughter)

Member SuffixMember Suffix
(Jr. Sr. III etc.)(Jr. Sr. III etc.)

Member TitleMember Title
(Mr. Mrs. Ms.)(Mr. Mrs. Ms.)

Member StatusMember Status
(Active, Inactive, Deceased, Retired)(Active, Inactive, Deceased, Retired)

Family Groups TypeFamily Groups Type



Rules to Live byRules to Live by

Maintain your Database ProperlyMaintain your Database Properly

Keep the data connected… so everyone receives info in a timely fashion



Rules to Live byRules to Live by

Follow the data standards and mind Follow the data standards and mind 
the Policies!the Policies!

And everyone will benefit.And everyone will benefit.

..



So whatSo what’’s the worst that can s the worst that can 
happen if I donhappen if I don’’t follow t follow 

standards?standards?



LetLet’’s look at the Smith s look at the Smith 
Family without Standards!Family without Standards!



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

Human 
Resources

Adding *(#@%&! 
Characters to your data….

….No one gets the message!



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

Human 
Resources

Adding fields to the your 
data…..

No one gets the right message and now 
everyone’s data is messed up and……



Cathedral

Archdiocese
AIM Server

Adds the Smith 
Family from Your 

Parish

Your 
Parish

St. Benedicts

Our Lady of 
the Mount

Lookout Mt.

Archbishop’s Office

Annual Appeal

GA Bulletin

Safe 
Environment

Human 
Resources

Don’t follow data standards

Everyone gets the garbage, everyone’s 
data is messed up and……



*(#@%&!

No one’s
ParishSOFT 
works 
correctly!



Bless me Father, for I have Bless me Father, for I have 
addedadded……

The archdiocese periodically cleans up the tables.   But 
we highly recommend that you avoid the near occasion 
of sin!



So how do I get things added to fields?So how do I get things added to fields?

Send your request via a support ticket at  
http://support.archatl.com



On a final note On a final note 
a thought or two to pondera thought or two to ponder



How do you measure up? How do you measure up? 



What did your parish do this year What did your parish do this year 
that had an effect on your that had an effect on your 

neighborneighbor’’s data?s data?

And….



What can you do now?



Questions and Answers welcome here!



Christine HeusingerChristine Heusinger DevelopmentDevelopment

Christine DandarawChristine Dandaraw Training Training 


