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Weekly Calendar

Sunday

7:30 a.m. 

Arrive and walk through service

8:15 a.m.

Divine Service

9:45 a.m. 

Christian Instruction (Sunday School & adult Bible study)

10:45 a.m.
Vest in the sacristy

11:00 a.m.
Divine Service
12:45 p.m.
Catechism

Afternoon

Calls on visitors (see Guest Book), homebound, and members

Monday

9:00 a.m. 

Matins

10:30 a.m. 

Review visitor cards and guest registry, and write guest letters

Afternoon

Sermon and Bible study preparation; arrange visits

Tuesday

9:00 a.m.

Matins

10:30 a.m.
Meet with pastor and secretary to discuss schedules; meet with pastor to discuss sermons, Bible studies, and the Confessions; discussion of monthly emphases

Afternoon

Visits and study

Evening

Meetings (refer to the weekly and monthly calendars)

Wednesday

9:00 a.m.

Matins

10:00 a.m.

Bible Study

1:00 p.m.

Women’s Guild (1st Wednesday of each month)

Afternoon

Visits and study

7:00 p.m.

LIFE sessions (except Advent and Lent)

There are midweek services at Noon and 7:00 p.m. during Lent and Advent.

Thursday

9:00 a.m.

Matins

Afternoon

Visits and study

Friday

9:00 a.m.

Matins

Morning

Complete bulletin editing

Afternoon

Visits and study

TBA




Various meetings (Altar Guild, Christmas Pageant, et al.) Refer to

the Handbook of the congregation




LSF at Stanford Bible Study

Worship

Orders of Service

The pastor shall schedule the orders of worship used each Sunday (refer to the 2007-2008 calendar). The pastor shall advise the vicar of special instructions and special services. The congregation uses Lutheran Service Book (Divine Service, Setting Three) for the chief Sunday service. Occasional services (e.g., midweek noon and evening services for Advent and Lent, funerals) and other rites are also from Lutheran Service Book.

The Divine Service

The vicar shall assist in the services each Sunday morning; ordinarily he shall serve as liturgist.  When serving as liturgist, the vicar shall order everything in the chancel; he shall prepare the appointed lectionary, and the prayers (when he is not assigned to preach). The altar guild is responsible for flowers and communion ware, and a member of the congregation prepares the hymn board.
The vicar shall also distribute the common cup in those Divine Services when an elder, acting as the deacon, has not been appointed. The Board of Elders shall create the deacon schedule at its regular meetings.

The vicar shall consult with the pastor (and when the pastor is absent, with the Organist and Music Director) before each service concerning any variations or special events (e.g., Holy Baptism) or anything that needs to be done before the service. The preparation of the chancel should be completed by 8:00 a.m.

If the vicar sings, he will be encouraged to serve as a cantor (in rotation with members of the choir) and to participate in the choir (the pastor needs to be informed of this by the vicar prior to the service). He shall coordinate this with the Music Director.

Organist and Music Director

When the vicar conducts the service by himself, he shall consult with the Organist and Music Director before the service in order to review the service, reminding them of any variations. If the vicar chants, he may request the tone for the propers.

Acolytes

The acolytes, when scheduled, light the candles about five minutes prior to the service and extinguish them after the pastor and vicar have left the nave. The acolytes usually sit in the pew in front of the pulpit.

Processions

The order for processions is: crucifer, acolytes, Bible-bearer, and clergy. The order for a recession is the same. The order for the Gospel procession (which may be used on festival Sundays) is: acolytes, Bible-bearer (an acolyte or vicar), and pastor. The vicar might be responsible for organizing the processions, since he ordinarily serves as liturgist.

Hymns

For the Sundays on which the vicar is assigned to preach he also may select the hymns. Several times during the year the pastor and vicar will select the hymns for the seasons; a core hymnody is also being developed for the congregation. He shall select the hymns for the midweek Advent and Lent services.

Prayers

When the vicar has been appointed to preach, he shall write the Prayer of the Church. The vicar shall review the prayer list from the previous week and shall check with the pastor for prayer requests. Prior to the speaking of the Prayer by the pastor, the vicar shall announce specific petitions for the Day and shall request petitions from the congregation.

Holy Communion

The Holy Communion is celebrated at every Sunday service, and midweek Festivals.
The vicar shall assist the pastor in the sacristy and in the chancel in preparation for the Holy Communion. The vicar may assist with the distribution when an elder acting as deacon is not present.

The pastor shall preside for Liturgy of the Holy Communion. After the Agnus Dei, the vicar (and deacon0 shall receive the Sacrament from the pastor. The pastor communes himself first. The pastor shall distribute the body of Christ, beginning at the pulpit side of the Lord’s Table; the vicar or deacon shall follow afterward; the pastor blesses all non-communing children and adults and then dismisses each table.

Post-service

Though the ushers are responsible for the orderliness of the nave after the service, it is good to insure that all hymnals and pew Bibles have been are placed properly, the windows have been closed, and the church alarm has been armed.

Matins

Monday through Friday Matins is prayed. Ordinarily the (entire) order from LSB is used. For the first several weeks of the vicarage year, the pastor leads the service. After the vicar has become acquainted with the order, on a weekly basis he alternates with the pastor in leading the service.

Preschool Chapel

The vicar has the opportunity to lead the chapel of Grace Lutheran Church and School, San Mateo.

Nursing Home Services

The Channing House and Lytton Gardens, both in Palo Alto, might request an afternoon or an evening service.

Worship:  Goals and Means

Goals

1. Understand the law and gospel features of services

2. Employ teachings of law and gospel in the planning of Sunday and midweek orders

Means


1. Plan and develop the Advent and Lent midweek services (noon and evening) – including hymns, order of service, readings, psalms, etc.

2. Serve as liturgist and preacher for midweek Advent and Lent services

Goals

1. Develop communication skills with organist, choir director, and secretary, and

2. Make decisions in regard to the services

Means

· Oversee the bulletin, which includes its editing (propers, rite instructions, appropriate placement of hymns, etc.)

Preaching

Frequency

The pastor shall prepare the year's preaching schedule. The vicar shall preach at least one of every four Sundays; he shall preach for midweek Advent (at least half), Christmas, Lent (at least half), and Holy Week services (about half). The pastor and the vicar shall discuss at which services and on what texts the vicar desires to preach. The vicar may also assist local clergy, subject to approval by the pastor.

Preparation

On the Thursday ten days prior to preaching, discussion concerning law, gospel, text notes and other matters will be held. A completed outline should be submitted to the pastor at least seven days in advance of the day scheduled to preach. The pastor shall evaluate the outline, adding his suggestions and comments. When the vicar employs a manuscript, it is due to pastor by noon Wednesday (prior to the preaching Sunday) for further evaluation.

Occasional Services

During the year the vicar shall prepare sermons for three other occasions. He shall develop a wedding sermon (and service) in conjunction with reviewing the pastor’s pre-marital material; he shall write a funeral sermon and prepare a service (this will occur without warning and he will have three days to complete the task); he shall preach with about a day’s notice.

Preaching:  Goals & Means

Goal

1. Broaden preaching skills

2. Develop preaching skills

Means

1. Preach on particular themes (missions, election, etc) and texts

2. Plan and develop Advent, Lent, and Tre Ore sermon series

3. Read books or articles pertaining to homiletics

4. Review vicar’s sermons and pastor’s sermons after the services

5. Employ a variety of structures and approaches to preaching

Goal

· Develop an ability interact with the congregation

Means

· Encourage functional memorization and freedom from the text

Campus Ministry

Trinity Lutheran, since it was designated as the contact congregation for LC-MS students at Stanford University, has taken her role very seriously. The structure and guidelines of home and church seem more distant and less compelling, so for the welfare of the Christian, contact with a local congregation is a matter being strengthened by a Word and Sacrament ministry.

Because students arrive with slightly different issues or perspectives on life than the non-college congregation’s members and because the Stanford campus garners a diverse population and consequently creates a mission field unto itself, Trinity requires that the vicar exercise his energy and creativity at Stanford. Formerly Trinity Lutheran College / Stanford Ministry (TLC/SM), the campus ministry is now identified by two labels: LSF at Stanford and Christ on Campus.

Bible Studies

For the LSF studies the vicar shall present himself in a confident manner, broaching various issues in the life of the Church with a content that challenges the social preconceptions, the intellectual abilities, and the spiritual maturity of a college student.

Sunday Study

In the past several years a separate LSF Sunday morning study has not held due to the small size of the group and most recently because the students wanted to integrate more fully with the congregation. If during the year, a large enough group is gathered, the vicar may hold a Sunday morning study for them.

Other-than-Sunday-morning Study

The vicar shall hold a Bible study on campus on an evening. The room must be reserved by a Stanford student through Stanford Associates of Religion (SAR). The study may be of a book or topical; it is suggested that a variety of topics and forms be employed. The vicar also may lead a midweek on-campus noon devotional.

Weekend Evenings

Tradition suggests that a weekend evening will be dedicated to social events. After an LSF dinner, subsequent activities are appropriate. These events create the time for the vicar and the students to be come acquainted, and to keep in touch with those attend other LSF functions.

Campus Interaction

The vicar shall work with campus workers at other district campus ministries, and coordinate events with those groups.

He shall speak to other [circuit] congregations, informing them of Trinity’s work at Stanford on behalf of the LC-MS.

Newsletter / E-mail / Website

The vicar shall maintain regular contact with LSF, Stanford, and other students through a weekly or monthly e-newsletter, informing of and detailing events (even if the student is not frequently at Trinity). He shall assist in the maintenance of the LSF website, such as posting schedules and studies. 

Calling

Calling on Stanford students shall include follow-up telephone calls, emails, and visits to those who have attended services, Bibles studies, or the Friday activities.

Though the calling usually focuses on LSF contacts, the vicar should not neglect other opportunities on the Stanford campus or other local institutions of higher learning.

Worship

The vicar may consider midweek or Friday Vespers; the service and its schedule shall be coordinated with the pastor.

Meetings

The vicar shall schedule meetings with the congregation’s Board of Campus Ministry as needed. He shall also attend the CNH district meetings if scheduled, in order to maintain contact with district and synodical ministries.

Stanford Associates of Religion (SAR)

The vicar, with the pastor, shall attend the regular meetings of the Stanford Associates of Religion, and participate in the roundtable discussions.

The vicar, with the officers of LSF, shall ensure that all paperwork for LSF and Christ on Campus is submitted, i.e., LSF must register each year as an official student group.

As the representative of Trinity at Stanford, he, with the assistance of LSF officers, shall organize LSF’s table for the Stanford Activities Fair.

Retreats 

The vicar shall assist in developing and leading retreats and special events for the LSF students and in conjunction with other student groups (e.g., LSF at UC-Berkeley).

Campus Ministry:  Goals & Means

Goal

· Demonstrate importance of campus ministry

Means

· Maintain contact with circuit congregations and district

Goal

· Serve the students with a faithful and biblical Word & Sacrament ministry

Means

· Develop Bible studies

· Maintain regular contact with students

Goal

· Increased presence on Stanford University campus

Means

· Devote a significant time and energy to the students, developing a regulkar presence on campus

Christian Instruction

Board of Education Meetings

The vicar shall attend the regular monthly meetings of the Board of Christian Education to learn how a congregation decides, plans, and develops events and searches for member support and participation in the events.  

Sunday School

The vicar shall teach two consecutive Sundays for each level of Trinity’s Sunday school program. He may lead the opening of Sunday school several times during the year.

Catechism

The pastor and vicar shall develop a teaching schedule. Plans for the catechetical curriculum shall be finalized soon after the vicar's arrival. The vicar shall teach a year of catechism, in which the entire Small Catechism shall be reviewed. The catechumens may take “field trips” when possible (e.g., Crisis Pregnancy Center, Urban Ministry of Palo Alto)

Since the youth enter catechesis with a variety of levels of biblical literacy, motivation, and parental support, it is important to keep the lesson focused. Regular study, attendance in the Sunday services, participation in Sunday school, reviews, and memory work are expected.

Adult Bible Class

The vicar shall teach at least one adult Bible study (multiple classes). The vicar shall teach the Sunday and Wednesday adult class for several sessions; and he shall develop and lead another study for the Sunday class and for the Wednesday class.

The vicar will have ample opportunity to be involved in the adult instruction of the parish, and is encouraged to plan, promote, and teach special interest classes. He may also lead studies that open board meetings and other meetings.

Adult Catechesis

Adult catechesis is provided on an as needed basis. The vicar should be attentive to any new people in the area and visitors, who might be interested in attending this class.

Vacation Bible School – daily chapel

The vicar serves as "chaplain" for Vacation Bible School, planning and conducting short opening devotions each day. He also may serve as a teacher.

Youth

The vicar will set an example of Christian life before the youth by means of his participation in their social events; he will also lead the youth in appropriate reflection concerning their common activities.

Christian Instruction:  Goals & Means

Goal

· Present in simple manner chief teachings of Scriptures and Catechism

Means

· Prepare and teach the catechetical sessions

· Teach the upcoming Sunday school lessons to the Board of Christian Education

· Prepare the teachers for VBS responsibilities

Goal

1. Develop skills of leading, planning, coordinating, and delegation, and

2. Strengthen abilities to work with groups and on congregational projects

Means

1. Assist in the coordination of the Christmas pageant with the Board of Christian Education, Music Director, Organist, and other members of the congregation

2. Coordinate the VBS program, including evaluating prospective VBS programs, preparing the teachers, and seeking assistance from the congregation

Goal

· Gain insight into a variety of teaching methods

Means

1. Read one book on teaching methodologies,

2. Observe teacher(s) at Grace, San Mateo

Goal

· Communicate with written and spoken word

Means

· Prepare and teach adult Bible studies

Goal

· Develop confidence in teaching and familiarity of teaching at every level

Means

· Serve as  a teacher for the various Sunday school classes

Visitation

In the first few months, the pastor and vicar shall visit together in order to familiarize the vicar with one form of visitation, the members, and the area. Because visitation is not a "natural" function, it is easy and tempting to delay this feature of the pastoral ministry; with the pastor the vicar shall set goals for visitation in the congregation and at Stanford.

The vicar should plan to make plenty of calls personally. Most visits will be scheduled by telephone and email. 

Homebound Members

The vicar shall conduct regular visitation of the homebound members of the congregation; again, he shall join the pastor for the first few calls.

For those at home it is wise to schedule homebound calls in advance. 

Hospital Calls

Both the pastor and vicar shall make hospital calls as needed. Call the hospitals before leaving for visits in order to confirm the patient's admission status and room number. The vicar may wish to choose tracts or materials to use in his visits. He usually does not need to worry about visiting hours or visitors’ passes (unless you are visiting the Lucille Packard Children’s Hospital at Stanford). If hospital personnel ask, identify yourself as being from the pastoral staff of Trinity Lutheran Church, Palo Alto.

Calls do not have a pre-determined length. Listen carefully to the person’s needs, honestly share the faith with those needs in mind, and close with a prayer. 

Inactive Members

The Board of Elders shall contact inactive members. The pastor may ask the vicar to accompany him.

Visitors

The pastor shall send a letter to all visitors. Names and addresses may be forwarded to the vicar or the Board of Missions and Evangelism for follow-up. The vicar, in coordination with the pastor, shall make a telephone call or a personal visit.

Counseling

Due to the temporary nature of vicarage, people might not seek the vicar for pastoral care. When opportunities occur, the vicar shall confer with the pastor both for his assistance and information—unless the conversations interfere with confidence—since he is responsible for ministry to the congregation. When possible, the pastor will include the vicar in the conversations, either during the actual meetings or afterward.

Calls:  Goals & Means

Goals

1. Apply law and gospel to whole person with sensitivity and skill

2. Learn to listen and learn from others

Means

1. Be accompanied on visits 

2. Create a schedule for regular visits

Missions & Evangelism

The population of Palo Alto and the Bay area has becoming increasingly diverse, with more than 30% of Californians born outside of the United States, and a correspondingly larger percentage born outside of the state. With many people either entirely unaware of Christianity, nominally Christian, or having given up their anchors of life, this area is a field ready for the planting.

Board Meetings

The Board of Missions & Evangelism will meet at the request of the chair of the board. Since the Board updates the church council on evangelism and mission activities at each council meeting, the chair may ask the vicar to help him/her prepare reports.

The Board of Missions & Evangelism determines the direction of evangelism in the parish. The vicar shall help the board arrive at decisions, assist it in carrying out those decisions, and provide training in particular evangelism methods.

Prospects

Files

Prospects come from the guest register, members of the congregation, Vacation Bible School, visitors' cards, pastoral acts (baptism, weddings), etc.  Call or visit the prospects as soon as possible after receiving their names.

Keep a file (hard copy or electronic) up-to-date. Date all calls, including the name of those who made the contact and any relevant information useful in future contacts. Be sure to include suggested follow-up and a date for that follow-up, and strongly encourage other callers to do the same. Names may be removed from the file when the individuals join Trinity, when no address is available, when they join another church, or when they ask to be removed (in the last two cases, you may still wish to write a courteous letter letting them know they are always welcome at Trinity).

Letters

Trinity has sent letters to prospects to remind them of church activities and to share the Gospel. These letters are duplicated on church letterhead. The vicar may ask Board members to assist with the mailing. You may enclose tracts.  Suggested dates for prospect letters:

1. Mid-August: Sunday School, Christian Information Class

2. Pre-Thanksgiving for special services and Advent worship

3. Mid-December with Christmas activities

4. Late December for Christian Information Class

5. Mid-Lent for Holy Week and Easter

6. Late March for Christian Information Class

7. Pre-Vacation Bible School

8. Summer for regular worship

Each mailing might return several letters with address changes. If the prospect moves out of the area, when possible the individuals shall be referred to a local Lutheran congregation. If there is no forwarding address, the individual may be removed from the prospect file.

Community Activities

In the past the congregation has participated in several programs, though not necessarily on an annual or on-going basis.

· Festival of the Arts is a Palo Alto street fair for the arts.  In 1998 several members distributed tracts, primarily for a Jewish audience.  Although interesting conversations occurred, no follow-ups were possible.

· Concordia Gospel Outreach is a program that redistributes used books and curricula.  On an irregular basis materials are collected, boxed, and then mailed to needy Christians around the world.

· Apple of His Eye is a LC-MS outreach program dedicated to contacting Jewish people and Christians who have a heart for Jewish mission work. Each summer a street workshop is held in a major US city.  

· Many tracts are available in the narthex; people may be encouraged to read and then hand them off to another.
Missions & Evangelism:  Assignments, Goals & their Schedule

Goal

· Develop a passion to reach lost

Means

· Work with the Rev. David Chan of Bethany at Stanford and in PAMS

Administration

General Guidelines

Office Secretary

Since the pastor may be regarded as the staff supervisor, usually all work requiring the office secretary's help or use of office equipment should be cleared through him. The vicar generally types his own correspondence, though the office secretary may assemble his mailings. The vicar shall inform the office secretary of any needed supplies for the office or the church office in general. When the vicar leaves the office, he shall inform the office secretary where he will be and when he will return.

Communication

The vicar usually files a copy of everything he prints, either in his own file or with the secretary, for the permanent file; material deemed worthy of preserving shall also be stored electronically. During the first few months of vicarage, he also supplies the pastor with a copy of significant items for his information and comment. The vicar shall use church letterhead or identify all printed material as coming from Trinity Evangelical Lutheran Church. The vicar is strongly encouraged to use written memos for intra-church communication and telephone messages so that information will be communicated effectively, clearly, and succinctly. When advisable [records for mileage, bills, etc.], retain a copy of what has been sent, forwarded, or submitted.

The large bulletin board in the secretary’s office will serve as the congregation’s master schedule; the secretary of the congregation, not the office secretary, oversees the master calendar.

Room Usage

All boards, committees, and other organizations will indicate to the church council when and which rooms will be occupied; this information should be recorded on the master schedule. All functions that originate outside of the congregation shall be cleared through the church council so there are no conflicts with other groups in terms of content, time, and building space.

Vicarage Hours

The vicar's regular hours shall begin no later than Matins (though he may choose to be in his study prior to Matins) and usually end at the time of the evening meal, including his break for lunch; he may often spend time in his study in the evening for sermon preparation, Bible studies, or wrapping up a day’s events after a meeting. The pastor discusses personal time management with him during orientation.

The vicar has one day off each week in addition to the occasional Saturday and Sunday afternoon. Any day except Sunday (for obvious reasons) and Monday (the pastor's day away) is suitable; in consultation with the pastor, he will choose the weekly day off soon after his arrival.

The vicar is allowed two weeks (including two Sundays) of vacation. He shall check with the pastor and the Board of Elders for approval before scheduling them since, except for official conferences or emergencies, the vicar and pastor are not scheduled away at the same time. Experience suggests that he use his vacation prudently during the year; he shall not reserve it for the end of vicarage, as a means to depart early.

Vacation Tracker

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Newsletter Articles

The vicar shall contribute a monthly column to the Trinity Times (mid-month deadline).  The content should blend inspirational and informational commentary on parish happenings. Use your own style.

Telephone Procedures

First impressions of Trinity might be formed by how telephone calls are received.  Ordinarily the office secretary will answer all incoming calls. The pastor shall brief the vicar on the use of the telephone and intercom. When someone is away, take a written message so the call can be returned, recording name, phone number, and pertinent information, and pass it to the intended recipient.

Mailings

The office secretary normally will prepare bulk mailings and deliver them to the Post Office..

Other Tasks

The vicar shall assume other tasks assigned by the pastor, or by other boards and committees in consultation with the pastor.

Administration:  Goals & Means

Goal

· Develop a perspective on office management

Means

· Observe the organization of the Trinity office

Goal

· Prioritize the events and demands of the pastoral ministry

Means

· Provide regular criticisms, comments, and reactions in the various meetings and conversations

Meetings & Leadership

The vicar shall attend the Board of Stewardship meetings and the Board of Christian Education meetings (1st Tuesday of each month), the Women’s Guild meetings (1st Wednesday of the month except in the summer), the Church Council meetings (2nd Tuesday of each month), the Board of Missions & Evangelism meetings [3rd Tuesday of each month], the monthly Board of Elders’ meetings [when scheduled], the Voters’ Assembly (the 4th Sunday of the odd-numbered months), the Worship Committee meetings [when scheduled], the Altar Guild meetings [when scheduled], as well as other congregational meetings, when the need arises and the schedule permits. The vicar shall also attend circuit meetings, gatherings for the Stanford Associates of Religion, and district campus meetings, district pastor conventions, etc.

Trinity abounds with dedicated members, deeply involved in the work of the Church, and through these meetings the vicar will have an opportunity to interact with them, work with them, and learn from them. Join the discussion, always maintaining an awareness of the vicar’s position.

Meetings:  Goals & Means

Goal

· Develop sense of place with other clergy

Means

· Attend circuit and district meetings

Goal

· Develop proper sense of time stewardship

Means

· Assignment of various tasks on committees, including where delegation and leadership are necessary

· Recognize, acknowledge, and rejoice in the variety of gifts present in the Body of Christ

Goal

· Recognize accountability to the pastor and others in the congregation

Means

Report weekly to pastor, and to the various boards

Stewardship
As a steward in God's kingdom, the vicar regularly contributes from the monies as well as the time and talents God has given to him. Offerings may be given to Trinity, the home church, or both.

Also as a steward in God's kingdom, he rests. Especially during the busy season, he has a very full schedule. Much is expected of him—faithfully use the days off. Vacation times should be planned for times when they are needed by him but also for the convenience of the pastor and parish. With the exception of official conferences, both the pastor and vicar will not be away simultaneously for any extended period of time.

Finally, as a steward in God's kingdom, he will be encouraged to foster a sense of responsibility in the overall program of the parish. This means pitching in to help when requested and when his responsibilities permit involvement.

Stewardship:  Goals & Means

Goal

· Develop well-rounded stewardship

Means

· Review stewardship documents

Personal Guidelines

What is heard and said in the church office must always be regarded as a sacred trust between the pastor and vicar. Occasions arise when comments will be made involving members of the congregation, the staff, the pastor, the vicar, or the office secretary. Whether they are personal, complimentary, humorous, unkind, or unjust, the best reaction is a thoughtful response seasoned by the Eighth Commandment.

The vicar and pastor regard it a policy of Christian confidence never to reveal confidential matters to anyone. There are occasions when you may be asked, "What does the pastor think of this...or say about him or her?" Such information ought not to be shared. This will require some delicate handling, but a tactful, direct response includes referring the questioner to the person in question.

The vicar and other staff members communicate matters that are their business and concern.

For the sake of harmony, the church office is not a "listening post" for comments. In a small parish, this can easily happen. If the vicar encounters such problems, he should share them with the pastor.

The vicar will practice appropriate Christian judgment and discretion regarding the types of places he chooses to frequent while in Palo Alto. Any questionable conduct or presence liable to misinterpretation or misunderstanding is to be avoided; the honor of the pastoral office is to be remembered and carefully considered at all times.

It may be unwise for the vicar (and his family) to become too personally involved with individual members of the parish. A part of his program is to establish and maintain attitudes towards relationships with others that will "wear well" throughout the year and the years ahead.

Appropriate attire will be expected to adorn the vicar. Good personal hygiene is expected, as are clean clothes, polished shoes, and properly trimmed hair.

Use the study and the daily hours for vicarage work only. Since members enter the office, non-professional practices (e.g., surfing the web for personal projects) may be misunderstood.

Perhaps most important of all, the vicar should always remember that he is a baptized and forgiven child of God, a recipient of God's care and God's empowering.

God’s Blessings on your work for Him
Goal

· Cultivate and maintain various relationships

Means

· Associate in a variety of circumstances the members of the congregation

Pastoral Assignments

Pastoral Assignment 1:  Premarital Session and Sermon

Goal

· Become familiar with topics and material for premarital sessions

Means

1. Conduct one premarital session

2. Write a sermon for a wedding ceremony

3. Organize a service for a wedding ceremony

Pastoral Assignment 2:  A Funeral

Goal

· Become familiar with pastoral care in the time of grief

Means

1. Visit a family in the time of grief

2. Write a sermon for a funeral service

3. Organize a service for a funeral

Miscellaneous Items

Being Written

Urban Ministry & the Needy

Website

Vicarage interviews and evaluations

Being Written

The Initial Interview

The 5th Month Review

The 11th Month Review

The Vicar Evaluation Inventory

The Final Interview

Readings for Monthly Emphases

August


Campus Ministry

September


Preaching

General homiletics (Burghardt)

Style and Creativity (Rossow, Long)

Liturgical Preaching (CPH)

Examples (reading and evaluation others’ sermons)

October


Christian Instruction

Catechesis (Bender)

Teaching (Kolb, Girgensohn, Luther)

November


Worship

Worship [Brunner]

Liturgy (Senn]

Music [Schalk]

December


Visitation

Pastoral Theology (various)

January


Missions & Evangelism

LHM material

Ablaze material

Pastoral Theology (various)

February


Stewardship

General (Brattgard, Synodical binder)

March



Meetings & Leadership

General guidelines (Merkens)

Servant Leadership (Fryar)

Pastoral theology (various)

April



Administration

General guidelines (Merkens)

Pastoral theology (various)

May



Marriage & Family

Pastoral Theology (various)

Dating (various)

Marriage [Kurowski]

Additional Readings

Pastoral Theology (Preus)

Exegesis (Mitchell, Hummel; Voelz)

Dogmatics (Chemnitz)

Church History (Gonzales]

Confessions (Arand)

Counseling [Lyons]

Avocational [Leisure, Metaphors]
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