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Process for the Visitation Team
1. Team Pre-Visit Meeting 
· Before meeting, ensure team has i) last annual report, ii) last visitation report, iii) survey results. 

· Format for discussion: congregational life, facilities/finance, elders, minister. 

· The team names the good news and the concerns, as well as issues for further exploration. 

· We design the visitation: 

· We don’t cover everything in the visitation – that was what the survey was for 

· We use all the materials to focus on what we want to talk about on the visitation – with the minister, elders, board members

· We prepare questions we want to ask (Tip: Have team members share questions in advance) 

· Use the pre-visit team meeting to mentor visitors 

2. Visitation Day (typically a Sunday) 
· For the sake of expediency, we tend to conduct the visitation all in one visit (but will vary that to accommodate the congregation). 

· Elements of the visitation: 

· Attend worship service 

· 30 – 45 minutes at coffee hour talking with congregants 

· Meet with Session, Board, minister (about 1 hour each, but we vary that depending on the congregational situation) 

· The order of the interviews is governed by what the survey responses tell us. 

· Our attitude: here to listen and not to tell; it is for deeper inquiry; positive, hopeful and affirming; also risk the tough honest questions. 

3. Visitation Team Debriefing of the Visit 
· Typically we conduct the debrief on the visitation day itself, or later that week 

· What did we learn? What should be highlighted at Presbytery? What are our recommendations to the congregation? 

· In particular, we also want to highlight congregational practices that are distinct and worth sharing widely within the presbytery 

· Also we debrief the visit: How did our process go? What can it be improved? 

4. Preparation of Preliminary and Final Reports 
· Usually run 8 – 10 pages, using a standard format 

· Includes a brief financial summary 

· Includes trends in basic statistics 

· Includes summary of reserve funds 

· 2 weeks after the visit, draft to the team for comment
· 3 weeks after the visit, final version to session/congregation (e.g. for information) 

· 4 weeks after the visit, final version to presbytery committee 

5. Follow-Up Tracking and Actions 
· Visitations reports include clear recommendations for action: who is responsible and when action is due 

· Use a standard format document to list issues to track, record actions taken, track reports made 

· Send out reminders of deadlines and requests for reports 

· Follow up and support congregations as needed 

· Visitation every two years follows up with progress 

