
CHURCH OF THE INCARNATION  
Staff Meeting Minutes  

January 29, 2020 
 

Present: Msgr. Tim Keeney, Patrick Drury, Erica Shortridge, Fr. Jaime Guardado, Sheila 
Herlihy, Chip Grobmyer, Izzy Menchero, John Kronstain, Sarah Phillips, Jane Lilly, and Deacon 
Chris Morash.  
 
Meeting opened with a morning prayer.  
 
Group Updates- 
Group 1: Jane and Sarah: Msgr. will be looking into having someone with a design background 
to pull down the unused bulletin boards in order to make the hallway look less cluttered.  
Group 2: Sheila, Msgr., and Doug: Working toward developing a new process/ guide to roll out 
decisions. Patrick suggested posting updates on the webpage/ FB page with links to videos or 
readings to help instill future changes.  
Group 3: Erica and Patrick: Volunteers have been looking through the Incarnation website for 
items to update. They will be getting a tutorial from Chip in the near future on how to use 
WordPress. They have also been working with Roxana Roblero on making the website more 
bilingual. Additionally, Erica also spoke to Lianna Spring about working with this group, due to 
her web design background.  
 
Staff Updates- 
Msgr.: Will be taking a vacation from Feb 4-14. Verified Mass times for Ash Wednesday: 8:15 
a.m. (@CCS), 9:00 a.m., 10:30 a.m. (@OLP), 12:15 p.m., 5:30 p.m. (@Crozet), and 7:30 p.m. 
(en Español). The Triduum times will not change. All catechumens will be brought in on Holy 
Saturday. All of them are Hispanic, therefore, it will be more bilingual. Msgr. will get with Jane 
on planning the date for the Town Hall meeting in March. Please plan for the upcoming staff 
retreat on for March 13-14.  
 
Patrick: There will be no youth group for the next two Sundays due to the Superbowl and the 
Diocesan Youth Conference.  
 
Erica: Question of when we will have our welcome dinner? Msgr. suggested that she speak to 
Heidi or the pastoral council subcommittee on hospitality and ask them to work on planning this. 
He also mentioned that he would like to work towards having 4 of these a year, instead of two.  
RCIA- Rolling admission is working. We have 6 new people who are interested in joining the 
church. Upcoming events- Rite of Sending Feb 23, then off to Richmond for Feb 29. Children’s 
Formation Book Swap Feb 16. They are also preparing for 1st Communion. Adult Faith 
Formation has two new series, a mass series for women only and a series that will be covering 
Letter to a Suffering Church.  
 
Sheila: Upcoming March for Life in Richmond, Feb 13. IMPACT will be having a bilingual 
justice and peace Mass Feb 20. Upcoming 50th anniversary of Earth Day, 5th anniversary of 
Laudato Si’, and garden season. Deacon Chris’s wife Peggy has offered to help fund recycling at 
Incarnation. Sheila likes this idea but she will have to talk to the Green Team first.  



Chip: Using a new program to schedule volunteers could cost $$, however, something similar is 
offered in ParishSoft for free. He is looking into LastPass, a program that helps store passwords. 
As our IT support it would help him with remembering everyone’s info. He is also looking into 
an inhouse program to send bulk emails. Can use Google, Constant Contact, Flocknotes, or 
Mailchimp. He needs Msgr. to look at his new microphone before he goes out of town. He will 
be here to help with any issues with printing, if they continue. He will be fixing the screen to 
Deacon Chris’s laptop all day, today 1/29. In regard to the Corrigan funeral, 2/8, we will need 
sound support and usher support (it is a St. Thomas funeral).  
 
Izzy: Tomorrow night, Hispanic subcommittee will be meeting to look at some maintenance 
projects here. If anyone has any suggestions of projects, please share them with Izzy. Also, 
suggested the idea of moving the kitchen into the workroom.  
 
John: Triduum meeting with Msgr. and Deacon Chris today. Then later will meet with the 
Hispanic Choir to help plan the liturgy for the Triduum.  
 
Jane: EFT mobile add-on, text-to-give. Will only be $5/mo. Could have it working by next 
week. With this program you can designate where your funds go, how much you give, and 
whether you want to be recurring or not. Once this is set up, Msgr. would like to have it 
advertised to the parish. Elaine McGrath will be moving to Cali by mid-Feb, everyone should 
say goodbye to her. In regard to people calling to schedule weddings, what is the protocol? Msgr. 
please designate their priest, then schedule a meeting with them, and once they decide their 
wedding date, put it on the calendar. Future weddings will be at either 11 or 2 p.m. This allows 
for other events such as funerals, baptisms, and quinceañeras.  
 
Deacon Chris: Upcoming Rite of Reception into full communion will be on Feb 16 at 9:00 a.m. 
March 25 will be the Lenten Reconciliation at 7:30 p.m. (also our parish feast day). April 26 will 
be St. Thomas’ dedication of their new building. The transition to retirement is going well. He 
will continue to do the scripts with prayers for the faithful and mass announcements. Will start 
cleaning out his office Feb 15.  


