








VADEMECUM
FOR THE SYNOD ON SYNODALITY

For a Synodal Church: 
Communion, Participation, and Mission

APPENDICES



The Diocesan 
Contact Person(s)/Team

Appendix A

Each diocese* should select one or two individuals to serve as the 
Diocesan Contact Person(s) or co-leaders for the diocesan phase of the 
synodal consultation. If possible, they should organize a team of people to 
collaborate with them.

A model of co-leadership is recommended, instead of appointing a single 
contact person, since this reflects the synodal nature of the process. We 
encourage you to work together with a fellow co-leader, and to collaborate 
with a team, in order to learn from one another, share responsibility, and enrich 
the creativity and vitality of the Synodal Process in your diocese. The work 
of the Diocesan Contact Person(s)/Team will involve the following general 
functions or tasks:

•	Serve as liaison between the diocese and the episcopal conference 
(and their contact person or team).

•	Serve as the point(s) of reference for parishes and other ecclesial groups 
in the diocese regarding the synodal consultation.

•	Serve the main contact person(s) for the Bishop of the diocese regarding 
the Synodal Process. 

•	Work in a synodal manner with a team to develop how the diocesan 
process will unfold and discuss the topics and issues related to synodality 
(as outlined by the General Secretariat of the Synod of Bishops and the 
episcopal conference), as well as the process of collecting, analysing, 
and synthesizing the consultation input from across the diocese.

•	Invite all parishes to take part in the consultation process, organizing 
gatherings to participate in the Synodal Process on the local level. 
Parishes can join together with other parishes to promote a greater 
sense of communion and journeying together. The Diocesan Contact 
Person(s)/Team should encourage parishes to foster a spirit of 
fraternity, co-responsibility, and the full and active participation of 
the ordained, consecrated religious, and lay women and men of the 
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community, including children, young people, single persons, married 
couples, families, and the elderly. In this way, the consultation process 
will represent the diversity of socio-economic and cultural/ethnic 
backgrounds and abilities in the local area, as well as encouraging 
consultation with those who are less active in the practice of the 
Catholic faith, those from different Christian denominations and other 
faith traditions, and residents in the local or civic community who have 
no connection to the parish.

•	Invite each ministry, movement, ecclesial body, and department/office 
within the diocese to provide input to the questions included in the 
Vademecum and the accompanying documents from the vantage 
point of their specific ministry or focus area. Each of these groups can 
hold its own consultation, or work together with one another and/or 
with parishes in the diocese. Efforts should be made to involve all the 
various apostolates, cultures, communities, groups, initiatives, and 
ecumenical/interreligious efforts within diocese in the consultation 
process, fostering an authentic experience of synodality in the local 
Church.

•	Offer training and accompaniment (in the form of workshops, webinars, 
videos, materials, and/or personal support) to those who will be 
responsible for carrying out and facilitating the consultation process 
on the local level (in parishes, communities, etc.), in order to help them 
to understand the meaning of synodality, the objectives of the current 
Synodal Process, and the characteristics of the synodal experience 
that they are trying to foster (for more information please consult the 
Vademecum or the Synod website). 

•	Develop methods for receiving input from the consultation process 
across the diocese and communicate this process to parishes, diocesan 
groups, religious communities, and movements, engaging the widest 
participation possible. This may include:

o	Suggesting that parishes/communities appoint their own contact 
person/team to carry out the consultation.
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o	Suggesting that parishes/communities conduct one, two, or more 
consultation meetings with people in the local community. Parishes/
groups may wish to have a special consultation for certain groups 
(for example, adolescents, young adults, married couples, migrants 
and refugees, those who are less active in the faith, and those who 
experience poverty and marginalization). 

o	Suggesting that parishes find a way of synthesizing or take note 
of each consultation/conversation (either by means of a secretary/
note taker, through recording the meeting electronically, having 
participants or facilitators upload their notes online, or other 
means).

o	Setting up a specific deadline and the process/means by which all 
input is sent on to the Diocesan Contact Person(s)/Team.

o	Encouraging gatherings after the consultation process with those 
who participated and others, to share what has been done to 
follow-up on the input provided, and to discern the next steps for 
integrating the spirit and style of synodality on the local level.

•	Regularly check in with each parish/community throughout 
the consultation phase, providing support, encouragement, 
accompaniment, and reiterating gratitude along the way.

•	Gather the syntheses/input/insights from the local consultations in a 
timely manner.

•	Oversee the organization of the Diocesan Pre-Synodal Meeting (see 
Appendix C). 

•	Analyse and synthesize the input gathered, developing one succinct 
diocesan synthesis totalling a maximum of ten pages, which will then 
be communicated to the episcopal conference by their stated deadline. 
This synthesis should be developed by the team working with the 
Diocesan Contact Person(s), in collaboration with the Bishop and/or his 
designate (see Appendix D).

•	Send the diocesan synthesis to the episcopal conference in a timely 
manner.

The Diocesan Contact Person(s) and team should have the following 
qualities:



SYNOD OF BISHOPS

* Note: In the Vademecum and all of the accompanying appendices and resources, the term 
“diocese” refers to local Churches in general, and can be substituted with the terms eparchy, 
ordinariate, or any other equivalent ecclesial body.

•	A spiritually mature person with a living faith.
•	A natural collaborator. 
•	An effective communicator.
•	The ability to synthesize a variety of information.
•	The ability to interact well with people of diverse cultural, generational, 

and ecclesial backgrounds.  
•	Familiarity with diocesan structures and processes.
•	Prior experience working in collaborative initiatives or synodal 

processes.
•	Humility in working with a co-leader and/or team, graciously open to 

the insights and gifts of others as well as trying new ways of proceeding.

It should be noted that the Diocesan Contact Person(s) does not have 
to be a member of the clergy. If a co-leadership model is used, it is highly 
recommended that the co-leaders be one man and one woman. At least one 
of them should be a lay person.

The team collaborating with the Diocesan Contact Person(s) should reflect 
the diversity of the diocese and include key diocesan leaders: lay women and 
men, clergy, and consecrated religious, of different cultures, generations, and 
backgrounds, representing the Church’s diverse ministries and charisms in 
particular the diocese’s pastoral work with young people, families, migrants 
and refugees, and the poor. It would be helpful if some members of the team 
had previously/recently worked with local, diocesan, or national synodal 
processes, or similar endeavours.



Suggested guide 
for organizing a synodal 

consultation meeting

Appendix B

 Synodal consultation meetings can be organized among various groups 
in a parish or by bringing diverse peoples together from different parishes. 
Other diocesan bodies or religious and lay organizations can also collaborate 
to hold consultation meetings. The following is a general outline of the steps 
that can be taken. 

1.	An organizing team can be formed to plan and carry out the consultation 
process and gatherings on the local level, including discerning how 
to reach out to people and the most suitable methods for fostering 
dialogue and participation in an authentic synodal experience.

2.	Participation can be encouraged through parish announcements, social 
media, letters, etc. With the help of local neighbourhoods as well as 
church institutions such as schools and social centres, a special effort 
can be made to identify and reach out to those who have not been in 
regular contact with the church community for some time. Care should 
be taken to involve those who are excluded or whose voices are often 
not taken into account.

3.	Participants should ideally include people from a diversity of 
communities, experiences, cultures, ages, and walks of life. The total 
group size may depend on the available venue and the number of 
facilitators.

4.	About 2-3 weeks before the gathering, preparatory materials for prayer 
and reflection should be sent to all participants. These can include a 
brief background reading on synodality, the main reflection question(s), 
and suggested ways of praying and discerning about these questions, 
including recommended Scripture passages. Participants should also 
be informed about the method to be used at the synodal meeting. 
They should set aside time for personal preparation using all these 
materials because this is crucial for a fruitful dialogue.

5.	The main reflection questions should be relevant and brief. It is often 
better to have fewer questions which can be explored deeply, rather 
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