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 Orientation Activity
Responsibility Charting
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Adapted from The Self-Renewing Congregation:  Strategies for Revitalizing Congregational Life by Isa Aron, pp117-118
Responsibility charting is a technique that helps working teams coordinate tasks and work together well.  Create a chart with as many rows as you have tasks plus a few extra.  List each task on a separate row.  Create a column for each person who will be involved in these tasks.  They can be involved in four different ways, as indicated by four letters:

· R stands for the person (or people) responsible

· A stands for the person (or people) who must approve

· C stands for the person (or people) who must be consulted

· I stands for the person (or people) who must be kept informed

Step One

On the next page is an example of a responsibility chart for the preparation of bar and bat mitzvah students at one congregation.  Answer the following questions about this chart:

1. What type of coordination is built into this structure?  

2. What additional coordination might be needed?

3. What are the advantages/disadvantages of this arrangement?  What are the “weak links” in the chain, and how might we reinforce them?
Step Two

On a following page is a list of potential Leadership Team responsibilities.  

1.
Are there any additional tasks that you currently anticipate?
2.
Discuss these responsibilities and how you might want to divide them up among Leadership Team members and potentially people outside of the Leadership Team.  

3.
Create a Responsibility Chart for these tasks.
Sample Responsibility Chart for Bar/Bat Mitzvah Preparation
	Steps for Bar/Bat Mitzvah
	Rabbi
	Cantor
	Educator
	Teacher
	Tutor

	Learn Hebrew
	C
	
	A
	R
	I

	Study of prayers
	C
	C
	A
	R
	I

	Meet with family 8 months before the bar/bat mitzvah
	R
	
	
	
	

	Create and update bar/bat mitzvah handbook
	A
	A
	R
	
	

	Coordinate correspondence regarding all meetings with tutor and rabbi
	
	R
	
	
	

	Individual tutoring 1x/week about the content of Torah portion and fluency decoding and chanting
	I
	
	A
	I
	R

	Five session family workshop re:service
	R
	R
	R
	
	

	Three meetings with bar/bat mitzvah candidate regarding dvar torah
	R
	
	
	
	

	First rehearsal with family
	
	R
	
	
	

	Second rehearsal with family
	R
	
	
	
	


Potential Leadership Team Tasks

Planning meetings of the Leadership Teams

· Prepare agenda for LT meeting (decide if it should include: connection, core discussions, text study, and reflections, like TF meetings do)

· Call consultant to discuss issues and questions

Planning Task Force meetings

· Review the Guidebooks suggestions, and adapt them

· Discuss plans for the meeting with the consultant

· Lead the connection part of the meeting

· Facilitate text study sessions 

· Facilitate core discussions

· Lead reflections

In between meeting tasks

· Keep minutes of the meetings

· Review and edit the minutes

· Post minutes on the Team Workspace

· Post contents of the vision folder on the Team Workspace

· Check in with Task Force members who are absent

· Send reminders about work to be done between meetings

· Send notices of upcoming meetings

Reflecting on the process:

· Debrief the last TF meeting

· Pay attention to how the TF is developing as a group: what issues (either content or process) are emerging that need to be addressed?

· Discuss these issues with the consultant

· Review this responsibility chart from time to time, to make adjustments

Communications

· Talk informally about the work of the Task Force to members of the congregation

· Give reports on the work of the Task Force to the religious school committee

· Give reports on the work of the Task Force to the board

· Give reports on the work of the Task Force to parents

· Give reports on the work of the Task Force to teachers

· Give reports on the work of the Task Force to synagogue staff members

· Write bulletin articles about the work of the Task Force
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