
Becoming Safe Environment Certified in 4-5 Simple Steps 
 
 

Please complete/review the following: 
 

1) Questionnaire for receipt of Sex Abuse Policy Form (pgs. 2-3) - You can 
submit this to me in person or via email. (Complete & Sign) 
 
 
2) Screening One Background Form (pg. 4) – Please submit this form in 
person or via regular mail to protect your personal information. Upon receipt, I 
will initiate your background screening, for which the results are available in a 
few days. I can also begin the process over the phone ahead of physically 
receiving your background form (about 98% of volunteers choose this option), 
which would take less than five minutes. While you would still be required to send 
in the hard copy of your form, starting the background investigation this way 
would significantly expedite the processing time of your certification. (Complete 
and sign) 
 
3) Virtus Instructions (pgs. 5-6) - These instructions are a step-by-step guide 
for becoming certified in Virtus, a program created by the National Catholic Risk 
Retention Group in the United States with a "Protecting God's Children" 
component that combats sexual abuse of children in the Church. It is currently in 
use in over 80 dioceses in the United States. This process can be knocked out in 
one sitting or broken up into multiple sessions. Upon completion, please email 
me the auto-generated certificate located in the "My Reports" section found at 
the very bottom of the "Toolbox" tab in your Virtue profile.  (Read-only) 
 
4) Sexual Abuse Policy Booklet (pgs. 7-26) - This is what you are 
acknowledging receipt of in the above questionnaire. You are welcome to skim 
as you are under no obligation to read every single page of the document. 
(Read-only) 
 
Please send any documents (except the background form) 
to joetheworkerdre@gmail.com as I cannot receive any attachments over 
Flocknote. You can also stop in or mail them to the following address:  

 
 

St. Joseph the Worker Parish 
229 California Ave. 
Weirton, WV 26062 

 
 
Please call Mark at 304-723-2054 with any questions you have.  

 

mailto:joetheworkerdre@gmail.com
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Diocese of Wheeling-Charleston 
Office of Safe Environment 

 

Questionnaire for receipt of 

Policy Relating to Sexual Abuse of Children  
 

Confidentiality Notice: All information on this form is held in the strictest of confidence.  The purpose of this information is to ensure 

the accuracy of information pertaining to the applicant.  All information must be competed on both sides of this form. 
 

PLEASE PRINT THE BELOW INFORMATION 
 

Name: _____________________________________________   _______________________________   _______________________ 
  Last      First    Middle 

 

Address:____________________________________________________________________________________________________ 
  Street 

 

_________________________________________________________________________   ____________   ____________________ 

  City         State  Zip 

 

Mailing Address (if different from above): _________________________________________________________________________ 
 

 

Home Phone: _(__________)_____________________________  Business Phone: _(__________)____________________________ 

Social Security Number (last four digits only, please)   

(Please check what applies)  If you are currently employed by any Catholic Organization of the Diocese of Wheeling - Charleston or 

if you are applying for employment with any organization in the Diocese, please check the employee box. 

 

 Employee or  Prospective Employee: Where: ________________________________________________ 
 

 Volunteer: Where:________________________________________________________________________ 
 

Has a criminal or civil complaint ever been filed against you, alleging physical or sexual abuse? 

YES   NO 

If YES, give a short explanation of the complaint.  Please indicate the date, nature and place of the incident, where the complaint was 

filed, and the disposition of the complaint.  
 

____________________________________________________________________________________________________________ 

 

Have you ever terminated your employment or had your employment terminated for reasons relating to allegations of physical 

or sexual abuse?    

YES   NO  

If YES, give a short explanation of the allegation(s).  Please indicate the date, nature and place of the allegation(s), your employer at 

the time, including your employer’s name, address and telephone number. 
 

____________________________________________________________________________________________________________ 

 

Have you ever received any medical treatment, physical or psychological, for reasons involving physical or sexual abuse by 

you?    

YES   NO 

If YES, give a short description of the treatment, including date(s), nature, and location(s), identifying the treating physician(s) by 

name, address, and telephone number 
 

____________________________________________________________________________________________________________ 
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 The information I have provided on the other side of this questionnaire is accurate to the best of 

my knowledge, and may be verified by the Diocese of Wheeling-Charleston.  I agree to execute any 

release necessary to permit the release to the Diocese of Wheeling-Charleston of prior employment, 

medical, judicial, and law enforcement records and information pertinent to matters addressed in this 

questionnaire. 

 

Additionally, I hereby acknowledge that I have received a copy of the Diocese of Wheeling-

Charleston Policy relating to sexual abuse of children dated revised August 2019, and that I will read the 

policy and conduct myself in accordance with the policy. 

 

 

 
_____________________________________________________________________________ 

Signature 

 

 

_____________________________________________________________________________ 

Print Name 

 

 

________________________________ 

Date 

 

 

_____________________________________________________________________________ 

Please list the Parish, School, or Location where you work or volunteer or the location to where you are applying to work or volunteer 

 

 

_____________________________________________________________________________ 

Email Address 

 

 

  

Return this form to one of the following, as is most applicable: 

 

 

 The Local Level Safe Environment Coordinator at your parish, school, or facility/location where you      

work or volunteer or are applying to work or volunteer 

 

 

 Your Safe Environment Workshop Facilitator, if you have filled this out during a live VIRTUS session.  

 

 

 Office of Safe Environment  

Diocese of Wheeling-Charleston 

1311 Byron Street 

P.O. Box 230 

Wheeling, WV  26003 



 

 

BACKGROUND SCREENING RELEASE FORM 

FOR EMPLOYEES AND VOLUNTEERS 

 

Confidentiality Notice: All information on this form is held in the strictest of confidence.  The purpose of this information is to insure 

the accuracy of information pertaining to the applicant. 
 

PLEASE PRINT THE BELOW INFORMATION 

 
Name: ________________________________________________   ____________________________   _______________________ 
                  Last                      First                    Middle 

 

Address: ____________________________________________________________________________   ______________________ 
    Street                            County 

 

Mailing Address (if different from above): _________________________________________________________________________ 

 

____________________________________________________________   ____________   __________________ 
     City                     State            Zip 

 

Home Phone: _(__________)______________________________  Work Phone: _(__________)_____________________________ 

Social Security Number⁭⁭⁭-⁭⁭-⁭⁭⁭⁭     Date of Birth⁭⁭-⁭⁭-⁭⁭⁭⁭ 

                  Month             Day   Year 

 

Driver’s License Number:___________________________________________________________  State:______________________ 
 

 

Previous Address (if different from above): ________________________________________________________________________ 

 

______________________________________________________________   ____________   __________________ 
    City                          State                 Zip 

 

(Please check what applies)  If you are currently employed by any Catholic Organization of the Diocese of Wheeling - Charleston 

you will need to check the employee box. 

 

⁭ Employee   Where: _______________________________________________________________________ 
 

⁭ Volunteer Where: _______________________________________________________________________ 
 

Authorization to release criminal history information reports, private companies’ dishonesty, drug offense or violence reports, 

or motor vehicle reports. 
 

     I hereby authorize the Diocese of Wheeling-Charleston to make inquiries to Screening One, a consumer reporting agency, 

concerning my suitability and qualification; including any public record of any arrest or convictions for crimes of violence or 

dishonesty; any incidents of employment dishonesty, retail theft, or other employment related acts of dishonesty, violence or drug 

related offenses reported to Screening One. 

     I further authorize any governmental agency where such arrest or conviction information is on file, and Screening One, to 

disseminate such report(s) to the Diocese of Wheeling-Charleston.  During any period(s) while I may be employed by and/or 

volunteer, I hereby authorize the Diocese of Wheeling-Charleston to make further like inquires to Screening One as the Diocese of 

Wheeling-Charleston may, from time to time, deem necessary.  I also hereby authorize Screening One to issue such reports in 

response to the Diocese of Wheeling-Charleston’s inquiry.  I waive any future notice with respect to the Diocese of Wheeling-

Charleston’s inquiries or with respect to such governmental agencies, Screening One’s, dissemination of any such report(s) to the 

Diocese of Wheeling-Charleston, and hereby generally release and fully discharge the Diocese of Wheeling-Charleston and Screening 

One from and against any and all liability with respect to, or arising from, the release or dissemination of any such information for 

such purposes. 

     I understand and agree that my involvement with the Diocese of Wheeling-Charleston: its Parishes, School, Diocesan Institutions 

and Diocesan Services, may be determined, in whole or in part, based on the report(s) so issued to the Diocese of Wheeling-

Charleston by Screening One.  I have been informed and I understand that I may request a copy of such report and that I may dispute 

the accuracy or completeness of the information reported to the Diocese of Wheeling-Charleston by writing or calling the employer of 

Screening One and requesting a copy of the report.  
 

 

(X) ___________________________________________________________________________             _______________________ 

         Signature                        Date 



 
         Registration Instructions 

 

 
Before attending a live session of Protecting God’s Children 
 – Or – before completing the Online version of Protecting God’s 
Children training, all participants must first register with VIRTUS 
Online. 
 

Go to http://www.virtusonline.org 
 

On the left side of the screen, click the yellow link labeled 

Registration, to begin registration. 

 

 

 
 

 
 
 
To proceed, click on Begin the registration process. 
 
 

 

 
 

 
Choose the name of your organization (Wheeling-Charleston (WV), 
Diocese) from the pull-down menu by clicking the downward arrow 
and highlighting your organization. 
 
Once your organization is selected, click Select. 

 

 

 
 

Create a user ID and a password you can easily remember. This is 
necessary for all participants.  This establishes your account within 
your Diocese and the VIRTUS program.  If your preferred user ID is 
already taken, please choose another ID.  We suggest the use of 
email addresses as user names. 
 
Click Continue to proceed. 
 

 

 

 
 
Provide the information requested on the following page. Several 
fields are required, such as name, address, phone number and e-
mail address.  Click Continue to proceed. 
 
• If you do not have an email address, consider obtaining a free 

email account at mail.yahoo.com, or any other free service.  
This is necessary for your VIRTUS Coordinator to 
communicate with you.  If you cannot obtain an email 
address, enter: noaddress@virtus.org. This will signify to 
your VIRTUS Coordinator that you do not have an email 
address. 

 

 

 

 

 
Select the PRIMARY location where you work, volunteer or worship.  
You will be able to select additional locations later if you serve at 
multiple locations within your organization. 
 
Click Continue to proceed. 

 

 

 
Your current list of locations is displayed. 
If you need to add an additional location, choose YES. 
Otherwise, choose NO. 
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         Registration Instructions 
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Select the role(s) that you serve within your organization.  Please 
check all roles that apply. 
 
 

Additionally, please enter your title in the box provided (which best 
describes your role with the Diocese -- ie. Catechist, Coach, DRE, 
Eucharistic Minister, Math Teacher, Room Mom, Seminarian, etc). 
 
 

Click Continue to proceed. 

 

 

 
 

Answer three YES/NO questions. 
Click Continue to proceed. 

 

 
 

If you have already attended a Protecting God’s Children Session, 
choose YES. 
Otherwise choose NO. 

 

 

 
 

If you chose NO during the previous step, you will be presented with 
a list of upcoming sessions scheduled within the Diocese of 
Wheeling-Charleston.  When you find the “live” session you would 
like to attend, click the circle next to the title for that date. 
 

If you wish to complete the Online version of the training (rather than 
attend a live session), click the circle next to the title for the Online 
Training (found at the bottom of the session listing). 
 

(If you chose YES during the previous step, skip this step.) 

 

 
 

 
 
 

If you chose YES, you will be presented with a list of all sessions 
that have been held within your organization.  Choose the session 
you attended by clicking the downward arrow and highlighting the 
session, and then click Complete Registration. 

 

 

 

A message will appear on your screen confirming completion of the 
registration process.  If you correctly entered your email address 
during the process, you will receive an email confirming your 
registration. 
 

If you registered to attend a “live” upcoming session at local parish 
or school, click on Close Browser to leave the website. 
 

If you selected Online Training, click on Go to VIRTUS Online to 
access the training. 

 

 

 
 

At the VIRTUS Home Page, enter the User ID & Password created 
during registration, click Login. 
 

Click on the green circle to begin the Online Training. 

 

 

 

Upon completion, the last screen will direct you to exit the training by 
closing the screen.  The next screen reflects completion of the 
Online Training and allows you to print a certificate of completion 
(for your personal records, as well as for your parish and school). 
 
 

To print a certificate, click on the link labeled print certificate. 
On the next screen, click on Open.  When certificate appears on the 
screen, click on the print icon.  From the next screen, click on OK. 
Once printing is complete, close the Adobe Acrobat screen to return 
to your VIRTUS Online account. 
 
 

If you have additional questions about VIRTUS Online training, please 
contact the VIRTUS Help Desk at 1-888-847-8870 or your Diocesan VIRTUS 
Coordinator.  
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Reporting: 

 

To Civil Authorities: 

To report suspected cases of sexual abuse of children, please call: 

 

Local law enforcement: city police or county sheriff, numbers will 

vary according to location; if you are in immediate danger, call 911 

 

West Virginia Department of Health and Human Services Child 

Abuse Hotline: 800.352.6513 

 

West Virginia State Police Crimes Against Children Unit: 

304.293.6400 (wvicac@wvsp.gov) 

 

To Diocese: 

To report suspected cases of sexual abuse of children by personnel 

of the Diocese of Wheeling-Charleston to the Diocese, please 

contact one of the Bishop's designees at 1-888-434-6237. The 

proper extensions are listed below.  

 

• Sr. Ellen F. Dunn, O.P., ext. 264 

• Mr. Bryan Minor, ext. 263 

• Mr. Tim Bishop, ext. 353 

• Rev. Dennis Schuelkens, ext. 270 

Or, please call: 

 • The Office of Safe Environment: 304.230.1504 

 

You may also fill out a confidential Complaint Form for 

Allegations of Sexual Abuse of a Minor by picking one up at your 

local parish, visiting the World Wide Web at www.dwc.org, or 

requesting one in the mail from Safe Environment Coordinator, 

Diocese of Wheeling-Charleston, P.O. Box 230, Wheeling, WV 

26003 
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Diocese of Wheeling-Charleston 

Policy Relating 

to Sexual Abuse 

of Children 
 

Preface 
 

The Diocese of Wheeling-Charleston is committed to addressing 

instances of abuse against all persons. However, this particular 

document sets forth the policy of the Diocese relative to sexual 

abuse of children. In doing so, it will necessarily deal with matters 

of a technical or procedural nature. From the outset, however, it 

must be clear that, in every instance of such abuse, the primary 

concern of the Diocese is pastoral: the well being of all persons 

involved, especially children. 

 

The first consequence of every instance of abusive behavior is that 

a number of persons suffer in some particular way. The victims of 

such behavior, those who commit the acts, the families of victims 

and perpetrators alike, and the community itself all experience 

harm of some kind. While each person or group may be affected in 

ways different from the others, all suffer a real and frequently 

terrible pain. 

 

The Diocese deplores the tragedy of this human suffering, and is 

determined to do what it can to prevent the incidents which cause 

it. When such incidents do occur, it will do its best to discern what 

assistance may be most appropriate and helpful, and then to make 

that available, as far as possible, to the affected persons. It will 

discourage any fruitless blaming and vindictiveness and seek to be 

the agent of healing and reconciliation wherever possible. It will 

allow no other goal to obscure its desire to relieve the burden of 

human suffering which accompanies every expression of this tragic 

behavior. 

 



 

 

Diocese of Wheeling-Charleston 

Policy Relating 

to Sexual Abuse 

of Children 
 

Policy 
 

1.0 Policy. Sexual abuse by the personnel of the Diocese is abhorrent to 

Christian principles and is contrary to and outside the scope of the 

duties of and employment of all paid and volunteer personnel of the 

Diocese. Accordingly, all personnel of the Diocese of Wheeling-

Charleston must comply with applicable state and local laws regarding 

incidents of actual or suspected sexual abuse, and with the requirements 

delineated in this document. 

 

This policy does not address sexual abuse in general, but only in the 

special circumstances described below. It is intended to establish 

requirements and procedures in an effort to prevent child sexual abuse 

by personnel of the Diocese and the resulting harm to others while the 

work of the Diocese is being performed. It is further intended to 

provide guidance to the personnel of the Diocese on how to respond to 

allegations of sexual abuse if any do occur. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Definitions 
 

2.0  Definitions. For the purposes of this policy only: 
 

2.1 “Child” any person under the age of eighteen (18) is 

considered a child under abuse laws. A vulnerable individual 

over the age of eighteen (18) is also covered by the civil law 

when such a person is unable or unlikely to report abuse 

without assistance because of impairment of physical or 

mental function or emotional status. 
 

2.2 “Sexual Abuse”  
A.  Child abuse means any form of intentional or 

malicious infliction of injury to the detriment of a 

child’s physical, moral, or mental well-being. 
 

B.  Sexual misconduct/abuse means any form of sexual 

conduct that is unlawful; that is contrary to the moral 

instructions, doctrines, and canon law of the Catholic 

Church; and causes injury to another. It may 

constitute either sexual abuse, sexual harassment, 

sexual exploitation or child pornography. If a cleric 

has otherwise committed an offense against the sixth 

commandment of the Decalogue with force or threats 

or publicly or with a minor below the age of eighteen 

(18), the cleric is to be punished with just penalties, 

including dismissal from the clerical state if the case 

warrants it. 
 

2.3   “Personnel” includes all personnel paid and volunteer of 

the Diocese including:  all school personnel, clergy, religious, 

Directors of Religious Education, catechists, parish staff, 

child-care agency and program personnel, youth ministry 

personnel, seminarians, members of school boards, and 

members of parish and finance councils. Of special concern 

are paid and volunteer Diocesan personnel in a supervisory 

capacity, or in particularly high-risk areas—such as those who 

work with or around children, the very elderly, and the 

physically and mentally infirm—also those who counsel 

others, and generally those who work with people who are less 

capable of protecting themselves. 
 

2.4   “Diocese” includes the Diocese of Wheeling-Charleston and 

all parishes, missions, institutions, and organizations under its 

direct jurisdiction. 
 

“Proposing” refers to the initiative taken by a superior whose 

religious congregation has an agreement with the Diocese to 

supply parishes or institutions with personnel. 



 

 

Education 
 

3.0 In-service training and educational programs are offered for 

clergy, religious, seminarians, employees and volunteers in the 

Diocese regarding child abuse, reporting requirements, and 

Diocesan policy and procedures. These training and educational 

programs are provided on both the local and Diocesan levels. 

 

3.1 All clergy, religious, seminarians, employees and volunteers 

of the Diocese of Wheeling-Charleston receive a copy of the 

Diocese’s Policy Relating to Sexual Abuse of Children.  

The policy may be viewed from the Diocesan website 

(www.dwc.org) and copies are available at the parish and 

school offices. 

 

3.2 There is on-going communication with clergy, religious, 

seminarians, employees and volunteers about child abuse 

issues through meetings, mailings, and Diocesan publications. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Screening, Background, 

and Reference Checks 
 

4.0 Diocesan applicants for the priesthood or permanent diaconate, clergy 

seeking incardination in the Diocese, clergy or religious seeking authorized 

ministry or residence in the Diocese, and employees and volunteers are 

screened for their fitness to work with minors. 
 

4.1 The following prospective personnel of the Diocese of Wheeling-

Charleston may be asked to complete an informational questionnaire 

which asks specific questions of those (all paid and volunteer) who 

will work directly with children: school staff, clergy, religious, parish 

staff, child-care agency or program personnel, youth ministry 

personnel, and seminarians. If a questionnaire is used as a condition 

for clergy assignment, employment or volunteer service, the 

responsibility for seeing that these forms are completed and 

forwarded to the Office of Safe Environment rests with the pastor or 

his delegate, or, where appropriate, the designated supervisor in a 

central school. 
 

4.2 Completed questionnaires shall be reviewed by the Safe Environment 

Coordinator and, as appropriate, investigated by the Process 

Administrator. 
 

4.3 In hiring employees who will work with minors, specific inquiries are 

made of former employers and persons listed as references as to the 

applicant’s fitness to work with minors. 
 

4.4 Superiors of religious communities who have members seeking to 

minister in the Diocese are required to state clearly in writing that the 

Superior is unaware, after careful inquiry, of anything in the 

individual’s background that would render the individual unsuitable 

to work with minors. 
 

4.5 Superiors of religious communities who are proposing individual 

religious for ministry or residence in Diocesan parishes or other 

Diocesan institutions as well as the Superiors of those religious 

simply requesting priestly faculties in the Diocese, are required to 

state clearly in writing that there is no history which would render the 

individual unsuitable to work with minors. 
 

4.6 Bishops of Diocesan priests from other Dioceses ministering or 

residing in a Diocesan parish or institution, as well as the Bishops of 

those priests simply requesting priestly faculties in the Diocese, are 

required to present the same written assurances. 
 

4.7 In the screening process, the good reputation and right to privacy of 

the individual in question will be safeguarded. 

 

 

 



 

 

Compliance with West Virginia Law 
 

5.0 The Diocese complies with West Virginia laws regarding reporting 

of suspected child abuse to civil authorities. 

 

5.1 Under West Virginia law, the following persons are mandated 

to report suspected child abuse: medical, dental or mental 

health professional, Christian Science practitioner, religious 

healer, school teacher or other school personnel, social service 

worker, child care or foster care worker, emergency medical 

services personnel, peace officer, law-enforcement official, or 

member of the clergy. 

 

 Additionally, any other person may make a report if such 

person has reasonable cause to suspect that a child has been 

abused or neglected. 

 

5.2 The Diocese will promptly comply with any applicable 

reporting requirements governing abuse or neglect of children 

and will cooperate fully with civil authorities investigating 

reports of child abuse or neglect. Responsibility for 

compliance with such reporting requirements shall remain 

exclusively with the Diocese. The Diocesan Review Board 

shall only address the Diocesan response to the personnel 

issues related to such complaints. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Obligation to Report 
 

6.0 Any personnel of the Diocese of Wheeling-Charleston who has actual 

knowledge of or who has reasonable cause to suspect an incident of 

sexual abuse by any personnel of the Diocese shall comply with all 

applicable reporting or other requirements of state and local laws, and 

shall report to the Diocese as stipulated below (unless to do so would 

violate the priest penitent relationship of the Sacrament of penance): 

 

6.1 The Diocese is committed to a prompt response to any 

individual or family alleging child sexual abuse.  The Diocese 

shall respond to child sexual abuse reports within 24 hours and 

shall report any such claims to the appropriate public 

authorities within 24 hours as required by W.Va. Code §49-2-

803. 
 

6.2 The Bishop appoints a Process Administrator whose primary 

responsibility it is to ensure that all policy procedures and all 

steps in the process are followed. 
 

6.2.1 In some cases the Process Administrator also has the 

responsibility to determine whether the safety of children or 

other significant considerations may require the immediate 

withdrawal of the accused person from his/her ministerial 

assignment. In making this determination and 

recommendation the Process Administrator will consult 

appropriate supervisors. 
 

6.2.2 Pending legal advice and upon the recommendation of the 

Diocesan Review Board, ongoing pastoral care and assistance 

for counseling can be offered. It is the responsibility of the 

Process Administrator to see that this recommendation is acted 

upon. 
 

6.3 Any person who suspects or alleges child sexual abuse on the 

part of a member of the clergy within the Diocese is requested 

to contact the Process Administrator or anyone on the 

Diocesan Staff.  The report will immediately be given to the 

Process Administrator in writing. 
 

6.4 Any clergy, religious, seminarian, employee, or volunteer of 

the Diocese who receives such a complaint or report from any 

person must immediately contact the Process Administrator or 

anyone on the Diocesan Staff and follow up with a subsequent 

written report. 

 

 
 



 

 

6.5 In allegations involving lay employees and volunteers, 

religious sisters and brothers, and seminarians a report of the 

incident is made promptly to the immediate supervisor, who in 

turn immediately reports the allegation to the Process 

Administrator and follow up with a subsequent written report. 

 

6.6 Priests, deacons, religious, seminarians, employees, or 

volunteers of the Diocese who receive complaints or reports of 

suspected child sexual abuse do not attempt to investigate the 

matter themselves.  
 

6.7 The Process Administrator notifies the Diocesan Attorney and 

the Diocesan Director of Communications of a report of child 

sexual abuse.  
 

6.8 To respect the privacy rights of those involved, confidentiality 

is maintained to the extent possible consistent with civil 

reporting requirements and the Diocese’s policy and 

procedures. 
 

6.9 In the event that the person making the initial disclosure has 

not reported it to Protective Services the Process 

Administrator does so in compliance with state law. 

 

6.10 Matters reported under this policy in good faith shall be 

privileged in the context that adverse action shall not be taken 

against any employee of the Diocese or parishioner of any 

parish by reason of such a report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Specific Procedures 
 

7.0 The response to these allegations is managed through several channels 

which include: 

 Process Administrator 

 An Examiner(s) of the Facts 

 Victim’s Assistant Coordinator 

 An Independent Diocesan Review Board 

 Diocesan Director of Communications 
 

7.1 Upon receiving a report of alleged child sexual abuse 

committed by a lay employee, volunteer, clergy, or religious 

sister or brother, an Examiner(s) is selected by the Process 

Administrator. The Examiner(s) arranges to meet with the 

person(s) making the report or complaint and others who may 

have relevant information and report the results of the 

investigation to the Process Administrator and the Diocesan 

Review Board with due diligence. 
 

7.1.1 The Examiner(s) interviews all appropriate persons and 

gathers relevant information to obtain as clear and detailed a 

statement about the allegation as possible. The Examiner(s) 

will be chosen based on experience and/or training to respond 

to cases of child sexual abuse. On-going education and 

training will be provided. 

 

7.2 Legal advice, both civil and canonical, shall be obtained 

immediately by the Process Administrator. Similarly, the 

Diocesan Communications Director shall be consulted 

regarding possible communications and public relation 

implications of the situation. 
 

7.3 If the accused is a religious, or a cleric from another Diocese, 

the investigation is conducted with notification made to the 

appropriate superior or Bishop. 
 

7.4 Additionally, a Victim’s Assistant Coordinator is selected by 

the Process Administrator to provide care and assistance to the 

alleged victims, their families and if applicable members of 

the affected church community. Appropriate pastoral care will 

also be offered to the accused. 
 

7.4.1 The Victim’s Assistant Coordinator will be selected from 

among those persons who have received training to respond to 

cases of child sexual abuse. 



 

 

7.4.2 The Victim’s Assistant Coordinator reports to the Process 

Administrator and the Diocesan Review Board with due 

diligence. 
 

7.5 An independent Diocesan Review Board is convened by the 

Process Administrator. 
 

7.5.1 The Diocesan Review Board members are appointed by the 

Bishop and make up an independent body composed of laity 

and clergy. None are employed in Diocesan Central 

Administration. The members of the Diocesan Review Board 

are selected on the basis of their maturity, credibility, and 

ability to exercise independent judgment. 
 

7.5.2 The mandate of the Diocesan Review Board includes: 
 

 Acting as overseer of the Diocese’s handling of all such 

cases, to assure the integrity of the Diocesan process for 

responding to reports;  
 

 Making recommendations to the Bishop concerning all 

the factors involved in a report; 
 

 In every case, upon receipt of an allegation, meeting to 

review reports of child sexual abuse by employees and 

volunteers, action taken by the Diocese, the examination 

findings and other relevant information; 
 

7.6 In the event that any employee or volunteer of the Diocese 

admits guilt or pleads no contest to an allegation of child 

sexual abuse the Diocesan Review Board shall: 
 

7.6.1 Confirm that the Diocese has taken appropriate steps to 

remove the person from access to minors;  
 

7.6.2 Furthermore, make recommendations to the Bishop regarding 

the cleric’s exercise of any form of ministry in the future, 

along with other restrictions or conditions which are either 

appropriate or required;    
 

7.6.3 Confirm that the Diocese has immediately terminated the 

person from employment or any position of responsibility with 

the Diocese. 
 

 7.7 In the event that an employee or volunteer of the Diocese does 

not admit guilt but the Diocesan Review Board determines 

there exists a reasonable probability regarding the substance of 

the allegation, the Board may recommend to the Bishop that 

the accused be removed immediately from a position of access 

to minors while the investigation continues. 



 

 

7.7.1 In such a case where a cleric is involved, 7.6.2 above will be 

invoked. 
 

7.7.2 In the case of lay employees they are suspended with pay 

while the investigation continues. 
 

7.8 When the alleged child sexual abuse is purported to have 

occurred in the distant past and it has been determined that 

reasonable probability exists regarding the substance of the 

allegation, the Diocesan Review Board follows the same 

procedures as in a report that is alleged to have occurred in the 

present time. 
 

7.8.1 If the alleged perpetrator is deceased the Diocesan Review 

Board is kept informed of the report and makes any 

appropriate recommendations to the Bishop. 
 

7.9 When an employee is found guilty of child sexual abuse the 

Diocesan Review Board will invoke 7.6.2 and 7.6.3 as 

appropriate. 
 

8.0 If the investigation of the allegation results in a finding by 

Protective Services or the Diocesan Review Board that the 

allegation of sexual misconduct by clergy, religious, 

seminarians, employees or volunteers of the Diocese involving 

a minor is not substantiated, the Diocesan Review Board will 

recommend to the Bishop that the Process Administrator will: 
 

 Inform the accused of the findings and confirm such 

findings in writing; 
 

 Inform the alleged victim and/or his/her family of the 

findings; 
 

 Promptly terminate any temporary action taken against 

the accused; 
 

 Restore the ministerial status of the person taking into 

account the need for healing. 

 

 

 

 

 

 

 

 

 

 



 

 

Other Roles and Responsibilities 
 

9.0 If the Bishop determines that a cleric cannot be returned to ministry, he 

may ask the cleric to resign or take a leave of absence from active 

ministry or to request a dispensation from Holy Orders or the Bishop 

may initiate a canonical process for removal from ministry. 

 

10.0 The accused person’s personnel file is documented by the Process 

Administrator to reflect the complaint, the investigation, and the results 

with due regard to the reputation and right to privacy of the accused. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CODE OF CONDUCT: 

Supervision Procedures 
 

 Have adequate number of adults present at events involving 

children and youth. 

 

 Have two or more adults present for events involving children 

or youth in higher risk settings. 

 

 Monitor your facilities during church services and all school or 

other activities. 

 

 Release children only to parent or guardian. 

 

 Obtain parental permission, including a signed medical 

treatment form, before taking children or youth on trips. 

 

 Always obtain parental approval before permitting any minor 

to participate in athletic events or any other activity that 

involves potential risk. 

 

 Have minors use a “buddy system” whenever they go on trips 

away from church property. 

 

 All adult leadership and sponsors for any overnight activities 

should be approved in advance by the appropriate 

administrator. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

CODE OF CONDUCT: 

Behavioral Guidelines 

for Working with Children or Youth 
 

All clergy, staff and volunteers of the Diocese will observe the following 

guidelines for dealing with minors:   

 

 No minor child may be an overnight guest or reside in any church 

rectory or other living quarters of priests. 

 

 Do not provide minors with alcoholic beverages, tobacco, drugs or 

anything that is prohibited by law. 

 

 Do not serve as a chaperone for activities that conflict with curfew laws 

pertaining to minors. 

 

 Touching should be age appropriate and based on the need of the minor 

and not on the need of the adult. Avoid physical contact when alone 

with a minor. If a minor initiates physical contact, an appropriate, 

limited response is proper. 

 

 Do not engage in the physical discipline of a minor. Discipline 

problems should be handled in coordination with your supervisor 

and/or the parents of the minor. 

 

 Do not be alone with a minor in a residence, sleeping facility, locker 

room, restroom, dressing facility or other closed room or isolated area 

that is inappropriate to a ministry relationship. 

 

 Do not take an overnight trip alone with a minor who is not a member 

of your immediate family. 

 

 Do not sleep in the same bed with a minor. If an adult supervisor stays 

in a hotel or other sleeping room with a group of minors, the supervisor 

should sleep in his or her own bed using a roll away or cot if necessary. 

 

 Topics, vocabulary, recordings, films, games or the use of computer 

software or any other form of personal interaction or entertainment that 

could not be used comfortably in the presence of parents should not be 

employed with minors. Sexually explicit or pornographic material is 

never appropriate. 

 

 Do not administer medication of any kind without written parental 

permission. 

 



 

 

 

 

 If you recognize inappropriate personal or physical attraction 

developing between yourself and a minor, maintain clear professional 

boundaries between yourself and the minor or refer the minor to 

another adult supervisor. 

 

 If one-on-one pastoral care of minor should be necessary, avoid 

meeting in isolated environments. Schedule meetings at times and use 

locations that create accountability. Limit both the length and number 

of sessions, and make appropriate referrals. Notify parents of the 

meetings. 

 

 Do not give minors keys to church facilities. If the minor has a key as a 

result of being a church employee or volunteer, the minor should be 

properly screened. 

 

 Do not drive a church or school vehicle unless you have received prior 

authorization and have the appropriate license and/or certification. 

 

 Do not permit minors to cross a road by themselves while they are in 

your custodial care. 

 

 Do not take photographs of minors while they are unclothed or dressing 

(e.g. in a locker room or bathing facility). 

 

 If you observe anyone (adult or minor) abusing a minor, take 

appropriate steps to immediately intervene and to provide a safe 

environment for the minor. Report the misconduct (see Obligation to 

Report). 
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