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ABBREVIATIONS

Catechism of the Catholic Church

Christus Dominus: Decree Concerning the Pastorfilc® of Bishops in the
Church

Called and Gifted for the Third Millennium: Refleets of the U.S. Catholic
Bishops on the Thirtieth Anniversary of the "Decoeethe Apostolate of the
Laity" and the Fifteenth Anniversary of "Called a@dted"

Code of Canon Law

Catechesi Tradendae: On Catechesis in Our Time

Dei Verbum: Dogmatic Constitution on Divine Revielat

Evangelii Nuntiandi: On Evangelization in the Modéiorld

Guide for Catechists

General Directory for Cateches{4997)

General Instruction of the Roman Missal

Gaudium et Spes: Pastoral Constitution on the Chumahe Modern World
Lumen Gentium: Dogmatic Constitution on the Church

National Directory for Cateches{2005)

Our Hearts Were Burning Within Us: A Pastoral Pllan Adult Faith Formation
in the USA

Rite of Christian Initiation of Adults

Redemptoris Missio: On the Permanent Validity ef @hurch's Missionary
Mandate

Sacrosanctum Concilium: Constitution on the Sadrnidargy



The Church exists in order to evangelizg&DC 46 citing EN 14)

Welcome! We are pleased you have responded tcathby your parish to serve as a catechist.
Persons who volunteer to be catechists in parischatical programs are assuming great
responsibilities. You are called to echo God’s Wiarthose whom you teach, through your
lessons and the way in which you live out your @athChristianity in everyday life.

Parents are trusting that catechists will respdnsisist them in nurturing the growth of faith in
their children. Catechists are responsible forgliag an environment which nurtures the faith
life of the learner, and which provides a safe mnent. This handbook provides information
that will enable catechists to understand thei,rperform their duties, and minister effectively.




WHAT IS CATECHESIS?

Go, therefore make disciples of all nations; bajiig them in the name of the Father, and of
the Son, and of the Holy Spirit, teaching them tbserve
all that | have commanded you. And behold, | am lwitou always,
until the end of the age. (Mt 28:19-20).

The Catholic Church has issued many documentsitsatribe the ministry of catechesis. The
following documents provide a framework for the rsiry of catechesis for dioceses and
parishes in our country and around the world:

The General Directory for Catechesis (GDC)

The NationaDirectory for Catechesis (NDC)

The Catechism of the Cathofthurch (CCC)

Catechesi Tradendae: On Catechesis in Our Ti@E), an encyclical letter of Pope JP I
Our Hearts Were Burning Within Us: A Pastoral Plan AdultFaith Formation in the
United States (OHWB)

The ministry of catechesis must first be seen anligiht of the mission that Jesus gave to the
Apostles after His Resurrection.

There is a link between evangelization and catesh€satechesis is an essentrmment in the
process of evangelization. (GDC 63 citing CT E8angelization is: Thproclamation of Christ
and his Gospel (Greek: evangelion) by word andegkgmony of life, in fulfillment of Christ’s
command(glossary, CCC) Catechesis is an indispensabienaat the ChurchEvery means
that the Church employs in her overall missionda@agd make disciples has a catechetical
aspect.

The wordcatechesigomes from a Greek word meanitiogecho TheUnited States Catholic
Catechism for Adultgives the following definition:

The act of handing on the Word of God intendedhtorm the faith community and
candidates for initiation into the Church about tis@chings of Christ, transmitted by the
Apostles to the Church. It also involves the lifejceffort of forming people into
witnesses to Christ and opening their hearts tepirtual transformation given by the
Holy Spirit.

The Catechism of the Catholic Chumbscribes catechesis in the following way:
Catechesis aims at putting ‘people ...in communionthwesus Christ: only He can lead

us to the love of the Father in the Spirit and mag&share in the life of the Holy Trinity
(CCC 426 citing CT 5)

In catechesis ‘Christ, the Incarnate Word and Sdaaal, . . .is taught — everything else
7



is taught with reference to Him — and it is Chakine who teaches . . . Every catechist:
“My teaching is not mine, but His who sent me.”(C@Z7 citing CT 6; Jn 7:16)

In 1999 the Bishops of the United States issueldm fpr catechesis of adults in a document
titled Our Hearts Were Burning Within Us: A Pastoral Plan Adult Faith Formation in the
United States In it, the Bishops explain the importance oftfdormation for adults:

In addition, adult faith formation should servetlas point of reference for catechesis for
other age groups . . . Maturity of faith is theemit of all catechesis from the earliest
years. Thus, all catechesis is geared to a lifetteepening of faith in Christ . . .”
(OHWB 41)

Bishops have specific instructions about catechesis

Bishops should take pains that catechetical instmxavhich is intended to make the
faith, as illumined by teaching, a vital, expliaitd effective force in the lives of men-be
given with sedulous care to both children and asbaets, youths and adults. In this
instruction a suitable arrangement should be oleskeag well as a method suited to the
matter that is being treated and to the charaalsglity, age, and circumstances of the life
of the students. Finally, they should see to it thi instruction is based on Sacred
Scripture, tradition, the liturgy, magisterium, difd of the Church.

Moreover, they should take care that catechis{zrdperly trained for their function so
that they will be thoroughly acquainted with thecttme of the Church and will have
both a theoretical and a practical knowledge ofléines of psychology and of
pedagogical methods. (CD 14)

Therefore, the primary purpose of catechesis is
to help the person fall in love with Christ and Hismessage,
continue growing in knowledge and understanding ofhe faith,
and willingly be a committed disciple of Christ.

Does this discussion of catechesis change my understanding of
what | do and how | am prepared as a catechist?

If so, how?




TASKS OF CATECHESIS

Do not be afraid! Be proud of your faith!
Know your faith. Live your faith. Love your faith
-Pope John Paul Il

Jesus formed his disciples by making known to thieenvarious dimensions of the Kingdom of
God. He instructed his disciples, He prayed wigtnthHe showed them how to live, and He
gave them His mission. His example is the mostftruinspiration for effective catechesis today
because it is integral to formation in the Christiaith.

Faith must be known, celebrated, lived, and expekgs prayer. Catechesis comprises six
fundamental taskgach of which is related to an aspect of faith mi€2. All efforts in
evangelization and catechesis should incorporaisettasks:

1. Catechesis promotes knowledge of the faith.

2. Catechesis promotes knowledge of the meaning afitingy and the Sacraments.

3. Catechesis promotes moral formation in Jesus Christ

4. Catechesis teaches the Christian how to pray withst

5. Catechesis prepares the Christian to live in comitguand to participate actively in
the life and mission of the Church.

6. Catechesis promotes a missionary spirit that prepahe faithful to be present as
Christians in society.

All these tasks are necessary in order to attaritth development of the Christian faith. Each
task, from its own perspective, realizes the obpéctatechesis, and all the tasks are
interdependent. To accomplish these tasks, catsatiesends on the transmission of the Gospel
message and experience of the Christian life.” (NIDE

How does our parish religious education program accomplish these tasks? List
specific examples of each task. Do any changes need to be made in our parish
catechetical program? Discuss what and how.




PARISH CATECHETICAL PROGRAM GOALS

But how can they call on Him in whom they have na¢lieved? And how can they believe in
Him of whom they have not heard? And how can thegan without someone to preach? And
how can people preach unless they are sent? As vtiiitten, "How beautiful are the feet of
those who bring (the) good news!"

(Rom 10:14-15)

Catechetical programs operate out of a clear sgbalfs that help everyone involved know what
the program is striving to accomplish in a morec#peway. The goals flow from the parish
mission statement, make it more concrete, and dstrade how the mission statement is being
implemented.The following goals are expected of each parish @thetical program in the
diocese:

Goal 1. To provide a program of formal religious instinatfor all members of the parish.
Goal 2. To support parents in their role as primary catastof their children.

Goal 3. To offer sacramental preparation for adults, yarttd children as they become ready to
celebrate the sacraments of Baptism, Reconciliaioicharist and Confirmation.

Goal 4. To help parishioners discover the truths of @are and Tradition as handed on
through Catholic Church.

Goal 5. To build a strong Catholic identity among all thembers of the parish.
Goal 6. To give parishioners an experience of the Churatoasmunity rooted in Communion.
Goal 7. To deepen the prayer life of the learner.

Goal 8. To motivate all the parishioners to live lives main charity and justice based on the
moral teachings of the church.

Goal 9. To expose the learner to the liturgical and sacraateichness that is part of Catholic
Tradition.
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VOCATION OF THE CATECHIST

Faith is the result of the initiative of God’s gra&cand the cooperation of human freedom.
Catechists should humbly acknowledge, with St. Bdubplanted, Apollos watered, but God
caused the growth.”(1 Cor 3:6) (NDC 54 B8)

Catechists are responding to a call, not just wekenng —a call to help others grow more in
communion and intimacy with Jesus Christ.

“It is important for the catechist to recognize tupernatural and ecclesial significance of this
call, so as to be able to respond, like the Sdaaxf,“Behold, | come to do your will{Heb
10:7), or, like the prophetiHere | am, send meTls 6:8).” (GC 2)

“The apostolic work of the catechist springs frdra Sacrament of Baptism through which all
believers come to share in the prophetic ministr@lurist and the evangelizing mission of the
Church. It is strengthened by the Sacrament of @uoafion. The call to the ministry of catechist
is a vocation, an interior call, and the voicelad Holy Spirit.

Catechists must be practicing Catholics who paai fully in the communal worship and life
of the Church and who have been prepared for #paistolate by appropriate catechetical
training.

Like all the faithful, catechists are called toiheks. The spiritual life of a catechist should be
characterized by:

A love of God- Father, Son, and Holy Spirit — and of Christtau€h, our Holy
Father, and God’s holy people

A coherence anduthenticity of life(a life of prayer, experience of God and fidetiy
the action of the Holy Spirit) that is characted4®y their faithful practice of the faith
in a spirit of faith, charity, hope, courage, and joy

Personal prayeand dedication to the evangelizing mission ofG@heirch

A missionary zeal by which they afdly convinced of the truth of the Catholic faith
andenthusiastically proclaim it

Active participationin their local parish community, especially byeatiance at
Sunday Eucharist

A devotion to Marythe first disciple and the model of catechiatsd to the Most
Holy Eucharistthe source of nourishment for catechists (Cf. GIDY

Christ invites all catechists to follow Him as adber of the faith and a witness to the truth of
the faith.” (NDC 54 B8)
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The work of catechists involves their whole beiBgfore they preach the word, they must make
it their own and live by it. What catechists teatiould not be a purely human science or the
sum of their personal opinions but the Church’ghfawvhich is the same throughout the world,
which they themselves live and whose withessesdhey(GC 8)

Am | called by God to the ministry of catechesis?

12



ROLE AND DUTIES OF THE CATECHIST

The catechist is essentially a mediator . . . [wHhagilitates communication between the people
and the mystery of God . . . (GDC 156)

Catechists seek to acquire the knowledge, skitid,abilities necessary to communicate the
Gospel message effectively (i.e. a solid graspaih@lic doctrine and worship, familiarity with

Scripture, communication skills). The following st not discourage catechists, but should be
looked upon as an ideal toward which they shouldestn their ministry.

Role of the Catechist:
A catechist is called

Be a witness to the Catholic faith and a modéhefattitudes and actions of a disciple
of Christ.

Be willing to share his/her faith story, when apiate, with others.

Be a practicing Catholic who accepts the teachafigse Church and follows its laws.

Be a person of prayer.

Share the love of Christ with the students throogénness, listening, respect and
forgiveness. Catechesis is not just the catechistgy but also receiving — catechesis

is a two-way exchange.

Be a witness to the Good News of Christ in hisAations.

Help others respond in faith to God’s grace.

13



Continue to grow in his/her own understanding bfi§€’s call and Church teachings.
Continually evaluate his/her performance as acbaeand try to improve.

Follow the policies and procedures set forth is ttandbook.

Communicate the authentic teachings of the Catl@iiurch.

Pray and celebrate liturgy with those being catsch

Challenge the students to live lives of justicd lyve based on Scripture and the
moral teachings of the Catholic Church.

Foster community among the students in the clagsro
Maintain appropriate professional confidentiatiégarding students and families.

Catechists must be able to be, at one and the stime, teachers, educators and witnesses of
the faith. (GDC 237)

Catechesis involves instruction on the teachingsteaditions of the Church. However,
catechesis is much more than merely a transferfofmation. Each catechist must understand
that in order to fulfill their role they will hav® pay attention to theray they teach as much as
whatthey teach.

14



Duties of the Catechist:
When a person accepts the role of catechist ipdnish program of religious education,
it is assumed that the person is willing to congtée following tasks and accept the
following responsibilities. Catechists who havestions about any of the following
duties should discuss them with the director/cowatlir/pastor.

Each catechist wiflz
Attend meetings and training sessions schedulgtiégirector/coordinator/pastor.

Be present for each catechetical session at |&astidutes in advance of the scheduled
starting time and remain at least 15 minutes #fteisession is finished.

Spend an appropriate amount of time planning befaoh class.

Follow the format provided in the textbook or b thirector/Coordinator for each
session, and use catechetical resources approvibe ipastor and/or diocese.

Supervise those in the class he/she is teachingjnmaure to provide for a safe
catechetical environment.

Use the time during class to form and inform ththfaf those in his/her care.

Work toward completing the requirements for catstcbertification and maintain current
certification.

Maintain discipline in the classroom following thelicies outlined in this handbook.

Provide a variety of prayer experiences for theeiits in the class. Teach the power of
prayer by praying with them and for them.

Follow diocesan and parish policies regarding d¢asis and safe environments.
Create classroom environment that is positive, sfilan, and conducive to learning.

Catechists will only be effective to the degreetttieey entrust themselves to the Holy Spirit,
enter into communion with Him, and allow themselvasbecome His instruments. (NDC 73)

15



Benefits that may be provided by the Parish:

Orientation and Training

Catechetical texts and supplies

Support of the catechist regarding classroom mamagt and discipline
Reimbursement for approved expenses

Babysitting for catechist’s children as necessary

Fees for approved workshops and in-services

Because of the importance of the ministry and ésponsibilities inherent in it, the parish will
only use catechists who are 21 years of age or alu fully initiated into the Church.
Responsible youth under the age of 21 may fun@alassroom aides.

How does it make me feel to read these roles and duties of the catechist?
Am | prepared for the responsibility?

16




ROLE OF THE PARENTS

Believing families are of primary importance astees of living, radiant faith. The Second
Vatican Council calls the family the domestic Chu(tG 11). Parents are the primary
catechists; they have the first responsibilitytfe education of their children in the faith. They
catechize primarily by the witness of their Chastlives and by their love for the faith. It is the
role of the parish to assist the parents in nuruthe faith of their children.

A parent who would like their child to attend thegram . . .

1.

ok ow

© 0N

Should be a registered member of the parish, fooifi another parish, have
permission from both pastors to participate inrdggious education program.

Is responsible for providing the parish with infation regarding the child’s baptism
and other sacraments, if applicable.

Attends Sunday Eucharist with his/her child evepelu

Takes responsibility for his/her role as primartecaist.

Collaborates with the catechists in the progranshmring faith with the child at
home and by making sure the child does any reqéalémiv up to the lessons taught
in class.

Teaches their child the traditional prayers of@irch at home.

Maintains an open line of communication with thehrld’s catechist.

Ensures their child will arrive at class on timel doe picked up on time.

When the child is dropped off for class, makes sba¢ their child enters the
building where classes are held and goes to tlssrdam.

10.Brings his/her child to class dressed appropriatelgdy to participate with enough

rest and nourishment and makes sure the child draes tp the bathroom, if needed,
before class.

17



11. Attends parent meetings when requested.

12. Is supportive of the catechist especially in treaaof discipline.

13. Informs the program coordinator of any specialdseaf the child, and works with
the parish to make appropriate accommodations.efample, the parent should
provide snacks for a child who has allergies obeties. If a child has learning
problems or a disability, it is essential that plaeent and catechist work together to
provide the best possible learning environmentherstudent.

18



CATECHIST CERTIFICATION

. . . [Catechesis] needs to consider as its @myntask the preparation and formation of
catechists in the deep riches of the faith. (GD@)3

“The purpose of formation is to make the cateatagtable of communicating the Gospel
message in the name of the Church.” (GDC 235, B86jder to carry out this call for trained
catechists, the diocese provides a catechisticatidn program. It is the responsibility of each
catechist to commit him/herself to this trainindeoéd by the diocese. Catechists who wish to
continue the ministry of catechesis must work talaertification by the diocese.

A program of catechist certification is provided &l catechists in the diocese through the
Office of Religious Education and the Superintetidérschools. In accredited schools, these
standards are the requirements to fulfill the rehgeacher certification.

This program is set forth as a means of enablihggétchists in the Diocese of Springfield-Cape
Girardeau to attain qualifications for catechetimahistry. Catechist certification assures the
Catholic community that a person has participatea minimum amount of approved
education/formation experiences. By following thiegram, the teacher in the Catholic school
is fulfilling the tasks designated in tlkatholic School Manual

Parish Catechists and Catholic schoolteacheroarenplete at least the basic level of
preparation within five years of beginning theitwateer ministry or employment, and renew
certification as required. Go to diocese webgiteapplication forms and procedures:
www.dioscg.org

Have | begun the diocesan certification program?
What do | need to do to become certified or continue my formation process?

Lifelong catechesis is absolutely necessary
for the Christian formation of the faithful. (NDC 3

19



PARISH RELIGIOUS EDUCATION
POLICIES AND PROCEDURES

LITURGY

In order to provide the students with a well-fornoatechetical experience, they are offered an
opportunity to participate as a group in a Euchiarlgurgy at least once a year. Catechists may
be asked to assist in the process of planningttimgy. Some students may be involved in the
planning as well. Guidelines for planning liturgiith children are available from the
pastor/pastoral administrator or the director/cowtbr of the catechetical program.

It is essential for all catechists to take the oppuoty to deepen the young peoples’ experience of
liturgy. Discussing the Sunday readings, the seasbthe Church year, holy days and saint’s
feast days, rituals, liturgical practices and sylalzan go a long way toward helping the children
understand their Catholic heritage.

PLANNING

Because of the importance of planning and orgaioizan order to teach effectively, each
catechist is expected to spend sufficient time e@atk planning his/her class. A lesson plan is
to be written for each class (see Appendix). Theatior/coordinator of religious education may
check the lesson plan sheet periodically.

No doubt you will have to adjust every lesson glanng the course of the lesson. But having a
plan gives you a sense of the overall flow of tingelps you to budget your time, and keeps
you focused on your objectives. There are predesigans in your text, but having your own
lesson plan helps you to make the lesson your simnne the publishers do not know your
students or the culture in which you live.

A teacher cannatauselearning to take place, but they can set up timelidions under which
learning is more likely to happen. Understandingtvrhotivates your students is an essential
ingredient in faith-filled, active learning. Eachtechist must be motivated by love of God and
love for the learners.

Planning is important not only for the individudss session but also for the entire year. A
calendar for planning the catechetical year cafobed in the Appendix.

20



CANCELLATION OF CLASSES

Because of inclement weather or other conditiolasses may be cancelled from time to time.
Please follow the instructions given by the directmordinator and pastor.

SUBSTITUTE CATECHISTS

Catechists who have to miss a class session asdl tihe director/coordinator as far in advance
as possible so that a substitute may be contadtéslithe responsibility of the catechist to have
lesson plan available for the substitute to useedergency lesson plan for each catechist,
which could be used at any time, should be onsita the parish coordinator.

ATTENDANCE

Each catechist must take attendance at the begifieach class and send a report to the
director/coordinator. See form in the Appendix.

PROGRESS REPORTS

In order to give the students formal feedback @irthehavior in class and their participation
and cooperation in the catechetical processrédemmended that each catechist send the
students and parents a progress report two tigeara A copy should be given to the
director/coordinator before being sent oAtsample copy of a progress report may be found in
the Appendix.

The comments that the catechist writes on the pesgreport must be specific, behavior oriented
and verifiable. In other words, they must descstglent behavior that the catechist has
witnessed. An example might be, “Kevin has be@afiar class 10 times.” Catechists must
avoid judgmental comments and hearsay, such aan‘@Sdazy.” Positive comments are much
more constructive, such as, “Bernadette is attergivd participates well.”

EMERGENCY PROCEDURES

These procedures should be posted in each classmdrmat least one practice should be
scheduled during class.

FIRE EVACUATION: Catechists are responsible for evacuating themnilin their class to
safety in case of fire. Catechists’ primary dtyhe evacuation and safety of the children, not
extinguishing the fire. In case of a fire the doling steps are to be followed:

If a fire is discovered, catechists should setludffire alarm in the building, if that is
possible, without endangering the children.

21



Each class is to follow their designated evacmatimte and gather at their designated
gathering point outside.

Catechists are to lead their class in a calm aderly manner, taking their class roster
with them. (It should always be easily availahleidg class)

Catechists are to take role when they arriveeit trathering point.

Students must remain at the gathering point digihissed by the catechist.

STORMS/EARTHQUAKES: In case of impending severe weather, the direciortinator

will advise the classes if there is a need to takeer. Catechists will direct the class to gohte t
area designated for shelter during storms anddaker or, if that is not possible, to take cover
away from windows, under desks or tables (duckawer). If possible, catechists will draw
drapes or blinds on all windows. Again, the caigicthould take the class roster and take
attendance at the gathering point and upon retgraiclass. In earthquake areas, be prepared
for emergencies and know how to respond.

It is recommended that parishes establish clearggiares to be used in emergencies, and that
catechists are aware of these procedures. PedatiEcare recommended.

INJURY: If one of the students is injured, the catechisb imform the director/coordinator and
apply first aid as appropriate. First aid kits available in each building. Gloves are provided in
the first aid kits so that the catechist can awmidtact with blood. The director/coordinator will
send a first aid provider to help, if there is @vailable, and inform the student’s parent. If the
injury is serious, the director/coordinator willrtact the appropriate emergency services or
transport the child to the hospital or doctor.céise of injury, care should be taken to avoid
contact with bodily fluids or blood. Rubber gloveasd disinfectant are provided in the first aid
kits.

Each catechist should either have a cell phone oagsh phone readily available for
emergenciesThe number of the director/coordinator shoulgteprogrammed and the
director/coordinator should be immediately accdssibcase of emergency. A “code” word or
phrase should be established at the beginningeojehr in case of emergency. For example, if
an intruder or adult who does not have custodydifila in your care enters the building; you
may call director/coordinator and say the code wwrghrase, such as “Is Sr. Rita in the
building?” Call 911 or your local emergency numfermedical emergencies.

Accidents and injuries must be reported to the diretor/coordinator of the program and
documented using form in the Appendix.
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CATECHIST EVALUATION

The director/coordinator of the program is resplolesior supervision of each catechist. During
the year each catechist will be observed by thectbr/coordinator and given feedback on their
progress. The Catechist Evaluation Form will bedu® report to the catechist the results of the
evaluation.

DIOCESAN POLICIES AND PROCEDURES

SAFE ENVIRONMENT

Everyone who works with children in the parish chtgical program will be screened through
thediocesan background screening process, receipeptining, and abide by the diocesan
code of conduct. See diocesan sexual miscondlicygor more information in the Appendix.

SUPERVISION

Catechists are responsible for the supervisionsafety of the students in their care. Catechists
must be present at all times when the class isssisn. A catechist may leave his/her
classroom only in a case of emergency, when tegdfiitdren. Catechists must take care to
keep all equipment in working order, keep the cla@m® free of hazards, and monitor all student
activities. Students are not allowed to wanderhilés or to be left unattended. Catechists who
discover an adult in the building, who is not suggabto be there, are to ask the person to report
to the director/coordinator’s office immediatelyef@ending upon the size of the parish, name
badges for catechists may be useful for identificeand security.
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DISCIPLINE

As mentioned above, catechists are responsiblihéosafety and welfare of the students in their
class. Also, they are responsible for creatingranronment in the room which is positive,
Christian and conducive to learning. In ordertfat to happen the catechist must establish him
or herself as leader in the classroom and set li@haxpectations. Post classroom rules and give
a copy to the director/coordinator. It may be hdlfo have the students help create the class
rules. The following policies will provide guidaa this crucial area.

Everyone involved in the program is challengedh®/words and example of Jesus to respect
each person’s right to be treated not only witmdigand respect but also with love. In order to
provide for a safe and well-ordered program, inchlgtudents and catechists can learn and
follow Jesus’ call to love, some rules for behadoe necessary. Each catechist will compose
some specific rules, which the students in theiseloom are expected to follow. Catechists who
work with adult learners should be trained in srgadlup facilitation techniques and adult
learning methods. The following rules apply torgome:

1. Respect is to be shown for all catechists dhdradults in leadership roles.

2. Students are expected to display Christianegin the way they dress, speak and
behave.

3. Students are to avoid behavior that disturtbdegarning environment or that is
disrespectful or dangerous to others.

4. If there is no adult in the room for whatexesison, students are to stay in their
seats.

5. Behavior that might be interpreted as sexaed$sment is to be avoided by

catechists and students.

Yes, discipline is essential, but it does not measolute quiet, order, and control. The goal
of the catechist is to have the students learn salbntrol so that they may be open to know,
love, and serve God and to practice the virtues dith, hope, and charity.

A simple way to think about discipline is to have FA-I-T-H.

F — Be Fortified (be prepared)

A — Be Attentive

| — Be Interesting

T — Be Trustworthy

H — Be Human (laugh, love, try to identify with thelearners and be understanding)
(cf. The New Catechist Handbodk,Riley & P Rau)

Process for dealing with inappropriate behavior:

Catechists will handle discipline problems in aipes manner.
Initially, catechists will handle any disciplinegiiems in his/her own classroom.
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Students whose behavior becomes a continual proini¢ine classroom may be sent out of
class to the coordinator or other adult in charfggupervision beyond the classroom.
Anytime a student is sent from class for disciplieasons, his/her parents will be contacted
either by phone, in person or in writing.

If the student’s behavior continues to be a proltieenstudent will be removed from class
and the parent will be contacted again. In ordeeturn to the classroom, the student and
parent will meet with the catechist and directoofctinator (and pastor, in some cases) to
resolve the issues.

Any form of abusive treatment or corporal punishmert of a student by catechists is
strictly forbidden. Catechists must never abuse ahild verbally or touch a child in a
way that could be construed as punitive.

If a catechist strikes or injures a child or if there is a serious altercation between the
catechist and a student or between students, it mulse reported to the
director/coordinator/pastor. (See Appendix)

RESPECT FOR PRIVACY

Catechists must respect the students’ right taapsiand refrain from casually sharing personal
or evaluative information about the students. &bpeare must be taken not to inform other
catechists about student behavior problems uniéssmportant for the growth of the child and
the effectiveness of the catechist. Any informatbhared should be objective in nature,
constructive and relevant to the program. No imf@tion about students should be shared with
anyone outside the program except for those whoesgonsible for the student’s care.

KEEPING STUDENT CONFIDENCES

Often students will share their personal problenik watechists. This can be very beneficial.
Catechists must make the students aware, howénarthiere is a point at which the catechist
must share information with the student’s parenwitih the director/coordinator/pastor. A brief
statement such as, “I will keep your confidenceesslthe life, health or safety of yourself or
others is involved,” can help students understaati¢datechists are responsible to pass on such
information.

If, in the course of class work or a retreat pragra catechist requires the students to write
journals and hand them in, the catechist is resplen® read them in a confidential manner.

And again, if there is any information that invadvilae life, health or safety of one of the
students, the catechist must report that informatocthe director/coordinator, the pastor/pastoral
administrator or to the parent.
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FIELD TRIPS

Catechists who wish to take their class on a figpdor any other activity that is out of the
ordinary routine are to request permission forabtvity at least two weeks in advance in
writing. If the pastor/pastoral administrator be tdirector/coordinator of the program grants
permission, the activity may be arranged undefdhewing conditions:

The activity or field trip must have an educatiooatatechetical purpose.

The event must involve reasonable activities asthdce.

The catechist is responsible for informing paremd getting permission slips from all the
students IN ADVANCE, IN WRITING.

The field trip or special event must be limitedhe prearranged plan.

At least one adult chaperone for every ten childieove fourth grade, and one adult for
every five children fourth grade or younger mustamapany the group. There must be a
minimum of two adults on the trip.

All chaperones and drivers should be screened dicgpto diocesan policies.

Any drivers must be over 21 years old. A copyh&ir driver’s license must be obtained.
They must fill out the Form for Adult Drivers. Thenust show proof of insurance, and they
must be informed that their insurance is primafhiey must also be informed regarding the
route to be taken. Drivers may not use cell phovigge the car is in motion.

No field trips or special events are consideredhspoed by the parish unless the permission of
the director/coordinator or pastor/pastoral adniater is granted in advance. (See Appendix)

SUSPENSION

The parish reserves the right to suspend and/arenetv the volunteer ministry position of any
catechist who is not successfully performing tlgeities or who is not fulfilling the

responsibilities outlined in this handbook. Anyexdist who is accused of a serious crime or
who is discovered to have committed a serious cvilidoe put on leave until the matter has
been investigated. Conduct inside or outside ®fttogram that is detrimental to the reputation
of the program, or detrimental to the safety oleosh or not in accord with the moral teachings of
the Church, may be grounds for suspension/expulsion
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INSURANCE

The diocese provides limited liability insurance &l paid and volunteer catechists.

DIOCESAN CATECHETICAL
CURRICULUM GUIDE AND TEXTS

Catechesis will always draw its content from theitig source of the Word of God transmitted
in Tradition and the Scriptures, for “Sacred Traddn and Sacred Scripture make up a single
sacred deposit of the Word of God,

which is entrusted to the Church.” (DV 10) (NDC 18ting CT 27)

Catechists must make the words of Christ their owhty teaching is not my own, but is from
the one who sent me,” (Jn 7:16) and they confesghwv@t. Paul, “I handed on to you . . . what
| also received.” (1 Cor 15:3) (NDC 29E)

The catechetical curriculum must communicate cjeanld completely, according to the age
level of the person being catechized, the Scripamae Tradition of the Catholic Church. Each
catechist should have a copy of thew Americamible and theCCC.

Emphasize the importance of God’s work by teackingents how to use the Bible to look up

chapters and verses. Memorizing Scripture verskps leatechize them for life. You can make a
contest of “memory verses”.
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Textbook series today are reviewed by the Ad Hom@dtee to Oversee the Use of the
Catechism, United States Conference of Catholibdgis. Because the Committee reviews
textbooks from the standpoint of doctrinal contgatishes are to refer to the recommendations
of the Diocesan Office of Religious Education fatechetical texts which are not only
doctrinally sound, but which are also evaluatedoedagogy and ease of use by volunteer
catechists and Catholic school teachers. Seeitieefan website for a list of these textbooks.
Go towww.dioscg.organd click the Religious Education link, or cakt@atholic Center for
information.The approved series can be trusted to have a compepresentation of the
teachings of the Church appropriate for the learnes in the Diocese of Springfield-Cape
Girardeau, and therefore are approved for use in pashes.

The textbook chosen by the parish must be usetidogatechist as the primary resource for
planning and teaching. Catechists are not to gutesbther materials or disregard the text as a
resource unless permission has been given by teetoli/coordinator of the program.

HUMAN SEXUALITY GUIDELINES

The 1991 diocesan Guidelines for Education in Hu®exuality are available from the Office of
Religious Education or on the diocesan website.

Diocese of Springfield-Cape Girardeau
Office of Religious Education
601 S Jefferson Avenue
Springfield, Missouri 65806
417-866-0841
www.dioscg.org
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LESSON PLAN

Catechist Grade Date Chapter
Text Title

Unit Theme Chapmme

Pages (Student Text) Pages (Teslemeral)

Overview & Purpose

What will be learned and why it is useful.

Learning Goals
(Expectations of students)

Procedure Materials Needed

Human Experience Related
to the Lesson
(Share)

Teach
(Message or Doctrine

Life Connection
(Apply/Evaluate/Respond

Catechist's Evaluation of Lesson
(What went well, what should be done differentlxiname?
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Grade:
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STUDENT PROGRESS REPORT

Date:

Child Name:

Catechist: eGrad

Catechist Phone Number:

Grading Scale: + outstanding
good
N needs improvements

Participates willingly and appropriaielprayer and discussion.
Listens attentively to others.
Demonstrates Christian values with glasss and teachers.

Shows interest in learning about ot fai

Attendance: Days attended Days absent Late

Catechist’'s Comments

Catechist’s Signature




ATTENDANCE FORM

Catechist Date

Grade

Number of students enrolled in class

Number of students present

Number of students absent

Number of students tardy

Names of students absent:

Names of students tardy:

Signed




INCIDENT REPORT FORM

(for injuries, disciplinary actions, or propertyrdage)

Catechist Name Date

Name(s) of Students Involved in Incident

Date and time of occurrence

Location of Incident

Description of the incident

Response/Action taken by Director/Coordinator

Signed: (Catgechi

Signed: (Drf€dordinator)

Forward a copy of this report to the pastor/pastdaninistrator and keep a copy in the catechetical
office.



Good Newsl!!

To:

Just a quick note to let you know
how happy | am that:

Good Newsl!!

To:

Just a quick note to let you know
how happy | am that:

Teacher Teacher
Date Date

Good News!! Good News!!
To: To:

Just a quick note to let you know
how happy | am that:

Just a quick note to let you know
how happy | am that:

Teacher
Date

Teacher
Date




CATECHIST EVALUATION FORM

Catechist’'s Name:

Grade taught: Observation date

Does the Catechist consistently:
Follow the procedures in the Catechist Handbook: N
Communicate the authentic teachings of the Catt@hiurch: Y N
Maintain appropriate professional confidentialiggarding the students and families: Y N
Practice his/her faith and maintains good standiitly the Church: 'Y N
Teach effectively, using a variety of methods adowy to the needs of the students: Y N
Arrive 15 minutes before class and stay untillése student is picked up: Y N
Have an emergency lesson plan on file with theatiar/coordinator: 'Y N

Display a positive attitude while working with teeidents, parents, other catechists and
parish staff: Y N

Seek ways to grow in knowledge of Theology, Scriptand Catechetical Methods by
actively working on or maintaining his/her catetlusrtification:

Y N

Comments:

Supervisor Date

Catechist signature Date




SEXUAL
MISCONDUCT
POLICY

Diocese of
Springfield-Cape Girardeau

The Diocese will reach out to victims and
their families and demonstrate a sincere commitment
to their spiritual and emotional well-being. The
first obligation of the Church
with regard to the victims is for healing and rectation.
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Introduction

The Church proclaims God's revelation as an esdaqide to understanding human
sexuality which concerns the inmost being of thenan person and is part of God’s design for love.
Pope John Paul Il teaches that human sexualitgébkzed in a truly human way only if it is an
integral part of the love by which a man and worcammit themselves totally to one another until
death” On the Family#11).

Such a view of human sexuality is not shared l®rgne in our society. And some who
accept that vision may sin against it. God’s ratieh and the teachings of the Church help form a
proper understanding of, and respect for, humanadiy.

In 1993, the Diocese of Springfield-Cape Girardadapted &exual Misconduct Polidpr
all personnel of the Diocese. The policies belepresent a revision of thRblicy, subsequent to the
adoption in 2002 by U.S. bishops o€aarter for the Protection of Children and Youngpople

These updated policies on sexual misconduct asedoan Catholic beliefs. They provide
clarity for diocesan personnel on behaviors whaihdgainst prudence and the practice of chastity.
These policies are at the service of one’s own,ahdrs’, healthy human sexuality.

l. Definitions. For purposes of this policy:

A. "Diocese" or "diocesan” means the Diocese of Springfield-Cape Girardeau as
corporate entity, including its parishes, schoolg ather institutions.

B. “Diocesan personnel’means clergy, parish life coordinators, religicgesninarians,
all diocesan employees and volunteers, who woskobmteer on a regular basis
within any organization designated as a diocesétyen

C. "Sexual Misconduct” means any sexual conduct of diocesan personnehvigii

1. contrary to the moral instructions, doctrines aadan law of the Catholic
Church; and/or

2. unlawful as described by the laws of the State wfsBuri (see subsection G
below). (Note that “sexual misconduct” includesxisal abuse” as defined in
subsection D below, but is broader in that it inlels conduct involving adults
and minors.)

D. “Sexual Abuse”refers to any sexual conduct of diocesan persomitiela minor
which is:

1. contrary to the moral instructions, doctrines aadon law of the Catholic
Church. (cf. sexual abuse as defined in subseEtioeiow); or

2. unlawful as described by the laws of the Stat®listouri (see subsection G
below).

E. “Minors” are defined as children and adolescents undexghef 18.



Definition of Sexual Abuse by the United States Cdarence of Catholic Bishops.
Sexual abuse of a minor includes sexual molestatic@exual exploitation of a minor
and other behavior by which an adult uses a mia@naobject of sexual gratification.
The transgressions in question relate to obligatamsing from divine commands
regarding human sexual interaction as conveyed toyuhe sixth commandment of
the Decalogue. Thus, the norm to be consideredsassing an allegation of sexual
abuse of a minor is whether conduct or interactvih a minor qualifies as an
external, objectively grave violation of the sibdbmmandment. A canonical offence
against the sixth commandment of the Decalogue netlde a complete act of
intercourse. Nor, to be objectively grave, doeaameed to involve force, physical
contact, or a discernible harmful outcome. (Seeo@d895.2 and the Preamble to
Essential Norms for Diocesan Policies Dealing witlegations of Sexual Abuse of
Minors by Priests or Deacorn)s.

If there is any doubt whether a specific act giedifis an external, objectively grave
violation, the writings of recognized moral thealgs should be consulted and the
opinions of recognized experts should be appragyiatbtained (Canonical Delicts,
p.6). Ultimately, it is the responsibility of thadBop, with the advice of the Review
Board, to determine the gravity of the alleged ¢g&te footnote twdsssential Norms
for Diocesan Policies Dealing with Allegations @&x8al Abuse of Minors by Priests
or Deacon}

Definitions of Sexual Misconduct under State Law This policy is intended to
include, but not be limited to, incidents of sexoma$conduct that are violations of
civil or criminal law. A violation of criminal lavean subject the perpetrator to a
prison sentence and/or a monetary fine. It cam ladsthe basis for a civil suit for
monetary damages.

The law changes from time to time by enactmennoéradments to statutes and
judicial interpretations. It is not possible td eat all of the laws in this document,
but assistance will be given to all personnel hggnestions or seeking knowledge
concerning the law.

The Missouri Criminal Code defines various typesafduct that violate this policy.
Primary areas of concern are:

1. Child Abuse Section 210.110, RSMo. 2000, defines "abusehgsphysical
injury, sexual abuse or emotioraluse inflicted on any person under the age
of 18 years of age (other than by accidental meaynlose responsible for his
care, custody and control.

2. Other Sexual Offenses Chapter 566 RSMo. covers, among other criminal
acts, the following:



"Deviant Sexual Intercourse,” which includes anyia¢olving the genitals of
one person and the mouth, tongue, hand or anusottier person. A person
who has Deviant Sexual Intercourse with a person w6 years old or less
is guilty of a crime; the degree of the crime defsenpon the age of the other
person.

"Sexual Contact," which means any touching of theitgls or anus of any
person or the breast of any female person for tinpgse of arousing or
gratifying sexual desire of any person. Any peratio subjects another
person to Sexual Contact by forcible compulsiogutty of a crime, as is
anyone who subjects a person to Sexual Contactisvincapacitated or 13
years of age or less. “Incapacitated” means thggipal or mental condition,
temporary or permanent, in which a person is urdons, unable to appraise
the nature of his conduct, or unable to communioateillingness to an act. A
person is not "incapacitated" with respect to @arcammitted upon him if he
became unconscious, unable to appraise the ndthre conduct or unable to
communicate unwillingness to an act, after consgrb the act.

Chapter 566 RSMo. also covers other commonly utoleiscrimes such as
rape and sodomy; obviously, this policy also agpl@such conduct.

Il. Background and Reference Checks.

A.

Background Questionnaires.A background questionnaire concerning sexual
misconduct, a copy of which is attached to thisqychs Appendix A, is to be
completed by all diocesan personnel. Clergy aniipdife coordinators are to
forward completed forms to the Chancellor. All@tipersonnel are to forward
completed forms to their immediate supervisoroahe head of their
office/institution, or to the person hiring them.

With regard to priests from other dioceses, religipriests, deacons, sisters and
brothers working in the Diocese, the Diocese ofr§jiield-Cape Girardeau is to be
informed of any allegation of physical or sexuatannduct by such individuals that
the religious order or diocese is or may becomeaa@awh On its part the Diocese of
Springfield-Cape Girardeau shall, in writing, infothe superior of such personnel of
any allegation of physical or sexual misconduct.

Paid Employees.In evaluating the background of all paid emplayd¢be Catholic
Center, parishes and all other institutions of@cese will utilize the resources of
law enforcement and other community agencies. Background and reference
check must include at least contact with the MisisDivision of Family Services and
the Missouri State Highway Patrol. The State ofddigi form that may be used for
this purpose is attached to this policy as Appeidix

Volunteers.Regarding background and reference checks of vdustwho have
regular contact with minors, see Section X.B below.

Candidates for Ordination. In addition, the Diocese will employ adequate soneg
and evaluative techniques in deciding the fithdssandidates for ordination.



Making a Complaint or an Allegation of Sexual Misconduct to the Diocese.

The Diocese supports and encourages the repattialyjincidents of sexual misconduct,
regardless of the identity of the alleged offender.

The Diocese recognizes that bringing an allegatfcsexual misconduct to the attention of
church officials can be a difficult decision. To keahis process as safe and comfortable as
possible, the Diocese has provided a variety ohou for bringing such a complaint.

Any person who alleges sexual misconduct on thegbatiocesan personnel may bring a
complaint by contacting any one of the followingliwiduals in writing, or by telephone, or
in person. Please mark all correspondence “PersonaConfidential.”

A. The Bishop of the Diocese of Springfield - Capea@leau, 601 S. Jefferson Avenue,
Springfield, MO 65806, (417) 866-0841;

B. The Chancellor of the Diocese of Springfield - C&eardeau, 601 S. Jefferson
Avenue, Springfield, MO 65806, (417) 866-0841;

C. Any pastor or parish life coordinator of a parisithin the Diocese; (Upon receipt of a
complaint, the Chancellor must be notified.)

D. The Assistance Coordinators who are laypersongirtbe employ of the Diocese.
(The names of the Assistance Coordinators areablaithrough the Catholic Center,
(417) 866-0841, and are also listed on the diocesnsite www.dioscg.organd in
the Official Catholic Directory and the diocesaredtory.)

The Diocese shall make its procedures for reposdllegations of sexual misconduct
available in printed form and through periodic palBinnouncements so that those affected
can readily make complaints and receive the assistahich this policy provides.

Nothing within this section shall be interpretedpteclude or prohibit the reporting of any
incidents of sexual abuse to appropriate civil arities and the reporting to civil authorities
is encouraged and may also be required as setifo&action X.C of this policy.

To Promote Healing and Reconciliation.

The Diocese will reach out to victims and their fiz@s and demonstrate a sincere
commitment to their spiritual and emotional welifige The first obligation of the Church
with regard to the victims is for healing and recibation.

Sexual Misconduct Review Board.

A. Authorization of Board. TheCharter for the Protection of Children and Young
People adopted by the U.S. Bishops in 2002, calls fReaiew Board in every
diocese to function “as a confidential consultatreely to the bishop” (Art.2). In this
Diocese, the Review Board will advise the bishog diocesan administrators



regarding alleged offenses against the Sexuatdiduct Policy of the Diocese which
applies to all diocesan personnel including clergy.

B. Composition of Board. The Diocesan Sexual Misconduct Review Board si=ll
composed of at least five persons appointed b{isieop, the majority of whom shall
be lay persons not in the employ of the Diocesdeddt one member shall be a priest,
and at least one member shall have particular &gpen the treatment of the sexual
abuse of minors. The members shall be appointed fierm of five years, which term
can be renewed.

C. Responsibilities of Board.The functions of the Review Board shall include th
following:
1. Advise the Bishop and diocesan administrators sessing allegations of

sexual misconduct concerning minors and appropdig@plining action;

2. Advise the Bishop, when an allegation of sexualonsluct by a member of
the clergy against a minor is made, regarding fipgapriateness of
forwarding the allegation to the Congregation fe¥ Doctrine of the Faith.
Such an action automatically places the allegatian ecclesial tribunal for
adjudication of innocence or guilt;

3. Advise diocesan administrators, when an allegatfcsexual misconduct has
been made against diocesan personnel (e.g., tegol director, catechist,
etc.) regarding innocence or guilt and appropitggeiplinary action in accord
with the Diocese’s Sexual Misconduct Policy

4, Review periodically the Sexual Misconduct Polafythe Diocese.

D. Confidentiality. In assisting the Bishop and diocesan admingstah arriving at
the appropriate action following allegations of gaxmisconduct by diocesan
personnel, the work of the Review Board is conftéénWhen an allegation of sexual
misconduct against a minor is judged credible, #tlagation will be made public
consistent with the diocese’s commitment to trarepey and openness.

Investigation of Reported Incidents.

Each reported incident will be immediately inveateg, with care taken not to interfere with
any civil or criminal investigation, and with a hidevel of Christian care, concern and
confidentiality for the alleged victim, the famidf the alleged victim, the person reporting the
incident, and the accused.

A. No investigation should commence until local avities have been notified and it is
certain that the Bishop’s Review Board’s action ldawot interfere with law
enforcement’s investigation.



B. When there is sufficient evidence that sexual almis minor by clergy has occurred,
the Congregation for the Doctrine of the Faith Ww#l notified and the Bishop will
relieve the alleged offender promptly of any edelstscal ministry or function
pending the outcome of the process. The allegemhdéir may be requested to seek
appropriate medical and psychological evaluatioripag as this does not interfere
with the investigation by the appropriate ecclesiunal or civil authorities.

C. When there is sufficient evidence that sexual almis minor by non-clergy
personnel of the Diocese has occurred, the alleffedder will be relieved of all
responsibilities in the Diocese, parish, officejr@titution and placed on
administrative leave pending the outcome of therimdl and any outside investigation.

D. The alleged victim and the accused shall be eagmar to retain the assistance of civil
and canonical counsel. When an accusation is nlagl@erson accused should be
interviewed. The accused should be informed thgtthémg he or she says may be used
against him or her in a criminal proceeding or riwal lawsuit. The accused should
be presented with a specific listing of allegatiansl be permitted to ask clarifying
guestions and respond to the allegations.

E. When investigations are appropriate, they shouwtide interviews (which may be
recorded or handwritten) with the alleged victilme iccused and any witnesses. Both
the alleged victim and the accused shall be alloweste and respond in writing to all
evidence in the case.

F. Appropriate records will be kept by the Bishop’sviRev Board and appropriate
diocesan supervisor of each incident reported amgstigation and the results thereof.

G. Notification of the incident shall be given to umers in accordance with the terms of
applicable insurance policies.

H. Any media contact or inquiries regarding an inoidaf sexual misconduct should be
directed to the diocesan Director of Communications

VIl.  Confidentiality Agreements.

The Diocese will not enter into confidentiality agments except for grave and substantial
reasons brought forward by the victim and notetthentext of the agreement.

VIIl. False Accusations and Unsubstantiated Claims.

There is always the possibility of false accusaionunsubstantiated claims made for
whatever reason. It is important for all dioceparsonnel to know that both civil law and
canon law provide penalties for the crime of fatsmhin which individuals become victims
of false denunciation, defamation or slander.

False allegations victimize the accused. When ansation has proved to be unfounded,
compassionate support should be extended to thised@cknowledging the suffering and



humiliation the accused has endured due to thissiige. Assistance should be given to the
falsely accused person, both by the Diocese antbdiyperson’s local faith community. Every
step possible shall be taken to restore the gooterd the person accused.

IX.  Policy Distribution.

A. To Diocesan PersonnelThis policy is to be distributed by the approfwia
administrator (e.g., chancellor, pastor, parish dibordinator, principal, campus
director) to all personnel listed in Section I.BIl such personnel shall sign an
acknowledgment of receipt, understanding and aaceptof this policy. A copy of
the required receipt accompanies this policy. (Sggendix A.)

Priests, deacons and parish life coordinatorsaafertvard this form to the Chancellor.
All other personnel are to forward this form toithemmediate supervisor, or the head
of their office/institution, or to the person higithem.

B. To the Public. The content of this policy and the proceduregéporting allegations
of sexual misconduct will be posted on the dioceseh site. Information regarding
the procedures for reporting allegations will beqdically published in the diocesan
newspaper, in the bulletins of all parishes ofBi@cese, and in the publications of all
schools of the Diocese.

X. Policies that relate specifically to Sexual Abse of Minors.

A. Education. The Diocese will establish “safe environmentignams that address
issues of sexual misconduct, reporting obligat@mg appropriate boundaries. The
Diocese will cooperate with parents, civil authiest educators and community
organizations to provide education and trainingctatdren, youth, parents, ministers,
educators and others about ways to make and nramtafe environment for
children. The Diocese will make clear to all memnsbaf the community the standards
of conduct for all diocesan personnel in positiohgust with regard to sexual abuse.
(See Section XIStandards of Condugt

All Diocesan personnel are required to attend@&san Safe Environment Training
program. “Diocesan personnel” means clergy, pdifisitoordinators, religious,
seminarians, and all diocesan employees. Addilrell volunteers who have
regular contact with minors are required to attdmsl Diocesan Safe Environment
program one time.

Anyone is encouraged and welcome to attend theesafieonment programs held in
the Diocese.

B. Background and Reference Checks for those who ta Contact with Minors.
Section I1.B of this policy concerns background agigrence checks for all paid
employees of the Diocese whether or not such erepbiave regular contact with
minors. Similar background and reference checkseaeired for all diocesan
personnel (see definition, Section I.B. of thisipgl, including volunteers, who have
regular contact with minors. Specifically, the Gaith Center, parishes and all other



institutions of the Diocese will utilize the resoas of law enforcement and other
community agencies in evaluating the backgroundi@fesan personnel who have
regular contact with minors. Each background afereace check must include at
least contact with the Missouri Division of Fam8grvices and the Missouri State
Highway Patrol. The State of Missouri form that nteyused for this purpose is
attached to this policy as Appendix B.

Reporting to Civil Authorities. The Diocese will report allegations of sexual sbu
of a person who is a minor to the civil authoritzesl will fully cooperate in their
investigation in accord with the laws of the Staftélissouri.

1 Who Must Report. In general, every person with responsibility fog ttare of
minors is required to make a report. This inclulolesis not limited to
teachers, principals, other school officials, yomnimisters, day care center
workers, childcare workers or social workers (idifidn to health care
personnel, mental health professionals and othiers)ddition, members of the
clergy are required to report unless to do so woidthte
a privileged communication made to them in theaf@ssional capacity as
spiritual advisors, confessors or comforters. mititerest of protecting our
children, the Diocese also strongly encouragestiradividuals who are not
mandated reporters under Missouri law to repotamses of suspected child
abuse as well.

2. What Requires a Report.A person is required to report when he/she has
reasonable cause to suspect that a minor has beesyde subjected to abuse
or neglect or observes a minor being subjectednaliions or circumstances
which would reasonably result in abuse or negl@btte that the obligation to
report child abuse and neglect is broader tharessetisexual misconduct.)

3. To Whom the Report Must Be Made.

a. To Public Authorities. A staff member, such as a teacher, day care
worker, or social worker must report to the persomediately in
charge (e.qg., the principal, pastor or agency tbr¢evhen such staff
member learns of abuse or neglect in his/her stgffofessional
position. The person in charge then becomes regperisr further
internal reporting in accordance with these proceslwith a report
ultimately being required to be made to the MissBuvision of
Family Services if indicated by the circumstancAsyone else
required to report (including a teacher, socialkeoy etc., learning of
abuse or neglect outside of his/her staff or pieml position) must
report directly to the Missouri Division of FamiBervices. Reports to
the Missouri Division of Family Services may be rady calling 1-
800-392-3738.

b. To the Diocese Any violation of this policy must also be reportey
diocesan personnel to the Diocese for internabacid follow-up. A
verbal report to the appropriate diocesan superyesg., the Diocesan
Superintendent of Schools) shall be followed imrataly by a written
report with a copy to the Chancellor or his design@he diocesan
reporting form to be used is attached to this padis Appendix C.



When Report Must Be Made. The report must be made to the Division
of Family Services by the person legally resgaador making the report
immediately upon receiving a report of child séwr other information
regarding child abuse which gives him/her reabtacause to suspect that
a child has been or may be subjected to abusegbect. Reports of sexual
abuse must be made within twenty-four hours.

Failure to Report. Failure to report suspected child abuse by aopers
legally required to do so may subject the petsqgorobation, a fine,
and/or imprisonment

D. Action Where Guilt Determined.

1.

Any non-clergy personnel of the Diocese who admoifsloes not contest, or is
found guilty of an incident of sexual abuse shalilnmediately terminated
from employment and any position of responsibifiyhin the Diocese.

Where sexual abuse by clergy is admitted or ebdished after an appropriate
investigation in accord with canon law (degsential Norms for Diocesan
Policies Dealing with Allegations of Sexual Abus&mors by Priests or
Deacon$, the following will pertain:

a. The offending priest or deacon will be permanergiyjoved from
ministry for even a single act of sexual abuse wiigor. The
offending priest or deacon will be offered professil assistance for
his own healing and well-being, as well as forphepose of
prevention.

b. In every case, the processes provided for in céamemust be
observed, and the various provisions of canon lastrbe considered
(cf. Canonical Delicts Involving Sexual Misconduct andrbissal
from the Clerical Statel995; cf. Letter from the Congregation for the
Doctrine of the Faith, May 18, 2001). These priovis may include a
request by the priest or deacon for dispensatimm the obligation of
holy orders and the loss of the clerical statea mrquest by the Bishop
for dismissal from the clerical state even withth& consent of the
priest or deacon. For the sake of due processdtesed is to be
encouraged to retain the assistance of civil andmwaal counsel.
When necessary, the Diocese will supply carabmiounsel to a priest
or deacon.

C. If the penalty of dismissal from the clerical sthtes not been applied
(e.g., for reasons of advanced age or infirmityg, offender is to lead a
life of prayer and penance. He will not be pereditto celebrate Mass
publicly, to administer the sacraments, to weatich garb, or to
present himself publicly as a priest.



3. No priest or deacon who has had a credible allegat sexual abuse made
against him will be transferred to another diodeseesidence.

To Promote Healing and ReconciliationThe Diocese will reach out to every
person who has been the victim of sexual abusex@s@ by anyone acting in the
name of the Church, whether the abuse was reca&dcarred many years in the past.
This outreach will include provision of counselisgjritual assistance, support
groups, and other social services agreed uponéyyithim and the Diocese. In
cooperation with social service agencies and atherches, support groups for
victims/survivors and others affected by abuse elfostered and encouraged by the
Diocese and local parish communities.

The Diocese will respond promptly to any allegatrdmere there is reason to believe
that sexual abuse of a minor has occurred. Thestssgie Coordinator will aid in the
immediate pastoral care of persons who claim te heeen sexually abused as minors
by clergy or other diocesan personnel.

Through pastoral outreach to victims and their feasj the bishop will offer to meet
with them. This pastoral outreach by the bishopailso be directed to faith
communities in which the sexual abuse occurred.

XI. Standards of Conduct

A.

Diocesan Personnel in GeneralAll diocesan personnel who work within the enstie
of the Diocese of Springfield-Cape Girardeau atkeddy God to build up the body
of Christ in holiness and love. Their words, aetd demeanor toward each other and
toward those for whom and with whom they work skdawefflect the gospel message
of dignity, respect and obedience to the commandtsraithe Church.

Prevention through Proper Behavior relating to Mnors. All diocesan personnel
are to be prudent in relating to children and astmats. All diocesan personnel are to
be aware of behavior that could put a child or esloént at risk, or be open to
misinterpretation by others, or lead to sexual pnsict. Situations that could lend
themselves to opportunities for sexual miscondurcgven the perception of the
opportunity for sexual misconduct, should alwaysbeided. These situations
include: spending a night with a child or adoles¢erthe same accommodation,
having a minor as a sole companion on a trip, aticoally seeking out the
companionship of a particular child or adolescent.

Diocesan personnel working with, or in a superwismosition with minors, should
include the following among their personal standarficonduct:

1. Never touch a child or adolescent in an inappro@maanner.
2. Always avoid sexually suggestive comments and laggu
3. Being alone with minors other than in a professiaitaation should be

avoided. When alone with minors, the area shoulddservable to others.



4, It is always a safe practice to have two adul@nrarea where youth are

present.
5. Driving alone with a young person should be avoieeckpt in emergencies.
6. Any behavior which may be construed as an indicat@otential sexual

conduct (e.g., activities that involve physical tamt, such as wrestling,
tickling and other physical horseplay) should beided.

Policy adopted 1993; revised 2003, 2005, 2007



APPENDIX A

Sexual Misconduct Policy
of the
Diocese of Springfield-Cape Girardeau

Acknowledgment of Receipt
| hereby acknowledge that | received a copy of Slmxual Misconduct Policy of the Diocese of

Springfield-Cape Girardeau and that | have readriterstand its meaning, and agree to conduct
myself in accordance with the Policy.

Date:
Signed:
Background Questionnaire Concerning Sexual Miscondtt
1. Have you ever been convicted of a crime of sexbake, physical abuse, sexual harassment
or exploitation?
Yes No
2. Has any allegation or civil or criminal complaintee been made against you relating to
sexual misconduct, sexual abuse, sexual harasgmenrploitation or physical abuse?
Yes No
3. Have you ever terminated your employment or had ymployment terminated for reasons
relating to allegations of sexual misconduct, séxalause or physical abuse by you, or
relating to civil or criminal complaints for sexualisconduct or sexual or physical abuse
against you?
Yes No
4, Have you ever received any medical treatment, physor psychological, for reasons

involving your physical or sexual abuse of others?
Yes No

“I certify that the facts contained in this Questaire are true and complete to the best of my
knowledge and understand that falsified statemshtdl be grounds for dismissal. | authorize
investigation of all statements contained hereid aglease all parties from all liability for any
damage that may result from furnishing same to"you.

Signature

Dated this day of ,










APPENDIX C
DIOCESE OF SPRINGFIELD-CAPE GIRARDEAU
REPORT OF SUSPECTED SEXUAL MISCONDUCT
BY DIOCESAN PERSONNEL
Reported by:

(Name)

(Address)

(City/State/Zip)

(Telephone)
Date of Report:

Person suspected of misconduct:

(Name)

(Parish/School/Diocesan Institution)

(Address)

(City/State/Zip)

(Telephone)

Other person(s) involved:

(Name)

(Age) (Gender)

(Address)

(City/State/Zip)

(Telephone)



Describe incident of suspected sexual miscondachiding date, time, and location:

Identify eyewitnesses to the incident, includingnes, addresses, telephone numbers, where
available:

Other information which may be helpful to the intigation:




APPENDIX D

ADMINISTRATIVE CHECKLIST FOR EMPLOYEES

SEXUAL MISCONDUCT POLICY and
SAFE ENVIRONMENT FOR CHILDREN AND YOUTH

WHEN NEW EMPLOYEES ARE HIRED:

Refer to the Sexual Misconduct Policy, which begingpage 83 in the Dioces®olicies, Guidelines
and Proceduresook.

Employee signs copy of Appendix A (the combined Acknowledgmef Receipt and
Questionnaire Concerning Misconduct) indicating/lBehas read the Sexual Misconduct
Policy, understands its meaning and agrees to @bruself/himself in accordance with the

policy.

Employee completes a copy of Appendix B (Request for Ciilaise or Neglect/Criminal

Record);employer indicates Name Search (upper right-hand cornag,sends this form to

Missouri Highway Patrol. The Missouri Highway Ratsends a copy to the Division of
Family Services. Each agency returns a reportacethployer.

Employer places copies of Appendix A and Appendix B inla,fkept permanently. As a
guideline for filing:
For employees, file both forms in the personnel fil

Employer informs employee that she/he must attend the &af¢ Environment for Children

in-service offered in their areaEmployer must have a process in place to ensure that all
employees attend an in-service session.

Checklist for employee:

(To assist administrators in their responsibilidy @mployee compliance with the Sexual Misconduct
Policy.)



APPENDIX E

ADMINISTRATIVE CHECKLIST FOR VOLUNTEERS

SEXUAL MISCONDUCT POLICY and
SAFE ENVIRONMENT FOR CHILDREN AND YOUTH

FOR NEW VOLUNTEERS WHO REGULARLY WORK WITH CHILDREN

Refer to the Sexual Misconduct Policy which begingage 83 in the Dioces&olicies, Guidelines
and Procedure®ook.

Volunteer signs copy of Appendix A (the combined Acknowledgnhof Receipt and
Questionnaire Concerning Misconduct) indicating/sbdnas read the sexual Misconduct
Policy, understands its meaning and agrees to abiduself/himself in accordance with the
policy.

Volunteer completes a copy of Appendix B (Request for CAltdise or Neglect/Criminal
Record);institution indicates Name Search (upper right-hand corned sands this form to
Missouri Highway Patrol. The Missouri Highway Ratsends a copy to the Division of
Family Services. Each agency returns a reportearistitution.

Institution places copies of Appendix A and Appendix B inle, fkept permanently. As a
guideline for filing:
For volunteers, both forms should be maintaineohia file alphabetically by last
name.

Institution informs volunteer that she/he must attend the 8ak Environment for Children
in-service offered in their arednstitution must have a process in place to ensure that all
volunteers who work regularly with children atteamin-service session.

Checklist for volunteer:

(To assist administrators in their responsibildy Yolunteer compliance with the Sexual Misconduct
Policy.)




APPENDIX F

Sexual Misconduct Allegation Complaint Receipt Form
Diocese of Springfield-Cape Girardeau

Date:

Beginning time: Ending time (if applicable):

Who received complaint:

How was complaint received (circle one): Telephbn®. Mail E-Mail Other

Complainant: Name:

Address:

Telephone number:

Date of birth:

Maiden name or other names used (if applicable):

Is complainant the victim (circle one): Yes o N
If no, whom is complainant representing:

Name of victim: Date of birth or current age

Address of victim:

Is victim willing to be contacted (circle one): ¥e No

Where and when did complainant become aware ddltbged sexual misconduct:

Was the complaint previously made known to somexse (circle one): Yes  No
If yes, to whom and when:

Nature of the alleged sexual misconduct — any hébjdtails:

Against whom is allegation directed (circle on&lergy Employee Regular Volunteer Other
Name of accused:

Position held:

When did allegation allegedly take place (dataraeframe):

Where did allegation allegedly take place:

Relationship between victim and accused at timalefed sexual misconduct:

Was complainant advised of right to call law en&mnent (circle one): Yes  No
Was complainant advised of name of Victim Assista@oordinator (circle one): Yes  No

Was complainant advised of the church social sesvavailable to them (circle one): Yes  No

What are the expectations of the complainant:



DRIVER AND VEHICLE SAFETY POLICIES

Definitions: "Employees" as used in this policyane those persons paid by the parish, school, or

1.

diocese whose duties either primarily or redulerquire the driving of parish
or diocesan school buses, vans, and cars.

"School Bus" is any motor vehicle, whether puplimr privately owned, used to
transport students to and from school or tospant pupils properly
chaperoned to and from any place within theedtat educational purposes.

Prospective employees shall complete a staraggplication prior to their employment. This
form shall include a complete driving history twe tapplicant.

A motor vehicle record check shall be run dpadspective employees prior to employment.
No one shall be hired as a driver who has anfi@fallowing citations or convictions in the last
three years:

a. driving under the influence of alcohol or dsug

b. hit and run

C. failure to report an accident

d. negligent homicide arising out of the use af@tor vehicle

e. operating a vehicle during a period of susjpensr revocation
f. using a motor vehicle for the commission déélany

g. operating a motor vehicle without owner's autl (grand theft)
h. permitting an unlicensed person to drive

I reckless driving
J- speed contest (drag race)
K. any combination of at-fault accidents and mgwiolations which total three

Current employees who incur any of the abotaions or convictions shall be immediately
terminated as a driver.

Employees who cause an accident or who ardvieston more than one at-fault accident in one
year, or who are cited for two or more moving at@ns within a year shall be required to
attend a defensive drivers course as a condificortinued employment as a driver. This
course must be completed in 90 days from the afatee occurrence. Documentation of
attendance must be provided to the employer.

Parishes and schools shall require that emptogemply with all applicable state laws
concerning drivers' licenses. A separate fileldf@maintained on each bus, van, or
parish/diocesan vehicle driver to evidence compkawith all state and federal requirements.
Inspection of those files will become a standaad pf each inspection made by the diocesan
insurance company inspectors and of the self ctgpereports
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6.

10.

11.

In general, the parents or legal guardians of@es under the age of 21 have primary
responsibility for arranging transportation to ipay diocesan, or school sponsored activities.
Therefore, if the diocese, parish or school dagsrrange transportation for a sponsored event,
the church and the organization involved shalétak responsibility for arrangements made by
parents or legal guardians.

When the diocese, parish or school does arrangdrdasportation for a sponsored event
(whether by chartered vehicle, church owned vehi@r volunteer private vehicle), the
written consent of parents or legal guardians nigstobtained by the church organization
involved and kept on file.

School personnel do not have authority to peamyione under the age of 21 to serve as drivers
for any school sponsored activities either durorgafter school hours. School sponsored
activities include, but are not limited to, fietdps, sports games and practices, academic
events, and other occasions where attendancetaripation is mandatory.

Parishes and diocesan agencies or organizadiaisnot permit anyone under the age of 21 to
serve as drivers for any sponsored activities e/tiensportation is arranged by the agency or
organization.

All volunteer drivers shall first sign an agment setting forth the policies and procedureseto b
followed when driving on behalf of the parish, ckse, or school. These should be reviewed,
action taken as necessary, and placed on fifari§h, diocesan, or school personnel (other than
those defined as employees at the beginning sfpblicy) drive for a sponsored event, it shall
be mutually understood that they are acting oslya@unteer drivers.

The number of passengers a vehicle carridk reitaexceed the number of seatbelts available.
All passengers shall occupy a seat (no standBegtbelts shall be worn in all vehicles which
are equipped with them.

The use of 10-15 passenger vans to transhidren or adults on parish or school sponsored
events is totally prohibited.

RECOMMENDATIONS

1.

2.

A preventive maintenance program should be eyepl for parish or diocesan owned vehicles.

Formal periodic inspections should be made aochevehicle and a record kept of each
inspection.

Even though state law may not require a spécelse for volunteer drivers, it is strongly

recommended that, before volunteers are allowegéoate a vehicle for sponsored events, their
driving records be checked to eliminate any whmess history would make them a poor risk.
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The following transportation agreement is made 1ty laetween

DIOCESE OF SPRINGFIELD-CAPE GIRARDEAU

VOLUNTEER DRIVER'S AGREEMENT

and (the Transporter),

of

(city), Missouri.

By our signatures it is agreed that:

1.

All vehicles used for transportation of indivals shall be designed for enclosed passenger
transportation, shall be licensed according tosklisi law, and shall display a current state
safety inspection sticker.

Transporter warrants that he or she has a Madouri Operator's License; that the driver's
license number supplied in this Contract is fat ficense; that he or she has no other vehicle
operator's license and has never had such adicamceled by Missouri or any other state of
entity.

The use of 10-15 passenger vans to transpitdte or adults on parish or school sponsored
events is totally prohibited. In all cases the bemof occupants in passenger vehicles shall be
no more than the number of seatbelts available.

No one under the age of 21 shall be permitiexperate the vehicle.

The Transporter agrees to abide by the DiocBsaer and Vehicle Safety Policies and
warrants that he or she is carrying at least timenmum vehicle liability insurance required by
the State of Missouri.

Upon compliance with the above requirementsiamdnsideration of the fact that the
Transporter is volunteering his or her time withe@muneration, the Diocese of Springfield-
Cape Girardeau shall provide excess liability insge coverage while the Transporter is
operating vehicles in compliance with the purpase terms of this Agreement.

By signing this contract, Transporter authaittee diocese, parish, or school to check with all
available state agencies regarding the validiffrahsporter's license and Transporter's driving
record. Transporter agrees to cooperate with anghvestigation and provide any necessary
information to enable a license check to be made.

IN WITNESS WHEREOF, the parties have executed alidered this Agreement as of the day and
year listed on the reverse side.

2/05



VOLUNTEER DRIVERS AGREEMENT (Cont'd)

(Please Print)

Name of Driver Birthdate
Address

Driver's License Number State Issued

Vehicle Year/Make/Model License Plate

Insurance Company's Name

Policy Number Expiration Date

Are you_currentlyinsured with at least the minimum liability insucarequired by Missouri?
Yes No

Have you received any tickets for moving violati@amshe past five years?Yes No
If yes, how many

Please provide any information you think necessary.

Please be aware that as a volunteer driver, yauramce provides the primary coverage in case of an
accident. There is a policy that offers additiolnatbility protection should a claim exceed the lisnof
your policy.

Thank you for helping us with our transportation resls.

Date

Signature of Volunteer Driver

Signature of Diocesan/Parish/School Representative
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PARISH NAME

DRIVER'S LOG FOR
(Vehicle) Year Make Model License Number

Return to at the end of trip.

Telephone Number:

Issued to: Date:

For Trip to: Time Out; Time In:

Ending Mileage:

Beginning Mileage:

TOTAL MILEAGE

Items to Check BeforeTrip: Comments:
Oil Level OK NO
Coolant Level OK NO
Inspect Spare Tire and Jack OK NO
Turn Signals and Lights OK NO
Tires (Pressure, Wear) OK NO
Condition of Interior OK NO
Condition of Belts and Hoses OK NO

Other Comments about Vehicle Befdnep:

Comments about Vehicle Aftdirip:

Driver: If your pre-trip check reveals a serious problem, please notify the person named at the top
immediately. Thank you for your help!

In case of emergency call: at #
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