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“Children are among God’s greatest gifts.  They are to 

be loved and nurtured by parents and, indeed by each 

and every one of us.  We have the solemn and sacred 

duty to keep our children safe from harm and to cherish 

their well-being.”1 

 

 

 

To keep the young and vulnerable safe from harm in 

the Diocese of Whitehorse, the protocol Taking Care of 

God’s People was developed.  It establishes standards 

and safeguards to ensure that everyone who 

participates in ministry activities  

feels safe and protected. 

Abuse and negligence directed toward the young and 

vulnerable are universal victimizers.  Incidents and 

allegations of abuse and neglect will wreak havoc in 

the lives of individuals, families, communities, and the 

church and its ministers 

The Diocese of Whitehorse is unconditionally 

committed to eradicating harm to all concerned 

through compliance with these policies. 

 
1Vincent Travers, O.P.  A New Vision – A New Dawn, St. Martin Publications, 2010, p. 1 
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SECTION I:   

UNDERSTANDING AND ASSESSING RISK 

 

INTRODUCTION: 

 The Diocese of Whitehorse, like other Canadian Catholic dioceses, has developed a 

protocol to create a safe environment for children, youth and vulnerable adults who participate in 

church activities.  This protocol guides staff and volunteers (often referred to herein as ‘paid and 

unpaid personnel’ or simply ‘personnel’) in ministry positions in clearly understanding the 

behaviors which can place all concerned at risk.  The protocol has been structured to address the 

risk present in all parish ministry positions, though it is accepted that some ministry positions 

have a higher degree of risk than others.  Further, all ministry activities carry a higher degree of 

risk when they involve regular contact with children, either one-to-one or in a large group 

setting.  Ministry activities and positions in the diocese have been analyzed and rated considering 

the degree of risk to participants and to paid and unpaid personnel. 

 

STOP HIGH RISK ACTIVITIES 

Stop immediately all activities that expose children and youth, and vulnerable adults (ill, 
impaired, frail elderly, or persons experiencing mental or emotional anguish) to a high risk of 

harm from physical or sexual abuse during church ministry activities, as follows: 

 where there is only one adult present; 

 when the setting is isolated; 

 where the participants are children, youth or vulnerable adults who are dependent on 
church personnel in the setting or circumstance; 

 where the activity involves physical proximity; and, 

 where the setting is emotionally charged. 

 
Stop immediately all church activities that place all church personnel where allegations of 

impropriety, neglect, or physical and sexual abuse may ensue. 

 

Ensure that two adults are present in all church related activities which fall into the high-risk 
categories listed above.  When it is impossible to have two objective adults present, church 

personnel are to be seen and heard, by leaving doors to meeting rooms open, and by using public 

spaces with high visibility.   In the circumstances where the number of adults present cannot be 
made acceptable, consider alliances with on-call community safety personnel, such as police, 

health clinic and nursing staff, firefighters, or counsellors.  These professionals are also to be 
called upon in the matter of giving drives and rides at all times, due to the potential for 

allegations of impropriety and abuse in vehicles. 

 
It is imperative to develop awareness of all ministry activities  and plan in advance to 

minimize risk. 
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RISK FACTORS:  

 After elimination of high-risk activities, and planning in advance for safety at all 

activities involving children, youth and vulnerable adults, it is imperative that all diocesan 

personnel know and understand the factors to be taken into consideration in analyzing risk in 

ministry activities.  The factors to be considered are:  participants, settings, activities, 

supervision, and the nature of relationship(s) in the activity. 

 

Participants: 

 Participants who are either permanently or intermittently in the high risk category 

include the following: 

 infants, toddlers and children; 

 adolescents to age 18; 

 persons who are physically disabled, emotionally distraught, or mentally delayed; 

 persons not familiar with the predominant language and culture; 

 persons with impaired communication skills; 

 persons with acute or chronic mental health diagnoses; 

 persons suffering from addiction or impairment due to alcohol ingestion, prescription 

drug misuse, or illegal drug use; and, 

 persons who are considered frail or demented elderly. 

Participants age 19 years or over and clearly self-determinant (not subject to undue influence 

from peers or other adults) involved in church-related activities are considered to be in medium 

to low risk categories.  Ministry personnel, when considered as participants in church-related 

activities, are also subject to risk analysis.  A lengthy list and assessment of ministry positions is 

attached to this document, and to be found in Appendix A. 

 

Settings: 

 The isolated nature of communities and diversity of resources in the Diocese of 

Whitehorse are fundamental elements which pose challenges to managing risk in physical 

environments used for church activities.  High risk settings are considered to be: 

 isolated locations and buildings with limited telephone or radio communications; 

 rooms without windows; 

 private homes or living quarters; 

 motor vehicles; 

 camps and recreation centers; 

 retreat centres; and, 

 remote outdoor worship areas such as shrines, grottos or labyrinths. 

A large meeting room or hall where others are present provides a medium to low risk setting for 

participants and personnel.  It is important to consider, however, that any setting where only one 

member of personnel is present (with or without the expectation of other persons arriving) falls 

into the category of working alone, and thus raises a standard for safety.  Arrangements for 
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working alone in any setting should include regular telephone contact, if feasible, and pre-

determined times for entering and exiting an isolated or unstable environment. 

 

Activities: 

 Outside of regular, planned, group activities, there exist some actions which can only be 

characterized as ad hoc, but by their very nature are considered high risk actions, as follows: 

 physical contact with children, youth, and vulnerable adults where touching may be 

involved, such as in the case of a medical emergency.  If the diocesan personnel are 

qualified and certified First Aid, AED (Automated External Defibrillator) or First 

Responder trained, they must identify themselves as such before touching.  Otherwise, a 

general observance is:  “If the bathing suit covers the area, it is considered a private 

area.”, and the requirement for two adults present is in effect; 

 lifting or moving hospitalized persons or frail elderly persons; 

 one-to-one interactions; and, 

 counselling and advice-giving. 

In Section III of this handbook, there will be a further exploration of the importance of 

establishing and maintaining confidentiality where personal, financial, personnel or corporate 

information is involved.  It bears mentioning, however, that possession of confidential 

information is a high risk activity, particularly as it concerns: 

 financial materials such as cash, cheques, parish monies,  and fundraising proceeds; 

 church property and assets; and, 

 personal and private information. 

The activity undertaken in regular ministry outreach with high risk potential is that of 

overnights.  Within the context of routine ministry work, including youth outreach, retreats, 

outward-bound type adventures, it is required that such events, if deemed absolutely necessary, 

be cleared with the Bishop and his consulters on an event-by-event basis.  At the Bishop’s 

discretion, extra supervision, signed waivers, and other conditions may be imposed to satisfy 

concerns.  If possible, ministry personnel considering such overnight activities should seek to 

hold the event at an accredited camp or facility, and comply fully with the camp’s requirements 

for safety.  Under no circumstances should any person, in any condition, spend an overnight with 

any member of diocesan personnel unless there is no safe alternative to doing so. 

 The majority of ministry activities, such as Mass, Rosary, prayer groups, large group 

instruction and parish community meals are considered medium to low risk undertakings. 

 

Supervision: 

 The evaluation of supervision takes into account both the adult, responsible control of the 

activity or event, and the quality of documentation which accompanies an activity or event.  A 

high risk activity is one where little or no supervision is present, and no documentation exists.  

A medium to low risk event is one which includes parental supervision and collaborative events 

with schools, health clinics, or police detachments.  Documentation includes a brief description 
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of the activity in a log or day book, including the number of adults and children present, and any 

comments and feedback received regarding the activity.  A simple and quick reporting form 

entitled Take 30 on the 30th can be found in Appendix B-1 of this document. 

 

Nature of the Relationship(s): 

 Individual diocesan personnel at work in ministry and outreach inevitably form 

relationships with community faithful, volunteers and aides, and participants in church-related 

activities.  These relationships are considered high risk if they include: 

 circumstances where church personnel have a high level of influence; 

 circumstances where there is a high level of intimacy; 

 situations where a relationship is on-going and contact is more frequent than would be 

reasonably expected; and, 

 situations where private, one-to-one meetings are routinely sought and achieved. 

In ministerial situations, relationships are medium to low risk if they are short-term, non-

intensive, non-intimate, or more general, as with a group rather than an individual.  It is 

particularly helpful if diocesan personnel have a personal acceptance and understanding of the 

harmful effects of gossip, rumour and innuendo, as well as, a working knowledge of the concept 

of ‘Aboriginal lateral violence’ as these dangerous and hurtful activities have impact on 

relationships. 

 

SUMMARY: 

All diocesan personnel share a common desire for worthwhile, meaningful and fulfilling 

ministry.  Within the context of a shared vision of evangelization, alongside real effort to 

accompany the faithful on their spiritual, worldly journey there will always be risk as well as 

reward.  It is impossible to compile an exhaustive list of high risk behaviors and activities.  It is, 

however, possible to minimize and eventually eliminate harm to all concerned with thoughtful, 

well-planned and coordinated church-related activities.  This section of Taking Care of God’s 

People points out some key high-risk situations and invites creativity in developing ministerial 

activities which are safe and respectful to all.  A more detailed list of vulnerable persons in 

vulnerable situations is attached to this document in the second section of Appendix B-2. 
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SECTION II:   

PROTECTING PERSONNEL RESOURCES 

 

INTRODUCTION: 

 As noted previously herein, allegations and incidents of impropriety, abuse and 

negligence are universal victimizers, sweeping up all concerned into a storm of pain and 

destruction.  The personnel resources in any organization are, at once, the chief asset of the body, 

as well as the premier risk to the organization.  In light of that reality, the Diocese of Whitehorse 

is resolved to both protect its personnel and demand accountability from each and every member 

of the personnel complement, paid and unpaid.  To accomplish that goal, diocesan leadership 

relies on the full participation of all in the circuit which surrounds the tenure of every paid and 

unpaid person in ministerial service. 

 The full circle of personnel management requires attention to detail through the following 

steps:  application, interview(s), screening, verification, selection, matching, orientation, on-

going training, documentation, and exit notation. 

 

Application: 

 All diocesan personnel are required to submit an application, letter of intent, or similar 

document.  The Application for Lay Missionary Work in the Diocese of Whitehorse as well as the 

Profile for Ministry Information Form are samples of same, and included in Appendix B-3. This 

initial documentation establishes an intentional relationship between the applicant for ministry 

and the diocese, and forms the foundation of a formal, business and professional connection 

between parties.  For priests seeking to serve in the diocese, a more extensive document is 

required, a sample of which can be found in Appendix B-4.  Once this initial application process 

is complete, a more intensive scrutiny of an application begins, and aspirants must keep in mind, 

throughout the process, that the Diocese of Whitehorse is under no obligation to place an 

applicant in a position. 

 

Interview(s): 

 The Application for Lay Missionary Work in the Diocese of Whitehorse as well as the 

Profile for Ministry Information Form contain preliminary information which will guide the 

Bishop of the Diocese in making early telephone or in-person contact with the applicant, to 

clarify or follow-up information, and to sketch possibilities for placement.  Foremost among the 

topics under discussion during the interview phase will be the subject of physical isolation.  As 

many of the mission centres in the Diocese of Whitehorse are located in remote communities, 

with unpredictable roads for travel, and few other modes of transportation, a candidate for 

ministry will be asked to consider, at length, his/her personal attitude toward isolation, as well as 

some of the conditions (limited health care possibilities, limited supplies for purchase, and the 
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lengthy travel time needed to accomplish simple personal and professional tasks) in isolated 

communities. 

 

Screening: 

 Details contained in the Application for Lay Missionary Work in the Diocese of 
Whitehorse and the Profile for Ministry Information Form initiate the screening process.  
Screening is the key feature of risk management among personnel, paid and unpaid, in that it 

demands a high level of accountability and credibility from the applicant for ministry, and that 
accountability must be verified. Screening procedures must be complied with.  If an applicant 

wishes to work with persons in the vulnerable sector and refuses to comply with any of the 
accepted procedures, or if they have criminal, physical or sexual abuse violations, they will not 
be allowed to work with children, youth or vulnerable adults within the Diocese of Whitehorse.  

  Reference checks are a critical part of evaluating the suitability of potential ministry staff 
and volunteers who will be working with children, youth and vulnerable adults.  Reference 

checks are, in most cases, more important than criminal record checks since the majority of 
people who abuse the young and vulnerable do not have criminal records. 
 Any person who works with children, youth or vulnerable adults and is from another 

parish, or has been attending church in the community for less than a year will have two 
reference checks done.  The pastor or administrator overseeing the parish, mission or program in 

which the person desires to minister will make the appropriate reference checks, document the 
findings, and file material confidentially. If the reference checks are unfavorable towards the 
applicant, the priest in charge of the parish or mission will review the reference checks with the 

Bishop.  Together they will make a final decision regarding the applicant’s suitability to work 
with children, youth or vulnerable adults. 

 A criminal record check will be conducted for all applicants.  Criminal record checks 
must be conducted for volunteers who work with children, youth and vulnerable adults at the 
diocesan or parish level.   A criminal record check is subject to renewal every five years. 

 Applications for criminal record information are available at local RCMP detachments, or 
police/justice departments.  The applications are:  1) Consent for Disclosure of Criminal Record 

Information, and 2) Criminal Records – Consent for Check For A Sexual Offence For Which A 
Pardon Has Been Granted Or Issued. 
 While criminal record checks are useful, it is important to note that they have limitations: 

 Record checks only identify convictions, charges, and conditional discharges. 

 A person may have been repeatedly investigated for suspected child abuse without being 

charged and convicted.   

 Convictions from other countries are not available for review. 

 Convicted offenders can apply for pardons after a specified crime-free period and pardoned 
convictions cannot be revealed. 

 As noted for persons immigrating to Canada to work in the diocese, a record will not, 

most likely, exist in Canadian files.  Therefore, a search through the country of origin’s files is 

required, in the Department of Justice, FBI, Interpol, or some like law enforcement bureau.  

Applicants can expect reasonable reimbursement for expenditure on securing a criminal record 

check, both initially, and in regular updates, which are, as noted, recommended every five years. 
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 During the screening phase, there is also an expectation that applicants will respond to 

questions regarding whether or not they have ever been implicated in financial mismanagement 

of any kind.   

 Finally, screening includes permissions such endorsements as:  permission of religious 

community, permission of parent or guardian in the case of a minor, permission to be outside of 

a home country, permission to be resident in Canada, permission to work lawfully in Canada, 

etc.  A complete listing of the screening documents can be found in the second segment of 

Appendix B-5 

 

Verification: 

 Applicants must understand that all materials forwarded to the Diocese of Whitehorse 

will be kept confidential, but all materials will be verified by a diocesan authority.  Most often, 

the responsibility for such verification lies with the Bishop, the Vicar General, or the Chancellor. 

 

Selection: 

 The selection of suitable personnel for ministerial work in the diocese is both complex 

and sensitive.  A combination of comprehensive application materials, complete screening 

documents, and interview outcomes, forms the basis for a decision to select an individual for 

ministry in the Diocese of Whitehorse.  Throughout the process, it must be acknowledged that 

the diocese is under no obligation to select or place a candidate at the time of initial application.  

It must also be kept in mind that there is limited administrative support in many of the parishes in 

the diocese and in the diocesan office, and though the process of selection will be carried out to 

its conclusion, the time taken may be longer than expected. 

 

Matching: 

 In order to predict a reasonable standard of peace and satisfaction in ministerial work, 

great care is taken to match an applicant with a need.  Most often, there will be consideration of 

an individual’s personality and demonstrated abilities, as well as capacity to meet the needs in 

the community to which he/she is assigned.  There is less latitude in the appointment of clergy, 

though personal characteristics will be taken into account.  Of critical importance in the 

matching of prospective unpaid personnel (volunteers) at both the diocesan and parish levels is 

the skill level of the candidate, as well as personality, ability to work as part of a team, and 

flexibility in adapting to varied situations. 

 

Orientation: 

 All successful applicants for personnel positions (paid and unpaid) in the Diocese of 
Whitehorse will receive an orientation to such things as: location of the mission, diocesan norms, 
communication and networking paths, conditions of employment, and any other circumstances 

pertinent to placement.  All personnel who work with children, youth and vulnerable adults will 
be required to attend an orientation session on abuse prevention policies, as well as any updated 

procedures.   
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On-going Training: 

 The vast geographical area of the Diocese of Whitehorse requires all personnel to take 

responsibility for their own training, formation and development.  Ministerial personnel should 

attend, as often as possible, the twice-yearly ‘Pastoral Study Days’ sessions organized at a 

central location.  In addition, such liturgical events as the ‘Mass of the Holy Chrism’ lend 

themselves to gatherings of diocesan personnel, as do visiting guest speakers and scholars. 

 With the availability of internet connections in all communities, personnel have access to 

on-line training and education, as well as timely reports of activities and events in the church at 

large and the world. 

  

Documentation: 

 A full listing of personnel documents to be kept on file in the diocese or parish is 

available in Appendix B-5.  For paid personnel, the requirements are more extensive than for 

volunteers, but each group must have, as a minimum, the following application and screening 

documents:  application (in some acceptable format), criminal record check, and signed 

Covenant of Care.  For its part, the Diocese of Whitehorse is committed to keeping all personnel 

information confidential, limiting access to personnel files to the Bishop, Vicar General or 

Chancellor, and not releasing any personal information from files unless compelled by law. 

 

Exit Notation: 

 In order to complete the circuit of responsible management of personnel (paid and 

unpaid) each person who spends time in the diocese will have an ‘exit notation’ recorded at the 

time they leave the area.  The notation may be as result of a formal interview with notes taken, or 

an informal contact.  In most corporations, at this time, requests for references when moving to 

new employment are considered, but the actual information returned in a written reference may 

be limited to actual dates of employment/assignment. 

 

Volunteers (Unpaid Personnel): 

 Given the small size of the diocese and the even smaller size of some of the parishes and 

missions, it may not always be possible for volunteers to attend orientation sessions or 
participate in on-going training.  The Pastor or Pastoral Administrator in charge of the parish or 

mission must ensure that volunteers are fully familiar with the Taking Care of God’s People 
protocol, have submitted simple paperwork, and signed a Covenant of Care.  In the remote or 
unstaffed missions, the Bishop of the Diocese will make certain that the volunteers have read all 

the necessary directives and have signed the commitment forms.   
 

SUMMARY: 

 The ultimate intent of all personnel management practices in the Diocese of Whitehorse 

is the maintenance of a safe and secure environment for both personnel and participants in 

church activities. 
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SECTION III:   

RECORD KEEPING AND REPORTING 

 

INTRODUCTION: 

 The safety protocol in the Diocese of Whitehorse – Taking Care of God’s People – is 

only as comprehensive and effective as the records and reports which backs it up.  Should a 

critical incident take place, a verbal or anecdotal summary of events is unlikely to satisfy legal 

requirements.  Many who feel called to the great work of ministry are reluctant to dedicate any 

time to keeping even a brief record of events and activities, and struggle with the necessity to do 

so.  Regretfully, however, the inappropriate behavior of an elusive few at work on behalf of the 

church has driven all church personnel to a stricter standard of reporting. 

 In its simplest form, regular record-keeping must contain a minimal account of day-to-

day activities, and regular reporting, in its non-urgent format, ensures that the diocesan office 

has the information it needs to substantiate claims of compliance with safety policies.  Urgent 

reporting, as in the matter of critical incident reporting, has a more formal structure, and will 

be of important for reference in the diocesan office. 

 Regardless of the nature of the information collected, kept and exchanged, it must be 

governed by federal, territorial or provincial statutes guiding privacy of person and personal 

information.  A further reference to this legislation can be found in Appendix B-3. 

 

REGULAR RECORD-KEEPING: 

 Regular record-keeping need not be a daunting task.  Considering the routine of daily 

tasks in many small mission communities, it may be appropriate to keep a loose-leaf type folder 

with monthly index tabs or alphabetical tabs.  Regular messages from the diocese, as well as 

correspondence, announcements and informative reading are but a few of the materials to be 

filed.  In addition, a simple record of activities needs to be kept. The format in a Liturgical Desk 

Diary (available for purchase) supports these kinds of notations, and offers pertinent liturgical 

and worship information.  Alternately, a format such as Take 30 on the 30th, to be found in 

Appendix B-1, is a one-half hour record completed on the last working day of any month and 

filed. 

 It would be unlikely that a small centre would have extensive personnel files, though the 

three required documents (application/profile, criminal record check and Covenant of Care) 

must be retained on hand, kept in a secure location and copies filed at the diocesan office. 

 

REGULAR REPORTING: 

 Regular reporting to the diocesan office is not a priority at this time in the Diocese of 

Whitehorse.  At some future point, however, there may be requirements to submit regular reports 

of activities.  Financial reporting, as well as anecdotal summaries of activities and special events 

are helpful at the diocesan office in matters of grant applications, fundraising, and promotion of 
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missionary outreach in northern regions.  Diocesan personnel are to be prudent in selecting 

information, and, especially, photographs, for such public consumption, and be particularly 

attentive to seeking written permissions to use information and photos of persons who fall into 

the ‘vulnerable persons’ category.   

 Currently, outside of the weblog posted by the Bishop of the Diocese, it is not 

recommended that diocesan personnel post any ministerial information on public, electronic 

sites. It is strongly recommended that church personnel limit internet and e-mail applications, 

particularly those concerned with one-to-one meetings and private, personal correspondence.  

Diocesan personnel are further reminded that all visits to websites are traceable, and should the 

seizure of an individual’s personal computer be compelled by law, all records of website visits 

may be used to imply improper behavior. 

 It is incumbent upon all personnel to remain in close and frequent telephone, e-mail, and 

personal contact with the diocesan office and other personnel.  A supportive network of persons 

working in similar missions and with similar populations is a strong asset in a vast territory, and 

among isolated communities. 

 

CRITICAL INCIDENT REPORTING: 

 The true test of compassion and concern within a church community will take place when 

a critical incident occurs.  As mentioned previously, these situations take the form of allegations 

and accusations, or actual incidents.  The following procedures are presented to address 

situations which may occur during church activities in which a child, youth or vulnerable adult is 

involved in an accident, becomes ill, or is involved in an unusual occurrence.  The procedures 

also cover disclosure or suspicion of abuse, neglect or impropriety, where diocesan personnel are 

not considered the perpetrator, but receive the report and are required to act on the disclosure. 

See Appendix D for legislative mandates covering the ‘duty to report’. Lastly, in cases where a 

suspected abuser is ministry staff or a volunteer, the reporting procedures and subsequent actions 

are outlined. 

Accidents, Illnesses, Unusual Occurrences: 

 When a child, youth or vulnerable adult is participating in a church activity and is 

involved in an accident, becomes ill or is subject to an unusual occurrence, an Incident Report 

Form must be filled out and given to the Program Coordinator, with copies to the Pastor or 

Pastoral Administrator, and, if requested, to the diocesan office.  A copy of the Incident Report 

Form can be found in Appendix B-2. 

 

Disclosure or Suspicion of Abuse, Neglect or Impropriety: 

Part A:  Cases Where the Suspected Abuser is NOT Church Staff or Volunteer 

 

When a child discloses abuse to church staff or volunteers, observe the following procedure: 

 

1. Believe the child.  For most children sexual abuse is not a fantasy. 
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2. Listen openly and calmly: 

 Try to avoid asking questions.  Do not interview the child. . 

 Nod understandably as the story is told. 

 Do not judge or be disparaging of the child or the abuser. 

 Do not attempt to examine the child for physical injury. 

 If you believe medical aid is required, immediately call EMS, or facilitate 
transportation of the child to an emergency department or nursing station. 

 Try to provide privacy in a low risk setting where you are listening. 

 Remain calm and supportive.  You may be overwhelmed by your own feelings, but 

you must put them aside and be available emotionally for the child. 
 

3. Reassure the child: 

 Let the child know that he or she did the right thing by telling you. 

 Let the child know that he or she is not the cause of the problem and is not to blame. 

 Be honest with the child.  Do not make promises you cannot keep.  An abused child is 

a child who has been betrayed by adults.  Do not continue that betrayal by promising 
the child something you cannot do. 

 Do not promise confidentiality.  You cannot keep the disclosure a secret.  Others, 
who will help the child, need to know. 

 Tell the child you will do your best to help. 
 

4. Determine if the child is in immediate danger: 

 You must not let the child return to a situation where there is any perception of 
further injury or abuse.   

 If you fear the child is in danger from the abuser or of suicide, contact the police 
immediately.   

 There is legislation which requires you to do this, and which saves you harmless if 
your initial assessment is not accurate.  See Appendix D. 

 

5. Document the disclosure on an Incident Report Form. 
 

6. Report the child’s disclosure immediately to: 

 

 In the Yukon:  Family and Children’s Services Branch, Dept. of Health and Social 

Services, at the number to be found in the blue pages of the telephone directory. 
 In BC:  Ministry of Children and Family Development, at the number to be found in 

the blue pages of the telephone directory. 

 Local police. 
 

7. If the person suspecting the abuse reports the disclosure to the Program Coordinator, the 
Pastor or Pastoral Administrator; the Program Coordinator, Pastor or Pastoral 

Administrator will immediately report the incident to the above-named agencies and 
notify the diocesan office. 
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8. Documentation must be shared with investigating officials.  One copy will be kept on file 
at the church in a secure filing cabinet.  It is the responsibility of the government 

departments and the police to investigate a report of suspected child abuse.  Church 

staff and volunteers are not involved in the investigation.  In all cases, church staff 

and volunteers will cooperate fully with investigating agencies.  
 

Disclosure or Suspicion of Abuse, Neglect or Impropriety: 

Part B:  Cases Where the Suspected Abuser IS Church Staff or Volunteer 

 When a child discloses information to church staff or volunteers regarding abuse or 

alleged abuse by ministry staff or volunteers, the person receiving the disclosure must observe 

the following procedures: 

 

1. Follow the above steps listed in Part A: 1-8.   
 

In addition, the next necessary steps are taken: 
 

2. The Pastor or Pastoral Administrator, Program Coordinator or person to whom the 
child disclosed the information will notify the Bishop’s Delegate of the situation.  The 

Bishop’s Delegate will notify the Advisory Committee.  Time is of the essence.  See 
Appendix C for further information on the role of the Bishop’s Delegate and the 
Advisory Committee. 

 

3. If the Bishop’s Delegate is not available, the Deputy Delegate assumes the role. 
 

4. It is the responsibility of the investigating agencies to contact the parents or 

guardians.  
 

5. The Bishop’s Delegate will find out who is conducting the investigation on the part of 
the government or the police and request feedback be given about the case as soon as 

possible. 
 

6. The church, in consultation with the investigating agencies, will attempt to reach out 

to the victim and the victim’s family by showing care and supportive help to prevent 
further hurt.  Whatever pastoral resources are needed will be extended.  

 

There are further steps to be taken when the suspect is a member of diocesan personnel, or 

ministry staff or a volunteer in a parish community: 
 

7. The Bishop shall immediately remove the ministry staff worker or volunteer from all 

ministry positions until the investigation is completed. 
 

8. If the ministry worker is a paid church employee, the Bishop will make arrangements 
to either maintain or suspend the worker’s income until the allegations are cleared or 

substantiated. 
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This policy will also apply to ministry staff and volunteers who are implicated in abuse, neglect 
and impropriety in other places of employment, volunteer commitments, family situations or 

other circumstances, but only so far as their association with the Diocese of Whitehorse or its 
member parishes is concerned.  

 

Media Relations:  
 In an era of ‘instant communications’ the handling of information surrounding an alleged or 

actual incident of abuse, neglect or impropriety is critical.  Every member of diocesan personnel must 
have a familiarity with the steps to take to protect the privacy and dignity of all concerned, and such 

general information can be found in Appendix F.  There are, however, procedures to be strictly 
observed in the Diocese of Whitehorse, as follows: 

   One person from the Advisory Committee will be appointed to act as the contact person with the 

media, and called the ‘official spokesperson’. 

 The official spokesperson will observe guidelines for media relations, such as: 

o Protecting the right of the accused to a fair trial; 
o Protecting the ability of the state to proceed to trial; 

o Giving the media as much general information as possible, while protecting the 
dignity and privacy of all concerned; 

o Being available; 

o Telling the truth; and, 
o Offering background material such as the nature and application of Canon Law, 

canonical processes, the hierarchical levels in the Church structure, protocol for 
safety and level of compliance; and other background information pertinent to the 
situation. 

 

SUMMARY: 

 It must be reiterated that the accomplishment of a safe environment for personnel and 

participants in all church activities in the Diocese of Whitehorse is everyone’s responsibility.  

Regardless of an individual’s bias or history, it is imperative that planning, observing accepted 

procedures, and maintaining credible records be accepted parts of day-to-day routine. 
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APPENDIX A:  MINISTRY POSITIONS         

RATED BY RISK 
 

INTRODUCTION: 

 It is impossible to compile an exhaustive list of ministry positions, both paid and unpaid, 

and calculate the risk involved in the role.  It must always be kept in mind that any and every 

ministry position becomes high risk when children, youth, and vulnerable adults are present, 

and whether or not they are accompanied by parents, guardians, or another objective adult.  In 

addition, church personnel in small communities and missions hold multiple ministerial 

positions, and such varied roles place them in high risk situations with greater frequency.  

 In addition to diocesan staff and volunteers who are directly in contact with vulnerable 

persons, there is also high risk associated with the handling of money and property assets, such 

as in the case of collection counters and parish financial managers, be they paid or unpaid.  A 

complete, alphabetical list of ministry positions includes: 

 

1. Altar Server Coordinator 

2. Assistant Pastor 

3. Bishop 

4. Bishop’s Delegate 

5. Camp Counselor 

6. Children’s Sacramental Initiation 

Catechist 

7. Children’s Sacramental Initiation 

Coordinator 

8. Children’s Liturgy of the Word 

Coordinator 

9. Children’s Liturgy of the Word 

Volunteer 

10. Collection Counter 

11. Custodian/Maintenance Person 

12. Extraordinary Eucharistic 

Minister      Coordinator 

13. Extraordinary Eucharistic 

Minister to 

Homes/Hospitals/Institutions 

14. Home Host for Church Meetings 

15. Lay Pastoral Home/Hospital and 

Institution Visitor 

16. Music Minister Working with 

Children 

17. Outreach Program Coordinator 

18. Outreach Program Cook 

19. Parish Social Ministries 

20. Pastor 

21. Pastoral Administrator 

22. Pastoral Assistant 

23. Sacramental Preparation 

Coordinator 

24. Sacramental Preparation Team 

Member 

25. Volunteer Vehicle Driver 

26. Youth Ministry Coordinator 

27. Youth Ministry Assistants 

 

 

 

 

 



 

 

APPENDIX B-1:  TAKE 30 ON THE 30TH 

Any commitment to comprehensive safety protocol requires a matching commitment to record-keeping.  

For persons at work in a ministerial capacity within the Diocese of Whitehorse, the intent is to retain a 

simple record of activities, either in a Liturgical Desk Diary or in a format such as Take 30 on the 30th, a 

one-half hour report completed on the last working day of any month. 

 

Location: ________________________    Month of: ________________________________ 

 

MINISTERIAL 

ACTIVITY 

DAY/DATE ATTENDANCE NOTABLE 

OCCURRENCES 

    
    
    

    
    

    
    

    
    

    
    

    
    

    
    
    

    
    

    
    

    
    

    
    

    

 

 



 

 

COMMUNITY OR 

CIVIC 

INVOLVEMENT 

DAY/DATE NOTES 

   

   

   

   

   

   

   

   

   

   

 

     

POLICY REVIEW DAY/DATE NOTES/QUESTIONS 

   

   

FOLLOW-UP 

READING 

DAY/DATE NOTES/QUESTIONS 

   

   

   

   

TELEPHONE 

CONTACT OR 

OTHER  

DAY/DATE REASON 

   

   

   

   

   

   

   

   

 

Person completing report:  _______________________________________________________ 

 

 

 

 

 

 

 



 

 

APPENDIX B-2:  INCIDENT REPORT FORM 

Name of person completing this form: __________________________________________________ 

 

Address: __________________________________________ Phone: _________________________ 

 

 

Date of incident:__________________________ Location of incident: _________________________ 

 

Description of the incident:  Include dates, times, names of persons involved, locations, summary of 

incident, situation, or warning signs.  List events as they occurred, include quotes or summaries of 

conversations. 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

                                     

Signature:  _____________________________  Date:  ________________________________ 

 

Report received by: _________________________________   Date: _____ _____________________ 

 

 



 

 

RISK REDUCTION REPORT I 
Reporter:  ____________________________________________________________ 

Date:   ____________________________________________________________ 

Exact Time Span: _______________________ hours to ________________________ hours  

Exact Description of Place: ______________________________________________________ 

 

A. IDENTIFICATION OF VULNERABILITY:  (Who is the potential victim?) 

DESCRIPTION OF VULNERABLE CONDITION: CHECK ALL THAT 

APPLY: 

One or more children under age 16 years  

One or more adolescents age 16-19 years  

Person with physical disability or limitation  

Person who is intellectually delayed  

Person who is acutely mentally ill  

Person who is in transient emotional turmoil  

Person who is frail or confused elder  

Person intoxicated by alcohol  

Person impaired by legal or illegal drugs  

Person who is experiencing illness, injury, exposure to elements 

or unconsciousness 

 

 

  

B. ASSESSMENT OF RISK:    (What happened?) 

DESCRIPTION OF SITUATION: CHECK ALL THAT 

APPLY: 

Alone with vulnerable person(s)  

With vulnerable persons and no reliable witness(es)  

Unauthorized photos or written accounts taken  

Breach of privacy in disclosure of personal information  

 

 

C. MANAGEMENT OF RISK:    (What did you do?) 

DESCRIPTION OF SITUATION: CHECK ALL THAT 

APPLY: 

Pre-contact waiver/permissions on file  

Risk Report I completed and submitted (Date:                              )  

Medical intervention  (Time:                                                             )  

Police intervention  (File/Report #                                                   )  

 



 

 

 

D. ON-THE-RECORD COMMENTS:    (All comments are for the record.) 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Signature of Reporter:  ________________________________________________ 

 

Names/Contacts of Witnesses: ________________________________________________ 

     ________________________________________________ 

     ________________________________________________ 

     ________________________________________________ 

     ________________________________________________ 

     ________________________________________________ 

 

Date report submitted:  ________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX B-3/ PART 1:   

APPLICATION FOR LAY MISSIONARY 
 WORK IN THE DIOCESE OF WHITEHORSE 

 

(If more space is required, please feel free to insert as many pages as needed. ) 

This form is to be filled out by all persons applying for paid ministry positions in the Diocese of 

Whitehorse including any of the parishes and missions within the diocese.  The completed form will be 

kept in the confidential files of the Diocesan Office or the Parish Office. 

Name:      ________________________________________  

 

Address:            

   (Street)  (City)  (Province/Territory) (Postal Code) 

 

Home Number:   ____________          Cell Number: ______ _____________   

 

Email:     ____________________________________________________ 

 

Church and Place of Marriage:       _______________  

 

CHILDREN’S NAMES AGES 

  

  
  

  
  

 

Education History: (Include any training, certifications, institutes, study programs, etc.)  

 

 

 



 

 

Work History:  

 

 

 

 

 

 

 

Volunteer History: (Include any Boards, Associations, Services, Clubs, Church Groups, etc.)  

 

 

 

Hobbies/Recreations: 

 

 

 

 

Brief Description of your call to the mission of Christ and His Church as an individual and as a couple:  

 

 

 

 

 

 

 



 

 

REFERENCES REQUIRED: 

1. Pastoral Reference from your present pastor or Bishop, to include length of time the pastor has 

known you, involvement in your parish character in terms of strength and weaknesses. In the 

case of a married couple, if this can be done for each as an individual and also as a couple and 

family life. 

2. Character Reference from an employer. 

3. Character Reference from one other person who is well known to you. 

4. Criminal Record Check for self and any other adults who will be living in the household.  

 

 

 

 

 

 

 

 

 



 

 

APPENDIX B-3/ PART 2:   

PROFILE FOR MINISTRY INFORMATION FORM  

This form is to be filled out by all persons engaged in paid or volunteer ministry positions in the Diocese 

of Whitehorse including any of the parishes and missions within the diocese.  The completed form will 

be kept in the confidential files of the Diocesan Office or the Parish Office. 

 

Name ____________________________________________________________________________ 

 

Address __________________________________________________________________________ 

 

City   _______________________   Territory/Province   __________   Postal Code   ______________ 

 

Home Phone   ________________   Work Phone   _____________   Email   ____________________ 

 

At which parish or mission will you be on staff or volunteering?  _____________________________ 

 

_________________________________________________________________________________ 

 

How long have you been a member of this parish community?   _____________________________ 

 

Have you ever been implicated in financial mismanagement of any kind? ______________________ 

 

If you have not completed Part I of this application package, please provide two references who are 

familiar with your suitability for this ministry, e.g. parishioners, friends, neighbors, co-workers, etc.  

 

 



 

 

 

1. Name   _________________________________________________________________________ 

 

Home Phone   ________________   Work Phone   ______________   Email   ___________________ 

 

Relationship to Applicant ____________________________________________________________ 

 

 

2. Name   ________________________________________________________________________ 

 

Home Phone   ________________   Work Phone   ______________   Email   ___________________ 

 

Relationship to Applicant ____________________________________________________________ 

 

Consent for Criminal Record Check 

I agree to comply with obtaining a Criminal Record Check.  I understand that only the Bishop or the 

Pastor will review the information, and that it will be kept in a sealed envelope in confidential files. 

 

 

Signature  ___________________________________________   Date  _______________________ 

 

Commitment to Safety Protocols 

I have received, read, and understand the safety policy for paid and unpaid personnel (clergy, staff and 

volunteers) who work with children, youth and vulnerable adults.   

Signature ___________________________________________   Date __________________________ 

 



 

 

 

For office use only: 

Criminal Record Check    Date   ________________________________ 

References checked   1. Date   ________________________________ 

 

     2. Date   ________________________________ 

 

___________________________________________________   ____________________________________________ 

 

Approved by:      Date: 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX B-4:  DISCLOSURE FORMS 1, 2, AND 3 

(PRIESTS) 

DISCLOSURE FORM ONE 
   Application For Priestly Ministry 

Please print or type: 

 
A.  Basic Facts 
 First Name: _____________________________       Middle Name: ______________________________ 

 
 Last Name: _____________________________  
 
 Date of Birth: ______________________ (d/m/y)    Place of Birth: ______________________________ 

        (City/Province(State)/Country) 
 
 Current Pastoral Assignment: _____________________________________________ (include country) 

 
 Date of Ordination:  ___________________________ (d/m/y) 
 
 Diocese of Ordination:  ________________________________________ (include country) 

 
 Ordaining Bishop:   ____________________________________________ 
 
 Diocese (Religious Congregation) for which you were ordained: ________________________________ 

 
 Name of your Bishop (Religious Superior): ___________________________________________ ______ 
 

 Address of Bishop (Religious Superior): ____________________________________________________ 
 
     ____________________________________________________ 
 

Contact Number:  Telephone: _____________________________ (country code/city code, etc.) 
  Fax:                 _____________________________ (country code/city code, etc.) 
  E-mail:                   _____________________________________________________ 

 
If you were ordained for another Diocese or Religious Congregation: 
 
Date of arrival in current Diocese or Religious Congregation: ____________________________________ 

 
Date of Incardination: ____________________________________________            

            
B. General Information 

 Parents’ Names (and address, if l iving): 
 
 Father: __________________________________   Mother: __________________________________ 

 
 Address (include full  address, city, country, etc.): 
 
 ___________________________________________________________________________________ 

 



 

 

 List of Brothers and Sisters: 
___________________________________________________________________________________ 

 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 

 
Name and Address of nearest relative or friend: 
 

___________________________________________________________________________________ 
 
__________________________________________ Relationship):_________________________ 
 

Please state the condition of your health and describe any serious i l lness you have suffered: 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 

 
C. Education History 
 Colleges, Universities, Seminaries attended (from year to year) 

 (Name of Institution & Country)    Degree(s) Obtained: 
 ____________________________________________________     __________________ __________ 
 ____________________________________________________  ____________________________ 
 ____________________________________________________  ____________________________ 

 
 Post Graduate Studies attended (from year to year) 
 (Name of Institution & Country)    Degree(s) Obtained: 

 ____________________________________________________  ____________________________ 
 ____________________________________________________  ____________________________ 
 ____________________________________________________  ____________________________ 
             

 Secondary School(s) attended (include from year to year): 
 (Indicate School of Graduation) 
 ___________________________________________________________________________________ 

 ___________________________________________________________________________________ 
 ___________________________________________________________________________________ 
 ___________________________________________________________________________________ 
 

D. Language Skills: 
 Primary language spoken:   _____________________________________________________________ 
 
 Please list other languages spoken and indicate your level of proficiency of each: 

 ___________________________________________________________________________________ 
 ___________________________________________________________________________________ 
 

 I am best suited to ministering in [indicate language(s)]: _____________________________________
 ___________________________________________________________________________________ 
 

 

 



 

 

E. Ministry Assignments & Work History: 

Please list your priestly ministry service, your level of responsibility (i.e., pastor, associate, teacher, chaplain, 
rector, etc.), the dates of each ministry appointment and place (include name of parish & country) ... if need 
more space, please use separate sheet: 

 Ministry Service            Position                  Place (Country)                  From year to year 

 (e.g. Church Name) 

 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 

 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 

 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 

 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 
 ____________________________    _____________________________________________________ 
             

F. Ministry Request 

Do you have written permission from your current superior to be making application for ministry in the 

Diocese of Whitehorse?      Yes   ☐     No    ☐  

 Please explain your reasons for applying for priestly ministry in the Diocese of Whitehorse: 

 ___________________________________________________________________________________ 
 ___________________________________________________________________________________ 
 ___________________________________________________________________________________ 

 ___________________________________________________________________________________ 
 

What ministry position are you leaving and what is your reason for leaving this present ministry position?  

 ___________________________________________________________________________ ________ 
 ___________________________________________________________________________________ 

 
Have you ministered outside your diocese/religious community previously?  If so, please list date, diocese 
(include country), parish and position: 

 _________________________________________________________________________ __________ 
 ______________________________________________________________________________ _____ 
 ___________________________________________________________________________ ________ 

 Should your application be accepted, what areas of ministry would you feel best suited for?  

 ___________________________________________________________________________________ 
 ___________________________________________________________________________________ 
 

 How long would you be available for ministry in the Diocese of Whitehorse? ____________________ 



 

 

 Do you intent to apply for incardination?   Yes ☐     No   ☐     Undecided   ☐  

 

 What is your present immigration status (if you are not a Canadian citizen)? 
 ___________________________________________________________________________________ 
 
 Have you ever applied for a Social Insurance Card Number?  Yes _____     No _____ 

 
 Are you able to drive a car?                                                                       Yes_____      No_____ 
 

 If out of country, do you have an “international” driver’s l icence?           Yes_____      No_____ 
 
 Have you ever been implicated in financial mismanagement of any kind? Yes_____ No_____ 
 

 If you were accepted for priestly ministry to our diocese, would  
 you be able to provide a police screen clearance?                                      Yes_____     No_____ 
             
G.  Current Contact Information 

What is your current mailing address? (include parish, institution, full address, city, postal code, zip code, 
country, etc.) 

 Name: __________________________________________________________________________ 

 Parish/Institution Name (if applicable) 

 ________________________________________________________________________________ 

 Complete Mailing Address: 

 ________________________________________________________________________________ 

 
 Post Box Number: ___________________________ 
 

 City/Town: _________________________________ Postal Code/Zip Code: _______________ 
 
 Country: ___________________________________ 

Contact Numbers: 
 
Telephone: __________________________________  (country code/city code, etc.) 

 
Fax:           __________________________________  (country code/city code, etc.) 
 
E-mail address (if applicable) _____________________________________________________ 

 
Kindly return this form in an envelope marked “Confidential” to: 

 

The Bishop of the Diocese of Whitehorse 
 5119- 5th Avenue 

Whitehorse, Yukon, Canada Y1A 2C8 
 

 
 
 



 

 

DISCLOSURE FORM TWO 
   Declaration of Priest Applicant 

 
Please print or type: 
 
This is to verify that I, Father _________________________________ am a priest in good standing of the  

(Arch)Diocese / Religious Congregation known as _____________________________________________ 
in the country of ________________________________________________ . 
 

I am able to certify, without qualification, that I, Father _____________________________________ have: 
 
1. ____________  never been suspended or otherwise canonically disciplined; 
 

2. ____________ no criminal record, nor have criminal charges ever been brought against me; 
 
3. ____________ not committed any act for which a criminal charge may be laid in the future; 
 

4. ____________ manifested no behavioural problems in the past that would i ndicate that I might deal 
with minors or others in an inappropriate/immoral manner; 

 

5. ____________ never been involved in an incident which called into question my fitness or suitability to 
fulfi l l the responsibil ities and duties of my priestly ministry due to alcohol, substance 
abuse, or other causes; 

 

6.    __________   never been implicated in financial mismanagement of any kind; and, 
 

7.  ____________ no other particular mental or physical attribute, condition, and/or past situation which 

would adversely affect my performance or priestly ministry. 
 
I am able to state, without qualification, that I, Father ___________________________________________ am of 
good character, reputation, and quali fied to perform my priestly duties in an effective and suitable manner in the 

Diocese of Whitehorse.  
 
I have personally and fully completed this required Disclosure Form.      Yes _____ No ______ 

 
My contact information is: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________

_____________________________________________________________________________________________
_____________________________________________________________ ________________________________ 
 
____________________________________ 

Signature 
 
Dated on this _________day of ______________, 20 _____ 

 
 
 
 

 
 

 

 



 

 

DISCLOSURE FORM THREE 
   Declaration of (Arch) Bishop or Religious Superior 

 
Please print or type: 
 
This is to verify that Father _________________________________ is a priest in good standing of the  

(Arch)Diocese / Religious Congregation known as _________________________________________ _ 
in the country of ________________________________________________ . 
 

After reviewing his personnel fi le, checking with those who worked with him in previous assignments, and from my 
personal knowledge, I am able to certify, without qualification, that Father ___________________________ has : 
(please check on each line) 

 
1. ____________  never been suspended or otherwise canonically disciplined; 

 
2. ____________ no criminal record, nor have criminal charges ever been brought against him; 
 

3. ____________ manifested no behavioral problems in the past that would indicate that he might deal 
minors or others in an inappropriate or immoral manner; 

 
4. ____________ never been involved in an incident which called into question his  fitness or suitability to 

fulfi l l the responsibil ities and duties of his  priestly ministry due to alcohol, substance 
abuse, or other causes; 

 
5.    __________   never been implicated in financial mismanagement of any kind; and, 

 
6.  ____________ no other particular mental or physical attribute, condition, and/or past situation which 

would adversely affect his  performance or priestly ministry. 

 
I am able to state, without qualification, that Father ___________________________________________ is  of 
good character, reputation, and qualified to perform his  priestly duties in an effective and suitable manner and 
may be granted a pastoral position in the Diocese of Whitehorse.  

 
I have attached personal letter of reference with this required Disclosure Form.     Yes _____ No ______ 
 

Father _________________________ will  be in the Diocese of Whitehorse from ____________________ until  
____________________ with my permission. 
 
My contact information is: 

____________________________________________________________________________________________ _
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 

 
(Affix Seal) 
        ____________________________________ 
        Superior’s Signature 
 

Dated on this _________day of ______________, 20 _____  Return to:  Bishop Gary Gordon 
          5119-5th Avenue 
          WHITEHORSE, YUKON   
          CANADA Y1A 1L5 

 
 



 

 

APPENDIX B-5:  COVENANT OF CARE 

 

When working in a ministry as staff or volunteer with children, youth and vulnerable adults, I will:  

 

• Treat everyone with respect, patience and consideration. 
 

• Avoid situations where I am alone with a child, youth or vulnerable adult. 
 

• Use only the physical contact that is deemed appropriate in the document, “Directives for 
Ministry Staff and Volunteers who work with Children, Youth and Vulnerable Adults,” which I 
have read and understand. 

 

• Respect the confidentiality and privacy of participants, unless a threat is deemed present to a 
child, youth or vulnerable adult, in which case I will notify the diocesan, parish or civil authority. 

 

• In the presence of children, youth and vulnerable adults, I will not use profane language, verbal 
or physical harassment.  In the presence of children, youth and vulnerable adults, I will not be 
under the influence of alcohol or illegal drugs. 

 

• I have read and agree with the Covenant of Care. 
 

 

 

 

Signature:  ____________________________________   Date: ____________________ 

 

 

Print Name:  ____________________________________ 

 

 



 

 

PERSONNEL FILE SUMMARY SHEET 
 

Name of Person:  ________________________________________________ 

Permanent Contact:  ________________________________________________ 

    ________________________________________________ 

    ________________________________________________ 

Emergency Contact 1:  ________________________________________________ 

    ________________________________________________ 

Emergency Contact 2:  ________________________________________________ 

    ________________________________________________ 

 
A. REQUIRED FILE DOCUMENTS:    (The application process.) 

DOCUMENT: DATE WHEN PLACED IN FILE: 

Letter of application/Letter of intention  

Completed application form(s)  

Reference #1    

Reference #2  

Reference #3  

Disclosure Form #1 (Priests)  

Disclosure Form #2 (Priests)  

Disclosure Form #3 (Priests)  

Record of telephone/personal contact with applicant  

Criminal Record Check (CPIC, FBI, Interpol or other)  

Copy of citizenship document  

Legal endorsements of right-to-work in Canada  

Endorsements of religious community /family of minor  

Endorsement of educational institution (student/Intern)  

Profession of Faith  

 

 

B. REQUIRED SIGNED AFFADAVITS:   (The acceptance process.) 

DOCUMENT: DATE WHEN PLACED IN FILE: 

Contract  

Covenant of Care  

Commitment to safety protocols --  Taking Care of God’s 
People 

 

Commitment to PIPA (Personal Information Protection)  

Read and understood diocesan policy statements  

Limit of liability/waiver  

Receipt of orientation package to medical and benefits   



 

 

C. IDENTIFICATION OF STATUS:     (The placement process.) 

IDENTIFICATION: CAPACITY IN DIOCESE: PLACEMENT IN DIOCESE: 

Ordained priest (diocesan or 
religious) 

  

Brother   

Deacon   

Woman Religious   

Associate or Third Order   

Lay worker   

Volunteers (short and long term)   

Student/intern   

Adults sharing household with 
pastoral staff 

  

Visitors engaged with vulnerable 
populations 

  

Contractors   
 

D. RECORD OF IN-PERSON CONTACT:  (The placement and follow-up process.) 

CONTACT: DATE: 

Installation  

Review #1  (Formal or informal)  

Review #2  (Formal or informal)  

Incident  
Incident  

Attendance at ‘Study Days’  

Attendance at ‘Study Days’  

Exit interview  
 

 

Date of end of contact:  ________________________________________________ 

 

Disposition of File:  ________________________________________________ 

 

 

 

 

 

 

 

 



 

 

RISK REDUCTION REPORT II 
 

Reporter:      ___________________________________ 

Date and Time of Incident:     ___________________________________ 

Exact Description of Information Divulged:  ___________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

 

A. IDENTIFICATION OF VULNERABILITY: (What is the information that is potentially 

damaging?) 

DESCRIPTION OF PRIVATE INFORMATION 

DISCLOSED: 

CHECK ALL THAT 

APPLY: 

Concerning child under the age of 16 years  

Concerning medical or physical condition  

Concerning mental or emotional condition  

Concerning social or economic status  

Concerning familial situation   

Concerning employment status  

Concerning corporate/diocesan personnel (paid and unpaid)  

Concerning corporate/diocesan financial status  

Concerning archival/historical information  

 

 

  

B. ASSESSMENT OF RISK:              (What happened?) 

DESCRIPTION OF SITUATION: CHECK ALL THAT 

APPLY: 

Private information discussed interpersonally or overheard  

Private information released to media  

Private information posted digitally or publically  

Private information released without subpoena   

 

 

 

 

 

 



 

 

C. MANAGEMENT OF RISK: (What has been done/is being done to minimize impact?) 

DESCRIPTION OF SITUATION: CHECK ALL THAT 

APPLY: 

Corporate and individual commitment to PIPA on file  

Incident Report completed and submitted (Date:                     )  

Risk Report II completed and submitted (Date:                          )  

Legal intervention    
 

D. ON-THE-RECORD COMMENTS:  (All comments are for the record.) 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Signature of Reporter:  ________________________________________________ 

 

Date report submitted:  ________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX C:  TERMS AND DEFINITIONS 
 

INTRODUCTION: 

 It is the responsibility of each member of diocesan personnel, (paid and unpaid), and church 

staff and volunteers to have a basic knowledge of the terms and definitions which are part of the 

protocols Taking Care of God’s People.  The minimal list for familiarity includes the following terms. 

 

1. Advisory Committee: An Advisory Committee is to assist the Bishop and the Bishop’s Delegate 

in matters relating to the prevention of abuse and in initial receipt of, response to, and investigation 

of allegations of abuse.  Committee members are appointed by the Bishop and have expertise in 

relevant disciplines.  The committee should show gender balance, and reflect multi -disciplinary 

backgrounds in law and registered professions. The Advisory Committee will provide advice for the 

updating of the abuse prevention protocol – Taking Care of God’s People. The specific activities of 

the Advisory Committee include: 

 being prepared to receive notification of allegations, actual incidents, or disclosure of 

impropriety; 

 supporting the Bishop’s Delegate (normally the Chair of the Advisory Committee) by offering 

advice in their area of expertise, and by calling upon outside professions in their discipline when 

required; 

 arranging for, and facilitating, a hearing of the victim of the alleged impropriety; 

 manifesting Pastoral Care for the community affected by the allegation, incident, or disclosure 

of impropriety by encouraging the congregation to participate in the recovery processes 

appropriate to the situation.  Varied resources to support recovery processes will be considered 

and extended; 

 designating one skilled person to be responsible for media relations.  

 ensuring that canonical norms are being observed by Diocesan authorities; 

 advising the Bishop on a regular basis concerning the evolution of the case, and discerning, with 

the Bishop, the return to ministry of a person who, having undergone civil proceedings, asks to 

return to ministry; 

 committing to uphold absolute confidentiality concerning all matters which come before the 

Advisory Committee, other than in the conduct of regular business in the context of a meeting, 

or if compelled by law; and, 

 conducting regular reviews of the Diocesan policies and practices concerning safety of 

individuals, and proposing updates as needed. 

 

2. Allegation:  The statement of information believed to form the basis of a complaint. 

 

3. Bishop’s Delegate: A Bishop’s Delegate is appointed by the Bishop for issues relating to 

abuse or allegations of misconduct or abuse.  A Deputy Delegate is a person appointed by the 

Bishop to perform the same functions as the delegate in his/her absence or incapacity.  



 

 

 

The role of the Bishop’s Delegate includes: 

 receiving the initial notification of allegation, incident or disclosure from the Pastor, Pastoral 

Administrator, Program Coordinator or other person.  The delegate is empowered and directed 

by the Bishop to act immediately (with 24 hours or as soon as possible after being notified of the 

complaint) to determine, in a discreet and pastoral manner, whether there are reasonable and 

probable grounds underlying the complaint; 

 advising, immediately, the Advisory Committee; 

 clarifying who will be the investigating agency, and assuring that the investigating agencies will 

contact the parents, guardians, or responsible persons; 

 requesting feedback and updates from the investigating agencies, and working with the 

investigative agencies on appropriate means of extending outreach to the victim and the 

victim’s family by showing care and supportive help.  All required pastoral resources will be 

dedicated to the care. 

 ensuring that, if the case involves a child, the applicable child protection laws and reporting 

requirements are complied with, immediately. For further information, please see Appendix D; 

 ensuring that proper canonical procedures are taking place; 

 chairing the Advisory Committee should he/she be asked to do so; and,  

 ensuring that a Deputy Delegate is selected, fully briefed, and fulfills membership on the 

Advisory Committee. 

 

4. Canonical process: A term used to distinguish the management of an alleged or actual 

incident of impropriety in light of the church’s process, as compared to the secular justice system.  

Usually, the canonical process is delayed until the matter has been resolved by the secular courts, 

and then the canonical inquiry takes place. 

 

5. Child:   A child is defined as a person who is under 19 years of age.  

 

6. Covenant of Care: The Covenant of Care summarizes the code of conduct expected of 

ministry personnel.  All personnel (paid and unpaid) are expected to sign and adhere to the 

covenant, as it respects the contact with vulnerable persons, the privacy of information, and the 

handing of financial and other assets.  For further information, please see Appendix B-5. 

 

7. Incident Report:  An objective summary of an incident of impropriety or disclosure. The 

summary will only report:  dates, times, persons involved, locations, situations and warning signs, if 

any.  For further information, please see Appendix B-2. 

 

8. Media Relations:  The general object of developing media and public relations 

programmes is that of establishing a good working relationship with the media (journalists) and 

members of the public.  For further information, please see Appendix F. 

 



 

 

9. Secular Court:  The term used to distinguish it from the canonical or church system.  

Secular court applies to both criminal and civil courts.   

  

10. Vulnerable person: A vulnerable person is defined by the Government of Canada (Bill C-7) 

as a person who, because of age, disability or other circumstances, whether temporary or 

permanent, is in a position of dependence on others or is otherwise at greater risk than the general 

population of being harmed by persons in positions of authority or relative trust to him/her.  

 

11. Youth:   A youth is defined as a person who is 16 years of age or over, but under 

19 years of age. 

 

 

 

 

 
 

 

 

 

 

 



 

 

APPENDIX D:  APPLICABLE LEGISLATION 
 

INTRODUCTION: 

 As the Roman Catholic Diocese of Whitehorse encompasses territory in both Yukon and 

British Columbia, it is the responsibility of the diocesan personnel to have, at least, a familiarity 

with the spirit and directives of territorial and provincial legislation which comes into play at the 

time of an allegation, incident, or disclosure.  In addition to understanding the legislation, 

ministerial personnel must have a familiarity with agencies mandated to take action by the 

legislation. It is the responsibility of the government departments and the police to 

investigate reports of suspected child abuse.  In all cases, personnel (paid and unpaid) will 

cooperate fully with investigating agencies.   Church personnel are not involved in the 

investigation of child abuse. 

 The most likely statutes which will govern behavior and activities to protect children and 

youth are categorized in the following summaries.  Though specific legislation concerning 

impropriety directed toward other vulnerable persons is  less comprehensive, it must be kept in 

mind at all times. 

 

Yukon: 

The Yukon Child and Family Services Act1 requires that: 

22 (1) A person who has reason to believe that a child is in need of protective 

 intervention shall immediately report the information on which they base their 

 belief to a director or peace officer. 

    (2) Subsection (1) applies even if the information on which the belief is based: 

  (a) is confidential and disclosure of the information is prohibited under  

  another Act; or, 

  (b) is privileged, except as result of a solicitor-client relationship. 

 (3) No person shall knowingly report to a director or peace officer false  

 information that a child is in need of protective intervention. 

 (4)  No action for damages may be brought against a person for reporting the 

 information unless a person knowingly reports false information. 

In this, the ‘Director’ means the Director of Family and Children’s Services or a Director 

designated by the Commissioner in Executive Council under paragraph 173 (1) (c). 

 

 

British Columbia: 

The British Columbia Child, Family and Community Service Act2requires: 

                                                                 
1 Child and Family Services Act, S.Y. 2008, c. 1, 3.1.22 ‘Duty to Report’ 



 

 

 14 (1) A person who has reason to believe that a child needs protection under  

  section (13) must promptly report the matter to a Director or a person   

  designated by a Director. 

  (2) Subsection (1) applies even if the information on which the belief is based: 

   (a) is privileged, except as a result of a solicitor-client relationship, or 

   (b) is confidential and its disclosure is prohibited under another Act. 

  (3) A person who contravenes subsection (1) commits an offence. 

  (4) A person who knowingly reports to a Director, or a person designated by a  

  Director, false information that a child needs protection commits an offence. 

  (5) No action for damages may be brought against a person for reporting   

  information under this section unless the person knowingly reported false  

   information. 

In this, ‘Director’ means a person designated by the Minister under section (91). 

 

General Other Applicable Statutes: 

 In both territorial and provincial law, there are statutes which govern the privacy of 
information.   Personal Information Protection Acts (PIPA) set out the ground rules for how 

private sector and not-for-profit organizations may collect, use or disclose information about 
individuals. The guidelines strike a balance between an individual’s right to control access to, 

and use of, personal information with an organization’s need to collect and use personal 
information for legitimate and reasonable purposes. PIPA gives an individual the right to see, 

and ask for the corrections to, personal information an organization may have about that 
individual. Within the ministerial role of the diocesan personnel is the responsibility to be 

judicious in collecting and sharing information about individuals, particularly if they fall into the 

vulnerable persons sector. 
    

Criminal Code of Canada: 

 With extremely rare exceptions (when the code is inconsistent with territorial or 

provincial law), the Criminal Code of Canada is a comprehensive catalogue of criminal offenses 

and procedures in Canada.  Offenses under the code may result in charges being laid against 

Canadian citizens, visitors, and all persons who commit an unlawful act while on Canadian soil.  

 

 

 

 

 

                                                                                                                                                                                                                 
2 Child, Family and Community Service Act, R.S.B.C. 1996, c.46, 3.1.14: ‘Duty to report need for protection.’  



 

 

APPENDIX E:  MEASUREMENT OF 

COMPLIANCE 
 

INTRODUCTION: 

 It goes without saying that insurers have a critical interest in assuring compliance with 

safe environment policies.  Millions of dollars are at stake and relying on the honesty and 

integrity of diocesan personnel, paid and unpaid.  In order to assess the interest and dedication 

of an organization to its safety policy, insurers choose from, or use a combination of, a variety 

of audit measures.  Most common are:  on-site visits (including review of documentation and 

interviews with stakeholders); record review (including submission of regular reports, 

completed forms, and maintenance of credible documentation); and, in-house or ‘honour-

system’ audits of practices.  Regardless of the type of measurement tool used, assessment of 

behaviors and activities will focus on:  policy, personnel, and situational risk reporting. 

 

Policy: 

 Insurers will wish to ascertain that: 

 The diocese actually has safety policies, clearly written and with information drawn 

from local experience and best practices. 

 The policies are accessible to all, and show evidence of regular review. 

 The policies are an integral part of personnel management in the diocese. 

 

Personnel: 

 As noted previously, the personnel resources in any organization are, at once, the chief 

asset of the body, as well as the premier risk to the organization.  As such, insurers are deeply 

interested in all aspects of personnel management, including both personal interactions and 

documentation.  As a result, application and initiation of personnel will come under scrutiny, as 

well as maintenance of files and records.  A complete list of documents which support a 

personnel file can be found in Appendix B-5.  Due to the limited administrative and clerical 

support available in the Diocese of Whitehorse, every individual at work in the diocese must 

take responsibility for ensuring that all pertinent documents are in personal files.  Though there 

is a reduced number of documents required for unpaid personnel (volunteers) there is still a 

responsibility to assign maintenance of these files to one individual at the parish level , and to 

file copies of all materials in the diocesan office. 

 

Situational Risk Reporting: 

 Above all else, the insurers will be vitally interested in evidence that all diocesan 

personnel can balance meaningful and worthwhile ministerial activity with safe behavior.  In 



 

 

the course of daily duties, the focus is on preventing abuse, and preventing the appearance of 

suspicious or questionable conduct.  Though much of the following material is a reiteration of 

information presented elsewhere in this document, the insurers will focus on evidence that the 

following safeguards are being observed, and a record exists to support the evidence. 

 

 

SITUATIONAL RISK REPORTING 

 Two unrelated adults must be present at activities which involve vulnerable persons. 

 When an activity requires one-to-one interaction, or the situation requires private 

conversation with vulnerable persons, these interactions and conversations must take 
place in a space where both people can be seen. 

 Sacramental preparation for children is to be done in a group format with at least two 
unrelated adults present.  One-to-one instruction is to be avoided, but if it is unavoidable, 

written consent of the parent or guardian must be given beforehand.  When one-to-one 
instruction is necessary and space in church buildings is not open to public view, the 

instruction should take place in a public space such as school or library. 

 The celebration of the Sacrament of Reconciliation with children must be done in an open 
area which allows both priest and penitent to be in full view of others, but which privacy 

of conversation is guarded.  Where there is a traditional confessional, it must have two 
separate rooms with a fixed screen between them. 

 If doors to classrooms and meeting rooms do not have a window, the door is to remain 
open for catechism instruction and youth group meetings when two unrelated adults are 
unable to be present at the same time.  In addition, if one adult leaves the room, the door 

must be left open until, once again, two adults are present. 

 Church personnel (paid and unpaid) are not to be alone in a washroom with a child.  In 

the case of a person with special needs or another vulnerable person, if the church staff or 
volunteer does not have training to assist persons in toileting and/or personal care, the 

parent of guardian must remain with the child. 

 Church personnel are to maintain respectful relationships with all persons, and set and 

maintain clear boundaries in ministry relationships.  Persons approaching church 
personnel asking for help are to be made aware of conditions and boundaries imposed by 

the diocese.  Requests and actual meetings at unusual times and places are to be 

redirected to appropriate times and places, or in the event of an urgent situation, the 
pastoral personnel should call upon other community professionals such as police, health 

clinic staff, counselors, etc. 

 Communication, including verbal, written and electronic, will be polite, courteous and 
professional.  Offensive material must not be part of conversation, telephone calls, notes, 

e-mails, or internet exchanges. 

 No identifiable pictures of vulnerable persons may be publicized or posted in a public 

place (including websites) without written consent from a parent, guardian, or responsible 
person. 

 Respect the confidentiality of information shared by all persons, except if the information 
shared could pose a threat to the vulnerable person, as in the cases of abuse, neglect, or 

impropriety. A more detailed list of occasions where privacy of information is required is 
attached to this document in Appendix B-6. 



 

 

 Access to rectory offices and personnel living quarters by vulnerable persons is limited to 
office hours, and must be overseen by two unrelated adults at all times. 

 Church personnel are not to be alone in a motor vehicle, including recreational vehicles, 
with vulnerable persons.  If only one adult is available, there must be a minimum of two 

children present.  In the case of an emergency where it is necessary to make a trip alone 
with a child in a vehicle, a strict record of the occurrence must be kept, including trip 
start time, time of arrival at destination, and nature of the emergency.  The parent or 

guardian must be notified of the trip as soon as possible. 

 Vulnerable persons must not be taken on personal trips or vacations by church personnel. 

 Overnight activities, trips and special events are subject to one-by-one consideration and 
clearance by the Bishop of the Diocese.  Assessment of the value of overnights will be 

based upon:  purpose of the activity, planning for two adults at all times, planning for 
vulnerable persons’ privacy and safety, in matters such as changing clothes, carrying out 

personal hygiene, and sleeping accommodations.  Adults must remain in a supervisory 

role, conducting clothing changes, personal hygiene, and sleep in separate spaces. 

 Alcohol and recreational drugs are not to be part of any event dealing with minors.  Use 

of prescription and over-the-counter drugs by church personnel is to be strictly confined 
to personal time and place, and no prescription or over-the-counter drug is to be 

administered to vulnerable persons.  Persons using an Epi-pen or equivalent for allergies 
and other conditions must be capable of using it themselves. 

 No vulnerable person is ever to be left alone on church property. 

 Signs of affection are to be discrete and culturally appropriate, and always in view of 
others.  In the church context, usual physical contact includes shaking hands, brief hugs, 

pats on the arm or shoulder, and holding hands in prayers and songs. 

 Church personnel who form a relationship with vulnerable persons, especially children, 

must not seek opportunities to spend time with children off the premises. 

 Church personnel must demonstrate prudence and honesty in all financial transactions, 

particularly when administrating parish finances and property.  Unpaid personnel may not 
take money or property from recipients of their services in volunteer ministry. 

 Church personnel are required to take immediate action to notify appropriate authorities 
when a situation is observed, or when there is a credible allegation (with evidence) that 

these policies, diocesan or parish rules, or laws are being violated. 

 

 

 For more detailed information on these standards for safe practice, please see Appendices 

C and D in this document. 

 

 

 

 

 

 

 

 



 

 

APPENDIX F:  MEDIA RELATIONS 

INTRODUCTION: 

 The intent of developing media and public relations programmes is that of establishing a 

good working relationship with the media (journalists) and members of the public.  The purpose 

of the sound working relationship is to ensure that an organization’s mission, policies and 

practices are well-known and understood. 

 

Public or Community Relations: 

 In the current age, the formerly congenial practice of establishing and maintaining good 

public relations (with community supporters and the public in general) has been complicated by 

the rise of ‘social media’, in such programmes as Twitter, Facebook, YouTube, blogs, etc.  In 

effect, any member of the public can become a ‘participatory journalist’, and circulate his or her 

opinion and thoughts, however factually appropriate the thoughts may be.  As a result, part of 

any public relations offensive includes attention to all web-based organizational information, as 

well as consideration of a programme of regular internet content review.  

 

Media Relations:  

 Above all else, it must be recognized that the media cannot be controlled by individuals 

and organizations.  Journalists will consistently select those items which they consider to be 

newsworthy.  Many items selected and broadcast will be uncomplimentary to organizations, 

and focus on crises, negative developments and trends, or unpopular change.  The challenge, 

therefore, is to maximize positive organizational image and promote it in a consistent and 

credible manner. 

 

On-going Media Approach: 

 The absolute foundation of media relations is honesty.  Whether the situation requires 

immediate response or allows a leisurely opportunity to develop a thoughtful reply, an honest 

and straightforward approach is mandatory.  Many organizations choose to develop a series of 

‘backgrounders’ to keep on hand for all occasions.  ‘Backgrounders’ (one page handouts)  may 

include such subjects as: 

 Mission/purpose of the organization 

 History of the organization 

 Policies governing noteworthy and newsworthy events and activities in the organization 

 Summary of significant events in the organization 

 Summary and outcome of critical events 

 Updated contact list of persons who speak for the organization 



 

 

 Most organizations keep an updated list of local media outlets, and ensure that each 

time a ‘backgrounder’ is developed or updated it is circulated.  Initiating and maintaining 

contact with members of the media is often the only control an organization has in the 

relationship. 

 

Crisis Response: 

 In our time, regretfully, incidents in which “...there is excessive media interest...” have 

moved onto the recognized list of stressors for organizational leaders.  As a result, there has 

been recent thought and discussion given to ‘dialing down’ the stress associated with such 

circumstances.   

 In the Diocese of Whitehorse, one person from the Advisory Committee will be 

appointed to act as the contact person with the media; the official spokesperson should not 

generally be the Bishop’s Delegate or the Deputy Delegate. 

 The specific guidelines which govern media relations in the Diocese include: 

 protecting the right of the accused to a fair trial; 

 protecting the ability of the state to proceed to trial; 

 giving the media and public as much general information as possible; 

 offering background material such as the nature and application of Canon Law, 

canonical processes, the substance of Diocesan policies, the nature of celibacy, the roles 

of the hierarchical levels in church structure, among others; 

 offering availability; 

 offering honesty; and, 

 guarding the privacy and dignity of all concerned, as far as it is protected by law. 

 

In addition to an atmosphere of honesty and transparency, the following steps are generally 

agreed-upon as a responsible approach in dealing with both the media and the public (social 

media): 

 The initial statement given by non-official spokespersons for the organization is:  “I will 

not comment on this matter.  The spokesperson for Roman Catholic Diocese of 

Whitehorse is _____________________________________________ and his/her 

contact information is___________________________________________.” The choice 

of the word ‘will’ is deliberate, in that the usual media response to a ‘no comment’ or 

‘unable to comment’ is ‘Why?’   It must also be recognized that many attempts to 

interview of this sort have camera and video recording, and the initial res pondent may 

wish to govern setting, grooming and atmosphere accordingly. 

 The official spokesperson for the organization may distribute a ‘backgrounder’ pertinent 

to the subject under discussion, and/or have a prepared statement.  It is the choice of 

the official spokesperson, perhaps upon the advice of legal counsel, to enter into a 



 

 

question-and-answer session, though ‘backgrounders’ and a prepared statement may 

reduce questions.  It is appropriate for the official spokesperson to ‘draw the line’ on the 

basis of organizational policy or practice on questions which may be disrespectful to 

individuals or organizations. 

 None of the respondents, either initial or official, is in a position to apologize or to lay 

blame in the early hours of reporting. 

 All of the respondents, both initial and official, must be fully prepared to assert that the 

privacy and dignity of all concerned is a strongly-held principle in the organization, and 

point out incidents in past where such principles have been adhered to. 

 The closing signal for any exchange with members of the media may include:  a neutral 

reference to the known facts of the situation, a reiteration of the steps being taken 

immediately and in the long-term to ameliorate the situation, a repeat of the 

organization’s stance on safety and dignity of individuals, as well as the integrity of the 

organization, and a commitment to follow-up with the media as the story unfolds. 

  

Conclusion: 

 While it may be too much of a dream to hope that members of the media and the public 

may have both ‘top of mind awareness’ and ‘full understanding’ of an organization’s mission, 

policies, and practices, it is realistic to work towards a goal of ensuring that an organization’s 

public face is known and respected. 

 

 

 

 

 


