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SECTION 1 
Safe Environment Policies in the Diocese of Charlotte 

An understanding of the safe environment program within the Diocese of Charlotte and 
associated recordkeeping requirements is best achieved with historical perspective.  The 
following is a review of the documents that are the foundation of the diocesan safe environment 
program, and the basis of requirements for the development and maintenance of the diocesan 
safe environment recordkeeping system. 

USCCB Charter for the Protection of Children and Young People 
The Charter for the Protection of Children and Young People (Charter) was adopted June 14, 
2002 by the U.S. bishops during their National Meeting in Dallas, Texas and their later 
November 13, 2002 meeting in Washington, D.C.  The Charter was part of the U.S. bishops’ 
response to the clergy abuse scandal that was a major concern when they met in Dallas that 
year. 

Through a revision of the Charter in 2011, the USCCB established the Committee on the 
Protection of Children and Young People as a standing committee of the USCCB (Article 8) to 
advise “on all matters related to child and youth protection” and to oversee the Secretariat of 
Child and Youth Protection (Secretariat).  The Secretariat is responsible for the production of 
the “annual public report on the progress made in implementing and maintaining the standards 
of the Charter”, based on the annual audit that includes the names of those dioceses not in 
compliance with the Charter (Article 9).  The President of the USCCB is responsible for sharing 
the annual reports with the Holy See (Article 11). 

Articles 12 and 13 of the Charter indicate that dioceses are to maintain safe environment 
programs which the diocesan bishop “deems to be in accord with Catholic moral principles.”  
The programs are to provide for education and training and to evaluate the background and 
screen diocesan, parish, school “paid personnel and volunteers whose duties include ongoing, 
unsupervised contact with minors”. 

State and Federal Law, and the EEOC Criminal Background Check Policy 
The development of diocesan policy pertaining to background checks has necessarily been 
influenced by legislation.  Some of the more pertinent law is referenced below. 

 North Carolina General Statute Section 114-19.3 addresses criminal record checks for
those volunteering for or employed by nonprofit entities providing services to children,
the sick, the disabled, or the elderly.  Criminal record checks may be provided only with
the consent of the person whose record is checked, and the results of the criminal
record check must be kept confidential.

 Title 42, Chapter 132, of U.S. Code 13041 (a), (b), and (c) indicates that an entity may
consider criminal history “if it bears on an individual’s fitness to have responsibility for the
safety and well-being of children.”

 On April 25, 2012 the Equal Employment Opportunity Commission published
Enforcement Guidance on the Consideration of Arrest and Conviction Records in
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Employment Decisions Under Title VII of the Civil Rights Act of 1964.  The Guidance 
included Employer Best Practices when considering criminal record information in 
employment decisions.  Examples of the recommended best practices include the 
development of policy and procedures for applicant screening and for confidentiality of 
records. 

Diocese of Charlotte Personnel Policies 
Section 158 - Background Check Policy  

The diocesan Background Check Policy was written in response to the requirements of federal 
and state law, and in prudent response to a national upsurge in workplace theft and fraud.  It is 
the policy of the Diocese of Charlotte that the employment of all individuals in paid positions in 
the diocese and all individuals in volunteer positions will be contingent upon the satisfactory 
completion of a criminal background check.   

An individual who accepts a conditional offer of employment or acceptance as a volunteer may 
not begin active employment or volunteer activity until the background check has been 
completed. Upon acceptance of the conditional offer of a position, the request for the 
background check must be submitted to Human Resources, either electronically or by 
completing the appropriate form.  Refusing to consent to the background check is considered a 
refusal of the conditional offer of the paid or volunteer position. 

The background check includes, at minimum, a criminal background check and a Sexual 
Offenders Registry Index Check.  Additional checks may be required depending upon the 
position.  The existence of an arrest record is generally not used as definitive grounds for 
rejection.  However, evidence of a criminal conviction may, depending upon the nature of the 
conviction and the related circumstances, be information that must be considered. 

The diocesan Background Check policy applies to those 18 years of age or older.  Those under 
age 18 are to be under direct supervision at all times, and the background check is to be 
completed upon attaining age 18. 

Background checks are to be repeated at least every 5 years.  The information obtained on the 
request and the background check record is to be kept confidential. 

Section 800 - Code of Ethics Policy of the Diocese of Charlotte 

The Code of Ethics Policy of the Diocese of Charlotte (Code) was adopted August 15, 2004 and 
updated in 2009 in order to assist in developing and implementing uniform guidelines for 
appropriate behavior in the performance duties whether associated with ministerial, employment 
or volunteer positions within the diocese.  The policy applies to priests, deacons, religious, 
seminarians, pastoral ministers, administrators, lay employees and volunteers (Church 
Personnel) within the diocese. 

Church Personnel in diocesan parishes, agencies, schools and organizations must uphold 
Christian values and conduct.  The Code provides a set of standards for conduct in certain 
situations and is designed to deter wrongdoing and to promote honest and ethical conduct.  
Church Personnel who disregard this Code will be subject to remedial action. 
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Before beginning any ministerial, employment or volunteer functions, Church Personnel will 
read, have read to them, understand, and sign the proper acknowledgement of receipt form, 
and comply with this Code.   Regardless of their employment or volunteer assignment, Church 
Personnel are to keep significant information on a confidential basis and are not to discuss it 
with anyone who is not directly involved. 

Section 900 - Policy of the Diocese of Charlotte Concerning Ministry-Related Sexual Misconduct 
by Church Personnel 

The current Policy of the Diocese of Charlotte Concerning Ministry-Related Sexual Misconduct 
by Church Personnel (Sexual Misconduct Policy) is as revised July 1, 2003 to include mandates 
of the Charter and of the Essential Norms for Diocesan/Eparchial Policies Dealing with 
Allegations of Sexual Abuse of Minors by Priests or Deacons (Essential Norms).  The diocesan 
Sexual Misconduct Policy applies to priests, deacons, religious, seminarians, lay employees 
and volunteers, and covers not only the sexual abuse of minors, but also other forms of sexual 
misconduct.  The purpose of the diocesan Sexual Misconduct Policy is to provide an official 
procedure for dealing with an allegation of sexual misconduct by church personnel.   

Included in the General Provisions of the policy is the requirement that an outside agency be 
used to conduct a background investigation on all church personnel who have regular contact 
with children.   It is also required that the original of the signed and dated Acknowledgement of 
Receipt of Sexual Misconduct Policy must be obtained within 14 calendar days of assignment, 
hire or beginning volunteer service, and kept on file by the hiring authority. 

The policy further requires that the Application for Lay Employment, the Volunteer Profile, and 
the Release and Authorization forms must be completed and submitted by all lay applicants and 
persons volunteering for positions that involve supervised or unsupervised ministry or work with 
children. 

The diocesan Sexual Misconduct Policy indicates that the diocese will establish a safe 
environment program and will provide training and continuing education regarding new scientific 
knowledge, church policy, canon law, civil law, moral theology, professional ethics, the pastoral 
care of victims, recognizing the signs of abuse, and coping with the disclosure of misconduct by 
a colleague. 

Those who fail to comply with the provisions of diocesan Sexual Misconduct Policy will be 
subject to disciplinary action up to and including removal or termination. 
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Safe Environment Training for Employees and Volunteers 

Protecting God’s Children Training for Adults 
The development of safe environment programs is mandated by Charter Article 12.  The 
diocese is to provide education and training pertaining to creating and maintaining a safe 
environment for children and young people, and to clearly communicate “to clergy and all 
members of the community the standards of conduct for clergy and other persons in positions of 
trust with regard to children.” 

The diocesan Sexual Misconduct Policy addresses that mandate in Section VIII Education, 
indicating the diocese will cooperate with parents, civil authorities, educators, and community 
organizations to provide training and continuing education to clergy, religious, employees and 
volunteers, and others to establish and maintain a safe environment for children. 

All clergy, religious, employees, and volunteers who interact with children, elderly, or vulnerable 
adults are to participate in a Protecting God’s Children training class.  Proof of attendance is 
provided at the conclusion of the class in the form of a Certificate.  A copy of the Certificate is to 
be provided by the attendee to the employing diocesan entity and retained on file.  Since those 
under 18 are protected under the Charter, they are not required to attend this training, but must 
volunteer under direct supervision at all times. 

Failure to comply with the Policy of the Diocese of Charlotte Concerning Ministry-Related 
Sexual Misconduct by Church Personnel could lead to disciplinary action up to and including 
termination of employment or removal from the volunteer assignment. 

Virtus User Compliance 

The Diocese of Charlotte safe environment program was initiated with the support of the best 
practices training programs (Virtus) created by the National Catholic Risk Retention Group, Inc. 
(National Catholic).   

In addition to the Protecting God’s Children live training, all employees are required to register 
for and maintain an active account at www.virtus.org in order to complete continuing education. 
Volunteers who are required by their parish/school to complete a Protecting God’s Children 
training session are also required to maintain an active Virtus account and complete continuing 
education as assigned. 

If a registered Virtus account holder does not actively maintain the account by reading monthly 
bulletins and completing re-certifications as assigned, the account will be suspended for non-
compliance.  Remaining current on the Virtus training updates is one of the requirements of the 
Annual Certification of Compliance with the Bishops’ Charter and the Diocese of Charlotte 
Sexual Misconduct Policy. 

Annual Certification Requirements for Parishes and Schools 
Each May 1st diocesan Pastors and Principals are required to certify that all employees and/or 
volunteers currently on staff have met the requirements of the Charter and the Policy of the 
Diocese of Charlotte Concerning Ministry-Related Sexual Misconduct by Church Personnel.  
The Certification is submitted in the form of a signed document to Human Resources, where it is 
retained for the annual audit mandated by the Charter.   

http://www.virtus.org/
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SECTION 2  
Safe Environment Requirements for Employees and 

Volunteers 

Below is a summary for what is expected of our Employees and Volunteers. The Safe 
Environment program for the Diocese of Charlotte requires all employees/volunteers 
aged 18 and over to have a completed background check on file regardless of ministry. 
Any position that interacts with children, elderly, or vulnerable adults is required to 
complete the Protecting God’s Children Training.  NOTE – If a Pastor/Principal 
chooses to require ALL VOLUNTEERS within the parish/school to complete the 
training, he can do so with the support and encouragement from the Diocese. 

Employee Completes Background Check 

Creates account in Virtus 

Completes Protecting God’s Children 
Training and is current on monthly 
bulletins and re-certifications as assigned 

Signs off on Sexual Misconduct and Code 
of Ethics (Included in Personnel Policies 
Handbook) either on paper or 
electronically through Virtus 

Volunteer Completes Background Check 

Creates account in Virtus 

Completes Protecting God’s Children 
Training (if role requires) and is current 
on monthly bulletins and re-certifications 
as assigned 

Signs off on Sexual Misconduct and Code 
of Ethics either on paper or electronically 
through Virtus 
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Volunteer vs Participant 

We often get questions about who is required to complete the Protecting God’s Children 
training.   

Volunteer Anyone actively involved in ministry or 
parish activities, regardless of whether it 
involves children, is required to have a 
background check.  If the ministry 
involves contact with children, the elderly, 
or vulnerable adults, the volunteer also 
needs to attend PGC.  The leaders in all 
ministries are considered volunteers and 
should be compliant with all safe 
environment requirements. 

Participant A member of a group who attends 
meetings but isn’t actively involved in 
ministry may be a participant rather than 
a volunteer.  Examples include women’s 
guild, muffin ministry, wrapping presents, 
etc., assuming the ministry is not involved 
in children’s activities.  If there is any 
doubt, assume the person is a volunteer. 
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SECTION 3   
Safe Environment Local Coordinator 

Every parish or school is required to appoint an individual to be the Safe Environment 
Local Coordinator.  This person is the main contact with the Diocese and is responsible 
for monitoring the Safe Environment requirements for the location. 

Responsibilities include: 
 Implementing processes to monitor and track volunteers and employees
 Collecting Volunteer Profile Forms
 Monitoring the acknowledgement of the Code of Ethics and Sexual Misconduct

policies, either on paper forms kept on file at the parish or school, or on
electronic file on Virtus

 Directing the online Virtus registration
 Initiating the Background Check process and ensuring that all employees and

volunteers have a cleared background check every five years
 Assisting Pastors and Principals with the annual Safe Environment certification.

(see details below)

Virtus Local Coordinator 

The Virtus Local Coordinators have rights in Virtus to access training, background 
check information, required documentation (if provided online), and general user 
information for the location’s users.  These rights can be given to multiple people as 
long as the location allows this.   

Local Administrator Functions available to all Virtus Local Coordinators: 

 Search entire diocese
 View a list of users
 View individual user information
 View Background Check information
 View Required Document information
 Add/edit required document information
 View a list of new user signups
 View individual information for new user signups
 View a list of pre-registered users
 View individual pre-registered user information
 Print bulletins from Archive (English or Spanish)
 View a list of training sessions
 Run User Reports
 Run Training Bulletin Reports
 Run Training Reports
 Run online training reports
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 Run Background Check Reports
 View Background Check dates
 Run Required Document Reports
 Run Compliance Reports
 Run Master Reports

Compliance Procedures: 

In order to ensure compliance at your location, the following procedures are 
recommended: 

 Meet with your Pastor/Principal to determine which ministries in your
parish/school require Protecting God’s Children training.

 Run a compliance report for your location.  This can be found in Virtus under the
administration tab     reports      compliance reports.  If you need help running this
report, contact the Diocesan Safe Environment Program Coordinator.

When in doubt about compliance, contact the Diocesan Safe Environment Program 
Coordinator. 

Compliant if all 
volunteers/employees have: 

Not compliant if any of the following: 

Current (within five years) Background 
Check 

No cleared background check or 
background check is expired 

Protecting God’s Children- if required No Protecting God’s Children training 
and the ministry requires this 

Active Virtus account Inactive or suspended Virtus account 
for a current volunteer 

Current on monthly training bulletins 
and re-certifications as assigned (if 
Protecting God’s Children training is 
required) 

Unread monthly bulletins or re-
certifications are assigned but 
incomplete (if Protecting God’s Children 
training is required) 
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Quick Reference Guide 

EMPLOYEE/NEW HIRES 

What When How 
Virtus Registration Immediate 

www.virtusonline.org 
One time 

Background Check Prior to Hire 
www.virtusonline.org 

Every five years 

Protecting God’s Children 
for Adults Training 

Immediately upon hire 
Pre-register for Date and 
Time 
www.virtusonline.org 

One time 

Code of Ethics and Sexual 
Misconduct Policy 

Upon Hire 
Forms are available when 
registering in Virtus 

One time 

Virtus Bulletins Bulletins are published 
online via Virtus and Email 
reminders sent monthly 

Monthly 

Online Re-Certification 
Modules 

Modules are assigned 
online to individuals based 
on date of original training. 

Annually for the first four 
years after completing 
PGC 

VOLUNTEERS - REGULAR CONTACT WITH YOUTH OR VULNERABLE ADULTS 

What When How 
Virtus Registration Immediate 

www.virtusonline.org 
One time 

Background Check Prior to volunteering 
www.virtusonline.org 

Every five years 

Protecting God’s Children 
for Adults Training 

Immediately upon 
volunteering 
Pre-register for Date and 
Time 
www.virtusonline.org 

One time 

http://www.virtusonline.org/
http://www.virtusonline.org/
http://www.virtusonline.org/
http://www.virtusonline.org/
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Code of Ethics and Sexual 
Misconduct Policy 

Forms are available when 
registering in Virtus 

One time 

Virtus Bulletins Bulletins are published 
online via Virtus and email 
reminders are sent 
monthly 

Monthly 

Online Re-Certification 
Modules 

Modules are assigned 
online to individuals based 
on date of original training. 

Annually for the first four 
years after completing 
PGC 

VOLUNTEERS - NO REGULAR CONTACT WITH YOUTH OR VULNERABLE ADULTS 

What When How 
Virtus Registration Immediate 

www.virtusonline.org 
One time 

Background Check Prior to volunteering 
www.virtusonline.org 

Every five years 

Protecting God’s Children 
for Adults Training 

Recommended for all 
volunteers but not required 
for those that do not work 
with children.   
Pre-register for Date and 
Time (if required) 
www.virtusonline.org 

Code of Ethics and Sexual 
Misconduct Policy 

Forms are available when 
registering in Virtus 

One time 

Virtus Bulletins NA NA 

Online Re-Certification 
Modules 

NA NA 

http://www.virtusonline.org/
http://www.virtusonline.org/
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SECTION 4  
Protecting God’s Children Training for Adults 

Live Training Sessions 
The LIVE training session is a 2.5 – 3 hour session that is led by a Virtus trained 
facilitator and is the PREFERRED method within the Diocese of Charlotte.  It consists of 
videos, small group discussions, and Q and A.   

These sessions are provided in English and Spanish. 

Registrations for these sessions can be found on www.virtusonline.org. 

See registration instructions in Section 5. 

Online Training 
The online version is also accepted within the Diocese of Charlotte but should only be 
recommended as a second option.  The online session consists of a series of articles 
with follow up questions.  This can take up to 1.5 – 2 hours to complete.  A person may 
save their work and return to the session at any point.  Previous work will be saved.   

The online training course offering can be found at the bottom of the list of all upcoming 
LIVE sessions on Virtus.   

If an individual is unable to locate the course, the Safe Environment Program 
Coordinator at the Diocese can assign it through Virtus.   

Historical Data 
The Diocese of Charlotte introduced Protecting God’s Children Training for Adults 3.0 in 
2002 and has trained in excess of 50,000 people.  Most registration sign in sheets are 
available at the Diocese.  If a volunteer has completed the training, but does not have 
the Certificate of Completion or cannot recall the exact date, he can contact the 
Diocesan Safe Environment Program Coordinator for assistance.  The Diocese 
maintains a master database of attendees in addition to using Virtus. 

http://www.virtusonline.org/
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SECTION 5  
Virtus Registration 

Beginning in June 2017, the Diocese of Charlotte Safe Environment Program began 
using Virtus Online as the primary platform for tracking Protecting God’s Children 
training and Background Checks.  All Employees/Volunteers are required to have a 
Virtus Online account.   

Virtus registration is required because: 
 The Diocese of Charlotte uses this platform for tracking training and background

checks. 
 Local Coordinators across the Diocese have the ability to view training and

background check dates. Virtus allows local coordinators to view this information 
about users who are active at multiple locations.   

 All Virtus accounts are transferrable to/from another Diocese that uses the Virtus
platform 

Instructions for users: (see appendix for detailed instructions that can be shared with 
volunteers)  *Be sure to use a laptop or desktop computer (no smartphones or tablets) 
and Google Chrome or Internet Explorer as your browser* 

 Go to www.virtusonline.org and click on “first time registrant”
 Click on “begin the registration process”
 Select your organization- use the drop down menu to select “Charlotte, NC

(Diocese)” and click select
 Create a user ID and password- be sure to remember this information as you will

use it every time you log into Virtus.
 On the next screen, fill in all of your information as requested and then click

“continue”
 Choose the location where you will be working/volunteering from the drop down

menu.
 If you work/volunteer at an additional location, click “yes” and choose your

location, if not, click “no”
 Select the role that you have in the Diocese, not in your personal/work life

o Candidate for ordination- only for those currently preparing to be ordained
as a priest or deacon

o Deacon- only for those who are ordained as a deacon
o Educator- only select this if you are a teacher employed in the Catholic

Schools
o Employee- select if you are an employee of the Diocese of Charlotte or

one of the parishes or Catholic schools located in the Diocese.
o Parent- select if you are a parent of a child under the age of 18
o Priest- only for those who have been ordained as a priest.
o Volunteer- this is the most common selection, use this if you are

volunteering at a parish or school.

http://www.virtusonline.org/
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o Title of Position or Service:  If you are a volunteer, briefly describe your
volunteer position (catechist, lector, take Eucharist to the homebound,
etc.)  If you are an employee, Deacon, or Priest, enter that here

Click “continue” 
 Answer each of the Yes or No questions, and click “continue”
 Download and read the Code of Conduct, then check the box, enter your name

and the date and click “continue”
 Download and read the Policy of the Diocese of Charlotte Concerning Ministry-

Related Sexual Misconduct, then click the box, enter your name and the date
and click “continue”

 If you have already attended a Protecting God’s Children session, click “yes” and
select your date and place of training from the drop down menu.  If not, click “no”
and select a training session.  If your ministry does not require you to complete
training, do not make a selection and click “continue”.  If you need to add a
training session at a later time, one can be added to your account.

 Click to enter the background check process and follow the instructions.
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SECTION 6 
Background Checks 

All employees (prior to hire) and all volunteers aged 18 and over are required to have a 
background check on file with the Diocese of Charlotte.   

The background check is completed every five years 

The Virtus/Safe Environment Local Coordinator is responsible for monitoring the 
background check renewal dates for their location and ensuring that all background 
checks submitted for their location have cleared.  

There are two options to complete the Background Check.  

Background Check Submission 

Online Option Upon registering in Virtus, the user will be 
required to complete a background 
check. (see section 5)   
** To complete the online process, the 
user must use a laptop or desktop (no 
smartphone or tablet, I-phone or I-pad) 
and Google Chrome or Internet Explorer 
as the main web browser.  An IP 
configuration error occurs when these 
procedures are not followed and a paper 
copy will need to be submitted.   

Paper Option Downloadable from the Diocesan website 
under the Safe Environment tab. 

The form must be submitted to the 
parish/school for signature and approval. 
The “signature of requesting official” must 
be the Pastor, Principal, or designee. 
Then fax or mail the completed form to 
Human Resources at the diocese. 

Charges for Background Check 

Volunteer (Volunteer Basic Package)  
(this is the current notation used in Virtus 
if the background check was submitted 
for a volunteer) 

The search includes: 
 National Criminal Records
 Department of Justice National

Sex Offender Registry
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$8.95*(If a “county” search is triggered, 
county fees will include $10.95-$12.95* 
per county) 

If the total cost exceeds $18.95*, the 
charges are referenced in Background 
Check Comment Field in Virtus 

Employee (Basic Package)  
(this is the current notation used in Virtus 
if the background check was submitted 
for an employee) 

The search includes: 
 National Criminal Records
 Department of Justice National

Sex Offender Registry
 Federal Criminal Records
 Social Security Trace
 County or State Criminal Records

$33.95* North Carolina (additional fees 
incurred if covering multiple states, etc.) 

Charges will be referenced in the 
Background Check Field in Virtus 

*Fees are as of May 1, 2019 and are subject to change.

Renewals 

A background check expires every five years.  The location is responsible for tracking 
the Background Check dates and initiating a renewal.  There are two options to initiate 
the renewal. 

Paper Option Downloadable from the Diocesan website 
under the Safe Environment tab. 

The form must be submitted to the 
parish/school for signature and approval. 
The “signature of requesting official” must 
be the Pastor, Principal, or designee. 
Then fax or mail the completed form to 
Human Resources at the diocese. 

Online Option Force Background Check: 
1. The Local Coordinator must verify

the users’ information in Virtus: 
Update Email, Address, Role, and 
Profile as needed, or contact the 
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Diocesan Coordinator to assist 
with this. 

2. The Local Coordinator may have
the right in Virtus to “force” a 
background check prompt or may 
contact the Diocesan Safe 
Environment Program Coordinator 
to force a prompt. 

3. To complete the online process,
the user must use a laptop or
desktop (no smartphone or tablet,
I-phone or I-pad) and Google
Chrome or Internet Explorer as the
main web browser.  An IP
configuration error occurs when
these procedures are not followed
and a paper copy will need to be
submitted.

Follow up after submitting background checks: 

ONLINE PAPER 
Review the app ready report received 
from the Diocesan background check 
administrator and approve users for 
processing. 

Follow up in Virtus- check the user’s 
account under the “background check” 
tab: 

 cleared
 IP config error- follow

instructions provided
 pending- didn’t approve

user for processing

Follow up in Virtus- check the user’s 
account under the “background check” 
tab: 

 cleared
 pending- Diocese is

awaiting report through
Screening One

 any other message or error
message- follow instructions
provided or contact the
Diocesan background check
administrator.

**Any Virtus user who does not have a current, cleared Background Check is not able to 
participate in ministry.** 
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SECTION 7  
Compliance and Continuing Training 

After completion of Protecting God’s Children training, individuals are expected to 
remain in compliance through Virtus based continuing training.  There are two types of 
continuing training: Virtus Monthly Bulletins and Online Re-Certifications. 

Compliance means reading all monthly Virtus bulletins and completing re-certifications 
as assigned.  

Virtus Monthly Bulletins 

The first Sunday of each month, Virtus posts a bulletin to all accounts.  A reminder 
email is sent out that following week.  Individuals are expected to login to their accounts, 
read the bulletin, and answer the question at the end.  Once this has been completed, 
the bulletin will be marked as READ. 

For those individuals that have limited or no access to computers, the Safe Environment 
Program Coordinator can mail the bulletins to their home address if requested and a 
valid address is provided by the location.  This mass mailing takes place quarterly in 
January, April, July, and October.   

Re-Certifications 

Currently, there are four editions of the re-certification module.  These are assigned by 
Virtus annually for the first four years after completion of the initial Protecting God’s 
Children training session. 

Virtus Protecting God’s Children Re-certification Training for Adults 
Virtus Protecting God’s Children Re-certification Training for Adults – 2nd Edition 
Virtus Protecting God’s Children Re-certification Training for Adults – 3rd Edition 
Virtus Protecting God’s Children Re-certification Training for Adults – 4th Edition 

Suspended Accounts 

The Diocesan Safe Environment Program Coordinator is responsible for running 
compliance reports bi-annually.  If an active user has over 12 unread Virtus bulletins, 
the account will be suspended and the volunteer will be considered non-compliant.  
Until the account is re-instated and in good standing, the volunteer should not 
participate in parish or school activities. 

In order to reinstate the user, the Local Coordinator has two options. 
 Send an email to the Diocesan Safe Environment Program Coordinator

requesting to have the account reinstated.  The reinstated user will be notified by 
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the Diocesan Safe Environment Program Coordinator to log into the Virtus 
account and complete all assignments. 

 The Local Coordinator (parish/school) may have the rights to unsuspend
accounts.  This must be given by the Diocesan office. The local coordinator must 
notify the user and ask the user to log into the Virtus account and complete all 
assignments. 

Inactive Accounts 

An account is designated as inactive when requested by the parish/school because the 
individual is no longer active in ministry or has left the parish.   

Accounts Awaiting Approval 
1. Online training - training in progress

The local coordinator should contact the user to ensure completion of training.  
Contact the Diocesan Safe Environment Program Coordinator if another training 
needs to be assigned. 

2. Live training session missed
The local coordinator should contact the user to re-schedule the training session. 
Contact the Diocesan Safe Environment Program Coordinator if another training 
needs to be assigned. 

Annual Compliance Certification 

In order for the Diocese to be compliant with the USCCB Charter for the Protection of 
Children and Young People, parishes and schools are required to certify that they are 
compliant with the Diocese of Charlotte safe environment program requirements.  The 
annual Certification Form (see appendix for an example) is signed by the Pastor or 
Principal and returned to the diocese by May 1.  (see compliance procedures in section 
3) 

Every year the Diocese undergoes an independent audit of its child protection 
procedures.  This audit is commissioned by the United States Conference of Catholic 
Bishops to determine compliance with the U.S. Bishops’ Charter for the Protection of 
Children and Young People. 



Appendix 

 USCCB Charter for the Protection of Children and
Young People

 Code of Ethics and Sexual Misconduct Policy for
the Diocese of Charlotte

 Background Check disclosure and authorization
(English and Spanish)

 Volunteer Profile form (English and Spanish)
 Annual certification of compliance
 Employee/Volunteer quick information sheet
 Virtus Online registration instructions
 Local Administrator website guide
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by permission of the copyright owner. All rights reserved. 
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Charter for the Protection of  

Children and Young People 
 

Preamble 
 

Since 2002, the Church in the United States has experienced a crisis without precedent in our 

times. The sexual abuse1 of children and young people by some deacons, priests, and bishops, 

and the ways in which these crimes and sins were addressed, have caused enormous pain, anger, 

and confusion for victims, their families, and the entire Church. As bishops, we have 

acknowledged our mistakes and our roles in that suffering, and we apologize and take 

responsibility again for too often failing victims and the Catholic people in the past. From the 

depths of our hearts, we bishops express great sorrow and profound regret for what the Catholic 

people have endured. 

 

We share Pope Francis’ “conviction that everything possible must be done to rid the Church of 

the scourge of the sexual abuse of minors and to open pathways of reconciliation and healing for 

those who were abused” (Letter of His Holiness Pope Francis to the Presidents of the Episcopal 

Conferences and Superiors of Institutes of Consecrated Life and Societies of Apostolic Life 

Concerning the Pontifical Commission for the Protection of Minors, February 2, 2015).  

 

Again, with this 2018 revision of the Charter for the Protection of Children and Young People, 

we re-affirm our deep commitment to sustain and strengthen a safe environment within the 

Church for children and youth. We have listened to the profound pain and suffering of those 

victimized by sexual abuse and will continue to respond to their cries. We have agonized over 

the sinfulness, the criminality, and the breach of trust perpetrated by some members of the 

clergy. We have determined as best we can the extent of the problem of this abuse of minors by 

clergy in our country, as well as its causes and context. We will use what we have learned to 

strengthen the protection given to the children and young people in our care. 
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We continue to have a special care for and a commitment to reaching out to the victims of sexual 

abuse and their families. The damage caused by sexual abuse of minors is devastating and long-

lasting. We apologize to each victim for the grave harm that has been inflicted on him or her, and 

we offer our help now and for the future. The loss of trust that is often the consequence of such 

abuse becomes even more tragic when it leads to a loss of the faith that we have a sacred duty to 

foster. We make our own the words of St. John Paul II: that the sexual abuse of young people is 

“by every standard wrong and rightly considered a crime by society; it is also an appalling sin in 

the eyes of God” (Address to the Cardinals of the United States and Conference Officers, April 

23, 2002). We will continue to help victims recover from these crimes and strive to prevent these 

tragedies from occurring. 

Along with the victims and their families, the entire Catholic community in this country has 

suffered because of this scandal and its consequences. The intense public scrutiny of the minority 

of the ordained who have betrayed their calling has caused the vast majority of faithful priests 

and deacons to experience enormous vulnerability to being misunderstood in their ministry and 

often casts over them an undeserved air of suspicion. We share with all priests and deacons a 

firm commitment to renewing the integrity of the vocation to Holy Orders so that it will continue 

to be perceived as a life of service to others after the example of Christ our Lord. 

We, who have been given the responsibility of shepherding God’s people, will, with his help and 

in full collaboration with all the faithful, continue to work to restore the bonds of trust that unite 

us. We have seen that words alone cannot accomplish this goal. We will continue to take action 

in our Plenary Assembly and at home in our dioceses and eparchies. 

We feel a particular responsibility for “the ministry of reconciliation” (2 Cor 5:18) which God, 

who reconciled us to himself through Christ, has given us. The love of Christ impels us to ask 

forgiveness for our own faults but also to appeal to all—to those who have been victimized, to 

those who have offended, and to all who have felt the wound of this scandal—to be reconciled to 

God and one another. 
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Perhaps in a way never before experienced, we feel the power of sin touch our entire Church 

family in this country; but as St. Paul boldly says, God made Christ “to be sin who did not know 

sin, so that we might become the righteousness of God in him” (2 Cor 5:21). May we who have 

known sin experience as well, through a spirit of reconciliation, God’s own righteousness. We 

know that after such profound hurt, healing and reconciliation are beyond human capacity alone. 

It is God’s grace and mercy that will lead us forward, trusting Christ’s promise: “for God all 

things are possible” (Mt 19:26). 

In working toward fulfilling this responsibility, we rely, first of all, on Almighty God to sustain 

us in faith and in the discernment of the right course to take. 

We receive fraternal guidance and support from the Holy See that sustains us in this time of trial. 

In solidarity with Pope Francis, we express heartfelt love and sorrow for the victims of abuse. 

We rely on the Catholic faithful of the United States. Nationally and in each diocese/eparchy, the 

wisdom and expertise of clergy, religious, and laity contribute immensely to confronting the 

effects of the crisis and taking steps to resolve it. We are filled with gratitude for their great faith, 

for their generosity, and for the spiritual and moral support that we receive from them. 

We acknowledge and re-affirm the faithful service of the vast majority of our priests and deacons 

and the love that people have for them. They deservedly have our esteem and that of the Catholic 

people for their good work. It is regrettable that their committed ministerial witness has been 

overshadowed by this crisis. 

In a special way, we acknowledge and thank victims of clergy sexual abuse and their families 

who have trusted us enough to share their stories and to help us understand more fully the 

consequences of this reprehensible violation of sacred trust. With Pope Francis, we praise the 

courage of those who speak out about their abuse; their actions are “a service of love, since for 

us it sheds light on a terrible darkness in the life of the Church.” We pray that “the remnants of 

the darkness which touch them may be healed” (Address to Victims of Sexual Abuse, July 7, 

2014). 
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Let there now be no doubt or confusion on anyone’s part: For us, your bishops, our obligation to 

protect children and young people and to prevent sexual abuse flows from the mission and 

example given to us by Jesus Christ himself, in whose name we serve. 

As we work to restore trust, we are reminded how Jesus showed constant care for the vulnerable. 

He inaugurated his ministry with these words of the Prophet Isaiah: 

The Spirit of the Lord is upon me, 

because he has anointed me 

to bring glad tidings to the poor. 

He has sent me to proclaim liberty to captives 

and recovery of sight to the blind, 

to let the oppressed go free, 

and to proclaim a year acceptable to the Lord. (Lk 4:18-19) 

In Matthew 25, the Lord, in his commission to his apostles and disciples, told them that 

whenever they show mercy and compassion to the least ones, they show it to him. 

Jesus extended this care in a tender and urgent way to children, rebuking his disciples for 

keeping them away from him: “Let the children come to me” (Mt 19:14). And he uttered a grave 

warning that for anyone who would lead the little ones astray, it would be better for such a 

person “to have a great millstone hung around his neck and to be drowned in the depths of the 

sea” (Mt 18:6). 

We hear these words of the Lord as prophetic for this moment. With a firm determination to 

restore the bonds of trust, we bishops recommit ourselves to a continual pastoral outreach to 

repair the breach with those who have suffered sexual abuse and with all the people of the 

Church. 
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In this spirit, over the last sixteen years, the principles and procedures of the Charter have been 

integrated into church life. 

• The Secretariat of Child and Youth Protection provides the focus for a consistent,

ongoing, and comprehensive approach to creating a safe environment for young people

throughout the Church in the United States.

• The Secretariat also provides the means for us to be accountable for achieving the goals

of the Charter, as demonstrated by its annual reports on the implementation of the

Charter based on independent compliance audits.

• The National Review Board is carrying on its responsibility to assist in the assessment of

diocesan/eparchial compliance with the Charter for the Protection of Children and Young

People.

• The descriptive study of the nature and scope of sexual abuse of minors by Catholic

clergy in the United States, commissioned by the National Review Board, was completed

in February 2004. The resulting study, examining the historical period 1950-2002, by the

John Jay College of Criminal Justice provides us with a powerful tool not only to

examine our past but also to secure our future against such misconduct.

• The U.S. bishops charged the National Review Board to oversee the completion of the

Causes and Context study.  The Study, which calls for ongoing education, situational

prevention, and oversight and accountability, was completed in 2011.

• Victims’ assistance coordinators are in place throughout our nation to assist dioceses and

eparchies in responding to the pastoral needs of the abused.

• Diocesan/eparchial bishops in every diocese/eparchy are advised and greatly assisted by

diocesan and eparchial review boards as the bishops make the decisions needed to fulfill

the Charter.
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• Safe environment programs are in place to assist parents and children—and those who

work with children—in preventing harm to young people. These programs continually

seek to incorporate the most useful developments in the field of child protection.

Through these steps and many others, we remain committed to the safety of our children and 

young people. 

While the number of reported cases of sexual abuse has decreased over the last sixteen years, the 

harmful effects of this abuse continue to be experienced both by victims and dioceses/eparchies. 

Thus it is with a vivid sense of the effort which is still needed to confront the effects of this crisis 

fully and with the wisdom gained by the experience of the last sixteen years that we have 

reviewed and revised the Charter for the Protection of Children and Young People. We now re-

affirm that we will assist in the healing of those who have been injured, will do all in our power 

to protect children and young people, and will work with our clergy, religious, and laity to 

restore trust and harmony in our faith communities, as we pray for the Kingdom of God to come, 

here on earth, as it is in heaven. 

To make effective our goals of a safe environment within the Church for children and young 

people and of preventing sexual abuse of minors by clergy in the future, we, the members of the 

United States Conference of Catholic Bishops, have outlined in this Charter a series of practical 

and pastoral steps, and we commit ourselves to taking them in our dioceses and eparchies. 

To Promote Healing and Reconciliation with 

Victims/Survivors of Sexual Abuse of Minors 

ARTICLE 1. Dioceses/eparchies are to reach out to victims/survivors and their families and 

demonstrate a sincere commitment to their spiritual and emotional well-being. The first 

obligation of the Church with regard to the victims is for healing and reconciliation. Each 
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diocese/eparchy is to continue its outreach to every person who has been the victim of sexual 

abuse as a minor by anyone in church service, whether the abuse was recent or occurred many 

years in the past. This outreach may include provision of counseling, spiritual assistance, support 

groups, and other social services agreed upon by the victim and the diocese/eparchy. 

Through pastoral outreach to victims and their families, the diocesan/eparchial bishop or his 

representative is to offer to meet with them, to listen with patience and compassion to their 

experiences and concerns, and to share the “profound sense of solidarity and concern” expressed 

by St. John Paul II, in his Address to the Cardinals of the United States and Conference Officers 

(April 23, 2002). Pope Benedict XVI, too, in his address to the U.S. bishops in 2008 said of the 

clergy sexual abuse crisis, “It is your God-given responsibility as pastors to bind up the wounds 

caused by every breach of trust, to foster healing, to promote reconciliation and to reach out with 

loving concern to those so seriously wronged.”  

We bishops and eparchs commit ourselves to work as one with our brother priests and deacons to 

foster reconciliation among all people in our dioceses/eparchies. We especially commit ourselves 

to work with those individuals who were themselves abused and the communities that have 

suffered because of the sexual abuse of minors that occurred in their midst. 

ARTICLE 2. Dioceses/eparchies are to have policies and procedures in place to respond 

promptly to any allegation where there is reason to believe that sexual abuse of a minor has 

occurred. Dioceses/eparchies are to have a competent person or persons to coordinate assistance 

for the immediate pastoral care of persons who report having been sexually abused as minors by 

clergy or other church personnel. The procedures for those making a complaint are to be readily 

available in printed form and other media in the principal languages in which the liturgy is 

celebrated in the diocese/eparchy and be the subject of public announcements at least annually. 

Dioceses/eparchies are also to have a review board that functions as a confidential consultative 

body to the bishop/eparch. The majority of its members are to be lay persons not in the employ 

of the diocese/eparchy (see Norm 5 in Essential Norms for Diocesan/Eparchial Policies Dealing 

with Allegations of Sexual Abuse of Minors by Priests or Deacons, 2006). This board is to advise 
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the diocesan/eparchial bishop in his assessment of allegations of sexual abuse of minors and in 

his determination of a cleric’s suitability for ministry. It is regularly to review diocesan/eparchial 

policies and procedures for dealing with sexual abuse of minors. Also, the board can review 

these matters both retrospectively and prospectively and give advice on all aspects of responses 

in connection with these cases.  

 

ARTICLE 3. Dioceses/eparchies are not to enter into settlements which bind the parties to 

confidentiality, unless the victim/survivor requests confidentiality and this request is noted in the 

text of the agreement. 

 

To Guarantee an Effective Response to Allegations of 

Sexual Abuse of Minors 
 

ARTICLE 4. Dioceses/eparchies are to report an allegation of sexual abuse of a person who is a 

minor to the public authorities with due regard for the seal of the Sacrament of Penance. 

Diocesan/eparchial personnel are to comply with all applicable civil laws with respect to the 

reporting of allegations of sexual abuse of minors to civil authorities and cooperate in their 

investigation in accord with the law of the jurisdiction in question. 

 

Dioceses/eparchies are to cooperate with public authorities about reporting cases even when the 

person is no longer a minor.  

 

In every instance, dioceses/eparchies are to advise victims of their right to make a report to 

public authorities and support this right. 

 

ARTICLE 5. We affirm the words of St. John Paul II, in his Address to the Cardinals of the 

United States and Conference Officers: “There is no place in the priesthood or religious life for 

those who would harm the young.” Pope Francis has consistently reiterated this with victims of 

clergy sexual abuse. 
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Sexual abuse of a minor by a cleric is a crime in the universal law of the Church (CIC, c. 1395 

§2; CCEO, c. 1453 §1). Because of the seriousness of this matter, jurisdiction has been reserved

to the Congregation for the Doctrine of the Faith (Motu proprio Sacramentorum sanctitatis 

tutela, AAS 93, 2001). Sexual abuse of a minor is also a crime in all civil jurisdictions in the 

United States. 

Diocesan/eparchial policy is to provide that for even a single act of sexual abuse of a minor—

whenever it occurred—which is admitted or established after an appropriate process in accord 

with canon law, the offending priest or deacon is to be permanently removed from ministry and, 

if warranted, dismissed from the clerical state. In keeping with the stated purpose of this Charter, 

an offending priest or deacon is to be offered therapeutic professional assistance both for the 

purpose of prevention and also for his own healing and well-being. 

The diocesan/eparchial bishop is to exercise his power of governance, within the parameters of 

the universal law of the Church, to ensure that any priest or deacon subject to his governance 

who has committed even one act of sexual abuse of a minor as described below (see notes) shall 

not continue in ministry. 

A priest or deacon who is accused of sexual abuse of a minor is to be accorded the presumption 

of innocence during the investigation of the allegation and all appropriate steps are to be taken to 

protect his reputation. He is to be encouraged to retain the assistance of civil and canonical 

counsel. If the allegation is deemed not substantiated, every step possible is to be taken to restore 

his good name, should it have been harmed. 

In fulfilling this article, dioceses/eparchies are to follow the requirements of the universal law of 

the Church and of the Essential Norms approved for the United States. 

ARTICLE 6. There are to be clear and well publicized diocesan/eparchial standards of 

ministerial behavior and appropriate boundaries for clergy and for any other paid personnel and 

volunteers of the Church with regard to their contact with minors. 
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ARTICLE 7. Dioceses/eparchies are to be open and transparent in communicating with the 

public about sexual abuse of minors by clergy within the confines of respect for the privacy and 

the reputation of the individuals involved. This is especially so with regard to informing parish 

and other church communities directly affected by sexual abuse of a minor. 

To Ensure the Accountability of Our Procedures 

ARTICLE 8. The Committee on the Protection of Children and Young People is a standing 

committee of the United States Conference of Catholic Bishops. Its membership is to include 

representation from all the episcopal regions of the country, with new appointments staggered to 

maintain continuity in the effort to protect children and youth. 

The Committee is to advise the USCCB on all matters related to child and youth protection and 

is to oversee the development of the plans, programs, and budget of the Secretariat of Child and 

Youth Protection. It is to provide the USCCB with comprehensive planning and 

recommendations concerning child and youth protection by coordinating the efforts of the 

Secretariat and the National Review Board. 

ARTICLE 9. The Secretariat of Child and Youth Protection, established by the Conference of 

Catholic Bishops, is to staff the Committee on the Protection of Children and Young People and 

be a resource for dioceses/eparchies for the implementation of “safe environment” programs and 

for suggested training and development of diocesan personnel responsible for child and youth 

protection programs, taking into account the financial and other resources, as well as the 

population, area, and demographics of the diocese/eparchy. 

The Secretariat is to produce an annual public report on the progress made in implementing and 

maintaining the standards in this Charter. The report is to be based on an annual audit process 

whose method, scope, and cost are to be approved by the Administrative Committee on the 

recommendation of the Committee on the Protection of Children and Young People. This public 

report is to include the names of those dioceses/eparchies which the audit shows are not in 

compliance with the provisions and expectations of the Charter. The audit method refers to the 
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process and techniques used to determine compliance with the Charter. The audit scope relates 

to the focus, parameters, and time period for the matters to be examined during an individual 

audit. 

As a member of the Conference staff, the Executive Director of the Secretariat is appointed by 

and reports to the General Secretary. The Executive Director is to provide the Committee on the 

Protection of Children and Young People and the National Review Board with regular reports of 

the Secretariat’s activities. 

ARTICLE 10. The whole Church, at both the diocesan/eparchial and national levels, must be 

engaged in maintaining safe environments in the Church for children and young people. 

The Committee on the Protection of Children and Young People is to be assisted by the National 

Review Board, a consultative body established in 2002 by the USCCB. The Board will review 

the annual report of the Secretariat of Child and Youth Protection on the implementation of this 

Charter in each diocese/eparchy and any recommendations that emerge from it, and offer its own 

assessment regarding its approval and publication to the Conference President. 

The Board will also advise the Conference President on future members. The Board members are 

appointed by the Conference President in consultation with the Administrative Committee and 

are accountable to him and to the USCCB Executive Committee. Before a candidate is contacted, 

the Conference President is to seek and obtain, in writing, the endorsement of the candidate’s 

diocesan bishop. The Board is to operate in accord with the statutes and bylaws of the USCCB 

and within procedural guidelines developed by the Board in consultation with the Committee on 

the Protection of Children and Young People and approved by the USCCB Administrative 

Committee. These guidelines set forth such matters as the Board’s purpose and responsibility, 

officers, terms of office, and frequency of reports to the Conference President on its activities. 

The Board will offer its advice as it collaborates with the Committee on the Protection of 

Children and Young People on matters of child and youth protection, specifically on policies and 

best practices. For example, the Board will continue to monitor the recommendations derived 
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from the Causes and Context study. The Board and Committee on the Protection of Children and 

Young People will meet jointly every year. 

The Board will review the work of the Secretariat of Child and Youth Protection and make 

recommendations to the Executive Director. It will assist the Executive Director in the 

development of resources for dioceses. 

ARTICLE 11. The President of the Conference is to inform the Holy See of this revised Charter 

to indicate the manner in which we, the Catholic bishops, together with the entire Church in the 

United States, intend to continue our commitment to the protection of children and young people. 

The President is also to share with the Holy See the annual reports on the implementation of the 

Charter. 

To Protect the Faithful in 

the Future 

ARTICLE 12. Dioceses/eparchies are to maintain “safe environment” programs which the 

diocesan/eparchial bishop deems to be in accord with Catholic moral principles. They are to be 

conducted cooperatively with parents, civil authorities, educators, and community organizations 

to provide education and training for minors, parents, ministers, employees, volunteers, and 

others about ways to sustain and foster a safe environment for minors. Dioceses/eparchies are to 

make clear to clergy and all members of the community the standards of conduct for clergy and 

other persons with regard to their contact with minors. 

ARTICLE 13. The diocesan/eparchial bishop is to evaluate the background of all incardinated 

priests and deacons. When a priest or deacon, not incardinated in the diocese/eparchy, is to 

engage in ministry in the diocese/eparchy, regardless of the length of time, the evaluation of his 

background may be satisfied through a written attestation of suitability for ministry supplied by 

his proper ordinary/major superior to the diocese/eparchy. Dioceses/eparchies are to evaluate the 

background of all their respective diocesan/eparchial and parish/school or other paid personnel 
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and volunteers whose duties include contact with minors. Specifically, they are to utilize the 

resources of law enforcement and other community agencies. Each diocese/eparchy is to 

determine the application/renewal of background checks according to local practice. In addition, 

they are to employ adequate screening and evaluative techniques in deciding the fitness of 

candidates for ordination (see USCCB, Program of Priestly Formation [Fifth Edition], 2006, no. 

39 and the National Directory for the Formation, Ministry and Life of Permanent Deacons in the 

United States, n.178 j).2   

ARTICLE 14. Transfers of all priests and deacons who have committed an act of sexual abuse 

against a minor for residence, including retirement, shall be in accord with Norm 12 of the 

Essential Norms (see Proposed Guidelines on the Transfer or Assignment of Clergy and 

Religious, adopted by the USCCB, the Conference of Major Superiors of Men [CMSM], the 

Leadership Conference of Women Religious [LCWR], and the Council of Major Superiors of 

Women Religious [CMSWR] in 1993). 

ARTICLE 15. To ensure continuing collaboration and mutuality of effort in the protection of 

children and young people on the part of the bishops and religious ordinaries, two representatives 

of the Conference of Major Superiors of Men are to serve as consultants to the Committee on the 

Protection of Children and Young People. At the invitation of the Major Superiors, the 

Committee will designate two of its members to consult with its counterpart at CMSM. 

Diocesan/eparchial bishops and major superiors of clerical institutes or their delegates are to 

meet periodically to coordinate their roles concerning the issue of allegations made against a 

cleric member of a religious institute ministering in a diocese/eparchy. 

ARTICLE 16. Given the extent of the problem of the sexual abuse of minors in our society, we 

are willing to cooperate with other churches and ecclesial communities, other religious bodies, 

institutions of learning, and other interested organizations in conducting research in this area. 

ARTICLE 17. We commit ourselves to work individually in our dioceses/eparchies and together 

as a Conference, through the appropriate committees, to strengthen our programs both for initial 

priestly and diaconal formation and their ongoing formation. With renewed urgency, we will 
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promote programs of human formation for chastity and celibacy for both seminarians and priests 

based upon the criteria found in Pastores dabo vobis, no. 50, the Program of Priestly Formation, 

and the Basic Plan for the Ongoing Formation of Priests, as well as similar, appropriate 

programs for deacons based upon the criteria found in the National Directory for the Formation, 

Ministry and Life of Permanent Deacons in the United States. We will continue to assist priests, 

deacons, and seminarians in living out their vocation in faithful and integral ways.  

Conclusion 

As we wrote in 2002, “It is within this context of the essential soundness of the priesthood and of 

the deep faith of our brothers and sisters in the Church that we know that we can meet and 

resolve this crisis for now and the future.” 

We reaffirm that the vast majority of priests and deacons serve their people faithfully and that 

they have their esteem and affection. They also have our respect and support and our 

commitment to their good names and well-being. 

An essential means of dealing with the crisis is prayer for healing and reconciliation, and acts of 

reparation for the grave offense to God and the deep wound inflicted upon his holy people. 

Closely connected to prayer and acts of reparation is the call to holiness of life and the care of 

the diocesan/eparchial bishop to ensure that he and his priests and deacons avail themselves of 

the proven ways of avoiding sin and growing in holiness of life. 

It is with reliance on the grace of God and in a spirit of prayer and penance that we renew the 

pledges which we made in the 2002 Charter: 

We pledge most solemnly to one another and to you, God’s people, that we will work to our 

utmost for the protection of children and youth.  

We pledge that we will devote to this goal the resources and personnel necessary to 

accomplish it.  
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We pledge that we will do our best to ordain to the diaconate and priesthood and put into 

positions of trust only those who share this commitment to protecting children and youth. 

We pledge that we will work toward healing and reconciliation for those sexually abused 

by clerics. 

Much has been done to honor these pledges. We devoutly pray that God who has begun this 

good work in us will bring it to fulfillment. 

This Charter is published for the dioceses/eparchies of the United States. It is to be reviewed 

again after seven years by the Committee on the Protection of Children and Young People with 

the advice of the National Review Board. The results of this review are to be presented to the full 

Conference of Bishops for confirmation. Authoritative interpretations of its provisions are 

reserved to the Conference of Bishops. 

NOTES 

1  For purposes of this Charter, the offense of sexual abuse of a minor will be understood in 

accord with the provisions of Sacramentorum sanctitatis tutela (SST), article 6, which reads: 

§1. The more grave delicts against morals which are reserved to the Congregation for the 

Doctrine of the Faith are:  

1o the delict against the sixth commandment of the Decalogue committed 

by a cleric with a minor below the age of eighteen years; in this case, a person 

who habitually lacks the use of reason is to be considered equivalent to a minor. 

2o the acquisition, possession, or distribution by a cleric of pornographic 

images of minors under the age of fourteen, for purposes of sexual gratification, 

by whatever means or using whatever technology; 

§2. A cleric who commits the delicts mentioned above in §1 is to be punished according 

to the gravity of his crime, not excluding dismissal or deposition. 
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In view of the Circular Letter from the Congregation for the Doctrine of the Faith, dated 

May 3, 2011, which calls for “mak[ing] allowance for the legislation of the country where 

the Conference is located,” Section III(g), we will apply the federal legal age for defining 

child pornography, which includes pornographic images of minors under the age of eighteen, 

for assessing a cleric’s suitability for ministry and for complying with civil reporting statutes. 

 If there is any doubt whether a specific act qualifies as an external, objectively grave 

violation, the writings of recognized moral theologians should be consulted, and the opinions 

of recognized experts should be appropriately obtained (Canonical Delicts Involving Sexual 

Misconduct and Dismissal from the Clerical State, 1995, p. 6). Ultimately, it is the 

responsibility of the diocesan bishop/eparch, with the advice of a qualified review board, to 

determine the gravity of the alleged act. 

2 In 2009, after consultation with members of the USCCB Committee on the Protection of 

Children and Young People and the Conference of Major Superiors of Men and approval 

from the USCCB Committee on Canonical Affairs and Church Governance, additional 

Model Letters of Suitability, now available on the USCCB website, were agreed upon and 

published for use by bishops and major superiors in situations which involve both temporary 

and extended ministry for clerics. 
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Essential Norms for Diocesan/ Eparchial Policies 

Dealing with Allegations of Sexual Abuse of Minors by 

Priests or Deacons 

Office of the President 

3211 FOURTH STREET NE • WASHINGTON DC 20017-1194 

202-541-3100 • FAX 202-541-3166 

Most Reverend William S. Skylstad, D.D. 

Bishop of Spokane 

May 5, 2006 

THE UNITED STATES CONFERENCE OF CATHOLIC BISHOPS 

DECREE OF PROMULGATION 

On November 13, 2002, the members of the United States Conference of Catholic Bishops 

approved as particular law the Essential Norms for Diocesan/Eparchial Policies Dealing with 

Allegations of Sexual Abuse of Minors by Priests or Deacons. Following the grant of the required 

recognitio by the Congregation for Bishops on December 8, 2002, the Essential Norms were 

promulgated by the President of the same Conference on December 12, 2002.  

Thereafter, on June 17, 2005, the members of the United States Conference of Catholic Bishops 

approved a revised text of the Essential Norms. By a decree dated January 1, 2006, and signed by 

His Eminence, Giovanni Battista Cardinal Re, Prefect of the Congregation for Bishops, and His 

Excellency, the Most Reverend Francesco Monterisi, Secretary of the same Congregation, the 
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recognitio originally granted to the Essential Norms of 2002 was extended to the revised version 

donec aliter provideatur.  

As President of the United States Conference of Catholic Bishops, I therefore decree the 

promulgation of the Essential Norms of June 17, 2005. These Norms shall obtain force on May 

15, 2006, and so shall from that day bind as particular law all Dioceses and Eparchies of the 

United States Conference of Catholic Bishops.  

Most Reverend William S. Skylstad 

Bishop of Spokane 

President, USCCB  

Reverend Monsignor David J. Malloy 

General Secretary 
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Preamble 

On June 14, 2002, the United States Conference of Catholic Bishops approved a Charter for the 

Protection of Children and Young People. The charter addresses the Church’s commitment to 

deal appropriately and effectively with cases of sexual abuse of minors by priests, deacons, and 

other church personnel (i.e., employees and volunteers). The bishops of the United States have 

promised to reach out to those who have been sexually abused as minors by anyone serving the 

Church in ministry, employment, or a volunteer position, whether the sexual abuse was recent or 

occurred many years ago. They stated that they would be as open as possible with the people in 

parishes and communities about instances of sexual abuse of minors, with respect always for the 

privacy and the reputation of the individuals involved. They have committed themselves to the 

pastoral and spiritual care and emotional well-being of those who have been sexually abused and 

of their families. 

In addition, the bishops will work with parents, civil authorities, educators, and various 

organizations in the community to make and maintain the safest environment for minors. In the 

same way, the bishops have pledged to evaluate the background of seminary applicants as well 

as all church personnel who have responsibility for the care and supervision of children and 

young people. 

Therefore, to ensure that each diocese/eparchy in the United States of America will have 

procedures in place to respond promptly to all allegations of sexual abuse of minors, the United 

States Conference of Catholic Bishops decrees these norms for diocesan/eparchial policies 

dealing with allegations of sexual abuse of minors by diocesan and religious priests or deacons.1 

These norms are complementary to the universal law of the Church and are to be interpreted in 

accordance with that law. The Church has traditionally considered the sexual abuse of minors a 

grave delict and punishes the offender with penalties, not excluding dismissal from the clerical 

state if the case so warrants.  
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For purposes of these Norms, sexual abuse shall include any offense by a cleric against the Sixth 

Commandment of the Decalogue with a minor as understood in CIC, canon 1395 §2, and CCEO, 

canon 1453 §1 (Sacramentorum sanctitatis tutela, article 6 §1).2 

Norms 
1. These Essential Norms have been granted recognitio by the Holy See. Having been

legitimately promulgated in accordance with the practice of the United States Conference of 

Catholic Bishops on May 5, 2006, they constitute particular law for all the dioceses/eparchies of 

the United States of America.3

2. Each diocese/eparchy will have a written policy on the sexual abuse of minors by priests and

deacons, as well as by other church personnel. This policy is to comply fully with, and is to 

specify in more detail, the steps to be taken in implementing the requirements of canon law, 

particularly CIC, canons 1717-1719, and CCEO, canons 1468-1470. A copy of this policy will 

be filed with the United States Conference of Catholic Bishops within three months of the 

effective date of these norms. Copies of any eventual revisions of the written diocesan/eparchial 

policy are also to be filed with the United States Conference of Catholic Bishops within three 

months of such modifications.  

3. Each diocese/eparchy will designate a competent person to coordinate assistance for the

immediate pastoral care of persons who claim to have been sexually abused when they were 

minors by priests or deacons.  

4. To assist diocesan/eparchial bishops, each diocese/eparchy will also have a review board

which will function as a confidential consultative body to the bishop/eparch in discharging his 

responsibilities. The functions of this board may include 

a. advising the diocesan bishop/eparch in his assessment of allegations of sexual

abuse of minors and in his determination of suitability for ministry;

b. reviewing diocesan/eparchial policies for dealing with sexual abuse of minors;

and
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c. offering advice on all aspects of these cases, whether retrospectively or

prospectively.

5. The review board, established by the diocesan/eparchial bishop, will be composed of at least

five persons of outstanding integrity and good judgment in full communion with the Church. The 

majority of the review board members will be lay persons who are not in the employ of the 

diocese/eparchy; but at least one member should be a priest who is an experienced and respected 

pastor of the diocese/eparchy in question, and at least one member should have particular 

expertise in the treatment of the sexual abuse of minors. The members will be appointed for a 

term of five years, which can be renewed. It is desirable that the Promoter of Justice participate 

in the meetings of the review board. 

6. When an allegation of sexual abuse of a minor by a priest or deacon is received, a preliminary

investigation in accordance with canon law will be initiated and conducted promptly and 

objectively (CIC, c. 1717; CCEO, c. 1468). During the investigation the accused enjoys the 

presumption of innocence, and all appropriate steps shall be taken to protect his reputation. The 

accused will be encouraged to retain the assistance of civil and canonical counsel and will be 

promptly notified of the results of the investigation. When there is sufficient evidence that sexual 

abuse of a minor has occurred, the Congregation of the Doctrine of the Faith shall be notified. 

The bishop/eparch shall then apply the precautionary measures mentioned in CIC, canon 1722, 

or CCEO, canon 1473—i.e., withdraw the accused from exercising the sacred ministry or any 

ecclesiastical office or function, impose or prohibit residence in a given place or territory, and 

prohibit public participation in the Most Holy Eucharist pending the outcome of the process.4

7. The alleged offender may be requested to seek, and may be urged voluntarily to comply with,

an appropriate medical and psychological evaluation at a facility mutually acceptable to the 

diocese/eparchy and to the accused. 

8. When even a single act of sexual abuse by a priest or deacon is admitted or is established after

an appropriate process in accord with canon law, the offending priest or deacon will be removed 
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permanently from ecclesiastical ministry, not excluding dismissal from the clerical state, if the 

case so warrants (SST, Art. 6; CIC, c. 1395 §2; CCEO, c. 1453 §1). 5 

a. In every case involving canonical penalties, the processes provided for in canon

law must be observed, and the various provisions of canon law must be

considered (cf. Canonical Delicts Involving Sexual Misconduct and Dismissal

from the Clerical State, 1995; Letter from the Congregation for the Doctrine of

the Faith, May 18, 2001). Unless the Congregation for the Doctrine of the Faith,

having been notified, calls the case to itself because of special circumstances, it

will direct the diocesan bishop/eparch to proceed (Article 13, “Procedural Norms”

for Motu proprio Sacramentorum sanctitatis tutela, AAS, 93, 2001, p. 787). If the

case would otherwise be barred by prescription, because sexual abuse of a minor

is a grave offense, the bishop/eparch may apply to the Congregation for the

Doctrine of the Faith for a derogation from the prescription, while indicating

relevant grave reasons. For the sake of canonical due process, the accused is to be

encouraged to retain the assistance of civil and canonical counsel. When

necessary, the diocese/eparchy will supply canonical counsel to a priest. The

provisions of CIC, canon 1722, or CCEO, canon 1473, shall be implemented

during the pendency of the penal process.

b. If the penalty of dismissal from the clerical state has not been applied (e.g., for

reasons of advanced age or infirmity), the offender ought to lead a life of prayer

and penance. He will not be permitted to celebrate Mass publicly or to administer

the sacraments. He is to be instructed not to wear clerical garb, or to present

himself publicly as a priest.

9. At all times, the diocesan bishop/eparch has the executive power of governance, within the

parameters of the universal law of the Church, through an administrative act, to remove an 

offending cleric from office, to remove or restrict his faculties, and to limit his exercise of 

priestly ministry.6 Because sexual abuse of a minor by a cleric is a crime in the universal law of 

the Church (CIC, c. 1395 §2; CCEO, c. 1453 §1) and is a crime in all civil jurisdictions in the 

United States, for the sake of the common good and observing the provisions of canon law, the 
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diocesan bishop/eparch shall exercise this power of governance to ensure that any priest or 

deacon who has committed even one act of sexual abuse of a minor as described above shall not 

continue in active ministry.7 

 

10. The priest or deacon may at any time request a dispensation from the obligations of the 

clerical state. In exceptional cases, the bishop/eparch may request of the Holy Father the 

dismissal of the priest or deacon from the clerical state ex officio, even without the consent of the 

priest or deacon.  

 

11. The diocese/eparchy will comply with all applicable civil laws with respect to the reporting 

of allegations of sexual abuse of minors to civil authorities and will cooperate in their 

investigation. In every instance, the diocese/eparchy will advise and support a person’s right to 

make a report to public authorities.8 

 

12. No priest or deacon who has committed an act of sexual abuse of a minor may be transferred 

for a ministerial assignment in another diocese/eparchy. Every bishop/eparch who receives a 

priest or deacon from outside his jurisdiction will obtain the necessary information regarding any 

past act of sexual abuse of a minor by the priest or deacon in question.  

 

Before such a diocesan/eparchial priest or deacon can be transferred for residence to another 

diocese/eparchy, his diocesan/eparchial bishop shall forward, in a confidential manner, to the 

bishop of the proposed place of residence any and all information concerning any act of sexual 

abuse of a minor and any other information indicating that he has been or may be a danger to 

children or young people.  

 

In the case of the assignment for residence of such a clerical member of an institute or a society 

into a local community within a diocese/eparchy, the major superior shall inform the 

diocesan/eparchial bishop and share with him in a manner respecting the limitations of 

confidentiality found in canon and civil law all information concerning any act of sexual abuse 

of a minor and any other information indicating that he has been or may be a danger to children 

or young people so that the bishop/eparch can make an informed judgment that suitable 
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safeguards are in place for the protection of children and young people. This will be done with 

due recognition of the legitimate authority of the bishop/eparch; of the provisions of CIC, canon 

678 (CCEO, canons 415 §1 and 554 §2), and of CIC, canon 679; and of the autonomy of the 

religious life (CIC, c. 586).  

13. Care will always be taken to protect the rights of all parties involved, particularly those of the

person claiming to have been sexually abused and of the person against whom the charge has 

been made. When an accusation has been shown to be unfounded, every step possible will be 

taken to restore the good name of the person falsely accused.  

NOTES 

1 These Norms constitute particular law for the dioceses, eparchies, clerical religious 

institutes, and societies of apostolic life of the United States with respect to all priests and 

deacons in the ecclesiastical ministry of the Church in the United States. When a major 

superior of a clerical religious institute or society of apostolic life applies and interprets 

them for the internal life and governance of the institute or society, he has the obligation 

to do so according to the universal law of the Church and the proper law of the institute 

or society. 

2 If there is any doubt whether a specific act qualifies as an external, objectively grave 

violation, the writings of recognized moral theologians should be consulted, and the 

opinions of recognized experts should be appropriately obtained (Canonical Delicts, p. 

6). Ultimately, it is the responsibility of the diocesan bishop/eparch, with the advice of a 

qualified review board, to determine the gravity of the alleged act. 

3 Due regard must be given to the proper legislative authority of each Eastern Catholic 

Church. 

4 Article 19 Sacramentorum sanctitatis tutela states, “With due regard for the right of the 

Ordinary to impose from the outset of the preliminary investigation those measures which 

are established in can. 1722 of the Code of Canon Law, or in can. 1473 of the Code of 

Canons of the Eastern Churches, the respective presiding judge may, at the request of the 

Promoter of Justice, exercise the same power under the same conditions determined in 

the canons themselves.” 
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5 Removal from ministry is required whether or not the cleric is diagnosed by qualified 

experts as a pedophile or as suffering from a related sexual disorder that requires 

professional treatment. With regard to the use of the phrase “ecclesiastical ministry,” by 

clerical members of institutes of consecrated life and societies of apostolic life, the 

provisions of canons 678 and 738 also apply, with due regard for canons 586 and 732. 

6 Cf. CIC, cc. 35-58, 149, 157, 187-189, 192-195, 277 §3, 381 §1, 383, 391, 1348, and 

1740-1747. Cf. also CCEO, cc. 1510 §1 and 2, 1°-2°, 1511, 1512 §§1-2, 1513 §§2-3 and 

5, 1514-1516, 1517 §1, 1518, 1519 §2, 1520 §§1-3, 1521, 1522 §1, 1523-1526, 940, 946, 

967-971, 974-977, 374, 178, 192 §§1-3, 193 §2, 191, and 1389-1396. 

7 The diocesan bishop/eparch may exercise his executive power of governance to take one 

or more of the following administrative actions (CIC, cc. 381, 129ff.; CCEO, cc. 178, 

979ff.): 

a. He may request that the accused freely resign from any currently held

ecclesiastical office (CIC, cc. 187-189; CCEO, cc. 967-971).

b. Should the accused decline to resign and should the diocesan bishop/eparch judge

the accused to be truly not suitable (CIC, c. 149 §1; CCEO, c. 940) at this time for

holding an office previously freely conferred (CIC, c. 157), then he may remove

that person from office observing the required canonical procedures (CIC, cc.

192-195, 1740-1747; CCEO, cc. 974-977, 1389-1396).

c. For a cleric who holds no office in the diocese/eparchy, any previously delegated

faculties may be administratively removed (CIC, cc. 391 §1 and 142 §1; CCEO,

cc. 191 §1 and 992 §1), while any de iure faculties may be removed or restricted

by the competent authority as provided in law (e.g., CIC, c. 764; CCEO, c. 610

§§2-3).

d. The diocesan bishop/eparch may also determine that circumstances surrounding a

particular case constitute the just and reasonable cause for a priest to celebrate the

Eucharist with no member of the faithful present (CIC, c. 906). The bishop may

forbid the priest to celebrate the Eucharist publicly and to administer the

sacraments, for the good of the Church and for his own good.

e. Depending on the gravity of the case, the diocesan bishop/eparch may also

dispense (CIC, cc. 85-88; CCEO, cc. 1536 §1–1538) the cleric from the obligation
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of wearing clerical attire (CIC, c. 284; CCEO, c. 387) and may urge that he not do 

so, for the good of the Church and for his own good. 

These administrative actions shall be taken in writing and by means of decrees (CIC, cc. 

47-58; CCEO, cc. 1510 §2, 1°-2°, 1511, 1513 §§2-3 and 5, 1514, 1517 §1, 1518, 1519 

§2, 1520) so that the cleric affected is afforded the opportunity of recourse against them

in accord with canon law (CIC, cc. 1734ff.; CCEO, cc. 999ff.). 

8 The necessary observance of the canonical norms internal to the Church is not intended in 

any way to hinder the course of any civil action that may be operative. At the same time, 

the Church reaffirms her right to enact legislation binding on all her members concerning 

the ecclesiastical dimensions of the delict of sexual abuse of minors. 
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A Statement of Episcopal Commitment 

We bishops pledge again to respond to the demands of the Charter in a way that manifests our 

accountability to God, to God’s people, and to one another. Individually and together, we 

acknowledge mistakes in the past when some bishops transferred, from one assignment to 

another, priests who abused minors. We recognize our roles in the suffering this has caused, and 

we continue to ask forgiveness for it.  

Without at all diminishing the importance of broader accountability, this statement focuses on 

the accountability which flows from our episcopal communion and fraternal solidarity, a moral 

responsibility we have with and for each other.  

While bishops are ordained primarily for their diocese or eparchy, we are called as well to 

protect the unity and to promote the common discipline of the whole Church (CIC, c. 392; 

CCEO, c. 201). Participating in the college of bishops, each bishop is responsible to act in a 

manner that reflects both effective and affective collegiality.  

Respecting the legitimate rights of bishops who are directly accountable to the Holy See, in a 

spirit of collegiality and fraternity we renew our commitment to the following:  

1. Within each province, we will assist each other to interpret correctly and implement the

Charter for the Protection of Children and Young People, always respecting Church law and 

striving to reflect the Gospel.  

2. We will apply the requirements of the Charter also to ourselves, respecting always Church

law as it applies to bishops. Therefore, if a bishop is accused of the sexual abuse of a minor, the 

accused bishop is obliged to inform the Apostolic Nuncio.  If another bishop becomes aware of 

such an allegation of the sexual abuse of a minor by a bishop, he too is obliged to inform the 

Apostolic Nuncio and comply with applicable civil laws.  
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3. In cases of financial demands for settlements involving allegations of any sexual misconduct

by a bishop, he, or any of us who become aware of it, is obliged to inform the Apostolic Nuncio. 

4. Within each of our provinces, as an expression of collegiality, including fraternal support,

fraternal challenge and fraternal correction, we will engage in ongoing mutual reflection upon 

our commitment to holiness of life and upon the exercise of our episcopal ministry.  

In making this statement, we firmly uphold the dignity of every human being and renew our 

commitment to live and promote the chastity required of all followers of Christ and especially of 

deacons, priests and bishops.  

This Statement of Episcopal Commitment will be reviewed by the Committee on Clergy, 

Consecrated Life and Vocations upon the next review of the Charter. 
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August 15, 2004 

My Dear Brothers and Sisters in Christ: 

Please accept my sincere gratitude for the very generous way in which you offer 
your time, talent and gifts in serving the people of Western North Carolina.  It is 
through the prayers, efforts, dedication and collaboration of priests, deacons, 
religious, seminarians, lay employees and volunteers that we are able to serve 
those entrusted to our care.  We know that as clergy, religious and laity of the 
Diocese of Charlotte, we have a responsibility to uphold the highest of moral, 
professional and ethical standards. 

As clergy, religious, seminarians, lay employees and volunteers, we all share in 
the mission of the Church to continue the work of Jesus Christ.  This is both a 
great privilege and an awesome responsibility.  Those who publicly represent the 
Church, whether by office, employment or appointment, have a special obligation 
because they have accepted positions of trust.  Because of this, the Church must 
be exemplary.  Clergy, religious, seminarians, lay employees and volunteers 
should and will be held accountable for their behavior. 

In order to maintain the highest level of accountability, this Code of Ethics Policy 
is adopted to assist in developing and implementing uniform guidelines for 
appropriate behavior while exercising ministerial and professional undertakings. 
It is not intended to address every situation that may arise, rather, it is intended 
to create a structure for addressing a variety of circumstances that, if not 
appropriately addressed, may create a risk of incidents, allegations, claims or 
lawsuits.  As we read the code, we must remember that it is more than a set of 
standards.  It is a way of connecting our values, ideals and moral responsibilities 
with the work that we do every day. 

It is my sincere desire that all who are involved in the mission of the Church will 
exemplify the ethics and integrity lived and taught by Jesus, and that all those we 
serve will see in us His compassion and love. 

Sincerely yours in Christ, 

Most Reverend Peter J. Jugis, J.C.D. 
Bishop of Charlotte   
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PREAMBLE 
 
Priests, deacons, religious, seminarians, pastoral ministers, administrators, lay 
employees and volunteers (Church Personnel) in our parishes, agencies, schools 
and organizations must uphold Christian values and conduct.  The Code of 
Ethics Policy of the Diocese of Charlotte (Code) provides a set of standards for 
conduct in certain situations and is designed to deter wrongdoing and to promote 
honest and ethical conduct. 
 
The public and private conduct of clergy, religious, seminarians, lay employees 
and volunteers can be a source of inspiration and motivation, but it can also 
scandalize and undermine the faith of the people that are served.  Church 
Personnel must at all times be aware of the responsibilities that accompany their 
work.  It is essential therefore, that anyone who undertakes a position of ministry, 
employment or leadership in the diocese, be ever mindful of the trust that has 
been placed in him or her.  The faithful discharge of the responsibilities that 
accompany our work requires constant and prayerful reflection since all of us 
must be sustained by God’s goodness and grace. 
 
Responsibility for adherence to the Code rests with each individual.  This 
responsibility requires each of us to periodically take a personal inventory.  It is 
hoped that the Code will assist us in this task.  Church Personnel who disregard 
this Code will be subject to remedial action.  This action can take several forms, 
from a verbal warning to removal, depending on the nature and circumstances of 
the offense. 
 
While no policy can anticipate all of the challenges and situations that may arise, 
the Code communicates key guidelines and will assist in making decisions that 
are ethical and in accordance with applicable legal requirements, the Diocesan 
Sexual Misconduct Policy, the Diocesan Personnel Policies Handbook, and the 
Diocesan Financial Policies Handbook.  All Church Personnel are encouraged to 
discuss any questions or concerns they have with their supervisor.  Before 
beginning any ministerial, employment or volunteer functions, Church Personnel 
will read or have read to them, understand, and sign the proper 
acknowledgement of receipt form, and comply with this Code. 
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1. PRINCIPLES OF ETHICS AND INTEGRITY

1.1 Church Personnel will conduct themselves at all times in a manner that 
is consistent with the teachings and precepts of the Roman Catholic 
Church. 

1.2 Church Personnel will exhibit the highest Christian ethical standards and 
personal integrity. 

1.3 Church Personnel will continually and objectively examine their own 
actions and intentions to ensure that their behavior promotes the welfare 
of the diocese and exemplifies the moral tradition of the Church. 

1.4 Church Personnel will establish clear, appropriate boundaries with 
anyone with whom they have a ministerial, business, professional or 
social relationship. 

1.5 Church Personnel will provide an environment that is free from physical, 
psychological, emotional, written or verbal intimidation or harassment. 

1.6 Church Personnel will conduct their relationships with others that are 
free of deception, manipulation and/or exploitation.   

1.7 Church Personnel will not sexually abuse or harass a minor child. 

1.8 Church Personnel will report any suspected sexual abuse of a minor 
child as required by the diocesan Sexual Misconduct Policy. 

1.9 Church Personnel will not take unfair advantage of a counseling 
relationship for their personal benefit. 

1.10 Church Personnel will not use their position to exercise unreasonable or 
inappropriate power, influence or authority. 

1.11 Church Personnel will not accept or confer an office, position, 
assignment or compensation, which may present the appearance of 
favoritism or a conflict of interest. 

1.12 Church Personnel will be responsible stewards of diocesan resources, 
human and financial, observing both canon and civil law, and making 
decisions concerning the disposition of resources that reflect Catholic 
social teaching. 

1.13 Church Personnel will not make false accusations against another, or 
reveal the faults and failings to anyone who is not in a position that 
necessitates a need to know. 
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1.14 Church Personnel will share concerns about suspicions of inappropriate 
behavior with the appropriate supervisory or management individual. 

1.15 Accountability:  The Diocese and all its parishes, schools and 
organizations are responsible to its stakeholders, which includes donors 
and others who have placed their trust in the Church.  To uphold this 
trust, all Church personnel will: 
• Promote good stewardship of all Church resources, including

donations, grants, program fees, and all financial support.
• Use all Church resources only for Church related purposes.  Church

resources are never to be used for personal purposes, even if it is
intended to be temporary.

• Use all Church resources in a prudent-like manner, avoiding
unnecessary and excessive spending and wastefulness.

• Use Church credit cards, vendor relationships and lines of credit only
for Church related purposes.  They are never to be used for personal
transactions, even if it is intended that Church funds will not be used
for payment.

• Comply with all applicable laws and regulations.
• Not be a party to any fraud or embezzlement, or neglect their duty to

safeguard all Church assets.

2. GUIDELINES FOR WORKING WITH MINOR CHILDREN

2.1 Church Personnel are not to possess any sexually explicit or morally 
inappropriate materials on church, school or diocesan property, or in the 
presence of minor children.  Such materials include, but are not limited 
to, videos, films, pictures, recordings, drawings, posters, cards, 
calendars, clothing, computer software and/or games. 

2.2 Church Personnel are not to engage in sexually oriented conversations 
with minor children, except in the context of sharing the Church’s 
teaching on human sexuality.  Church Personnel are never to discuss 
their own sexual activities with minor children. 

2.3 Church Personnel are not to take photographs of minor children who are 
unclothed or dressing, for example in a locker room or bathing facility, 
nor shall they permit such photographs to be taken by others. 

2.4 Church Personnel are not to speak to minor children in a manner that is, 
or could be construed by an observer as derogatory, demeaning, 
threatening, intimidating or humiliating, and are not to use profane or foul 
language in the presence of minor children. 
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2.5 Church Personnel are not to use tobacco products, alcoholic beverages, 
illegal drugs, or any substance prohibited by law, nor are they to be 
under the influence of any alcoholic beverage or illegal drugs, when 
working with minor children.  Church Personnel may administer 
medications to minor children if written permission from parents or legal 
guardians is given. 

  
2.6 Church Personnel are not to sleep in the same bed, hotel or motel room, 

sleeping bag, tent or cabin with a minor child unless the Church 
Personnel is the parent, legal guardian or sibling of the minor child. 

  
2.7 Church Personnel are not to share showering, bathing, changing or 

dressing facilities with minor children.  When the good of the minor child 
requires that they be accompanied by an adult to/in any of these 
locations, the time alone with the minor child should be minimal and 
another adult should be made aware of the circumstances. 

  
2.8 Church Personnel are not to take an overnight trip alone with a minor 

child who is not an immediate family member. 
  
2.9 Clergy and religious are not to allow minor children to be overnight 

guests in their residence or private accommodations with the exception 
of an occasional visit from immediate family members.  Other Church 
Personnel are not to provide shared or private accommodations in any 
diocesan facility, private residence, hotel or motel room, or any other 
place where there is no other adult supervision present. 

  
2.10 When providing transportation for minor children, Church Personnel are 

to be validly licensed and authorized, ordinarily have written permission 
from parents or legal guardians, and are to transport minors directly to 
their approved destination, with no unauthorized stops or deviations 
unless it is a valid emergency. 

  
2.11 At the end of any activity, Church Personnel are to release minor 

children in their care only to parents, legal guardians, or other persons 
designated in writing by parents or legal guardians. 

  
2.12 Church Personnel should schedule one-on-one counseling sessions or 

meetings with minor children at times and locations that promote 
accountability and meet accepted standards of propriety. 

  
2.13 Activities and programs for minor children are not to be administered by 

only one adult.  During all activities and programs, facilities should be 
monitored. 

  
2.14 Church Personnel are not to use physical discipline in any way for the 
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behavior management of minor children.  No form of physical discipline 
is acceptable.  This includes spanking, hitting, pinching, or any other 
physical force as correction or retaliation for inappropriate behavior. 

2.15 Church Personnel are to immediately report the unusual or 
uncontrollable behavior of minor children to parents or legal guardians. 

2.16 As a general rule, volunteers for programs involving working with minor 
children in parishes should be registered members of the parish for at 
least six months before being placed in a volunteer position.  After 
careful consideration, exceptions may be made for parents of minor 
children in the specific programs in which their child or children are 
participating. 

2.17 Reference checks should be conducted on employees and volunteers 
who transfer within the diocese before allowing them to participate in any 
program involving working with minor children. 

3. PHYSICAL CONTACT WITH MINOR CHILDREN

3.1 Appropriate affection between Church Personnel and minor children is 
important for a child’s development, and is a positive part of church life 
and ministry.  However, touching must be based on the need of the 
minor child and not the adult, completely non-sexual, never in private, 
and otherwise appropriate. 

3.2 Though not all-inclusive, the following examples are regarded as 
appropriate forms of affection: 

• side hugs
• shoulder to shoulder or temple hugs
• pats on the shoulder or back
• handshakes
• high fives or hand slapping
• arms around shoulders
• holding hands while walking small children
• kneeling or bending down for hugs with small children
• holding hands during prayer

3.3 Though not all-inclusive, the following examples are forms of affection 
that are not to be used: 

• lengthy or inappropriate hugs or embraces
• kisses on the mouth
• holding children over two years old on the lap
• touching the chests, knees, legs, bottoms or genital areas of
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minor children 
• showing affection in isolated areas or private rooms
• sleeping in bed with a minor child
• wrestling or tickling minor children
• any type of massage given to or received from a minor child
• comments or compliments that relate to body development or

physique
• any form of unwanted affection

3.4 No one should be permitted to develop and/or start new programs for 
minor children without proper review and approval by the proper 
authority.  Requests to develop new programs should be submitted in 
writing and must include provisions for adequate adult supervision. 

4. CONDUCT FOR PASTORAL COUNSELORS
AND SPIRITUAL DIRECTORS 

4.1 Pastoral Counselors and Spiritual Directors are not to step beyond their 
competence in counseling situations and are to refer people being 
counseled to other professionals when appropriate. 

4.2 While counseling a minor child, if a Pastoral Counselor or Spiritual 
Director discovers that there is a serious threat to the welfare of the 
minor, and that communication of confidential information to a parent or 
legal guardian is essential to the minor child’s health and well-being, the 
Pastoral Counselor or Spiritual Director should disclose only the 
information necessary to protect the health and well-being of the minor 
child. 

4.3 Pastoral Counselors and Spiritual Directors are to carefully consider the 
possible consequences before entering into a counseling relationship 
with someone with whom they have a pre-existing relationship. 

4.4 Pastoral Counselors and Spiritual Directors will conduct all counseling 
sessions in appropriate settings and at appropriate times. No session is 
to be conducted in private living quarters. 

4.5 Pastoral Counselors and Spiritual Directors are to avoid situations that 
might present a conflict of interest between a counselor and a person 
being counseled, including even the appearance of a conflict of interest. 

4.6 Pastoral Counselors and Spiritual Directors are not to engage in sexual 
intimacies with anyone they counsel.  This includes consensual and non-
consensual contact, forced physical contact and inappropriate sexual 
comments. 
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4.7 Pastoral Counselors and Spiritual Directors are not to engage in sexual 
intimacies with individuals who are close to the person being counseled, 
i.e. relatives and close friends. 

4.8 Pastoral Counselors and Spiritual Directors assume the full burden of 
responsibility for establishing and maintaining clear, appropriate 
boundaries in all counseling and counseling-related relationships. 

4.9 Pastoral Counselors and Spiritual Directors are to maintain a log of the 
times and places of sessions with each person being counseled.   

4.10 Pastoral Counselors and Spiritual Directors should discuss the nature of 
confidentiality and its limitations with each person being counseled. 
Information that is disclosed during the course of counseling or advising 
is to be confidential, except for compelling professional reasons or as 
required by law. 

4.11 If there is a clear and imminent danger to the person being counseled, or 
to others, the Pastoral Counselor or Spiritual Director may disclose only 
the information necessary to protect the parties affected and to prevent 
harm.  Before disclosure is made, if feasible, the Pastoral Counselor or 
Spiritual Director should inform the person being counseled about the 
disclosure and the potential consequences. 

4.12 With the exception of knowledge gained in the Sacrament of Penance, 
knowledge that arises from counseling sessions may be used in 
teaching, writing homilies, or other public presentations only when 
effective measures are taken to absolutely safeguard both the 
individual’s identity and the confidentiality of the disclosures. 

4.13 In accordance with the norm of canon law, the sacramental seal is 
inviolable, therefore, it is absolutely forbidden for a confessor to betray 
the confidence of a penitent in any way and for any reason.  This is 
applicable whether the penitent is living or dead. 

5. HARASSMENT

5.1 Church Personnel are to provide an environment that is free from 
sexual, psychological or physical harassment.  This includes but is not 
limited to: 

• physical or mental abuse
• unwelcome sexual advances or touching
• sexual comments and jokes
• requests for sexual favors used as a term or condition of
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employment 
• requests for sexual favors used as the basis for an employment

decision
• displaying or wearing offensive material
• derogatory racial, religious, age, ethnic, physical or mental

condition insults or slurs

5.2 Harassment can be a single, severe incident or a persistent pattern of 
behavior where the intent or the effect is to create a hostile, offensive or 
intimidating environment. 

6. POLICY ON CONFLICTS OF INTEREST/PRIVATE INURNMENT,
NEPOTISM, OUTSIDE EMPLOYMENT 

6.1 Identifying a Private Inurnment or Private Benefit Problem:  In brief, 
"private inurnment" is the payment or diversion of an exempt 
organization's assets to its officials, officers, directors, employees, 
relatives, friends, major donors, or others in a special relationship to the 
organization who can influence or control the policy or the day-to-day 
activities of the organization for less than full and adequate 
consideration. It is a broad concept that can exist in a variety of 
transactions under a variety of circumstances. Private inurnment also 
extends to the use of organizational assets for "private benefits" such as 
sales, leasing, construction contracts, service transactions, etc., at other 
than fair market value or the exploitation of the exempt organization for 
the benefit of a private business (e.g., "sweetheart deals," promotional 
schemes, and/or giveaways to private individuals or businesses). Thus, 
under IRS regulations, a private benefit is similar to, but broader than, 
private inurnment.  

To avoid material private inurnment or benefit in the types of 
transactions described above, the particular diocesan entity must enter 
into transactions for its benefit, rather than for a private party's benefit, 
and exercise due diligence to ensure that the proposed transaction is fair 
and reasonable such that under the circumstances the organization 
could not have obtained a more advantageous arrangement with 
reasonable effort. In addition to screening proposed transactions through 
the applicable councils and boards, care should be taken to follow 
diocesan policies and procedures pertaining to the signing of contracts.    

6.2 Conflicts of Interest:  A conflict of interest may exist when persons 
employed by the diocese (i.e., the Central Administration, parishes, 
schools, agencies, and/or affiliated entities), or volunteers with influence 
over certain activities or transactions including those serving on advisory 
or consultative boards, councils or committees have a direct or indirect 
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financial interest, as defined below. 

6.3 Financial Interest:  A person has a "financial interest" if the person has, 
directly or indirectly, through business, investment, or family (including 
spouses; brothers or sisters; spouses of brothers or sisters; ancestors; 
children, grandchildren, and great grandchildren; and spouses of 
children, grandchildren, and great grandchildren), any one of the 
following: 

• An ownership or investment interest in any entity with which the
diocese has a transaction or arrangement;

• A compensation arrangement with the diocese or with any entity
or individual with whom the diocese has a transaction or
arrangement;

• A potential ownership or investment interest with, or
compensation arrangement with, any entity or individual with
whom the diocese is negotiating a transaction or arrangement.
Compensation includes direct and indirect remuneration as well
as gifts or favors that are substantial in nature.

6.4 Church Personnel are to avoid situations that might present a conflict of 
interest.  

6.5 Church Personnel are not to take advantage of anyone to whom they 
are providing ministry or service in order to further their own personal, 
religious, political, business or economic interests. 

6.6 Church Personnel are not to solicit, accept or give any personal gifts, 
favors, or things of value which could influence, or which could be 
construed as influencing any decision or obligation to the performance of 
one’s duties.  

6.7 Relatives of Church Personnel, or of relatives of various diocesan 
boards, may be hired as employees only if they will not be working under 
the line of supervisory authority of a relative or the advisory authority of 
the board.  Generally, relatives include spouses, children, siblings, 
grandparents and grandchildren.  

6.8 No member of any diocesan board is to knowingly take any action or 
make any statement that is intended to influence any undertaking of a 
parish, school, agency, department or institution of the diocese in such a 
way as to confer any benefit on such member or anyone in the 
member’s family or business. 

6.9 No member of any diocesan board, his/her family members, employer, 
business or business associates, is to solicit business or favors from any 
diocesan parish, school, agency, department or institution of the 
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diocese. 

6.10 No member of any diocesan board is to vote in connection with any 
decision that may constitute a conflict of interest. 

6.11 Outside employment is permitted as long as Church Personnel notify 
their supervisor of that fact and satisfactorily perform their job 
responsibilities.  If an individual with an outside job does not perform 
his/her job requirements satisfactorily, he or she may be asked to 
terminate the outside employment. 

6.12 Whenever a diocesan entity is considering conducting business with any 
person employed by the diocese (i.e., the Central Administration, 
parishes, schools, agencies, and/or affiliated entities) or any volunteer, 
or his/her family member, his/her business, or any entity in which he/she 
has an investment, the diocesan entity must solicit bids from at least two 
other sources and may not select the person/entity with the financial 
interest unless that person/entity is the lowest bidder. 

6.13 Duty to Disclose: In connection with any actual or potential conflict of 
interest, an interested person must disclose the existence and nature of 
his or her financial interest and all material facts.  Reports should be 
made to the pastor, principal, vicar general/chancellor, attorney, or chief 
financial officer.  Reports made to pastors and principals are to be 
reported to the vicar general/chancellor.  Reports should include relevant 
information that is discernible.    

6.14 Investigation: The person to whom said report was made shall be 
responsible for a thorough and expeditious investigation of the 
actual/potential conflict of interest.  Proposed decisions on the 
disposition of a case are to be discussed with the vicar 
general/chancellor or his designee.  The results of all confirmed conflicts 
of interest and the final resolution shall be reported to the diocesan 
Finance Council.   

6.15 Subsequent Conflicts and Disclosures:  Notwithstanding previous 
disclosure of actual or potential conflicts of interest, an individual shall 
make a new disclosure of conflicts when any matter involving the conflict 
of interest arises for discussion or action.  In the event that an individual 
is uncertain whether an actual or potential conflict of interest exists, the 
individual should make disclosure of the circumstances that may give 
rise to an actual or potential conflict.  

6.16 Confidential or Privileged Information:  Information known to be 
confidential that is acquired by individuals in the course of employment 
or association with the diocese and its affiliated entities shall be used 
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only for the benefit and purposes of the diocese. Individuals shall neither 
disclose confidential information outside the scope of their authorized 
duties nor utilize their position or association with the diocese for 
personal identification or advantage, although there may be instances, 
based on the use of careful discretion and judgment, where incidental 
use of the association with the diocese may be appropriate.  

7. POLITICAL ACTIVITY

7.1 The Diocese of Charlotte encourages individual participation in civic 
affairs.  However, Church Personnel are not to engage in political 
activities in a manner that may create the appearance that such activity 
is by or on behalf of the diocese. 

7.2 Church Personnel are not to make any contribution to any candidate for 
public office or political committee on behalf of the Diocese of Charlotte 
or in a manner that may create the appearance that the contribution is 
on behalf of the diocese. 

7.3 Church Personnel are not to use any parish, school or agency facilities, 
financial resources, or personnel to endorse or oppose a candidate for 
public office. 

7.4 Church Personnel are to clearly communicate that they are not acting 
on behalf of the Diocese of Charlotte if identified as an official or 
employee of the diocese while engaging in political activities in an 
individual capacity. 

8. WHISTLEBLOWER POLICY

8.1 The Diocese of Charlotte requires all representatives of the Church, 
including clergy, religious, directors, and other volunteers, and lay 
employees, to observe high standards of business and personal ethics 
in the conduct of their duties and responsibilities.  All representatives of 
the Church must practice honesty and integrity in fulfilling their 
responsibilities and comply with all applicable laws and regulations.  

The objectives of the Whistleblower Policy are to establish policies and 
procedures for:  

• The submission of concerns regarding questionable financial or
legal matters, violations and suspected violations of the Code of
Conduct, Code of Canon Law and other  concerns by  the
stakeholders of the  Church, on a confidential basis;

• The receipt, retention, and treatment of complaints received by



Diocese of Charlotte July 1, 2009 

the organization; 
• The protection of anyone reporting concerns from retaliatory

actions.

8.2 Reporting Responsibility - Each  representative of the diocese has an 
obligation to report in accordance with this Whistleblower Policy any 
reasonably perceived violation of: (a) federal, state or local laws, rules 
and/or regulations; (b) the diocese’s Code of Ethics; (c) the diocesan 
sexual misconduct policy; (d) diocesan personnel policies; (e) diocesan 
financial policies, including questionable or improper accounting or 
auditing matters; as well as gross mismanagement, waste, fraud, 
embezzlement, neglect of duty; and actions that threaten or are viewed 
as harmful to the health, safety and welfare of others and any other 
financial, legal or canonical concerns (hereinafter collectively referred to 
as Concerns).  

Reports of Concerns should be made to the pastor, principal, vicar 
general/chancellor, attorney, or chief financial officer.  Reports made to 
pastors and principals are to be reported to the vicar general/chancellor. 
All Concerns are to be reported as soon as possible.  Reports of 
Concerns should include all relevant information about the suspected 
act, including any material evidence that exists.   

8.3 Investigation - The person to whom said report was made shall be 
responsible for a thorough and expeditious investigation of the reported 
Concern. 
Proposed decisions on the disposition of a case are to be discussed 
with the vicar general/chancellor or his designee.  The results of all 
reported and confirmed Concerns and the final resolution shall be 
reported to the diocesan Finance Council.   

8.4 No Retaliation - This Whistleblower Policy is intended to encourage and 
enable stakeholders to raise Concerns within the Organization for 
investigation and appropriate action. With this goal in mind, no 
stakeholder who, in good faith, reports a Concern shall be subject to 
retaliation or, in the case of an employee, adverse employment 
consequences. Moreover, anyone who retaliates against someone who 
has reported a Concern in good faith is subject to discipline up to and 
including dismissal from their position within the Church.  

8.5 Acting in Good Faith - Anyone reporting a Concern must act in good 
faith and have reasonable grounds for believing the information 
disclosed is a legitimate matter of Concern.  The act of making 
allegations that prove to be unsubstantiated, and that prove to have 
been made maliciously, recklessly, or with the foreknowledge that the 
allegations are false, will be viewed as a serious disciplinary offense and 
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may result in discipline, up to and including dismissal from their position 
with the Church.  Such conduct may also give rise to other actions, 
including civil lawsuits.  

8.6 Confidentiality - Reports of Concerns, and investigations pertaining 
thereto, shall be kept confidential to the extent possible, consistent with 
the need to conduct an adequate investigation. Disclosure of reports of 
Concerns to individuals not involved in the investigation will be viewed 
as a serious disciplinary offense and may result in discipline, up to and 
including termination of the violators’ position in the Church. Such 
conduct may also give rise to other actions, including civil lawsuits.  

9. CONFIDENTIALITY

9.1 Church Personnel, regardless of their work or volunteer responsibility, 
are to keep significant information on a confidential basis and are not to 
discuss it with anyone who is not directly involved. 

9.2 Sacramental records are to be regarded as confidential.  When 
compiling and/or publishing statistical information from these records, 
great care is to be taken to preserve the anonymity of individuals.  Only 
those who are authorized to access these records and supervise their 
use are to have access to them. 

9.3 Individual contribution records of parishes are to be regarded as private 
and are to be kept confidential.  

10. REPORTING ETHICAL MISCONDUCT

10.1 Church Personnel are to hold each other accountable for maintaining 
the highest ethical and professional standards.  When it appears that 
any Church Personnel has violated this Code, or any other religious, 
legal, moral, professional or ethical principle, the matter is to be reported 
to that entity’s management authority or the Chancery. 

10.2 All reports of possible violations of this Code will be treated in 
confidence as much as the diocese’s duty to investigate and the law 
allow.  If confidentiality cannot be maintained, the individual reporting 
the violation will be so advised. 

10.3 All reported violations of this Code will be investigated, and if needed, 
appropriate action will be taken based on the nature of the violation and 
diocesan policy. 
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10.4 Retaliation against a person who suspects and reports a violation of this 
Code in good faith will be treated as an individual violation of this Code. 
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Acknowledgement of Receipt 
Diocese of Charlotte Code of Ethics 

This will acknowledge that I have personally received a copy of the Diocese of 
Charlotte Code of Ethics, and that I have read it, had it read to me, or listened to 
it on tape.  I understand the contents and agree to comply with them. 

____________________________________ _____________________ 
Signature  Date  

____________________________________ 
Printed Name 
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July 1, 2003 

To All Diocesan Personnel: 

This revised “Policy of the Diocese of Charlotte Concerning Ministry Related 
Sexual Misconduct by Church Personnel” is an updated version of the June 1, 
1999 revision and includes mandates contained in the “Charter for the Protection 
of Children and Young People” adopted June 14, 2002 by the U.S. Bishops 
during their national meeting in Dallas, Texas and their subsequent November 
13, 2002 meeting in Washington, D.C.  With the issuance of this revision, the 
June 1, 1999 revised policy is no longer in effect. 

This policy applies to priests, deacons, religious, seminarians, lay employees and 
volunteers, and covers not only the sexual abuse of minors, but also other forms 
of sexual misconduct.  It is required that pastors and school, agency or 
departmental managers ensure that all of their associates, employees and 
volunteers receive a copy of this policy, and that all to whom it is given read and 
become acquainted with it. 
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0BPURPOSE OF THE POLICY 

The purpose of this policy is to provide the Diocese of Charlotte with an official 
procedure for dealing with an allegation of sexual misconduct by church 
personnel. 

Nothing in this policy is intended to prevent or relieve any person or group of 
persons, whether they be clergy, religious, seminarian, employee or volunteer, 
from reporting any allegation of the sexual abuse of a minor to the proper civil 
authorities as mandated by law, unless to do so would violate the priest/penitent 
relationship. 

The Diocese of Charlotte will cooperate fully with any investigation by civil 
authorities and will also thoroughly investigate all allegations to ascertain the 
truth. 
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1BINTRODUCTION 

A common mission of all of us is to be holy.  A holy people will not allow one of 
its members to be a victim of ministry related sexual misconduct.  It is with this in 
mind that the Diocese of Charlotte issues this policy, which affirms that, all 
human suffering as well as the weaknesses and imperfections of human beings 
deserve a response that is rooted in love, concern and compassion. 

The term ministry related sexual misconduct as used throughout this policy refers 
to three related forms of misconduct.  The first, which is sexual contact between 
church personnel and a child, is more commonly called sexual abuse.  The 
second, which is sexual contact between church personnel and another adult, is 
more commonly called sexual misconduct.  The third, which is unwanted sexual 
conduct or language, is more commonly called sexual harassment.  All three of 
these are addressed herein together as ministry related sexual misconduct 
because they each involve an abuse of power or authority by those in 
ministry/service to the diocese.  It is understood that any action of a sexual 
nature that is directed toward a child will be considered sexual abuse.   

The Diocese of Charlotte is committed to dealing expeditiously, openly, fairly and 
compassionately with allegations of ministry related sexual misconduct by church 
personnel.  In order to achieve this commitment, the following policy and 
procedures have been adopted and are to be implemented with dispatch, justice 
and equity.  The Diocese of Charlotte will willingly cooperate with civil authorities 
as to the extent possible in all circumstances.  In addition, there may be cases 
where the tenets of the Catholic religion, the prescriptions of Canon Law, or the 
greater good of all concerned require that action at variance with the provisions 
of this policy be taken; therefore, the Chancery reserves the right to interpret, 
revise or replace this policy as it deems necessary.  The necessary observance 
of the canonical norms internal to the Church is not intended in any way to hinder 
the course of any civil action that may be operative.  At the same time, the 
Church reaffirms her right to enact legislation that is binding on all her members 
concerning the ecclesiastical dimensions of the delict of sexual abuse of minors. 

The Diocese of Charlotte presents these guidelines not because of past failures, 
not to cause alarm or fear, but rather to set forth a clear policy for the protection 
of our priests, deacons, seminarians, religious, laity and victims.  The policies 
and procedures that the diocese has adopted reflect our experience and the 
studies of many others and must always be construed in the light of the gospel 
and the principle, Usalus animarum suprema lex U, that is, the well being of the 
people is our primary obligation. 



Roman Catholic Diocese of Charlotte 6 

COMMENTARY 

In June 2002, the American bishops approved the first draft of the Essential 
Norms for Diocesan/Eparchial Policies Dealing with Allegations of Sexual Abuse 
of Minors by Priests or Deacons (Essential Norms), and a Charter for the 
Protection of Children and Young People. (Charter).  The Charter addressed the 
Church’s commitment to respond effectively, appropriately and compassionately 
to cases of the sexual abuse of minors by priests, deacons or other Church 
personnel.  The bishops promised to reach out to the victims of sexual abuse of 
minors by anyone serving the Church in ministry, employment or as a volunteer.  
The Essential Norms and the Charter served as the basis for this revision of the 
sexual misconduct policy of the Diocese of Charlotte.   

In order to be considered law binding on all bishops in the United States, the 
draft Essential Norms was forwarded to the Vatican for approval (recognition).  
The Vatican acknowledged the grave dimensions of the crisis in the Church in 
the United States, but was concerned that the Essential Norms as submitted in 
June lacked a balance between the rights of the alleged victims and the accused, 
and denied the accused the right to due process.  To some degree, the proposed 
Essential Norms contradicted established church law.  A joint commission 
comprised of four representatives from the Vatican and four American bishops 
was appointed to revise the Essential Norms to “give effective protection to 
minors and establish a rigorous and precise procedure to punish, in a just way, 
those who are guilty of such abominable offenses.” 

On November 13, 2002, the United States bishops meeting in Washington 
approved the revised Essential Norms as submitted by the joint commission, with 
some minor changes.  In addition, the bishops approved the Charter, revising it 
to bring it into conformity with the Essential Norms.  Respecting always the 
reputation and privacy of the individuals involved, the bishops said that they 
would act as openly with the public as possible.  They are committed to respond 
to the pastoral, spiritual and emotional well-being of victims and their families and 
to work with priests, civil authorities, educators, churches, and community 
organizations to provide safe environments for children and youth.    

As a result of the bishop’s actions, the Policy of the Diocese of Charlotte 
Concerning Ministry-Related Sexual Misconduct by Church Personnel has been 
revised.  This policy is believed to be in full compliance with the Essential Norms 
as approved by the Vatican on December 8, 2002, the revised Charter, and 
canon and civil law. 
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2BI.  DEFINITIONS 

1. Sexual Abuse:  The exploitation of a child for the sexual gratification of an
adult.  Sexual abuse includes acts of incest, rape or sexual offenses in any
degree, sodomy and unnatural or perverted sexual practices, lewd or
indecent acts or proposals, including exhibitionism, touching or fondling,
permitting or encouraging a child to participate in acts of pornography or
prostitution.

2. Child:  Any person under the age of eighteen (18).

3. Sexual Misconduct:  (a) The touching of a private part of another person.
Private parts can include the genital or anal areas, the groin, the inner thigh,
the buttocks, or the bosom of a female.  Touching means either a single
incident in which church personnel intentionally brings a part of his/her body
or another object into physical contact with a private part of another person,
or repeated incidents of the same type, whether intentional or unintentional;
(b) Any conduct and/or relationship of a sexual nature that can bring scandal.

4. Sexual Harassment:  Unwanted attention, ogling, words, pictures, jokes or
comments of a sexual nature that are directed towards an individual or in the
general environment.

5. Church Personnel:  Includes bishops, priests, deacons, religious, lay
employees and lay volunteers involved in ministry or work for the Diocese of
Charlotte.

6. Bishop:  The canonically appointed Bishop of Charlotte, or, in the case of a
vacancy, the Diocesan Administrator.  For purposes of this policy, the Bishop
or Diocesan Administrator may act personally or through a designated
representative.

7. Administrative Leave:  For purposes of this policy, is defined as the
temporary relieving the accused of assigned duties.  The application varies
depending on the employment, volunteer, or canonical status of the accused.
Administrative leave does not infer guilt or innocence.

8. Chancery:  The administrative branch of the Diocese of Charlotte under the
authority of the Bishop or Diocesan Administrator.
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3BII. GENERAL PROVISIONS

1. Compassion requires that primary attention be given to the alleged victim of
ministry related sexual misconduct.  In that regard, the Diocese of Charlotte
will appoint an Assistance Coordinator who will, on notification of an
allegation, contact the alleged victim of ministry related sexual abuse of
minors for the purpose of offering immediate pastoral care.  In addition, the
Assistance Coordinator will contact the alleged victim’s family with an offer of
spiritual help and pastoral counseling.  If the need for counseling or medical
help for the alleged victim or his/her family is indicated, this too shall be
offered, but without admission of guilt or of any liability on the part of the
Diocese of Charlotte.  The Assistance Coordinator will also ensure that proper
assistance and support is offered to faith communities directly affected by
ministry related sexual misconduct.  When an intervention causes the
removal of a priest, deacon, seminarian, religious, employee or volunteer
from a parish, mission, agency, school, institution or organization of the
Diocese of Charlotte, the Assistance Coordinator will provide necessary
concern and direction to the parishioners and/or remaining staff.

2. The Canonically appointed Bishop of Charlotte, or, in the case of a vacancy,
the Diocesan Administrator, will appoint a Promoter of Justice.  This must be
a person of undamaged reputation.  He/She will intervene in contentious
cases to seek justice and vindicate the public good in penal cases.
Functioning as the prosecutor, the Promoter of Justice brings the action,
brings forth the evidence, argues the case, and appeals, if necessary.

3. The Canonically appointed Bishop of Charlotte, or, in the case of a vacancy,
the Diocesan Administrator, will appoint or retain an investigator who is
competent in sexual misconduct investigative procedures and techniques.
More than one investigator may be appointed or retained.  An investigative
file will be established by the investigator for each reported allegation of
sexual misconduct referred to him/her and shall contain all material gathered
during the investigation.  When the investigation has been completed, the
investigator will prepare a complete written account of the allegations and
findings and give it to the Chancery where it will be filed in a secure and
confidential manner.

4. Any accused person who admits to, or on whom an appropriate investigation
substantiates an allegation of sexual abuse of a minor will be permanently
removed from ministry, employment and/or volunteer status.  If the accused is
a priest or a deacon, this may include the loss of the clerical state.

5. In instances where the accused is not convicted, not found liable by a court of
competent jurisdiction, not found guilty by a civil or diocesan investigation, or
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does not admit to sexual abuse or misconduct, the Chancery will make a 
determination as to whether or not the accused will be returned to ministry, 
employment or volunteer status. 

6. The Diocese of Charlotte will not require an attempt at reconciliation between
an alleged abuser and victim.  The involvement of any diocesan personnel in
non-authorized reconciliation efforts will be treated as a violation of this policy.

7. The Diocese of Charlotte will not enter into any confidentiality agreement with
any sexual abuse victim/survivor except for grave and substantial reasons
brought forward by the victim/survivor.  If done, these reasons will be noted in
the text of the agreement.

8. No pastor, associate pastor or director of any diocesan rectory, institution or
facility is permitted to grant full or part-time residence, or regular weekend
ministry to an extern priest, a transitional or permanent deacon, or a religious
without prior approval from the Chancery.  Short-term hospitality in conformity
with these norms is at the discretion of the pastor or director.  For other
individuals, no one may be extended hospitality as a resident, full or part-time,
without approval from the Chancery.

9. An individual Review Board composed of at least five (5) persons of
outstanding integrity and good judgment will be appointed by the Chancery.
The majority of the review board members will be laypersons who are not
employees of the Diocese of Charlotte.  Membership will include at least one
priest, one civil lawyer (not the diocesan attorney), and an individual having
particular expertise in the detection and treatment of the sexual abuse of
minors.  The Assistance Coordinator and the Promoter of Justice will attend
and participate in discussions in board meetings, but without vote.  The
members will be appointed for a term of five years, which can be renewed.
Terms will be staggered.  The functions performed by the Review Board are
to be confidential, consultative and advisory, not adversarial and adjudicative,
and are to be directed toward the protection of minor children, and the
integrity of the priesthood and the Church.  The responsibilities of the board
will include the review of allegations of ministry related sexual abuse of
minors, all actions taken in response to those allegations, ensurance of the
integrity of the process, advice as to the need for pastoral care for affected
individuals, and advice and recommendations to the bishop regarding the
implementation of any aspect of this policy.  Other cases of ministry related
sexual misconduct may be referred to the Board for review and counsel.  The
board may advise the bishop in his determination of the suitability of an
individual for ministry; however, the bishop’s ultimate authority to determine
an individual’s fitness for ministry, or to remove an unfit person from
assignment, temporarily or permanently, is not circumscribed by the advice of
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the Review Board, the findings of the investigation, inquiries or consultations 
with experts, or the procedures and definitions contained in this policy.  The 
board will also periodically evaluate the effectiveness of this policy and 
propose revisions, if a need is dictated.  

10. After having an outside agency conduct a background investigation, the
Diocese of Charlotte will evaluate the background check report received on all
church personnel who have regular contact with children.  Additionally, the
diocese will have investigated, screen and evaluate the background of
candidates for ordination in deciding their fitness for ordination.

11. Allegations against the Bishop are beyond the scope of this policy.  Any such
allegation shall be directed to the Vicar General who will contact the Papal
Nuncio and the appropriate civil authority.

12. Pastors and agency or department heads are responsible for ensuring that all
clergy, seminarians, religious, employees and volunteers under their authority
are given a copy of this policy.  The original of the signed and dated
Acknowledgement of Receipt of Sexual Misconduct Policy must be sent to the
diocesan Human Relations Department within fourteen (14) calendar days of
the date of assignment, hire, or beginning volunteer service.  Copies should
be kept by the parish, mission, school, agency, department or institution.

4BIII. REPORTING REQUIREMENTS

1. All cases of alleged, known or suspected ministry related sexual abuse of a
minor must be reported to the proper civil authority.  Any person having actual
knowledge of, or reasonable cause to suspect an incident of ministry related
sexual abuse by any church personnel of the Diocese of Charlotte is to
immediately report the incident to the Chancery, unless to do so would violate
the Sacrament of Penance.  The Chancery will then report the incident to the
proper civil authority.  After notifying the proper civil authority, the Chancery
will immediately notify the Assistance Coordinator, the Promoter of Justice,
and the Review Board.  Following this, the individual reporting the incident to
the Chancery will be notified of the particulars regarding the filing of the
incident with civil authority.  This reporting requirement is not intended to
supersede the right of a victim or witness to individually make a report to
public authorities, but is to ensure proper, complete and timely reporting to
the proper civil authority.  At the time of reporting, the diocese will request to
be kept informed as to the progress of that authority’s investigation.  Should
an individual choose to make a report to civil authorities, the requirement to
make a report to the Chancery is not removed.
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2. A lack of information, or the lack of consent of the alleged victim, the victim’s
parent(s) or legal guardian, or the person(s) providing the information is not to
prevent the immediate reporting of the allegation of abuse to civil authorities.

3. At the time of reporting an incident of alleged sexual misconduct to the
Chancery, the person making the report will be asked to complete the
diocesan form, Report of Suspected Ministry Related Sexual Misconduct by
Church Personnel.

4. Any act of retaliation or discrimination against an individual who reports or
complains of ministry related sexual misconduct is strictly prohibited and will
not be tolerated by the Diocese of Charlotte.

5BIV. APPLICATIONS – LAY PERSONNEL

1. During the application process, the diocesan form, Application for Lay
Employment, must be completed and submitted by all lay applicants for any
paid position in the Diocese of Charlotte.  If the applicant is hired, the
application is to be kept in the individual’s Official Personnel File.

2. During the application process, the diocesan forms, Application for Lay
Employment and Volunteer Profile, must be completed and submitted by all
persons volunteering for positions that involve supervised or unsupervised
ministry or work with children.  If the volunteer is assigned to a position, the
forms are to be kept in the individual’s personnel folder.

3. During the application process, the diocesan form, Notification And Release,
must be completed and submitted by all lay applicants for any paid or
volunteer position giving authorization to the Diocese of Charlotte to request
investigative background inquiries that give information as to the applicant’s
character, work habits, performance and experience.  The original
background check release form must be forwarded to the diocesan Human
Relations Department immediately upon receipt.  The Human Relations
Department will conduct the background check and will notify the requesting
parish, mission, school, department, agency or institution of the results within
five (5) business days of receipt of the report.  All original background check
information will be kept by the Human Relations Department.
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6BV.  APPLICATIONS – CLERGY, 
7BSEMINARIANS AND RELIGIOUS 

1. Before beginning any duty, all clergy seeking assignment to perform ministry
in a stable, official capacity in the Diocese of Charlotte for more than thirty
(30) days, must complete and submit the diocesan form, Application by A
Priest/Deacon Seeking Assignment to the Diocese of Charlotte, which
includes a signed certification and unqualified recommendation by the
individual’s current Bishop or Provincial as to his performance and character.
The Chancery will conduct the background check.  All forms and background
information will be kept in files maintained by the Chancery.

2. All individuals seeking acceptance as a seminarian in the Diocese of
Charlotte must complete and submit the diocesan form, Personal
Questionnaire for Applicants for the Seminary, which will include authorization
for the Office of Vocations to request investigative background as to the
individual’s fitness for ordination.  The diocesan Office of Vocations will
conduct the background check.  All forms and background information will be
kept in files maintained by the Chancery.

3. All religious seeking assignment to perform ministry in a stable, official
capacity in the Diocese of Charlotte for more than thirty (30) days, must
complete and submit the diocesan form, Application by Members of Religious
Institutes Seeking Assignment to the Diocese of Charlotte, which includes a
signed certification and unqualified recommendation by the individual’s
current Bishop or Provincial as to his/her performance and character.  The
Chancery will conduct the background check.  All forms and background
information will be kept in files maintained by the Chancery.

4. Secular clergy seeking an official assignment, and religious clergy who are
not being postulated for assignment by a religious superior, may be required
to undertake a psychological examination.

5. Any clergy, religious or seminarian seeking assignment, transfer or residence
from the Diocese of Charlotte to another diocese or to a religious community
will have an accurate and complete description of his/her record forwarded by
the Diocese of Charlotte to the local ordinary or superior of his/her new
residence, including anything in his/her background indicating that he/she
would be a danger to children or young people or likely to engage in sexual
harassment or misconduct.
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VI. PROCEDURES WHEN ALLEGATIONS ARE MADE AGAINST
A LAY EMPLOYEE OR VOLUNTEER 

1. On receiving an allegation of ministry related sexual misconduct, if the
allegation is sexual abuse of a minor, the Chancery will immediately report
the allegation to the proper civil authority, request to be kept informed of their
investigation, notify the accused of the nature of the allegation, and assign an
investigator who will conduct an immediate investigation into the matter.
Unless required by law, allegations of sexual misconduct and/or sexual
harassment will not be reported to civil authority, but all other requirements
and procedures in this policy will be followed.  The involvement of the
Assistance Coordinator, the Promoter of Justice, and the Review Board will
be included where and when necessary but in all cases of sexual abuse.  In
cases of sexual abuse, the accused will be placed on administrative leave
(with pay for paid employees) pending the outcome of the investigation.

2. The accused will be advised of the investigative process, of their right to civil
and canonical counsel, and their right to appear before the Review Board with
counsel and/or other advocate.

3. No diocesan investigation will interfere with any civil investigation, and will be
conducted with a high level of Christian pastoral care for the alleged victim,
his/her family, the person reporting the incident, the accused, and all other
persons whose lives are touched by this incident.

4. If required, the Review Board will meet as soon as practical once the
investigation has been completed and will carefully examine all information
gathered during the investigation.  After due deliberation, the board will either
request additional information/interviews or advise the bishop of their
recommendation(s).

5. If the investigation finds that there is no reasonable cause to believe that the
allegation is true, the accused and the person making the allegation will be
notified and the matter will be closed.  The Chancery will make a
determination as to whether or not the accused will be restored to duty at
his/her original position, to another position, to the same location or to another
location.  The Diocese of Charlotte will do all that is possible to restore the
good name of the accused.

6. If the investigation finds that there is reasonable cause to believe that the
allegation is true, the accused and the person making the allegation will be
notified of that finding and the accused’s employment or volunteer
relationship with the Diocese of Charlotte will be terminated immediately.  The
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diocese will encourage the individual to seek an appropriate treatment 
program. 

7. It is the responsibility of the accused to obtain and finance his/her own private
counsel.

VII. PROCEDURES WHEN ALLEGATIONS ARE MADE
AGAINST CLERGY, RELIGIOUS OR SEMINARIANS IN 

SERVICE TO THE DIOCESE 

1. On receiving an allegation of ministry related sexual misconduct, if the
allegation is sexual abuse of a minor, the Chancery will immediately report
the allegation to the proper civil authority, notify the accused of the nature of
the allegation, place the accused on administrative leave thereby relieving
him/her of any ecclesiastical ministry or function, and conduct an immediate
investigation into the matter.  Unless required by law, allegations of sexual
misconduct and/or sexual harassment will not be reported to civil authority,
but all other requirements and procedures in this policy will be followed.  The
involvement of the Assistance Coordinator, the Promoter of Justice, and the
Review Board will be included where and when necessary.  Any
administrative leave will be planned and circumstances determined in a way
specific to each situation and to each individual in accord with canon 1722.  In
general, an administrative leave will be time limited, will allow for re-
determination at the end of such time limit, will specify living arrangement,
location, financial support, and will address treatment, conduct and aftercare.

2. The accused will be asked to undergo appropriate medical and/or
psychological evaluation and intervention, unless to do so would interfere with
an investigation by civil authorities.  Participation of an accused cleric in
appropriate professional treatment/counseling is required as a matter of
clerical obedience (c.273).  Treatment/Counseling referral is for treatment, not
punishment.  Any future ministry in the Diocese of Charlotte will require in part
a full sharing with the Chancery of all information developed in the course of
the treatment.  Authorization from the accused is required in all cases to allow
the treatment providers to communicate openly and freely with the Chancery.

3. Following evaluation and treatment, if aftercare is prescribed, the accused will
be assigned to a priest-monitor who will be a friend in very difficult
circumstances and who will ensure that the aftercare program is carried out.
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4. If the diocesan investigation finds that there is no reasonable cause to believe
that the allegation is true, the accused and the person making the allegation
will be notified and the matter will be closed.  The Chancery will make a
determination as to whether or not the accused will be restored to duty at
his/her original position, to another position, to the same location or to another
location.  The Diocese of Charlotte will do all that is possible to restore the
good name of the accused.

5. If the accused admits that the allegation is true, if the diocesan investigation
finds that there is reasonable cause to believe that the allegation is true, or if
a civil investigation finds that the allegation is true, the accused will be
permanently removed from ministry.  Clergy may request dispensation from
the obligations of Holy Orders.  If this is not voluntarily requested the Bishop
of the Diocese of Charlotte or, in the case of a vacancy, the Diocesan
Administrator, may request dismissal of the accused from the clerical state
without the consent of the accused.  If removal from the clerical state is not
applied, i.e. for reasons of advanced age or infirmity, the accused will not be
allowed to celebrate Mass publicly, wear clerical garb, or present himself
publicly as a priest.

6. The accused will be encouraged to retain the assistance of civil and canonical
counsel.  When necessary, the Diocese of Charlotte will supply canonical
counsel to the accused.  It is the responsibility of the accused to obtain
his/her own private counsel.

7. The Diocese of Charlotte is responsible for the diocesan salary of a priest,
seminarian or permanent deacon undergoing treatment who has been
relieved of his duties and responsibilities in accordance with this policy.

8. In the case of a priest, seminarian, permanent deacon, or religious from
another diocese, on receiving an allegation of ministry related sexual
misconduct, the Chancery will immediately notify the appropriate bishop or
superior of the allegation and of the actions that have been/will be taken by
the Diocese of Charlotte.

9. In cases where the accusation is found to be true, the accused will be the
primary person responsible for payment of the victim’s therapy and attendant
expenses, and will be required to reimburse the Diocese of Charlotte for all
expenses that are incurred in connection with the matter.

8BVIII. EDUCATION
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1. The Diocese of Charlotte will periodically conduct continuing education
sessions for clergy, religious, employees and volunteers that will update them
from viewpoints such as new scientific knowledge, church policy, canon law,
civil law, moral theology, professional ethics, the pastoral care of victims,
recognizing the signs of abuse, and coping with the disclosure of misconduct
by a colleague.

2. The Diocese of Charlotte will establish safe environment programs for its
parishes, missions, schools, institutions and agencies.  Through this program,
the diocese will cooperate with parents, civil authorities, educators, and
community organizations to provide education and training for clergy,
religious, employees, volunteers, children, youth, parents, ministers,
educators, and others about ways to make and maintain a safe environment
for children, including standards of ministerial behavior and appropriate
boundaries.

9BIX. MEDIA AND COMMUNICATIONS

1. The Diocese of Charlotte is committed to a policy of openness relating to
allegations of sexual misconduct by its church personnel.  Within the confines
of respect for the privacy and the reputation of the individuals involved, the
diocese will be as open as possible with members of the media and the
community.

2. The Diocese of Charlotte will also cooperate with other churches and
ecclesial communities, other religious bodies, institutions of higher learning,
social service agencies, support groups for victims/survivors, and other
interested organizations in conducting research in the area of sexual
misconduct.

3. The Chancery shall be responsible for all media contacts and will appoint a
primary spokesperson to handle all media inquiries, all release of information,
and all news conference arrangements.

10BX.  SANCTIONS 

1. Any church personnel who fails to comply with any of the provisions of this
policy will be subject to such action(s) by the Diocese of Charlotte as it deems
necessary, up to and including removal or termination from any position with
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any parish, mission, school, department, agency, institution, or organization 
which is subject under canon or civil law to the administration, authority or 
governance of the Diocese of Charlotte. 

2. Applicants or volunteers for assignment or positions with any parish, mission,
school, department, agency, institution or organization in the Diocese of
Charlotte who fail to comply with the provisions of this policy may be denied
or removed from any position that is subject under canon or civil law to the
administration, authority or governance of the diocese.
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ACKNOWLEDGEMENT OF RECEIPT OF SEXUAL 
MISCONDUCT POLICY 

This will acknowledge that I have personally received a copy of the Policy of 
the Diocese of Charlotte Concerning Ministry Related Sexual Misconduct by 
Church Personnel, and that I have read it, had it read to me, or listened to it 
on tape.  I understand the contents and agree to comply with them. 

___________________________   _______________________________ 
Printed/Typed Name   Parish/Mission/Agency/School/Department 

______________________________ __________________________ 
Signature  Date 
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DISCLOSURE CONCERNING REQUEST FOR BACKGROUND CHECK REPORT 

The Roman Catholic Diocese of Charlotte (the “Diocese”) will obtain a consumer report (a background check report) on 
you in connection with your application for employment or volunteer activity with the Diocese, and if hired and/or a current 
employee/volunteer, the Diocese may do so at any time during the course of your employment/volunteer activity with the 
Diocese to the extent permitted by applicable law, for employment-related purposes.  The Diocese also may order an 
“investigative consumer report.”  An “investigative consumer report” is a background report that includes information from 
personal interviews (except in California, where that term includes background reports with or without personal interviews). 
The most common form of investigative consumer report is an investigation into your employment history. 

The Diocese will obtain the report(s) from the following consumer reporting agency: ScreeningOne, Inc. 1860 N. Avenida 
Republica de Cuba, Tampa, FL 33605; Phone: (888) 327-6511; Fax:  (888) 216-1003; www.ScreeningOne.com (the 
“Agency”).  The Agency’s privacy policy can be found at www.ScreeningOne.com. 

The report will contain information relating to your character, general reputation, personal characteristics, and/or mode of 
living.  The types of information that may be obtained include, but are not limited to, background references; employment 
history; credit reports; criminal and civil court, education, and driving records; public Internet posts; and verification of prior 
employment.  The information in the report will be obtained from private and public record sources, and, in the case of an 
investigative consumer report will include personal interviews with sources, such as former employers, friends and 
associates. 

You may request more information about the nature and scope of any investigative consumer reports by written request to: 
the Diocesan Human Resources Office.  A summary of your rights under the Fair Credit Reporting Act has been provided 
with this form. 

ADDITIONAL STATE LAW NOTICES 

If you live, or are applying for a position in, any of the states listed below, please review the additional notice that applies to 
you. 

CA:  You may review the file maintained on you by the Agency.  You may also obtain a copy of that file, upon submitting 
proper identification, paying duplication costs, and by appearing in person at the Agency’s offices on reasonable notice and 
during normal business hours, or by mail.  You also may receive a summary of the file by calling the Agency.  The Agency 
has trained personnel available to explain your file to you, including any coded information.  If you appear in person, one 
other person may accompany you, provided that person furnishes proper identification. 
CA, CT, HI, IL, MD, OR, WA, VT:  These states restrict the circumstances in which the Company may obtain credit 
information about you.  The Company will not obtain credit information about you except in accordance with applicable state 
law. 
MA:  If you contact the Company’s Human Resources representative, you have the right to know whether the Company 
ordered an investigative consumer report about you.  You also have the right to receive a copy of any investigative consumer 
report that the Company has ordered when that report is complete. 
MN:  Upon written request, the Agency will make a complete and accurate disclosure of the nature and scope of the report 
provided to the Company.  Minnesota law requires the consumer reporting agency to provide this disclosure within five days 
after the request is received or the consumer report is requested, whichever is later. 
NJ:  Upon request, the Company will send you a copy of any investigative consumer report about you received by the 
Company. 
NY:  Upon written request to the Company’s Human Resources representative, the Company will inform you whether or not 
the Company requested a consumer report or an investigative consumer report about you.  If either report was requested, 
the Company will provide the name and address of the consumer reporting agency furnishing the report.  You may inspect 
and receive a copy of the report by contacting the agency.  Article 23-A of the New York Correction Law is provided with 
this form. 
WA:  If you make a written request within a reasonable time of this notice, the Company will provide a complete and accurate 
disclosure, in writing, of the nature and scope of any investigative consumer report that has been requested.  The Company 
will provide the disclosure, by mail or otherwise, either five days after receiving your request or after requesting the report, 
whichever is later.  You also have the right to ask the Company to provide you with a summary of your rights under the 
Washington Fair Credit Reporting Act.   
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AUTHORIZATION FOR BACKGROUND CHECK REPORT 

RELEASE AND AUTHORIZATION – For Volunteers 
Roman Catholic Diocese of Charlotte 

To Be Completed By Diocesan Location: 

Volunteer _______________________ 

Volunteering for ________________________________________________________________ 

Requesting Parish, Agency, Department or School ___________________________________________________ 

Signature of Requesting Official ____________________________________________________    Date __________________ 

Mail completed form to: Diocese of Charlotte Human Resources Department, 1123 S. Church Street, Charlotte, NC 28203, or 
Fax to: 704-370-3223 

To Be Completed By Volunteer: 

I have carefully read, and I understand, this Disclosure and Authorization form.  By my signature below, I consent to the 
release to Roman Catholic Diocese of Charlotte (“Diocese”) of consumer reports and investigative consumer reports (i.e. 
background check reports) prepared by a consumer reporting agency.  If I am hired by the Diocese and/or working as a 
current employee, volunteer or independent contractor, I understand that the Diocese may rely on this Authorization to 
obtain additional reports on me from the agency or other consumer reporting agencies during my employment without asking 
for my consent again, to the extent permitted by applicable law. 

I also authorize all of the following to disclose to the Agency and its agents all information about or concerning me, including 
but not limited to: my past or present employers; learning institutions, including colleges and universities; law enforcement 
and all other federal, state and local agencies; federal, state and local courts; the military; credit bureaus; drug and alcohol 
testing facilities; motor vehicle records agencies; all other private and public sector repositories of information; and any other 
person, organization, or agency with any information about or concerning me.  The information that can be disclosed to the 
Agency and its agents includes, but is not limited to, information (if applicable) concerning my employment and earnings 
history, education, credit history, motor vehicle history, criminal history, military service, professional credentials and 
licenses. 

The following is my true and complete legal name and all information is true and correct to the best of my knowledge.  I 
understand that dishonesty will disqualify me from consideration for employment or volunteer positions with the Diocese 
and, if I am hired and/or are currently employed by or volunteering with the Diocese, that such dishonesty could result in 
the termination of my employment or volunteer position. 

I acknowledge that I have received a copy of the following documents:  (1)  “Disclosure Concerning Request for Background 
Check Report”; (2) “A Summary of Your Rights under the Fair Credit Reporting Act”; (3) “A Summary of Your Rights under 
California Civil Code Section 1786.22” (if you reside in or you are applying for a position in California); and (4) “New York 
Correction Law Article 23-A”(if you reside in or you are applying  for a position in New York). 

If you live, or are applying for a position, in California, Minnesota or Oklahoma:  If you check the box below, the consumer 
reporting agency will send you a free copy of the report at the same time that the report is made available to the Diocese.   
  I request a free copy of the report. 

Please Print 

Name (First, Middle, Last) ________________________  Date of Birth (Mo./Day/Yr.)____________ 

Former Name (s)________________Date of Name Change__/___/____ 

Current Address( If less than one year at current address, please include previous address) 

1. Street (no P.O. boxes please)___________________________________________________________
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______ 
City/State Zip Code 

______ 
Former Address  How Long? 

______ 

City/State Zip Code 

Your Signature________________________________________________________  Date_________________ 

Para informacion en español, visite www.consumerfinance.gov/learnmore o escribe a la escribe a la Consumer Financial Protection 
Bureau, 1700 G Street N.W., Washington, DC 20006.

A SUMMARY OF YOUR RIGHTS 
UNDER THE FAIR CREDIT REPORTING ACT 

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information in the files of consumer 
reporting agencies.  There are many types of consumer reporting agencies, including credit bureaus and specialty agencies (such as agencies 
that sell information about check writing histories, medical records, and rental history records).  Here is a summary of your major rights under the 
FCRA.  For more information, including information about additional rights, go to www.consumerfinance.gov/learnmore or write to: 
Consumer Financial Protection Bureau, 1700 G. Street, N.W., Washington, D.C. 20006. 

You must be told if information in your file has been used against you.  Anyone who uses a credit report or another type of 
consumer report to deny your application for credit, insurance, or employment – or to take another adverse action against you – 
must tell you, and must give you the name, address, and phone number of the agency that  provided the information. 

You have the right to know what is in your file.  You may request and obtain all the information about you in the files of a consumer 
reporting agency (your “file disclosure”).  You will be required to provide proper identification, which may include your Social Security 
number.  In many cases, the disclosure will be free.  You are entitled to a free file disclosure if: 

a person has taken adverse action against you because of information in your credit report; 

you are the victim of identity theft and place a fraud alert in your file; 

your file contains inaccurate information as a result of fraud; 

you are on public assistance; 

you are unemployed but expect to apply for employment within 60 days. 

In addition, all consumers will be entitled to one free disclosure every 12 months upon request from each nationwide credit bureau 
and from nationwide specialty consumer reporting agencies.  See www.consumerfinance.gov/learnmore for additional information. 

You have the right to ask for a credit score.  Credit scores are numerical summaries of your credit-worthiness based on information 
from credit bureaus.  You may request a credit score from consumer reporting agencies that create scores or distribute scores 
used in residential real property loans, but you will have to pay for it.  In some mortgage transactions, you will receive credit score 
information for free from the mortgage lender. 

You have the right to dispute incomplete or inaccurate information.  If you identify information in your file that is incomplete or 
inaccurate, and report it to the consumer reporting agency, the agency must investigate unless your dispute is frivolous.  See 
www.consumerfinance.gov/learnmore for an explanation of dispute procedures. 

Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information.  Inaccurate, incomplete 
or unverifiable information must be removed or corrected, usually within 30 days.  However, a consumer agency may continue to 
report information it has verified as accurate. 

Consumer reporting agencies may not report outdated negative information.  In most cases, a consumer reporting agency may 
not report negative information that is more than seven years old, or bankruptcies that are more than 10 years old. 

Access to your file is limited.  A consumer reporting agency may provide information about you only to people with a valid need – 
usually to consider an application with a creditor, insurer, employer, landlord, or other business.  The FCRA specifies those with a 
valid need for access. 

http://www.screeningone.com/
http://www.screeningone.com/
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You must give your consent for reports to be provided to employers.  A consumer reporting agency may not give out information 
about you to your employer, or a potential employer, without your written consent given to the employer.  Written consent generally 
is not required in the trucking industry.  For more information, go to www.consumerfinance.gov/learnmore.  

You may limit “prescreened” offers of credit and insurance you get based on information in your credit report.  Unsolicited 
“prescreened” offers for credit and insurance must include a toll-free phone number you can call if you choose to remove your 
name and address from the lists these offers are based on.  You may opt-out with the nationwide credit bureaus at 1-888-567-
8688. 

You may seek damages from violators.  If a consumer reporting agency, or, in some cases, a user of consumer reports or a furnisher 
of information to a consumer reporting agency violates the FCRA, you may be able to sue in state or federal court. 

Identity theft victims and active duty military personnel have additional rights.  For more information, visit 
www.consumerfinance.gov/learnmore. 

States may enforce the FCRA, and many states have their own consumer reporting laws.  In some cases, you may have more 
rights under state law.  For more information, contact your state or local consumer protection agency or your state Attorney 
General.  For information about your federal rights, contact: 

TYPE OF BUSINESS: PLEASE CONTACT: 
1.a. Banks, savings associations, and credit unions with total assets of over $10 billion 
and their affiliates. 

b. Such affiliates that are not banks, savings associations, or credit unions also should 
list, in addition to the Bureau. 

a. Bureau of Consumer Financial Protection
1700 G Street NW 
Washington, DC 20006 

b. Federal Trade Commission:  Consumer Response Center – FCRA
Washington, DC 20580 
(877) 382-4357 

2. To the extent not included in item 1 above:

a. National banks, federal savings associations, and federal branches and federal 
agencies of foreign banks 

b. State member banks, branches and agencies of foreign banks (other than federal
branches, federal agencies, and insured state branches of foreign banks), commercial 
lending companies owned or controlled by foreign banks, and organizations operating 
under section 25 or 25 A of the Federal Reserve Act 

c. Nonmember Insured Banks, Insured State Branches of Foreign Banks, and insured
state savings associations 

d. Federal Credit Unions

a. Office of the Comptroller of the Currency
Customer Assistance Group 
1301 McKinney Street, Suite 3450 
Houston, TX 77010-9050 

b. Federal Reserve Consumer Help Center
P.O. Box 1200 
Minneapolis, MN 55480 

c. FDIC Consumer Response Center
1100 Walnut Street, Box #11 
Kansas City, MO 64106 

d. National Credit Union Administration
Office of Consumer Protection (OCP) 
Division of Consumer Compliance and Outreach (DCCO) 
1775 Duke Street 
Alexandria, VA 22314 

3. Air carriers Asst. General Counsel for Aviation Enforcement & Proceedings 
Department of Transportation 
400 Seventh Street SW 
Washington, DC 20590 

4. Creditors Subject to Surface Transportation Board Office of Proceedings, Surface Transportation Board 
Department of Transportation 
1925 K Street NW 
Washington, DC 20423 

5. Creditors Subject to Packers and Stockyards Act Nearest Packers and Stockyards Administration area supervisor 

6. Small Business Investment Companies Associate Deputy Administrator for Capital Access 
United States Small Business Administration 
409 Third Street, SW, 8th Floor 
Washington, DC 20416 

7. Brokers and Dealers Securities and Exchange Commission 
100 F St NE 
Washington, DC 20549 

8. Federal Land Banks, Federal Land Bank Associations, Federal Intermediate Credit 
Banks, and Production Credit Associations 

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA 22102-5090 

9. Retailers, Finance Companies, and All Other Creditors Not Listed Above FTC Regional Office for region in which the creditor operates or Federal Trade 
Commission:  Consumer Response Center – FCRA 
Washington, DC 20580 
(877) 382-4357 
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DIVULGACION REFERENTE A SOLICITUD DE INFORME DE ANTECEDENTES 

Diocesis de Charlotte obtendrá un informe del consumidor (un informe de antecedentes) en coneccion con tu aplicacion para 
ser empleado de la compañia, y si la compañia le da a usted al trabajo or si usted ya es un empleado, la compañia podra obtener 
un informe en cualquier momento durante su empeo con la compañia, a el grado permitido por leyes aplicables, para propositos 
relacionados a empleo. La compañia tambien puede ordenar un informe de investigacion del consumidor. Un “informed de 
investigacion del consumidor” es un informe de antecedentes que incluye informacion obtenido  por entrevistas personales (except 
en California donde “informe de investigacion del consumidor” incluye informes antecedentes con o sin entrevistas personales). 
El informe de investigacion del consumidor mas comun es un investigacion en su historia de empleados. 

El Diocese de Charlotte obtendra este/os reporte(s) de la agencia que sigue: ScreeningOne, Inc. 1860 N. Avenida Republica de 
Cuba, Tampa, FL  33605  Telefono: (888) 327-6511  Fax:  (888) 216-1003  www.ScreeningOne.com (la”Agencia”).  La poliza de 
privacidad de la agencia se puede encontrar en  www.ScreeningOne.com. 

El informe contendra informacion relative a tu personaje, reputacion general, character personal, y/o mode de vivir. Los tipos de 
informacion que podra ser obtenido incluye, per no es limitado a, referencias, historia de empleados; reports de credto; corte 
criminal y civil, educacion y registro de conducer; mensajes publicos de internet. La informacion en el reporte sera obtenido de 
registros privados y publicos, y, en el caso de un informe de investigacion del consumidor, ca incluir entrevistas personales con 
regisrtos, tal como empleadores anteriores, amido, y asociados. 

Usted puede solicitor mas informacion acerca de la naturalez y el alcance de cualquier informe de investigacione del consumidor 
con solicitud escrito mandado: representante de recursos humanos de la compania. Un resumen de sus derechos segun la Ley 
de Equalidad en la Informacion de Credito se ha proporcionado con esta forma. 

AVISOS DE LEYES ESTATAL ADICIONALES 

Si usted vive, o estas aplicando en, cualquiera de los estados que sigue, por favor de revisar el aviso adicional que te aplica. 

CA: Usted puede revisar el archive mantenido en usted por la agencia. Usted tambien puede obtener una copia de ese archive 
al proporcionar identificacion apropiada, pagar costos de duplicar, y aparecer en persona a la oficina de la agencia con aviso 
razonable y durante horas de negocio normales, o por correo. Usted tambien puedes recibir un resumen de tu archive al llamar 
a la agencia. La agencia tiene personal capacitdo disponible para explicarte tu archive, inlcuyendo informacion codificado. Si 
usted aparece en persona, podras estar acompanado por una persona con identificacion apropiado. 

CA, CT, HI, IL, MD, OR, WA, VT: Estos estados restringen la circunstancias en que la compania puede obtener informacion de 
tu credito. La compania no va a obtener informacion de tu credito except cuando sea de acuerdo con la ley estatal. 

MA: Si usted se comunica con el representante de recursos humanos de la compania tienes el derecho de saber si la compania 
ordeno un informe de investigacion del consumidor. Tambien tienes el derecho a recibir una copia del reporte cuando esta 
completo.  

MN: Previa solicitud escrito, la Agencia hará una divulgación completa y precisa de la naturaleza y el alcance del informe 
presentado a la compania. La ley de Minnesota requiere que la agencia de informes del consumidor a proporcionar esta 
divulgación dentro de los cinco días siguientes a la recepción de la solicitud o se solicita el informe del consumidor, lo que sea 
más tarde. 

NJ: Previa solicitud, la Compañía le enviará una copia de cualquier informe de investigación del consumidor sobre usted recibida 
por la Compañía. 

NY: Previa solicitud escrito al representante de Recursos Humanos de la Compañía, la Compañía le informará si la Compañía 
solicitó un informe del consumidor o un informe de investigación del consumidor sobre usted. Si se solicitó sea informe, la 
Compañía proporcionará el nombre y la dirección de la agencia de informes del consumidor que proporcionó el informe. Usted 
puede inspeccionar y recibir una copia del informe contactando a la agencia. Artículo 23-A de la Ley de Prisiones de Nueva York 
se proporciona con este formulario.  

WA: Si usted hace una solicitud por escrito en un plazo razonable de esta notificación, la compañía proporcionará una información 
completa y precisa, por escrito, de la naturaleza y alcance de cualquier informe de investigación del consumidor que se ha 
solicitado. La Compañía proporcionará a la divulgación, por correo o de otra forma, ya sea cinco días después de haber recibido 
su solicitud o después de solicitar el informe, lo que ocurra más tarde. Usted también tiene el derecho de pedir a la Compañía 
para ofrecerle un resumen de sus derechos bajo la Ley de Equalidad en la Informacion de Credito de Washington. 

http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
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Publicación Y Autorización - / Voluntarios 
Diócesis de Charlotte 

Como Voluntario para __________________________________   Ministerio ____________________________ 

Parroquia Solicitante agencia, departamento o Escuela __________________________________________________ 

La firma del Oficial Solicitante _______________________________________  Fecha __________________ 

Localización deberia enviar esta forma completado a: Diocese of Charlotte Human Resources Department, 1123 S. 
Church Street, Charlotte, NC 28203, or Fax to: 704-370-3223  

Sección Voluntario: 
Autorización –  Yo _________________________He leído cuidadosamente y entiendo, esta Divulgación y Autorización. 
Al firmar abajo, doy mi consentimiento para la liberación a Diocesis de Charlotte de informes de los consumidores y los 
informes investigativos de consumidor (es decir, los informes de verificación de antecedentes) elaborado por una agencia 
de información. Si soy contratado por la Compañía y/o trabajo como un empleado actual, entiendo que la Compañía podrá 
basarse en esta autorización para obtener informes adicionales sobre mí de la agencia o de otras agencias de informes 
del consumidor durante mi empleo sin pedir mi consentimiento una vez más, en el grado permitida por la ley aplicable. 

También autorizo a todos los siguientes a revelar a la Agencia y a sus agentes toda la información sobre o acerca de mí, 
incluyendo pero no limitado a: mis empleadores  pasado o presente; las instituciones de enseñanza, incluidas los colegios 
y las universidades; aplicación de la ley y todos los demás organismos federales, estatales y locales; tribunales federales, 
estatales y locales; los militares; agencias de crédito; instalaciones de pruebas de drogas y alcohol; agencias de registro 
de conducir; todos los otros repositorios privados y del sector público de la información; y cualquier otra persona, 
organización o agencia con cualquier información de mi o acerca de mí. La información que puede ser compartida con la 
Agencia y sus agentes incluye, pero no está limitado a, la información relacionada con mi empleo y historia de ingresos, 
educación, historial de crédito, registro de conducir, historia criminal, el servicio militar, credenciales profesionales y 
licencias. 

Lo que sigue es mi nombre legal verdadera y completa y toda la información es verdadera y correcta a lo mejor de mi 
conocimiento. Entiendo que la deshonestidad me descalificará de la consideración para el empleo con la Compañía y, si 
soy contratado y / o trabajo como un empleado actual, que tal deshonestidad podría resultar en la terminación de mi empleo. 

Reconozco que he recibido una copia de los siguientes documentos: (1) La divulgación referente a solicitud de informe de 
antecedentes"; (2) "Un Resumen de sus derechos bajo la Ley de Equalidad en la Informacion de Credito "; (3) "Un Resumen 
de sus derechos en virtud de California Sección 1786.22 del Código Civil" (si usted vive en o usted está solicitando un 
puesto en California); y (4) "Nueva York Ley de Corrección el artículo 23-A" (si usted vive en o usted está solicitando un 
puesto en Nueva York). 

Si usted vive o está solicitando una posición, en California, Minnesota u Oklahoma: Si marca la casilla de abajo, la 
agencia de informes del consumidor le enviará una copia del informe gratis, al mismo tiempo que el informe se pondrá a 
disposición de la Compañía.   Cómo solicito una copia gratuita del informe. 

POR FAVOR ESCRIBA 

_________________________________________________ _____________________________ 
Nombre entero  Fecha de Nacimento (Mez/Dia/Ano) 

___________________________________ ___________________________ ________________ 
Appelido de Soltera o Otro Numbre Usado Numero de Licensia de Conduci  Estado de Licensia 

___________________________________ ___________________________ 
Dirección Presente Cuanto Tiempo Tienes Aqui 

Voluntario no deben completar esta sección 

http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
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________________________________________________ ___________________________________ 
Ciudad y Estado Codigo Postal 

________________________________________________ ___________________________________ 
Dirección Anterior Cuanto Tiempo Tenias Aqui 

________________________________________________ ___________________________________ 
Ciudad y Estado Codigo Postal 

________________________________________________ ___________________________________ 
Firma  Fecha 

UN RESUMEN DE SUS DERECHOS  
BAJO EL ACTA DE CREDITO JUSTO 

El Acta de Credito Justo Federal (FCRA) promueve la exactitud, imparcialidad y privacidad de la información en los archivos de las agencias de 
informes de los consumidores. Hay muchos tipos de agencias de informe del consumidor, incluyendo las agencias de crédito y las especializadas 
(como agencias que venden información sobre historial de escribir cheques, expedientes médicos e historial de alquiler). Aquí tienes un resumen 
de sus derechos principales segun la FCRA. Para obtener más información, incluyendo información sobre derechos adicionales, visite 
www.consumerfinance.gov / learnmore o escriba a: Oficina de Protección Financiera del Consumidor, 1700 G. Street, NW, Washington, 
DC 20006. 

Se le debe informar si la información en su archivo se ha utilizado en contra de usted. Cualquier persona que utiliza un informe de crédito 
u otro tipo de informe de consumidor para denegar su solicitud de crédito, seguro o empleo - o para emprender otra acción adversa contra usted 
- tiene que decirle, y debe darle el nombre, dirección y número de teléfono de la agencia que suministró la información. 

Usted tiene el derecho de saber lo que está en su archivo. Puede solicitar y obtener toda la información acerca de usted en los archivos de 
una agencia de informes del consumidor (su "divulgación de archivos"). Usted tendrá que proporcionar identificación, que puede incluir su número 
de Seguro Social. En muchos casos, la divulgación será gratuita. Usted tiene derecho a una divulgación gratuita si: 

Una persona ha emprendido una acción adversa contra usted debido a información en su informe de crédito; 

Usted es víctima de robo de identidad y colocar una alerta de fraude en su archivo; 

Su archivo contiene información no exacta como resultado de fraude; 

Usted recibe asistencia pública; 

No está empleado pero anticipa solicitar empleo en 60 días. 

Además, todos los consumidores tendrán derecho a una divulgación cada 12 meses si así lo solicitan a cada agencia de crédito nacional y de 
las agencias de informes de consumidores en todo el país. Ver www.consumerfinance.gov / learnmore para obtener información adicional. 

Usted tiene el derecho a pedir su puntuación de crédito. Las puntuaciones de crédito son resúmenes numéricos de su valía de crédito 
basados en información de las agencias de crédito. Usted puede solicitar una puntuación de crédito de agencias de informe del consumidor que 
crean puntuaciones o distribuyen las puntuaciones utilizadas en préstamos residenciales, pero usted tendrá que pagar por ello. En algunas 
transacciones hipotecarias, recibirá información sobre su puntuación de crédito de forma gratuita desde el prestamista hipotecario. 

Usted tiene el derecho a disputar información incompleta o inexacta. Si identifica información en su archivo que es incompleta o inexacta, 
y la reporta a la agencia de informes del consumidor, la agencia debe investigar a menos que su confrontación sea frívola. Ver 
www.consumerfinance.gov / learnmore para una explicación de los procedimientos de disputa. 

Agencias de informes del consumidor deben corregir o eliminar información inexacta, incompleta o no verificable. La información 
inexacta, incompleta o no verificable debe ser retirada o corregida, generalmente dentro de 30 días. Sin embargo, una agencia del consumidor 
puede seguir reportando información si ha verificado su exactitud. 

Agencias de informes del consumidor no pueden reportar información negativa atrasada. En la mayoría de los casos, una agencia de 
informes del consumidor puede no reportar información negativa ocurrida hace más de siete años, ni quiebras ocurridas hace más de 10 años 
de edad. 

El acceso a su archivo es limitado. Una agencia de informe del consumidor puede proporcionar información sobre usted solamente a personas 
que tienen una necesidad válida - generalmente para considerar una solicitud con un acreedor, asegurador, empleador, propietario de vivienda 
u otro negocio. La FCRA especifica los que tienen una necesidad válida de acceso. 

Usted debe dar su consentimiento para que los informes que se deben proporcionar a los empleadores. Una agencia de informe del 
consumidor no puede dar información sobre usted a su empleador, o a un empleador posible, sin su consentimiento escrito proporcionado al 
empleador. El consentimiento escrito generalmente no es requerido en la industria del transporte. Para obtener más información, vaya a 
www.consumerfinance.gov / learnmore. 

http://www.screeningone.com/
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Puede limitar las ofertas "preevaluadas" de crédito y seguro que obtiene basadas en información en su informe de crédito. Ofertas de 
crédito y seguro "preseleccionados” que no estan solicitados deben incluir un número de teléfono gratuito al que puede llamar si desea eliminar 
su nombre y dirección de las listas de estas ofertas. Usted puede optar por no recibir ciertas ofertas con las agencias de crédito llamando al 1-
888-567-8688. 

Usted puede buscar la compensación de los violadores. Si una agencia de informe del consumidor, o en algunos casos, un usuario de 
informes de consumidor o proveedor de información a una agencia de informes del consumidor infringe la FCRA, usted puede ser capaz de 
demandar en un tribunal estatal o federal. 

Víctimas de robo de identidad y el personal militar en servicio activo tienen derechos adicionales. Para obtener más información, visite 
www.consumerfinance.gov / learnmore. 

Los Estados pueden cumplir la FCRA, y muchos estados tienen sus propias leyes de informes de los consumidores. En algunos casos, 
usted puede tener más derechos en virtud de la ley estatal. Para obtener más información, póngase en contacto con su agencia estatal 
o local de protección al consumidor o su General Fiscal estatal. Para información sobre sus derechos federales, comuníquese con:

TIPO DE NEGOCIO: POR FAVOR DE CONTACTAR: 
1.a. Los bancos, asociaciones de ahorro y cooperativas de crédito con activos totales de 
más de $ 10 billones y sus afiliados. 

b. Ciertas afiliados que no son bancos, asociaciones de ahorro o cooperativas de crédito 
también deben enumerar, además de la Mesa. 

a. Bureau of Consumer Financial Protection
1700 G Street NW 
Washington, DC 20006 

b. Federal Trade Commission:  Consumer Response Center – FCRA
Washington, DC 20580 
(877) 382-4357 

2. Al extent no inluido en punto 1:

a. Bancos nacionales, asociaciones de ahorro federales, y sucursales y agencias
federales de bancos extranjeros 

b. Los bancos de miembros del Estado, sucursales y agencias de bancos extranjeros
(que no sean poderes federales, agencias federales, estatales y sucursales de bancos 
extranjeros asegurados), las compañías de préstamos comerciales de propiedad o 
controladas por los bancos extranjeros y las organizaciones que operan en virtud del 
artículo 25 o de 25 A de la Ley Federal Ley de la Reserva 

c. Los bancos asegurados que no tienen miembros, sucursales del Estado Asegurados
por bancos extranjeros y asociaciones de ahorros estatales asegurados 

d. Cooperativas de crédito federales

a. Office of the Comptroller of the Currency 
Customer Assistance Group 
1301 McKinney Street, Suite 3450 
Houston, TX 77010-9050 

b. Federal Reserve Consumer Help Center
P.O. Box 1200 
Minneapolis, MN 55480 

c. FDIC Consumer Response Center
1100 Walnut Street, Box #11 
Kansas City, MO 64106 

d. National Credit Union Administration
Office of Consumer Protection (OCP) 
Division of Consumer Compliance and Outreach (DCCO) 
1775 Duke Street 
Alexandria, VA 22314 

3. Las compañías aéreas Asst. General Counsel for Aviation Enforcement & Proceedings 
Department of Transportation 
400 Seventh Street SW 
Washington, DC 20590 

4. Los acreedores sujetos a Surface Transportation Board Office of Proceedings, Surface Transportation Board 
Department of Transportation 
1925 K Street NW 
Washington, DC 20423 

5. Los acreedores sujetos a Packers and Stockyards Act Nearest Packers and Stockyards Administration area supervisor 

6. Companias de inversión de Negocios Pequeños Associate Deputy Administrator for Capital Access 
United States Small Business Administration 
409 Third Street, SW, 8th Floor 
Washington, DC 20416 

7. Agentes y distribuidores Securities and Exchange Commission 
100 F St NE 
Washington, DC 20549 

8. Bancos Federales de Tierras, Asociaciones del Banco Federal de Tierras, bancos
intermedios de credito federales y de Asociaciones de Producción de Crédito 

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA 22102-5090 

9. Los minoristas, empresas financieras, y los restantes acreedores no mencionados
anteriormente 

FTC Regional Office for region in which the creditor operates or Federal Trade 
Commission:  Consumer Response Center – FCRA 
Washington, DC 20580 
(877) 382-4357 
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Volunteer Profile 

This form is to be used for all volunteer positions.  No other application for volunteer service is authorized 
for use in the Diocese of Charlotte.  Applications for volunteer service must be kept on file after termination 
of volunteer service. 

The climate in the United States at this point in history is such that a concern about potential liability is 
raised in every sector of American life, including the Church.  This is coupled with a heightening awareness 
of a responsibility to ensure that those who act in the Church’s name would never violate basic Christian 
decency. 

In order to protect the Church, those whom it serves and those who serve it, we ask you to complete the 
form below. 

Diocese of Charlotte VOLUNTEER PROFILE 

NAME  ________________________________________________________________ 
(Last)    (First)    (Middle Initial) 

ADDRESS  _________________________________________________________________________ 
  (Street)                                           (City)                  (State)                 (Zip) 

TELEPHONE  _______________________________________________________________________ 
(Home)    (Work)    (Cell) 

EMAIL ADDRESS ____________________________________________________________________ 

TIMES AND DAYS AVAILABLE ________________________________________________________________ 

A.  PERSONAL INFORMATION 

1. Have you ever been charged with, arrested for, or convicted of a crime other than a minor traffic
violation?  If so, explain fully the circumstances.  (Such charge or conviction may be relevant if job related, 
but does not bar you from volunteering.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

2. Have you ever been the subject of an investigation involving an allegation of sexual abuse?
YES _____  NO _____.  If yes, please explain: 

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

3. Has a civil or criminal complaint ever been filed against you alleging, physical abuse or sexual abuse by
you?  YES _____ NO _____.  If yes, give a short explanation of the complaint.  (Please indicate 
the date, nature, and place of the incident leading to complaint, where the complaint was filed, and the 
disposition of the complaint.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

VOLUNTEER PROFILE 
Diocese of Charlotte 
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4. Have you ever terminated your employment or had your employment terminated for reasons relating to
allegations of physical abuse or sexual abuse by you?  YES ___ NO ___.  If yes, please give a short 
explanation of the allegations, the disposition of the allegations, and your employer at the time, including 
your employer’s name, address and telephone number. 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

5. Have you ever received any medical treatment, physical or psychological, for reasons involving physical
abuse or sexual abuse by you?  YES ___ NO ___.  If yes, give a short description of the treatment, including 
date(s), nature and location(s), identifying the treating physician with name, address and telephone number. 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

B.  VOLUNTEER HISTORY   
Please list your last three volunteer activities, starting with the most recent.  
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________ 

C.  PERSONAL REFERENCES 
Please list the name, address and telephone number / email address of three individuals (other than Pastor 
or Principal) who are sufficiently familiar with you to provide a character reference. 

____________________________________________________________________________________ 
(Name)     (Full Address)    (Telephone and/or email) 

____________________________________________________________________________________ 
(Name)     (Full Address)    (Telephone and/or email) 

____________________________________________________________________________________ 
(Name)     (Full Address)    (Telephone and/or email) 

________________________________________________ ___________________ 
Signature of Volunteer Applicant  Date 

FOR OFFICIAL USE ONLY 

INTERVIEWED BY:  _____________________________________ DATE _____________________ 

POSITION ASSIGNED:  ________________________________________________________________ 

Is the position to which the volunteer has been assigned one that requires that references be contacted? 
YES  ______ NO  ______ 

If yes, have the references been contacted? 
YES  ______  NO  ______ 

_________________________________________ 
Signature and Title of Supervisor 
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Perfil del Voluntario 

Se usará este formulario cuando la posición de voluntario involucre proveer consejería no supervisada, o 
ministerio, a menores, a incapacitados, o a los muy ancianos.  Ningún otro formulario de solicitud para 
servicio voluntario ha sido autorizado para ser usado en la Diócesis de Charlotte.  Los formularios de 
solicitud para servicio voluntario deben ser mantenidos en nuestros archivos después de la culminación 
del servicio voluntario. 

En este momento histórico, el clima en los Estados Unidos es tal que la preocupación sobre potenciales 
obligaciones legales surge en todos los sectores de la vida estadounidense, incluyendo la Iglesia.  A esto 
se une una consciencia cada vez más aguda de la responsabilidad de asegurarse que aquellos que 
actúan a nombre de la Iglesia nunca violen los principios básicos de la decencia cristiana. 

Para proteger a la Iglesia, a aquellos que ella sirve, y a aquellos que la sirven, le pedimos que complete 
el formulario de abajo. 

NOMBRE_______________________________________________________________ 
 (Apellido Paterno)                              (Nombre)                        (Inicial 2do Nombre) 

DIRECCIÓN _________________________________________________________________________ 
 (Calle)                                  (Ciudad)               (Estado)           (Código Postal - Zip) 

TELÉFONO  _________________________________________________________________________ 
(Casa)    (Trabajo)   (Cell) 

EMAIL _______________________________________________________________________________________ 

Compromiso de tiempo deseado  __________________________________________________________________ 

A.  INFORMACIÓN PERSONAL 

1. ¿Ha sido usted alguna vez acusado de, arrestado por, o declarado culpable de un crimen distinto a
una infracción menor de tránsito?  Si la respuesta es afirmativa, explique en detalle las circunstancias.  
(Tal acusación o declaración de culpabilidad puede ser relevante si se relaciona a un empleo, pero ella 
no le impide hacer trabajo voluntario.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________ 

2. ¿Ha sido usted alguna vez objeto de una investigación que involucre alegaciones de abuso sexual?
SÍ _____  NO _____.  Si la respuesta es afirmativa, por favor explique: 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________ 

3. ¿Alguna vez se ha presentado una denuncia civil o criminal en su contra acusándolo de abuso físico o
sexual?  SÍ _____ NO _____.  Si la respuesta es afirmativa, dé una explicación breve de la denuncia.  
(Por favor indique la fecha, naturaleza, y lugar del incidente que provocó la denuncia, dónde fue 
presentada, y cómo fue resuelta.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________ 
__________________________________________________________________________ 
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“Empleados sin paga” 
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4. ¿Ha renunciado usted alguna vez a su trabajo, o ha sido despedido, por razones relacionadas con
alegaciones de abuso físico o sexual por parte suya?  SÍ ___ NO ___.  Si la respuesta es afirmativa, por 
favor dé una breve explicación de las alegaciones y de cómo fueron resueltas.  También, información de 
su empleador en aquel momento, incluyendo el nombre, dirección, y número telefónico del empleador. 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________ 

5. ¿Ha recibido usted alguna vez cualquier tipo de tratamiento médico físico o psicológico, por razones
relacionadas a abuso físico o sexual cometido por usted?  SÍ ___ NO ___.  Si la respuesta es afirmativa, 
dé una descripción corta del tratamiento, incluyendo fecha(s), naturaleza y ubicación(es), identificando al 
doctor que lo trató con su nombre, dirección, y teléfono. 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________ 

B. HISTORIA DEL VOLUNTARIO 

Por favor liste sus últimas tres actividades como voluntario, comenzando con la más reciente.  
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________ 

C. REFERENCIAS PERSONALES 

Por favor liste el nombre, dirección, y teléfono de tres personas que lo conozcan lo suficiente como para 
proveer una referencia sobre su carácter. 
__________________________________________________________________________ 
(Nombre)                                                               (Dirección)                                                      (Teléfono) 

__________________________________________________________________________ 
(Nombre)                                                               (Dirección)        (Teléfono) 

__________________________________________________________________________ 
(Nombre)                                                               (Dirección)        (Teléfono) 

_______________________________________  __________________ 
 Firma del Solicitante        Fecha 

 
 

FOR OFFICIAL USE ONLY 

INTERVIEWED BY:  _____________________________________    DATE _______________________ 

POSITION ASSIGNED:  ________________________________________________________________ 

Is the position to which the volunteer has been assigned one that requires that references be contacted? 
 YES  ______                                                 NO  ______ 

If yes, have the references been contacted? 
 YES  ______        NO  ______ 

_________________________________________ 
 Signature and Title of Supervisor 
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ANNUAL CERTIFICATION OF COMPLIANCE WITH THE 
BISHOPS’ CHARTER AND THE DIOCESE OF CHARLOTTE 

SAFE ENVIRONMENT REQUIREMENTS 
(To be remitted to the Human Resources Office by May 1st of each year) 

I herein certify that all employees and/or volunteers currently on staff have met the 
following requirements: 

• Completed and submitted required diocesan application forms.

• Consented to and undergone required diocesan background checks.

• Received a copy of the Policy of the Diocese of Charlotte Concerning Ministry- Related Sexual
Misconduct by Church Personnel and the Diocese of Charlotte Code of Ethics.

• Signed the Acknowledgement of Receipt of Diocesan Safe Environment Policies, which is on
file.

• Attended the diocesan required Virtus training, Protecting God’s Children, if applicable.

• Remained current on the Virtus training updates, if applicable.

• Attended any additional diocesan training as required.

I herein certify that my parish/school has met the following requirement: 

• Published periodically in parish bulletins and school newsletters the diocesan requirements for
reporting ministry-related sexual abuse of a minor.

If children’s safe environment program (such as “Touching Safety” or “Circle of Grace”) 
was presented at my location this year:   

Date Presented_______________  Attendance count ___________ 

*************************************************************************************************************** 

_______________________________________  _____________________________________ 
Pastor/Principal/Agency Director Printed Name       Parish/School/Agency/Department 

_______________________________________ _____________________________________ 
Signature Date  

Mail completed form to:  Diocese of Charlotte Human Resources Office, 1123 S. Church Street,  
Charlotte, NC 28203, fax to: 704-370-3223, or scan and email to:  twilhelm@charlottediocese.org 

http://www.virtus.org/


Employees and Volunteers 
Diocese of Charlotte Safe Environment Requirements

All employees, and all volunteers working directly with children, elderly, or vulnerable adults must 
attend a Protecting God’s Children workshop. Preregistration is required. You can sign-up online at 
www.virtus.org. After completing the registration for a Virtus account, you will be asked to 
acknowledge receipt of other required notices and to choose a date for your workshop. You will then 
be prompted to enter the necessary information and sign off on a required background release 
form.  It is important that you select the Charlotte, NC (Diocese) when you register.  

Please select __________________________________________as your primary location. 

All volunteers must have a Volunteer Profile form on file with their volunteer location.  Please 
complete the attached form. 

Will you be driving for your ministry? The diocesan Properties & Risk Management Department 
requires all drivers to complete an Approved Driver’s form and await diocesan approval before driving 
on behalf of the parish, school or agency.  

Please return your completed form(s) to _______________________________________________. 

Thank you helping us to protect the children and vulnerable people of our faith community.
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1

Before or after attending an instructor-led (live) session, all 
participants must register with VIRTUS Online. 

**Please use Google Chrome or Internet Explorer and complete 
on laptop or desktop.  Using a smartphone or tablet will result 
in compatibility issues. 

To register, click on the following link: 

www.virtusonline.org 

Click on “begin the registration process” 

Select your organization- use the drop down menu to select 
“Charlotte, NC (Diocese)” and click select 

Create a User ID and Password you can easily remember. 
This is necessary for all participants. This establishes your account 
with the VIRTUS program.  If your preferred User ID is already 
taken, please choose another ID. We suggest the use of email 
addresses as user names. 

Click Continue to proceed. 

Provide all the information requested on the screen. 
Several fields are required, including:  First & Last Name, Email Address, 
Home Address, City, State, Zip, Phone Number, Date of Birth, and any 
previous names used. 

(Note: Do not click the back button or your registration will be lost.) 

Click Continue to proceed. 
If you do not have an email address, consider obtaining a free email account at 
mail.yahoo.com, or any other free service.  This is necessary for your Safe Environment 
Coordinator to communicate with you.  If you cannot obtain an email address, enter: 
noaddress@virtus.org.

Select the PRIMARY location where you work or volunteer by 
clicking the downward arrow and highlighting the location. 
Click Continue to proceed. 
Note:  If you serve at multiple diocesan locations, you will be prompted to select 
those additional locations in future screen(s).

1

www.virtusonline.org
https://www.virtusonline.org/virtus/reg_2.cfm?theme=0&org=37359
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Your selected location(s) are displayed on the screen. 
Select YES, if you need to add secondary/additional locations. 
(Follow instructions in previous step to select additional locations.) 

Otherwise, if your list of locations is complete, select NO. 

Select the role(s) that you serve within the Diocese of Charlotte 
and/or parish/school.  (Use descriptions supplied to help determine 
appropriate role(s) to select.) 
Please check all roles that apply. 
Candidate for ordination-only for those currently preparing to be 
ordained as a priest or deacon 
Deacon-only for those who are odained as a deacon 
Educator-only select this if your are teacher employeed in the 
Catholic schools 
Employee- select if you are an employee of the Diocese of 
Charlotte or one of the parishes or Catholic schools located in the 
Diocese. 
Parent- select if you are a parent of a child under the age of 18 
Priest- only for those who have been ordained as a priest. 
Volunteer- this is the most common selection, use this if you are 
volunteering at a parish or school. 

Click Continue to proceed. 

Please answer the following three questions. 

Do you interact with, work with or come into contact with minors 
and/or vulnerable adults of this diocese? 

Are you employed or applying for a paid position within one of our 
locations? 

Are you a priest, deacon or candidate for ordination? 

Click Continue to proceed. 

Please review the following and respond: 

 Code of Conduct for the Diocese of Charlotte 

To proceed, please Confirm by clicking on: “I have downloaded, 
read, and understand the Code of Conduct for the Diocese of 
Charlotte” and enter your full name and today’s date. 

Click on Continue. 



Diocese of Charlotte 
 Registration Instructions 

.   This information last revised July 15, 2019    Page 3 of 3 

Review the following and respond: 

 Policy of the Diocese of Charlotte Concerning Ministry-
Related Sexual Misconduct

To proceed, please Confirm by clicking on: “I have downloaded, 
read, and understand the Policy of the Diocese of Charlotte 
Concerning Ministry-Related Sexual Misconduct” and enter your full 
name and today’s date. 

Click on Continue. 

If you have not attended a VIRTUS Protecting God’s Children 
session, choose NO. 

If you chose NO, you will be presented with a list of upcoming 
VIRTUS Protecting God’s Children instructor-led sessions 
scheduled for the Diocese of Charlotte. 
When you find the instructor-led session training you wish to attend, 
click the circle -- and then click Complete Registration.

If you have attended a VIRTUS Protecting God’s Children session 
choose YES. 
You will be presented with a list of all instructor-led VIRTUS 
sessions conducted in the Diocese of Charlotte. Choose the 
session you attended by clicking the downward arrow and 
highlighting the session -- then click Complete Registration.)
If your ministry does not require you to complete training, do not 
make a selection and click “continue”.  If you need to add a training 
session at a later time, one can be added to your account. 

All volunteers are required to submit a background check, so please 
click on Submit Background Check to complete a background check 
on a secure website. 

Note: Choose option one only for electronic submission. Do not 
select option two.  

Your registration is completed with your Confirmation from 
Screening One. 

After you attend the training session, you will receive an email of 
approval. 

Thank you for completing the registration process! 



 

  
 Local Administrator  
 Website Guide 

 

 

 

 

  

 

 

 

 

 

 

 

 
Log in to your VIRTUS account at www.virtus.org  
to review the functionalities of the VIRTUS Platform. 

 

 

 

To inquire about your specific access, communicate  
with your Diocesan Safe Environment Coordinator: 

Amy Ankenbruck, 704-370-3357 
asankenbruck@charlottediocese.org 
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Frequently Asked Questions:  
How do I view my own location’s employees 
and volunteers who have online registrations 
within VIRTUS Online? Pg. 2 

How do I search the entire organization to 
view if a particular person has an online 
registration, make changes to his/her account 
and/or affiliate him/her with my location? Pg. 3 

How do I assist with recovering an individual’s 
username or password as a Local 
Administrator? Pg. 5 

How do I create a Master Report within 
VIRTUS Online? Pg. 6 

How do I view my own personal online training 
completion/requirements and print my 
certificate? Pg. 7 

How do I review an account to see if a 
background check or a Code of Conduct was 
completed, or activate a Background Check 
link? Pg. 8 

If an individual took the training in another 
Diocese, how do we ensure the training 
appears in the Database? Pg. 9 
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How do I view my own location’s employees and volunteers who have 
online registrations within VIRTUS Online? 

1. Select the “Administration” tab from the tabs
at the top of the page;

2. Click on a category under “System
Administration” within the left-hand menu.
One possible selection is “Approved Users”

3. The employees and volunteers for your
affiliated location(s) will be listed in
alphabetical order by last name. You can also
search in the Search box for individual users,
then select “Search”. If a particular individual
is missing from your list:

a. First, double check other possibilities of
name spellings, including hyphenated last
names and nicknames.

b. Additionally, the person may not have
registered online, or may have registered
with a different location within your
organization.

Note: Within this section, you, as a Local
Administrator, will only be able to see
individuals who have affiliated themselves
with your location(s).

http://www.virtus.org/
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How do I search the entire organization to view if a particular person has 
an online registration, and make changes to their account and/or affiliate 
them with my location?  

1. Select the “Administration” tab from the tabs
at the top of the page;

2. Search in the Search box for individual users,
then select “Go”. For searching tips:

a. Insert the letters of the individual’s last
name, first name, user id or the email
address. Each one of these items must be
searched separately and cannot be
combined into one individual search (i.e.,
“John Smith” must either be searched as
“John” or “Smith”).

b. Searching with the first several letters of
the last name usually yields the best and
largest scope of results (i.e., search “Smi”
rather than just “Smith”).

c. If a particular individual is missing, double
check other possibilities of name
spellings, including hyphenated last
names and nicknames. It is also best to
search more than once for the same
person using a different search query.
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3. If a match is found, then click on the person’s
last name to view the account

Note: Within the searched person’s account 
page, the Local Administrator will not be able 
to make/save any changes if the person’s 
Primary Location or Additional Location(s) do 
not match the Local Administrator’s location. If 
the “Save” buttons are not located at the 
bottom of the account, it is likely that the 
Local Administrator’s account does not match 
the searched individual’s account. In this 
case, the Local Administrator should 
communicate with the Diocesan Coordinator 
to request that the individual’s account be 
updated with the appropriate affiliated 
location. 

If the searched person’s “Primary” or 
“Additional” locations match the 
Administrator’s, then the Local Administrator 
will be able to update/save changes to his/her 
account, including the ability to change the 
person’s “Profile,” “Email Address,” etc.  

4. If a match is not found, it may be that the
person did not create an online registration
and still needs to create one.
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How do I assist with recovering an individual’s username or password as 
a Local Administrator? 

1. The Local Administrator may assist with
recovering the username/password only for
accounts that already exist

First, search the database to find the online
account by reviewing the instructions listed
within this document under the section
entitled, “How do I search the entire
organization to view if a particular individual
has an online registration, make changes to
his/her account and/or affiliate him/her with
my location?”

2. Once the account is located, click on the last
name to pull up the profile information

a. If the Local Administrator shares the
same “Primary” or “Additional”
location as the individual, then the
administrator can ask the system to
send the individual his/her user ID
and password

i. First, the Local Administrator
should check that the email
listed within the account is
accurate

ii. If the email is not accurate, then
the administrator should update
the email address and select
“Save and Review” at the bottom
of the page

iii. Once the email is updated and
correct, select “Email account
info,” and ask the individual to
retrieve the message from his/her
email account and proceed
accordingly

b. If the Local Administrator does not
share the same “Primary” or
“Additional” location as the
individual, the Local Administrator
can only inform the individual of
his/her User ID and request that the
individual use the password
recovery function on the homepage
of www.virtus.org
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How do I create a Master Report within VIRTUS Online? 
 

1. There are various reports that can be 
created using VIRTUS Online. One report is 
the Master Report. A Master Report 
generated by a Local Administrator will 
actually be a local master report that 
provides information only about the 
locations that are specifically affiliated with 
the Local Administrator’s account. To begin, 
select the “Administration” tab from the tabs 
at the top of the page;  

 

 

 

2. Click on a category under “Reports” within 
the left-hand menu. One possible selection 
is “Compliance Reports”. Then, select the 
type of report you would like to peruse—
one possible selection would be the 
“Master Report”. 

 
 
 
 
 

Or, please click on the quick link labeled 
“Master Report – Local level, Report to 
screen”  

 

3. Select the specific location (the system will 
only allow one location to be selected at a 
time) and the desired parameters of the 
report. The Local Administrator will be able 
to:  

 
a. Continue to select the desired 

parameters of the report.  To see 
Background checks, Protecting God’s 
Children training and continuing training 
Status select as shown:  
 

b. Choose to run the report directly to the 
screen or populate the report into Excel 
(populating the report into Excel allows 
the report to be saved onto the Local 
Administrator’s computer and allows 
person to sort the data).  

 

 

http://www.virtus.org/
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How do I view my own online personal training completion/ requirements 
and print my certificate?  

1. There are multiple ways to view your
completed training. One way is to select
the “Training” Tab from the tabs at the top
of the page; then, click on “Training
Compliance” and then “Training Report”

2. As shown below, all completed training and
training bulletins read will be listed. It is
also possible to print a certificate by
clicking on the certificate icon.
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How do I review an account to see if a Code of Conduct or background 
check was completed, or activate a Background Check link?  

1. In order to review an account’s main profile 
page, the Local Administrator [Local 
Administrators] must first search for the user 
and click on the person’s name to open up 
the profile. If the Local Administrator is 
having difficulties locating an individual who 
has an account, please view the section in 
this document entitled, “How do I view my 
own location’s employees and volunteers 
who have online registrations within VIRTUS 
Online”?  

 
Note: The only accounts that will reflect the 
code of ethical conduct are those under an 
“active” user or “user.”  

  

 

2. Once a user is selected, an “active” user will 
have all of the following tabs associated 
within the account.  

 
a. To view the Background Check, select 

the “Background Check” tab, or Code of 
Conduct, select the “Required 
Documents” tab 

 
 

 

3. If a background check is required or if the 
initial check did not go through (“No” in 
Complete), please click on the individuals 
“Approved Users” account, click on the 
Background Check tab and click on the 
“Force Background Check Prompt.”  

If the individuals record is within “New User 
Signup”, you can force a background check 
link by scrolling down to Background Check 
and clicking on “Force backacground check 
prompt.”  

A background check feature will appear 
within the individuals account. Please 
instruct the individual to log into his/her 
account. He/she will then have the ability to 
submit by clicking on “Submit Background 
Check.”  
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If an individual took the VIRTUS training in another Diocese, how do we 
ensure the training appears in the Database?  

1. If an individual tells you he/she has
completed the training in another diocese, as
long as the person received credit for that
training and has an online account, the
VIRTUS Help Desk can transfer that user
into the Diocese so that the completed
training appears in the VIRTUS database.
When transfers occur, the VIRTUS Help
Desk will contact the Diocesan Safe
Environment Coordinator, and ask her to
review the account to ensure that it is
properly situated.
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