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Holy Spirit would like to welcome you to our parish whether as a staff member or a volunteer; we are all important elements of a successful parish.  We consider you an important and valued member of our parish.   We appreciate your gift of “time, treasure and talent” in the service of this community.  All administrators, staff and volunteers must uphold Christian values and conduct.  All of us can inspire and motivate people, however at all times we need to be aware of our responsibilities that accompany our work.  God’s goodness and grace supports us in our ministry.


A new law was enacted in Ohio on March 22, 2001.  This new law directly affects religious organizations including Churches, Parish Schools and Parish Schools of Religion with volunteers who have unsupervised access to children on a regular basis.  Such parish activities include but are not limited to parish athletic programs, religious education teachers, and aids, office aids and youth ministry volunteers, nursery or child care volunteers, children’s choir directors, Children’s Liturgy of the Word catechists, drivers and chaperones.


According to this new law, each current volunteer who has regular unsupervised access to a child on a regular basis must be notified of this law and advised that he/she will be required to provide fingerprints and have a criminal records check undertaken.  New staff members and volunteers will be notified of this law at the beginning of their service.


The Catholic Diocese of Columbus takes this new law very seriously.  Our programs are so extensive; many people are affected by this ruling.  Our primary motivation in complying with this law is the protection of your/our children.


We are requesting therefore, that you will comply willingly and quickly by reading and completing the forms necessary to provide verification of your understanding and compliance with all the policies that govern our parish activities.


We would like to thank you for your service to our parish by the offering of your time and talent to so many!

    Sincerely,

    Rev. William Arnold
    Pastor
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Holy Spirit Parish

CODE OF CONDUCT 


Our children are the most important gift God has entrusted to us.  I promise to strictly follow the rules and guidelines in the Code of Conduct as a condition of my providing services to the children and youth of Holy Spirit Parish/School.

AS AN EMPLOYEE / VOLUNTEER, I WILL:
· Treat everyone with respect, loyalty, patience, integrity, courtesy, dignity, and consideration.

· Work collaboratively with the pastor and/or other supervisors and associates in ministry.

· Are accountable to the pastor or other duly appointed representative.

· Respect confidentiality.

· Faithfully represent and practice the teachings of the Catholic Church with integrity in word and action.

· Avoid situations where I am alone with children and/or youth at church/school activities.

· Use positive reinforcement rather than criticism, competition, or comparison when working with children and/or youth.

· Refuse to accept expensive gifts from children and/or youth or their parents without prior written approval from the pastor or administrator.

· Refrain from giving expensive gifts to children and/or youth without prior written approval from the parents or guardian and the pastor or administrator.

· Report suspected abuse to the pastor, administrator, or appropriate supervisor and the local Child Protection Services agency.  I understand that failure to report suspected abuse to civil authorities, according to the law, is a misdemeanor.

· Cooperate fully in any investigation of abuse of children and/or youth.

AS AN EMPLOYEE / VOLUNTEER, I WILL NOT:
· Smoke or use tobacco products in the presence of children and/or youth.
· Use, possess, or be under the influence of alcohol at any time while volunteering.
· Use, possess, or be under the influence of illegal drugs at any time.
· Pose any health risk to children and/or youth (i.e. no fevers or other contagious situations)
· Strike, spank, shake, or slap children and or youth.
· Humiliate, ridicule, threaten, or degrade children and/or youth
· Touch a child and/or youth in a sexual or other inappropriate manner.
· Use any discipline that frightens or humiliates children and/or youth.
· Use profanity in the presence of children and/or youth.
I understand that as a volunteer working with children and/or youth, I am subject to a thorough background check including criminal history.  I understand that any action inconsistent with this Code of conduct or failure to take action mandated by this Code of Conduct may result in my removal as a staff member, teacher or volunteer with children and or youth.  

CODE OF CONDUCT  - 12/06
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Holy Spirit Parish

CHILD SAFETY REGULATIONS

HOLY SPIRIT POLICIES

CHILD SAFETY

- Avoid situations where a single adult has unsupervised access to any child. 

 - At least two authorized adults should be present to ensure an effective and safe ministry 

   with each child in our parish and school. 

- School’s Policy on Picking up of children by authorized persons only.

FACILTY USE/ SAFETY
- Schedule meetings or activities with children/youth in appropriate locations:


Do Not Include:  1) NO ENTRY  - STAFF USE ONLY AREAS




       2) AREAS WITHOUT CLEAR VISIBILIBTY AND ACCESS 

- For use and start-up of all new programs for children/youth – one must have prior written approval from the Pastor and/or School Principal.

DISMISSAL OF CHILDREN 

SCHOOL OFFICE POLICY  - All students leaving the school building with anyone 

must first be signed out at the school office.  The staff is not allowed to release a 

student to anyone. 

PARISH POLICY – All authorized adults will dismiss children to their respective 

parent(s) and or guardians at the close of the activity. Authorized adults will remain 

with children until properly dismissed from activities. 

POLICY 5140.0  - ABUSE and NEGLECT (Attached   -  See Page 3 of this section)

POLICY 5140.02  - BULLYING (Attached   -  See Page 3 of this section)

CHILD SAFETY REGULATIONS  - 1/07
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Policy #5140.0 (Abuse and Neglect)

       ELEMENTARY


     POLICY




5140.0
       SECONDARY


█   REGULATION
█   BOTH


Policy #5140.02 (Bullying)

       ELEMENTARY


█  POLICY




5140.02
       SECONDARY


    REGULATION
█   BOTH
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Holy Spirit Parish
CONFIDENTIALITY

EMPLOYEE / VOLUNTEER AGREEMENT TO MAINTAIN CONFIDENTIALITY

All staff and volunteers are to be advised by Holy Spirit Parish/School, of the legal necessity of protecting the privacy and confidentiality of each person’s academic, personal, health, and behavioral information.  Confidential matters, which come to the attention of a staff member or volunteer as a result of employment in the parish, must be carefully respected.  It is expected for all staff and volunteers of Holy Spirit that no parish business is discussed with any person other than in necessary interaction for carrying out assigned responsibilities.


All staff and volunteers agree not to disclose any person’s information to persons outside of Holy Spirit staff whom they are working or volunteering with, under or for.  This includes family, any friends, volunteers or staff members who are not involved with the person.


Any significant or material breach of this confidentiality agreement may subject the staff member or volunteer to liability and responsibility for any legal damages resulting from any unauthorized disclosure.  Also any breach in confidentiality may result in termination of teaching, working, or volunteering in the school or parish.

By signing the Policy Acceptance Verification Form

 (The last page of the booklet),

you acknowledge receipt and acceptance 

of The Code of Conduct and 

The Confidentiality Policy as stated above.

CONFIDENTIALITY  - 12/06
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Holy Spirit Parish

              CRIMINAL BACKGROUND CHECKS  &

                 Fingerprinting, (BCI)

CHILD PROTECTION TRAINING   

“Protecting God’s Children”  - Virtus Diocesan Program
POLICY 4110.0 (Attached   -  See Pages 7 – 9 of this section)


All school and parish staff and volunteers who have care, custody and control of students must have on file a current Bureau of Criminal Investigation criminal back ground check and must attend the “Protecting God’s Children,” sexual abuse awareness and prevention workshop.

CRIMINAL BACKGROUND CHECKS: Any adult responsible for the care, custody or control of students in any school/parish or school/parish sponsored activity must submit to a criminal background check, including fingerprinting and attending a “Protecting God’s Children’ session as prescribed by the Diocese of Columbus, prior to their involvement.”  Completed BCI Fingerprint Reports should be forwarded to the Parish or School Office. 

CHILD PROTECTION TRAINING: Protecting God’s Children is a seminar to heighten each individual’s awareness of sex abuse.  It is the responsibility of each of us to help prevent child abuse. Anyone who volunteers or works with our children is required to attend this training.  Additional information and registration for the session may be found online at www.virtus.org. Certificates of completion of the program must be turned in to the Parish or School Office. 

FINGERPRINT RECORDS
All institutions need original BCI & I and/or FBI completed reports on file for all employees and volunteers who have care, custody, and control of children and youth.

MOVING FROM ONE INSTITUTION TO ANOTHER

When an employee or volunteer moves to a different institution one of the following must take place:

· The volunteer/employee is to request that a copy of their BCI &I report be sent from the current institution to the new institution. (Note: like transcripts, these must go from institution to institution.) 
- or –

· The volunteer/employee has fingerprinting done again and has a BCI & I report sent to the new institution. 

UNINTERUPTED SERVICE

If someone works or volunteers for an annual activity (e.g. vacation bible school, book fair, etc.), the service is considered to be continuous. If continuous service is interrupted, a new fingerprint record is required. 


CRIMINAL BACKGROUND CHECKS & - 12/06



CHILD PROTECTION TRAINING
                                                                   Section IV / Pg. 5
Registration Information 

   (Fingerprinting & Protecting God’s Children)
TO OBTAIN A CRIMINAL BACKGROUND CHECK:
►CONTACT  The Diocesan Department of Education

· Rolled fingerprints are no longer accepted.   
· They provide Web check BCI fingerprints for Diocesan School teachers and Parish staff, Parents and Volunteers.  
· Appointments are scheduled on Tuesday or Thursday
· Call Joy or Dianna at 614-221-5829.  
· You must bring an Ohio driver’s license or Ohio State ID picture 
· You must bring $20.00 fee (cash, check, or money order)
►CONTACT Another Webcheck Locations (Attached   - see pages 10 - 14 of this section)

●   Copy of listings follows on attached pages….



●   Fee & proper ID should be taken to appointment





●   Confirm original completed Background Check Document will be forwarded to the 

     Parish and or School Office for record keeping. 

TO REGISTER FOR PROTECTING GOD’S CHILDREN PROGRAM:

► ONLINE 

●   Go to www.virtus.org and click on the yellow “registration” button

●   Choose “Begin Registration Process”

●   Select “Diocese of Columbus”

●    Then follow the prompts.

► CONTACT the Office of Youth and Young Adult Ministry 

●   Call 614- 241- 2565

CRIMINAL BACKGROUND CHECKS &
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                      Policy #4110.0 (Background Checks & Child Protection)

■    POLICY


     






4110.0
                     GUIDELINE
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Policy #4110.0 (Background Checks & Child Protection)

■    POLICY


     




4110.0 (Cont’d)
                     GUIDELINE
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Policy #4110.0 (Background Checks & Child Protection)

■    POLICY


     




4110.0 (Cont’d)
                     GUIDELINE
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Ohio Bureau of Criminal Identification and Investigation

WebCheck ® Locations in the Catholic Diocese of Columbus

Coshocton County





Franklin County
Coshocton County Sheriff’s Office (NWC)



ABC Home Services

113 Market Street





1100 Beecher Crossing North, Suite B

Coshocton, OH  43812





Gahanna, OH  43230

Mon, Tues., Wed., & Fri. 8 – 3 pm




614-939-4400

Thurs. 6 – 9 pm






Mon. – Fri. 9 am – 5 pm

BY APPOINTMENT ONLY




BY APPOINTMENT ONLY

Delaware County





Accurate Background Services, LLC

Connections – The Delaware County Volunteer Ctr


829 Bethel Road, Suite 132

39 West Winter Street





Columbus, OH  43214

Delaware, OH  43003





614-205-0743

740-363-5000






BY APPOINTMENT ONLY

BY APPOINTMENT ONLY









Action for Children

Delaware County Sheriff’s Office (NWC)



78 Jefferson Avenue

844 US 42 North






Columbus, OH  43215

Delaware, OH  43015





614-224-0222

740-833-2801






Tues. – Thurs 10 am – 2 pm

Mon – Fri 8:30 am – 4:15 pm









Bureau of Motor Vehicles (NWC)

National Background Check, Inc.




1970 West Broad Street

8625 Columbus Pike





Columbus, OH  43223

Lewis Center, OH  43035





Walk-in only between Mon. – Fri. 8 am – 4:30 pm

1-877-932-2435

Mon. – Fri. 8 am – 5 pm





Bureau of Motor Vehicles (NWC)

Please note: This is not a National WebCheck syst.


1583 Alum Creek Drive









Columbus, OH  43209

PrintChek, LLC






Walk-in only between Mon. – Fri. 8 am – 4:30 pm

8930 Commerce Loop Drive

Columbus, OH  43240





Catholic Diocese of Columbus

614-785-1669






Office of Catholic Schools

BY APPOINTMENT ONLY




197 East Gay Street (3rd Floor)









Columbus, OH  43205

Fairfield County






614-241-2565

Fairfield Count Sheriff’s Office (NWC)



BY APPOINTMENT ONLY

221 East Main Street

Lancaster, OH  43130





Columbus Area, Inc.

740-687-0124






1515 East Broad Street

Mon – Fri 9 am – 4 pm





Columbus, OH  43205









614-251-7760

Lithopolis United Methodist Church



Mon. – Fri. 8:30 am - Noon

80 North Market Street





BY APPOINTMENT ONLY

P. O. Box 42

Lithopolis, OH  43136





Connections – The Delaware County Volunteer Ctr

614-837-2230






39 West Winter Street

 BY APPOINTMENT ONLY




Delaware, OH  43003









740-363-5000

Fayette County






BY APPOINTMENT ONLY

Fayette County Sheriff’s Office (NWC)

113 Market Street





Franklin County Sheriff’s Office

Washington Court House, OH  43160



410 South High Street

740-333-3783






Columbus, OH  43215

24/7







614-462-3191









Mon. – Fri. 8 am – 2 pm

Miami Trace Local School District

1400 US Rte. 22 NW





Franklin Country Treasurer’s Office

Washington Court House, OH  43160



373 South High Street, 17th Floor

740-335-3010






Columbus, OH  43215

Mon. – Fri. 8 am – 4 pm





614-462-3438

BY APPOINTMENT ONLY




Mon. – Fri. 8 am – 5 pm – Closed Holidays
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Ohio Bureau of Criminal Identification and Investigation

WebCheck ® Locations in the Catholic Diocese of Columbus   (Cont’d)

Franklin County (Cont’d) 
Goodwill Columbus





Patient Care, Inc.

1331 Edgehill Road





1395 E. Dublin-Granville Road, Suite 420

Columbus, OH  43147





Columbus, OH  43229

614-583-0354






614-846-8497

Mon. – Fri. 8 am – 4 pm





Mon. – Fri. 8 am – 3 pm

BY APPOINTMENT ONLY










PrintChek, LLC

Hamilton Health Care





8930 Commerce Loop Drive

209 Couth High Street, Suite 211




Columbus, OH  43240

Columbus, OH  43215





614-785-1669

614-221-0022






BY APPOINTMENT ONLY

Mon. – Fri. 9 am – 5 pm









RefCheck Information Services, Inc.

LBS International Inc.





3962 Brown Park Drive, Suite 1

Dba Friendly Care Agency




Hilliard, OH  43026

8460 Papillon Avenue





614-777-8844

Reynoldsburg, OH  43068





Mon. – Fri. 9 am – 5 pm

614-868-9015

Mon. – Fri. 9 am – 5 pm





RMS of Ohio, Inc.









402 East Wilson Bridge Road, Suite C

LifeCare Alliance






Worthington, OH  43085

1699 West Mound Street





614-844-6767

Columbus, OH  43223





Mon. – Fri. 9 am – 5 pm

614-437-2811 or 614-437-2810

Mon. – Fri. 8:30 am – 4:30 pm




Secure Check, Inc. (NWC)

BY APPOINTMENT ONLY




1780 East Broad Street









Columbus, OH  43203

Mentoring Center of Central Ohio




614-252-7300

195 North Grant Ave.





Mon. – Fri. 9 am – 4 pm

Columbus, OH  43215

614-233-6368






Total Home Health Care, Inc.

Mon. – Fri. 8 am – 4:30 pm




510 East Mound Street, Suite 110









Columbus, OH  43215

National Background Check, Inc. (NWC)



614-236-5474

Columbus/Corporate





Mon. – Fri. 10 am – 3 pm

1486 Bethel Road

Columbus, OH  43320





U.S. Security Associates, Inc.

877-932-2435






1350 West 5th Ave., Suite 330

Mon. – Thurs 8 am – 6 pm; Fri – 8 am – 5 pm


Columbus, OH  43212

Sat. – 10 am – 2 pm – Located in Bethel Centre Shp Plz

614-488-6110









Mon. – Fri. 8:30 am – 4 pm

Ohio Full Court Press (NWC)


4000 Business Park Drive





Hardin County
Columbus, OH  43204





Corinthian Rehab of Kenton

614-278-9914






320 North Wayne

Mon. – Fri. 8 am – 4 pm





Kenton, OH  43326









419-673-1295

OSU Police (NWC)





Mon. – Fri. 8 am – 4 pm

901 Woody Hayes Drive

Blankenship Hall






Hardin County Job & Family Services

Columbus, OH  43210





175 West Franklin Street, Suite 150

Mon. – Fri. 8 am – 4 pm





Kenton, OH  43326









419-675-1130

Parenthesis Family Advocates




Mon., Tues., Thurs. – 8:30 am – 4:30 pm

2242 South Hamilton Rd., Suite 200



Wed. – 8:30 am – 6:30 pm, Fri. – 8:30 am – 2 p.m.

Columbus, OH  43232

614-751-9112






Hardin Country Sheriff’s Office

Mon. – Fri. 9 am – 4 pm





125 East Carrol Street









Kenton, OH  43326









419-673-1268  BY APPOINTMENT ONLY
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WebCheck ® Locations in the Catholic Diocese of Columbus   (Cont’d)

Hocking County






Licking Country Sheriff’s Office (NWC)

Logan-Hocking Local School District



155 East Main Street

57 South Walnut Street





Newark, OH  43055

Logan, OH  43138





740-349-6400

740-385-8517, ext. 21





Mon. – Thurs. 9 am – 3 pm

Mon. – Fri. – 8 am – 4 pm











Newark Police Department (NWC)

Perry-Hocking Educational Service Center



40 West Main Street

1605 Airport Road





Newark, OH  43055

New Lexington, OH  43764




740-349-6711

740-342-3502






Mon. – Fri. – 7 am – 10 pm

Mon. – Fri. – 8 am – 4 pm









Pathways of Licking County

Holmes County






Child Care Connections
Premier Business Services





1627 Bryn Mawr Drive

611 Quinby Ave.






Newark, OH  43055

Wooster, OH  44691





740-345-6166 – Mon. – Fri. 8:30 am – 4 p.m.

330-263-1300

Mon. – Fri. 8 am – 5 pm





Southwest Licking Local School District









P. O. Box 180, 927 South Street

Tri-County Education Service Center



Etna, OH  43018  740-927-3941

741 Winkler Drive





Mon. – Fri. – 8 am – 4 pm

Wooster, OH  44691

330-345-6771






Madison County
Mon. – Fri. 8:30 am – 3:30 pm




Ohio Bureau of Criminal Identification & 









Investigation – London Headquarters

Knox County






1560 State Route 56 SW

Connections – The Delaware County Volunteer Ctr


London, OH  43140  740-845-2000

39 West Winter Street





M – F 9 am – 3 pm (closed state holidays)

Delaware, OH  43003





(Only accept cash or money order payable to :

740-363-5000






Treasurer – State of Ohio

BY APPOINTMENT ONLY




Due to high volume it is recommended that you arrive









Prior to 2 pm to insure fingerprinting service

Mount Vernon Nazarene University

800 Martinsburg Road





Jonathan Alder Local School District

Mount Vernon, OH  43050




6440 Kilbury Huber Road

740-392-6868, Ext. 4000





Plain City, OH  43064  614-873-8685

Mon. – Fri. – 7 am – 3 pm





Mon. – Fri. 8 am – 4 pm – Contact Mindy Ary for appt.

Premier Business Services





Madison County Board of MRDD

611 Quinby Avenue





1423 St. Rte. 38 SE, P.O. Box 88

Wooster, OH  44691





London, OH  43140  740-852-7050

330-263-1300






Mon. – Fri – 8 am – 4 pm

Mon. – Fri. 8 am – 5 pm









Madison County Sheriff’s Office (NWC)

Licking County






23 West High Street

Licking County Educational Service Center



London, OH  43140  740-845-1814

675 Price Road






Mon. – Wed. – Thurs 8 am – 3 pm

Newark, OH  43055

740-349-6084






Marion County
Mon. – Fri. – 9 am – 11 am, 1:30 pm – 3:30 pm


Connections – The Delaware County Volunteer Ctr

Closed all holidays





39 West Winter Street









Delaware, OH  43003  740-363-5000

Licking County Family YMCA




BY APPOINTMENT ONLY

470 West Church Street

Newark, OH  43055





Marion County Board of MRDD

740-345-9622






2387 Harding Highway East

Mon. – Fri. – 8 am – 4 pm





Marion, OH  43302  740-387-1035









Mon. – Fri 8 am – 4 pm BY APPOINTMENT ONLY
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WebCheck ® Locations in the Catholic Diocese of Columbus   (Cont’d)

Marion County Children Services




Pickaway County
1680 Marion-Waldo Road





Constance Care Home Healthcare

Marion, OH  43302  740-389-2317




130 East Main Street

BY APPOINTMENT ONLY




Circleville, OH  43113  740-477-8689









Mon. – Fri – 8 am – 5 pm

Marion County Sheriff’s Office (NWC)


Marion County Building





Pickaway County Sheriff’s Office (NWC)

222 West Center Street





600 Island Road  P. O. Box 710

Marion, OH  43302  740-223-4180




Circleville, OH  43113  800-472-5245

Mon. – 1 pm – 4 pm;  Thurs. 9 am – 12 pm



Mon. – Fri.  – 8 am – 4 pm

North Central Ohio Educational Service Center


Pike County (See also Jackson, Ross & Scioto)
280 North Main Street





Adams County Sheriff’s Office

Marion, OH  43302-3032  740-387-6625



110 West Main Street

Mon. – Fri. – 8 am – 4 pm





West Union, OH  45693  937-544-2314









Mon. – Fri. – 8 am – 4 pm

Ohio Heartland Community Action Commission

Head Start






Highland County Sheriff’s Office (NWC)

372 East Center Street





110 Gov. Foraker

Marion, OH  43302





Hillsboro, OH  45133  937-840-6259

740-387-1039 or 877-241-3427




Mon. – Fri. – 9 am – 5:30 p.m.

Mon – Fri. – 8 am – 4:30 pm









Ross County
Progressive Living, Inc.





Frontier Community Services

3523 Pleasant Hill Rd.





12125 Pleasant Valley Road

Marion, OH  43302  740-465-9701




Chillicothe, OH  45601   740-772-1296

Mon. – Fri. 9 am – 5 pm





Mon. – Fri. 9 am – 5 p.m.

Morrow County






Ross County Sheriff’s Office (NWC)

Connections – The Delaware County Volunteer Ctr


28 North Paint Street


39 West Winter Street





Chillicothe, OH  45601   740-773-186

Delaware, OH  43003  740-363-5000



Mon, Tues & Fri. – 7 am – 3 p.m.

BY APPOINTMENT ONLY




Wed. – Thurs – 7am – 7 pm

Morrow County Sheriff’s Office (NWC)



Ohio University – Chillicothe (NWC)

101 Home Road






101 University Drive

Mr. Gilead, OH  43338  419-946-6991



Chillicothe, OH  45601  740-774-7200

Mon. – Fri. – 8 am – 4 pm





Mon. – Fri. – 8 am – 4 pm

Muskingum County





Union Scioto LSD

Muskingum County Sheriff’s Office (NWC)



1565 Egypt Pike

28 North Fourth Street





Chillicothe, OH  45601  740-773-2368

Zanesville, OH  43701  740-455-7151



Mon. – Fri. 9 am – 11 am, 1 pm – 3 pm

Mon. – Fri. – 11 am – 3:30 pm









Scioto County
Muskingum Valley Educational Service Ctr



South Central Ohio Educational Service Ctr

205 North 7th Street





411 Court Street

Zanesville, OH  43701  740-452-4518



Portsmouth, OH  45662  740-354-7761

Mon,. – Fri. – 8 am – 4:30 pm




Mon. – Fri. – 8 am – 4 pm

Perry County






Tuscarawas County
Perry County Dept. of Job & Family Services


Tuscarawas – Carroll – Harrision ESC

212 South Main Street





834 East High Street

New Lexington, OH  43764  740-342-3551



New Philadelphia, OH  44663  330-308-9939

Mon. – Fri. – 7 am – 4:30 pm




Mon. – Fri. – 7:30 am – 4 pm

Perry County Sheriff’s Office




Tuscarawas County YMCA

P. O. Box 107, 110 West Brown Street



600 Monroe Street

New Lexington, OH  43764  740-342-4123



Dover, OH  44622  330-364-5511

Mon. – Fri. – 8 am – 4 pm





Mon. – Fri. – 5:30 am – 10 pm, Sat. – 5:30 am – 6 pm
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Union County





Ohio University Police Department
Connections – The Delaware County Volunteer Ctr


135 Scott Quadrangle

39 West Winter Street





Athens, OH  45701  740-593-1911

Delaware, OH  43003  740-363-5000



24/7

BY APPOINTMENT ONLY










University of Rio Grande

Union County Sheriff’s Office (NWC)



P. O. Box 500

221 West 5th Street





Rio Grande, OH  45674  740-245-7375

Marysville, OH  43040  937-645-4131



Summer Hours – Mon. – Fri. – 8 am – 4:30 pm

Mon. – 8:30 am – 5:30 am, Tues. – Fri. – 8:30 am – 4:30 pm

School Session Hrs.









Mon., Thurs., Fri., 8 am – 4:30 pm

Vinton County






Tues., Wed. – 9:30 am – 6 pm

(See also Hocking, Jackson & Ross)



BY APPOINTMENT ONLY

Athens County Board of MRDD

801 West Union Street

Athens, OH  45701  740-594-3539

Mon. – Fri. – 8 am – 4 pm

Athens – Meigs Educational Service Ctr

320-1/2 East Main Street, P. O. Box 684

Pomeroy, OH  45769  740-992-3883

Mon. – Fri. – 8 am – 4 pm

Gallipolis City School District

IJM – 247

61 State Street

Gallipolis, OH  45631  740-446-3211

Mon. – Fri. – 8 am – 4 pm

Gallia County Local School District

230 Shawnee Lane

Gallipolis, OH  45631-8596  740-446-7917

Mon. – Fri – 7:30 am – 4 pm

Gallia County Sheriff’s Office (NWC)

18 Locust Street

Gallipolis, OH  45631  740-446-4614

Mon. – Wed., Thurs. – 10 am – 3 pm

Hocking Athens Perry Community Action

11100 St. Rte. 550

Athens, OH  45701

740-592-6601 or 800-686-1093

Mon. – Fri. – 8:30 am – 5 pm

Hocking College Police

3301 Hocking Parkway

Nelsonville, OH  45764  740-753-3591, ext. 2500     

24/7

National Background Check, Inc.

6999 Dolan Lane

Glouster, OH  45732  1-877-932-2435

24 hours a day / 7 days a week

Not a National Webcheck system

Nelsonville-York City Schools

Two Buckeye Drive

Nelsonville, OH  45764  740-753-4441

Mon. – Fri. – 7 am – 3 pm
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Holy Spirit Parish

  FACILITY USE / SAFETY / EMERGENCY

FACILITY USE 

The Pastor/Principal have final authority for use of parish/school facilities and start-up of all programs.

All requests for use of the Parish/School facilities & start-up of new programs on behalf of the Parish/School must have prior verbal and written approval from the Pastor and/or Principal.

All requests for use of the Gym, Church Hall, Church, Chapel and Rectory must have prior verbal and/or written approval from the parish office. 

Parish and School Organizations such as Girl Scouts and Knights of Columbus who regularly meet on parish/school grounds must provide a general liability certificate of insurance in the amount of $1,000,000 and in the Description of Operations box the wording should be: For use of premises for (example Knights of Columbus) meetings and other activities the “Additionally Named Insured” Bishop Frederick F. Campbell and the Roman Catholic Diocese of Columbus and (the parish/school proper name). 

SAFETY

Staff & Volunteers responsible for the opening and closing of facilities for activities which they oversee (which may or may not involve children), must adhere to the following:

Oversee and monitor safe use of the facility at all times. 

Exterior and interior doors are to be kept secured as necessary.

All persons entering the facility which are not involved in your activity – must be asked to leave and are to return to the school or parish office for assistance on the next business day.

All athletic coaches must enter the school via the school office if arriving prior to 4 p.m. on school days. 

All volunteers must sign in at the school or parish office upon entering the facility when school is in session. 

Follow appropriate fire and tornado safety precautions in the event of an emergency.

All rooms, rest rooms and areas of the facility are to be checked prior to exiting at the end of your activity/event. 

All lights and electrical items should be turned off prior to exiting a facility. 

All exterior doors are to be double checked to be sure that they are locked upon leaving the facility when your event is done. 

Report all incidents (personal injury and property damage) within 24 hours, no matter how minor. First, notify the parish or school office by phone. Then, complete an incident report to be submitted to the parish or school office. 

EMERGENCY

In case of emergency call 911 as deemed necessary. (e.g. may include – fire, theft, personal injury, etc.)

Immediately notify the Pastor of all incidents (facility damage and medical injuries) occurring on parish and school grounds and in parish and school facilities. (614-861-1521)

Immediately notify the principal for incidents (facility damage and medical injuries) occurring on school grounds and in the school facilities. (614-861-0475)

Complete an incident report within 24 hours and submit to the Parish and/or School office. 

INCIDENT REPORT – PROPERTY DAMAGE / INJURY 

(See Section X – Page 29 for blank copy )

INCIDENT REPORT – STUDENT INJURY

(See Section X – Page 30 for blank copy)

FACILITY USE / SAFETY / EMERGENCY - 1/07

                            Section V / Pg. 15
                                                                   
FACILITY USE FOR NON-SCHOOL / NON-PARISH PURPOSES

The Pastor or Principal can make parish or school facilities available for use by individuals or groups within the community provided that:

· the parish / school  is reimbursed for any costs incurred

· the group accepts responsibility for all damages

· the group agrees to pay for a limited use insurance certificate

The parish and school may require a written agreement with the individual or groups using the facilities.

The priority of individuals or groups requesting use of the facility is as follows:

1) parish and school activities

2) parish and school related functions

3) authorized athletic functions

4) active registered parishioner request

5) other

INCIDENT REPORT – PROPERTY DAMAGE / INJURY 

(See Section X – Page 29 for blank copy )

FACILITY USE FOR NON-PARISH / NON-SCHOOL PURPOSES - 12/06       Section V / Pg.16
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Holy Spirit Parish

        HARASSMENT

HARASSMENT POLICY #5140.05 (Attached  -  See Pages 18 -19 of this section)

As an employee, volunteer, student or parent/guardian of a student, you understand that it is necessary that any complaint of harassment must be filed with an official of the school/parish or the superintendent’s/diocesan office.  

FILING OF HARASSMENT INFORMATION -  POLICY #5140.06 

(Attached  -  See Page 20 of this section) 

Complaints of harassment or retaliation may be filed with the principal, assistant principal, or pastor at the elementary level; and with the principal, assistant principal, or superintendent at the secondary level. 

   By signing the

Policy Acceptance Verification Form
(The last page of the booklet),

you acknowledge receipt and acceptance

of the Harassment Policies

and their content and purpose.

HARASSMENT COMPLAINT FORM

(See Section X – Page 31 for blank copy )

HARASSMENT  - 12/06




                                         Section VI / Pg. 17
Policy #5140.05 (Harassment)

       ELEMENTARY


█     POLICY




5140.05
       SECONDARY


       REGULATION
█   BOTH


‘

HARASSMENT - 12/06
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Policy #5140.05 (Harassment)

       ELEMENTARY


█     POLICY


5140.05  (Cont’d)
       SECONDARY


       REGULATION
█   BOTH


HARASSMENT - 12/06


                                                                Section VI / Pg. 19
       Policy #5140.06 (Filing of Harassment Information)

       ELEMENTARY


█     POLICY




5140.06
       SECONDARY


       REGULATION
█   BOTH


HARASSMENT  COMPLAINT  FORM 

(See Section X – Page 31 for blank copy )

HARASSMENT - 12/06
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Holy Spirit Parish

    TECHNOLOGY USE

Staff Members should use a separate email address for personal use. 

Staff Members should have one email address for business purposes. 

Children and Youth under the age of 18 years old are not allowed to use parish computers.

 TECHNOLOGY ACCEPTABLE USE POLICY #6142.1

Internet and Computer Users:    By signing the Policy Acceptance Verification Form

(The last page of the booklet), you are agreeing to the terms of the  Technology Acceptable Use Policy. This means you will be subject to the consequences for violations of  this policy as outlined below and on the consecutive pages. 

A summary of the policy Concerning Use and Care of Computers and Equipment & 

The Acceptable Use Policy of Internet and On-Line Resources. 

DO:






DON’T:


> Sign in




    
>  Have food or drink around equipment


> Take care of equipment 


    
>  Share any passwords

> Ask for help with printer problems

    
>  Access or download any inappropriate 

> Print just one copy of a document


material

(Use copier / duplicator for multiple copies)
    
>   Access chat rooms, newsgroups or 

> Use the Internet for work related pursuits

listserves or instant messaging

> Treat other staff members and volunteers 
   
>   Access or download games, game cheat with respect





codes, MUD’s, MOO’s or 

> Ask before you enter a site that you think   
simulations

might be questionable



   
>   Harass others in any way

> Immediately back out of any questionable sites 
>  Submit or reveal your name, any 

> Follow instructions of computer technicians
personal information or phone numbers of 

> Close applications by going to File and Quit
yourself or others

and then sign off when you are finished

> Change any computer settings, hardware,

> Leave computers on




parts or cabling








> Access or manage a personal web page









on any facility computer









> Download without permission

If you agree to and have read the Acceptable Use policy, continue and use good judgment….

TECHNOLOGY USE -  12/06
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     Policy #6142.1 (Technology Acceptable Use)

       ELEMENTARY


█     POLICY




6142.1
       SECONDARY


       REGULATION
█   BOTH


TECHNOLOGY USE -  12/06

 


                         Section VII / Pg. 22
                                                                   
    Policy #6142.1 (Technology Acceptable Use)

       ELEMENTARY


█     POLICY


6142.1 (Cont’d)
       SECONDARY


       REGULATION
█   BOTH


TECHNOLOGY USE -  12/06
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Policy #6142.1 (Technology Acceptable Use)

       ELEMENTARY


█     POLICY


6142.1 (Cont’d)
       SECONDARY


       REGULATION
█   BOTH


TECHNOLOGY USE - 12/06

                                                             Section VII / Pg. 24
      [image: image11.emf] 




 








Holy Spirit Parish

   VEHICLE CELL PHONE USE
DIOCESAN CELL PHONE POLICY:


Accident statistics show that the use of cell phones while driving distracts a driver’s attention from traffic conditions. To promote driver safety and to help reduce the possibility of vehicle accidents in connection with cell phone use, the Catholic Diocese of Columbus has adopted the following CELL PHONE POLICY applicable to all employees and volunteers:

· Cellular phone calls, both incoming and outgoing, are not permitted at any time while driving a vehicle for diocesan/parish business.

· Diocesan/parish business includes travel between the employee’s/volunteer’s work site and external meeting locations, and between external meeting locations and the employee’s/volunteer’s work site.

· Accidents occurring while a driver is using a cellular phone may be considered preventable, and subject to disciplinary action.

· A cellular phone’s voicemail feature should be activated to store incoming calls while driving.

· This policy applies to both hand-held and hands-free cell phones.

· All non-emergency calls should be made once the vehicle is safely parked.

By signing the Policy Acceptance Verification Form

 (The last page of the booklet),

you acknowledge receipt and acceptance 

of The Vehicle Cell Phone Use Policy as stated above.

VEHICLE CELL PHONE USE - 12/06
                                                             Section VIII / Pg.25 
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Holy Spirit Parish

VEHICLE DRIVER INFORMATION

Employees and Volunteers:


The Diocese of Columbus requires all employees and/or volunteers who drive their own vehicles for diocesan business, to carry automobile insurance and to photocopy of their insurance card to kept on file at the parish/school office.  The employee or volunteers should have (at minimum) personal auto insurance in the amounts of:

· $100,000 per person/$300,000 per occurrence for Bodily Injury and

· $100,00- Property Damage or a Combined Single Limit of $300,000

     A valid driver’s license is required per the laws of the State of Ohio for operation of such vehicle, and all employees/volunteers will photocopy their insurance card.  No one under the age of 25 is permitted to operate a motor vehicle on behalf of the Diocese of Columbus or any diocesan organization or parish.

     All auto accidents incurred by employees or volunteers while driving on diocesan business MUST BE REPORTED IMMEDIATELY to the Self-Insurance Office.  It is our responsibility to report accurate and timely information to our insurance agent so that if a claim occurs, the insurance company will have all the necessary information to process the claim.

      Reminder:  It is the policy of the diocese to prohibit the use of fifteen (15) passenger vans to transport passengers.  Other forms of transportation such as ten (10) passenger vans, private passenger vehicles, or professional transportation services may be used.

      Included in this policy handbook is the Volunteer’s Driver Information Form that must be on file for all employees and volunteer drivers.  Unless this is on file, the person may not transport any persons to any functions.

VEHICLE INCIDENT REPORT FORM

(See Section X – Page 32 for bank copy)

VOLUNTEER DRIVER INFORMATION FORM

(See Section X – Page 33 for bank copy)

VEHICLE DRIVER INFORMATION - 12/06
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Holy Spirit Parish

            FORMS

▫  Application – Employee  & Volunteer

▫  Incident Report – Property Damage / Injury

▫  Incident Report – Student Injury

▫  Harassment Complaint Form

▫  Vehicle Incident Report

▫  Volunteer Driver Information Form 

     (Copy of valid Driver’s License required)

FORMS - 12/06
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Holy Spirit Parish  


(Please print clearly)
Name of Parish (City)__________________________________________________________________________

Program(s) and/or Position Applicant will be working for _____________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________

Where will the activity be held?__________________________________________________________________

Dear Applicant:

Thank you for your interest and offering your time and talents to work with the children and youth of our parish. Our Teachers, Staff and Volunteers are indispensable to our programs. Because you will be working with our young people, we require some basic information about you. This assures the best possible programs for our young people. Please fill in the information requested below, and return this form to the Parish Office or School Office. 

Name of Applicant _________________________________________________
Male □  Female □

Last 4 digits of SSN_____________________________________Date of Birth ___________________________

Address _____________________________________________________________________________________

City___________________________________________ State___________ Zip Code _____________________

Phone (s)____________________________________________________________________________________

E-Mail ______________________________________________________________________________________

Current Employment (position and location)________________________________________________________

______________________________________________________________________________________________________

Availability:

Sunday □  Monday □   Tuesday □  Wednesday □ Thursday □   Friday □  Saturday □

Mornings □  Afternoons □   Evenings □  

Weekly □  Twice monthly □   Other □ _____________________________________________________________

Have you ever had a criminal records check?  Yes □ No □

If yes, please list where the original report is on file (Parish / School)___________________________________

If no, do you authorize fingerprint impressions and a criminal records check if requested? Yes □ No □

         NOTE: AT ANY TIME YOU MIGHT BE REQUIRED TO PROVIDE A SET OF FINGERPRINT IMPRESSIONS 

        AND A CRIMINAL RECORDS CHECK MIGHT BE CONDUCTED WITH RESPECT TO YOU. (ORC § 109.575)

Do you have a history of?

Alcohol or drug abuse    No □ Yes □

Mental Illness  No □ Yes □

Legal Problems

1) Have you ever been arrested? No □ Yes □

2) Have you been convicted of child neglect or abuse of any kind, or a felony? No □ Yes □

3) Has your driver’s license ever been suspended or revoked? No □ Yes □

4) Have you ever been on probation? No □ Yes □

5) Please explain any ‘Yes” answers___________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________

EMERGENCY CONTACT INFORMATION

Emergency Contact Person ______________________________________________________________

Address______________________________________________________________________________

Phone(s) _____________________________________________________________________________

Chronic Conditions (e.g. Allergies, Epilepsy, Diabetes)________________________________________

_____________________________________________________________________________________

Medications __________________________________________________________________________

Medical Insurance ___________________________________ Policy Number ____________________

Address ____________________________________________Phone _(____)_____________________

Member’s Name _____________________________________ Phone _(____)_____________________

Family Doctor ______________________________________ Phone _(____)_____________________

FORMS (Application)- 12/06
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INCIDENT REPORT 
Holy Spirit Parish  
PROPERTY DAMAGE / INJURY
Date of Incident 













Location of Incident 












Details of Damage and/or Injury



















































Authority Contacted 












Injured Person / Owner of Damaged Property 








Address 














Phone Number 






 Age 





Describe Injury / Property 







































Witness Name 






 Phone Number 



Name, Title and Phone Number of Person Submitting Report 

































*Submit report to Holy Spirit Parish and/or School Office

FORMS (Incident Report – Property Damage – Injury)- 12/06                   
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INCIDENT REPORT – STUDENT INJURY
Holy Spirit Parish  



Procedure: To be completed for all incidents occurring on school property, or in any school activity that requires medical or dental attention. This form is to be completed by a staff person or volunteer supervising an activity, a nurse, or other appropriate individual. Report must be completed as soon after the incident as is practical, or upon return to school by individual. 

A. To be completed for all incidents.

Name of Injured: ______________________________________________________  ( Student
Address: _________________________________  Telephone No:_______________ ( Employee

                  ____________________________________   Location:_____________________

Witness:__________________________________  Telephone No:_______________ ( Visitor

Witness:__________________________________  Telephone No:_______________ ( Volunteer

Date of Incident: ___________________________  Time of Incident:________ AM ________ PM

B. To be completed for student incidents only.

School: _______________________ Grade:______  Parents Notified?  ( Yes  ( No

Supervised Activity?  ( Yes  ( No      Person in Charge: ___________________________

Accident Location:   ( Classroom  ( Playground  ( Gym  ( Bus


( Other, specify_____________________________________________________         

Object or surface condition:  ( Dry    ( Slippery     ( Wet     ( Ice/snow    ( Moving

                                                  ( Cracked/Broken     ( Stationary     ( Uneven/Raised

C. Type of Injury.

( Abrasion        ( Bruise         ( Burn        ( Concussion     ( Cut     ( Dislocation     ( Fracture

( Laceration     ( Puncture     ( Sprain     ( Strain              ( Other____________________

D. Part of the Body Involved.

Left           Right
Left        Right
Left              Right

Left           Right

(   chest        ( 
(   neck     (

(   shoulder      (

(   hip           (
(   back        (       
(   teeth    (         
 (   upper arm  (             
(   upper leg (         

(   abdomen ( 
(   face      (

(   lower arm    (
          
(   lower leg  (
(   groin        (      
(   eye       (          
(   elbow           (             
(   knee         (         

(   ear           ( 
(   nose     (

(   scalp            (
         
(   toes           (
(   fingers     (      
(   ankle   (          
(   mouth          (             
(   hand         (         

E. Cause of Incident.

( Animal / Insect Bite          ( Struck by Vehicle            ( Exposure to weather   ( Struck by object

( Caught on or in between  ( Collision with person       ( Exposure to blood
   ( Fall different level

( Toxic substance                 ( Hot surface / substance   ( Collision with object   ( Fighting 

( Lifting  


( Slip / trip / fall( Sprain   ( Other_______________________________

Additional Comments:_________________________________________________________________

_____________________________________________________________________________________
FORMS (Incident Report – Student Injury)- 12/06
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HARASSMENT COMPLAINT FORM 
Holy Spirit Parish  

Name 








 Date 






School/Parish














Who was responsible for the harassment? 










Describe the harassment. 








































Date, time and place the harassment occurred. 




































Were there other employees or students involved with the harassment? 







































If so, who was responsible?  In what way or how was he or she involved? 


































List any witnesses to the harassment.  





































What was your reaction to the harassment? 





































Describe any subsequent incidents.  







































Signature of Complainant

*Submit form to Pastor, Principal, Assistant Principal or Superintendent

FORMS (Harassment Complaint) - 12/06
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VEHICLE INCIDENT REPORT FORM 

Holy Spirit Parish  

Date of Incident __________________________________________________________

Location of Incident________________________________________________________

Details of Incident__________________________________________________________

__________________________________________________________________________________________________________________________________________________

Authority Contacted________________________________________________________

Your Vehicle information:

Year_____________   Make ________________________  Model___________________

Vehicle ID# (Last 4)________________________________________________________

Describe Damage__________________________________________________________

________________________________________________________________________

Driver___________________________________________________________________

Driver Address____________________________________Phone #__________________

Other Vehicle Information:

Owner___________________________________________ Phone #_________________

Describe Item & Areas of Damage_____________________________________________

________________________________________________________________________

Their Insurance Company___________________________ Agent___________________

Policy Number____________________________________ Phone #_________________

Injury:

Name:___________________________________________ Phone #_________________

Extent of Injury____________________________________________________________

Witness Name_____________________________________ Phone #_________________

Contact Person Name_______________________________ Phone #_________________

*Submit report to Holy Spirit Parish and/or School Office

FORMS (Vehicle Incident Report)- 12/06
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VOLUNTEER DRIVER INFORMATION FORM 
Holy Spirit Parish  
FIRST NAME

LAST NAME

DRIVERS’S LICENSE #

    STATE


Please initial each item below to verify information:


Security background check
 


I have completed the “Protecting God’s Children” training


I have a valid registration for the vehicle

       
My vehicle is insured for minimum bodily injury liability

                                       
coverage limits of at least $100,000 per person/$300,000


per occurrence. I understand that I am required to have the 

above insurance coverage in effect on any vehicle used to 
transport children / youth. 

My vehicle is insured for minimum property damage of at least 
$100,000 or a combined single limit of $300,000.  I understand 
that I am required to have the above insurance coverage in 
effect on any vehicle used to transport children / youth. 


I have car insurance with                                                            company.




________  I will provide a current copy of my auto insurance card regularly.


As a volunteer driver I will:



(
be responsible to see that each child / youth being transported in my vehicle is 




wearing a 
seatbelt 
         


(
follow the preferred route (s) to be traveled, if any


(
be responsible for seeing that I have been given the emergency medical form 


corresponding to each child / youth assigned to my vehicle


(
observe the following cell phone policy:




Cellular phone calls, both incoming and outgoing, are not permitted at any




time while driving a vehicle for diocesan business.  A cellular phone’s 




voicemail feature should be activated to store incoming calls while driving.  




This policy applies to both hand-held and hands-free phones.

I certify that the information given above is true. I realize that it is my responsibility to notify the parish if there is a change in any of the above information.













Signature





*Submit report to Holy Spirit Parish and/or School Office
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Holy Spirit Parish

POLICY HANDBOOK 

            ACCEPTANCE VERIFICATION FORM
I have read the following governing policies:

I.
Code of Conduct ____
 

   V.     Facility Use / Safety / Emergency ___

II.
Child Safety Regulations ____

   VI.
  Harassment  ____



III.
Confidentiality ____


  VII.   Technology Use ____

IV.    Criminal Background Checks  ____ * 
  VIII.  Vehicle Cell Phone Use ____*
            (Fingerprints (BCI / FBI)


Child Protection Training  ____*
   IX.   Vehicle Driver Information ____* 

      (Protecting God’s Children)
* Please check if documents were previously submitted for these items.

In signing this verification form, I am indicating that I have read and agree to follow all policies governing Holy Spirit Parish/School.  I understand that failure to follow the policies set forth in this document will be grounds for my removal as a staff member, teacher or volunteer. I affirm that the information I have provided is complete and truthful.

Printed Name(s) (Please print and sign all names in family that apply) 

Employee / Volunteer(s)  Signature(s)







Date

Parent(s)/ Guardian(s)  Signature(s)







Date

Position of work / service 

Home Phone(s)








Cell Phone (s)

E-mail Address(s)

Please Mail, Fax or Email completed form to Holy Spirit Parish 

Address:


Fax: 



Email:

4383 E. Broad Street

614-861-3746

   jwintershs@aol.com


Columbus, OH  43213

POLICY HANDBOOK ACCEPTANCE VERIFICATION FORM - 12/06                    Section XI/ Pg. 34
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Holy Spirit Parish
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ABUSE AND NEGLECT





By law, it is the responsibility of each professional staff member to report immediately to the appropriate community agency any suspected case of child abuse and/or neglect.





Normally the building principal or pastor should make the referral.























BULLYING





Holy Spirit Parish / School and it’s staff shall not tolerate any bullying on parish/ school grounds or at any parish/ school activity on or off campus.





Bullying is a pattern of abuse over time and involves a student being “picked on.”  Bullying includes physical intimidation or assault; extortion; oral or written threats; teasing; putdowns; name-calling; threatening looks, gestures or actions; cruel rumors; false accusations; and social isolation.





The parish expects staff members who observe or become aware of an act of bullying to take immediate, appropriate steps to intervene.  If a staff member believes that his/her intervention has not resolved the matter, or if the bullying persists, he/she shall report to the pastor or school principal for further investigation.





The parish expects students and parents who become aware of an act of bullying on parish/school grounds or at any parish/school activity on or off campus to report it to the pastor or school principal for further investigation.  The pastor or principal will contact parents of the aggressor and the victim.  This investigation may include interviews with students, parents, teachers, parish/school staff, and reviewing records.





Consequences for those who bully others may include counseling, parent conference, detention, suspension and/or expulsion depending on the results of the investigation.





POLICY REGARDING CIVILIAN CRIMINAL BACKGROUND CHECKS AND CHILD PROTECTION TRAINING FOR EMPLOYEES AND VOLUNTEERS IN THE DIOCESE OF COLUMBUS





Clergy, Employees, and Applicants to Clerical Formation


All clergy serving in the Diocese of Columbus; all parish, school, and diocesan employees; and all applicants to formation for the priesthood or permanent diaconate, regardless of their level of contact with children and youth, are required to complete a civilian criminal background check and participate in a Protecting God’s Children training session. This policy is applicable to lay employees, professed religious, clergy, and clergy candidates.





Catholic School Volunteers and Volunteers in Parish Programs/Ministries for Children and Youth


Every volunteer in a program or ministry for children and youth, regardless of their level of contact with children and youth, is required to complete a civilian criminal background check and participate in a Protecting God’s Children training session. Duration of service does not mitigate compliance with this policy. 





Examples: Catholic School volunteers, Parish School of Religion (PSR) volunteers, youth ministry volunteers, field trip chaperones and drivers, Scout leaders, coaches and other recreation volunteers, Vacation Bible School volunteers, Children’s Liturgy of the Word volunteers, pre-school volunteers, nursery volunteers. 





Volunteers Working with Children and Youth in Other Parish Programs/Ministries


Volunteers for other parish programs or ministries who have been delegated care, custody, or control of children and youth are required to complete a criminal background check and participate in a Protecting God’s Children training session. Duration of service does not mitigate compliance with this policy.





Examples: Parish festival volunteers staffing activities for children/youth, volunteer choir director (if choir include children and/or youth), service coordinators (if service programs include children or youth)





Other Parish Volunteers and Adults


Although they are not required to do so by diocesan policy, the Diocese of Columbus strongly encourages all other parish volunteers to complete civilian criminal background checks and attend Protecting God’s Children training sessions. All parents and other interested adults are encouraged to attend a Protecting God’s Children training session. The safety of children and young people is best assured when all adults have been trained and understand how to build a safe environment for children. 





Examples: Lectors, ushers, festival workers, choir members, and so forth. 

















Civilian Criminal Background Checks for New Clergy, Employees, Volunteers, and Applicants to Clerical Formation


Civilian criminal background checks are completed through the Ohio Bureau of Criminal Identification and Investigation (BCII) and must be completed by the first day of one’s incardination (for priest or deacon arriving to serve in this diocese from another diocese), employment, or service to the parish or school. Anyone formally applying to be a candidate for the priesthood or permanent diaconate must have a completed criminal background check completed through the Ohio Bureau of Criminal Identification and Investigation (BCII) prior to acceptance into formal formation. Anyone who has not been a legal resident of Ohio for the past consecutive 5 years is required to complete a Federal Bureau of Investigation (FBI) civilian criminal background check. An FBI civilian criminal background check must at least be in process by the first day of one’s employment or service to the parish or school. 





Copies or transfers of completed civilian criminal background checks are only accepted from one parish or school in the Diocese of Columbus to another parish or school in the Diocese of Columbus. Copies of completed civilian background checks from individuals or other institutions are not acceptable.





A new background check must be conducted if a cleric, employee, volunteer, or clerical candidate has a significant (more than 1 ½ years) gap in their employment, service, or formation in the diocese. 





Parishes and schools should exercise prudence when reviewing any offenses that are identified by a civilian background check. Offenses that would prevent someone from serving in programs and ministries with children or youth include, but are not limited to:





Abduction			-    Felonious sexual penetration		-    Patient abuse, neglect


Aggravated assault		-    Funding of drug or marijuana 		-    Placing harmful objects


Aggravated burglary		      trafficking				     in food or confection


Aggravated menacing		-    Gross sexual imposition		-    Possession of drugs


Aggravated murder; specific 	-    Having a weapon while under		     (that is not a minor drug


intent to cause death		     a disability				     possession offense)


Aggravated robbery		-    Illegal administration or 		-    Procuring


Assault				     distribution of anabolic steroids		-    Promoting prostitution 


Burglary				-    Illegal manufacture of drugs or 		     (children)


Carrying concealed weapons	     cultivation of marijuana		-    Prostitution: after 


Child enticement			 -   Illegal use of a minor in nudity  		      positive HIV test


Child stealing			     oriented material or performance	-    Public indecency


Compelling prostitution		-    Impositioning (now importuning) 	-    Rape


Contributing to the unruliness	-    Improperly discharging a weapon 	-    Robbery


or delinquency of a child		    at or near a school or dwelling		-    Sexual battery


Corrupting another w/drugs	-    Interference with custody		-    Sexual imposition


Corruption of a minor		-    Involuntary manslaughter		-    Trafficking in drugs


Disseminating matter		-    Kidnapping				-    Unlawful abortion


Harmful to juveniles		-    Murder				-    Voluntary manslaughter


Domestic violence		-    Pandering obscenity			-    Voyeurism


Endangering children		-    Pandering obscenity involving


Failing to provide for 		     a minor


functionally impaired person	-    Pandering sexually oriented


       -      Felonious assault			     matter involving a minor











Child Protection Training for Clergy, Employees, Volunteers, and Clergy Applicants


Although it is preferable for new clergy, employees, volunteers, and clergy applicants to have attended a Protecting God’s Children training session prior to working with children and youth, they have a grace period of up to six weeks from their start date to attend a Protecting God’s Children training session. If this grace period is needed, supervisors are to verify that the new employee or volunteer is pre-registered for a scheduled Protecting God’s Children session by the first day of their work with children or youth. Special care must be taken to ensure that short-term volunteers receive this training in a timely manner that will properly prepare them for their service. 





The Protecting God’s Children program includes not only information on the scope of child sexual abuse, but also contains a plan for its prevention at parishes and schools. Individuals that have attended child sexual abuse awareness programs from other institutions are still required to attend a Protecting God’s Children training session unless he or she can provide documentation that the previously attended program covered the same subject material and the Chancery Office grants approval. 





Persons that have participated in a Protecting God’s Children program in another diocese can request that their former diocese transfer their training record to the Diocese of Columbus.





If an employee or volunteer moves from a parish or school in the Diocese of Columbus to another parish or school in the Diocese of Columbus, the new parish or school should notify the diocese to request that the training record of the employee or volunteer be transferred. 





Due to the sensitive nature of the Protecting God’s Children program, some victims of child sexual abuse may not feel comfortable attending a Protecting God’s Children training session. Anyone in this particular situation may request to receive the materials needed for child protection training in an alternate way. These requests are made through the Office of Youth and Young Adult Ministry. All requests for alternate child protection training for victims of child sexual abuse are kept confidential. 





Child Protection Continuing Education for Clergy and Other Personnel


In addition to attending a Protecting God’s Children training session, some clergy, employees, and volu nteers are also required to receive continuing education for child sexual abuse prevention. This continuing education is provided in monthly training bulletins generated by Virtus. Persons in the following positions, whether paid or volunteer, are required to participate in this continuing education process: priest, deacons, seminarians, diaconate students, principals, assistant principals, directors or coordinators or religious education, and directors/coordinators of youth ministry. These individuals are encouraged to disseminate this information among their staff and volunteers.





Other individuals interested in participating in the continuing education process should contact the Office of Youth and Young Adult Ministry.





Authority to Interpret This Policy


Interpreting of this policy in unique circumstances or its application in unclear situations shall be made by or at least receive the prior approval of the Vicar General or his delegate.























HARASSMENT POLICY





Harassment can take many forms. Harassment can occur at any parish or school activity, and/or can take place in classrooms, gymnasiums, halls, cafeterias, or even at programs sponsored by the parish & school at other locations. It does not include compliments of a socially acceptable nature. Harassment is verbal or physical conduct that embarrasses, denigrates, or shows hostility toward a person because of his/her race, color, religion, gender, sex, national origin, age or disability.





It is the policy of Holy Spirit Parish / School and it’s staff to maintain a working and academic environment, in all programs and activities, free of all forms of harassment and intimidation. No student, teacher, other staff member, or volunteer should be subject to harassment in any form, and specifically not to unsolicited and/or unwelcome sexual overtures or conduct, either verbal or physical. 





Conduct which constitutes sexual harassment is prohibited. Sexually harassing conduct includes but is not limited to, the following:





Offensive sexual flirtations, advances, propositions;


Continued or repeated verbal abuse of a sexual nature;


Explicit or degrading sexual or gender-based comments about another individual or his/her appearance;


The display or circulation of sexually explicit or suggestive writing, pictures or objects;


Any offensive or abusive physical or verbal conduct which shows hostility or aversion toward an individual because of gender or sex;


Graffiti of a sexual nature;


Fondling oneself sexually or talking about one’s sexual activity in front of others;


Spreading rumors about or categorizing others as to sexual activity





Sexual harassment also includes the taking of, or refusal to take any school, academic or work action on the basis of a person’s submission to or refusal of sexual overtures. No person should so much as imply that an individual’s “cooperation” or submission to unwelcome sexual activity will have any effect on the individual’s assignment, advancement, development, academic evaluation, participation in school or parish programs or activities, or any other condition of school, or parish, or athletic achievement. 





Not all physical conduct is necessarily considered sexual in nature. (For example, a coach hugging a student after an accomplishment, a teacher consoling a child with an injury, or physical conduct during athletic events would not be considered sexual conduct.) However,, peer-based sexual harassment (e.g., student to student) can be a form of prohibited conduct where the harassing conduct creates a hostile environment.


























A sexually hostile environment can be created by a parish or school employee, a volunteer,  another student, or a visitor to the school.





Anyone who experiences what they believe is harassing conduct must bring it to the attention of an appropriate person at the parish, school or superintendent’s office. Any person who believes they are subject to harassment or intimidation should contact either the pastor, principal, assistant principal or superintendent at the secondary level. A complaint should be filed in writing. In the case of harassment involving a student or students, the parents or guardians of the respective students shall be duly notified. In the event that an individual alleges harassment by a pastor, principal, assistant principal, the individual may file the complaint with the superintendent. All complaints will be promptly investigated, and the person initiating the complaint will be advised of the outcome of the investigation. 





A student who believes he or she has been sexually harassed (or a parent who believes that their child has been harassed) should immediately report it to a responsible school official. 





Where it is determined that improper harassment has occurred, the parish and or school will take immediate disciplinary action against any administrator, teacher, staff, volunteer or student engaging in harassment. The response shall take into account and be considered to be appropriate for the ages of the individuals and circumstances. 





No retaliation against anyone who reports harassment will be tolerated. Holy Spirit Parish & School prohibits such retaliation and will take appropriate responsive action if retaliation occurs.





Any knowingly false charge of harassment made for the purpose of harming a person’s reputation will have very serious consequences, which may include, depending on the circumstances, termination of participation in programs, suspension, expulsion, etc.























FILING OF HARASSMENT INFORMATION





The investigator ( principal, assistant principal, pastor, or superintendent) must keep extensive notes of all aspects of the investigation as outline in the process packet provided by the Diocesan Attorney.





These notes must include what the investigator did, what the investigator concluded, and how the investigator followed up as a result of the findings and conclusion.





These notes must include any verbal statements made by persons questioned and any written statements. 





All of the above details must be summarized to include a) how the investigation was conducted, b) what conclusion was reached and why, c) what action was taken, and d) how, when and to whom the conclusion was communicated and the warning against retaliation was given. (Diocese of Columbus Administrative Summary Form)





All of the above is kept only in the investigator’s file.





If no action is taken, nothing is placed in the personnel or student who is accused file.





If an action is taken against the accused ie. Warning, restrictions, leave, or release from contract in the case of personnel, or warning, restrictions, suspension or expulsion in the case of students, the action taken is a) formalized by putting in writing, b) a copy is given to the person or student against whom the action is taken, and c) a copy is placed in the personnel or student file. 


























TECHNOLOGY ACCEPTABLE USE POLICY





    Please read this document carefully before signing. 





    Schools within the Diocese of Columbus have implemented voice, data and video electronic 


    communication systems that will allow unprecedented educational opportunities for students and   


    staff to communicate, learn, and publish information. These network resources provide students and 


    staff access to electronic resources and are to be used for educational purposes.


    Communication over the diocesan network is not to be considered private. Network supervision and 


    maintenance may require review and inspection of network activity. 





    TERMS AND CONDITIONS FOR INTERNET ACCESS AND USE:





    The use of the Internet must be in support of parish / school related work, education or research and   


    adhere to the educational goals and objectives of the Diocese of Columbus Department of Education.


    While some material accessible via the internet may contain information that is inappropriate or 


     inaccurate,  we believe the benefits exceed the disadvantages.





    Acceptable Use of the Internet:





    All staff and volunteers are responsible for appropriate behavior when using the Internet just as they 


   are in any setting when representing a staff or volunteer of Holy Spirit Parish. All are expected to 


   abide by the generally accepted rules of network etiquette:


- Do not view, send or access abusive, obscene or harassing materials. A good rule to follow is 


   never view, send, or access materials which you would not want your children and youth to 


   see. Should you encounter such material by accident, you should report it to your immediate 


   supervisor immediately.


Do not access or participate in chat rooms, or multi-user environments including but not 


    limited to IM, MUDs or MOOs; download or play games, subscribe to or access listservs;  


   download music files or check, send or receive email unless prior permission is granted by 


   your immediate supervisor. 


Do not give out any personal information including names, addresses, phone numbers or 


   credit card information pertaining to themselves or any other person without appropriate staff 


   approval. 


 - Do not engage in any commercial, for-profit activities.


 - Do not violate copyright laws. Materials accessed through the Internet must be properly cited 


    when referenced in public publications or student research assignments. 


Do not download or install any commercial software, shareware, or freeware onto network 


   drives or disks. Do not copy other people’s work or intrude into other people’s files.


 - Do not waste parish resources by printing excessively or consuming limited hard drive space  


    or network space.


 - Do not use the Internet in any way which disrupts the service or its operation for others. 





























   Consequences for Inappropriate Use of the Internet:





   Since Internet access is a privilege and not a right, users have the responsibility to use the Internet 


   in an appropriate manner. Consequences of misuse or abuse of the Internet, depending upon the 


   severity of the situation may include one or more of the following:





A warning, followed by re-clarification of the acceptable use guidelines.


Loss of privilege of Internet access for not less than 45 working days.


Notification of immediate supervisors by phone or personal conference.


Referral to proper authorities for disciplinary and/or legal action.





TERMS AND CONDITIONS FOR TECHNOLOGY NETWORK AND EQUIPMENT ACCESS AND USE:





    Schools and parishes within the Diocese of Columbus provide a variety of technology resources 


    that will allow unprecedented educational and work related opportunities for staff and volunteers 


    to communicate, learn, and publish information. These resources include computers, software, 


    scanners, printers, digital cameras, video cameras and much more. Staff and volunteers will be 


    required to act appropriately when utilizing technology equipment and work areas.





   Acceptable Use of Networks and Technology Equipment:





    Staff and Volunteers are responsible for appropriate behavior when using Diocesan, school 


   or parish technology resources. Staff and volunteers are expected to abide by the following 


    rules:





Do not intentionally damage computers, computer systems or computer networks. All should 


take special care with the physical facilities, hardware, software, and furnishings. All may not 


remove/move, unplug, alter or add equipment or software to the network without the approval 


of the network administrator.


Do not create or willfully disseminate computer viruses. All should be sensitive to the ease of 


spreading viruses and should take steps to ensure that disks and files are virus free. 


Do not attempt to gain access to the Diocesan or any other computer system or go beyond your authorized access by entering another person’s password or accessing another person’s files. 


Do not download, install or run any software without the express permission of your immediate supervisor or the network administrator. 


Personal technology equipment brought to the parish or school is subject to the procedures outlined in the Acceptable Use Policy.


Do not alter the computers or change the setting s or system configuration in any way.


Do not alter, damage or vandalize Diocese technology equipment or software in any way.


Do not use Diocese resources to create, manage or access personal web pages or personal servers without the express permission of your immediate supervisor or network manager. 






































    Consequences for Inappropriate Use of Networks or Technology Equipment:





    Users have the responsibility to use technology resources in an appropriate manner. Consequences of 


    misuse  or abuse of these resources, depending upon the severity of the situation may include one or 


    more of the following:





A warning, followed by re-clarification of the acceptable use guidelines.


Loss of access to Diocese, Parish &/or School technology resources.


Notification of immediate supervisors and administrators by phone or personal conference.


Referral to proper authorities for disciplinary and/or legal action.


Those who have lost technology privileges may not use personal equipment in lieu of Diocese or parish or school equipment. 





   Conclusion:





    Staff and parish administrators will exercise reasonable oversight to ensure that the communication 


    and technology resources of the parish and diocese are used in the appropriate manner.





     The Parish makes no guarantee that the functions or the services provided by or through the parish 


     /school/ Diocesan system will be error free or without defect. The Parish / School / Diocese will not 


     be responsible for any damage you may suffer including, but not limited to, loss of date or 


     interruption of service. The Parish / School / Diocese is not responsible for the accuracy or quality of 


     the information attained through or store on the systems. The Parish / School / Diocese will not be 


     responsible for financial obligations arising from unauthorized use of the systems. 





























