
Parish Manual 
 

 

Handbook of 

Policies and Procedures 

for Parishes and Priests 
 

 
 

Diocese of Davenport 
 
 

Original Priests’ Handbook: November 2004 
Renamed Parish Manual (with revisions): November 2012 
Revised: November 2013 
Revised: February 2014 
Revised: November 2014 
Revised: July 2015 
Revised: June 2016 
Revised: November 2016 
Revised: November 2017 
 



Highlighted contents = changes since November 2016 edition 

Revised August 2, 2022 1 

Table of Contents  
 

1. Miscellaneous 

 Diocesan Requests: Calendar of Due Dates November 2015 

 Checklist of Diocesan Manuals October 2016 
 

2. Positions Responsible to the Bishop 

 College of Consultors April 17, 2001 

 Deans May 2010 

 Vicar General March 21, 2016, Reviewed September 2017 

 Chancellor March 9, 2016, Reviewed September 2017 

 Chief of Staff May 26, 2016, Reviewed September 2017 

 Chief Financial Officer August 2017 

 Judicial Vicar August 15, 2007, Reviewed September 2017 

 Director of Vocations September 29, 2011, Reviewed September 2017 

 Director of Deacon Formation May 18, 2011, Reviewed September 2017 

 Director of the Diaconate May 3, 2011, Reviewed September 2017 

 Vicar for Priests January 18, 2016 

  

3. Constitutions and Bylaws 

 Diocesan Board of Education December 2018 

 Diocesan Finance Council Bylaws November 4, 2016 (new addition) 

 Diocesan Pastoral Council April 13, 2013 

 Diocesan Corporate Board Bylaws May 2011 title renamed & removed 1st four pages 

 Evangelization Commission October 26, 2021 (new addition) 

 Presbyteral Council November 5, 2015 

 Priests’ Personnel Board October 2017 

 Social Action Commission September 30, 2009 
  

4. A Strategic Plan for Catholic Education November 13, 2015  
  

5. Diocesan Policies and Procedures 

 Accountable Plan October 2014 

 Admission Policies for Priestly Formation September 30, 2015 

 Building and Renovation Projects in Parishes June 13, 2019 

 Art and Architecture for Worship February 3, 2014 

 Modification of Parishes and the Closure of Churches February 3, 2014 

 Liturgical Ministry of the Deacon October 2, 2017 

 Concelebration of the Eucharistic Liturgy November 27, 2011 

 The Bishop in the Liturgy October 2, 2017 

 Compendium: Policies Related to Confirmation October 2, 2017 

 Policies Relating to the Knights of Columbus in the Liturgy May 31, 2010 

 The Roman Missal, Third Typical Edition: Policies for the Diocese of Davenport November 27, 2011 

 Implementing Summorum Pontificum October 15, 2012 

 Policies and Pastoral Guidelines Relating to Funerals March 19, 2018 

 Policies Relating to Altar Servers April 13, 2013 

 Particular Legislation June 2016 

 Parish Life Coordinator May 13, 2020 

 

6. Deacon Handbook of Policies and Procedures July 15, 2022 

 



Highlighted contents = changes since November 2016 edition 

Revised August 2, 2022 2 

7. Political Responsibility (Elections) 

 Bishop’s Email/Letter August 29, 2014 removed 

 Do’s and Do not’s October 9, 2017 

 Faithful Citizenship August 29, 2014 removed 
 

8. Guidelines for Priests 

Remuneration for Clergy Sept. 14, 2021 

Continuing Education Calendar for Priests October 2017 

Leaves of Absence for Priests October 16, 2015 

Letter of Good Standing Request Form October 2016 

Personal Papers 

 Emergency Information July 2020 

 Funeral Liturgy and Related Matters October 2008 

 Personal Inventory October 2008 

 Personal Financial Accounts October 2008 

 Living Will and Durable Power of Attorney for Health Care Decisions January 2016 

 Power of Attorney (Iowa Statutory) June 2014 

 Pets Policy November 5, 2007 

 Sabbaticals for Priests January 18, 2007 

 Wellness Document for Priests September 14, 2016 

 Clergy Retirement Policy October 20, 2015 
 

9. Administrative Structures of the Diocese 
 Administrative Structures Associated with the Diocese of Davenport June 2016 

 Diocesan Employee Flowchart November 6, 2017 

 Organization of the Diocesan Staff June 2016 
 

10. Parish Policies and Procedures 

 Intolerance of Gluten and/or Alcohol June 23, 2019 

 Extraordinary Ministers of Holy Communion March 19, 2018 

 Order of Celebrating Matrimony Second Edition March 19, 2018  

 Becoming One: A Resource for Couples Preparing Their Wedding Liturgy September 8, 2016 

 Parish Accessibility Survey May 31, 2010 

 Parish Classifications October 2004 

 Parish Councils and Parish Finance Councils June 6, 2016 

 Procedures for Handling Complaints and Concerns August 31, 2000 

 Recipes for Eucharistic Bread November 27, 2011 

Records Retention October 2017 

Role of the Lay Director October 2017 

 Role of the Lay Director Request Form October 2016 

 Standard Internal Controls Related to Parish and School Finance October 2010 removed 5-4-18 

Policies Relating to Gathering for Worship without a Priest; Policies Relating to Lay Preaching 
September 14, 2014, Reviewed October 2017 

Wines for Eucharist September 14, 2009 
 

11. Disaster Preparedness and Response Planning Guide May 28, 2009 
 

12. Policies Relating to Sexuality and Personal Behavior May 1, 2018 

 

13. Sacramental Records Handbook of Policies and Procedures December 25, 2015  



Diocesan Requests 
Calendar of Due Dates

1st Week 2nd Week 3rd Week 4th Week

January
 Jan. 31: Sacramental 

Records

Rite of Election Numbers

February Chrism Mass Oils

March

April Safe Environment 
Audit

May Parishioner Address Changes

June Confirmation 
Request Form

July 50th Wedding 
Anniversary Couples

August
August 1: Workers' Comp. Audit; Budget 
Resolution; QuickBooks backup; Year End 
Reports; Finance Council Report; Internal 
Controls Questionnaire

September
 Kenedy Update Form 

(The Official Catholic 
Directory )

October  

November Annual Mass 
Counts

December

November 2015



Revised October 2016 

Checklist of Diocesan Manuals 

Parish offices are to have a copy of each of the following Diocesan 

Manuals/Handbooks.  If a parish does not have a copy it may be accessed from the 

diocesan website.  (These are to remain in the parish office when the pastor is 

transferred.) 

 Bookkeepers Manual (Feb. 2010)
(electronic version not available; contact Finance Office)

 Disaster Preparedness and Response Planning Guide (May 2009)
http://www.davenportdiocese.org/documents/2016/5/DisasterManual05282009.pdf

 Policies for Faith Formation and Education Programs (Revised December 2015)
http://www.davenportdiocese.org/documents/2016/9/Complete%20Policy%20Manual%20for%20Schools

%202015.pdf

 Staff Handbook for Diocesan Entities (July 30, 2015)
http://www.davenportdiocese.org/finance-library

Other Guides each parish is to have: 

 Faith Formation Guidelines (Revised Aug. 2009)
http://www.davenportdiocese.org/documents/2016/7/FFGuidelines8-09Final.pdf

 Lifelong Faith Formation Curriculum Guide (June 2010)
http://www.davenportdiocese.org/documents/2016/7/LifeLongFaithFormationCurr2010.pdf

http://www.davenportdiocese.org/documents/2016/5/DisasterManual05282009.pdf
http://www.davenportdiocese.org/documents/2016/9/Complete%20Policy%20Manual%20for%20Schools%202015.pdf
http://www.davenportdiocese.org/documents/2016/9/Complete%20Policy%20Manual%20for%20Schools%202015.pdf
http://www.davenportdiocese.org/finance-library
http://www.davenportdiocese.org/documents/2016/7/FFGuidelines8-09Final.pdf
http://www.davenportdiocese.org/documents/2016/7/LifeLongFaithFormationCurr2010.pdf


 

COLLEGE OF CONSULTORS 
DIOCESE OF DAVENPORT 

 
 
I. NAME AND NATURE 
 
A. The name of this body shall be The College of Consultors of the Diocese of 

Davenport, hereafter referred to in this document as the “College.” 
 

B. The purpose of the College is twofold: 
 

 1. To assist the diocesan bishop in certain areas of administration of the 
Diocese according to the norms of Canon Law and these statutes. 

 
 2. To provide for the governance of the Diocese, according to the norms of 

law when the see is vacant or impeded. 
 
 
II. MEMBERSHIP AND TERM OF OFFICE 
 
A. The College shall consist of at least six priests.  (Canon 502, §1) 
 
B. All members shall be appointed freely by the diocesan bishop from the 

membership of the Presbyteral Council.  (Canon 502, §2) 
 
C. The diocesan bishop shall establish the College for a five-year term.   
 (Canon 502, §1) 
 
D. If a vacancy occurs in the membership of the College, the diocesan bishop is 

to appoint freely, from the membership of the Presbyteral Council, another 
priest to complete the unexpired term of membership. 

 
 
III. CESSATION 
 
A. Even after the expiration of the five-year term for which the College is 

constituted it continues to exist until the diocesan bishop has constituted a 
new College of Consultors.  (Canon 502, §1) 

 
B. The term of office of a member of the College does not cease with the 

completion of his term on the Presbyteral Council.  (Canon 502, §1) 
 

April 17, 2001 1



 

IV. OFFICERS AND THEIR DUTIES 
 
A. President 
 

 1. When the see is occupied the diocesan bishop is the president of the 
College.  (Canon 502, §2) 

 
 2. When the see is vacant or impeded, the one designated according to law 

to govern the diocese in the interim is the president of the College.  
(Canon 502, §2) 

 
 3. The diocesan bishop, although he is president of the College, is not a 

member of the College; therefore, he does not vote on matters brought 
before the College.  However, in the case foreseen by point A 2 above, 
when the College functions as a college the person who presides has a 
right to vote. 

 
 4. The president is to set the agenda, convoke the members and preside at 

the meetings of the College.  The president, however, may delegate these 
tasks to a member of the College.  A member of the College delegated by 
the president to preside at a meeting retains his right to vote on matters 
brought before the College. 

 
B. Secretary 
 

 1. The president shall appoint a secretary from among the members of the 
College. 

 
 2. The secretary shall keep minutes of the meetings of the College and shall 

perform other duties assigned to him by the president. 
 
 
V. COMPETENACE OF THE COLLEGE 
 
A. When the see is occupied the College is to function as follows: 
 

 1. The College is to be consulted in the formation of the ternus of candidates 
for the episcopacy.  (Canon 377, §3) 

 
 2. The College, along with the diocesan chancellor, is to receive the 

apostolic letters of a coadjutor or an auxiliary bishop appointed to the 
Diocese.  (Canon 404, §§1 and 3) 

 
 3. The College, along with the finance council, is to be consulted by the 

diocesan bishop on the appointment and removal of the finance officer.  
(Canon 494, §§1 and 2) 

 
  

April 17, 2001 2



 

4. The College is to be consulted by the diocesan bishop on more important  
 acts of administration.  (Canon 1277) 

 
 5. The College is to give (or withhold) consent to the diocesan bishop for 

acts of extraordinary administration, as defined by the Episcopal 
conference.  (Canon 1277) 

 
 6. The College is to give (or withhold) consent to the diocesan bishop for 

alienations of diocesan temporal goods where its intervention is required. 
(Canon 1292, §1) 

 
 7. When a juridic person needs the permission of the diocesan bishop to 

alienate goods, and when the value of the goods to be alienated exceeds 
the maximum for which the diocesan bishop can give permission on his 
own accord, the College is to give (or withhold) consent to this alienation. 
(Canon 1292, §1) 

 
 8. The College is to intervene in all other matters foreseen in the laws that 

call for its intervention. 
 
B. When the see is vacant the College is to function as follows: 
 

 1. The College assumes the duties of the Presbyteral Council.   
(Canon 501, §2) 
 

 2. If there is no auxiliary bishop, the College governs the Diocese from the 
notice of the vacancy until the election of the diocesan administrator.  
(Canon 419) 

 
 3. The College is to elect, within eight days, a diocesan administrator.  

(Canon 421) 
 
 4. The College must give its consent before the diocesan administrator may: 

 a. Permit the excardination, incardination or migration of clergy.   
  (Canon 272) 

  b. Issue dimissorial letters.  (Canon 1018, §1, 2) 
  c. Remove the chancellor or other notaries.  (Canon 485) 

 
 5. The College and the chancellor are to receive the apostolic letter of 

appointment of the new diocesan bishop.  (Canon 382, §3) 
 
C. When the see is impeded and other provisions of the law do not provide for 

the governance of the impeded see, the College is to select a priest to govern 
the Diocese in the interim.  (Canon 413) 

 
D. When the College is required by Canon Law or these statutes to give its 

advice or consent, it is to act according to the norms of Canons 119 and 127. 
 

April 17, 2001 3



 

E. When the College is required by Canon Law or these statutes to hold an 
election, it is to act according to the norms of Canons 119 and 164-179. 

 
 
VI. FINANCIAL ISSUES 
 
A. Members of the College shall not receive financial compensation for their 

service.  However, the diocesan finance officer, upon representation of 
accounts, shall reimburse legitimate expenses incurred on the occasion of 
meetings.  Mileage is reimbursed according to the Priests’ Accountable Plan. 

 
B. The College shall prepare an annual budget of expenditures to be approved 

according to existing diocesan policy. 
 
 
VII. AMENDMENTS TO THE STATUTES 
 
These statutes shall be subject to such amendments as the diocesan bishop shall, from 
time to time, decide are necessary for the proper functioning of the College within the 
norms of law. 
 
 
 
 
APPROVAL 
 
The foregoing statutes were approved by the undersigned, this ____ day of 
___________, in the year of Our Lord, ________. 
 
 
 
 

_____________________________ 
        Bishop of Davenport 

 
 
 

_____________________________ 
                                                                                     Chancellor 

 
 
 
 
(Seal) 
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POSITION DESCRIPTION FOR DEANS 
DIOCESE OF DAVENPORT 

The Bishop of the Diocese has the responsibility for the entire local Church committed 
to his care.  In our complicated culture, the Bishop needs to multiply as much as 
possible his presence with all the members of the local Church.  To assist the Bishop, 
the Second Vatican Council called for greater collegiality and subsidiarity in the 
administration of and the ministry to the local Church.  The dean makes the pastoral 
role of the Bishop more proximate to all members of the deanery.  The dean’s role is 
essentially an extension of the Bishop’s office.  The Bishop, however, as Chief 
Shepherd of the Diocese, remains accessible to those who prefer to deal directly with 
him and will attempt to be as visible as possible to all persons in the Diocese. 

The work of the dean is personal and pastoral.  He will try in every way possible to have 
a personal relationship with the priests, religious and laity of his area.  He will attempt to 
develop a firsthand knowledge of the personnel, resources and needs of the deanery 
which he shall share with the Bishop.  Through the dean, diocesan goals and policies 
shall be clearly reflected.  In turn, he shall share his responsibility with persons or 
groups who are suited for particular ministries in the same spirit of collegiality and 
subsidiarity with which the Bishop shares responsibility with him. 

I. Ministry of the Dean

As representative of the Bishop in a geographical area known as a deanery, the dean 
shall work closely with the Bishop at all times and share with him the concern for the 
good of the whole diocese.  As a representative of the Bishop, he enjoys ordinary 
jurisdiction granted him by the law of the Church.  His responsibilities and faculties 
include the following: 

A. Coordinate the general pastoral activities in his deanery.  (Canon 555.1)

B. Conduct parish visitations.

C. Develop a close relationship with the officials of the Diocese and be acquainted
with the work of the various offices.

D. Provide personal counsel to the Bishop concerning personnel matters in the
deanery.

E. Install new pastors in the deanery when requested.  This is not to be delegated.

II. Ministry to the Priests and Pastoral Leaders of the Deanery
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The dean shall conduct regular meetings (especially deanery meetings) of the priests 
and meetings with other pastoral leaders in the deanery to discuss common parish 
concerns and, where advisable, common pastoral actions to promote fellowship, prayer 
and continuing education, and for the general purpose of promoting shared 
communication and coordinating inter-parochial activities.  At these meetings the dean 
shall provide a setting for the presentation of diocesan programs and policies to the 
priests and other leaders of the deanery.  These meetings shall also serve as a forum 
for consultation.  As a result of these meetings the dean will reflect the status of the 
deanery to the Bishop and the diocesan administration.  Some specific areas include 
the following: 
 
A. Promote fraternity among the priests of the deanery by visiting them and phoning 

them. 
 

B. Have a special concern for sick priests, visit them and notify the chancery, 
depending on the seriousness of their illness, as soon as possible.  The dean will 
notify the Bishop and local priests when one of his confreres is in the hospital. 
 

C. Upon the death of a priest, notify the chancery and assist chancery officials in 
making funeral arrangements.  These arrangements should be in collaboration 
with the family.  Where possible, the Bishop should preside at the funeral Liturgy. 
 

D. Be responsible for vesting of the priest in Mass vestments at death.  It is 
suggested the dean could receive the body at the parish where the priest is to lie 
in state and could also be responsible for the committal service. 
 

E. Encourage priests of the deanery, give fraternal counsel when needed and make 
referrals to Vicar for Clergy.  While the dean should make serious attempts to 
help the priest personally, it must be noted that the Bishop is always interested in 
helping his priests and desires to minister to them as a healer rather than a 
judge. 
 

F. Welcome newly assigned priests and other pastoral leaders to a parish in the 
deanery and be especially concerned with the newly ordained assigned to the 
deanery to ensure they feel at home. 
 

G. Notify the priests when a retired priest moves into the deanery. 
 
H. In the case of the death of a relative of one of the priests in the deanery, the 

dean should notify the chancery so proper information about the death and 
funeral may be given to the Bishop, the priests and other pastoral leaders of the 
Diocese. 
 

I. The dean shall have a special relationship with the Personnel Board. 
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 1. The dean offers suggestions regarding clergy personnel needs in his 
deanery in light of his personal knowledge and special needs of parishes 
or individual priests. 
 

 2. The dean is available to priests of his deanery and speaks on a priest’s 
behalf to the Bishop/Personnel Board whenever necessary. 
 

 
III. Ministry to the Presbyteral Council 
 
The Presbyteral Council is the body of the geographical and age group representatives 
to the Bishop.  The mutual cooperation and collaboration of the dean and the 
Presbyteral Council can help to unify the priestly ministry in the deanery and the 
Diocese.   
 
 
IV. Ministry to the Deanery 
 
A. The dean by word and example shall give leadership to the deanery by 

implementing diocesan policy and promoting programs of the diocesan offices. 
 

B. The dean will attempt to solve controversies involving the local parishes when 
possible.  He makes referrals to the Vicar for Clergy, the Vicar General or the 
Council for Conciliation when the problems indicate such action. 
 

C. The dean will coordinate and encourage participation of the Catholic parishes in 
programs set up in the civil community. 
 

 
V. Selection of Deans 
 
The appointment of the dean is a prerogative of the Bishop whom he represents.  Every 
priest holding a canonical appointment in the deanery, whether diocesan or religious, is 
eligible for consideration as dean.  The dean shall be appointed by the Bishop for a term 
of three years or for a term designated by the Bishop or until he is assigned outside his 
current deanery. 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
VICAR GENERAL  

 
BASIC FUNCTION       EXEMPT POSITION 
 
The Vicar General fulfills the canonical duties of this position, ensures the mission of each 
diocesan office, implements any directive given by the Bishop, and nurtures positive relationships 
with the internal and external organizations of the diocese. 
 
The Vicar General is appointed by the Bishop and must be a priest. 
 
By virtue of the office, the Vicar General has the executive power over the whole diocese which 
belongs to the diocesan bishop by law, namely the power to place all administrative acts, except 
those, however, which the bishop has reserved to himself or which require a special mandate by 
the bishop by law. (Canon 479 no. 1) 
 
In the event that the Vicar General is unable to function, the Bishop would fulfill those duties until 
the Vicar General could return to office or until a new Vicar General could be appointed. 
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 
 
 Responsible to the Bishop for the successful performance of the Vicar General’s assigned 

duties. 
 
B. Lateral 
 

1. Assists and coordinates with the following diocesan personnel in delivery of deanery 
services: 

 Chief of Staff  
 Chancellor 
 Judicial Vicar 
 Chief Financial Officer 
 Diocesan Review Board  

 
2. Serve as a ex officio member of the Diocesan Corporate Board of Directors, Parish 

Corporate Boards, Diocesan Finance Council, Catholic Foundation for the Diocese, 
Diocesan Presbyteral Council, Priest Personnel Board, Diocesan Pastoral Council, the 
Diocesan Building Commission and the Priestly Life & Ministry Committee. 

 
3. Assists with ministry of Deans and Consultors (unless appointed by the Bishop as a 

consultor) 
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SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A. Facilitate the development of overall mission statements, goals, objectives and strategies in 

connection with the Pastoral Council and Presbyteral Council for the successful 
implementation of the overall diocesan mission.  

 
B. Perform the duties of a priest in matters of administering the sacraments and responding to 

priest personnel crisis and arranging diocesan priest’s funerals with assistance from the Chief 
of Staff and the Executive Secretary for the Offices of the Bishop, Vicar General, Chancellor 
& Chief of Staff. 

 
C. Consult with the Bishop, Councils, etc., and implement directives given by or approved by 

the Bishop. 
 
D. Supervise the civil legal work of the Diocese and diocesan entities as agent of record and 

corporate officer with assistance from the Chief of Staff. 
 
E. Serve as liason with the Bishop and Chief of Staff on sexual misconduct/abuse cases. 
 
F. Interact positively with organizations of the Diocese on behalf of the Diocese. 
 
G. Facilitate agendas and meetings for the Diocesan Pastoral Council, Presbyteral Council and 

Priestly Life & Ministry Committee. 
 

H. Perform other duties as needed or assigned. 
 
 
STANDARDS OF PERFORMANCE 
 
A. Efficient and effective organization and direction to Vicar General’s areas of responsibility. 
 
B. Effective oral and written communication. 
 
C. Interpersonal professional relationships which encourage openness, candor and trust, both 

internally and outside of the departments and the Diocese of Davenport. 
 
D. Overall soundness of decisions, effective delegation and maintenance of confidentiality for all 

sensitive information. 
 
E. Flexibility in performing designated duties. 
 
F. Acceptance of personal inconvenience for attainment of the diocesan goals. 
 
G. Meet or exceed objectives established in budgetary process. 
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MENTAL AND PHYSICAL REQUIREMENTS 
 
A. High ability to analyze and interpret information pertinent to the areas of responsibility. 
 
B. Ability to utilize technology relative to the performance of the areas of responsibility. 
 
C. Ability to perform designated duties under frequent time pressures. 
 
D. Ability to work irregular hours as dictated to accomplish the responsibilities of the position. 
 
E. Ability to travel by automobile, as needed, in the course of the position. 
 
F. Normally performs a majority of assigned duties in a well-ventilated, well-lighted and 

temperature-controlled office environment. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 

A. A Roman Catholic Priest in good standing over the age of thirty with a J.C.L. or M.A. in 
Theology or at least truly expert in these disciplines, and recommended by sound doctrine, 
integrity, prudence, and experience with handling matter; parish pastoral experience desired. 
(Canon 478 no. 1) 

 
B. Sound understanding of the mission statement of the Diocesan Synod. 
 
C. Management, administrative and leadership experience. 
 
D. Proven experience in written and oral communications. 
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Ordinary Power of the Vicar General 

In addition to the Roman Pontiff, by the title of ordinary are understood in the law diocesan 
bishops and others who, even if only temporarily, are placed over some particular church or a 
community equivalent to it according to the norm of can. 368 as well as those who possess 
general ordinary executive power in them, namely, vicars general and episcopal vicars. 

Summary of canons 475-481 
 By virtue of office, the vicar general has the executive power over the whole diocese

which belongs to the diocesan bishop, namely, the power to place all administrative acts
except those which the bishop has reserved to himself or which require a special mandate
of the bishop.

 A vicar general must report to the diocesan bishop concerning the more important affairs
which are to be handled, and they are never to act contrary to the intention and mind of
the diocesan bishop.

 Executive power does not allow you to create law. It allows you to create policies that
implement the law and enforce its practice. Executive power generally follows
consultation with the affected persons, whether they be physical or juridic in nature.
Diocesan laws in force are found in the Parish Manual.

Some Ordinary Powers 
 You may grant a rescript concerning diocesan laws. A rescript grants a privilege,

dispensation, or other favor at someone’s request.
 You may entrust certain duties to other clerics which they are bound to undertake.
 You are bound to exercise vigilance over associations of the Christian faithful. This

includes both public and private associations.
 For validity, acts of the curia which are to have juridic effect must be signed by the

ordinary from whom they emanate; they must also be signed by the chancellor of the
curia or a notary.

 You may receive the oath of fidelity and profession of faith for those taking office in the
Church.

 You may grant permissions and dispensations for marriage.
 It is for the ordinary to exercise careful vigilance over the administration of all the goods

which belong to public juridic persons subject to him.
 You may impose penal remedies, penances, and punishments following the proper

processes in order to repair scandal, restore justice, or reform the offender.
 Whenever an ordinary has knowledge, which at least seems true, of a delict, he is

carefully to inquire personally or through another suitable person about the facts,
circumstances, and imputability, unless such an inquiry seems entirely superfluous.

 During an investigation of the existence of a delict, you may impose the restrictions of
canon 1722.

Here is an electronic version of the Code of Canon Law: 
http://www.jgray.org/codes/1983CICEng-Mitis.txt 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
CHANCELLOR 

 
BASIC FUNCTION       EXEMPT POSITION 
 
The Chancellor fulfills the duties of this position by ensuring the documents of the curia are 
gathered, arranged and safeguarded in the archives, and by recording the ecclesiastical acts, 
decrees, and dispensations issued by the Bishop as required by the Code of Canon Law.  Supervises 
the archives for the Diocese of Davenport.  The Chancellor works closely with the Bishop and 
other Chancery staff members on various projects as assigned or requested by the Bishop.  The 
Chancellor serves on various Boards and Committees of the Diocese of Davenport as outlined 
below. 
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 
 
 Responsible to the Bishop for the successful performance of assigned duties. 
 
B. Lateral 
 

1. Assists and coordinates with the other diocesan personnel to assure the successful 
performance of assigned job duties and responsibilities.  

 
2. Assists and coordinates with the clergy and staff in delivery of deanery services. 

 
3. Serve as a ex officio member of the Diocesan Corporate Board of Directors, Diocesan 

Finance Council, The Catholic Messenger Board of Directors, and the St. Vincent Home  
Board of Directors. 
 

4. Assists with the ministries of the Diocesan Pastoral Council, Deans and Consultors, 
Diocesan Review Board, and Priest Personnel Board. 

 
C. Staff 
 Responsible for the supervision, performance and evaluation of the Archivist. 
 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A. Specific duties and responsiblities as related to the canonical work of the Chancellor 
 

1. Prepare the acts and instruments relating to decrees, dispositions and obligations of the 
Diocese as required. 
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2. Record in writing what has taken place through compilation, preparation and distribution 
of reports for Rome, the Official Catholic Directory (the Kenedy), Ordo, Sacramental 
Records and others as deemed necessary by the Bishop. 

 
3. Act as an ecclesiastical notary for the Diocese in regard to all matters. 

 
4. Supervise the work of the archives. 
 

B. Other specific duties and responsibilities 
 

1. Help facilitate the overall mission statements, goals, objectives and strategies for the 
successful implementation of the overall diocesan mission. 

 
2. Work closely with the Chief of Staff and Vicar General in matters assigned by the Bishop. 

 
3. Work with others to develop and revise policies. 

 
4. Attend meetings of the Diocesan Directors. 

 
5. Attend any other meetings necessary for the work of the Diocese of Davenport.  

 
6. Perform other duties as needed or assigned by the Bishop. 
 

 
STANDARDS OF PERFORMANCE 
 
A. Efficient and effective organization and direction to Chancellor’s areas of responsibility. 
 
B. Effective oral and written communication. 
 
C. Maintenance of interpersonal professional relationships which encourage openness, candor 

and trust, both internally and outside of the departments and the Diocese of Davenport. 
 
D. Overall soundness of decisions, effective delegation and maintenance of confidentiality for all 

sensitive information. 
 
E. Meet or exceed objectives established in the budgetary process. 
 
F. Flexibility in performing designated duties. 
 
G. Acceptance of personal inconvenience for attainment of the diocesan goals. 
 
H. Ability to analyze and interpret information pertinent to the areas of responsibility. 
 
I. Ability to utilize technology relative to the performance of the areas of responsibility. 

 
J. Ability to perform designated duties under frequent time pressures. 
 
K. Ability to work irregular hours as dictated to accomplish the responsibilities of the position. 
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L. Ability to travel, as needed, in the course of the position. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. A practicing Roman Catholic with a sound theology of Church and parish in keeping with the 

theology and mission statement of the Diocesan Synod. 
 
B. A master’s degree in theology or related field.   

 
C. Knowledge of canon law. 
 
D. Management, administrative and leadership experience. 



DIOCESE OF DAVENPORT 
 

JOB TITLE:  CHIEF FINANCIAL OFFICER 
 

REPORTS TO:  BISHOP 
 
FLSA CLASSIFICATION:  Full-Time, Exempt 
 
 
JOB PRIMARY PURPOSE/FUNCTION 
 
The Chief Financial Officer (CFO) is responsible for providing, developing and maintaining 
financial accountability standards and ethics for all diocesan entities in order to promote respect 
and trust among parishioners. The CFO directs, manages and supervises the financial operations 
of the Chancery in conjunction with the Bishop and the members of the Corporate Board. The 
CFO manages the diocesan assets and advises management in financial operations. 
 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A. Oversee all investment accounts. 
 
B. Prepare, monitor and manage the annual diocesan budget. 
 

1. Budgets shall be set in consultation with department directors and senior staff with final 
approval by the Bishop. 

2. The annual financial plan shall be submitted to the Diocesan Finance Council for 
review and the Diocesan Board of Directors for approval. 

 
C. Implement diocesan accounting policies and procedures. 
 
D. Prepare monthly and year-end financial reports. 
 
E. Manage the audit of the diocese and the 401k plan. 
 
F. Oversee financial aspects of diocesan-wide insurance programs and employee benefits 

regarding cash management, investments and integration with diocesan financial 
statements for financial reporting purposes. 

 
G. Manage cash flow and sign checks, oversee deposits and transfers. 
 
H. Assist parishes and schools in financial compliance matters as requested and appropriate. 
 
I. Participate in meetings with the Bishop, Vicar General and Chancellor. 
 



 

J. Coordinate with the following departments regarding financial and operational issues:  
communication, tribunal, human resources, vocations, diaconate, deacon formation, 
schools, liturgy, faith formation, social action and maintenance. 

 
K. Serve as ex officio member of the Catholic Foundation for the Diocese of Davenport, The 

Catholic Messenger, The Society of the Propagation of the Faith and Diocesan Building 
Commission.  Serve as staff support to the Priests’ Aid Society, Diocesan Finance Council 
and St. Vincent’s Home. 

 
L. Assist seminarians as necessary in financial matters and maintain records for year-end 

reporting purposes and financial assistance. 
 
M. Review parish, school and volunteer personnel credit checks as needed.  
 
N. Perform other duties as needed or assigned. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. A Bachelor’s degree in accounting is required. 
 
B. CPA with current credentials preferred. 
 
C. Minimum of 5 years of supervisory and leadership experience. 
 
 
QUALIFICATIONS 
 
A. Efficient and effective organization and direction to areas of responsibility. 
 
B. Excellent oral and written communication skills. 
 
C. Interpersonal professional relationships, both internally and outside the Diocese of 

Davenport, which encourage openness, candor and trust. 
 
D. Overall soundness of decisions, effective delegation and maintenance of confidentiality for 

all sensitive information. 
 
E. Flexibility in performing designated duties. 
 
F. Acceptance of personal inconvenience for attainment of diocesan goals. 
 
G. Meet or exceed objectives established in budgetary process. 
 
H. Practicing Catholic in good standing.   
 
I. Skilled in computer usage with advanced knowledge of Excel, Microsoft Office Suite, and 

financial software programs. 



 

MENTAL AND PHYSICAL REQUIREMENTS 
 
A. High ability to analyze and interpret information pertinent to areas of responsibility. 
 
B. Ability to perform designated duties under time pressure. 
 
C. Willingness to work irregular hours to accomplish the responsibilities of the position. 
 
D. Ability to drive an automobile, as needed, in the course of the position. 
 
E. While performing the duties of this job, the employee is required to stand, walk, talk, hear, 

reach, sit for prolonged periods of time, and handle and perform repetitive motions of the 
hands/wrists.  The employee is required to occasionally lift and move items weighing up to 
30 pounds. 

 
 
WORKING CONDITIONS AND ENVIRONMENT 
 
A. A majority of the assigned duties are performed in a well-ventilated, well-lighted and 

temperature-controlled office environment. 
 
B. The employee is subject to both inside and outside environmental conditions including 

extreme cold and extreme heat. 
 
C. Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 
 
DIRECT REPORTS 
 
Responsible for the supervision, performance and evaluation of the following: 
 

 Director of Development 
 Accountant 
 Data Base Coordinator 
 Accounting Coordinator 
 Receptionist 
 Finance Administrative Assistant 

 
OTHER CONSIDERATIONS 
 
A. The position can expect an evaluation in the first six months of employment by the 
appropriate line of organizational relationship, with an annual evaluation thereafter. 
 
B. Salary considerations will be commensurate with education and experience. 
 



 

C. The employee understands and agrees that employment with the Diocese of Davenport and 
any diocesan entity is contingent on compliance with the diocesan safe environment policies, 
procedures and requirements. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
APPROVALS 
 
JOB TITLE:  CHIEF FINANCIAL OFFICER 
 
 
Date Job Description Approved:  August, 2017 
    Revised:     ____________ 
    Revised:     ____________ 
 
 
 
 
Employee (signature required upon initial hire and annually): 
 
I have read and understand this job description and the safe environment policies, 
procedures and requirements. 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
 
__________________________________________  ________________________ 
Employee        Date 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
CHIEF OF STAFF 

 
BASIC FUNCTION       EXEMPT POSITION 
 
The Chief of Staff coordinates the internal operations and administrative affairs of the Diocese, 
implements directives of the Bishop, ensures that the members of the curia properly fulfill the 
office entrusted to them and nurtures positive relationships with all these staff.   
 
The Chief of Staff works closely with the Bishop and other curia staff members on various projects 
as assigned or requested by the Bishop.  The Chief of Staff serves on various Boards and 
Committees of the Diocese of Davenport as outlined below. 
 
When the Bishop is the Moderator of the Curia, the Chief of Staff may assume some of the 
duties of the Moderator. 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 
 
 Responsible to the Bishop for the successful performance of assigned duties. 
 
B. Lateral 
 

1. Assists and coordinates with the following diocesan personnel in delivery of services: 
 Vicar General 
 Chancellor 
 Judicial Vicar 

 Chief Financial Officer 
 Director of Communication 

 
2. Assists with the ministries of the Deans and Consultors, Diocesan Presbyteral Council, 

Diocesan Pastoral Council, Diocesan Review Board, Propagation of the Faith, and the 
Priestly Life & Ministry Committee 

 
C. Staff 
 Responsible for supervision and evaluation of: 

 Director of the Diaconate 
 Director of Faith Formation  
 Director of Social Action  
 Director of Stewardship and Parish Planning 
 Director of Technology 
 Superintendant of Schools 
 Staff Support Coordinator 
 Executive Secretary in conjunction with the Bishop and the Vicar General 
 Victim Assistance Coordinator 
 Safe Environment Coordinator 
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SPECIFIC DUTIES AND RESPONSIBILITIES 

A. Facilitate and coordinate the development of overall mission statements, goals, objectives,
strategies and policies in the connection with the Diocesan Directors for the successful
implementation of the overall diocesan mission.

B. Attend meetings of the Diocesan Directors.  Meet regularly with curia staff.  Participate in
the preparation of budgetary and other reports. Review monthly financial statements, budgets
and operating plans with Diocesan Directors and the Chief Financial Officer.

C. Ensure that all communication for the Diocese of Davenport are professional and accurate.

D. Assist the Vicar General in the supervision of civil legal work of the Diocese.

E. Serve as liason with the Bishop and Vicar General on sexual misconduct/abuse cases.

F. Attend any other meetings necessary for the work of the Diocese of Davenport.

G. Perform other duties as needed or assigned by the Bishop.

STANDARDS OF PERFORMANCE 

A. Efficient and effective organization and direction to Chief of Staff’s areas of responsibility.

B. Demonstrate excellent oral and written communication.

C. Maintenance of interpersonal professional relationships which encourage openness, candor
and trust, both internally and outside of the departments and the Diocese of Davenport.

D. Overall soundness of decisions, effective delegation and maintenance of confidentiality for all
sensitive information.

E. Flexibility in performing designated duties.

F. Acceptance of personal inconvenience for attainment of the diocesan goals.
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MENTAL AND PHYSICAL REQUIREMENTS 
 
A. High ability to analyze and interpret information pertinent to the areas of responsibility. 
 
B. Ability to utilize technology relative to the performance of the areas of responsibility. 
 
C. Ability to perform designated duties under frequent time pressures. 
 
D. Ability to work irregular hours as dictated to accomplish the responsibilities of the position. 
 
E. Ability to travel, as needed, in the course of the position. 
 
F. Normally performs a majority of assigned duties in a well-ventilated, well-lighted and 

temperature-controlled office environment. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. A practicing Roman Catholic with a sound theology of Church and parish in keeping with the 

theology and mission statement of the Diocesan Synod. 
 
B. Master's degree required with course work in administration, planning, communication, 

public relations, theology and/or ministry desirable. 7-10 years of experience, including five 
years of responsible management experience in administration. Proven ability to supervise, 
facilitate and work collaboratively with others required.  

 
C. Sound understanding of the mission of the Diocesan Synod and policies of the Diocese. 

 
D. Proven experience in written and oral communications 
 



 

 

DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
JUDICIAL VICAR 

 
BASIC FUNCTION       EXEMPT POSITION 
 
The Judicial Vicar is the department head responsible for ensuring access to Church courts and 
procedures for individuals having a legitimate claim for a decision or judgment in contentious 
issues, in administrative matters, and in conflict situations related to the exercise of 
ecclesiastically recognized rights.  The Judicial Vicar provides and directs judicial services in 
accordance with Canon Law, with competence and objectivity, within the legal time frames 
imposed by law and with the required number of various competent and qualified officers of the 
court. 
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 
 

 Responsible to the Bishop for the successful performance of the Judicial Vicar’s assigned 
duties.  

   
B. Staff 
 

 Responsible for the supervision, performance and evaluation of the following: 
 

 Tribunal Auditor/Assistant to the Judicial Vicar 
 Tribunal Secretary 

 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A. Facilitate the development of overall mission statements, goals, objectives and for the 

successful implementation of the overall Diocesan mission. 
 
B. Manage the flow of Tribunal case work following the initial startup. 
 
C. Act as presiding Judge on marriage nullity cases, review each decision rendered in first 

instance for compliance with Canon Law, and execute appropriate letters, decrees, and 
notifications for each case from its conclusion to its confirmation by the Appellate Court. 

 
D. Examine Davenport cases for transmission to the Appellate Court for the mandated review, 

and arrange for the judicial review of cases submitted by another Court by assigning the 
officers. 

 
E. Correspond with Tribunals in other Dioceses and cooperate with legitimate requests for 

canonical assistance. 
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F. Establish protocols for processing the various kinds and grades of  matrimonial cases and 

other judicial proceedings. 
 
G. Arrange for the orderly preservation of case files in the archives. 
 
H. Update resumes of non-degree personnel and apply for indults from the Holy See. 
 
I. Create and maintain department budget in consultation with the Chief Financial Officer and 

other appropriate parties. 
 
J. Prepare annual reports on cases for the Holy See and Canon Law Society of America. 
 
K. Direct, supervise and evaluate the Tribunal Auditor/Assistant to the Judicial Vicar and 

Tribunal Secretary in keeping with their mission statements, goals, objectives and strategies. 
 
L. Participate in meetings with the Bishop and Curia. 
 
M. Establish procedures for internal operations in consultation with the Bishop and other 

Directors. 
 
N. Provide telephone support and appropriate information to pastoral ministers, Petitioners, 

Respondents, and the general public, especially regarding various kinds of annulment 
procedures and status of cases. 

 
O. Perform other duties as needed or assigned.  
 
 
STANDARDS OF PERFORMANCE 
 
A. Compliance with canonical requirements for the office of Judicial Vicar. 
 
B. Efficient and effective organization and direction to Judicial Vicar’s areas of responsibility. 
 
C. Effective oral and written communication. 
 
D. Interpersonal professional relationships which encourage openness, candor and trust, both 

internally and outside of the departments and the Diocese of Davenport. 
 
E. Overall soundness of decisions, effective delegation and maintenance of confidentiality for 

all sensitive information. 
 
F. Flexibility in performing designated duties. 
 
 
G. Acceptance of personal inconvenience for attainment of the Diocesan goals. 
 
H. Meet or exceed objectives established in budgetary process. 



 

Diocese of Davenport                                           3                                               08/15/07                  
                                                                                                 

 
 
MENTAL AND PHYSICAL REQUIREMENTS 
 
A. High ability to analyze and interpret information pertinent to the areas of responsibility. 
 
B. Ability to utilize technology relative to the performance of the areas of responsibility. 
 
C. Ability to perform designated duties under frequent time pressures. 
 
D. Ability to work irregular hours as dictated to accomplish the responsibilities of the position. 
 
E. Ability to travel by automobile, as needed, in the course of the position. 
 
F. Normally performs a majority of assigned duties in a well-ventilated, well-lighted and  
      temperature-controlled office environment. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. In accord with Church law, the Judicial Vicar must be a sacerdote (priest or bishop), holding 

a doctorate or at least a licentiate in canon law and not less than thirty years of age. 
 
B. Three years of experience in tribunal positions, including successful interviewing of clients 

and preparation of briefs. 
 
C. Management, administrative and leadership experience. 
 
D. Proven experience in written and oral communications. 
 
E. When the see is vacant, the Judicial Vicar does not cease from his office and cannot be 

removed by the diocesan administrator; when the new bishop arrives, however, he needs 
confirmation. 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
DIRECTOR OF VOCATIONS 

 
BASIC FUNCTION       EXEMPT POSITION 
 
The Director of Vocations works as a direct agent of the Bishop, who is the one primarily 
responsible for the pastoral care of vocations in the diocese.  As an agent to the Bishop, the 
Director of Vocations always operates on the level of external forum in matters related to 
seminarians.  He cannot, therefore, be a confessor to a seminarian.  The position includes the 
following areas of vocational ministry: 
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 
 

 Responsible to the Bishop for the successful performance of assigned duties. 
 
B. Associations 
 

 Assists and coordinates with the following  
 

 Priest Personnel Board 
 Diocesan Directors 
 Serra Club 
 Local and State Knights of Columbus 
 Iowa Diocesan Vocation Directors 
 Seminarian Admissions Board 
 Diocesan Vocations Committee 
 Directors of Religious Education 
 Catholic Schools 
 Diocesan Youth Ministers 
 College Campus Ministries (including St. Ambrose University and the 

Newman Catholic Student Center at the University of Iowa) 
 The Catholic Messenger 
 

 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A.   Administration 
 

1. Responsible for preparing the annual budget for the Offices of Vocations. 
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SPECIFIC DUTIES AND RESPONSIBILITIES (continued) 
 
B.   Vocation Awareness and Promotion 
 

1. Coordinate the efforts of the Diocesan Vocations Committee for vocations 
promotion throughout the diocese. 
 

2. Communicate to ministers throughout the diocese and encourage the 
observance of National Vocation Awareness Week, World Day of Prayer for 
Vocations and any other diocesan vocation events.  

 
3. Facilitate vocations awareness and provide discernment programs within the 

diocese. 
 

4. Provide regular weekend Mass assistance to parishes throughout the diocese 
as a means of witnessing to vocation awareness. 

 
5. Provide vocation outreach to schools, religious education programs, youth 

groups, and college Newman Centers and campus ministry programs within 
the diocese. 

 
6. Collaborate with the Director of Vocations from the other three dioceses in the 

Province of Iowa in providing programs for seminarians and those discerning 
a call to priesthood.  

 
C.  Ministry to Those Discerning Priesthood 
 

1. Be easily accessible to and supportive of men who feel they are called to 
priesthood. 
 

2. Provide programs and individual guidance to those who are discerning a 
vocation to priesthood. 

 
3. Assure a smooth, but thorough application process through interviews, 

background checks, psychological testing, etc.  Assure that the Bishop has as 
much information as possible about a candidate before making a 
recommendation for his acceptance or denial of application to seminary.   

 
D.   Ministry to Seminarians 
 

1. Be an advocate for seminarians during their seminary experience. 
 

2. Make visitations to every seminary where diocesan seminarians attend (except    
overseas seminaries) at least once a year speaking with the seminary rector 
and formation staff about the progress and aptitude of each seminarian. 
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SPECIFIC DUTIES AND RESPONSIBILITIES (continued) 

 
3. Assist the Bishop in making pastoral assignments of seminarians during the 

summer and pastoral years. 
 

4. Receive progress reports of seminarians from their seminary and follow-up 
when necessary with the seminary, the seminarian, and the Bishop. 

 
5. Maintain all seminarian files and assure that all necessary documentation is 

complete prior to ordination of seminarians to diaconate and priesthood. 
 

6. Assure proper recording of diaconate and priesthood ordination in Chancery 
and parish Baptismal records. 

 
E.   Ministry to Recently Ordained Priests 
 

1. Advise the Bishop and Priest Personnel Board in the first assignment of the 
newly ordained priests. 
 

2. Advise the Bishop in assigning a priest as a mentor to the newly ordained 
priests and provide materials to assist the mentoring process. 

 
3. Further develop the First Five Year Program to assist the recently ordained 

into full participation in the presbyterate of the diocese. 
 

4. Collaborate with the Directors of Recently Ordained Priests in the Province of 
Iowa in providing an annual workshop. 

  
F.   Ministry to the Diaconate Office 
 

1. Be a resource to the Diocesan Diaconate Director and Director of Deacon 
Formation in recruitment, evaluating candidates for diaconate, diaconal 
formation, and for the life and ministry of the deacons of the diocese. 
 

2. Serve as Spiritual Director for the Deacon Formation Program.    
 
G.  Ministries to and within the Diocese associated with this position 
 

1. The Director of Vocations is an ex-officio member of the Priest Personnel 
Board (PPB By-Laws). 

 
2. Attend meetings of the Diocesan Directors. 

 
3. Appointed by the Bishop as chaplain to the Serra Club of Davenport. 
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SPECIFIC DUTIES AND RESPONSIBILITIES (continued) 

4. Support the vocation efforts of the Knights of Columbus and attend the annual
joint meetings of the State Knights of Columbus Vocation Committee with the
Iowa Diocesan Vocation Directors.

5. Responsible for overseeing the Seminarian Admissions Board, making
recommendations to the Bishop about membership, calling meetings when
necessary, and using the Board as an important consultative body in decisions
related to seminarians admissions.

STANDARDS OF PERFORMANCE         

A. Efficient and effective organization in areas of responsibility.

B. Effective oral and written communication.

C. Interpersonal professional relationships which encourage openness, candor and trust, both
internally and outside of the departments and the Diocese of Davenport.

D. Overall soundness of decisions, effective delegation and maintenance of confidentiality for
all sensitive information.

E. Flexibility in performing designated duties.

F. Acceptance of personal inconvenience for attainment of the Diocesan goals.

G. Meet or exceed objectives established in budgetary process.

MENTAL AND PHYSICAL REQUIREMENTS 

A. High ability to analyze and interpret information pertinent to the areas of responsibility.

B. Ability to utilize technology relative to the performance of the areas of responsibility.

C. Ability to perform designated duties under frequent time pressures.

D. Ability to work irregular hours as dictated to accomplish the responsibilities of the position.

E. Ability to travel, as needed, in the course of the position.

F. Normally performs a majority of assigned duties in a well-ventilated, well-lighted and
temperature-controlled office environment.
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EDUCATION, TRAINING AND EXPERIENCE 
 
A. A Roman Catholic Priest in good standing with parish pastoral experience. 
 
B. Management, administrative and leadership experience. 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
DIRECTOR OF DEACON FORMATION 

 
 
 
BASIC FUNCTION       EXEMPT POSITION 
 
The Director of Deacon Formation National Directory for the Formation, Ministry, and Life of 
Permanent Deacons in the United States, “should be either a priest or a deacon, [and] is 
appointed by the diocesan bishop to be head of the deacon formation program. He reports 
directly to the bishop and should have regular communication with him. The director is 
ultimately responsible for both aspirant and candidate formation. However, the number of 
participants in either path may require the additional appointment of an associate. The director 
oversees the implementation of the formation program. He conducts regularly scheduled 
assessments; makes home and parish visitations; supervises the formation team, faculty, and 
mentors; and maintains contact with the aspirants’ and candidates’ pastors” (§271). 
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A.  Line 
 
      1. Responsible to the Bishop for the successful performance of assigned duties. 
 

2.  Has discretionary authority to make administrative decisions consistent with the approved 
policies. 

 
C.  Staff 
 

1.  Responsible for overseeing and collaborating with the Director of Spiritual Formation, 
the Coordinator of Pastoral Field Education, and other members of the Formation Team. 

 
2.  Directly, or through members of the Formation Team, responsible for overseeing and 

collaborating with the academic faculty, spiritual directors, mentors, and pastoral field 
education supervisors. 

 
B.  Lateral 
 

1. Assists and coordinates with the other diocesan staff to assure the successful performance 
off assigned job duties and responsibilities. 
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SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A. Administer all aspects of formation for permanent deacon candidates in the Diocese of 

Davenport.  This involves coordinating the preparation and execution of a comprehensive 
deacon training program as outlined in the National Directory for the Formation, Ministry, 
and Life of Permanent Deacons in the United States or any guidelines which may apply. 

 
B. Work within and maintain the budget allocated for the formation of deacons. 
 
C. Assist in integrating the formation program for deacons with other diocesan formation 

programs. 
 
D. Help identify the ministry needs of the diocese to ensure the proper placement of deacon 

assignments after ordination. 
 
E. Ensure that all deacon aspirants and candidates receive timely communication of information 

relating to diaconal formation and ministry. This includes maintaining the deacon formation 
page for the diocesan website. 

 
F. Perform other duties as needed or assigned. 
 

 
MENTAL AND PHYSICAL REQUIREMENTS 
 
A. High ability to analyze and interpret information pertinent to the Diaconate formation 

Coordinator areas of responsibility. 
 
B. Ability to utilize technology relative to the performance of the areas of responsibility. 
 
C. Ability to perform designated duties under frequent time pressures. 
 
D. Ability to work irregular hours as dictated to accomplish the responsibilities of the position. 
 
E. Ability to travel by automobile, as needed, in the course of the position. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. Performs a majority of assigned duties in a well-ventilated, well-lighted  and temperature 

controlled office environment. 
 
B. Significant pastoral experience prior to and subsequent to ordination. 
 
C. Proven experience in written and verbal communications. 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
DIRECTOR OF THE DIACONATE  

 
BASIC FUNCTION       EXEMPT POSITION 
 
The Director of the Diaconate is responsible for providing coordination, collaboration and 
leadership in all matters pertaining to the Permanent Diaconate for the Diocese of Davenport.  
He should be a priest or deacon appointed by the Bishop.  He is the Bishop’s representative in 
directing the post-ordination path of formation and assists the Bishop in the supervision of 
diocesan deacons.  
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 
 

1. Responsible to the Bishop for the successful performance of assigned duties.  
 

2. Has discretionary authority to make administrative decisions consistent with the approved 
policies. 

 
B. Lateral 
 

1. Assists and coordinates with other diocesan staff to assure the successful performance of 
assigned job duties and responsibilities. 

 
2. Assists and coordinates with deans, pastors and deacons to provide deacon support in the 

diocese. 
 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
A. Administer all aspects of diaconal life in the diocese.  This involves assisting in the 

preparation and execution of ministry appointment letters, assignments of deacons, and other 
requirements as set forth in canon law.  Helps identify the ministry needs of the diocese to 
ensure proper placement of deacon assignments after ordination.  

 
B. Provide opportunities for the ongoing spiritual development and continuing formation of all 

permanent deacons in the diocese. 
 
C. Coordinate and supervise the first three years of diaconal ministry following ordination. 
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DIRECTOR OF THE DIACONATE (continued) 
 
D. Serve as a focal point for pastors, deacons and other pastoral leaders on questions related to 

the ministry of deacons.  
 
E. Identify the ministry needs of deacons currently serving in the diocese. 
 
F. Facilitate the pastoral care for deacons, wives of deacons, their children and widows as 

needed. 
 
G. Ensure that all deacons receive timely communication of information relating to diaconal 

ministry, such as information available from the United States Conference of Catholic 
Bishops or from the National Association of Deacon Directors. 

 
H. Collaborate with the Diocesan Deacon Council for achieving Diocesan goals. 
 
I. Prepare and maintain the budget allocated to the Office of the Diaconate.  
 
J. Perform other duties as needed or assigned. 
 
 
METHODS OF ACCOUNTABILITY 
 
A. Through excellent oral and written communication skills and positive interpersonal 

relationships. 
 
B. Through informative, professional, compassionate and accurate assistance when working 

with the public including all outside agencies, church affiliated officials and all other external 
contacts. 

 
C. Through accurate, professional and timely completion of reports, memos, letters and 

announcements. 
 
D. Through positive, pro-active and creative problem-solving. 
 
E. Through remaining informed concerning current areas of responsibility 
 
STANDARDS OF PERFORMANCE 
 
A. Efficient and effective organization and direction to the Office of the Diaconate’s area of 

responsibility.  
 
B. Demonstrates excellent oral and written communication. 
 
 
 



Diocese of Davenport                                                                                      5/03/2011   3 

DIRECTOR OF THE DIACONATE (continued) 
 
C. Maintenance of interpersonal professional relationships which encourage openness, candor 

and trust, both internally and outside of the departments and the Diocese of Davenport. 
 
D. Overall soundness of decisions, effective delegation and maintenance of confidentiality for 

all sensitive information. 
 
E. Flexibility in performing designated duties. 
 
F. Acceptance of personal inconvenience for attainment of the diocesan goals. 
 
G. Meet or exceed development objectives established in budgetary process. 
 
 
MENTAL AND PHYSICAL REQUIREMENTS 
 
A. High ability to analyze and interpret information pertinent to the needs of the Office of the 

Diaconate. 
 
B. Ability to utilize technology relative to the performance of the areas of responsibility. 
 
C. Ability to perform designated duties under frequent time pressures. 
 
D. Ability to work irregular hours as dictated to accomplish the responsibilities of the position. 
 
E. Ability to travel by automobile, as needed, in the course of the position. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. Management, administrative and leadership experience  
 
B. Significant pastoral experience serving as a deacon in a parish. 
 
C. Significant experience serving in a community setting motivating, facilitating and organizing 

the Church’s ministry of charity and justice.  
 

D. Completion of the National Association of Diaconate Director’s National Directory Institute. 
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DIOCESE OF DAVENPORT 
POSITION DESCRIPTION 

 
VICAR FOR PRIESTS 

 
 
BASIC FUNCTION       EXEMPT POSITION 
 
The Vicar for Priests acts on behalf of the Bishop to provide special pastoral services for the 
priests of the Diocese of Davenport.  The Vicar is a member of the presbyterate of the diocese.  
The Vicar could be either an active priest or retired, based on the physical capabilities of the 
individual.  The priest appointed by the Bishop should represent his presence to his brother 
priests. 
 
 
ORGANIZATIONAL RELATIONSHIPS 
 
A. Line 

 
The Vicar is responsible to the Bishop in any policy-forming or decision-making process. 

 
B. Lateral 

 
 The Vicar reports directly to the Bishop.  In dealing with a priest, privacy and confidentiality 

must be maintained.  If a concern needs to be brought to the attention of the Bishop, the 
priest’s permission must be secured, or the Vicar must remind the individual of the necessity 
of informing the Bishop.  This should be done by encouraging the individual to directly 
consult with the Bishop himself. 

 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 

 
A. Presence and availability to the presbyterate should be maintained by the Vicar through 

attendance at deanery meetings and other gatherings of priests. 
 
B. The Vicar is thus able to share the thinking and experience of his brothers from the various 

meetings.  It also gives the Vicar the opportunity to bring ideas for discussion to each 
deanery that he might share with the Bishop and/or the Presbyteral Council, Priests’ Aid 
Society and Priests’ Personnel Board. 

 
C. The Vicar should be in constant contact with the retired and infirm members of the 

presbyterate, reporting their condition, soliciting prayers and visits for them whenever 
possible. 

 
VICAR FOR PRIESTS (continued) 
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D. The Vicar also serves as a “gatekeeper” to assist his brothers in securing professional help as
their situation may demand.  The Vicar’s presence and ability to listen is a basic service to
the priests.

E. The Vicar could perform related duties/special projects as assigned by the Bishop.

F. As non-voting member of the Personnel Board, the Vicar can contribute pertinent advice to
the Board’s deliberations, respecting confidentiality.

G. The Vicar would be the contact person to assist in placement of candidates for sabbatical
leaves.

METHODS OF ACCOUNTABILITY 

A. It is paramount to the credibility of the Vicar for Priests that no office is maintained with the
rest of the Chancery Staff.

B. The Vicar is accountable to the Bishop and needs to inform him of concerns that are sensitive
to the welfare of individual priests or the local Church when appropriate.

C. The Vicar is also accountable to the individual clerics who have sought his advice or help.

STANDARDS OF PERFORMANCE 

A. The Vicar should possess relational skills:  good listener, positive and encouraging to
communicate effectively.

B. Administrative skills:  be organized for scheduling and coordinating time.

C. Leadership skills:  possess the respect and acceptance of the presbyterate; be able to deal
creatively with tension and diversity of age and ecclesial theologies.

D. Possess a deep spirit of faith and be attuned to the contemporary Church.

E. Have a universal as well as a local Church vision.

VICAR FOR PRIESTS (continued) 
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MENTAL AND PHYSICAL REQUIREMENTS 
 
A. The Vicar for Priests should have the ability to judge and interpret information pertinent to 

his areas of responsibility. 
 
B. Be able to perform designated duties under pressure of time and at irregular hours as dictated 

by the need. 
 
C. Be able to travel by auto as needed, as one’s office may be his residence. 
 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
A. The Vicar should have a background in theology, spiritual direction and counseling. 

 
B. A degree in psychology would be an asset. 

 
C. A clear understanding of the Mission Statement of the Diocese is presumed. 

 
D. Experience of years in pastoral ministry and in oral and written communication. 
 
 
OTHER CONSIDERATIONS 
 
A. Regular evaluation at least annually. 
 
B. Salary to be commensurate with the diocesan scale, plus travel expense. 
 
C. Annual attendance at Vicars for Clergy conferences or workshops for continuing education 

or formation and updating in this position.  
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CONSTITUTION OF THE 
 

DIOCESAN BOARD OF EDUCATION 
 

DAVENPORT, IOWA 
 

ARTICLE I 
 

Name, Purposes & Duties 
 
Section 1. The Diocesan Board of Education (hereinafter “the Board”), is hereby constituted by the Bishop of 
the Diocese of Davenport (hereinafter “the Bishop”) for the purpose of establishing policy to govern the 
educational programs of the Diocese subject to the approval of the Bishop and other provisions of Canon Law, 
and the laws of the State of Iowa, including regulations of the Department of Education.  The Board will have 
the purpose and the duties of providing leadership and vision for excellence in life-long Catholic faith formation 
and governing all matters pertaining to education in the Diocese of Davenport.  These shall be deemed to 
include Catholic Schools (except college level), Faith Formation, Adult Education, Youth Ministry and all other 
formal educational activities established now or in the future (hereinafter “Catholic Education”).   This includes 
all matters pertaining to the diocesan Offices of the Director of Faith Formation and Superintendent of Schools; 
the location, opening and closing of schools or catechetical centers; classes; staff; salaries; educational, co-
curricular and related programs; finances; standards of education; application of Christian principles to the 
educational programs; and all formal courses of faith formation (except clergy education).  All decisions of the 
Board of Education shall be binding upon the Director of Faith Formation and Superintendent of Schools, 
parish/pastoral council, and the pastors; all subordinate Boards of Education and faith formation committees; and 
administrators and staffs of the schools and catechetical programs within the Diocesan system. 
 
Section 2. Relationship to the Bishop.  The Bishop, under this Constitution, retains the right inherent in the 
teaching authority of his office to govern all educational programs in the Diocese and make sure that the purity of 
faith and morals are protected.  This includes the right to demand that the Catholic Education programs retain 
their characteristics as educational institutions operating under a Catholic philosophy of education.  The Bishop, 
under this Constitution, retains the right to veto any policy or other action taken by the Board. 
 

ARTICLE II 
 

Subordinate Constitutions 
 
All subordinate boards and committees of education must operate according to a constitution approved by the 
Board. 

ARTICLE III 
 

Membership of Board 
 
Section 1. Number and Composition.  The Board shall be geographically and numerically representative of the 
Catholic community.  It shall include clergy, laity, serving the Diocese.  To this end, the Board may consist of up to 
13 members: the Bishop, 8 lay members, representing regions of the Diocese; 2 priests, and four at-large 
appointed by the Bishop. 

Section 2. Membership.  The Bishop appoints all members up to thirteen (13) members for three (3) year term 
unless otherwise designated.  Vacancies on the Board shall be filled with an appointment by the Bishop.  Any 
member of the Board, other than an ex officio member, who is absent from two consecutive regular meetings of 
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the Board shall, unless excused by the President, cease to be a member.  The Bishop may, however, remove any 
member at his discretion. 
 
Section 3. Tenure of Office.  Members appointed by the Bishop hold office for the term of three (3) years or in 
accordance with the Bishop’s specific appointment.  Each of the other members shall hold office for the term of 
three years. The present and future members of the Board shall hold office until successors are elected or until 
prior resignation or death or until prior disqualification by absence from two consecutive Board meetings not 
excused as aforesaid.  The Bishop may, however, remove any officer from that position at his discretion. 
 
Section 4. Ex-Officio Membership.  The Bishop shall be an ex-officio member of the Board. 
 

ARTICLE IV 
 

Officers 
 

Section 1. Creation of Officers.  The officers of the Board shall consist of a President; Vice President, a Recording 
Secretary and such assistants and additional officers as the Board may elect. 
 
Section 2. The Director of Faith Formation and Superintendent of Schools shall be the Executive Officers of the 
Board but not voting members. 
 
Section 3. Election, Tenure,Vacancies and Removal.  Officers shall be elected annually at the annual meeting of 
the Board designated for this purpose.  They shall be from nominations submitted by a Nominating Committee or 
by any member from the floor.  They shall hold office until the next annual election and thereafter until their 
successors are duly elected and qualified. 
 
Section 4. President.  The President shall act as Chairman of the Board and of any executive committee; shall be 
the executive head of the Board; shall appoint all committees unless otherwise specified by the Board; shall 
execute on behalf of the Board all written instruments except as otherwise directed by the Board; shall 
communicate with the Director of Faith Formation and Superintendent of Schools regarding the agenda to be 
used at meetings; shall ensure that the Director of Faith Formation and Superintendent of Schools report the 
action of the board to the Bishop and in general shall perform all duties incident to the office of a President and 
such duties as from time to time may be assigned by the Board.   
 
Section 5. Vice President.  At the request of the President, the Vice President shall perform the duties and 
exercise the functions of the President and when so acting shall have the power of the President, and shall 
perform such other duties as delegated by the President.  He/she shall complete the term of the President in case 
of the President’s death, incapacity, resignation or disqualification. 
 
Section 6. Secretary.  The Secretary shall keep the minutes of the meetings of the Board; shall see that all notices 
are fully given in accordance with the provisions of this constitution; shall be custodian of the record of the Board; 
attest to the authenticity of the copies of original documents; and in general, shall perform all duties incident to the 
office of the Secretary of the Board and such other duties as from time to time may be assigned by the President of 
the Board. 
 
Section 7. Assistant Officers.  The Assistant Officers shall have such duties as from time to time may be assigned 
to them by the Board or by the President. 
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ARTICLE V 
 

Meetings 
 
Section 1. Regular, Special and Annual Meetings.  The Board shall meet at least quarterly, subject to change by 
the Board itself or to postponement by the President.  Special or additional regular meetings shall be held 
whenever called by the president or by a majority of the Board.  The regular meeting held in the month of August 
in each year shall be designated the annual meeting for the purpose of election of officers and any annual report. 
 
Section 2. Time, Place, and Notice.  All meetings may be held at such times and places within or without the 
State as may be fixed by the President or by a majority of all voting membership of the Board upon not less than 
ten days’ notice.  Notice of the place, day and hour of all meetings must be delivered in writing.  All meetings of 
the Board are to be open meetings unless designated as being Executive.  Decisions made in Executive sessions 
must be presented and voted on at open sessions before becoming effective. 
 
Section 3. Quorum.  A majority of the entire Board is necessary for the transaction of business at meetings. A 
majority vote of those present shall be sufficient for any decision or election except decisions to amend this 
Constitution.  Mail/telephone/e-mail/internet votes may be conducted at the request of the President, with the 
final decision being entered into the minutes of the next meeting. 
 
Section 4. Rules of Procedure.  The Board may fix itself on rules of procedure but in the absence of such, 
Robert’s Rules of Order shall apply. 
 

ARTICLE VI 
 

Committees 
 
Section 1. Executive Committee.  The Board may provide for an Executive Committee of five (5) or more 
members, the President to be an ex officio member, and the other member or members to be elected by the 
Board and serve at the pleasure of the Board; the President is to be Chairperson thereof.  During intervals 
between meetings of the Board, the Executive Committee may possess and execute all of the powers of the 
Board conferred in this constitution to the extent authorized by the resolution providing for the Executive 
Committee or by subsequent resolutions.  All actions of the Executive Committee are subject to review by the 
entire Board and may be rescinded by a majority vote.  The Executive Committee shall meet at the call of its 
Chairperson and shall fix its own rules or procedures and notices to be given of its meeting.  Meetings of the 
Executive Committee shall be open meetings.  A majority shall constitute a quorum. 
 
Section 2. Other Committees.  The Board may by resolution provide for such other committees as it deems 
advisable and may discontinue the same at its pleasure.  Each committee shall have such powers and shall 
perform such duties as may be assigned to it by the Board and shall be appointed and vacancies filled in the 
manner determined by the Board.  In the absence of other direction, the President shall appoint all committees 
with the Approval of the Board.  Each committee shall be appointed and vacancies filled in the manner 
determined by the Board. 
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ARTICLE VII 

 
Office of Total Catholic Education 

 
Section 1. Constitution, Staff, Appointments. A diocesan offices concerned with total Catholic Education was 
established by the Bishop and is directed by the Director of Faith Formation and  the Superintendent of Schools  
who shall serve as the executive officers of the Board.  The Director, Superintendent and other staff shall have 
such compensation and terms of employment as determined by the Bishop. 
 
 
Section 2. Duties and Powers.  The Director of Faith Formation and the Superintendent of Schools shall be 
responsible to the Bishop.  He/she shall have immediate charge, control of the general administration, and 
supervision of all formal education within the diocese (except college level programs and clergy education). 
 
 

ARTICLE VIII 
 

Amendment of Constitution 
 
Section 1. Amendment.  This Constitution may be amended, supplemented or repealed in whole or part at any 
time by a two-thirds vote of all voting membership of the Board only after the amendment or amendments have 
been proposed at a prior meeting of the Board. 
 
Section 2. Notification.  All amendments brought before the Board are to be submitted to the Board in writing at 
least thirty (30) days before a vote is taken. 
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Promulgation of the Constitution of the Diocesan Board of Education 
 
 

Be it known to all concerned that I hereby formally delegate the powers stated in this document subject to the 
provisions stated in Article I, Section 2.  Be it known that it is my will that this document be officially promulgated. 
 
 
IN WITNESS WHEREOF we have hereunto subscribed our names on this        day of                  , 2010, to the 
constitution of the Davenport Diocesan Board of Education. 
 
 
OFFICIAL SIGNATURES 
 
  
(Most Rev.)  Martin Amos 
Bishop of Davenport 
 
  
S. Cheryl Demmer, President  
Diocesan Board of Education 
 
  
Dan Kieler, Vice President 
Diocesan Board of Education 
 
  
Christopher Weber, Secretary  
Diocesan Board of Education 
 
 
 
Original Diocesan Board of Education Constitution Adopted March 9, 1972 
 
Revised September 14, 1993  
 
Bishop established Diocesan Schools Committee in place of Diocesan Board of Education 
 
Revised Diocesan Board of Education Constitution  
Approved at St. Patrick Parish, Iowa City on September 16, 2010, Board of Education Meeting 
 
  
 
Approved by Bishop on  ____________  
 
Revised: November 2010 



Bylaws of the Diocesan Board of Education 
Policy adopted: September 23, 1998 
Revised: November 2010  
 
I. Members to of the Diocesan Board 
 
 A. Membership 
 

Membership of the Diocesan Board of Education (hereinafter “Diocesan Board”) consists of the Bishop 
and up to 13 other members. The Bishop appoints all members.  Appointed members take office at the 
first meeting of the Diocesan Board of Education in June. 
 
Membership shall reflect the makeup of the diocese. All groups should be represented, they should 
include: our deaneries, clergy, laity and 4 members at-large.  
 
All board members hold office for a term of three (3)  years, or as otherwise defined in the constitution.  A 
member may be reappointed or reelected but shall serve no more than two (2) consecutive terms. 

 
 B.  Method of Selection 
 

1.  The Bishop appoints all members. Each appointed member shall serve a term of three (3) years, and 
shall serve no more than two (2) consecutive terms unless specified in the letter of appointment. 

 
a. Lay Members representing their Deaneries 

Up to 8 lay members will be appointed by the Bishop of the Diocese with these suggested 
maximums for each as follows: 

  Clinton 1 Davenport 2 
  Grinnell 1 Iowa City  2 
  Keokuk 1 Ottumwa 1 

 
 

Each person who is leaving office may assist the Director of Faith Formation and/or  Superintendent 
of Schools to find a suitable replacement. The name(s) will be presented to the Bishop for his 
approval. This process should take place no later than April 30.   
 
Vacancies occurring at other times during the year shall be filled for the interim by appointment of 
the Bishop. The appointee should represent the same deanery left unrepresented by the vacancy.   

 
 C. Term of Members 
 

Terms for all members shall begin with the first meeting in June with election of officers at the August 
meeting. 

D. Removal 
 

1. Formal Resignation - A member resigning from the board shall inform the President in writing. 
 

2. Resignation by Absence - Article III, Section 3 of the constitution of the Diocesan Board of Education 
states : 

 



"Any member of the board, other than an ex officio member, who is absent from two consecutive 
regular meetings of the board shall, unless excused by President, cease to be a member." 

 
3. Removal by the Bishop - The Bishop may remove any member from membership or remove any 

officer from his or her position at his discretion. 
 
II. Timing of Diocesan Board Action 
 

Parishes should be notified by November of any Diocesan Board action having budgetary implications on 
parish budgets. 
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BYLAWS 
 FINANCE COUNCIL OF 

THE DIOCESE OF DAVENPORT 
PREAMBLE 

 
The Finance Council of the Diocese of Davenport (Diocese) is established pursuant to provisions 
of Canon 492 of the 1983 Code of Canon Law.  The Finance Council shall be guided by the 
Code of Canon Law, and is constituted primarily to undertake those functions set forth for it in 
the Code.  Its function is to serve the Diocese in assisting with marshaling, managing and 
conserving its material resources.  The Finance Council of the Diocese of Davenport is an 
advisory council to the Bishop of Davenport.  It may take no legislative actions but may 
recommend action to the Bishop and the Corporate Board of the Diocese which by vote may 
affirm or deny the recommended action. 
 
 

ARTICLE 1 
Members 

 
Section 1  General Members 
 
Members shall be appointed by the Bishop for a term of five (5) years commencing July 1 each 
year. The Finance Council shall be comprised of three to fifteen clergy and lay members at the 
discretion of the Bishop. Members shall serve staggered terms of office to provide for the orderly 
rotation of the members. Members may be re-appointed on completion of an initial five-year 
term. The Bishop shall fill vacancies for the remaining term of a terminating or deceased 
member. 
 
Ordinarily, members shall be of the Christian faithful who are experts in finance, civil law, or 
general business matters and who are people of impeccable integrity. The "Christian Faithful" 
are those who have been baptized in the Catholic Church (Canon 204), and who remain in 
communion with the Catholic Church (Canon 149) and are not barred by a legitimate sanction 
(Canon 96).  
 
Section 2 Ex-Officio Members 
 
The Bishop of the Diocese, the Vicar General of the Diocese, the Chancellor of the Diocese, and 
the two lay trustees of the Diocesan Corporate Board shall be Ex-Officio members of the 
Finance Council and shall be voting participants in all Finance Council meetings. 
 
 
Section 3 Finance Officer 
 
The  Finance Officer, appointed as such by the Bishop after consulting with the Finance Council 
and others as appropriate, shall be appointed to serve for a five-year (5) term and may be 
reappointed. The Finance Officer shall provide information adequate for the Finance Council to 
function and fulfill its duties. The Finance Officer shall be a non-voting participant in all Finance 
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Council meetings. As the chief administrator of the goods of the Diocese, the Finance Officer 
shall be responsible to implement the recommendations of the Finance Council only if approved 
and mandated by the Bishop or other governing authority of the Diocese. 
 
 
Section 4 Removal 
 
The Bishop may remove any person from membership on the Finance Council at any time for a 
serious reason. A serious reason includes, but is not limited to, failure to attend three (3) 
meetings of the Finance Council without reasonable justification, notice or excused absence or 
any serious reason which, in the sole discretion of the Bishop, substantially compromises the 
continued effectiveness of the member. 
  

ARTICLE 2 
Meetings 

 
Section 1 Time, Place, Notification 
 
Meetings shall be held quarterly and/or from time to time as required. Notice of all meetings 
shall be made by telephone, by electronic mail or in writing delivered to each member. The 
notice shall specify the time and place of the meeting. Notice shall be made at least seven (7) 
days prior to a meeting date except in an emergency. 
 
Section 2 Presiding Officer 
 
The Bishop, or his delegate, shall preside over the Finance Council.  
 
Section 3 Agenda 
 
The Finance Officer shall be responsible for setting the agenda, assembling materials for the 
meeting, and for distributing those materials to be reviewed prior to the meeting. Distribution of 
materials shall be accomplished at least five days prior to a meeting date, whenever possible. 
 
Section 4 Quorum 
 
A majority of the total number of members of the Finance Council, at least one (1) of whom 
shall include the Bishop, Vicar General, or Chancellor, shall constitute a quorum at any meeting 
of the Finance Council. 
 
Section 5 Recording Secretary 
 
A recording secretary shall be appointed at the first meeting in each year, and shall be 
responsible for preparation of minutes of each meeting during the year. In the event of the 
absence of a recording secretary from a meeting, the presiding officer shall appoint an acting 
recording secretary for the meeting. The Finance Officer shall maintain the continuity of the 
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minutes in a minute’s book.  The recording secretary need not be a member of the Finance 
Council and may be an employee of the Diocese. 
  
 

ARTICLE 3 
Subcommittees 

 
The Bishop or his delegate may establish subcommittees of individual members of the Finance 
Council to assemble information and assess areas which are deemed to require special study and 
review prior to presentation to the Finance Council as a whole. Additionally, individual members 
of subcommittees may be requested from time to time to make presentations on specific matters 
to the Bishop or the governing structure of the Diocese. 
 
Each subcommittee shall have an appointed chairperson who will be responsible for scheduling 
and organizing meetings, recording its acts and proceedings, and reporting to the Finance 
Council. 
 
Subcommittees shall meet at least annually or more frequently if deemed necessary by the 
subcommittee chairperson. Each subcommittee will determine its own rules or procedures 
consistent with the Finance Council By-Laws. 
 
If deemed necessary a Diocesan management staff person may be appointed to serve as liaison to 
the subcommittee. 
  

ARTICLE 4 
Compensation/Indemnification 

 
Section 1 Compensation 
 
Members of the Finance Council shall serve with no compensation. The Diocese will, however, 
pay all costs and expenses of members, except mileage, either directly or by reimbursement of 
out-of-pocket expenditures. 
 
Section 2 Indemnification 
 
The Diocese of Davenport shall indemnify any Finance Council member or former member or 
his/her respective heirs, administrators, successors and assigns against any and all costs and 
expenses, including, but not limited to, attorney fees, judgments paid and amounts paid in 
settlement (before or after legal proceedings are commenced) actually and reasonably incurred in 
connection with the defense of any claim, action, suit or proceedings, whether civil, 
administrative or otherwise in nature, in which the Finance Council member may be involved by 
reason of being or having been such member. 
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ARTICLE 5 
Conflict of Interest 

 
Members of the Finance Council serve for the benefit of the Diocese and its people. Membership 
on the Finance Council does not preclude a member or member's firm, or a family member’s 
firm, from doing business with the Diocese during the member's term of service. However, in the 
event the Finance Council is considering any matter that may directly or indirectly involve a 
member's firm, or a family member’s firm, that individual shall not participate in any action 
taken on the matter. If a member has any other interest that may present an actual or potential 
conflict with the individual's responsibilities as a Finance Council member, the member shall 
disclose the conflict of interest to the Bishop, Vicar General or Finance Officer who will 
determine what, if any, further action need be taken. 
 
Upon appointment to the Finance Council the member will be asked to sign a conflict of interest 
form. 
 
 

ARTICLE 6 
Consents or Recommendations 

. 
The Finance Officer shall transmit the recommendations of the Finance Council to the Bishop 
and individual members of the management staff of the Diocese as appropriate. All 
recommendations shall be in writing as stated in the minutes and in each instance it will be 
indicated whether or not unanimous. A majority of a quorum of the members shall be required in 
order to constitute a vote of "consent" or "recommendation." A comment will be made as to the 
reasons behind any dissenting votes. In extraordinary circumstances, members may be polled 
outside a meeting concerning decisions of urgency. 
  

ARTICLE 7 
Reporting 

 
Annually, after the end of the fiscal year, the Bishop shall report the following in letter form to 
the Archbishop of the province: 
1. The names and professional titles of the members of the Finance Council of the 

Diocese; 
2. The dates on which the Finance Council has met during the preceding fiscal year 

and since the end of that fiscal year; 
3. A statement signed by the Finance Council members and the Finance Officer stating that 

they have met, reviewed, and discussed the audited financial statements of the Diocese 
and the management letter, if any, for that fiscal year and have reviewed the management 
letter and the recommendations made by the auditors. 
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ARTICLE 8 
Summary of Duties and Functions of Finance Council 

 
In addition to providing counsel and support to the Bishop and the management staff of the 
Diocese, the Finance Council shall perform the following Canon Law mandated functions: 
 
Responsibilities shall extend to: 
(a) Diocese budget preparation and review (Can. 493) 
(b) Review of financial statements of the Diocese at year-end (Can. 493 and 494, Section 4) 
(c) Review of the financial reports of all administrators in the Diocese (Can. 1287) 
 
Consent shall be given or withheld in these two instances: 
(a) For the disposition of property above $500,000 (or as determined by the 

Episcopal Conference), with expert valuations and good reasons for the disposition being 
required as matters to be considered (Can. 1292) 

(b) For acts of extraordinary administration (Can. 1277 and 1295); as determined by 
the Episcopal Conference and approved by the Holy See 
 

When requested, advice in the form of recommendations may be given or withheld; 
(a) Relative to the more important (major) acts of administration (Can. 1277) 
(b) On the imposition of a tax by the Bishop (Can. 1263) 
(c) Relative to endowment investments (Can. 1305) 
(d) Where a will is to be moderated or commuted (Can. 1310) 
(e) To assist in the selection of the Canonical Finance Officer (Can. 493, Section 1) 
(f) To the Bishop before he determines norms establishing the limits of 

ordinary administration for juridic persons subject to the Bishop whose own statutes do 
not specify these norms. 

(g) On any other financial or general business matter the Bishop may deem appropriate 
 
 

ARTICLE 9 
Amendments 

 
Section 1 Approval 
 
These articles were approved on November 4, 2016 upon the recommendation of the members of 
the Finance Council and by vote of the Diocesan Corporate Board. 
 
Section 2 Amendment 
 
These articles may be amended upon a motion by a member of the Finance Council with 
approval by a majority of the Council and by a majority vote of the Diocesan Corporate Board. 
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ADDENDUM 
CANON LAW REFERENCES 

 
Can. 96  
By baptism one is incorporated into the Church of Christ and is constituted a person in it with the 
duties and rights which are proper to Christians in keeping with their condition, insofar as they 
are in ecclesiastical communion and unless a legitimately issued sanction stands in the way. 
 
Can. 149 
1. To be promoted to an ecclesiastical office, a person must be in the communion of the 
Church as well as suitable, that is, endowed with those qualities which are required for that office 
by universal or particular law or by the law of the foundation. 
2. Provision of an ecclesiastical office made to one who lacks the requisite qualities is 
invalid only if the qualities are expressly required for the validity of the provision by universal or 
particular law or by the law of foundation. Otherwise it is valid but can be rescinded by decree of 
competent authority or by sentence of an administrative tribunal. 
3. Provision of an office made as a result of simony is invalid by the law itself. 
 
Can 204 
1. The Christian faithful are those who, inasmuch as they have been incorporated in Christ 
through baptism, have been constituted as the people of God. For this reason, made sharers in 
their own way in Christ's priestly, prophetic, and royal function, they are called to exercise the 
mission which God has entrusted to the Church to fulfill in the world, in accord with the 
condition proper to each. 
2. The Church, constituted and organized in this world as a society, subsists in the Catholic 
Church governed by the successor of Peter and the bishops in communion with him. 
 
Can 492 
1. In each diocese a Finance Council is to be established by the bishop, over which he 
himself or his delegate presides, and which is to be composed of at least three members of the 
Christian faithful truly skilled in financial affairs as well as in civil law, of outstanding integrity 
and appointed by the bishop. 
2. Members of the Finance Council are to be named for a five year term; but having 
completed this term may be named to other five year terms. 
3.        Those persons are excluded from the Finance Council who are related to the bishop up to 
the fourth degree of consanguinity or affinity. 
  
Can 493 
In addition to the duties committed to it in Book V; The Temporal Goods of the Church, the 
Finance Council is to prepare each year according to the directions of the diocesan bishop a 
budget of the income and expenditures foreseen for the governance of the entire diocese in the 
coming year; moreover at the close of the year it is to examine a report of receipts and 
expenditures. 
 
 
 



7 
Nov 1, 2010. Reviewed Nov. 4, 2016 

Can. 494  
1. In each diocese, after listening to the college of consultors and also the Finance Council, 
the bishop is to name a finance officer who is to be truly skilled in financial affairs and 
absolutely distinguished for honesty. 
2. The finance officer is to be appointed for a five year term but, having completed this 
term, may be reappointed for other five year terms; during their term of office the finance officer 
may not be removed except for a grave cause, to be assessed by the bishop after listening to the 
College of Consultors and the Finance Council. 
3. It is the role of the finance officer to administer the goods of the diocese under the authority of 
the bishop in accordance with the budget determined by the finance council; from the income of 
the diocese the finance officer is to meet the expenditures which the bishop or others deputized 
by him have legitimately authorized. 
3. At the end of the year the finance officer must give to the Finance Council a report of receipts 
and expenditures. 
 
Can 1263 
The diocesan bishop has the right to impose a moderate tax on public juridic persons subject to 
his authority; this tax, which should be proportionate to their income, is for diocesan needs and 
may be imposed only after hearing the diocesan Finance Council and the presbyteral council; he 
can impose an extraordinary and moderate tax on other physical and juridic persons only in cases 
of grave necessity and under the same conditions with due regard for particular laws and customs 
attributing even more significant rights to him. 
  
 
Can. 1277  
The diocesan bishop must hear the Finance Council and the College of Consultors in order to 
perform the more important acts of administration in light of the economic situation of the 
diocese; he needs the consent of this council and that of the College of  Consultors in order to 
perform acts of extraordinary administration besides cases specifically mentioned in universal 
law or in the charter of a foundation. It is for the conference of bishops to define what is meant 
by acts of extraordinary administration. 
 
Can. 1287  
1. Both clerical and lay administrators of any ecclesiastical goods whatsoever which have 
not been legitimately exempted from the governing power of the diocesan bishop are bound by 
their office to present the local ordinary with an annual report, which in turn he is to present to 
the Finance Council for its consideration; any contrary custom is reprobated. 
2. Administrators are to render an account to the faithful concerning the goods offered by 
the faithful to the Church, according to the norms to be determined by particular law. 
 
Can 1292 
1. With due regard for the prescription of Can. 638, section 3, when the value of the goods 
whose alienation is proposed is within the range of the minimum and maximum amounts which 
are to be determined by the conference of bishops for its region, the competent authority is 
determined in the group's own statutes when it is a question of juridic persons who are not 
subject to the diocesan bishop; otherwise, the competent authority is the diocesan bishop with the 



8 
Nov 1, 2010. Reviewed Nov. 4, 2016 

consent of the Finance Council, the College of Consultors and the parties concerned. The 
diocesan bishop also needs their consent to alienate the goods of the diocese. 
2. The permission of the Holy See is also required for valid alienation when it is a case of 
goods whose value exceeds the maximum amount, goods donated to the Church through a vow 
or goods which are especially valuable due to their artistic or historical value. 
3. If the object to be alienated is divisible, the parts which have previously been alienated 
must be mentioned in seeking the permission for alienation; otherwise the permission is invalid. 
4. The persons who must take part in alienating goods through their advice or consent are 
not to give their advice or consent unless they have first been thoroughly informed concerning 
the economic situation of the juridic person whose goods are proposed for alienation and 
concerning previous alienations. 
  
Can. 1295 
Other restricted transactions — the requirements of Canons 1291-1294, to which the statutes of 
juridic persons must also conform, must be observed not only in alienation but also in any 
transaction which can worsen the patrimonial condition of a juridic person. 
 
Can 1305  
Money and moveable goods assigned to an endowment are immediately to be deposited in a safe 
place to be approved by the ordinary so that the money or the value of the moveable goods will 
be safeguarded; as soon as possible, these goods are to be invested cautiously and profitably for 
the benefit of the foundation with express and specific mention made of the burdens attached to 
the endowment; this investment is to be made in accord with the prudent judgment of the 
ordinary who is to consult the interested parties as well as his Finance Council on this matter. 
 
Can. 1310 
1. The ordinary, only for a just and necessary reason, may reduce, moderate, or commute 
the wills of the faithful for pious causes provided such power has been expressly granted him by 
the founder. 
2. If, through no fault of the administrator, the fulfillment of the obligations becomes 
impossible due to diminished income or some other reason, the ordinary can diminish them 
equitably after consulting the interested parties and his Finance Council, with due regard for the 
will of the founder as much as possible; this is not true for Mass obligations, whose reduction is 
governed by the prescription of Can. 1308. 
3. In other cases recourse is to be made to the Apostolic See. 
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CONSTITUTION AND BY-LAWS 
OF THE 

DIOCESAN PASTORAL COUNCIL 
 
 

PREAMBLE 
   
 

Can. 511 -  In each diocese, to the extent that pastoral circumstances recommend 
it, a pastoral council is to be established whose responsibility it is to 
investigate under the authority of the bishop all those things which 
pertain to pastoral works, to ponder them and to propose practical 
conclusions about them. 

 
Can. 512 -  1. The pastoral council consists of Christian faithful who are in 

full communion with the Catholic Church, clerics, members of 
institutes of consecrated life and especially lay persons, who 
are designated in a manner determined by the diocesan bishop. 

 
 2. The Christian faithful who are appointed to the pastoral council 

are to be so selected that the entire portion of the people of God 
which constitutes the diocese is truly reflected, with due regard 
for the diverse regions, social conditions and professions of the 
diocese as well as the role which they have in the apostolate, 
either as individuals or in conjunction with others. 

 
 3. No one except Christians of proven faith, good morals and 

outstanding prudence are to be appointed to the pastoral 
council. 

 
Can. 513 -  1. The pastoral council is to be established for a period of time 

according to the prescriptions of the statutes which are issued 
by the bishop. 

 
 2. When the See is vacant the pastoral council ceases to exist. 
 
Can. 514 - 1. It pertains exclusively to the diocesan bishop to convoke the 

pastoral council according to the necessities of the apostolate 
and to preside over it; the pastoral council enjoys only a 
consultative vote; it is for the bishop alone to make public what 
has been done in the council. 

 
 2. The pastoral council is to be convoked at least once a year. 
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ARTICLE I 
Name 

 
The name of this council shall be “Diocesan Pastoral Council” (DPC). 
 

 
ARTICLE II 

Purpose 
 
The Diocesan Pastoral Council is an advisory body to the Bishop which assists 
the Bishop and the rest of the Diocese in their efforts of evangelization by 
planning, overseeing and evaluating these efforts.  The Council, while not 
replacing any legitimately and/or juridically existing office, group or other 
council in the Diocese, is advisory to the Bishop, is representative of the entire 
Diocese and serves at the will of the Bishop. 
 
The purpose of the Pastoral Council shall be: 
 
A. To act as the authentic representative voice of the whole People of God, lay 

persons, religious and clergy to their diocesan bishop. 
 
B. To serve as a forum for open communications throughout the Diocese. 
 
C. To form a united voice with the diocesan Bishop, after full and free 

discussion, in speaking publicly to contemporary religious and ethical 
issues. 

 
D. To initiate and support with the diocesan Bishop positive action for the 

common good of the Church, of other religious bodies and the civil 
community. 

 
E. To be a visible sign of the unity of the People of God of the Diocese of 

Davenport. 
 
F. To review recommendations of all other diocesan collegial bodies and, 

while honoring the principle of subsidiarity, to submit to the Bishop 
recommendations which substantially affect diocesan goals and priorities. 

 
G. To assist the diocesan Bishop in the preparation of a diocesan synod when 

warranted (Canon 461.1) by selecting lay members (Canon 463.1-5) to be 
called to the synod and by assisting the diocesan Bishop to implement 
synodal statutes, policies and recommendations. 
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ARTICLE III 
Membership 

 
Section One   

Members 
 
The Diocesan Pastoral Council shall consist of: 
 
A. Three members serving ex-officio:  the diocesan Bishop, vicar general and 

the chairman of the Presbyteral Council. 
 
B. Representatives from parish clusters.  The Executive Committee shall 

establish these parish clusters and adjust them as necessary.  Cluster groups 
are listed in a separate document and may be adjusted as appropriate.   

 
C. These selected members shall be persons in good standing in the Catholic 

Church and active members of their respective parishes. 
 
D. The Bishop may appoint up to five members as he sees appropriate. 
 

Section Two   
Term of Office 

 
A. Ex-officio members shall serve a term concurrent with their office. 
 
B. Selected members who shall represent a cluster of parishes shall serve a 

three-year term, renewable once.  These members will serve on a staggered 
basis so that one-third of the selected membership will be renewed annually.  
No selected member shall serve more than two consecutive terms unless that 
person is completing the term of an officer. 

 
C. A selected member who has been absent without cause for two consecutive 

meetings shall be notified by the secretary that a third consecutive 
unexcused absence constitutes resignation. 

 
D. In the event of a death or resignation the vacancy shall be filled in the same 

manner in which the original member was chosen. 
 
E. The Bishop reserves the right to remove a member of the Diocesan Pastoral 

Council. 
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Section Three 
Method of Selection 

 
A. Selected members shall be recommended to the Bishop by the deans of the 

Diocese of Davenport in consultation with the pastors of the respective 
parish clusters.  The Bishop shall appoint the cluster representatives.    

 
1. The selection process shall consist of: 

 
a. Deans will request that pastors in respective clusters recommend a 

person to represent their cluster. 
 

b. The selection process shall begin five months before the beginning 
date of the term to be served. 
 

c. Selection of laity for membership should attempt to achieve 
representation from business and labor, male and female, married 
and single, divorced and widowed, parents, minorities, professionals, 
farmers, lay ministers (salaried and volunteer), socio-economic 
diversity and young adults.  More than one of these qualities may be 
represented by a member.  

 
 

ARTICLE IV 
Officers 

 
Section One 

Officers 
 

A. The officers shall be the president, a chair, a vice-chair and a secretary. 
 
B. The president shall be the Bishop of the Diocese. 
 
C. The chair, the vice-chair and the secretary shall be elected to a two-year 

term by a majority vote of the members present and voting at the summer 
meeting and shall assume office at the next regular meeting in the fall.  The 
Bishop may choose to appoint a Membership Committee to prepare a slate 
of officers. 

 
D. Should the position of chair, vice-chair or secretary become vacant before 

the end of the regular term, the position shall be filled by an election of a 
member to serve out the remainder of the term that had become vacant. 
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Section Two 
Duties of Officers 

 
A. The president shall preside over meetings of the Council, call special 

meetings of the Council, place matters of concern on the agenda, accept or 
reject the recommendations of the Council and officially promulgate 
subsequent decisions. 

 
B. The chairperson shall conduct the meetings of the Council, organize and 

coordinate the activities and processes of the Council, in consultation with 
the Bishop appoint members to committees, motivate the various 
members/groups in the Council to fulfill their specific responsibilities and 
perform such other duties as are common to the office. 

 
C. The vice-chairperson shall conduct meetings in the absence of the 

chairperson and perform such other duties as may be assigned by the 
Council or the chairperson. 

 
D. The recording secretary shall call the roll and record the proceedings of the 

Council; provide members with written notifications, agendas and support 
materials two weeks before the regular meeting; handle correspondence 
relative to Council activities; file all records, reports and communications; 
and perform such other duties as the Council or chair shall prescribe. 

 
 

ARTICLE V 
Committees 

 
Section One 

Executive Committee 
 

A. The officers of the Diocesan Pastoral Council shall constitute the Executive 
Committee. 

 
B. The Executive Committee may act in the name of the Council when 

requested to do so by the Council or the Bishop. 
 

Section Two 
Committees 

 
A. Committees may be established as necessary by the Bishop or by the chair 

of the Council at the direction of the Bishop. 
 
B. The Bishop or the chair of the Council at the direction of the Bishop shall 

appoint the chair of each committee. 
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C. The responsibilities and purpose of each committee shall be clearly stated 
when the committee is formed. 

 
D. All committees shall provide minutes of their proceedings to the Council 

secretary. 
 
E. Committee membership may be opened to persons who are not Council 

members. 
 
 

ARTICLE VII 
Meetings 

 
Section One 

Meetings 
 

The Diocesan Pastoral Council is to be convoked by the diocesan Bishop a 
minimum of three times a year.  These meetings shall be in the spring, summer 
and fall.  It pertains exclusively to the diocesan Bishop to convoke more frequent 
or special meetings. 

 
Section Two 

Agenda 
 

A. The Executive Committee shall prepare the agenda for Council meetings. 
 
B. Council members may submit items for the agenda.  Such items must be 

presented no later than three weeks prior to the meeting. 
 
C. Items the Executive Committee may decide not to place on the agenda will 

be explained. 
 

Section Three 
Attendance 

 
Attendance at the meetings is vital to the effectiveness of the Pastoral Council.  
Therefore, if a selected representative is unable to attend a meeting, he/she is 
responsible to notify the chair of the body and find a person from his/her parish 
cluster to serve as a substitute.  

 
Section Four 

Open Meetings 
 

Regular meetings of the Diocesan Pastoral Council shall be open to the 
constituency of the Diocese.  The Council may, by majority vote, go into 
executive session. 
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ARTICLE VIII 
Procedure 

 
The diocesan Bishop determines the rules of procedure.  It is for him alone to 
make public what has been done in the Council.  (Canon 514) 
 
 

ARTICLE IX 
Amendents 

 
A. Amendments of the Constitution and By-laws may be proposed at any 

regular meeting and passed by a two-thirds vote of those present. 
 
B. All amendments need the approval of the Bishop. 
 
 
 
Approved by the Diocesan Pastoral Council April 13, 2013 
 
Promulgated by the Bishop April 13, 2013 
 

















October 26, 2021 

Evangelization Commission 
Constitution 

 

Go and make disciples! 

 

Name 

The name of this body is the “Evangelization Commission of the Diocese of Davenport.” 

 

 

Mission 

The Evangelization Commission advises the Bishop and the Office of Evangelization in discerning how to 

center the activities of the diocese in evangelization. Through its consideration of cultural development, 

patterns of human experience, the nature of ongoing conversion, and the various modes of theological 

mediation, the Evangelization Commission nurtures the fibers of common meaning across the Diocese 

of Davenport. 

 

 

Membership 

A. Membership will reflect the diocesan population. 

B. The commission will have no greater than 12 members. 

C. Members will be appointed by the Bishop. 

 

 

Meetings 

A. Meetings will occur every 1-2 months, with no less than one meeting per quarter. 

B. Meetings will be facilitated on a volunteer member of the Commission. 

C. Meeting minutes will be taken by a volunteer member of the Commission. 

 

 

Structure 

The Evangelization Commission is comprised of the following members: 

A. Regular members: 

o Lay and ordained persons from around the diocese 

B. Ex-officio members: 

o The Bishop and/or the Vicar General 

o The Chancellor/Chief of Staff 

o The Director of Evangelization 

C. Staff support members: 

o Additional Diocesan employees, as deemed appropriate, who do not have voting power. 

D. Regular members and ex-officio members have voting power. 

 

 

Terms 

A. Terms last three (3) years. Each member is eligible for up to two (2) consecutive terms. After a 

period of not being on the Commission, a member may be reappointed to the Commission. 
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Presbyteral Council of the Diocese of Davenport 
 

Statutes 
 

Preamble 
 

The Presbyteral Council of the Diocese of Davenport is a body of priests who are to be 
like a senate of the bishop representing the presbyterate.  This council is to aid the 
bishop in the governance of the Diocese according to the norm of law in order that the 
pastoral welfare of the people of God entrusted to the bishop may be promoted as 
effectively as possible.  (cf. c. 495 §1) 

 
Constitution of the 

Presbyteral Council of the Diocese of Davenport 
 

Article I.  Name 
 
The name of the organization shall be the Presbyteral Council of the Diocese of 
Davenport. 
 
Article II.  Purpose 
 
The purpose of the Presbyteral Council shall be 
 
A. To encourage the full and free discussion of all issues of pastoral concern in the 

Diocese 
 
B. To provide a representative forum with the diocesan bishop for the priests doing 

ecclesial work in the Diocese (with the approval of the bishop) and any priest 
incardinated in the Diocese of Davenport, thus providing an organized opportunity 
for mutual and open reflection and fraternal dialogue 

 
C. To search for and to propose ways and means for the effective pastoral ministry of 

priests 
 
D. To provide consultation with the Bishop at those times required by canon law  (See 

Addendum.) 
 
Article III.  Membership 
 
The membership shall consist of the elected members, ex-officio members and 
appointed members from among the diocesan and religious priests serving in the 
Diocese of Davenport. 
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Article IV.  College of Consultors 
 
The College of Consultors is to be freely selected from among the membership of the 
Presbyteral Council by the diocesan bishop.  (cf. c. 502)  The College of Consultors will 
elect from their college two members to serve on the Presbyteral Council.  
 
Article V.  Officers 
 
A.  The officers of the Presbyteral Council shall be the president, the chairman, the 

vice chairman, the secretary and the treasurer. 
 
B. The president shall be the diocesan bishop.  The chairman, the vice chairman, the 

secretary and the treasurer are elected from among the elected members of the 
Council for a two-year term. 

 
Article VI.  Meetings 
 
A. The Council shall meet on a regular schedule as determined by the Bylaws and as 

convened by the president. 
 
B. A simple majority of the members that must include a majority of the elected 

members shall constitute a quorum. 
 

Article VII.  Committees 
 
A. The Council shall have an Executive Committee, an Election and Membership 

Committee and such other standing or ad hoc committees as shall be necessary to 
carry on the work of the Council. 

 
B. The Executive Committee shall consist of the officers of the Council.  The 

Executive Committee shall not have the power to act in the name of the Council 
except as specifically authorized by the Council according to the Bylaws. 

 
Article VIII.  The Impeded See or the Vacant See 
 
When the See is impeded, the Presbyteral Council continues to exist.  When the See is 
vacant, the Presbyteral Council ceases.  The new diocesan bishop will establish the 
Presbyteral Council anew within a year of taking possession of the Diocese.  
(cf. c. 501 §2) 
 
Article IX.  Amendments 
 
Amendments to this constitution may be made by a two-thirds majority of the 
membership of the Council with the approval of the diocesan bishop, prior notice having 
been given, as specified in the Bylaws. 
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Bylaws of the 
Presbyteral Council of the Diocese of Davenport 

 
Article I. Membership 
 
A. The membership of the Presbyteral Council is comprised of the elected members, 

ex-officio members and, at the discretion of the diocesan bishop, appointed 
members. 

 
B. The diocesan bishop may appoint members when he believes that a particular 

constituency of the priests is under-represented on the Council, observing in his 
appointments the admonition that about half of the members are to be freely 
elected.  The bishop is encouraged to identify the constituency which is under-
represented when he makes appointments to the Council.  (cf. c. 497 §1) 

 
C. One member shall be elected from each of the five age groups as determined by 

the chancery for Priests’ Personnel Board and Priests’ Aid Society elections. 
 
D. One member shall be elected as a deanery representative from the priests in each 

of the six deaneries. 
 
E. One member is elected by and as a representative of the retired priests of the 

Diocese. 
 
F. One member is elected by and as a representative of those priests in special 

ministries, that is, anyone in a non-parish ministry. 
 
G. The ex-officio members are the vicar general and the vicar for priests.  
 
H. A representative of the Deacon Council will be invited to participate in Presbyteral 

Council meetings as a non-voting observer. 
 
Article II.  Term of Office 
 
A. The term of office for elected members is four years.  (cf. c. 501 §1) 
 
B. The term of office for appointed members is to be determined and announced at 

the time of appointment. 
 
C. The term of office for the College of Consultors is five years.  (cf. c. 502 §1)  The 

two representatives elected from the college will serve for a four-year term.  
 
D. In the event of death, extra-diocesan transfer, protracted illness determined by 

failure to attend meetings and committee meetings for a six-month period or 
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resignation of any member of the Presbyteral Council, a new representative shall 
be elected or appointed as is appropriate. 

 
E. No member shall serve/represent more than one constituency. 
 
F. All members are eligible for reelection or reappointment. 
 
G. An elected age group representative who transfers from one age group to another 

shall continue to serve that age group as a member of the Presbyteral Council until 
the end of his term. 

 
H. An elected deanery representative who is transferred from his deanery shall lose 

his membership on the Council, and the deanery shall elect a new representative 
to fulfill the unexpired term. 

 
I. Elections for age group representatives shall occur in May of an election year. 

Elections for deanery representatives and College of Consultors representatives 
shall be held in July of any year in which these are necessary.  

 
J. When one representative is being elected from the retired or the special ministries 

(non-pastoral) groups, the priest receiving a majority of the first ballot is elected. 
 
K. The Elections and Membership Committee will conduct a ballot to determine those 

who are elected to serve on the Presbyteral Council. 
 
L. The Presbyteral Council’s officers are to be elected at the September meeting of 

the Council with the term of office to commence at that meeting and to continue 
through the September meeting two years hence. 

 
Article III.  Duties of Officers  
 
A. The president of the Council shall be the diocesan bishop.  The president shall 

have the right to call the meetings of the Council, to place matters of concern on 
the agenda, to accept or reject (except where otherwise provided by canon law) 
the results of the Council’s deliberations and can make them public.   
(cf. c. 500 §3) 

 
B. The Executive Committee shall represent the Council in the conduct of routine 

business as may be necessary at a time when the Council is not in session.  Any 
required canonical consultation is specifically excluded from the routine business 
which the Executive Committee may conduct.  (See Addendum.) 

 
C. The chairman shall conduct the meetings of the Council and shall have the duties 

prescribed for this office under the rules of parliamentary procedure.  He shall also 
appoint committees. 
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D. The Vice Chairman 
1. Shall replace the chairman in his duties when the chairman is absent 
2. Shall assist the chairman in his duties 

 
E. The Secretary 

1. Shall be responsible for the records of the Council and the minutes of each 
meeting 

2. Shall notify members of the Council of the time, place and agenda of the 
meetings 

3. Shall send a copy of the minutes of each meeting to the diocesan bishop 
4. Shall be responsible to carry on any necessary correspondence for the Council 

 
F. The Treasurer 

1. Shall collect the dues 
2. Shall give a current financial report at each regular meeting 
3. Shall pay the bills authorized by the Council 
 

Article IV.  Meetings 
 
The Council shall meet regularly in the months of January, March, May, September and 
November, provided there are substantive agenda items for discussion.  Meetings will 
customarily be held on the second Tuesday of the designated months.  The exact time, 
date and location of meetings will be determined by the Council or, lacking that, by the 
bishop. 
 
Article V.  Dues 
 
The annual dues of the Presbyteral Council are $50 per member per year. 
 
Article VI.  Amendments 
 
Amendments to the Bylaws may be made by a simple majority vote of the membership 
of the Council with the approval of the diocesan bishop and with at least ten days prior 
notice having been given to the members of the Council. 
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Addendum 
 
The Code of Canon Law identifies the following times in which the Presbyteral 
Council must be consulted: 
 
Canon 461 §1 
Concerns the calling of a diocesan synod 
 
Canon 515 §2 
Concerns the erection, suppression or notable alteration of a parish 
 
Canon 531 
Regards the allocation of offerings received as stole fees 
 
Canon 536 §1 
Regards the establishment of a pastoral council in each parish 
 
Canon 1215 §2 
Regards the building of a new church 
 
Canon 1222 §2 
Regards the reduction of a church to profane but not sordid use 
 
Canon 1263 
Regards the imposition of a moderate tax for diocesan needs 
 
Canon 1742 §1 
Regards the appointment of priests who are to assist the bishop in cases of the removal 
of a pastor whose ministry has become detrimental or ineffective.  (cf. c. 1740)  The 
bishop is to propose names to the Presbyteral Council of pastors [not priests] who will 
assist the bishop in cases in which canon 1742 is invoked.  This is a permanent group 
of the Presbyteral Council and should number more than two as the bishop, when 
needing this assistance, is to select two pastors from the group that the Presbyteral 
Council has elected following nomination by the bishop.  In addition, the number should 
be larger than two so that one may be chosen who is not a close friend of the pastor in 
question or someone with a conflict of interest which could impair judgment. 
 
Regarding the manner in which consultation will occur: 
 
For any event or action in which the counsel of the Presbyteral Council is required such 
counsel must be sought by observing the following protocol: 
 
1. The exact matter (that is, the exact wording of the motion to be placed on the 

table) must be distributed to the members of the Presbyteral Council at least ten 
days prior to the meeting.  Rationale:  The Presbyteral Council is a representative 
council, and, if its members do not have advance notice concerning significant 
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matters, then those members are denied the opportunity to receive input from 
those priests whom they represent.  A failure to allow adequate time for receiving 
input results in an invalid consultation.  In such a situation, an aggrieved party to 
the decision of the bishop could take recourse against the action of the bishop.  If, 
upon inquiry, it was determined that the bishop did not validly receive consultation 
from the Presbyteral Council, the action of the bishop could be overturned. 

 
2. A roll call vote shall be required for any matter for which the consultation of the 

Presbyteral Council is required by law.  Rationale:  The presence in the permanent 
records of the Presbyteral Council of a roll call vote can be important evidence that 
a required consultation has occurred, thus protecting the bishop against recourse. 

 
Amendments to the Addendum may be made by a simple majority vote of the 
membership of the Council with the approval of the diocesan bishop with at least 
ten days prior notice having been given to the members. 
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DIOCESE OF DAVENPORT 
PRIESTS’ PERSONNEL BOARD CONSTITUTION 

 
 

ARTICLE I NAME  
 
The name of this organization shall be the Priests’ Personnel Board of the Diocese of 
Davenport, Iowa. 
 
 
ARTICLE II FUNCTIONS OF THE PRIESTS’ PERSONNEL BOARD 
 
A. 1. To serve the Diocese, its Bishop, priests, and people by making 

recommendations of priest personnel to the Bishop for assignment for 
the good of the Diocese of Davenport. 

 
 2. To assist in priest personnel development and pastoral planning as it 

relates to the priests in support of the Priestly Life and Ministry 
Committee of the Diocesan Presbyteral Council. 

 
B. These recommendations shall take into account the following criteria: 
 
  1. The needs of the Diocese as determined by the Board in consultation 

with the Bishop and as informed by various responsible groups in the 
Diocese such as the Presbyteral Council. 

 
   2. The qualifications of personnel for specific ministries. 
 
   3. The long- and short-range goals of the Diocese of  
    Davenport. 
 
   4. The Guiding Principles which shall be developed and which shall form 

the Bylaws of this organization. 
 
 
ARTICLE III MEMBERSHIP 
 
The Priests’ Personnel Board of the Diocese of Davenport shall consist of five members 
elected by the active presbyterate together with a representative elected by the retired 
presbyterate and three ex-officio members - the Vicar General, the Director of Vocations and 
Vicar for Priests. 
 
A. 1. Each of the five groups of active Diocesan priests divided according to 

years of ordination shall elect one of their number to represent them. 
 
 2. These groups shall be periodically adjusted by the Bishop’s office to 

maintain a balance of numbers in the five groups. 
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B.  1. The elected members shall represent the group from which they were 
elected for a three-year term. 

 
  2. Members shall continue to represent the group from which they were 

elected until the end of their term even if they are moved to another 
age group by adjustment as in A 2 above. 

 
 
ARTICLE IV  OFFICERS 
 
A. The officers of the Priests’ Personnel Board shall be its Chairman chosen 

from the five voting members and its Secretary chosen from the 
membership. 

 
B.   The Chairman and Secretary shall be elected by the members of the Board 

and shall serve for a term of one year but remain eligible for re-election 
each year. 

 
C. The duties of the Chairman shall be to: 
  1. Preside at meetings of the Board 
   2. Designate when meetings are to be held 
   3. Prepare the agenda for each meeting 
   4. Act as liaison between the Bishop and the Board 
    5. Inform Board members of meetings and the agenda to be  
     discussed 
   6. Act as correspondent for Board 
 
D.   The duties of the Secretary shall be to: 
   1. Record a summary of each Board meeting 
  2. Act as Chairman pro tem in the absence of the Chairman 
 
 
ARTICLE V  TERM OF OFFICE 
 
A. Election to the Priests’ Personnel Board shall be for a three-year term.  

Election shall be by secret ballot of the Diocesan priests in accordance with 
Article III above. 

 
B. Active members of the presbyterate serving in the Diocese shall not be 

allowed to refuse to stand for nomination or election without specific 
permission from the Bishop. 

 
C. The six elected members shall begin their terms of office so that two  
 members begin their terms each year. 
 
D. Members shall be elected by a process where nominations are received.  

The members are then elected by majority vote of those voting from the two 
candidates obtaining the most nomination votes in each ordination 
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grouping.  In the event of a tie, the senior man in ordination shall be 
nominated or elected. 

 
E. In the event of death or resignation, the vacancy shall be filled in the  
 same manner in which the original member was specifically chosen  
 and the person elected shall be elected only for the unexpired term. 
 
F. An elected member may succeed himself as a member of the Priests’  
 Personnel Board for as many terms as he shall be elected. 
 
G. The ballots for election shall be prepared and mailed by the Bishop  
 and shall be returned to the Bishop who shall designate tellers to  
 tabulate the votes.  The Bishop is to report the results to the priests of  
 the Diocese without divulging the general tally. 
 
H. Elections as necessary shall take place regularly in October of each 
  year.  Newly elected members will attend Board meetings from  
 January 1 to June 30 and will take their seat on the Board the first  
 meeting after July 1. 
 
 
ARTICLE VI  MEETINGS 
 
A. The Priests’ Personnel Board shall meet as necessary. 
 
B. The time and place of the meetings shall be determined by the  
 Chairman or the Bishop. 
 
 
ARTICLE VII  CONFIDENTIALITY 
 
Professional norms of confidentiality shall apply in all matters of personnel record, matters 
that could be prejudicial to the good name of the parties concerned, or other matters the 
nature of which requires strict secrecy. 
 
 
Article VIII  FINANCIAL RESPONSIBILITY 
 
Expenses incurred in the operation of the Priests’ Personnel Board shall be borne by the 
Diocese.  Items of expense must be approved by the Chairman of the Board. 
 
 
Article IX  AMENDMENTS 
 
Subject to the approval of the Bishop, this constitution may be amended by the vote of four of 
the five voting members of the Priests’ Personnel Board after consultation with the 
Presbyteral Council. 
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CONSTITUTION 
DIOCESE OF DAVENPORT SOCIAL ACTION COMMISSION 

 
 
ARTICLE I NAME 
 
The name of this Commission shall be “Diocese of Davenport Social Action Commission.” 
 
ARTICLE II PURPOSE 
 
The purpose of the Diocese of Davenport Social Action Commission shall be: 
 
A. To advise and serve as a resource to the Office of Social Action on issues relating to the 

seven elements of Catholic social teaching (USCCB). 
 

B. To serve as a forum for open communications throughout the Diocese on issues relating to 
the elements of Catholic social teaching (USCCB). 
 

C. To foster activities in the parishes and deaneries of the Diocese of Davenport which 
promote the teachings of the Catholic Church commonly referred to as social action, social 
justice and pro-life. 

 
ARTICLE III MEMBERS 
 
The Diocese of Davenport Social Action Commission shall consist of membership appointed 
by the Bishop of the Diocese of Davenport.   
 
The membership shall include: 
 
A. Members serving ex-officio representing the diocesan Office of Social Action.  This 

includes the Director of Social Action and volunteers or paid staff working in the Office of 
Social Action as recommended by the Director of Social Action.   

 
B. Members from each deanery. 
 
C. Members at large as recommended by the Director of Social Action to reflect as much as 

possible the cultural elements and the presbyterate, diaconate and consecrated religious 
persons of the Diocese.  

 
ARTICLE IV TERM OF OFFICE 
 
The term of office for members of the Diocese of Davenport Social Action Commission shall be 
as follows: 
 
A. The term of office for the ex-officio members is at the discretion of the Director of Social 

Action. 
 

B. The term of office for all other members is three years. 
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C. Members can serve no more than two consecutive terms. 
 

D. In the event of a death or resignation, the vacancy shall be filled and the new member will 
complete the term of the replaced member and will be eligible to serve an additional 
consecutive term.  

 
ARTICLE V OFFICERS 
 
A. The officers shall be the Chair and a Secretary. 

 
B. The Chair and Secretary shall be elected by the Commission as provided for in the  

By-Laws of this Commission. 
 

ARTICLE VI DUTIES OF OFFICERS 
 
A. The Chair shall preside over meetings of the Commission, call special meetings of the 

Commission, place matters of concern on the agenda and officially promulgate results of 
the proceedings of the Commission. 
 

B. The Chair shall conduct the meetings of the Commission, organize and coordinate the 
activities and processes of the Commission, appoint members to working groups, (in 
consultation with the Director of Social Action), motivate the various members/groups in the 
Commission to fulfill their specific responsibilities and perform such other duties as are 
common to the office. 
 

C. The Secretary shall call the roll and record the proceedings of the Commission. 
 

ARTICLE VII WORKING GROUPS 
 
Working groups shall be established as necessary. 
 
ARTICLE VIII MEMBERSHIP OF WORKING GROUPS 
 
As in Article VI, Section B membership shall be from Commission members and others as 
needed. 
 
ARTICLE IX MEETINGS 
 
A. The Diocese of Davenport Social Action Commission will ordinarily convene monthly with 

additional or fewer meetings at the discretion of the Director of Social Action.  Meetings 
may be held in person or via a technological communication system. 
 

B. The Diocese of Davenport Social Action Commission is a consultative and not a 
deliberative body.  Its reflection or the conclusions derived from its meetings are available 
to the Bishop of the Diocese of Davenport and the Director of Social Action.  It is not a 
canonical body and has no authority to compel any action or inaction on the part of the 
diocesan church or its officers. 
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ARTICLE X PROCEDURE 
 
A. An agenda will be made available to all members prior to each meeting. 

 
B. Minutes of each meeting will be distributed in a timely manner to members after each 

meeting and are subject to correction and approval at the following meeting. 
 

ARTICLE XI AMENDMENTS 
 
Amendments are subject to the approval of the diocesan Bishop. 
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BY-LAWS 
DIOCESE OF DAVENPORT SOCIAL ACTION COMMISSION 

 
ARTICLE I MEMBERSHIP 
 
A. Initial terms will be staggered such that one-third of the Diocese of Davenport Social 

Action Commission will finish their respective terms each year.   
 

B. The process of adding new members to ensure all members are represented as 
defined in the Constitution will begin on a date specified by the diocesan Director of 
Social Action commencing on or after September 1, 2009.  A member's term 
commences in September of the year the member joins the Commission unless 
otherwise specified in the Constitution or By-Laws.  

 
C. The Bishop, upon recommendation of the Director of Social Action, will appoint new 

members.  The Director will solicit membership recommendations from the existing 
members, Deans, and other sources. 

 
ARTICLE II OFFICERS 
 
A. The Chair and Secretary shall be elected to a one-year term by a majority vote of the 

members present and voting at a meeting and shall assume office at the next 
regular meeting.  Officers can serve no more than two consecutive terms in that 
office. 

 
B. Should the position of Chair or Secretary become vacant before the end of the 

regular term, the position shall be filled by an election in the same manner as 
prescribed in Article II, Section A at the meeting following the vacancy.   

 
ARTICLE III EXECUTIVE COMMITTEE 
 
A. The officers of the Commission shall constitute the Executive Committee along with 

the Director of Social Action. 
 

B. The Executive Committee may act in the name of the Commission when requested 
to do so by the Commission. 

 
C. Commission members may submit items for the agenda. Such items may be 

presented following receipt of minutes from the previous meeting. 
 

ARTICLE IV AMENDMENTS 
 
Amendments to the By-Laws may be approved by a simple majority of members 
present. 
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Diocese of Davenport 

We have FAITH in Our Catholic Schools 

A Strategic Plan for Catholic School Education 

The Catholic schools in the Diocese of Davenport will fulfill the Church’s evangelizing mission by 

providing parents an outstanding education in the faith for their children.  Our schools will 

infuse a rigorous academic program with the timeless message of Jesus Christ, and deliver it in 

a safe, respectful atmosphere.  Our Catholic schools will promote among our students a life‐

long commitment to faith, prayer and virtue, a sense of social justice, greater numbers of 

religious vocations and a way of life based on responsible stewardship. 

A Vision for the Next Decade 

The Catholic schools in the Diocese of Davenport will remain relevant, valuable, competitive 

and effective for the Church, our families and society.  Our diocesan schools have a long track 

record of success, but there is room to reach an even higher level of excellence in all of our 

schools.  The vision of Catholic education for the next decade in the Diocese of Davenport will 

be achieved by development and articulation of a clear strategic plan for Catholic education 

promoted vigorously from diocesan leadership and carried out by pastors, teachers, principals, 

board members, benefactors, members of the faithful, young and old, and with and without 

children and parents.  It will happen with the material generosity, prayers and the support of 

the whole Catholic community making significant sacrifices because we believe in our children 

and put their care and education first. 

The strategic plan describes what our schools could and should be in the next three to five 

years. It covers the areas of 1) Mission and Catholic Identity, 2) Academic Excellence, 3) 

Leadership and Governance, and 4) Operational Vitality. 

Mission and Catholic Identity 

The Church’s teaching mission includes inviting young people to a relationship with Jesus Christ 

and deepening an existing relationship with Jesus, inserting young people into the life of the 

Church, and assisting young people to see and understand the role of faith in one’s daily life 

and in the larger society.  “This unique Catholic identity makes our Catholic elementary and 

secondary schools ‘schools for the human person’ and allows them to fill a critical role in the 

future of our Church, our country and our world” (The Catholic School on the Threshold of the 

Third Millennium, 1997). Excerpt from National Standards and Benchmarks for Effective 

Catholic Elementary and Secondary Schools. 
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Goal 1:  The Catholic schools of the Diocese of Davenport will continue to be guided and 

driven by a clearly communicated mission that embraces a Catholic identity rooted 

in Gospel values, centered on the Eucharist, and committed to faith formation, 

academic excellence and service. 

Objectives 

1.1 A distinctive Catholic environment of Gospel‐inspired values will be integrated into all 

areas of the curriculum and school life.  

1.1.1 The tool created in 1.3 will be used to guide the evaluation of the environment 

and to make recommendations for each school. 

 

1.2 Catholic schools will teach an understanding of the Catholic moral tradition, including 

Catholic Social Teaching to provide students with a moral compass and firm foundation 

for active participation in the Church and daily living.   

1.2.1 The Office of Social Action will identify approved Catholic Social Teaching 

materials that all staff, parents and students should be familiar with.   

1.2.2 The Office of Social Action will provide training of leaders at each school. 

1.2.3 Teachers and school personnel will educate students and disseminate 

information to parents regarding key Catholic Social Teaching. 

 

1.3 The Office of Catholic Schools, in collaboration with school leaders, will develop a 

Diocesan rubric to measure the development of Catholic identity and faith formation at 

all schools. 

1.3.1 A diocesan committee of two principals, one priest, one individual from faith 

formation and the diocesan Director of Liturgy will develop a rubric for Catholic 

identity for all schools. 

 

1.4 Catholic school parents, staff and students will actively engage in Christian giving and 

service in their schools, parishes and community‐at‐large reflective of the blessings of 

stewardship. 

1.4.1 The Office of Stewardship will secure approved educational materials regarding 

stewardship of time, talent and treasure and disseminate the information to 

school staff and families. 

1.4.2 Schools will implement strategies to emphasize the importance and visibility of 

living a life in response to the call of stewardship. 

 

1.5 Schools will strengthen the relationship between parishes, schools and the diocese by 

encouraging staff, students and families to be integrated into parish and diocesan life 

through liturgy, service, and ministerial opportunities. 
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1.5.1 The diocesan Coordinator of Youth and Young Adult Ministry will communicate 

with diocesan school principals to encourage awareness and participation in 

diocesan youth events.  

1.5.2 Each school community will develop a definition of what it means to be actively 

involved in the associated parish communities and continually remind families 

and staff of this definition. 

 

1.6 The schools, supported by the priests of the diocese, will celebrate regular Masses 

during the school day, including Holy Days of Obligation and other special occasions, and 

encourage additional religious activities such as Eucharistic Adoration and the 

Sacrament of Reconciliation.   

1.6.1 The tool created in 1.3 will be used to guide the evaluation of this objective and 

to make recommendations for each school.   

 

1.7 The religious instruction for students will be rigorous, aligned to the national guidelines 

and USCCB, and promote both knowledge of the Faith and a living of the Faith. 

1.7.1 The appropriate diocesan staff (Catholic Schools Office, outside presenters, Faith 

Formation Staff) will conduct an in‐service for secondary school teachers of 

religion.  

1.7.2 The Office of Catholic Schools and Office of Faith Formation will develop a tool 

by which religious education materials and textbooks can be evaluated. 

 

1.8 All pastors, clergy and parish leaders will be expected to support Catholic schools, 

actively encourage parishioners to consider enrolling their students in Catholic schools 

and maintain a visible presence in their schools. 

1.8.1 The Office of Catholic Schools along with select principals will develop 

opportunities for all priests, members of religious orders, and deacons 

associated with Catholic Schools for formation relating to the role, governance 

and operation of Catholic schools. 

1.8.2 The Catholic Schools Office and selected principals will familiarize the pastor and 

the principal with Catholic school‐parish issues at the start of their duties. 

Goal 2:  The Office of Catholic Schools will collaborate with the Office of Faith Formation to 

continue to provide spiritual and catechetical opportunities for educators to 

increase their knowledge and understanding of the Catholic faith and to be 

witnesses of the faith for their students.  

Objectives 
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2.1  All teachers in our Catholic schools will pursue Basic Catechetical Certification as defined 

in the Faith Formation Guidelines.  Continuing catechetical training is also required.  

Diocesan offices will help teachers obtain this certification. 

2.2  The Office of Catholic Schools and Office of Faith Formation will determine the 

necessary Catholic faith formation for all staff members; including members with other 

faith traditions and Catholics, so they can share in the mission of promulgating the 

Catholic faith and help students receive the proper formation. 

2.3  The Office of Catholic Schools and Office of Faith Formation will help train teachers to 

infuse Catholic teachings, virtues and values into all aspects of instruction across the 

curriculum and in all relationships. 

Academic Excellence 

The Catholic schools in the Diocese of Davenport will become a beacon for parents seeking an 

outstanding education for their children.  Students will continue to be taught by a faculty 

appropriately credentialed and qualified according to diocesan and State of Iowa Standards, 

and continue to demonstrate academic excellence on multiple measures of assessment. Not 

only must our schools be competitive with surrounding districts but they must demonstrate a 

superior value for tuition paid.    

The United States Conference of Catholic Bishops affirms the message of the Congregation on 

Catholic Education that intellectual development of the person and growth as a Christian go 

forward hand in hand. Rooted in the mission of the Church, the Catholic schools bring faith, 

culture and life together in harmony.  In 2005, the bishops noted that “young people of the 

third millennium must be a source of energy and leadership in our Church and our nation. And, 

therefore, we must provide young people with an academically rigorous and doctrinally sound 

program of education” (Renewing Our Commitment to Catholic Elementary and Secondary 

Schools in the Third Millennium, 2005). 

“The essential elements of ‘an academically rigorous and doctrinally sound program’ mandate 

curricular experiences, — including co‐curricular and extra‐curricular activities, — which are 

rigorous, relevant, research‐based, and infused with Catholic faith and traditions.”  Excerpt 

from National Standards and Benchmarks for Effective Catholic Elementary and Secondary 

Schools.  

Goal 3:  Each school will provide a comprehensive, challenging and rigorous curriculum and 

will be recognized in the community for its quality education.  

Objectives 

3.1  Each school will maintain State of Iowa accreditation and, as part of maintaining our 

state accreditation, schools will continue to align their curricula with the Iowa Core 
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standards and continue to update and implement the religion/faith formation 

standards used in the Diocese of Davenport’s schools. 

3.2  Each school will create learning opportunities to accommodate students of varying 

academic abilities that include robust enrichment, remedial, and co‐curricular 

programs and expanded resources for preschoolers and students with special learning 

needs.  Where dedicated programs are not feasible, teachers will receive assistance 

and support in providing differentiated instruction in the classroom. 

3.3  Each school will develop monitoring systems and remedial support services, to meet 

the goal of all students being proficient in reading and math by the end of third grade.  

Programming that runs after normal school hours and during the summer may be part 

of these activities and grade level retention will also be considered for those not 

meeting grade level expectations.  Services will continue for those who fail to meet the 

end of third grade goals.   

3.4  Without losing focus on the mission of Catholic school education, schools will be 

encouraged to explore unique or innovative curriculum offerings or specializations that 

meet students’ and families’ needs.   

Goal 4:  The appropriate use of technology will be integrated throughout the instructional 

program of each school to enhance student learning.  

Objectives 

4.1  Each school will develop a technology plan that provide strategies, action plans, and 

budgets for schools to achieve and sustain their technology goals.  Included in the plan 

should be a goal for the school to reach 1:1 computer/student ratio. 

4.2   Each school will provide in‐service and support services to develop greater technology 

competence among teachers. 

4.3  The Office of Catholic Schools, in collaboration with broader diocesan resources to the 

extent possible, will provide schools technology support. 

4.4   Diocesan schools will set a goal of being paperless in grades five through twelve (the 

ability to receive and complete assignments, view rubrics and sample work online. 

Goal 5:  Catholic schools will recruit, retain and motivate highly qualified teachers who 

model the integration of faith and daily living.  

Objectives 
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5.1  The Office of Catholic Schools will develop guidelines for determining a recommended 

just starting salary.  These guidelines should be flexible enough to accommodate local 

market differences with the target set at 80% of local public school salaries. 

5.2  A diocesan committee will be established to develop and implement a diocesan 

compensation model consistent with the mission of Catholic schools and sufficiently 

competitive to attract and retain outstanding principals and teachers. 

5.3  When the Iowa Department of Education issues new guidelines, the Office of Catholic 

Schools will develop a model for ongoing teacher/administrator supervision and 

evaluation which will be used by all schools and be based upon current research while 

maintaining focus on the teacher’s/administrator’s contribution to the Catholic 

identity of the school.   

Goal 6:  The Office of Catholic Schools will support strong professional development that 

follows the Iowa Professional Development Model.  

Objectives 

6.1  The Office of Catholic Schools and local leadership will ensure that there is full 

knowledge of the Iowa Professional Development Model. 

6.2  Local school leadership including principals, pastors and teachers will create a school 

culture of professional development that provides time and funding, and support 

increased knowledge of, and implementation of, best practices to facilitate and 

enhance student learning. 

6.3  The Office of Catholic Schools will explore collaboration with St. Ambrose University 

and other institutions of higher education to enhance and increase professional 

development and continuing education opportunities. 

6.4  Schools, through partnerships with AEAs and local service organizations, will provide 

professional development in meeting the needs of students with special needs and 

learning challenges. 

Goal 7:  The Office of Catholic Schools will ensure that schools use multiple national, state 

and local resources, including the National Standards and Benchmarks for Effective 

Catholic Elementary and Secondary Schools, and diversified assessment methods 

and best practices to monitor, support, measure and evaluate student learning and 

program effectiveness.  

Objectives 
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7.1  School faculty, in collaboration with local school leadership, will explore and evaluate 

age appropriate assessments that align with the curriculum and document the growth 

of each student. 

7.2  Local school leadership will provide teachers with professional development in the 

administration of assessments and interpretation of the data to drive and enhance 

instructional practices with the goal of improved student performance. 

7.3  Local school leadership and faculty will increase the use of data analysis to guide 

curricular, instructional and programmatic decisions and communicate the results to 

school stakeholders. 

Operational Vitality 

“Catholic schools are temporal organizations committed to the Church and the mission of 

Catholic education including a commitment to a culture of excellence and rigor.  These schools 

exist in a milieu of constant socioeconomic challenges grounded in continuous need for 

sustainable financial planning, human resource/personnel management and professional 

formation, facilities maintenance and enhancement, and the requirement for institutional 

advancement and contemporary communication.  Catholic schools must adopt and maintain 

standards of operational vitality in these areas and define the norms and expectations for 

fundamental procedures to support and ensure viability and sustainability.  When a school does 

not maintain the standards for operational vitality, the continuation of academic excellence is 

in grave jeopardy.  Over time, even an academically rigorous school with strong Catholic 

identity will not survive without operational vitality.   

Standards for operational vitality must focus on the ‘operation’ of the school, — how it works 

and how it is supported — in four key areas: finances, human resource/personnel, facilities, and 

institutional advancement.”  Excerpt from National Standards and Benchmarks for Effective 

Catholic Elementary and secondary schools. 

Goal 8:  Each Catholic school will develop a clear understanding of its financial vitality with 

clear knowledge of current income and expenses, including elements such as tuition 

revenue and tuition assistance, parish investment, fundraising and development, 

salaries and benefits, direct and indirect instructional and administrative costs, 

operational expenses and cost per pupil.  Financial vitality should take into account 

enrollment capacity, future projections, and knowledge of the finances of the 

parishes and the community.  

Objectives 
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8.1    Our schools will operate with balanced budgets year‐to‐year and, if possible, accrue 

some savings for future capital projects recognizing budgeting differences between 

parish schools and regional schools. 

8.2  The Office of Catholic Schools will convene a committee which meets regularly to 

examine issues unique to the future of small Catholic schools.  The group will study and 

recommend best educational practices in these situations, the training needed by 

teachers and ways to deliver Catholic school education with effective and sustainable 

staffing scenarios.   

8.3  The Office of Catholic Schools, in cooperation with local school leadership, will remain 

apprised of the developments in the local public schools and determine how the 

Catholic schools will continue to meet its constituents’ needs in the future. 

8.4  The Offices of Catholic Schools in cooperation with other diocesan offices will expand 

development efforts to focus on marketing, the annual fund, planned giving and 

business partnerships especially in our schools without development offices. 

8.5  The Office of Catholic Schools will establish a diocesan level committee (including 

pastors and school board members) to review all different tuition models such as locked 

in, stewardship and cost‐based to determine the best model for diocesan schools. 

Goal 9:  Catholic schools will be valued as a critical mission and responsibility of the entire 

Diocese of Davenport.  

Objectives 

9.1  The Office of Catholic Schools will form a committee to determine funding models that 

are equitably supported by parishes whose families utilize Catholic school education. 

9.2  The Office of Catholic Schools, in conjunction with the appropriate diocesan consultative 

bodies, will determine an equitable and just method for parishes that are sending 

students to other parish schools to assist in funding those Catholic schools. 

9.3  For general Catholic school education support or focused support, such as retirement or 

health insurance for staff, the Office of Catholic Schools along with other diocesan 

leaders will continue to advocate for diocesan‐wide funding options such as utilization 

of a portion of the Annual Diocesan Appeal (ADA) to support Catholic school education 

and/or capital campaign for Catholic school education.   

Goal 10: The Office of Catholic Schools will continue to work on behalf of each Catholic school 

to optimize funding from the local public school districts, state and federal 

government sources (such as title programs) and with leadership of local schools to 

promote legislation favorable to the financial support of Catholic school education.  
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Objectives 

10.1 The Office of Catholic Schools will ensure that all parents, pastors, and board members 

possess a firm understanding of what resources Catholic schools already receive in the 

State of Iowa. 

10.1.1 The Office of Catholic Schools along with the directors of the STO and the 

Executive Director of Iowa Alliance for Choice in Education (ACE) and The Iowa 

Catholic Conference will develop a white paper outlining the current sources of 

governmental funding assistance that schools already receive and share this 

information with the families of school children, boards and pastors in the 

Diocese of Davenport.  

 

10.2 The Office of Catholic Schools and local school leadership will push for increases to state 

transportation assistance and textbook funding, and for increases in tuition tax credits 

and the income levels for Student Tuition Organization eligibility. 

10.2.1 A steering committee promoting the Catholic school related issues will be 

formed to get talking points in the hands of all board members, principals and 

pastors to use in personal contacts with members of the Iowa Legislature.   

 

10.3 The Office of Catholic Schools and local school leadership will lobby for passage of 

legislation establishing Educational Savings Accounts (ESA) in Iowa that benefit Catholic 

school education. 

 

10.4 A committee promoting legislative issues in the Diocese of Davenport Catholic schools 

will be formed to ensure that a presentation on ESA’s is done in every local school 

jurisdiction.   

Goal 11: The Office of Catholic Schools and local school leadership will spread the “good 

news” about the value of Catholic schools.  

Objectives 

11.1  The Office of Catholic Schools will promote the value of Catholic school education and 

the achievement of our Catholic school students and faculty through the use of data 

enlightened by personal stories using traditional and new media aimed to attract 

prospective families and remind the wider community of the value of Catholic 

education. 

11.2  The diocesan superintendent will regularly communicate directly with the pastors with 

schools, teachers, staff and parents who have chosen a Catholic school for their children 

to maintain a more cohesive message regarding issues of importance to Catholic 

education or education in general. 
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11.3   Catholic schools will identify changing demographics and develop appropriate 

marketing, communication and models to serve the needs of the community. 

11.4  Local schools will implement family mentoring programs to help families assimilate into 

the school and parish communities. 

Goal 12:  The Catholic schools in the Diocese of Davenport will be housed in facilities that 

express a clear Catholic identity, and are safe for students, well equipped with 

modern technology, well‐maintained, climate‐controlled and in clean, good physical 

condition.   

Objectives 

12.1  The Office of Catholic Schools will study the areas or opportunities for expanded, 

renovated, relocated, and/or new schools.   

12.2  The Office of Catholic Schools will provide a tool with which schools can conduct an 

assessment of the current facilities with regard to structural integrity as well as Catholic 

identity, building safety, security, cleanliness and future needs. 

12.3    All schools will develop plans to become climate‐controlled. 

Governance and Leadership 

“Central to the mission of the Church is the work of Catholic school education.  The success of 

this mission depends on key components of effective governance, which provides direction or 

authority, and leadership, which ensures effective operations.  Catholic school governance and 

leadership can be seen as a ministry that promotes and protects the rights of the school 

community.  Governance and leadership based on principles of excellence are essential to 

ensuring the Catholic identity, academic excellence and operational vitality of the school.  

Although governance models vary based on the school, those who serve on the governing body 

or leadership team in Catholic schools provide for an environment for the teaching of the 

doctrine and Sacred Scripture, the building and experiencing of community, the serving of 

others, and the opportunity for worship.” Excerpt from National Standards and Benchmarks for 

Effective Catholic Elementary and Secondary Schools. 

Goal 13: The Office of Catholic Schools will support the development of local boards and 

pastoral leadership to advance the mission of Catholic school education.  

Objectives 

13.1    The Office of Catholic Schools, in conjunction with a committee of pastors, board 

members, and administrators, will develop a program to support ongoing professional 

development for new and existing school board members to include an introductory 

video and/or messages conveyed through other technological means.  
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13.2  Board members will annually review and adhere to the roles and responsibilities as 

delineated by the bylaws. 

13.3  The Office of Catholic Schools will present each board with a Board Member Manual at 

the first meeting of each new board that allocates appropriate responsibilities and 

authority among pastor, principal or president and school board.  

13.4  The diocesan Board of Education will review the process used by schools to select 

members for school boards and make appropriate recommendations. 

13.5   The election process for local boards of education will be reviewed by the Vicar General, 

Chief Financial Officer (CFO) and diocesan superintendent and any changes will be 

recommended for the 2016‐17 school year. 

13.6  The Office of Catholic Schools will collaborate with diocesan leadership to offer 

educational opportunities for seminarians and new pastors regarding the leadership 

role pastors and priests have in Catholic schools. 

13.7  The diocesan superintendent will determine with the diocesan Director of Vocations 

how best to meet the needs of seminarians and new pastors as they relate to Catholic 

schools.   

Goal 14: The Office of Catholic Schools will work with school leaders to identify, train and 

mentor potential Catholic school administrators.  

Objectives 

14.1  The Office of Catholic Schools will develop its partnership with St. Ambrose University 

(SAU) and other universities/colleges to develop a program for the recruitment and 

training of emerging Catholic school principals and leaders.  

14.2  The Office of Catholic Schools will provide new principals and principals new to the 

diocese an orientation and mentoring process. 

14.3  The diocesan superintendent will arrange a meeting with SAU educational leadership 

personnel to begin the process for development of a mentoring process for diocesan 

principals.   

14.4  The diocesan professional development committee will survey the needs of new 

administrators and design a system of support. 

Goal 15:  The Office of Catholic Schools will be adequately staffed to ensure effective support 

to schools.  

Objectives 
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15.1  In addition to the two current positions, consideration will be given to hiring an 

individual who might take some of the following responsibilities: assistant 

superintendent, information technology specialist, marketing director, development 

director and special needs resource coordinator/trainer. 

15.2   The Office of Catholic Schools will survey administrators to determine the additional 

staffing needs for the Catholic Schools Office, research the staff at comparable dioceses, 

and make recommendations to the Vicar General and CFO.   

15.3   The Office of Catholic Schools will take the leadership in ensuring that all diocesan 

policies, procedures, forms and plans are updated by the fall of 2016.  This work 

includes cross‐references as necessary with diocesan offices/areas outside of Catholic 

schools. 

15.4  The Office of Catholic Schools and Office of Faith Formation will develop committees 

consisting of existing principals, faith formation representatives, and Board of Education 

members to update the following forms plans and policies:  

 Review and update the Policies for Faith Formation and Education Programs in 

the Diocese of Davenport 

 Review and update the Faith Formation Guidelines document 
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ACCOUNTABLE PLAN 
DIOCESE OF DAVENPORT 

I. Automobile Expenses

A. Mileage Reimbursement Method

1. Pay at current diocesan rate only after documentation
2. Pay tolls, parking, but not fines
3. Pay vehicle rental associated with business purposes – rental

separate from personal auto
4. Business miles should be determined every three months (mileage

log)

B. Actual Mileage Method

1. Reimburse actual expenses to amount of business percentage
2. Expenses include gas, oil, repairs, lease and depreciation
3. Business percentage should be determined every three months

(mileage log)
4. Amount for depreciation should be set based on consultation with

each priest’s tax return preparer, or some standard amount set
5. Caveat: If the actual reimbursement to the priest is more than the

deductions allowed, the excess must be included on the priest’s W2
at yearend.

II Professional Expenses 

A. The following details what are and are not expenses available for
reimbursement.  Reimbursement is made only after incurring the expense.

1. Professional memberships paid personally such as Canon Law
Society, but not personal memberships such as country club dues,
health club, YMCA, etc.

2. Professional periodicals such as daily scheduler, homily helps, etc.,
but not Readers’ Digest, New York Times, novels, etc.

3. Professional materials such as alb, rituals, etc., but not clothing
such as black shirt, pants, etc.

4. Professional education costs that are associated with ministry, but
not classes that are for personal development such as personal
financial planning.  (These would be costs beyond the normal
continuing education costs budgeted by the parish.)

5. A personal computer does not qualify for reimbursement.
6. Dry cleaning of personal clothing does not qualify for

reimbursement.
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7. Premium channels on cable TV and personal long distance phone 
calls do not qualify for reimbursement. 

8. Professional computer software (such as Code of Canon Law on 
CD-ROM) may be reimbursed. 

 
III. Parish Expenses 
 
 A. The following details the expenses that are paid by the parish directly: 
 
  1. Basic cable television 

2. Catholic newspapers and one secular newspaper – such as the 
local newspaper 

3. Basic Internet access. 
4. Cleaning of church and rectory 
5. Cleaning of parish vestments but not personal clothing 
6. Hospitality expenses for events such as the Bishop’s confirmation 

dinner, meals for deanery meetings (not meals for a priest’s 
personal gathering of friends or associates), teacher appreciation 
banquet, etc. 

7. Telephone service and cellular phone service– with the exception 
of personal long distance calls.  Note that some means of 
contacting the priest after regular office hours must be available for 
the public to use.  If the parish pays for cellular phone service the 
number needs to be published.  If the priest chooses not to make 
the number public, then the priest pays this expense. 

 
B. The parish does not pay the following expenses, nor can they be 

reimbursed through the Accountable Plan: 
 

1. Food is not accounted for as a rectory provision, but is part of the 
base compensation and a priest’s personal expense.  Accordingly, 
no rectory provision accounts are to exist within the parish (see 
exception for hospitality expenses in #6 above). 

2. Personal office supplies 
3. Liquor, with the exception of #6 above 
4. Personal gifts 
5. Any personal furniture or equipment that is taken with you from 

assignment to assignment 
 

 



DIOCESE OF DAVENPORT 

780 WEST CENTRAL PARK AVENUE  -  DAVENPORT, IOWA 52804 

OFFICE OF VOCATIONS 

PHONE: (563) 888-4255  -  EMAIL: VOCATIONS@DAVENPORTDIOCESE.ORG 

9-30-2015

The Director of Vocations and the Seminarian Admissions Board will follow the “Norms for the Admission of 
Candidates” from the Program of Priestly Formation, 5th Edition (United States Conference of Catholic Bishops, 
2006) in the interview and deliberation process and in their recommendations for acceptance to priestly formation 
for the Diocese of Davenport presented to the Bishop.  Of particular note, the Director of Vocations and 
Seminarian Admissions Board should keep the following norms in mind: 

Applicants must give evidence of an overall personal balance, good moral character, a love for the truth, 
and proper motivation.  This includes the requisite human, moral, spiritual, intellectual, physical, and 
psychological qualities for priestly formation (#44). 

Any evidence of criminal sexual activity with a minor or an inclination toward such activity disqualifies the 
applicant from admission (#55). 

With regard to the admissions of candidates with same-sex experiences and/or inclinations, the guidelines 
provided by the Holy See must be followed (#56).1 

If an applicant has been dismissed from a program of priestly formation or from an institute of 
consecrated life or society of apostolic life, no subsequent application will be considered in the two years 
following dismissal.  If the departure was other than a dismissal, sufficient time should be allotted to 
evaluate carefully his application and background (#62). 

Additional policies particular to the Diocese of Davenport: 

Applicants older than 55 years of age will generally not be considered for priestly formation.  This is to 
allow for the necessary time of formation (usually a minimum of 5 years, depending on previous 
education) and to ensure that the applicant could be ordained by age 60 and serve the Diocese for a 
minimum of 10 years before optional retirement at age 70.  Rare exceptions to this may be granted, 
based on how well the applicant is known to the Diocese, his particular qualifications and his record of 
previous lay ministry within his parish.  Other exceptions to this would include permanent deacons who 
are widowed. 

Applicants from outside the Diocese will not be considered until they have established a minimum of 18 
months of actual residence within the Diocese.  During this time, an applicant should also be registered in 
a parish and active in the life of his parish community.  Rare exceptions to this may be granted if the 
applicant has a relationship to the Diocese through work, family, or education, or if someone from the 
Diocese (preferably a priest, deacon or parish life coordinator) can testify to his suitability for priestly 
formation. 

Applicants who have been convicted or credibly accused of child sexual abuse, abuse of dependent adults, 
violent or sexual crimes, or whose past behavior would in any other way give grave scandal to the faithful 
will not be considered for admission to priestly formation for the Diocese of Davenport. 
Applicants with physical disabilities will be considered if they are capable of fulfilling the duties that 
accompany normal parish ministry (for example, that they are physically capable of celebrating the 
sacraments, driving a car, etc.)2 

1 “The Church, while profoundly respecting the persons in question, cannot admit to the seminary or to holy orders those who practice 
homosexuality, present deep-seated homosexual tendencies or support the so called ‘gay culture.’”  Concerning the Criteria for the Discernment 
of Vocations with Regard to Persons with Homosexual Tendencies in view of their Admission to the Seminary and to Holy Orders (Congregation 
for Catholic Education, 2005). 
2 Cf. Guidelines for the Celebration of the Sacraments with Persons with Disabilities, #30-33 (United States Conference of Catholic Bishops, 
1995). 
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§V-3000 POLICIES RELATING TO BUILDING AND RENOVATION PROJECTS IN PARISHES 
 

Introduction 
 

As Roman Catholics, we belong to a universal—or worldwide—Church. Our “local church” is the diocese, 

headed by the bishop. While we may experience the majority of our religious life in parishes, we belong to 

something much bigger. Therefore, parishes—as well as schools and other entities within the diocese—do not 

function independently of one another. The bishop, as Chief Shepherd, has the responsibility of overseeing all 

the ministries that take place in the diocese—of coordinating them and of allocating resources appropriately. 

 

This ministry of oversight is especially crucial when it comes to the building and renovating of churches and 

other buildings. While the needs and wants of parishes, schools, or other entities are certainly crucial, overall 

diocesan planning and goals must also be kept in mind. To that end, the bishop entrusts the Diocesan Building 

Commission (DBC) and the Diocesan Liturgical Commission (DLC) to provide him with advice regarding 

building projects in the diocese. These Commissions exist not only to advise the bishop, but also to serve as 

resources to the communities undertaking such projects.  

 

From a diocesan perspective, the following values and priorities help to guide the work of the Commissions: 

 

1. The common good of the diocesan church and the parish community (or school or other diocesan entity), in 

keeping with overall diocesan planning. 

2. The creation and maintenance of buildings that are: 

a. both structurally and liturgically sound (fostering the full, conscious, and active participation of all in 

the liturgy as envisioned by Vatican II);  

b. technologically adequate, adaptable, accessible, and environmentally sound; and 

c. beautiful and artistically meritorious. 

3. The wisdom gained from past experiences (to learn from strengths and avoid pitfalls). 

4. Excellent formation and education of the (parish) community that undertakes a building project. 

5. Good stewardship (including stewardship of the environment) and fiscal responsibility. 
 

A Glossary of terms used in this policy is found in Appendix 1. 

 

§V-3001 Diocesan Building Commission 

 

The Diocesan Building Commission (DBC) serves the bishop of the Diocese of Davenport by advising him 

regarding building projects involving parishes and other diocesan entities. The commission also directly assists 

these parishes and institutions by providing appropriate recommendations and resources.  

 

 
Procedures 

1. The DBC serves in an advisory capacity to the bishop in regards to the building projects of the Diocese of 

Davenport. It presents its recommendations in writing to the bishop for his decision. 

V-3001 Policy 

The members of the DBC are appointed by the bishop. There are to be at least three members. At least one member 

must be a pastor with experience leading a building project and at least two members should be building 

professionals. Members serve three-year terms; consecutive terms may be served at the discretion of the bishop. Ex 

officio members include the Vicar General, the Diocesan Chief Financial Officer, and the Diocesan Director of 

Liturgy. The members are listed in the Diocesan Directory. 
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2. The commission reviews, evaluates, and makes recommendations on the construction or remodeling of 

buildings within the diocese according to established diocesan policies, guidelines, and plans.  

 

In making recommendations, the DBC is attentive to the liturgical, educational, and pastoral needs of the 

parish (or other entity) and diocese as well as to principles of fiscal and social responsibility. 

 

3. The commission works cooperatively with other diocesan departments and ministries, involving them in 

consultation as needed. It makes use of the community resources necessary for making its 

recommendations. 

 

§V-3002 Diocesan Liturgical Commission 

 

The Diocesan Liturgical Commission (DLC) exists to respond to the liturgical and spiritual needs of the 

diocesan church. Through coordinating, assisting, teaching, and modeling, the DLC assists the bishop in his 

ministry as moderator, custodian, and promoter of the liturgy in the diocese. 

 

 
Procedures 

In regards to building projects involving parishes and other diocesan entities, the DLC functions in the 

following ways: 

 

1. The DLC is advisory to the bishop. In this capacity, the DLC will make recommendations to the bishop 

regarding the building or renovating of liturgical spaces within the diocese. The DLC is charged to ensure 

that such projects serve to enhance the full, conscious, and active participation of the entire Church in the 

liturgy. 

 

2. The DLC also serves as a resource to parishes and other entities in their building projects. The DLC is 

able to provide resources to those contemplating or undertaking such a project (e.g., list of liturgical 

consultants) as well as take in active part in the catechesis involved when such a project is undertaken. 

 

3. The DLC works closely with the DBC and with other appropriate diocesan entities in fulfilling these 

functions.  

 

 

§V-3003 Process for Submitting Projects 

 
The undertaking of a parish repair, renovation, or building project requires the approval of the diocesan bishop. 

Expenditures beyond $5000 require a Corporate Resolution.  

 

 

V-3002 Policy 

The members of the DLC are recommended by the Diocesan Director of Liturgy based on liturgical expertise, and 

appointed by the bishop. The term of office is open-ended. The diocesan Director of Liturgy is an ex officio member 

and chairs the DLC. Members are listed in the Diocesan Directory.  

V-3003 Policy 

The diocesan bishop has the responsibility to oversee all construction projects in the diocese, and to ensure that 

diocesan resources are used appropriately.  
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Procedures 

1. Before beginning a project, the pastor submits a Letter of Intent to the bishop. The letter should include 

the rationale for the project, a preliminary estimate of cost, and evidence that the parish and deanery are in 

support of the project.  

 

2. The bishop, in consultation with the vicar general, either approves and classifies the project, or informs 

the pastor that the project is not approved. Reasons for declining approval will be included in the letter to 

the pastor. 

 

3. In the case of those schools that are independent of parishes, the process is initiated by the principal (or 

president, or designee, depending on the school’s governance structure). For other entities, the individual 

with primary administrative responsibility submits the required materials. 

 

4. If approved, the project is placed in one (or more than one) of the following six categories: 

 a. Routine Maintenance   

 b. Targeted changes to the Liturgical Environment 

 c. Renovation or Building Projects: Non-Liturgical 

 d. Renovation or Building Projects: Liturgical 

 e. Schools 

 f. Capital Campaigns 

 

§V-3004 Routine Maintenance 

 

Projects in this category include routine maintenance/repair/remodeling project on parish buildings that will 

not change the liturgical environment, and do not require the involvement of a construction or design 

professional (e.g., contractor, architect). Projects in this category should cost less than $10,000. 

 

 
Procedures 

1. Letter of Intent is submitted to the bishop, along with the Corporate Resolution. 

 

2. The bishop and Vicar General sign the Corporate Resolution, and a copy of the signed Resolution is 

returned to the pastor/principal or designee. 

 

 

§V-3005 Targeted Changes to the Liturgical Space 

 
The bishop of the diocese has responsibility to oversee the liturgical life of the local church. Therefore, all proposed 

significant changes to the worship environment of churches and chapels in the diocese must be submitted to him for 

approval, even if construction is not involved. Projects in this category will not involve the use of a building/construction 

professional and include: changes in seating arrangements; changes in liturgical furnishings (e.g., altar, ambo, font, 

tabernacle) or their place in the church; and the purchase of statuary, icons, or other significant liturgical art. 

 
 

 

V-3004 Policy 

Expenditures greater than $5,000 require a Corporate Resolution. Expenditures greater than $10,000 are covered 

under §V-3006 (see page 4 below). 
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Procedures 

1. Letter of Intent is submitted to bishop. 

 

2. A letter noting approval to continue is sent to the pastor and to the chair of the Diocesan Liturgical 

Commission (DLC). 

 

3. The parish (or other entity) presents their plan to DLC. Plan must include rationale for the change, 

documentation of discussion by the parish’s liturgical commission and parish council, and plans for 

catechizing the community regarding the proposed change (if applicable). 

 

4. In the case of schools, the plan must include documentation of discussion with those charged with the 

school’s liturgical life (such as local pastors, campus ministers, and religion faculty members) and with the 

school board.  

 

5. If applicable, member(s) of the DLC will visit the parish and meet with the entity’s liturgical leadership. 

 

6. A report with recommendations, including recommendations for catechesis as applicable, will be 

prepared by the DLC and sent to the entity and to the bishop. 

 

7. Decision by bishop, communicated to the pastor/principal or designee and the DLC by letter. If approval, 

entity is to submit the appropriate Corporate Resolution(s) for signature. Work may not proceed until 

catechesis is completed. If not approved, the letter will provide rationale for decision. 

 

§V-3006 Renovation or Building Projects: Non-Liturgical 

 

Projects in this category are characterized by the need for a construction professional (contractor, architect, 

etc.). The work may involve the interior and/or exterior of an existing building (or buildings) or a new 

construction. The liturgical environment is not involved, and costs are greater than $10,000. 

 

 

Procedures 

1. Letter of Intent is submitted to the bishop briefly describing the project. 

 

2. The bishop’s approval to proceed to the deanery level is communicated to the pastor/principal or designee and to 

the chair of the Diocesan Building Commission in writing. 

V-3006 Policy  
In the undertaking of renovation or building projects in this category, the sequence of events listed below under 

“Procedures” is to be followed. Sixty percent of total project costs are to be “cash on hand” before construction may 

begin. If at any point in the project the liturgical environment (interior or exterior) becomes involved, the Diocesan 

Liturgical Commission is to be consulted. 

V-3005 Policy 

All significant and permanent changes to the liturgical environment of churches and chapels must be approved by the 

diocesan bishop. 

 

Policy IV-1000 Policies Relating to Art and Architecture for Worship is to be followed regarding the liturgical 

environment.  
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3. The pastor/principal or designee presents the building project to the priests of the deanery. After discussion of the 

project, this individual submits the “Deanery Report Concerning Building Project” (Appendix 2) along with the 

appropriate Corporate Resolution (Appendix 3A or 3B) for his approval. The bishop may (a) approve the proposal to 

proceed to the next step, (b) postpone the project by either sending the proposal back to the deanery level for further 

discussion or for answers to specific questions or by requesting consultation from the DBC, or (c) reject the project. 

Approval is communicated to the pastor/principal or designee and chair of the DBC in writing; the DBC chair is also 

sent a copy of the Deanery Report. 

 

4. Feasibility Study and Financing 

 

A Building Committee is established by the parish, school, or other entity to oversee and coordinate the project, and to 

provide communication within the entity and with the diocese. 

 

Once approval to proceed is given, the entity undertakes a Feasibility Study. Such a study should include at least the 

following information, as applicable:  

a. detailed description of proposed project  

b. updated demographics 

c. needs assessment / rationale for project – including impact on ministries, community life, entity strategic plan, 

etc. 

d. preliminary data about needed property, zoning, costs 

e. consultation of parishioners/members to assess support 

f. the results of a thorough assessment of facilities, including repair costs and a 5-year maintenance plan 

g. estimated cost of project 

h. plans for raising needed funds 

i. conclusion re: feasibility 

 

The information which will be shared with parishioners/community members as part of the feasibility study (such as 

conceptual drawings and projected costs) are to be presented to the DBC for review before the feasibility study is 

undertaken and materials published. 

 

The Feasibility Study is sent to the DBC for review. The DBC sends a letter to the bishop and the pastor/principal or 

designee recommending continuation, asking for further clarification in writing, or asking for a formal presentation to 

the DBC. 

 

If professional assistance is required to complete the Feasibility Study, a Corporate Resolution to authorize that 

expense should be submitted to the bishop and vicar general for signature. 

 

If applicable, site selection is made and reviewed with the DBC. Corporate Resolution for the purchase of land is 

submitted for approval. 

 

For projects without architectural needs and that do not involve the purchase of property, proceed with interviewing 

and hiring contractor (# 6 below). Otherwise, continue with #5. 

 

5. Architect 

 

a. The entity interviews at least three architects. A Corporate Resolution is required to hire the architect. A letter 

should accompany the Corporate Resolution, detailing why the architect was chosen (for example, how this 

particular architect will further the entity’s mission, make the most of the entity’s resources, and enhance the 

local church). The letter is also sent to the DBC, which sends its written recommendation to the bishop and 

pastor/principal or designee. 

 

b. Once hiring is approved, the architect develops Schematic Designs for the project, including estimated costs. 
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c. The entity Building Committee prepares a detailed plan for raising the needed funds, if not already done. 

 

d. The Schematic Designs and Financing Plan are presented to the DBC and the bishop. If a capital campaign is 

required, a Corporate Resolution to that effect is included. The DBC gives its recommendations to the bishop 

and pastor in writing. The bishop is to be invited to the meeting of the DBC at which the Schematic Designs 

are to be presented. See Policy §V-3009 below regarding requirements for conducting a capital campaign. 

 

e. Upon approval, project may proceed. Based on feedback from the DBC and the entity, Design Development 

and Construction Documents are created and presented to the DBC for review. DBC recommendations are 

sent to the bishop and entity in writing. 

 

f. Additional design professionals—such as acoustic and lighting specialists—are treated in like fashion. If 

needed, they are to be hired at the appropriate time in the design process. 

 

6. Contractor 

 

At least three contractors/builders are interviewed. The interview process includes soliciting competitive bids and 

informing the applicants of the requirements of Catholic Social Teaching (Appendix 4). A Corporate Resolution 

is required to hire the contractor/builder. A letter should accompany the Corporate Resolution, detailing why this 

particular contractor was chosen (for example, how will the contractor further the entity’s mission, make the most 

of the entity’s resources, and enhance the local church) and that the contractor will respect Catholic Social 

Teaching regarding labor practices and care of the environment. Proof of insurance (Workers’ Comp, liability) 

and performance bond are required. Copies of these documents are sent to the bishop and the DBC. The DBC 

sends its recommendation to the bishop and pastor in writing. 

 

7. Building / Dedication 

 

 Upon approval from bishop, and after 60% of estimated project costs are cash on hand, construction may proceed. 

 

Requests for an exception to the requirement of having 60% of the estimated project costs “cash on hand” may be 

made to the DBC. The entity will need to document sound financial status before an exception is granted. If just 

cause is found, the DBC will then recommend that the bishop waive the requirement. 

 

Once completion nears, the Office of the Bishop and the Office of Liturgy are contacted to plan for an appropriate 

dedication or blessing. 

 

8. Summary of Building Commission Consultative Presentations 

 

a. Feasibility Study Results. Following the presentation, the DBC makes a recommendation to the bishop and 

pastor in writing. 

 

b. If applicable, site selection is made and reviewed with the DBC. A corporate resolution for the purchase of 

land is submitted to the bishop and vicar general for approval. 

 

c. Schematic Designs and Financing Plans. The bishop is invited to this meeting. The DBC gives its 

recommendation to the bishop and pastor/principal or designee in writing. Upon the bishop’s approval, the 

project may proceed. 

 

d. Design Development and Construction Documents. Following review, the DBC’s recommendations are sent 

to the bishop and pastor/principal or designee in writing. 
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§V-3007 Renovation or Building Projects: Liturgical 

 

Projects in this category are characterized by the need for a construction professional (contractor, architect, 

etc.). The work involves the liturgical environment, and costs are usually greater than $10,000. The renovation 

of existing churches and the building of new churches fall in this category. 

 

 
Procedures 

1. Letter of Intent is submitted to the bishop briefly describing the project. 

 

2. The bishop’s approval to proceed to the deanery level is communicated to the pastor/principal or designee and to 

the chairs of the Diocesan Building Commission and Diocesan Liturgical Commission in writing. 

 

3. The pastor/principal or designee presents the building project to the priests of the deanery. After discussion of the 

project, this individual submits the “Deanery Report Concerning Building Project” (Appendix 2) along with the parish 

Corporate Resolution (Appendix 3) for his approval. The bishop may (a) approve the proposal to proceed to the next 

step, (b) postpone the project by either sending the proposal back to the deanery level for further discussion or for 

answers to specific questions or by requesting consultation from the DBC, or (c) reject the project. Approval is 

communicated to the pastor/principal or designee and chair of the DBC in writing; the DBC chair is also sent a copy 

of the Deanery Report. 

 

4. Feasibility Study and Financing 

 

A Building Committee is established to oversee and coordinate the project, and to provide communication within the 

entity and with the diocese. 

 

Once approval to proceed is given, the entity undertakes a Feasibility Study. Such a study should include the 

following information, as applicable: 

a. detailed description of proposed project  

b. updated demographics 

c. needs assessment / rationale for project – including impact on ministries, community life, entity strategic plan, 

etc. 

d. preliminary data about needed property, zoning, costs 

e. consultation of parishioners to assess support 

f. the results of a thorough assessment of facilities, including repair costs and a 5-year maintenance plan 

g. estimated cost of project 

h. plans for raising needed funds 

i. plans for liturgical catechesis 

j. conclusion re: feasibility 

 

The information which will be shared with community members as part of the feasibility study (such as conceptual 

drawings and projected costs) are to be presented to the DBC and DLC for review before the feasibility study is 

undertaken and materials published. 

 

V-3007 Policy  
In the undertaking of renovation or building projects in this category, the sequence of events listed below under 

“Procedures” is to be followed. Sixty percent of total project costs are to be “cash on hand” before construction may 

begin.  

 

Policy IV-1000 Policies Relating to Art and Architecture for Worship is to be followed regarding the liturgical 

environment.  
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The Feasibility Study is sent to the DBC and DLC for review. The DBC and DLC each send a letter to the bishop and 

the pastor/principal or designee recommending continuation, asking for further clarification in writing, or asking for a 

formal presentation to the DBC and / or DLC. 

 

If professional assistance is required to complete the Feasibility Study, a Corporate Resolution to authorize that 

expense should be submitted to the bishop and vicar general for signature. 

 

If applicable, site selection is made and reviewed with the DBC. It may be beneficial to retain a consultant who is 

knowledgeable in property issues, including environmental and archaeological issues. A Corporate Resolution for the 

purchase of land is submitted for approval. 

 

For projects without architectural needs and that do not involve the purchase of property, proceed with interviewing 

and hiring contractor (# 7 below). Otherwise, continue with #5 

 

5. Liturgical Issues 

 

a. Member(s) of the DLC will visit the entity and meet with the entity’s liturgical leadership to discuss rationale 

for project and plan for the catechesis and involvement of the community in the project (see Resources in 

Appendix 5). The DLC or the liturgical consultant provides assistance for catechesis of the community on the 

liturgy and in conducting the Liturgical Environment Self-Study (if applicable; see appendix 6).   

 

b. The entity interviews at least three liturgical consultants. A Corporate Resolution is required to hire the 

consultant. A letter should accompany the Corporate Resolution, detailing why this particular consultant was 

chosen (for example, how will the consultant further the entity’s mission, make the most of the entity’s 

resources, and enhance the local church). The letter is sent to the bishop and the DLC; the DLC sends its 

recommendation to the bishop and submitting individual in writing. 

 

c. The liturgical consultant develops a Program (or Pre-Program) Document in consultation with the entity’s 

Building Committee and the community at large. 

 

d. The (Pre-)Program Document is submitted to the DBC and DLC. The DBC and DLC consult and write a 

report to the entity and the bishop. With bishop’s approval, project proceeds with: 

 

6. Architect 

 

a. The entity interviews at least three architects. A Corporate Resolution is required to hire the architect. A letter 

should accompany the Corporate Resolution, detailing why the architect was chosen (for example, how this 

particular architect will further the parish’s mission, make the most of the parish’s resources, and enhance the 

local church). The letter is also sent to the DBC, which sends its written recommendation to the bishop and 

pastor/principal or designee. 

 

b. Once hiring is approved, the architect develops Schematic Designs for the project, including estimated costs. 

 

c. The parish Building Committee prepares a detailed plan for raising the needed funds, if not already done. 

 

d. The Schematic Designs and Financing Plan are presented to the DBC, DLC, and the bishop. If a capital 

campaign is required, a Corporate Resolution to that effect is included. The DBC and DLC consult and give 

their recommendations to the bishop and pastor/principal or designee in writing. The bishop is to be invited to 

the meeting of the DBC or DLC at which the Schematic Designs are to be presented. See Policy §V-3009 

below regarding requirements for conducting a capital campaign. 
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e. Upon approval, project may proceed. Based on feedback from the DBC, DLC, and parish, Design 

Development and Construction Documents are created and presented to the DBC and DLC for review. The 

DBC and DLC consult and their recommendations are sent to the bishop and entity in writing. 

 

f. Additional design professionals—such as acoustic and lighting specialists—are treated in like fashion. If 

needed, they are to be hired at the appropriate time in the design process. 

 

7. Contractor 

 

At least three contractors/builders are interviewed. The interview process includes soliciting competitive bids and 

informing the applicants of the requirements of Catholic Social Teaching (Appendix 4). A Corporate Resolution 

is required to hire the contractor/builder. A letter should accompany the Corporate Resolution, detailing why this 

particular contractor was chosen (for example, how will the contractor further the entity’s mission, make the most 

of the entity’s resources, and enhance the local church) and that the contractor will respect Catholic Social 

Teaching regarding labor practices and care for the environment. Proof of insurance (Workers’ Comp, liability) 

and performance bond are required. Copies of these documents are sent to the bishop and the DBC. The DBC 

sends its recommendation to the bishop and pastor/principal or designee in writing. 

 

8. Building / Dedication 

 

 Upon approval from bishop, and after 60% of estimated project costs are cash on hand, construction may proceed. 

 

Requests for an exception to the requirement of having 60% of the estimated project costs “cash on hand” may be 

made to the DBC. The entity will need to document sound financial status before an exception is granted. If just 

cause is found, the DBC will then recommend that the bishop waive the requirement. 

 

Once completion nears, the Office of the Bishop and the Office of Liturgy are contacted to plan for an appropriate 

dedication or blessing. 

 

9. Summary of Building and Liturgical Commissions Consultative Presentations 

 

a. Feasibility Study Results are presented to both the DBC and DLC. Following the presentation, the DBC and 

DLC make their recommendations to the bishop and pastor/principal or designee in writing. 

 

b. If applicable, site selection is made and reviewed with the DBC. A corporate resolution for the purchase of 

land is submitted to the bishop and vicar general for approval. 

 

c. (Pre-) Program Document. The (Pre-) Program Document is submitted to the DBC and DLC. The DBC and 

DLC consult and write a report to the entity and the bishop. With the bishop’s approval, the project proceeds. 

 

d. Schematic Designs and Financing Plans. The bishop is invited to this meeting of either the DBC or DLC. The 

Commissions give their recommendations to the bishop and pastor/principal or designee in writing. Upon the 

bishop’s approval, the project may proceed. 

 

e. Design Development and Construction Documents. Following review, the DBC and the DLC submit their 

recommendations to the bishop and pastor/principal or designee in writing. 

 

f. Liturgical Furnishings. As plans for the liturgical furnishings are developed the DLC is to be consulted.  
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§V-3008 School Buildings 

 

The building and renovation of school buildings takes place under the auspices of the bishop via the Diocesan 

Superintendent of Schools and the Diocesan Board of Education.  
 

 

Procedures 

1. All school building and renovation projects, including those that involve spaces for preschool and daycare 

programs, are to be presented to the DBC in accord with the appropriate policies above. The Superintendent of 

Schools should attend any meeting that includes a presentation by a school. 

 

2. Likewise, if any school project includes a chapel or other space used for worship, the DLC is to be consulted in 

similar fashion. 

 

 

§V-3009 Capital Campaigns 

 

 

 

 

 

 
Procedures 

1.  A Letter of Intent should be sent to the bishop including the projected scope and estimated costs of the project(s) 

in the campaign. 

2. The bishop will then direct the entity to consult with the deanery and their observations should be sent in writing 

to the bishop.  (A school would also consult with the Diocesan Superintendent of Schools.) 

3. After review of this information the bishop will determine whether permission is granted to proceed to the next 

steps. 

4. If approved, the following consultations should then take place: 

a. Consult with the Diocesan Development Director 

b. If the building or renovation does not involve liturgical space the Diocesan Building Commission is to be 

consulted 

c. If the building or renovation involves liturgical space both the Diocesan Liturgy Commission and 

Diocesan Building Commission are to be consulted. 

5. If approved, and if an outside consultant is to be used the entity should proceed with the interviews and a 

corporate resolution to hire to be signed. 

6. The “Policies Relating to Building and Renovation Projects in Parishes, Schools and Other Diocesan Entities” are 

to be followed. 

 

Even though permission is granted to have a Campaign, as projects are readied any item/expenditure of $5000 or more 

needs a corporate resolution. 

 

 

 

IV-3008 Policy  
The DBC and DLC are to provide consultation as appropriate to the bishop when school buildings are being 

renovated or constructed. 

 

IV-3009 Policy    
When a Parish Council and Finance Council, a School Board, or another Diocesan entity determine that a Capital 

Campaign for building, renovation or some other project is needed the following sequence of events listed below 

under “Procedures” is to be followed. 
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§V-3010 Safe Environment 
 

 

 

 

 

 
Procedures 

1. Whenever two adults are not present, the adult should refrain from being alone with a minor unless necessary for 

the nature of the ministry. In those instances, the adult should be in clear view, e.g., through a window or an open 

door. 

2. This norm applies in a particular way to confessionals and chapels of reconciliation. 

a. The priest-confessor always has the right to require anonymous confession (behind a grille). 

b. The penitent always has the right to anonymous confession (behind a grille). 

c. Therefore, all confessionals or chapels of reconciliation must (see c. 964; U.S. Complementary Norms): 

i. Include a screen or fixed grille between the penitent and confessor, and 

ii. Be truly accessible and clearly visible, and 

iii. Be sufficiently soundproof to allow for privacy. 

iv. The option for face-to-face confession, with due regard for the priest’s right to remain behind a 

grille or screen (Pontifical Council for the Interpretation of Legislative Texts, June 18, 1998), 

should be made available. 

v. In accord with diocesan policy, the confessor must always be visible through a clear window. 

d. All designs for renovations to or construction of a confessional or chapel of reconciliation are to be 

reviewed by the Diocesan Building and Liturgical Commissions, as determined by the bishop. 

e. All confessionals or chapels of reconciliation in the diocese are to be in compliance with these norms. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IV-3010 Policy    

All construction projects in the diocese must comply with the safe environment requirements as specified 

in Diocesan Policy §II-7000 Policies Relating to Sexuality and Personal Behavior.  
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Appendix 1: Glossary 

 

Construction Documents – The completed architectural drawings used for the construction of the project.  It 

gives direction to the contractor and includes all specifications and materials. 

 

Corporate Resolution – The signed approval by the Corporate Board that describes the issue under 

consideration, including related expenses. Examples of issues requiring a Corporate Resolution include: (1) 

unbudgeted expenditures greater than $5000, (2) approval of the annual parish budget, and (3) the borrowing of 

money. 

 

Design Development Documents – Developed from the schematic design, these drawings include the details 

necessary for more complete designs.  They include scale drawings, site plans and floor plans.  They help refine 

costs, suggest specific finishes and other materials to be used.   

 

Feasibility Study – A detailed study to determine the ability of the parish to successfully undertake a specific 

project.  The minimum required content is listed on pages 5 and 7. 

 

Financing Plan – The way the parish intends to pay for a project.  This might include cash, gifts, loans, a capital 

campaign, etc. 

 

Letter of Intent – The initial written notification to the Bishop, which begins the process of any building or 

renovation project.  “It should include the rationale for the project, a preliminary estimate of cost, and evidence 

that the parish and deanery are in support of the project.”   

 

Liturgical Environment Self-Study – A parish self-study tool to reflect on liturgical practice in light of Church 

documents on art and architecture in Catholic worship. See Appendix 2. 

 

Pre-Program/Program Document – The written document naming the needs of the parish related to the 

building or renovation project.  It is the written information the architect needs before proceeding with any 

design.  It may include future direction for the parish, statistical information, ministry priorities, as well as space 

needs.  “Programming” is an architectural service.  “Pre-programming” can be done by the parish (usually with 

assistance of a liturgical consultant) prior to hiring an architect. 

 

Schematic Design - The initial drawings/concepts exploring room relationships, cost estimates, and other 

programmatic needs based on the Program.   
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Appendix 2: Deanery Report 
 

                  Deanery Report Concerning Building Project 
   
       To be included with parish Corporate Resolution to the bishop 

                      following deanery consultation 

 
Entity ________________________________   City ____________________________ 

 

Deanery ______________________________ Date of Deanery Meeting _________________ 

 

Describe the overall plan for your parish/school/other entity according to the deanery plan: 

 

 

 

 

 

 

 

Summarize the discussion of your plans presented to the deanery priests: 

 

 

 

 

 

 

 

Concerns surfaced during this consultation: 

 

 

 

 

 

 

 

Describe any duplication of plans concerning the deanery: 

 

 

 

 

 

 

Do the deanery priests support the project? _____ (yes)  _____ (no) 

 

________________________________  _______________________________ 
Pastor/Principal or Designee     Dean 

 

 

________________________________  _______________________________ 
Date       Date 
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Appendix 3a: Sample Corporate Resolution 

 

PARISH LETTERHEAD 
 

 

 

 

  

 

 

CORPORATE RESOLUTION 

ADOPTED UNANIMOUSLY 

by the signatures below 

being all of the Directors 

 

 

RESOLVED:  Contract with [  company  ] for [  purpose of resolution  ] in the amount of [   

$xxxxxx.xx  ].  Rev. [  pastor’s name  ] is authorized to execute the contract on behalf of the 

corporation. 

 

Payment will be made from [  method of payment or procurement of funds  ].  Approval has 

already been given by the parish council. 

 

 

 

_____________________________ __________________________ 

Bishop   Date 

 

_____________________________ __________________________ 

Vicar General   Date 

 

_____________________________ __________________________ 

Pastor   Date 

 

_____________________________ __________________________ 

Lay Director   Date 

 

_____________________________ __________________________ 

Lay Director   Date 
 

 

 

 Send two copies to the Bishop’s office.  One copy 

will be returned, and one copy will be kept on file. 

 Have the signatures of the Pastor and Lay 

Directors on both copies before sending to the 

Bishop’s office for approval. 
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Appendix 3b: Sample Corporate Resolution for Regional Schools 

 

SCHOOL LETTERHEAD 
 

 

 

 

  

 

 

CORPORATE RESOLUTION 

ADOPTED UNANIMOUSLY 

by the signatures below 

representing the Corporate Board 

 

 

RESOLVED:  Contract with [  company  ] for [  purpose of resolution  ] in the amount of [   

$xxxxxx.xx  ].  [  name of school corporate board president  ] is authorized to execute the 

contract on behalf of the corporation. 

 

Payment will be made from [  method of payment or procurement of funds  ].  Approval has 

already been given by the school board. 

 

Date:        

 

Corporate Board      Diocesan Representatives 

 

 

               

Corporate Board President    Bishop 

 

               

Corporate Board Vice-President   Vicar General 

 

               

Corporate Board Treasurer    Superintendant of Schools 

 

       

Pastor/Provost 

 

 
 

 Send two copies to the Bishop’s office.  One copy 

will be returned, and one copy will be kept on file. 

 Have the signatures of the Pastor and School 

Corporate Board representatives on both copies 

before sending to the Bishop’s office for approval. 
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Appendix 4: Synopsis of Catholic Social Teaching 

 

From: The Office for Social Justice—Archdiocese of St. Paul & Minneapolis (http://www.osjspm.org/)  

 

1. Dignity of the Human Person   
Belief in the inherent dignity of the human person is the foundation of all Catholic social teaching. Human 

life is sacred, and the dignity of the human person is the starting point for a moral vision for society. This 

principle is grounded in the idea that the person is made in the image of God. The person is the clearest 

reflection of God among us. 

 

2. Common Good and Community  
The human person is both sacred and social. We realize our dignity and rights in relationship with others, 

in community. Human beings grow and achieve fulfillment in community. Human dignity can only be 

realized and protected in the context of relationships with the wider society. How we organize our society -

- in economics and politics, in law and policy -- directly affects human dignity and the capacity of 

individuals to grow in community. The obligation to "love our neighbor" has an individual dimension, but 

it also requires a broader social commitment. Everyone has a responsibility to contribute to the good of the 

whole society, to the common good. 

 

3. Option for the Poor  
The moral test of a society is how it treats its most vulnerable members. The poor have the most urgent 

moral claim on the conscience of the nation. We are called to look at public policy decisions in terms of 

how they affect the poor. The "option for the poor," is not an adversarial slogan that pits one group or class 

against another. Rather it states that the deprivation and powerlessness of the poor wounds the whole 

community. The option for the poor is an essential part of society's effort to achieve the common good. A 

healthy community can be achieved only if its members give special attention to those with special needs, 

to those who are poor and on the margins of society. 

 

4. Rights and Responsibilities  
Human dignity can be protected and a healthy community can be achieved only if human rights are 

protected and responsibilities are met. Every person has a fundamental right to life and a right to those 

things required for human decency – starting with food, shelter and clothing, employment, health care, and 

education. Corresponding to these rights are duties and responsibilities -- to one another, to our families, 

and to the larger society.  

 

5. Role of Government and Subsidiarity  
The state has a positive moral function. It is an instrument to promote human dignity, protect human rights, 

and build the common good. All people have a right and a responsibility to participate in political 

institutions so that government can achieve its proper goals. The principle of subsidiarity holds that the 

functions of government should be performed at the lowest level possible, as long as they can be 

performed adequately. When the needs in question cannot adequately be met at the lower level, then it is 

not only necessary, but imperative that higher levels of government intervene.  

 

6. Economic Justice   
The economy must serve people, not the other way around. All workers have a right to productive work, to 

decent and fair wages, and to safe working conditions. They also have a fundamental right to organize and 

join unions. People have a right to economic initiative and private property, but these rights have limits. No 

one is allowed to amass excessive wealth when others lack the basic necessities of life. Catholic teaching 

opposes collectivist and statist economic approaches. But it also rejects the notion that a free market 

automatically produces justice. Distributive justice, for example, cannot be achieved by relying entirely on 

free market forces. Competition and free markets are useful elements of economic systems. However, 
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markets must be kept within limits, because there are many needs and goods that cannot be satisfied by the 

market system. It is the task of the state and of all society to intervene and ensure that these needs are met.  

 

7. Stewardship of God's Creation  
The goods of the earth are gifts from God, and they are intended by God for the benefit of everyone. There 

is a "social mortgage" that guides our use of the world's goods, and we have a responsibility to care for 

these goods as stewards and trustees, not as mere consumers and users. How we treat the environment is a 

measure of our stewardship, a sign of our respect for the Creator. 

 

8. Promotion of Peace and Disarmament  
Catholic teaching promotes peace as a positive, action-oriented concept. In the words of Pope John Paul II, 

"Peace is not just the absence of war. It involves mutual respect and confidence between peoples and 

nations. It involves collaboration and binding agreements.” There is a close relationship in Catholic 

teaching between peace and justice. Peace is the fruit of justice and is dependent upon right order among 

human beings. 

 

9. Participation   
All people have a right to participate in the economic, political, and cultural life of society. It is a 

fundamental demand of justice and a requirement for human dignity that all people be assured a minimum 

level of participation in the community. It is wrong for a person or a group to be excluded unfairly or to be 

unable to participate in society. 

 

10. Global Solidarity and Development  
We are one human family. Our responsibilities to each other cross national, racial, economic and 

ideological differences. We are called to work globally for justice. Authentic development must be full 

human development. It must respect and promote personal, social, economic, and political rights, including 

the rights of nations and of peoples It must avoid the extremists of underdevelopment on the one hand, and 

"superdevelopment" on the other. Accumulating material goods, and technical resources will be 

unsatisfactory and debasing if there is no respect for the moral, cultural, and spiritual dimensions of the 

person. 
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Appendix 5: Art & Environment Resources / Links 

 

Diocese of Davenport 

 

Office of Liturgy: 563-888-4257 

 

The following additional policies are available on the diocesan website (www.davenportdiocese.org): 

 

Policy IV-1000 Policies Relating to Art and Architecture for Worship  

Policies IV-1010-1014 Policies Relating to the Modification of Parishes and the Closure of Churches 

Policy V-3100 Resource: Parish Accessibility Survey 
 

The United States Conference of Catholic Bishops 
 

Committee on Divine Worship:  http://www.usccb.org/about/divine-worship/ 

 

Built of Living Stones: http://www.davenportdiocese.org/lit/liturgylibrary/Policies/litBLS.pdf 

 

Published by the U.S. Bishops, these guidelines are “presented to assist the faithful involved in the building or 

renovation of churches, chapels, and oratories of the Latin Church” (§3). This document has been accepted as 

policy for this diocese.  

 

The General Instruction of the Roman Missal: http://www.usccb.org/prayer-and-worship/the-mass/general-instruction-of-

the-roman-missal/ 

 

The GIRM regulates the celebration of the Mass, and includes sections on the liturgical environment. Chapters V 

and VI would be the most relevant. 

 

Both documents can be ordered through the USCCB Publishing website: http://www.usccbpublishing.org/ 

 

Federation of Diocesan Liturgical Commissions 

 

The FDLC produces a number of publications that those who are building or renovating a church would find helpful; all 

items can be found on their website: https://fdlc.org/publications. 

 

Environment for Catholic Worship (by: Thomas Stehle) 

A series of 12 inserts on the varied elements of the space in which the church gathers to worship, with 

documentation from the U.S. Bishops’ document "Built of Living Stones." Ideal as an educational tool for 

communities engaged in renovation or construction of a worship space. Revised edition 2001. Also available in 

Spanish. 

 

Choosing a Liturgical Consultant 

This series of worksheets helps parishes select the consultant for worship space most suited for their needs. 

Standardized forms provide a systematic means of compiling key information. Published in 2000.  

 

Worship Space: An Annotated Bibliography (by Thomas Stehle) 

This work is an ideal starting place for any community beginning a building or renovation process. It lists and 

describes accessible books and articles on every aspect of the worship environment, from the theoretical 

(liturgical symbolism) to the practical (placement of the tabernacle), and helps you determine what will best suit 

your purpose.  
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Other Resources 

 

Boyer, Mark G. The Liturgical Environment: What the Documents Say, 3rd ed. (Collegeville, MN: The Liturgical Press), 

2015. 

 Order: http://www.litpress.org/ 

A “compendium of present liturgical law on the liturgical environment.” 

 

Healy, James E., STL. Building a New Church: A Process Manual for Pastors and Lay Leaders. Collegeville, MN: 

Liturgical Press, 2009. 

 Order: https://www.litpress.org/ 

The task of building a new worship space for a community is both overwhelming and sacred. It is a time of 

change that presents the opportunity for enrichment and catechesis. Using his experience of working with a 

steering committee to build a new church, Father James Healy in this volume takes a daunting task and makes it 

manageable. 

  

Simons, Thomas G. Holy People, Holy Place: Rites for the Church’s House. (Chicago: Liturgy Training Publications), 

1998. 

Order: http://www.ltp.org/ 

A “book about the rites that the Church uses in and on its own house: rites of dedicating new or renovated places 

of worship (and for keeping the annual anniversary of dedication), rites of blessing for new furnishings and rites 

for those sad occasions when houses of worship must be closed.” 

 

The Association of Consultants for Liturgical Space 

http://liturgical-consultants.org/ 

A useful resource for locating a liturgical consultant, architect, artist or other consultant.  
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Appendix 6: Liturgical Environment Self-Study 

 
The Instruction on Putting into Effect The Constitution on the Sacred Liturgy states, “In building new churches and in 

repairing or adapting old ones great care must be taken to ensure that they lend themselves to the celebration of divine 

services as these are meant to be celebrated, and to achieve the active participation of the faithful” (#90).  With this in 

mind, the Diocese of Davenport is making available this Liturgical Environment Self-Study.  The self-study provides a 

resource for pastors, parish pastoral councils and liturgy commissions to reflect on before they begin planning for a new 

worship space, renovation of existing space, or a critique for present parish worship space when a new building or 

renovation is not being planned. 

 

The column on the left is divided into topic sections.  For the most part, the text in each section is taken from Built of 

Living Stones (BLS), 2000.  Built of Living Stones provides principles for those involved in preparing liturgical space.  

Other liturgical documents that correspond to each topic are referenced at the end of each section.  These documents 

include: The Constitution on the Sacred Liturgy (CSL), 1963; The Instruction on Putting into Effect The Constitution on 

the Sacred Liturgy (ICSL), 1964; Instruction on Eucharistic Worship (IEW), 1967; Holy Communion and Worship of the 

Eucharist Outside of Mass, (HCOM), 1973; Notitiae, newsletter of the Congregation for Divine Worship, 10:80 (1974), 

#4; Code of Canon Law (CCL) revised 1983; 1982; Ceremonial of Bishops (CB), 1984; Rite of Christian Initiation of 

Adults (RCIA), 1988; National Statutes for the Catechumenate (NSC), 1988; and the Book of Blessings (BB), 1989; Rite 

of Dedication of a Church and an Altar (RDCA), revised 1989, General Introduction to the Lectionary at Mass (GILM), 

1998; General Instruction of the Roman Missal (GIRM), retranslated 2011; (Circular Letter Concerning) the Preparation 

and Celebration of the Easter Feasts (PCEF); Sing to the Lord 2007. 

 

The column on the right provides space for individuals to write notes, observations or remarks based on how their worship 

space is aligned with or deviates from the liturgical documents.  An honest assessment of current conditions will be 

helpful to the parish, the Diocesan Liturgical Commission and the Diocesan Building Commission when renovation 

and/or building plans are being made. 

 

Liturgical Documents Parish Remarks / Questions 

Narthex (Gathering Space) 

(The narthex) serves as gathering space and as the entrance 

and exit to the building.  The gathering space helps 

believers to make the transition from everyday life to the 

celebration of the liturgy, and after the liturgy, it helps them 

return to daily life to live out the mystery that has been 

celebrated.  In the gathering space, people come together to 

move in procession and to prepare for the celebration of the 

liturgy.  It is in the gathering space that many important 

liturgical moments occur: men and women participate in 

the Rite of Becoming a Catechumen as they move towards 

later, full initiation into the Church; parents, godparents, 

and infants are greeted for the celebration of baptism; and 

Christians are greeted for the last time as their mortal 

remains are received into the church building for the 

celebration of the funeral rites.   

In addition to its religious functions, the gathering space 

may provide access to the vesting sacristy, rooms for choir 

rehearsal, storage areas, restrooms, and rooms for ushers 

and their equipment.  Adequate space for other gatherings 

will be an important consideration in planning the narthex 

and other adjoining areas. 

(BLS 95-96) 
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Assembly (Nave) 

The space within the church building for the faithful other 

than the priest celebrant and the ministers is sometimes 

called the nave.  This space is critical in the overall plan 

because it accommodates a variety of ritual actions: 

processions during the Eucharist, the singing of the prayers, 

movement during baptismal rites, the sprinkling of the 

congregation with blessed water, the rites during the 

wedding and funeral liturgies, and personal devotion.  This 

area is not comparable to the audience’s space in a theater 

or public arena because in the liturgical assembly, there is 

no audience.  Rather, the entire congregation acts.  The 

ministers of music could also be located in the body of the 

church since they lead the entire assembly in song as well 

as by the example of their reverent attention and prayer.   

Two principles guide architectural decisions about the form 

and arrangement of the nave: (1) the community worships 

as a single body united in faith, not simply as individuals 

who happen to find themselves in one place, and the nature 

of the liturgy demands that the congregation as well as the 

priest celebrant and ministers be able to exercise their roles 

in a full and active way; and (2) the priest celebrant and 

ministers together with the congregation form the liturgical 

assembly, which is the Church gathered for worship.   

(BLS 51-52)   

[cf. ICSL, 98, IEW 24, GIRM 293-94] 

 

Chair for the Priest Celebrant  

The chair for the priest celebrant stands as a symbol of “his 

function of presiding over the gathering and of directing the 

prayer.” (GIRM 310)  An appropriate placement of the 

chair allows the priest celebrant to be visible to all in the 

congregation.  The chair reflects the dignity of the one who 

leads the community in the person of Christ, but is never 

intended to be remote or grandiose.  The priest celebrant’s 

chair is distinguished from the seating for other ministers 

by its design and placement.  “The seat for the Deacon 

should be placed near that of the celebrant.” (GIRM 310)  

[cf. BLS 63, ICSL 92, GIRM 294] 

 

Seats for Other Liturgical Ministers 

The seats for the other ministers should be arranged so that 

they are clearly distinguished from the seats for clergy and, 

so that the ministers are easily able to fulfill the office 

assigned to them.  (GIRM 310) 

 

Music Ministers 

It is important to recognize that the building must support 

the music and song of the entire worshiping assembly.  In 

addition, some members of the community have special 

gifts for leading the assembly in musical praise and 

thanksgiving (STL 48).  The skills and talents of these 

pastoral musicians, choirs, and instrumentalists are 

especially valued by the Church.  Because the roles of the 

choirs and cantors are exercised within the liturgical 
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community, the space chosen for the musicians should 

clearly express that they are part of the assembly of 

worshipers.  In addition, cantors and song leaders need 

visual contact with the music director while they 

themselves are visible to the rest of the congregation.  

Apart from the singing of the Responsorial Psalm, which 

normally occurs at the ambo, the stand for the cantor or 

song leader is distinct from the ambo, which is reserved for 

the proclamation of the word of God. (BLS 89)   

[cf. ICSL 97, GIRM 294] 

Musical Instruments 

Musical instruments, especially the pipe organ, have long 

added to the beauty and prayerfulness of Catholic worship.  

Planning sufficient space for the organ and other 

instruments that may be used to accompany the assembly’s 

prayer is an important part of the building process.  This 

includes the design of the organ casework, if such is used, 

or the placement of the pipes of large instruments.  An 

acoustical specialist and musicians working together can 

arrive at a placement that allows the pipes to be seen and 

heard well without becoming a distraction or competing 

with the other artwork and iconography.  The placement of 

the organ also must ensure that the instrumentalists have a 

clear visual connection with the director of music and, if 

necessary, with the cantor or song leader. 

Some instruments are used only occasionally for more 

solemn and festive occasions.  For this reason there is a 

need for flexibility in the arrangement of the space allotted 

for music so that there will be adequate room to 

accommodate them when they are included in the worship 

services  (BLS 226-227; STL 95-100) [cf. ICSL 97] 

 

Visibility 

Visibility speaks more to the quality of view than merely 

the mechanics of seeing.  A space must create a sense that 

what is seen is proximate, important and personal.  The 

arrangement of the space should consider levels of priority 

in what is seen, allowing visual flow from one center of 

liturgical action to another.  Furthermore, the sense and 

variety of light, artificial or natural, contribute greatly to 

what is seen.  (EA 50) [cf. BLS 212; 228-233] 

 

Audibility 

Audibility of all (congregation and ministers) is another 

primary requirement.  A space that does not require 

amplification is ideal.  Where an amplifying system is 

necessary, provision for multiple microphone jacks should 

be made (e.g., at the altar, ambo, chair, font space 

immediately in front of the congregation, and a few spots 

through the congregation*).  Since the liturgical space must 

accommodate both speech and song, there must be a 

serious acoustical consideration of the conflicting demands 

of the two…A room designed to deaden all sounds is 

doomed to kill liturgical participation.  (EA 51; STL 101-
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104)  

[cf. BLS 212; 221-225]  

* Current technology makes it possible for a number of 

these microphone jacks to be eliminated (it is preferable 

that a microphone not rest on the altar if possible).  

However, parishes should keep in mind the celebration of 

the various rites, especially the RCIA, where microphones 

may need to set up in different locations for full 

participation to take place. 

Altar 

At the Eucharist, the liturgical assembly celebrates the 

ritual sacrificial meal that recalls and makes present 

Christ’s life, death, and resurrection, proclaiming “the 

death of the Lord until he comes” (1Cor 11:26; cf. Rev 

19:9).  The altar is “the center of the thanksgiving that is 

accomplished through the Eucharist” (GIRM, 296) and the 

point around which the other rites are in some manner 

arrayed.  (Mediator Dei, 21) Since the Church teaches that 

“the altar is Christ” (RDCA, ch. 4, no.4), its composition 

should reflect the nobility, beauty, strength, and simplicity 

of the One it represents.  In new churches there is to be 

only one altar so that it signifies to the assembly of the 

faithful “the one Christ and the one Eucharist of the 

Church” (GIRM 303).  

The altar is the natural focal point of the sanctuary and is to 

be “built separate from the wall, in such a way that it is 

possible to walk around it easily and that Mass can be 

celebrated at it facing the people, which is desirable 

wherever possible” (GIRM 299). “In keeping with the 

Church‘s traditional practice and with what the altar 

signifies, the table of a fixed altar should be of stone and 

indeed of natural stone. In the Dioceses of the United States 

of America, wood which is dignified, solid and well-crafted 

may be used, provided that the altar is structurally 

immobile. As to the supports or base for supporting the 

table, these may be made of any material, provided it is 

dignified and solid” (GIRM, 301; see RDCA, ch. 4, no. 9).  

Parishes building new churches must follow the directives 

of the diocesan bishop regarding the kind of altar chosen 

and suitable materials for new altars (BLS 56-57). 

[cf. BLS 56-60, ICSL 91, IEW 24, GIRM 296-308, RDCA 

ch. 4, nos. 1-5] 

 

Cross 

The cross with the image of Christ crucified is a reminder 

of Christ's paschal mystery.  It draws us into the mystery of 

suffering and makes tangible our belief that our suffering 

when united with the passion and death of Christ leads to 

redemption (BB 1233).  There should be a crucifix 

positioned “either on the altar or near it… clearly visible to 

the assembled people” (GIRM 308).  Since a crucifix 

placed on the altar and large enough to be seen by the 

congregation might well obstruct the view of the action 
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taking place on the altar, other alternatives may be more 

appropriate.  The crucifix may be suspended over the altar 

or affixed to the sanctuary wall.  A processional cross of 

sufficient size, placed in a stand visible to the people 

following the entrance procession, is another option.  If the 

processional cross is to be used for this purpose, the size 

and weight of the cross should not preclude its being 

carried in procession.  If there is already a cross in the 

sanctuary, the processional cross is placed out of view of 

the congregation following the procession.  (BLS 91)   

[cf. ICSL 94, GIRM 117] 

Candles 

Candles, which are signs of reverence and festivity, are 

required at every liturgical service (GIRM 307).  The living 

flame of the candle, symbolic of the risen Christ, reminds 

people that in baptism they are brought out of darkness into 

God’s marvelous light (1 Pt 2:9).  For the celebration of the 

Eucharist it is appropriate to carry candles in the entrance 

procession and during the procession with the Book of the 

Gospels (GIRM 120, 133).  At least two candles are placed 

near the altar in the sanctuary area.  If there is a lack of 

space, they may be placed on the altar.  Four or six candles 

may be used for the celebration of Mass and for exposition 

of the Blessed Sacrament.  If the bishop of the diocese 

celebrates, seven candles should be used.  Candles placed 

in Floor-standing bases or on the altar should be arranged 

so they do not obscure the view of the ritual action in the 

sanctuary, especially the action at the altar. Candles for 

liturgical use should be made of a material that provides “a 

living flame without being smoky or noxious.”  To 

safeguard “authenticity and the full symbolism of light,” 

electric lights as a substitute for candles are not permitted 

(Notitiae). 

[cf. BLS 92-3, ICSL 94] 

 

Paschal (Easter) Candle 

The paschal candle is the symbol of “the light of Christ, 

rising in glory,” scattering “the darkness of our hearts and 

minds (Roman Missal, the Easter Vigil, no. 14).  Above all, 

the paschal candle should be a genuine candle, the pre-

eminent symbol of the light of Christ.  Choices of size, 

design and color should be made in relationship to the 

sanctuary in which it will be placed.  During the Easter 

Vigil and throughout the Easter season, the paschal candle 

belongs near the ambo or in the middle of the sanctuary. 

After the Easter season it is to be moved to a place of honor 

in the baptistry for use in the celebration of baptisms.  

During funerals, the paschal candle is placed near the coffin 

as a sign of the Christian’s passover from death to life 

(PCEF 99; BLS 94). 

 

Ambo  

The central focus of the area in which the word of God is 

proclaimed during the liturgy is the ambo.  The design of 
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the ambo and its prominent placement reflects the dignity 

and nobility of that saving word and draws attention of 

those present to the proclamation of the word (GILM, 32).  

Here the Christian community encounters the living Lord in 

the word of God and prepares itself for the “breaking of the 

bread” and the mission to live the word that will be 

proclaimed.  An ample area around the ambo is needed to 

allow a gospel procession with a full complement of 

ministers bearing candles and incense.  The General 

Instruction to the Lectionary recommends that the design of 

altar and ambo bear a “harmonious and close relationship” 

to one another (GILM 32) in order to emphasize the close 

relationship between word and Eucharist.  Since many 

people share in the ministry of the word, the ambo should 

be accessible to everyone, including those with physical 

disabilities.  (BLS 61)   

[cf. BLS 62, 211-212; ICSL 96, GIRM 309] 

Baptistry 

The rites of baptism, the first of the sacraments of 

initiation, require a prominent place for celebration (RCIA 

25). Initiation into the Church is entrance into a eucharistic 

community united in Jesus Christ.  Because the rites of 

initiation of the Church begin with baptism and are 

completed by the reception of the Eucharist, the baptismal 

font and its location reflect the Christian’s journey through 

the waters of baptism to the altar.  This integral relationship 

between the baptismal font and the altar can be 

demonstrated in a variety of ways, such as placing the font 

and altar on the same architectural axis, using natural or 

artificial lighting, using the same floor patterns, and using 

common or similar materials and elements of design. 

The location of the baptismal font, its design, and the 

materials used for its construction are important 

considerations in the planning and design of the building.  

It is customary to locate the baptismal font either in a 

special area within the main body of the church or in a 

separate baptistry.  Through the waters of baptism the 

faithful enter the life of Christ (RCIA 213).  For this reason 

the font should be visible and accessible to all who enter 

the church building.  While the baptistry is proportioned to 

the building itself and should be able to hold a good 

number of people, its actual size will be determined by the 

needs of the local community. Water is the key symbol of 

baptism and the focal point of the font.  In this water 

believers die to sin and are reborn to new life in Christ.  In 

designing the font and the iconography in the baptismal 

area, the parish will want to consider the traditional 

symbolism that has been the inspiration for the font’s 

design throughout history.  The font is a symbol of both 

tomb and womb; its power is the power of the triumphant 

cross; and baptism sets the Christian on the path to the life 

that will never end, the “eighth day” of eternity where 
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Christ’s reign of peace and justice is celebrated.   

(BLS 66-68)  [cf. BLS 69, ICSL 99, RCIA 22, 25, NSC 17] 

Ambry  

The consecrated oil of chrism for initiation, ordination, and 

the dedication of churches, as well as the blessed oils of the 

sick and of catechumens, are traditionally housed in a 

special place called an ambry or repository (BB1125).    

These oils consecrated or blessed by the bishop at the Mass 

of Chrism deserve the special care of the community to 

which they have been entrusted (CCL c. 847 #2).  The style 

of the ambry may take different forms.  A parish church 

might choose a simple, dignified and secure niche in the 

baptistry or in a wall of sanctuary or a small case for the 

oils.  Cathedrals responsible for the care of a larger supply 

of the oils need a larger ambry.  Since bright light or high 

temperatures can hasten spoilage, parishes will want to 

choose a location that helps to preserve the freshness of the 

oil.  (BLS 117) 

[cf. BB 1125-26] 

 

Reservation of the Eucharist 

It is more in keeping with its meaning as a sign, that the 

tabernacle in which the Most Blessed Sacrament is reserved 

not to be on the altar on which Mass is celebrated.  

Moreover, the tabernacle should be placed, according to the 

judgment of the diocesan Bishop: either in the sanctuary, 

apart from the altar of celebration, in the most suitable form 

and place, not excluding an old altar which is no longer 

used for celebration; or even in another chapel suitable for 

adoration and the private prayer of the faithful, and which 

is integrally connected with the church and is conspicuous 

to the faithful. (GIRM 315)  

[cf. BLS 70-80, ICSL 95, IEW 53, HCOM chap.3, #9] 

 

Tabernacle 

The Most Blessed Sacrament should be reserved in a 

tabernacle in a part of the church which is noble, worthy 

conspicuous, well decorated and suitable for prayer.  

As a rule, there should be only one tabernacle, immovable 

made of solid and unbreakable material and not transparent, 

and locked so that the danger of desecration is avoided as 

much as possible.  (GIRM 314)  According to received 

custom, a designated lamp should burn continuously near 

the tabernacle, fed either by oil or wax, through which the 

presence of Christ is both indicated and honored.  (GIRM 

316)  

[cf. BLS 72, IEW 57] 

 

Reconciliation Chapel 

In planning the reconciliation area, parishes will want to 

provide for a sound-proof place with a chair for the priest 

and a kneeler and chair for the penitent.  Since the rite 

includes the reading of Scripture, the space should also 

include a bible.  Appropriate artwork, a crucifix symbolic 

of Christ’s victory over sin and death, icons or images 
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reflective of baptism and the Eucharist, or Scriptural 

images of God's reconciling love help, to enhance the 

atmosphere of prayer.  Warm, inviting lighting welcomes 

penitents who seek God’s help, and some form of 

amplification as well as Braille signs can aid those with 

hearing or visual disabilities.  Additional rooms or spaces 

will be needed as confessional areas for communal 

celebrations of penance, especially in Advent and Lent.   

(BLS 105) 

Sacristy 

A sacristy or vesting space should be located to favor the 

procession of cross, candles, book and ministers through 

the midst of the congregation to the altar area.   

[cf. BLS 234] 

 

Images for the Veneration of the Faithful 

In the early liturgy, the Church participates in a foretaste of 

the heavenly liturgy, which is celebrated in the holy city 

Jerusalem, towards which she tends as a pilgrim and where 

Christ sits at the right hand of God.  By so venerating the 

memory of the saints, the Church hopes for some small part 

and company with them (CSL 8).   And so, in keeping with 

the Church’s very ancient tradition, images of the Lord, the 

Virgin Mary (RDCA ch.4, no 10), and the saints may be 

displayed in sacred buildings for the veneration of the 

faithful, and may be so arranged that they  guide the 

faithful to the mysteries of the faith which are celebrated 

there.  For this reason, care should be taken that their 

number not be increased indiscriminately, and that they are 

situated in such a way that they do not distract the faithful’s 

attention from the celebration (CSL 125).  There is to be 

only one image of any given saint as a rule.  In general, the 

devotion of the entire community as well as the beauty and 

dignity of the images are to be the criteria for their 

adornment and arrangement in a church.  (GIRM 318) 

 [cf. BLS 135-138] 

 

Stations of the Cross 

Whether celebrated by a community or by individuals, the 

Stations of the Cross offer a way for the faithful to enter 

more fully into the passion and death of the Lord and to 

serve as another manifestation of the pilgrim Church on its 

homeward journey.  Traditionally the stations have been 

arranged around walls of the nave of the church, or, in 

some instances, around the gathering space or even the 

exterior of the church, marking the devotion as a true 

journey. Often churches have images as well as the crosses 

that mark the fourteen stations.  While the depictions of the 

passion are desirable, only the crosses are needed.  The 

images that accompany the crosses are optional.   

(BLS 133, incl. n.153) [cf. BLS 132-134] 

 

Decorations 

Plans for seasonal decorations should include other areas 

besides the sanctuary.  Decorations are intended to draw 
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people to the true nature of the mystery being celebrated 

rather than being ends in themselves.  Natural flowers, 

plants, wreaths and fabric hangings, and other seasonal 

objects can be arranged to enhance the primary liturgical 

points of focus.  The altar should remain clear and 

freestanding, not walled in by massive floral displays of the 

Christmas crib, and pathways in the narthex, nave, and 

sanctuary should remain clear. (BLS 124)   

The use of living flowers and plants, rather than artificial 

greens, serves as a reminder of the gift of life God has 

given to the human community.  Planning for plants and 

flowers should include not only the procurement and 

placement but also the continuing care needed to sustain 

living things.  (BLS 129)   

[cf. CSL 122-128, BLS 122-129] 

Vestments & Vessels 

There is no particular style for sacred furnishing for the 

liturgy (GIRM 325).  Sacred Vessels may be in a shape that 

is in keeping with the culture of each region, “provided the 

individual vessels are  suitable for their intended liturgical 

use and are clearly distinguishable from vessels intended 

for everyday use” (GIRM 332).  Materials used for sacred 

vessels such as the chalice and paten should be worthy, 

solid, and durable, and should not break easily.  Chalices 

and cups used for the distribution of the Precious Blood 

should have bowls made of nonabsorbent material.  Vessels 

made from metal are gilded on the inside if the metal 

ordinarily rusts. The vestments worn by ministers 

symbolize the ministers’ functions and add beauty to the 

celebration of the rites. “For making sacred vestments, in 

addition to traditional materials, natural fabrics proper to 

each region may be used … the beauty and nobility of each 

vestment [derives] not in an abundance of overlaid 

ornamentation, but rather in the material used and in the 

design” (GIRM 343-344).   

[cf. GIRM 327-347; BLS 164-65] 

 

Books 

Any book that is used by an officiating minister in a 

liturgical celebration should be of a large (public, noble) 

size, good paper, strong design, handsome typography and 

binding…Each should be visually attractive and 

impressive.  

[cf. GIRM 349] 
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§IV- 1000 POLICIES RELATING TO ART AND ARCHITECTURE FOR WORSHIP 
 

Introduction 
 

The document issued by the United States Conference of Catholic Bishops (USCCB), “Built of Living Stones: Art, 

Architecture, and Worship,” is to be used as the policy for the Diocese of Davenport with regard to art and architecture 

for worship. In addition, the following are particular policies for this Diocese. 

 

Abbreviations Used: 

 

BLS Built of Living Stones (USCCB, 2000) 

CCL Code of Canon Law (1983) 

c. / cc. canon(s) 

EM  Eucharisticum mysterium (Sacred Congregation of Rites, 1967) 

GIRM General Instruction of the Roman Missal (third typical edition; retranslated in 2011) 

RCIA Rite of Christian Initiation of Adults 

RS  Redemptionis sacramentum 

SC  Sacrosanctum concilium 

 

 

§IV-1001 Parish Catechesis 

 
“One of the most significant and formative experiences in the life of a parish community is the process of building or 

renovating a church.  As part of that process, parish members are called upon to study the Church’s teaching and 

liturgical theology and to reflect upon their personal pieties, their individual tastes, and the parish history.” (BLS §1; see 

also §190) 

 

 
Procedures 

Whenever a parish community undertakes any building or renovation project, it is opportune that catechesis on 

liturgy, the sacraments, and the devotional life of the Church and the parish be undertaken as well.  This will allow 

parishioners to understand better their own participation in worship and articulate their vision to the design team.  

 

 

§IV-1002 Sacred Furnishings 

 
Parishes building new churches must follow the directives of the diocesan bishop regarding the kind of altar chosen and 

suitable materials for new altars. (BLS §57) 

 

 

IV-1001 Policy 

A plan for formation should be part of the initial planning steps.  A qualified liturgical expert should be retained to 

catechize the committee and the parish at large.  This formation should begin before an architect is hired or plans are 

drawn up. 

IV-1002 Policy 

Preliminary designs for all sacred furnishings (altar, ambo, chair, tabernacle, font, etc.) are to be submitted to the 

Diocesan Liturgical Commission for review.  Parishes are encouraged to commission original works of art rather than 

purchasing mass-produced furnishings.  Materials available locally should be considered before exotic materials. See 

also GIRM §§301-3, 309, 310. 
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§IV-1003 Baptistry 

 
A font which allows for immersion “is the fuller and more expressive sign of the sacrament and, therefore, provision 

should be made for its more frequent use in the baptism of adults.” (RCIA, National Statutes for the Catechumenate §17) 

 

 
Procedures 

When renovations or new construction is undertaken, it is important that a parish consider the appropriateness and 

location of their baptismal font.  Churches should weigh carefully the function of the font (for baptisms, funerals, as 

well as blessing before Mass), with visibility and accessibility to the assembly when considering the font’s location.   

BLS §§66-69 offers specific criteria. 

 

 

§IV-1004 The Reservation of the Eucharist (§§70-80; see also §§247-252) 

 
It is more appropriate as a sign that on an altar on which Mass is celebrated there not be a tabernacle in which the Most 

Holy Eucharist is reserved. Consequently, it is preferable that the tabernacle be located, according to the judgment of the 

Diocesan Bishop, 

a. either in the sanctuary, apart from the altar of celebration, in a appropriate form and place, not excluding its 

being positioned on an old altar no longer used for celebration; 

b. or even in some chapel suitable for the private adoration and prayer of the faithful and organically connected to 

the church and readily noticeable to the Christian faithful. (GIRM §315) 

 

The word “noticeable” refers to a part of the church and not to the tabernacle itself. Church law does not require that 

the tabernacle or chapel of reservation be visible while seated during Mass. 

 

The bishop is to determine where the tabernacle will be placed and to give further direction.   The bishop may decide that 

the tabernacle be placed in the sanctuary apart from the altar of celebration or in a separate chapel suitable for 

adoration and for the private prayer of the faithful.  (BLS §74) 

The reservation of the Eucharist was originally intended for the communion of the sick, for those unable to attend the 

Sunday celebration, and as Viaticum for the dying.  As the appreciation of Christ’s presence in the eucharistic species 

became more developed, Christians desired through prayer to show reverence for Christ’s continuing presence in their 

midst.  (BLS §70) 

 
It is most desirable that the faithful, just as the Priest himself is bound to do, receive the Lord’s Body from hosts 

consecrated at the same Mass and that , in the instances where this is foreseen, they partake of the chalice, so that even by 

means of the signs Communion will stand out more clearly as a participation in the sacrifice actually being celebrated. 

(GIRM §85) 

 

In accordance with the structure of each church and legitimate local customs, the Most Blessed Sacrament should be 

reserved in a tabernacle in a part of the church that is truly noble, prominent, conspicuous, worthily decorated, and 

suitable for prayer. (GIRM §314; see also RS §130 and c.938) 

 

The place of reservation should be a space that is dedicated to Christ present in the Eucharist and that is designed so that 

the attention of one praying there is drawn to the tabernacle that houses the presence of the Lord.  (BLS §73) 

 

IV-1003 Policy 

All renovation projects which include modifying the worship space should strongly consider including an adult 

immersion font in their plans.  In all new construction of churches, an immersion font shall be required.   
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A special area can be designed within the sanctuary.  Careful planning is needed so that the placement chosen does not 

draw the attention of the faithful away from the eucharistic celebration and its components. In addition, the placement 

must allow for a focus on the tabernacle for those periods of quiet prayer outside the celebration of the Eucharist.  (BLS 

#79) 

 

Procedures 

a) It is the role of the Diocesan Bishop to determine where the tabernacle will be placed. 

 

b) The reserved hosts in the tabernacle are not intended for use at communion during Mass. See also GIRM §§85, 

157, 243; RS § 89; SC §55; EM §31. 

 

c) As an important part of the devotional life of every parish, the place for the reserved Eucharist must allow for 

private prayer and devotion, be accessible to those in wheelchairs, and be without the distraction of other activity 

or the clutter of other objects.  It must also provide a way for ministers to the homebound and sick to obtain Holy 

Communion for their ministry.   

 

 

§IV-1005 The Process  

 
A building or renovation project is not the work of the pastor alone, nor is it that of a building committee.  Rather, it is an 

act of faith that belongs to and engages the entire community.  (BLS, §175) 

 

The time devoted to communication and education will help make the later stages of the process move more smoothly and 

will ensure that the relationships among parish members are strengthened rather than strained by the project.  (BLS 

§176) 

 

In keeping with Catholic Social Teaching, attention will be given to fair labor practices as well as to “sustainable” or 

“green” architecture in planning any renovation or construction project. 

IV-1004 Policy  
A chapel of reservation for the Holy Eucharist is to be designed for all new construction projects in accordance with 

the Code of Canon Law, the General Instruction of the Roman Missal, and Built of Living Stones. 

 

In renovations of a worship space, a chapel of reservation is strongly encouraged in order to best follow the 

guidelines of the universal church.  In those cases where a church’s architectural features or site precludes the design 

of a reservation chapel, the case must be made to the Diocesan Liturgical Commission and the Bishop for review 

and approval. 

 

If it is determined that a reservation chapel is unfeasible, the tabernacle must be located in the sanctuary area of the 

church, but in a way that will keep the tabernacle (the reserved Eucharist) and the altar (the action of Eucharist) 

separate and distinct. (See BLS §§79-80, §§250-51; GIRM §315)  
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Procedures 

The document, §V-3000 Policies Relating to Building and Renovation Projects in Parishes, is to be consulted and 

followed. The document is available on the diocesan website and in the Policies Handbook. 

 

 

§IV-1006 The Liturgical Consultant 

 
It is the responsibility of the liturgical consultant to assist the pastor, the staff, and the entire parish with continuing 

education about the importance, role, and value of worship, and the impact of the church building upon worship.  The 

liturgical consultant(s) selected by the parish work(s) with the architect and other members of the design team from the 

earliest stages of the process to help them apply the principles and norms of liturgical design to the practical and 

liturgical needs of the parish being served.  (BLS §§199-200) 

 

 
Procedures 

The procedure for hiring a liturgical consultant is covered in Policy §V-3007 Renovation or Building Projects: 

Liturgical (#4). 

 

 

 

 

 

 

IV-1005 Policy  
The process of building and renovation is to be as open as possible.  Participation in the process, catechesis, and 

information shared in a timely way should be available to all. A packet of materials, prepared by the parish 

leadership with the assistance of the Office of Liturgy, the Diocesan Liturgical and Building Commissions, and the 

Liturgical Consultant, should be made available to members of the parish. The information contained in such a 

packet could include: 

a) Corporate Resolutions required for building/renovation process 

b) Overview of the building process 

c) Hiring a Liturgical Consultant and Architect 

d) Architectural Process 

e) Overview of Built of Living Stones 

f) Liturgical Catechesis 

Sample topics include: 

1. The Sacraments, especially Eucharist and Baptism 

2. Current liturgical theology, especially Vatican II and other Church documents 

3. Liturgical and devotional prayer 

4. The role of the liturgical assembly 

g) Feasibility Study  

h) Commissioning of Artists 

IV-1006 Policy 

Church building or major renovation projects which impact any part of the worship space need to retain the services 

of a liturgical consultant to assist them in the project.  The Office of Liturgy has resources available on selecting a 

liturgical consultant. 
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§IV-1007 Disposition of Objects No Longer Needed for Sacred Use  

 
Over time, there will be liturgical objects in churches, chapels, and other religious institutions that become unsuitable or 

no longer necessary for sacred use because: 

 They are worn out and beyond restoration; 

 They are of good quality but no longer appropriate for the Vatican II liturgy; 

 There are duplicates due to the merging of parishes; 

 A new object is created as a result of a renovation or new building project; and/or 

 A parish, church, or chapel is closed or suppressed. 

 

These objects need to be treated with “reverence and not be employed for improper or profane use even if they are under 

the control of private individuals” (c.1171). As noted in BLS: “To ensure the protection of worn or used sanctuary 

furnishings, vessels, vesture, and other liturgical artifacts, many diocesan bishops have issued directives about their 

proper disposition when they are no longer suitable for worship”  (BLS §166; see also §§253-4). An assessment of the 

quality of an object (fine materials, excellent craftsmanship, historical significance, aesthetic beauty) is critical in 

determining any disposition, and ought to be done with the help of experts if necessary. 

 

 
Procedures 

a) In the alienating of any Church property, the provisions of canon law are to be followed; see especially Book V, 

“The Temporal Goods of the Church.” Particular canons of note are found in Appendix A. 

 

b) According to c. 1292, permission is required for the alienation (sale) of goods whose value exceeds particular 

limits. The current limit amounts for requiring the approval of the Diocesan Bishop (“minimum”) and the Holy 

See (“maximum”) are found on the USCCB website under “Complementary Norms for Canon 1291 §1.” See 

Appendix A.  

 

c) Objects acquired as the result of a vow, and objects of great artistic or historical value, may not be alienated (sold) 

without the permission of the Holy See. When such objects are to be disposed of, the diocesan bishop is to be 

contacted (cc.638 & 1292 §2; and BLS §168). 

 

d) The pastor (or Parish Life Administrator) is to keep an accurate list of alienated objects and the manner of their 

disposition. This list is to remain a part of parish records.  
 

e) The transfer and reception of any object is to be documented using the form in Appendix B. 

 

 

Procedures 

a) When an object is deemed no longer suited to or needed for liturgical use, it is categorized in accord with the 

schema laid out in Appendix C.  

 

b) In order of preference, objects no longer suitable or needed for liturgical or sacred use are to be disposed of in the 

following manners (and in keeping with canonical legislation): 

IV-1007.1 Policy 

The pastoral leadership of each parish is responsible for the proper disposition of object no longer needed or suitable 

for liturgical use (cc.1279-80; 1291). 

IV-1007.2 Policy 

The disposition of particular objects is governed by category as well as by the preference given to certain methods of 

disposition over others. 
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a. Re-using Objects 
First consideration should be given to incorporating historical objects in new constructions or renovations. For 

example, a stained glass window might be incorporated into a new reservation chapel. The Liturgy Office, liturgical 

consultant, and architect should be consulted to help determine the appropriateness of re-use. 

 

b. Donation / Sale to Another Church 
If it is not possible to reuse the object in question, the parish may make those objects available to another parish, 

chapel, or institution in the diocese, or to a mission church or other parish in great need. Both institutions should 

contact the Liturgy Office to approve the transfer. 

 

c. Placement in a “Heritage Room” 
Objects may be placed in a Heritage Room designed by the parish or institution to document its history. 

 

d. Return of Objects to Donor or Family Member 
While it is true that donated objects become the property of the receiving parish or institution, it is important to be 

sensitive to donors and parishioners when it comes time to dispose of certain items. It may sometimes be pastorally 

appropriate to return an object to the donor or a family member. 

   

e. Donation / Sale to a Museum 
Rare or historically significant objects which are no longer usable in any way may be donated or sold to a reputable 

museum (with the approval of the Diocesan Liturgy Office). 

 

f. Sale to Parishioners / Individuals 
Respecting the restrictions in this policy, there are occasions when—other solutions having been deemed not 

feasible—that objects may be sold to parishioners or other individuals. 

 

g. Storage 
Objects may be documented and properly stored to protect them from future damage. The Diocesan Archivist will 

serve as the point of contact and clearinghouse for information regarding proper storage and available resources. 

 

h. Destruction 
If an object is no longer usable, it may be disposed of by burning (or another method that destroys the objects 

integrity) or by burial (not simple disposal or relegation to a dump or landfill). Such objects are then no longer 

considered sacred or “blessed.” 

 

c) Churches (cc. 1212, 1222) which are no longer to be used for sacred purposes must be returned to profane use by 

decree of the diocesan bishop before they can be transferred to non-liturgical use. By extension of c. 1212, it is 

preferable and more respectful that chalices, patens, and other blessed objects also be returned to profane use by 

decree before disposition if they will no longer be used for sacred purposes. Altars may not normally be reduced 

to profane use by decree, except prior to destruction (c. 1239; see Appendix C for specifics). 

 

d) When considering the disposition of a work of fine art, every effort should be made to restore and preserve the 

object, or at least protect it from future decay. It may also be useful to discern whether an object is worthy 

because of its intrinsic artistic, historic, and/or sentimental value. Consultation with art experts is suggested. 

 

e) The utmost care and respect is to be paid to relics. If they are not able to be safeguarded in a worthy manner at a 

parish or institution, they are to be transferred to the diocese (or to another church). As part of the sacred heritage 

of the Church, relics may not be sold or transferred to an individual. 

 

f) The Office of Liturgy may be contacted for the names of museums or agencies that assist with the transfer of 

sacred items to the missions or other churches. 
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APPENDIX A: Canons Relevant to the Care and Disposition of Sacred Items 

 
Canon 638 

§1. It is for proper law, within the scope of universal law, to determine acts which exceed the limit and manner of ordinary 

administration and to determine those things which are necessary to place an act of extraordinary administration validly.  

§2. Besides superiors, officials who are designated for this purpose in the proper law can validly incur expenses and 

perform juridic acts of ordinary administration within the limits of their office.  

§3. For validity of alienation and any other business transaction in which the patrimonial condition of a juridic person can 

be affected adversely, there is required the written permission of the competent superior with the consent of the council. 

If, moreover, it concerns a business transaction which exceeds the highest amount defined for a given region by the Holy 

See, or items given to the Church in virtue of a vow, or items of precious art or of historical value, the permission of the 

Holy See is also required.  

§4. For the autonomous monasteries mentioned in can. 615 and for institutes of diocesan right it is additionally necessary 

to have the written consent of the local ordinary. 

 

Canon 1171 

Sacred things which are destined for divine worship through dedication or a blessing are to be treated with reverence and 

not be employed for improper or profane use even if they are under the control of private individuals. 

 

Canon 1190 

§1. It is absolutely forbidden to sell sacred relics.  

§2. Significant relics or other ones which are honored with great veneration by the people cannot in any manner be validly 

alienated or perpetually transferred without the permission of the Apostolic See.  

§3. The prescription of §2 is also applicable to images in any church which are honored with great veneration by the 

people. 

 

Canon 1212 

Sacred places lose their dedication or blessing if they suffer major destruction or if they have been permanently given over 

to profane uses, de facto or through a decree of the competent ordinary. 

 

Canon 1222 

§1. If a church can in no way be employed for divine worship and it is impossible to repair it, it can be relegated to 

profane but not sordid use by the diocesan bishop.  

§2. Where other serious reasons suggest that a church no longer be used for divine worship the diocesan bishop, after 

hearing the presbyteral council, can relegate it to profane but not sordid use with the consent of those who legitimately 

claim rights regarding the church and as long as the good of souls is not thereby impaired. 

 

Canon 1238 

§1. An altar loses its dedication or blessing according to the norm of can. 1212.  

§2. Altars, be they fixed or movable, do not lose their dedication or blessing through the reduction of a church or other 

sacred place to profane uses. 

 

Canon 1239 

§1. Both a fixed and a movable altar are to be reserved exclusively for divine worship and entirely exempt from profane 

use.  

 

Canon 1269 

If sacred objects are privately owned, they may be acquired even by private persons by means of prescription; but it is not 

lawful to employ them for profane uses unless they have lost their dedication or blessing; if, however, they belong to a 

public ecclesiastical juridic person, they can be acquired only by another public ecclesiastical juridic person. 
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Canon 1292 

§1. With due regard for the prescription of can. 638, §3, when the value of the goods whose alienation is proposed is 

within the range of the minimum and maximum amounts which are to be determined by the conference of bishops for its 

region, the competent authority is determined in the group's own statutes when it is a question of juridic persons who are 

not subject to the diocesan bishop; otherwise, the competent authority is the diocesan bishop with the consent of the 

finance council, the college of consultors and the parties concerned.  

§2. The permission of the Holy See is also required for valid alienation when it is a case of goods whose value exceeds the 

maximum amount, goods donated to the Church through a vow or goods which are especially valuable due to their artistic 

or historical value.  

§3. If the object to be alienated is divisible, the parts which have previously been alienated must be mentioned in seeking 

the permission for alienation; otherwise the permission is invalid.  

§4. The persons who must take part in alienating goods through their advice or consent are not to give their advice or 

consent unless they have first been thoroughly informed concerning the economic situation of the juridic person whose 

goods are proposed for alienation and concerning previous alienations. 

 

Canon 1376 

One who profanes a movable or immovable sacred thing is to be punished with a just penalty. 
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APPENDIX B: Transfer Document 

 

 

Object Being Transferred:            

 

Description:              

 

              

 

              

 

 

Declaration: 

 

The ownership of the object named and described above  

 

was transferred from            
                Name of parish/institution making transfer 

 

by the authority of            
          Name of person representing parish/institution making the transfer 

 

to        , and was received by  
     Name of parish/institution making transfer 

 

         on the date specified below. 
Name of person representing parish/institution receiving the transfer 

 

 

The receiving institution declares that the item will not be used in any sordid or unbecoming way. 

 

 

 

 

 

                

Signature of person representing the parish or   Signature of person representing the parish or 

institution making the transfer      institution receiving the transfer 
 

 

            

Date        Date 

 

 

 

 

 

 

 

 
The original of this form is to be retained in the parish/institution archives. If the object transferred is of significant historical, artistic, or material 

value, and/or of the permission of the bishop was required to alienate the object, a copy of this form is to be sent to the Diocesan Archives.
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§IV- 1010 POLICIES RELATING TO THE MODIFICATION OF PARISHES  

AND THE CLOSURE OF CHURCHES 
 

Introduction 
 

Canon 515 

§1. A parish is a definite community of the Christian faithful established on a stable basis within a particular church; the 

pastoral care of the parish is entrusted to a pastor as its own shepherd under the authority of the diocesan bishop. §2. The 

diocesan bishop alone is competent to erect, suppress or alter parishes, he is not to erect, suppress or notably alter them 

without hearing the presbyteral council. §3. A legitimately erected parish has juridic personality by the law itself. 

 

The modification of parishes (cf. c. 515 §2) and the closure, relegation, and alienation of churches (cf. c. 1222 §2) are 

among the responsibilities that fall to diocesan Bishops. In exercising these responsibilities, Bishops are to be guided by 

the Church’s jurisprudence.  

 

As the Congregation for the Clergy notes in the letter accompanying their “Procedural Guidelines for the Modification of 

Parishes and the Closure, Relegation and Alienation of Churches”
1
 [hereafter, “Letter” and “Procedural Guidelines”], 

it is important to distinguish “between three separate and distinct canonical processes: (1) the modification of parishes, 

(2) the relegation to profane use and/or the permanent closure of churches, and 93) the alienation of current or former 

sacred edifices” (p. 212). Each of these processes must be adjudicated individually; the “just cause” that may lead to the 

modification of a parish and the “grave cause” that may lead to the closure or relegation of a church must be considered 

separately and specifically for the parish and church involved. In addition, they note that in this process it is important to 

“distinguish the juridic person of a diocese from the juridic person of a parish” (p. 212). Finally, they also remind 

Bishops that each of these decisions must be “enacted by a separate written decree” that follows the norms of canon law. 

 

This policy, along with the diocesan Policies Relating to Art and Architecture for Worship, replace the 2004 document, 

“Directives: Management of Assets.” 

 

Abbreviations Used: 

 

BLS Built of Living Stones (USCCB, 2000) 

c. / cc. canon(s) (From the 1983 Code of Canon Law) 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
 

                                                 
1
 Published in The Jurist: Studies in Church Law and Ministry, Volume 73, Number 1, 2013, pp. 211-219. 
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§IV-1011 Modification of Parishes 

 

 

Procedures 

 

1. The Bishop has the responsibility of seeking out all necessary information and hearing from those whose rights 

could be injured (c. 50). 

2. The Bishop must consult the Presbyteral Council 

a. He must provide the Council with all the relevant information 

b. He must lawfully convoke the Council (cc. 127, 166) 

c. He himself must consult the members regarding each individual parish modification which has been 

proposed 

d. The consultation must be genuine and include reasons both for and against the modification 

3. Any decree modifying a parish must be issued in writing 

a. It must be communicated, without delay, according to the norms of law 

b. The period of time during which hierarchical recourse may be presented begins with the lawful 

notification of the decree (c. 1734 §2) 

c. The decree must mention at least in summary form the just cause(s) for the decision (c. 51) 

d. The decree must clearly define the criteria for membership in all parishes affected by the modification 

e. The decree must provide for the disposition of temporal goods in accord with law, and must respect the 

intentions of donors (cc. 121-123); temporal goods are to follow the people. 

i. “When two or more parishes are joined to form one parish, the temporal goods and patrimonial 

rights proper to the original parishes are obtained by the new parish, together with all the 

obligations with which they were burdened (c. 121).”
2
 

ii. If a parish is divided, “an equitable and just division is made of the original parish’s common and 

divisible patrimonial goods and rights, together with its debts and obligations,” taking into 

                                                 
2
 Robert W. Oliver, “Temporal Goods and the Suppression/Merger of Parishes,” in The Jurist: Studies in Church Law and Ministry 

72:1 (2012), 167-8. 

IV-1011 Policy 

1. The relevant canons are chiefly c. 515, but also cc. 50-51, 120-123, 127, and 166. 

2. There are four possible types of parish modifications: 

a. Extinctive Union (merger): A and B unite to form C, only C remains (c. 121) 

b. Extinctive Union (amalgamation): A is subsumed into B, only B remains (c. 121) 

c. Total Division: A is divided into B and C, only B and C remain (c. 122) 

d. Suppression: A is extinguished; nothing remains (c. 123) 

3. As a general rule, territorial parishes may only be united or divided (a-c). These are “last choices” and other 

remedies should be considered first. 

4. The authority competent to erect, suppress, or notably alter parishes is the diocesan Bishop or those 

equivalent to him in law (cc. 381 §2, 368, and 515 §2). He is competent to judge the existence of the required 

just cause, following the norms of jurisprudence. 

5. The principle motivation for modifying a parish is always concern for souls (Christus Dominus #32) and the 

good of the faithful (Apostolorum Successores #214). 

6. While the good of the whole diocese may be taken into consideration, the reasons for undertaking the 

modification of a parish must be specific and relevant to that parish. 
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account “the circumstances and needs of the parish to which the portion is assigned or of the new 

parish that is created.” “The use and usufruct of common goods which are not divisible accrue to 

each parish.”
3
 

f. If a parish is suppressed, the norms for mergers (3.e.i) apply; that is, “the temporal goods are to remain 

with the parish or parishes to which the Christian faithful are assigned.”
4
 

 

§IV-1012 Closure of Churches & Relegation of Churches to Profane but Not Sordid Use 

 

 
Procedures 

 

1. The Bishop has the responsibility of seeking out all necessary information and hearing from those whose rights 

could be injured (c. 50). 

2. The Bishop must consult the Presbyteral Council 

a. He must provide the Council with all the relevant information 

b. He must lawfully convoke the Council (cc. 127, 166) 

                                                 
3
 Oliver, 168. For example, a cemetery would not be divided between parishes but would be transferred to one; any assets (or 

liabilities) related to the cemetery would accompany it.  
4
 Oliver, 170. Specifically, it is not permitted to transfer funds to other entities, such as the diocese. 

IV-1012 Policy 

1. The relevant canons are chiefly cc. 1214 and 1222, and also cc. 50-51, 127, and 166. 

2. A sacred edifice which has been given over perpetually for divine worship should retain that sacred character 

if at all possible; only a grave reason to the contrary is sufficient to justify relegating a church to profane but 

not sordid use (c. 1222 §2). 

3. Altars do not lose their dedication or blessing when the church does (see Diocesan Policies Relating to Art 

and Architecture for Worship, section IV-1007). 

4. To close a church permanently is to relegate it to profane use; in this case, the norms for relegation must be 

followed. 

5. The authority competent to relegate a church to profane but not sordid use is the diocesan Bishop or those 

equivalent to him in law (cc. 381 §2, 368, and 515 §2). He is competent to judge the existence of the required 

grave cause, following the norms of jurisprudence. 

a. Regarding finances: 

i. The relevant financial need to be considered is only that of the juridic person which owns the 

church (i.e., the parish and not the diocese) 

ii. All other reasonable sources of funding or assistance have been considered and found lacking 

or inadequate 

b. The following are not, by themselves, sufficiently grave causes: 

i. A general plan of the diocese to reduce the number of churches 

ii. The church is no longer needed 

iii. The parish has been suppressed [or merged] 

iv. The number of parishioners has decreased 

v. Closure will not harm the good of souls 

vi. A desire to promote the unity of the parish 

vii. Some potential future cause that has not actually happened yet 
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c. He himself must consult the members regarding each individual relegation which has been proposed 

d. The consultation must be genuine and include reasons both for and against the proposed relegation 

e. He must obtain the consent of those who claim legitimate rights in the edifice and verify that the good of 

souls will suffer no harm (cc. 1222 §2, and 127). 

3. Any decree modifying a parish must be issued in writing 

a. It must be communicated, without delay, according to the norms of law 

b. The period of time during which hierarchical recourse may be presented begins with the lawful 

notification of the decree (c. 1734 §2) 

c. The decree must mention at least in summary form the grave cause(s) for the decision (c. 51) 

 

§IV-1013 Alienation of Churches 

 

 

Procedures 

 

1. The competent authority must assure that there is no reasonable possibility of scandal or loss of the faithful which 

will result from the alienation. 

2. Under no circumstances may the edifice be alienated for use inconsistent with its inherent dignity as a former 

church. Contractual agreements are to be put in place to safeguard this point in civil law as well as canonically. 

3. Prior to alienation, all sacred objects, relics, sacred furnishings, stained-glass windows, bells, confessionals, altars, 

etc. are to be removed for use in other sacred edifices or stored in ecclesiastical custody. 

a. If they cannot be removed, altars are to be relegated to be destroyed. 

b. See Diocesan Policies Relating to Art and Architecture for Worship, section IV-1007 (excerpted below in 

Appendix B). 

4. Competent authority 

a. For juridic persons not subject to the Bishop, the competent authority is identified by the statutes. 

b. In all other cases (parishes, schools, chapels, etc.), the competent authority is the diocesan Bishop, who is 

required to obtain the following consents: 

i. The consent of the diocesan Finance Council is required. 

ii. The consent of the College of Consultors is required. 

IV-1013 Policy 

1. The relevant canons are chiefly cc. 1291-1298, and also cc. 50-51, 127, and 166. 

a. These canons apply to the actual sale of an edifice  

b. They also apply to other transactions which could harm the stable patrimony of the juridic person 

which owns it (c. 1295). 

2. Relegation to profane but not sordid use 

a. If after alienation the edifice will still be used for Catholic worship, it is not relegated to profane use 

prior to alienation 

b. In all other cases, it must be so relegated prior to alienation 

3. If alienation becomes necessary, the following options are available (in decreasing order of preference): 

a. Continued use as a place of Catholic worship (non-relegated; see 2a above) 

b. Use as a place for the exercise of other Catholic apostolates or ministries 

c. For profane but not sordid use in keeping with the dignity of the edifice as a former church 

d. Demolition of the edifice, recovering the land 
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iii. The consent of the interested parties is required. This is documented through the enactment of a 

Corporate Resolution. 

5. Value of the edifice: additional requirements 

a. When the value of the edifice lies between the minimum and maximum amounts established by the 

USCCB: 

i. Currently, the minimum amount is $250,000 and the maximum amount is $3,500,000 in the 

Diocese of Davenport
5
 

ii. A just cause for alienation is required. 

iii. A written appraisal by experts is required (c. 1293). 

b. When the value of the edifice lies beneath the minimum amount established by the United States 

Conference of Catholic Bishops (USCCB), all the requirements above apply, except that a written 

appraisal by experts is not required. 

c. When the value of the edifice lies above the maximum amount established by the USCCB OR if the 

edifice was given by vow OR it is precious for artistic or historical reasons, in addition to all the 

requirements above, the consent of the Holy See is required (c. 1292 §2). 

 

§IV-1014 Parish Cemeteries 

 
Procedures 

 

1. The decree modifying the parish must account for the care of the cemetery and the transfer of its assets, liabilities, 

and records. 

 

 

 

 

 

 
 

 

 

 

 

 

 

                                                 
5
 USCCB, Complementary Norms to Canon Law, canon 1292 §1. Available at: http://www.usccb.org/beliefs-and-teachings/what-we-

believe/canon-law/complementary-norms/canon-1292-1-minimum-and-maximum-sums-alienation-of-church-property.cfm.  

IV-1014 Policy  
1. Parish cemeteries (including their assets, liabilities, and records) are to be transferred as follows: 

a. Extinctive Union (merger): to the new parish 

b. Extinctive Union (amalgamation): to the new parish 

c. Total Division: to one of the parishes receiving parishioners, as determined by decree 

d. Suppression: to a new parish, as determined by decree 

2. The cemetery may not be incorporated as a separate entity or otherwise alienated from ecclesiastical care. 

 

http://www.usccb.org/beliefs-and-teachings/what-we-believe/canon-law/complementary-norms/canon-1292-1-minimum-and-maximum-sums-alienation-of-church-property.cfm
http://www.usccb.org/beliefs-and-teachings/what-we-believe/canon-law/complementary-norms/canon-1292-1-minimum-and-maximum-sums-alienation-of-church-property.cfm
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APPENDIX A: Practical Issues
6
 

 

This appendix lists the various tasks that an administrator must attend to in the event that a parish is modified (most 

commonly, a form of extinctive union). While extensive, it is not exhaustive. The bottom line is that all assets and 

liabilities of a parish need to be accounted for when that parish is modified. 

 

As noted in the policies above, the general rule is that parish assets follow the people. It is not permitted to transfer assets 

to a superior entity (such as the diocese). 

 

Compile a complete list of assets and liabilities (for the parish and parish organizations): 

 Checking, savings, investment, brokerage 

 Endowments, foundations, annual appeal, capital campaign 

 Accounts receivable 

 Outstanding checks, unpaid bills, credit cards 

 Vendor service contracts, charge accounts 

 Equipment or vehicles that parish is leasing 

 Worker’s compensation 

 List of gifts, bequests of real property, and donations received up to the date of merger 

 Annual budget 

 Detailed inventory of the parish’s temporal goods 

 List of all those having keys to the buildings (or collect and turn over the keys) 

 

Transfer assets and liabilities: 

 The following are to be obtained by the administrator of the new entity: 

 Power of attorney for the pastor of the closing parish 

 Federal employment identification number (FEIN) of the closing parish 

 Tax-exempt documentation of the closing parish and related entities 

 Change the former parish institution numbers (ex: FEIN) to the new parish institution numbers, carefully noting 

the name of each bank or investment institution, account number, account signer(s) and current balances. 

 The new numbers are also applied, as applicable, to buildings, insurance coverage, and worker’s compensation 

subsequent to the merger date. 

 Contact the county treasurer/recorder to have the deed transferred or abstract updated (including the deed for the 

cemetery, if applicable). 

 

Transfer parish records to the new (receiving) parish(es): 

 Sacramental records 

 Mass intentions 

 Historical records 

 Cemetery records 

 

Transfer of temporal goods: 

 Objects are not to be damaged and appropriate insurance coverage is to be arranged if applicable 

 Sacred objects are to be transferred to the new entity/ies (or other appropriate disposition made in accord with 

Diocesan Policies Relating to Art and Architecture for Worship, section IV-1007). 

                                                 
6
 Oliver, 173-77. 
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Finances: 

 Repay all debts (capital and interest) in a timely manner [the competent authority may grant an exception to retain 

some debt if necessary]. 

 Attempt to contact all those who have not cashed outstanding checks, informing them that the parish accounts will 

be closed as of the merger date. 

 The balance on charge and credit card accounts is paid in full and the account(s) closed prior to the merger date. 

Confirmation of the closure is retained as part of the records. If a new parish is being formed then new accounts 

are opened using the new parish name, address, and tax ID number. 

 

Employees: 

 Employees are to be paid to the date of merger. 

 Provide the new parish(es) with employee records, including: name, address, date of hire, rate of pay, salary, 

Social Security number, hours worked per week, employee benefits, accrued and unused vacation days, retirement 

plan, insurance (life, disability, health, dental),last day of work, and severance information where applicable. 

 

Contracts and Other Arrangements: 

 Organizations that use buildings for meetings without a formal agreement are notified in writing that the parish is 

merging and which buildings will be available for them to use (if any). 

 List the equipment and/or vehicles that the closing parish is leasing and/or renting from a vendor and notify the 

leasing or rental company in writing that the parish is merging. 

o If the new parish is to continue the agreement, the vendor is notified of the new parish’s name, address, 

contact information, and tax ID number. 

o If not, then the closing parish terminates the lease agreements and pays any costs thereby incurred. 

Confirmation of termination is documented and kept as part of the records transferred to the new parish, 

including the return date of the equipment/vehicle. The license plate(s) for the parish-owned vehicle is 

returned to the Registry of Motor Vehicles and a cancellation of registration certificate received. A copy 

is sent to the insurance department at the chancery to initiate cancellation of insurance. 

 Memberships and subscriptions 

o Notification is sent to vendors to cancel memberships and or subscriptions that will not be retained; 

confirmation of cancellation is retained. 

o If memberships / subscriptions are to be maintained by the new parish, the vendor is notified in writing 

that the parish is merging and is provided with the new parish’s name, address, contact information, and 

tax ID number. 

 Service contracts (ex: bulletin and envelope companies, website hosts) 

o If the contract is to continue, vendors are notified in writing that the parish is merging, providing the new 

parish name, address, contact information, and tax ID number. 

o If not, arrangements are made to discontinue the service, with confirmation from the vendor that the 

service will end on a specific date. 

o Service contracts or agreements normally do not include utilities, alarm systems, telephone lines, 

landscaping and snowplowing services; these are usually consolidated under the new parish if applicable. 

If the site is to be alienated and/or the edifice demolished, these services will need to be terminated as 

well. 
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Legal Issues 

 Potential canonical and civil liability issues are determined and any outstanding lawsuits are disclosed and 

addressed. 

 Final tax reports, including W-2s for employees and Form 1099s for vendors and independent contractors, are 

prepared. 

 If applicable, the state lottery/gambling commission is notified of the parish merging in writing, providing the 

new parish name and tax ID number. Any necessary filings, including tax forms issued for winnings, are 

completed and any taxes or fees due are paid. Any fees due to parish organizations are transferred to a new parish 

account if drawings are to continue. 

 

APPENDIX B: §IV-1007 Disposition of Objects No Longer Needed for Sacred Use  

 
Over time, there will be liturgical objects in churches, chapels, and other religious institutions that become unsuitable or 

no longer necessary for sacred use because: 

 They are worn out and beyond restoration; 

 They are of good quality but no longer appropriate for the Vatican II liturgy; 

 There are duplicates due to the merging of parishes; 

 A new object is created as a result of a renovation or new building project; and/or 

 A parish, church, or chapel is closed or suppressed. 

 

These objects need to be treated with “reverence and not be employed for improper or profane use even if they are under 

the control of private individuals” (c.1171)…. An assessment of the quality of an object (fine materials, excellent 

craftsmanship, historical significance, aesthetic beauty) is critical in determining any disposition, and ought to be done 

with the help of experts if necessary. 

 

 

Procedures 

a) In the alienating of any Church property, the provisions of canon law are to be followed; see especially Book V, 

“The Temporal Goods of the Church.” Particular canons of note are found below. 

 

b) According to c. 1292, permission is required for the alienation (sale) of goods whose value exceeds particular 

limits. The current limit amounts for requiring the approval of the Diocesan Bishop (“minimum”) and the Holy 

See (“maximum”) are found on the USCCB website under “Complementary Norms for Canon 1291 §1.” See 

above (p. 6 note 5).  

 

c) Objects acquired as the result of a vow, and objects of great artistic or historical value, may not be alienated (sold) 

without the permission of the Holy See. When such objects are to be disposed of, the diocesan bishop is to be 

contacted (cc.638 & 1292 §2; and BLS §168). 

 

d) The pastor (or Parish Life Administrator) is to keep an accurate list of alienated objects and the manner of their 

disposition. This list is to remain a part of parish records.  
 

e) The transfer and reception of any object is to be documented using the form below. 
 

 

IV-1007.1 Policy 

The pastoral leadership of each parish is responsible for the proper disposition of object no longer needed or suitable 

for liturgical use (cc.1279-80; 1291). 
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Procedures 

a) When an object is deemed no longer suited to or needed for liturgical use, it is categorized in accord with the 

schema laid out in the table below.  

 

b) In order of preference, objects no longer suitable or needed for liturgical or sacred use are to be disposed of in the 

following manners (and in keeping with canonical legislation): 

a. Re-using Objects 
First consideration should be given to incorporating historical objects in new constructions or renovations. For 

example, a stained glass window might be incorporated into a new reservation chapel. The Liturgy Office, liturgical 

consultant, and architect should be consulted to help determine the appropriateness of re-use. 

 

b. Donation / Sale to Another Church 
If it is not possible to reuse the object in question, the parish may make those objects available to another parish, 

chapel, or institution in the diocese, or to a mission church or other parish in great need. Both institutions should 

contact the Liturgy Office to approve the transfer. 

 

c. Placement in a “Heritage Room” 
Objects may be placed in a Heritage Room designed by the parish or institution to document its history. 

 

d. Return of Objects to Donor or Family Member 
While it is true that donated objects become the property of the receiving parish or institution, it is important to be 

sensitive to donors and parishioners when it comes time to dispose of certain items. It may sometimes be pastorally 

appropriate to return an object to the donor or a family member. 

   

e. Donation / Sale to a Museum 
Rare or historically significant objects which are no longer usable in any way may be donated or sold to a reputable 

museum (with the approval of the Diocesan Liturgy Office). 

 

f. Sale to Parishioners / Individuals 
Respecting the restrictions in this policy, there are occasions when—other solutions having been deemed not 

feasible—that objects may be sold to parishioners or other individuals. 

 

g. Storage 
Objects may be documented and properly stored to protect them from future damage. The Diocesan Archivist will 

serve as the point of contact and clearinghouse for information regarding proper storage and available resources. 

 

h. Destruction 
If an object is no longer usable, it may be disposed of by burning (or another method that destroys the objects 

integrity) or by burial (not simple disposal or relegation to a dump or landfill). Such objects are then no longer 

considered sacred or “blessed.” 

 

c) Churches (cc. 1212, 1222) which are no longer to be used for sacred purposes must be returned to profane use by 

decree of the diocesan bishop before they can be transferred to non-liturgical use. By extension of c. 1212, it is 

preferable and more respectful that chalices, patens, and other blessed objects also be returned to profane use by 

decree before disposition if they will no longer be used for sacred purposes. Altars may not normally be reduced 

to profane use by decree, except prior to destruction (c. 1239; see table below for specifics). 

 

IV-1007.2 Policy 

The disposition of particular objects is governed by category as well as by the preference given to certain methods of 

disposition over others. 
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d) When considering the disposition of a work of fine art, every effort should be made to restore and preserve the 

object, or at least protect it from future decay. It may also be useful to discern whether an object is worthy 

because of its intrinsic artistic, historic, and/or sentimental value. Consultation with art experts is suggested. 

 

e) The utmost care and respect is to be paid to relics. If they are not able to be safeguarded in a worthy manner at a 

parish or institution, they are to be transferred to the diocese (or to another church). As part of the sacred heritage 

of the Church, relics may not be sold or transferred to an individual. 

 

f) The Office of Liturgy may be contacted for the names of museums or agencies that assist with the transfer of 

sacred items to the missions or other churches. 

 

 

Canons Relevant to the Care and Disposition of Sacred Items 

 
Canon 638 

§1. It is for proper law, within the scope of universal law, to determine acts which exceed the limit and manner of ordinary 

administration and to determine those things which are necessary to place an act of extraordinary administration validly.  

§2. Besides superiors, officials who are designated for this purpose in the proper law can validly incur expenses and 

perform juridic acts of ordinary administration within the limits of their office.  

§3. For validity of alienation and any other business transaction in which the patrimonial condition of a juridic person can 

be affected adversely, there is required the written permission of the competent superior with the consent of the council. 

If, moreover, it concerns a business transaction which exceeds the highest amount defined for a given region by the Holy 

See, or items given to the Church in virtue of a vow, or items of precious art or of historical value, the permission of the 

Holy See is also required.  

§4. For the autonomous monasteries mentioned in can. 615 and for institutes of diocesan right it is additionally necessary 

to have the written consent of the local ordinary. 

 

Canon 1171 

Sacred things which are destined for divine worship through dedication or a blessing are to be treated with reverence and 

not be employed for improper or profane use even if they are under the control of private individuals. 

 

Canon 1190 

§1. It is absolutely forbidden to sell sacred relics.  

§2. Significant relics or other ones which are honored with great veneration by the people cannot in any manner be validly 

alienated or perpetually transferred without the permission of the Apostolic See.  

§3. The prescription of §2 is also applicable to images in any church which are honored with great veneration by the 

people. 

 

Canon 1212 

Sacred places lose their dedication or blessing if they suffer major destruction or if they have been permanently given over 

to profane uses, de facto or through a decree of the competent ordinary. 

 

Canon 1222 

§1. If a church can in no way be employed for divine worship and it is impossible to repair it, it can be relegated to 

profane but not sordid use by the diocesan bishop.  

§2. Where other serious reasons suggest that a church no longer be used for divine worship the diocesan bishop, after 

hearing the presbyteral council, can relegate it to profane but not sordid use with the consent of those who legitimately 

claim rights regarding the church and as long as the good of souls is not thereby impaired. 
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Canon 1238 

§1. An altar loses its dedication or blessing according to the norm of can. 1212.  

§2. Altars, be they fixed or movable, do not lose their dedication or blessing through the reduction of a church or other 

sacred place to profane uses. 

 

Canon 1239 

§1. Both a fixed and a movable altar are to be reserved exclusively for divine worship and entirely exempt from profane 

use.  

 

Canon 1269 

If sacred objects are privately owned, they may be acquired even by private persons by means of prescription; but it is not 

lawful to employ them for profane uses unless they have lost their dedication or blessing; if, however, they belong to a 

public ecclesiastical juridic person, they can be acquired only by another public ecclesiastical juridic person. 

 

Canon 1292 

§1. With due regard for the prescription of can. 638, §3, when the value of the goods whose alienation is proposed is 

within the range of the minimum and maximum amounts which are to be determined by the conference of bishops for its 

region, the competent authority is determined in the group's own statutes when it is a question of juridic persons who are 

not subject to the diocesan bishop; otherwise, the competent authority is the diocesan bishop with the consent of the 

finance council, the college of consultors and the parties concerned.  

§2. The permission of the Holy See is also required for valid alienation when it is a case of goods whose value exceeds the 

maximum amount, goods donated to the Church through a vow or goods which are especially valuable due to their artistic 

or historical value.  

§3. If the object to be alienated is divisible, the parts which have previously been alienated must be mentioned in seeking 

the permission for alienation; otherwise the permission is invalid.  

§4. The persons who must take part in alienating goods through their advice or consent are not to give their advice or 

consent unless they have first been thoroughly informed concerning the economic situation of the juridic person whose 

goods are proposed for alienation and concerning previous alienations. 

 

Canon 1376 

One who profanes a movable or immovable sacred thing is to be punished with a just penalty. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



§IV- 1010 Policies Relating to the Modification of Parishes and the Closure of Churches 

12 

 

Transfer Document 

 

 

Object Being Transferred:            

 

Description:              

 

              

 

              

 

 

Declaration: 

 

The ownership of the object named and described above  

 

was transferred from            
                Name of parish/institution making transfer 

 

by the authority of            
          Name of person representing parish/institution making the transfer 

 

to        , and was received by  
     Name of parish/institution making transfer 

 

         on the date specified below. 
Name of person representing parish/institution receiving the transfer 

 

 

The receiving institution declares that the item will not be used in any sordid or unbecoming way. 

 

 

 

 

 

                

Signature of person representing the parish or   Signature of person representing the parish or 

institution making the transfer      institution receiving the transfer 
 

 

            

Date        Date 

 

 

 

 

 

 

 
The original of this form is to be retained in the parish/institution archives. If the object transferred is of significant historical, artistic, or material 

value, and/or of the permission of the bishop was required to alienate the object, a copy of this form is to be sent to the Diocesan Archives.
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§IV-220 POLICIES RELATING TO THE 

LITURGICAL MINISTRY OF THE DEACON 

 
Introduction 

 

The deacon is ordained for service in word, worship, and charity. Everything that the deacon is and all that he does 

should communicate the presence of Christ—who came to serve and not be served. The National Directory for the 

Formation, Ministry, and Life of Permanent Deacons in the United States offers these important points: 

 

 

33. “For the deacon, as for all members of the Church, the liturgy is “the summit toward which the 

activity of the Church is directed; at the same time it is the fount from which all the Church’s power 

flows” (SC #10). For the Church gathered at worship, moreover, the ministry of the deacon is a visible, 

grace-filled sign of the integral connection between sharing at the Lord’s Eucharistic table and serving the 

many hungers felt so keenly by all God’s children. In the deacon’s liturgical ministry, as in a mirror, the 

Church sees a reflection of her own diaconal character and is reminded of her mission to serve as Jesus 

did.” 

 

34. “In the context of the Church’s public worship, because of its centrality in the life of the believing 

community, the ministry of the deacon in the threefold diakonia of the word, of the liturgy, and of charity 

is uniquely concentrated and integrated. “The diaconate is conferred through a special outpouring of the 

Spirit (ordination), which brings about in the one who receives it a specific conformation to Christ, Lord 

and servant of all” (BNFPD #5). “Strengthened by sacramental grace, they are dedicated to the people of 

God, in conjunction with the bishop and his body of priests, in a service of the liturgy, of the word, and of 

charity” (LG # 29).” 

 

 

Abbreviations Used: 

 

BNFPD Basic Norms for the Formation of Permanent Deacons (Ratio Fundamentalis Institutionis Diaconorum 

Permanentium) 

CB  Ceremonial of Bishops 

GIRM General Instruction of the Roman Missal (third typical edition; retranslated in 2011) 

IOM Introduction to the Order of Mass (USCCB) 

LG  Lumen gentium 

NDD National Directory for the Formation, Ministry, and Life of Permanent Deacons in the United States 

OCM Order of Celebrating Matrimony, 2nd edition 

RS  Redemptionis sacramentum 

SC  Sacrosanctum concilium 
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§IV-221 GENERAL POLICIES 
 

§IV-221.1 The Particular Ministry of the Deacon in the Liturgy 

 
As part of his sign of service, the deacon is responsible for the order of the eucharistic liturgy. This is seen in his 

invitations to the assembly, in his participation on the preparation of the gifts and the distribution of communion, and in 

the assistance he provides to the presiding minister (See IOM #13). 

 

Procedures 

Deacons are to be familiar with their role in the eucharistic liturgy, as detailed in Part II of this document. All should 

be aware that when others assume some of the diaconal roles when a deacon is not present they do so, not as parts of 

their own ministry, but as necessary in the deacon’s absence. 

 

 

§IV-221.2 Duty to Assist at Sunday Mass 

 
A Mass without a deacon’s assistance, while certainly valid, is lacking the full sacramental witness available to the 

assembly.  

 
Procedures 

Just as priests are asked to preside at more than one Mass per weekend, so too should deacons be willing to assist as 

necessary in order to provide the fullest possible sign value to the Mass. While the deacon and his family, if he is 

married, may wish to celebrate the Mass together as a family, they are encouraged to do so in addition to the Mass(es) 

at which he serves as Deacon of the Mass. 

 

 

Procedures 

Just as priests are asked to vest and concelebrate when at the liturgy, so too should deacons be willing and invited to 

vest and assist when present. 

IV-221.1 Policy 

The deacon is to do all, but only, what is proper for him to do at the liturgy. (SC #28) In the presence of more than 

one deacon, the duties falling to the deacon are divided between them. In general, the following ministries are 

properly the deacon’s (GIRM #94, 171; NDD 35): 

a) Assisting the priest and remaining at his side 

b) Ministering the chalice and the book at the altar 

c) Proclaiming the gospel  

d) At the request of the priest celebrant, preaching the homily 

e) Giving timely directions to the faithful 

f) Announcing the intentions in the Universal Prayer (Prayer of the Faithful) 

g) Assisting the priest celebrant in distributing Communion (especially as minister of the Precious Blood) 

h) Purifying and arranging the sacred vessels 

i) Performing the offices of other ministers when they are not present 

IV-221.2.1 Policy 

Whenever possible, a deacon should assist at every Sunday eucharistic liturgy. 

IV0221.2.2 Policy 

While not possible in every instance, when a deacon is present at the eucharist, he is encouraged to vest and exercise 

his ministry (see GIRM #171). 



§IV-220 Policies Relating to the Liturgical Ministry of the Deacon 

 

 3 

§IV-221.3 The Order of Deacons 

 
As diocesan clergy, deacons will on occasion assemble as a community for various liturgical celebrations—such as 

ordinations, funerals of clergy, and the Chrism Mass.  

 

 

Procedures 

The Office of the Diaconate and the Office of Liturgy will collaborate to inform the deacons of the diocese that their 

presence as a community is requested for a particular liturgy and relay to them any particular instructions for that 

liturgy. 

 

 

§IV-221.4 Vestments 

 
The vestments proper to the deacon are the alb (with cincture and amice, as appropriate), the diaconal stole (worn 

diagonally from the left shoulder to the right hip), and the dalmatic. 

 

 

Procedures 

At the eucharistic liturgy, the alb and diaconal stole (of the appropriate color) must be worn. The dalmatic (also of the 

appropriate color) is worn over the alb and stole. It is permissible to omit the dalmatic on the occasion of lesser 

solemnity if necessary (see RS #125). The deacon’s vestments should match (or at least complement) those of the 

presiding minister. If an appropriate dalmatic is available, it is the deacon (in consultation with the priest celebrant) 

who makes the decision as to whether or not it is worn. The dalmatic should be worn in liturgies with the bishop. 

 

The only jewelry that a deacon may wear visibly during the liturgy is his wedding ring. All other rings, watches, etc. 

that are visible are to be removed so as not to cause a distraction. 

 

 

IV-221.3 Policy 

When the deacons of the diocese gather as a community for liturgy, they will vest in alb and stole (of the appropriate 

color for the celebration), sit together, and process in and out of the liturgy as a group.  

 

The local arrangement of diaconal seating and the sanctuary will affect the way the processions are arranged. Usually, 

the deacons will reverence the altar as part of the entrance procession. The reverence takes the form of a profound 

bow to the altar; if the tabernacle is in the sanctuary, then a genuflection to the tabernacle is made instead. During the 

recession, they will follow the pattern of concelebrating priests, that is: 

1. If there are few deacons or if they are in the sanctuary: They recess in the same manner as they processed in, 

except they do not venerate (kiss) the altar. Rather, they simply bow (or genuflect, if the tabernacle is present) and 

recess. 
2. For a large number of deacons and concelebrants seated in the nave (as at Sacred Heart Cathedral): As the 

procession begins, they bow together to the altar from their seats. They then process to the front of the church and 

down the main aisle—without again bowing to the altar. 
 

When gathered as a community for liturgy in this manner (“in choir”), deacons will take the postures of the 

congregation and not the postures of those ministering in the sanctuary. 

 

IV-221.4 Policy 

Liturgical norms are to be followed regarding the vesture of deacons at Mass. The deacon should vest with care, and 

in a way that does not distract from the liturgy (GIRM #119, 336, 338). 
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§IV-222 THE DEACON AT MASS 
 
§IV-222.1 Preparations Before Mass 

 

The time spent before the liturgy in preparation is crucial for the role that the deacon will take in the celebration that 

follows. The ease and comfort with which he ministers in the liturgy will depend to a great degree on the thoroughness of 

this preparation. It is most important for the deacon to be able to take ownership and responsibility for those parts of the 

liturgy in which he has a key ministerial role. Good preparation will enable him to be not only an effective but also a 

prayerful minister. 

 

 
Procedures 

a) The deacon should arrive in sufficient time to meet with the Master of Ceremonies (if applicable) and familiarize 

himself with the church building and its arrangement. If others have prepared the liturgy, the deacon should meet 

with them. 

 

b) The deacon should become familiar with the books and other liturgical objects that he will be using, as well as the 

processional routes that he will be taking. 

 

c) The deacon should be skilled at public proclamation of the scriptures and should practice the reading(s) and 

prayers assigned to him with due diligence. 

 

d) The deacon should make sure that the items needed for preparing the altar are available and check that the ribbons 

of the liturgical books are in the appropriate places. 

 

e) The deacon should familiarize himself with any texts that he will be proclaiming (e.g., gospel reading, 

intercessions). 

 

f) The deacon should introduce himself to the servers and, with the Master of Ceremonies if one is to serve, rehearse 

or review any of the liturgical actions as necessary. 

 

 
§IV-222.2 The Deacon at Mass with a Presbyter Presiding 

 

The role of the deacon in the introductory rites is primarily to assist the priest. If the Book of the Gospels is being carried 

in procession, it is the deacon’s role to carry it. Alternatively, the Book of the Gospels may be placed on the altar before 

the beginning of Mass (GIRM #172-4). The lectionary is not carried in procession (GIRM 120). The deacon is properly a 

minister of the word, and he exercises that ministry primarily by proclaiming the gospel and, on occasion, preaching. The 

proclamation of the intentions during the Prayer of the Faithful is also properly diaconal as it reflects the deacon’s 

ministry of charity. He makes visible—sacraments—the duty of the entire church to care for those in need. It is therefore 

his task to bring the needs of the world to the altar in the name of the Church (GIRM 175-7; NDD 37). The deacon has 

primary responsibility for preparing the altar and for the care of the sacred vessels. In these tasks, he is assisted by the 

altar servers (or instituted acolytes). The deacon’s particular role during the eucharistic prayer is to assist the priest with 

the book and the chalice. The deacon is an ordinary minister of communion, and should normally distribute the Precious 

Blood (GIRM 178-83). The deacon’s role in the concluding rites is primarily to dismiss the assembly or give other 

necessary instructions (GIRM 184-6). 

IV-222.1 Policy 

The deacon is responsible for preparing himself to serve appropriately in the liturgy. He is to be aware of his parts and 

to be able to perform the liturgical actions required of him with grace. He is to be familiar with any liturgical objects 

that he will be asked to use (e.g., thurible, monstrance). 
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Procedures 

 

The following norms apply for the Introductory Rites: 

 

1. Procession 

a. If carrying the Book of the Gospels (slightly elevated, about face-level), the deacon precedes the priest 

celebrant (and other ordained ministers). On reaching the sanctuary, the reverence (bow; or genuflection 

if the tabernacle is present) is omitted and he places the Book on the altar. He then waits to venerate the 

altar with the priest. 

b. If not carrying the Book of the Gospels, he processes at the right of the priest celebrant. They reverence 

(bow) and then venerate (kiss) the altar together. 

2. As needed, the deacon assists the priest with the incensation, if applicable. 

3. After the incensation the deacon goes to the chair with the priest, sits next to him (usually to the right), and 

assists him as needed. 

4. Act of Penitence  

a. If the Act of Penitence Form C is used, the deacon may announce the invocations after the priest’s 

invitation and a moment of silence. If the deacon composes his own, he is to recall that these are not to be 

a listing of sins but Christological titles or remembrances of Christ’s deeds on our behalf; see Appendix 

B. 

b. Another suitable minister, such as the cantor, may announce the invocations. 

5. Sprinkling Rite 

a. If the sprinkling rite is used the deacon usually holds the bowl/bucket for the priest and accompanies him 

as he sprinkles the assembly.  

b. Alternatively, in a large assembly, the priest may ask the deacon to assist in the sprinkling. 

c. “If the greeting and blessing take place at the door, the priest may sprinkle the people during the entrance 

procession” (IOM #74). 

 

The Following Norms Apply for the Liturgy of the Word: 

 

1. The deacon listens attentively to the readings, takes part in the silences, and actively participates in the 

responses. If no qualified reader is available the deacon proclaims the other readings, in addition to the 

gospel. 

2. Gospel Procession 

a. The gospel acclamation begins and all stand. 

b. The deacon assists the priest with the incense (if being used) 

c. The deacon bows before the priest celebrant and asks in a low voice: Your blessing, Father. 

d. The priest responds, making the sign of the cross: May the Lord be in your heart and on your lips that you 

may proclaim his Gospel worthily and well, in the name of the Father, and of the Son, and of the Holy 

Spirit (at which time the deacon makes the sign of the cross and responds, Amen). 

e. The deacon then follows the thurifer and candle bearers (if present) to the altar, bows, picks up the Book 

of the Gospel, and proceeds to the ambo.  

f. Keeping his hands together and maintaining good eye contact, the deacon greets the assembly: The Lord 

be with you. He then announces the reading (A reading from the holy Gospel according to…) as he makes 

the Sign of the Cross on the Book with his thumb. He then signs himself with the three crosses (forehead, 

lips, breast) in like manner. 

g. If incense is being used, he is handed the censer, bows, incenses the Book of the Gospels – using three 

“double” swings of the censer – bows again, hands the censer back to the thurifer, and then proclaims the 

gospel. 

IV-222.2 Policy 

The deacon at Mass ministers to both the people and the priest-celebrant. The role of the deacon in the eucharistic 

liturgy is specified in the General Instruction of the Roman Missal.  
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h. At the conclusion, he makes eye contact with the assembly and announces, The Gospel of the Lord, 

without elevating the Book. He should maintain eye contact during the assembly’s response and then kiss 

the Book, saying inaudibly: Through the words of the Gospel may our sins be wiped away.  

3. The deacon may, on occasion, preach the homily (GIRM #66, 136). 

4. After the priest introduces the Prayer of the Faithful, the deacon announces the intentions from the ambo or 

another suitable place. If sung, he may defer to the cantor if necessary (GIRM #71, 177). See Appendix B.  

 

The Following Norms Apply for the Preparation of the Gifts and Altar: 

 

1. The deacon prepares the altar while the priest remains at the chair. 

a. The deacon ensures that the necessary linens, vessels, and other necessary items are placed and properly 

arranged on the altar. While assisted by servers/acolytes, the care of the sacred vessels belongs to the 

deacon.  

b. The deacon should check with the priest celebrant beforehand as to where he wants the Roman Missal 

placed and to what page he wants it turned. In addition, he should know where the vessels ought to be 

placed (to minimize unnecessary rearranging) and whether or not the priest wants him to turn the pages of 

the Missal for him. 

2. The deacon then assists the priest in receiving the gifts.    

3. At the altar, or at the credence table, the deacon prepares the chalice(s) by pouring the wine into it/them.  

4. Water may be added to the flagon prior to pouring or just to the main chalice. When adding the water, the 

deacon (not the priest), says inaudibly: By the mystery of this water and wine, may we come to share in the 

divinity of Christ, who humbled himself to share in our humanity. He then hands the (main) chalice to the 

priest celebrant. 

5. The empty flagon is handed to one of the servers; if necessary, the deacon may take it to the credence table. 

6. If incense is used, the deacon assists the priest-celebrant. The deacon may incense him, the other ministers, 

and the assembly. Alternatively, this incensation may be done by another minister instead of the deacon. 

 

The Following Norms Apply for the Eucharistic Prayer: 

 

1. The priest-celebrant and deacon should discuss the deacon’s location and particular tasks before the liturgy in 

order to avoid unnecessary communication and awkward movement. 

a. The deacon should find out which eucharistic prayer will be used and watch for the epicletic gesture in 

order to time when he kneels. 

b. The deacon’s location is determined by what the priest needs him to do. While usually positioned to the 

priest’s right and slightly behind him, if the deacon is asked to turn the pages of the Missal he may need 

to position himself to the priest-celebrant’s left. 

2. From the epiclesis through the elevation of the chalice, the deacon kneels if he is able. If not, he remains 

standing and makes a profound bow as the priest genuflects after each elevation. Otherwise, the deacon stands 

for the eucharistic prayer.  

3. The priest-celebrant, not the deacon, announces the memorial acclamation. 

4. At the final doxology, the deacon stands next to the priest and elevates the (main) chalice while the priest 

elevates the paten and intones the doxology. No other vessels are elevated—by either concelebrants or other 

deacons.  

5. The deacon does not intone the doxology. After joining the assembly in the Amen, the deacon hands the 

chalice back to the priest-celebrant or returns it to the altar. 

 

The Following Norms Apply for the Communion Rite: 

 

1. During the Lord’s Prayer, the deacon prays with his hands joined (CB 159). 

2. The invitation to share the sign of peace is made with the hands joined; the words are: Let us offer each other 

the sign of peace. Ordinarily, the deacon should not leave the sanctuary to exchange the sign of peace. 
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3. During the Fraction Rite, the deacon brings any additional patens to the altar (or receives them from the 

servers) and may assist in the fraction and in distributing hosts among the patens. 

4. After the priest’s communion, the deacon receives under both kinds from the priest himself and then assists in 

giving communion to the Extraordinary Ministers of Holy Communion and then to the assembly. The deacon 

does not receive communion in the manner of a concelebrating priest (i.e., receiving a host before the 

invitation to communion and self-communing; see §IV-230 Policies Relating to Concelebration of the 

Eucharistic Liturgy). 

5. The deacon should normally minister the chalice if communion is offered under both species. 

6. The deacon should be familiar with the usual communion practices of the community where he is serving: the 

location of the communion stations, the path of the communion procession, the way the priest celebrant 

prefers the vessels arranged on the altar, the manner in which Extraordinary Ministers receive communion 

and their vessels, how the choir and those unable to be part of the communion procession are to receive, etc.  

7. When the distribution is completed, the deacon consumes whatever Precious Blood remains (assisted, as 

needed, by other ministers), collects any remaining hosts, and transfers them to the tabernacle. 

8. The deacon moves any vessels to the side (credence) table, where he purifies them immediately; or, he may 

leave them there, suitably covered and on a corporal, for purification after Mass.  

9. Once the communion vessels have been cared for and the altar cleared, the deacon returns to his chair and 

participates in the period of silence or hymn after communion. 

 

The Following Norms Apply for the Concluding Rites: 

 

1. Following the Prayer after Communion the deacon may make the brief announcements. The announcements 

are not made from the ambo. 

2. If a solemn blessing or prayer over the people is used, after the priest’s greeting the deacon says: Bow down 

for the blessing. 

3. After the priest’s blessing, the deacon (with hands joined) dismisses the assembly using only one of the 

formulas in the Roman Missal: 

a. Go forth, the Mass is ended. 

b. Go and announce the Gospel of the Lord. 

c. Go in peace, glorifying the Lord by your life. 

d. Go in peace. 

4. Together with the priest-celebrant, the deacon venerates (kisses) the altar, makes the proper reverence (bows 

or genuflects), and leaves in the manner described for the entrance procession. 

5. The Book of the Gospels is not carried in the procession. 

 

 

§IV-222.3 The Deacon at Mass with the Bishop Presiding 

 

The deacon is properly the minister to the bishop; therefore, he should be near the bishop during the entire liturgy. In this 

sense, the deacon’s role has precedence to that of any of the concelebrants, even though they may have special positions 

or roles in the parish, diocese, or other institution.  

 

 

 

IV-222.3 Policy 

The following procedures supplement what is listed in section IV-222.2, specifying what is different when Bishop 

Zinkula presides at a more solemn eucharistic liturgy, such as a stational Mass.  

 

Usually, two deacons will serve when the bishop presides at such celebrations: The Deacon of the Word and the 

Deacon of the Altar. If only a single deacon is present, as in a less solemn liturgy, he would take on the duties of both.  
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Procedures 

 

The Introductory Rites 

 

1. Processional Order (any honor guard, e.g. Knights of Columbus, precedes the liturgical procession) 

a. Thurifer 

b. Candlebearer – Cross – Candlebearer 

c. Any other servers not otherwise listed (2x2) 

d. Lectors/Readers (2x2) 

e. Non-concelebrating priests (in choir; 2x2) 

f. Deacon with the Book of the Gospels 

g. Vested deacons (2x2) 

h. Concelebrating priests (2x2) 

i. Concelebrating bishops 

j. Master of Ceremonies (in front and to the left of the bishop) 

k. Bishop 

l. Deacon of the Altar (behind and to the right of the bishop) 

m. Crosier-bearer (left) and Miter-bearer (right) 

n. Book-bearer 

2. The instructions found in the GIRM suggest that each minister in turn makes the reverence and continues to 

his or her place—without “lining up” and waiting for the presiding celebrant. 

3. If incense is used during the introductory rites, it is added to the censer before the procession begins. If 

necessary, more incense may be added by the thurifer upon reaching the sanctuary. 

4. The Deacon of the Word 

a. The deacon carries the Book of the Gospels in procession, preceding the vested deacons and 

concelebrating priests. 

b. On arriving at the sanctuary, he does not bow but proceeds directly to the altar and places the Book upon 

it. He then steps back (in order to allow room for any concelebrants) and awaits the arrival of the bishop 

and second deacon; he should position himself so he is on the bishop’s left. 

c. He venerates the altar with the bishop and the other deacon. 

d. If incense is used, the deacon does not go to the chair immediately, but steps away from the altar and 

waits for the bishop to complete the incensation. He does not accompany the bishop. 

e. The deacon then accompanies the bishop to the cathedra and sits on the bishop’s left. 

f. If option “C” of the Act of Penitence is to be used, the Deacon of the Word announces the invocations 

(CB #132). If composed, they must follow liturgical norms. 

g. If the Book of the Gospels is already enshrined on the altar, the Deacon of the Word walks slightly behind 

and to the left of the bishop and reverences/venerates the altar as described above. 

5. The Deacon of the Altar 

a. The deacon processes slightly behind and to the right of the bishop. 

b. He reverences and then venerates the altar with the bishop, to the bishop’s right. 

c. If incense is used, the deacon does not go to the chair immediately, but steps away from the altar and 

waits for the bishop to complete the incensation. He does not accompany the bishop. 

d. The deacon then accompanies the bishop to the cathedra and sits on the bishop’s right. 

e. If the Sprinkling Rite is chosen, he assists the bishop by holding the vessel as the bishop sprinkles the 

assembly (CB #133). 

 

The Liturgy of the Word 

 

1. Gospel Procession (with incense): 

a. The Gospel Acclamation begins; all but the bishop stand (CB #140). 

b. The thurifer hands the boat of incense to the Deacon of the Altar, opens the censer, and presents it to the 

bishop.  



§IV-220 Policies Relating to the Liturgical Ministry of the Deacon 

 

 9 

c. The deacon holds the boat open as the bishop adds the incense. The thurifer receives the boat back from 

the deacon and steps aside. 

d. The Bishop then stands. 

e. The Deacon of the Word then steps in front of the bishop and asks in a low voice: Your blessing, Father.  

f. The bishop, responds while making the sign of the cross: May the Lord be in your heart and on your lips 

that you may proclaim his Gospel worthily and well, in the name of the Father, and of the Son, and of the 

Holy Spirit (at which time the deacon makes the sign of the cross and responds, Amen). 

g. The Deacon of the Word then follows the thurifer and the two candlebearers to the altar, where he 

retrieves the Book of the Gospels. 

h. The procession then makes its way to the ambo as follows: 

i. Thurifer 

ii. 2 candlebearers 

iii. Deacon carrying the Book of the Gospels, slightly elevated (the Book about face level) and with 

the cover facing forward 

i. After the blessing, the bishop removes his miter, handing it to the Master of Ceremonies, who hands it to 

the server and receives the crosier.  

i. If incense is being used, the MC hands the crosier to the bishop after the greeting. 

ii. If incense is not being used, the MC hands the crosier to the bishop immediately—in order to 

avoid any distracting movements as the gospel is being proclaimed. 

j. After arriving at the ambo, the deacon keeps the Book elevated until the acclamation ends. 

k. Then, keeping his hands together and maintaining good eye contact, the deacon greets the assembly: The 

Lord be with you. He then announces the reading (A reading from the holy Gospel according to…) as he 

makes the Sign of the Cross on the Book with his thumb. He then signs himself with the three crosses 

(forehead, lips, breast) in like manner. The hand should be held with palm open, rather than as a fist. 

l. He then receives the censer from the thurifer (if right-handed: top of the chain in his left hand; lower 

chain held in the right), bows, incenses the Book of the Gospels – using three “double” swings of the 

censer – bows again, returns the censer to the thurifer, and then proclaims the reading. 

m. At the conclusion, he makes eye contact with the assembly and announces, The Gospel of the Lord, 

without elevating the Book. Eye contact is maintained during the assembly’s response. 

n. At the conclusion of the proclamation, the deacon venerates the Book himself. The Book is then taken to 

its designated place. 

o. The bishop then hands the crosier to the Master of Ceremonies, who hands it to the server. 

2. Prayer of the Faithful 

a. Ordinarily, the intercessions are announced by the deacon—unless sung, and then, if needed, he is 

replaced by the cantor. 

b. The Deacon of the Word makes his way to the ambo after the Profession of Faith (or, if omitted, after the 

silence which follows the homily). 

c. The bishop introduces and closes the prayer. 

d. The deacon announces the intercessions and remains at the ambo until the bishop closes the prayer. 

e. The Deacon of the Word then joins the Deacon of the Altar in preparing the altar. 

 

The Preparation of the Gifts and Altar 

 

1. Preparing the Altar 

a. The preparation of the altar is primarily the responsibility of the Deacon of the Altar. 

b. The servers first bring him the main chalice (with purificator and corporals) and the Missal. 

i. The main corporal is then unfolded (without lifting it in the air or turning it over) and placed in 

the center of the altar; only the main chalice and paten will eventually go on this central corporal. 

ii. The Missal is placed in the center, low, opened to the Liturgy of the Eucharist. 

iii. The second corporal is opened on the right, and the chalice is placed on it. 

c. The Deacon of the Word and the servers then bring any additional corporals, purificators, and vessels that 

might be needed. The chalices may be pre-filled if necessary. The servers hand their items to the deacons 
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for placement on the altar. 

i. If there are additional chalices, they are placed to one side (usually the right) on the second 

corporal. 

ii. If there are additional patens and/or ciboria with hosts, they are placed to one side (usually the 

left) on another corporal. 

iii. Any extra vessels are to be placed far enough from the main chalice and paten to avoid obscuring 

the central action. 

2. Receiving the Gifts 

a. The bishop, the two deacons, and two servers receive the gifts in front of the altar. 

b. The bishop receives the gifts and distributes them as follows: 

i. The monetary (and similar) gifts, if they are presented, are brought in procession first. The bishop 

receives these, hands them to the Deacon of the Altar (to the bishop’s right), who then hands 

them to the server to be taken to a suitable place. 

ii. The bishop next receives the bread, which he gives to the Deacon of the Word, to the bishop’s 

left. 

iii. The bishop finally receives the flagon of wine, which he gives to the Deacon of the Altar, to the 

bishop’s right. 

3. Preparation of the Gifts 

a. At the altar, the Deacon of the Word hands the paten with bread to the bishop. 

b. The Deacon of the Altar pours the wine into the main chalice and then adds the water; he hands the 

chalice to the bishop.  

c. Water is not added to the flagon or to other chalices. He then pours the wine into the other chalices if 

necessary. 

d. The Deacon of the Altar hands the empty flagon back to the server. 

4. If incense is used: 

a. The thurifer hands the boat to the Deacon of the Altar; he holds it for the bishop who adds incense to the 

censer. 

b. The thurifer then receives the boat from the deacon and hands the censer to the bishop. 

c. The bishop then incenses the gifts, altar, and cross. The deacons step away from the altar to allow the 

bishop to pass; they do not accompany the bishop. 

d. The bishop then hands the censer to the Deacon of the Altar, who incenses the bishop as follows: 

i. Profound bow. 

ii. Three “double” swings of the censer towards the bishop. It is helpful to stand at least six to eight 

feet from the bishop when doing so; the chain should be held so it has a length of about 8 inches. 

iii. Repeat the bow. 

e. The deacon then incenses the concelebrants seated in the sanctuary, the other priests, the deacons, and the 

faithful in similar manner. The deacon may need to indicate to those being incensed that they are to stand. 

5. The bishop washes his hands as the people are incensed. 

 

The Eucharistic Prayer 

 

1. During the Eucharistic Prayer, the Deacon of the Altar’s place is immediately behind and to the right of the 

bishop. A second deacon (of the Word) stands behind and to the left. They should not stand between any 

concelebrants and the altar (CB #153). 

2. The bishop will hand his zucchetto to the Deacon of the Altar after the Prayer over the Gifts. The MC will 

retrieve it from him; if there is no MC, he takes the zucchetto to the bishop’s chair. 

3. The deacons should kneel from the epiclesis through the elevation of the chalice. If one deacon cannot kneel 

then both remain standing. 

4. The bishop will proclaim the Eucharistic Prayer himself; concelebrants will not have individual parts. 

5. The Deacon of the Altar, on the bishop’s right, elevates the chalice at the doxology. The bishop will hand him 

the chalice and he hands it back to the bishop at the conclusion of the elevation. 
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The Communion Rite 

 

1. Preparation for Communion 

a. Because concelebrants extend their hands during the Lord’s Prayer (though not during the embolism and 

doxology), the deacons are asked not to extend their hands. 

b. The Deacon of the Word announces the invitation to share the sign of peace. 

2. Fraction Rite 

a. The Deacon of the Altar may assist the bishop in distributing hosts to other patens if needed. 

b. Usually, the bishop will give the Deacon of the Word a paten to take to the concelebrants in the sanctuary 

for them to take a host. The formula, The Body of Christ, is not said. 

3. Communion 

a. The deacons receive communion under both species from the bishop. 

b. The priest concelebrants commune from the chalice(s) and then retrieve their assigned vessels from the 

altar. The deacons may assist with distributing vessels to Extraordinary Ministers of Holy Communion (if 

present). 

c. The Deacon of the Altar ministers the chalice next to the bishop, and should ensure that the servers have 

been able to receive communion if desired. 

d. The Deacon of the Word will usually minister a chalice as well, or he may be asked to wait by the altar to 

receive and consolidate the fragments.  

 

The Concluding Rites 

 

1. The Deacon of the Word says the Bow down for the blessing (if applicable) and announces the dismissal. 

2. The two deacons accompany the bishop in venerating and reverencing the altar. 

3. The two deacons follow behind the bishop in the procession out. 
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§IV-222.4 The Deacon at Mass: Weddings and Baptisms (see Policy §IV-400.1.2) 

 

Procedures:  

1. In the Diocese of Davenport, if there is just cause, the Pastor may request that the Bishop dispense from the law 

and allow the Deacon to preside over the marriage rite even if a Priest is present.  

a. The request for such a dispensation is to be made in writing and sent to the Director of Liturgy. Examples 

of a just cause include:  

i. the deacon having a special relationship with one or both members of the couple, such as being a 

family member or being the one who prepared the couple for marriage; and  

ii. situations where cultural or language issues make it more appropriate for the deacon to exercise 

this ministry.  

iii. In other words, the dispensation must be for a serious reason, not just for the convenience of the 

Priest or to give the Deacon something to do. 

b. This dispensation cannot be granted if the marriage involves a member of an Eastern Church. 

c. If the dispensation is granted, the Priest-presider is still to be the one to invoke the Nuptial Blessing: it is 

more in keeping with his role as presider and it is less of an interruption in the flow of the liturgy. 

2. Since there is no similar restriction regarding infant baptism either in the Rite or in the DMLPD, the pastor may 

give permission for the deacon to baptize infants at Mass – without requiring a dispensation from the law. 

a. Deacons, as a rule, do not baptize adults (outside of the danger of death). The priest must baptize if he is 

going to confirm because the law grants him the faculty to confirm only those whom he has baptized.   

 

§IV-222.4 Policy  
 
As a general rule, priests preside and deacons assist. The Book of Blessings (#18) puts it this way: “…But 

whenever a priest is present, it is more fitting that the office of presiding be assigned to him and that the deacon 

assist…” This norm is in keeping with the identity of the deacon: his ministry is to be of service to the assembly 

and the preside, not preside himself (except in cases of necessity – the priest is absent or impaired). In addition, it 

is good to keep in mind another general principle: the office of presiding should not usually be divided. One 

aspect of being the presider is to serve as a point of unity in the rite (a sacramental, rather than functional, 

perspective). This aspect of the ministry may be diminished if the deacon “presides” over the baptism or wedding. 

So, in terms of appropriateness, the presiding priest should be the one to witness the marriage (or baptize the 

infant) in the context of Mass. 

 

According to the law of the Church (Sacrum Diaconatus Ordinem [Paul VI] #21.4; Directory for the Ministry and 

Life of Permanent Deacons [DMLPD; Congregation for the Clergy] #33), a Deacon may preside over the rite of 

marriage only in the absence of a Priest. If a Priest is present, whether within or outside of Mass, the priest should 

preside and the deacon should exercise his particular office, which is to assist. He may preach with the presiding 

priest’s permission. However, this restriction is not absolute. There may be occasions when it would be more 

appropriate for the Deacon to serve as the Church’s official witness even within Mass.  

 

If one of the partners belongs to an Eastern Catholic Church, or to an Orthodox or Eastern Oriental Church, a 

Deacon may not preside at the marriage whether within or outside of Mass. Respecting the norms of the Eastern 

Churches, a Deacon from an Eastern Catholic Church would not (without a dispensation from the Bishop) preside 

at a wedding involving a Latin (Roman Rite) Catholic. 

 

The Code of Canon Law highlights that baptism (and witnessing marriages) is one of the primary duties of the 

pastor (c.530). The Rite of Baptism of Children speaks of other priests or deacons conferring the sacrament with 

the invitation/consent of the pastor. The intention seems to be that someone other than the pastor baptizing should 

be the exception rather than the rule. However, there is not—as in the case of marriage—a law that limits the 

deacon to celebrating the rite outside of Mass. 
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APPENDIX A: A NOTE ON THE USE OF INCENSE 

 

The key to the graceful use of the censer is practice. Becoming familiar with both the censer (they come in many 

varieties) and the action of incensation outside of the liturgy will help the liturgical actions go smoothly and gracefully. 

 

Carrying the Thurible in Procession 

  

If you are in a procession, the thurible chain is held in the right hand, with the bowl swinging freely and fully at 

your right side. Your left hand (with or without the boat in it) is kept against the breast. 

 

If you are taking the thurible to someone (e.g., priest or bishop) who will add incense, carry the chain in your left 

hand and the boat in your right. That way, once you hand the boat off, you can open the thurible with your free 

right hand. If your left hand is dominant, this can be reversed. 

 

Assisting the Priest 

 

There are a number of times that the GIRM speaks of “assisting” the priest-celebrant with an incensation. The 

pattern outlined in liturgies with the bishop (§IV-222.3), or the alternative pattern given here, may be used: 

 

1. The thurifer hands the boat to the deacon and opens the censer 

2. The deacon holds the boat open while the priest adds incense to the coals 

3. The deacon hands the boat back to the thurifer and receives the censer; it is helpful to hold the top of the chain 

instead of the ring 

4. The deacon then hands the chain (ring) to the priest – who takes the top of the chain with his left hand 

5. The deacon then accompanies the priest around the altar 

6. At the end of the incensation he receives the censer back from the priest and (unless he is then to incense the 

priest and people) hands it back to the thurifer 

 

Alternatively, especially if the server is inexperienced, the deacon may take and hold open the censer while the 

server holds the boat (or hands the boat to the priest)—and then hand the censer to the priest. 

 

Incensation 

 

 Hold the top of the chain (ring) in your left hand, against your breast. 

 

Hold the chain between the index and middle fingers of your right hand; the thumb secures the chain. (Hold your 

hand palm inward and extend your middle finger. The chain passes between the finger and the front of your body 

and then in front of and over the index finger. The fingers are brought together, with the thumb pressing the chain 

between the two fingers.) The length of the chain between the fingers and the bowl should be about 8 inches or so. 

 

Bow to the person or object before and after the incensation. The only exception is when the priest incenses the 

gifts and altar at the preparation.  

 

Basically, everything and everybody (e.g., Book of the Gospels, people, images of the Lord, Blessed Sacrament) 

receives three “double” swings. Relics and images of Our Lady and the Saints are reverenced with two double 

swings; the altar with single swings. 

 

Each “swing” begins with your right hand at the level of your breast. You then bring your right hand up to eye 

level, and swing the bowl back and forth—using your wrist, not your whole arm or body. “Double” swings mean 

that the bowl is moved back and forth twice; the second movement is often slightly smaller than the first. At the 

end of each swing, the bowl is lowered back to breast-level. At the end of the incensation, the bowl is lowered 

back to your side. 



§IV-220 Policies Relating to the Liturgical Ministry of the Deacon 

 

 14 

APPENDIX B: PREPARING THE ACT OF PENITENCE AND THE PRAYER OF THE FAITHFUL 

 

Act of Penitence 

 

It is recommended that all texts that will be used in the liturgy be written out. This practice prevents last-minute 

preparations, poor word choice, and inadvertent error in doctrine. 

 

If Form C of the Act of Penitence is chosen, it is currently permissible for new invocations to be composed—following 

the pattern of the seven models given in the Roman Missal. If you are going to exercise that option, please be aware that 

they are to be Christocentric in nature. Therefore: 

 

1. The invocations are all directed to Christ. They are not directed to the Three Persons of the Trinity, or to the 

Father or Holy Spirit. 

2. The invocations are based on a Christological title, or on what Christ has done for us. They are not to be a listing 

of our sins or failings. 

 

Images, titles, and events are suitably drawn from the readings of the day or from the feast or season being celebrated. 

 

Prayer of the Faithful 

 

In the composition of the Prayer of the Faithful, the following points should be kept in mind: 

 

1. “The series of intentions is usually to be” (GIRM #70) for: 

a. The needs of the Church 

b. Public authorities and the salvation of the whole world 

c. People burdened by any kind of difficulty 

d. The local community  

2. In addition, Bishop Amos asks that the final petition be for the dead. This signals to him that the 

intercessions have come to an end. 

3. The petitions are not prayers themselves; we are naming groups for the assembly to pray for; therefore, 

one of the following patterns is usually used: 

a. For…that…  (announcing who and what to pray for) 

b. That…  (announcing what to pray for) 

c. For…  (announcing who to pray for) 

d. After the petition, the deacon should pause and make eye contact with the assembly and then say, 

“We pray to the Lord” (or the equivalent). Eye contact should be maintained as the people 

respond, in keeping with the dialogic nature of the prayer. 

4. Please note that these are “general” intercessions 

a. They ought to be petitions that the assembly can, by and large, agree on. 

b. They ought not become a “mini-homily” or a place to make a particular point. 

c. They ought not single out individuals, but may include individuals as part of a group. Likewise a 

particular group—such as those newly confirmed—ought to be specifically mentioned at that 

Mass. 

d. They should not be secret (“For a special intention”); otherwise the assembly cannot rightly give 

its assent. Likewise, the assembly should not be invited to add intercessions. 

5. They are petitions, not prayers of thanksgiving; the great prayer of thanksgiving follows shortly. 

6. The response by the people should be a general prayer that God would hear the invocation (e.g., Lord, 

hear our prayer; Lord, have mercy)—not a separate petition or other statement. If the people are not 

familiar with the response, it should be announced before the intercessions and/or be included in a 

participation aid. 
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§IV-230 POLICIES RELATING TO 
CONCELEBRATION OF THE EUCHARISTIC LITURGY 

 
Introduction 

 
“Concelebration is the practice by which ‘several priests, in virtue of Christ’s own Priesthood and in the person of the 
High Priest, act together with one voice and will; so also do they confect and offer a single sacrifice by a single 
sacramental act and likewise partake of the same’” (GCE #1). “The regulation of concelebration belongs to the diocesan 
Bishop, who may establish diocesan guidelines regarding concelebration” (GCE #4). Concelebration in the Diocese of 
Davenport is regulated by two key documents—the General Instruction of the Roman Missal and Guidelines for 
Concelebration of the Eucharist. What follows here highlights certain aspect of those documents for the benefit and 
information of the clergy. 
 
Abbreviations Used: 
 

CB  Ceremonial of Bishops 
GCE Guidelines for Concelebration of the Eucharist (USCCB, 2003) 
GIRM General Instruction of the Roman Missal (third typical edition; retranslated 2011) 

 
 
§IV-230.1 General Principles 
 
Because of the sign value, priests should participate in the Eucharist vested and fulfilling the office that is theirs by 
ordination. Therefore, “unless the welfare of the Christian faithful requires or urges otherwise,” concelebration is always 
encouraged (GCE #6-7). 
 

 
Procedures 
The above policy is to be followed as closely as possible, acknowledging that not every liturgical space will allow for 
all the priorities listed to be met. In those cases, adaptation in consultation with the Office of Liturgy may be required.

 

IV-230.1 Policy 
As a rule, priests are to vest and concelebrate if they are present for the Eucharist. The following specifics also apply: 

a) Concelebration is prescribed for the ordination of a bishop and priests, at the blessing of an abbot, and for the 
Chrism Mass; it is recommended at the evening Mass on Holy Thursday and whenever the diocese or 
presbyterate gathers as a body. 

b) Once Mass has begun, no one is admitted as a concelebrant. 
c) The number of concelebrants may be limited by the Ordinary or Major Superior if necessary for allowing the 

faithful full view of the rites. 
d) Concelebrants should ideally be seated together in the presbyterium; if such a space is too small they should 

be seated in some way as to be visually united with the celebrant; they should not sit intermingled with the 
assembly or obstruct the assembly’s view; no one should sit between the concelebrants and the altar. 

e) Concelebrating priests wear at least the alb and stole; the stole should be the color of the main celebrant’s—
though, in cases of necessity, the concelebrants may wear white; chasubles should be worn if available. 

f) “When neither a deacon nor other ministers assist in a concelebrated Mass, their functions are carried out by 
one or more of the concelebrants” (GCE #28; see GIRM #208). 
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§IV-230.2 The Rite of Concelebration 

 
Procedures 
 
Entrance Procession and Rites 
 

1. The concelebrants process before the principal celebrant. 
2. On reaching the altar, they make the usual reverence (bow; unless the tabernacle is present in which case they 

genuflect). 
3. They go up to the altar, venerate it with a kiss, and then go to their place. 
4. If necessary, such as at Sacred Heart Cathedral, concelebrants will omit the veneration. 
5. Penitential Act 

a. A concelebrant may proclaim the tropes in Form 3 (in the manner of a deacon) if needed. 
b. When the bishop presides without a deacon, he will proclaim the entire Act of Penitence himself. 

 
Liturgy of the Word 
 

1. When there is no deacon, one of the concelebrants proclaims the gospel.  
a. If a bishop is the main celebrant, the priest asks for and receives the blessing in the same manner as a 

deacon and brings the Book to the bishop to kiss after the proclamation. The concelebrants remain 
standing until the bishop has kissed the Book. 

b. If the main celebrant is a presbyter, another presbyter does not ask for the blessing nor does he bring the 
Book to the main celebrant for veneration. 

2. The homily is usually given by the main celebrant, but may be given by one of the concelebrants. 
 
Preparation of the Altar and Gifts 
 

1. The concelebrants remain in their places while the main celebrant and the deacon(s) prepare the gifts. 
2. If the bishop presides without a deacon, one of the concelebrants will prepare the altar and assist with 

receiving the gifts. 
3. In cases of necessity, concelebrants may hold the ciboria in their hands during the Eucharistic Prayer. 

 
The Eucharistic Prayer 
 

1. The concelebrants approach the altar after the Prayer over the Offerings. 
a. If there are many concelebrants, only some of them should be asked to join the main celebrant at the altar. 

This should be determined before the liturgy. 
b. The deacons should not be between the concelebrants and the altar; likewise, the concelebrants should not 

impede the deacon’s access to the main celebrant. 
c. The main celebrant does not begin the Eucharistic Prayer until the concelebrants are in place. 

2. Spoken parts 
a. Concelebrating priests recite the following in a low voice, so as not to obscure the main celebrant’s voice: 

the epiclesis, the words of consecration, the anamnesis, and the post-consecratory epiclesis. 
b. Concelebrants listen during the post-sanctus and the intercessions. 

3. Gestures and postures 
a. Both at the epiclesis and just before the final doxology, the rubrics have changed in some of the 

IV-230.2 Policy 
When participating as concelebrants, priests are to follow the norms laid down in the General Instruction of the 
Roman Missal (#199-251), the USCCB’s Guidelines for Concelebration of the Eucharist, and the third edition of the 
Roman Missal. These norms are summarized as follows: 
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Eucharistic Prayers regarding when the celebrant or concelebrants join their hands. The rubrics further 
clarify this and attention will need to be paid to the variations from current practice. 

b. They extend their right hands toward the bread and chalice during the consecration and bow profoundly 
as the principal celebrant genuflects after each elevation. 

c. They hold their arms out in the orans position during the anamnesis and post-consecratory epiclesis.  
d. If Eucharistic Prayer I is used, they bow with their hands joined as the words, In humble prayer we ask 

you, almighty God, are said; they then stand upright and cross themselves at the words, may be filled with 
every grace and heavenly blessing. In addition, each strikes his breast at the words, To us, also, your 
servants, who, though sinners. 

e. The celebrant alone says “The mystery of faith.” The concelebrants (without the principal celebrant) 
make the acclamation that follows together with the people. 

f. If a concelebrant is chosen to pray the intercessions, he does so with hands extended. 
i. In such cases, if the principal celebrant’s voice is amplified, the concelebrant should also use a 

microphone. 
ii. When the bishop presides, he will proclaim the entire Eucharistic Prayer himself. 

g. At the doxology, the main celebrant elevates the paten and the deacon elevates the chalice. No other 
vessels are elevated. 

i. In the absence of a deacon, one of the concelebrants may elevate the chalice. 
ii. In Masses with the bishop, he will elevate the paten and chalice himself if there is no deacon. 

h. The principle celebrant decides before the liturgy if he is to proclaim the doxology alone or if he will be 
joined by the concelebrants. At liturgies with the bishop, the concelebrants will join the bishop in the 
doxology. The “Amen” is the response of the assembly, not of the celebrant and concelebrants. 

4. Specific instructions for each Eucharistic Prayer are found in the GIRM #219-236 and in the praenotanda to 
the Eucharistic Prayers for Various Needs and Occasions and the Eucharistic Prayers for Reconciliation 
(found in the Order of Mass in the Missal). 

 
The Communion Rite 
 

1. The Lord’s Prayer 
a. The concelebrants hold their hands extended only during the Lord’s Prayer itself; not during the 

embolism or doxology. 
b. The main celebrant alone says the embolism. 

2. The prayers during the communion rite are said by the main celebrant alone. 
3. In the absence of a deacon, one of the concelebrants invites the assembly to share the sign of peace (see 

GIRM #239). When the bishop presides, he reserves this to himself. 
4. Concelebrants are to receive under both species and from elements consecrated at that Mass. 
5. The Fraction Rite 

a. In the absence of a deacon, one or more concelebrants may assist the main celebrant in the fraction. 
b. The concelebrants receive hosts in one of the following ways: 

i. After the private prayers and genuflection, the main celebrant steps out of the way. Each 
concelebrant approaches the altar, genuflects, takes a host, and returns to his place; or 

ii. The concelebrants may remain in their place and the main celebrant, the deacon, or one of the 
concelebrants may bring the paten to them; or 

iii. The paten may be passed from one concelebrant to the other. 
iv. The formula, The Body of Christ, is not said. 
v. Pattern (ii), with the deacon passing the paten among the concelebrants in the sanctuary, will be 

used when the bishop presides. 
6. Only the principal celebrant shows the host and proclaims, Behold the Lamb of God…. The concelebrants do 

not elevate their hosts.  
7. The principal celebrant alone says (in a low voice), May the Body of Christ…. After he consumes, the 

concelebrants do likewise. 
8. The Precious Blood is received in one of the following ways: 
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a. The concelebrants approach the altar, genuflect, and partake of the main chalice or one of the other 
chalices on the altar; or 

b. The chalice is brought to the concelebrants at their places; or 
c. The chalice is passed from one concelebrant to another. 
d. The chalice is wiped either by the one who drinks or by the one who presents it; the formula, The Blood of 

Christ, is omitted.
e. Pattern (a) will be used when the bishop presides. 
f. The priests are reminded to take a single small sip in order to ensure that there is enough Precious Blood 

for all the concelebrants. 
9. Alternatively, communion may be distributed to concelebrants as follows: 

a. After the principal celebrant’s communion, the chalice is moved to the side of the altar and placed on a 
corporal. The paten is left in the center. 

b. Each concelebrant approaches the altar, genuflects, receives the Body of the Lord, moves to the side of 
the altar, and communes from the chalice. 

10. If necessary, such as at Sacred Heart Cathedral, those concelebrants who are seated in the nave will instead 
receive communion during the time of the communion procession from vessels held by ministers. These 
ministers omit the formulas for communion, as mentioned above.  

11. Concelebrants may be assigned to distribute communion to the assembly. 
12. After communion, the Precious Blood is consumed immediately and the sacred vessels are either purified or 

are placed, covered, on a side table for purification after Mass. 
 
The Concluding Rites 
 

1. The blessing and dismissal belong to the principal celebrant (GIRM #250). 
2. If there are few concelebrants or if they are in the sanctuary: 

a. They recess in the same manner as they processed in, except they do not venerate (kiss) the altar. 
b. Rather, they simply bow (or genuflect, if the tabernacle is present) and recess. 

3. For a large number of concelebrants seated in the nave (as at Sacred Heart Cathedral): 
a. As the procession begins, they bow together to the altar from their seats. 
b. They then process to the front of the church and down the main aisle—without again bowing to the altar. 

 
Particular Roles for Concelebrants When the Bishop Presides and No Deacon is Present 
 

A single concelebrant is assigned to take on the following roles: 
 
1. Proclaim the gospel 
2. Prepare the altar 
3. Assist the bishop in receiving the gifts 
4. Assist with the fraction (if needed) 
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§IV-210 POLICIES RELATING TO THE BISHOP IN THE LITURGY 
 

Introduction 
 

The role of the Bishop in the liturgies of the Church is described in the praenotanda of each of the ritual books and, in a 

particular way, in the Ceremonial of Bishops. There it is stated: “The office of bishop as teacher, sanctifier, and pastor of 

his Church shines forth most clearly in a liturgy that he celebrates with his people” (CB §11). These celebrations 

“manifest the mystery of the Church as that mystery involves Christ’s presence,” and therefore should “serve as a model 

for the entire diocese and be shining examples of active participation by the people” (CB #12). 

 

This policy is meant to assist parishes and other institutions in their preparation for those occasions when Bishop Zinkula 

presides at liturgy with them; there may be minor variations if Bishop-Emeritus Amos is presiding.  

 

The norms for concelebration (see §IV-230 Policies Relating to Concelebration of the Eucharistic Liturgy) and for 

deacons in the liturgy (see §IV-220 Policies Relating to the Liturgical Ministry of the Deacon) also apply. Please see the 

Summary at the end of this document for key points from those documents regarding Bishop Zinkula’ s practice at liturgy. 

 

Abbreviations Used: 

 

CB  Ceremonial of Bishops 

GIRM General Instruction of the Roman Missal (third typical edition; retranslated 2011) 

RC  Rite of Confirmation 

 

§IV-210.1 More Solemn Celebrations with the Bishop 

 
There are times in the life of a community when it gathers with the bishop for a more solemn celebration of the sacred 

liturgy. For example, the entire diocese may gather at the cathedral church for a stational Mass (CB #119). Likewise, a 

portion of the diocese—whether a deanery, a parish, or a school or group of schools—may invite the bishop to celebrate 

the liturgy with them. 

 
Procedures 

Whenever a community prepares to celebrate the liturgy with the bishop, the preparation sheet found in Appendix A 

is to be completed and sent to the Director of Liturgy no later than two weeks prior to the date of the scheduled event. 

It is the role of the Director to assist the local coordinator and approve the final plans for the liturgy. Communities are 

encouraged to contact the Office of the Bishop as soon as possible once the date of a special celebration is anticipated 

in order to avoid scheduling conflicts. 

 

Ideally, there will be five servers (six if incense is to be used) and two deacons. At least one deacon ought to be 

present; a minimum of three servers is required. If any of the ministers is still to be assigned, please write “TBA” in 

the appropriate blank. That way, the office knows that the assignments are still being made.  

 

PLEASE NOTE: The following norms apply to all Masses at which the Bishop presides. Norms specific to 

Confirmation are listed under IV-210.2.2.  

 

 

IV-210.1 Policy 

For all celebrations outside of a usual Sunday or weekday liturgy, parishes, schools, and other communities shall 

submit plans for a liturgy to be presided over by the bishop to the Office of Liturgy no later than two weeks before the 

scheduled event. It is the task of the Office to approve the liturgical preparations and assist the local community in its 

celebration with the bishop. In all cases, published liturgical norms are to be followed and only texts approved for 

liturgical use in the United States are to be utilized. 
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General 

 

a) Those responsible for preparing the liturgy are to complete the liturgy preparation sheet electronically. Please 

make it clear if there are to be any variations from the usual pattern. 

 

b) The Liturgical Season during which the rite is being celebrated must be respected. For example, there is to be no 

instrumental music during Lent (unless the Ritual Mass is being celebrated). 

 

c) The bishop will bring his own vestments (including stole and chasuble), ritual book (if needed, for example, for 

Confirmation), and the vimpae (see below); the parish will provide the Roman Missal, lectionary, and Book of the 

Gospels (if applicable). Please notify the Office of Liturgy if the bishop needs to bring the Book of the Gospels, 

Lectionary Volume IV, or any other ritual book. Please ensure that the linens used for Mass are clean and in good 

repair. 

 

d) If there are participation aids, please print only the “assembly participation texts” and not the bishop’s words or 

the readings (unless this is a bilingual liturgy, in which case the reading may be printed in the language not being 

used in the proclamation). A draft copy must be approved by the Office of Liturgy before the booklets are printed. 

Copyright laws must be observed for all reprinted music.  

 

e) If the hymns are listed on a board or in a participation aid, it is not necessary for the cantor to announce them. 

This is especially true for the recessional, where such an announcement seems anticlimactic. If a hymn does need 

to be announced, please just simply state, “Our opening hymn is….” 

 

f) Bishop Zinkula prefers to find his own note for the doxology at the end of the Eucharistic Prayer. Please do not 

anticipate the Great Amen by beginning to play music before he intones the doxology. 

 

Ministers 

 

g) In order to express the full sacramentality of the Church, it is encouraged that at least one deacon be present to 

assist the bishop. This should be the deacon assigned to the parish. If he is not available, or if the parish does not 

have a deacon, then the Liturgy Office will try to arrange for a deacon to attend. If no deacon is available, then the 

pastor (or another concelebrating priest) will take the deacon’s parts, as described in the diocese’s Policies 

Relating to Concelebration of the Eucharistic Liturgy. 

 

h) The Master of Ceremonies (MC) is assigned by the Office of Liturgy. Pastors are reminded that the MC is to 

direct the servers and other ministers, ensuring that all is properly prepared for the liturgy. Once the various 

ministers are prepared by the MC they are not to be instructed differently. Likewise, once the MC has prepared 

the credence table and ritual books, they are not to be changed. See §210.5 below. 

 

i) The parish should ideally provide five servers (if incense will be used, there should be one additional server 

dedicated to that ministry); a minimum of three are needed. The servers should be seated as a group with the MC, 

who will meet with the servers 45 minutes before Mass begins. If the seating must be split, the MC should sit with 

the miter-, crosier-, and book-bearers. 

a. If there are enough servers to assign two as miter and crosier-bearers, they will usually wear the vimpa (a 

cloth, worn in a manner similar to a humeral veil, that covers the hands of the servers in order to help 

prevent oils from getting on the miter and crosier; the bishop will bring the vimpae if they are to be used). 

b. Servers are usually assigned as follows: 
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Number of Servers Without Incense With Incense 

Four 1. Cross bearer / altar server 

2. Book bearer / altar server 

3. Miter-bearer 

4. Crosier-bearer 

As without incense. Server #1 assists with 

incense, but it is not carried in the entrance and 

exit processions. 

Five  

(preferred if no incense) 

1. Cross bearer / book bearer 

2 & 3. Candle bearer / altar server 

4. Miter-bearer 

5. Crosier-bearer 

1. Thurifer 

2. Cross bearer / altar server 

3. Book bearer / altar server 

4. Miter-bearer                  5. Crosier-bearer 

Six  

(preferred if incense used) 

1. Cross bearer 

2. Book bearer 

3 & 4. Candle bearer / altar server 

5. Miter-bearer 

6. Crosier-bearer 

1. Thurifer 

2. Cross bearer / Book bearer 

3 & 4. Candle bearer / altar server 

5. Miter-bearer 

6. Crosier-bearer 

Seven 1. Cross bearer / Book bearer 

2 & 3. Candle-bearers 

4 & 5. Altar servers 

6. Miter-bearer 

7. Crosier-bearer 

1. Thurifer              OR     1. Thurifer 

2. Cross bearer                  2. Boat  

3. Book bearer                  3. Cross/Book 

4 & 5. Candle bearer / altar server 

6. Miter-bearer                  7. Crosier-bearer 

 

j) Liturgical ministers for the celebration ought to be taken from those who have been appropriately formed for their 

specific ministry. 

 

Introductory Rites 

 

k) It is preferred that the procession keep moving rather than all the ministers “lining up” in front. Concelebrants 

usually venerate the altar. 

 

l) If incense is used: 

a. The thurible (with incense added) is carried in the entrance procession only if the altar is being incensed 

as part of the introductory rites. 

b. The thurible is not carried in the exit procession (Chrism Mass and Holy Thursday the exceptions). 

c. If incense is to be used it will be used at all three points in the liturgy (altar at the entrance rite, Book of 

the Gospels, gifts and people), unless otherwise specified (e.g. if the sprinkling rite begins before the 

entrance procession). 

m) If Penitential Act C is used, the deacon will proclaim or chant the invocations. 

 

Liturgy of the Word 

 

n) The first reader should not begin with the proclamation until the bishop has received the miter. 

 

o) The Gospel Acclamation begins as the reader reaches his or her place in the assembly. Do not wait for the bishop 

to move to begin the Acclamation. 

 

p) Only one person should proclaim the intercessions. As with the readers, they should be properly prepared. If 

intercessions are prepared by the parish, they should follow the norms in Appendix B. The proclamation of the 

intercessions is normally the ministry of the deacon. 

 

Liturgy of the Eucharist 

 

q) In preparing the altar, there should be an extra corporal for any additional vessels being used. The items required for 

the Liturgy of the Eucharist should not be placed on the altar before Mass. 
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r) When the gifts are presented to the bishop, the monetary gifts should be presented first so they can be handed off 

to a server, leaving the bishop free to carry the bread if necessary. Nothing in addition to the bread and wine, and 

the collection (including gifts for the poor) are to be included in the procession.  

 

s) Servers should not place anything on the altar.  Instead, everything is given to the deacon to place.  Any additional 

vessels ought to be put on a separate corporal away from the main chalice and paten. The Missal ought to be 

placed to the left of the central corporal. The procession of the gifts should not begin until the deacon has finished 

preparing the altar.  The bread brought to the altar by a server is handed to the bishop after he removes his miter.  

After the wine is brought to the altar by a server and handed to a deacon, the cruet of water should be handed to 

the deacon to prepare the chalice. 

 

t) Concelebrants approach the altar after the Prayer over the Gifts (not after the Preface). 

 

u) There is to be no instrumental music during the Eucharistic Prayer.  

 

v) Sufficient bread and wine should be consecrated so that all may receive Communion from what is consecrated at that 

Mass. Recourse to the reserved Sacrament should take place only in an emergency.  

 

w) Those ministering communion should ensure that the servers have received communion before going to their 

stations.  

 

Concluding Rites 

 

x) Any announcements should be brief, and given after the Prayer after Communion. 

 

y) Concelebrants do not venerate the altar at the conclusion of Mass. 

 

z) Unless specified (e.g., the Chrism Mass, Holy Thursday), the thurible is not carried in the recessional; the thurifer 

takes his or her place in the procession with the other servers behind the cross and candles. 

 

Photography 

 

aa) There should be no still or video photography during the liturgy itself. The parish should make sure that 

participants are informed of this practice ahead of time; a reminder should be placed in the participation book.  

 

§IV-210.2 Confirmation 

 
“The original minister of confirmation is the bishop” (RC #7; see also CB #455); the sacrament is usually celebrated 

within Mass (RC# 13; CB #458). 

 

 

Procedures 

Each year in the summer, the Office of the Bishop will send a Confirmation Request Form (Appendix C) to each 

parish. In completing this form, the parish is to provide the Office with three possible dates for the liturgy—including 

at least one weeknight and one date outside of the Easter Season. The form is to be returned by August 15 and 

assignments made by September 15. A copy of this policy will be sent with all date assignments. 

IV-210.2.1 Policy 

Parishes desiring to celebrate the Sacrament of Confirmation must schedule the date of the liturgy with the Office of 

the Bishop. 
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Procedures  

Whenever a community prepares to celebrate the Sacrament of Confirmation, the preparation sheet found in Appendix 

D is to be completed and sent to the Director of Liturgy no later than two weeks prior to the date of the scheduled 

event. It is the role of the Director to assist the local coordinator and approve the final plans for the liturgy. A format 

for participation booklets is found in Appendix E. If any of the ministers is still to be assigned, please write “TBA” in 

the appropriate blank. That way, the office knows that the assignments are still being made. 

 

In addition to the norms listed in IV-210.1 (above), the following norms apply to the celebration of Confirmation: 

 

General 

 

a) Letters from the candidates requesting Confirmation should be sent to the Pastor and not the Bishop. In turn, it is 

the Pastor who should present the candidates during the rite. If desired, the pastor may make the introductory 

comments and the catechist(s) read the names. 

 

b) The bishop will plan to arrive one hour prior to confirmation, unless other plans are made. He will proceed 

directly to the sacristy to review preparations for the liturgy and sign the sacramental books. 

 

c) The bishop will meet with the confirmandi and sponsors for about 15 minutes, to be completed 15 minutes before 

the liturgy. 

 

d) The bishop will use Chrism from the parish. The parish should provide a worthy vessel for the Chrism to be 

poured into for the anointing.  
 

e) If the participation books also list the dates on which the confirmandi have celebrated their other sacraments of 

initiation, First Confession is not to be listed. 
 

Ministers 

 

f) Liturgical ministers for the celebration ought to be taken from those who are formed and experienced in their 

specific ministry. 

a.  The confirmandi are NOT to exercise any other ministry (such as reader or announcing the intercessions) 

at this Mass.  

b. It is the responsibility of the parish to ensure that all ministers are able to exercise that ministry worthily 

and well.  

 

Choice of Mass / Liturgical Texts 

 

g) All presidential texts must come from the Roman Missal or Rite of Confirmation. The readings must come from 

the Lectionary approved for use in the United States. 

 

h) Either the Ritual Mass of Confirmation or the Mass of the Day is celebrated (except as noted below).  

a. If the Ritual Mass is chosen: 

i. The orations are taken from the Ritual Mass for Confirmations (choose option A, B, or C). 

IV-210.2.2 Policy 

For all celebrations of Confirmation, parishes shall submit plans for the liturgy to the Office of Liturgy no later than 

two weeks before the scheduled event. It is the task of the Office to approve the liturgical preparations and assist the 

local community in its celebration with the bishop. In all cases, published liturgical norms are to be followed and only 

texts approved for liturgical use in the United States are to be utilized. 
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ii. One of the Prefaces of the Holy Spirit is used (Votive Mass 9A or 9B). 

iii. The readings may be taken from the Confirmation Lectionary (volume IV of the Lectionary, 

#764-768), the Mass of the Day, or any combination thereof. 

iv. The vestments may be red (preferred) or white. 

b. If the Mass of the Day is chosen: 

i. The orations and Preface are from the Mass of the Day. 

ii. The readings may be taken from the Confirmation Lectionary (volume IV of the Lectionary, 

#764-768), the Mass of the Day, or any combination thereof. 

iii. The vestments are the color of the day. 

iv. The Solemn Blessing or Prayer over the People for Confirmation may be used at the dismissal. 

 

i) The Ritual Mass of Confirmation may be used EXCEPT on Solemnities; Sundays of Advent, Lent, and the Easter 

Season; the weekdays of Holy Week and the Easter Triduum; the Days in the Easter Octave; All Souls and Ash 

Wednesday. On those days, the prayers, preface, and readings are all taken from the Mass of the Day; and the 

vestments are the color called for on that day. 

 

Environment 

 

j) The sacred chrism should be displayed in a place of honor in the sanctuary for the ritual, but not on the altar. It 

may be carried in as a part of the entrance procession. 

 

k) During the Easter Season, the Paschal Candle is located next to the ambo and is lit for the liturgy. While not 

expressly called for in the rite, parishes may also choose to use the Paschal Candle for their confirmation liturgies 

outside of the Easter Season (except during Lent) as a way to highlight the connection between these two 

sacraments. 

 

Introductory Rites 

 

l) Consider having the confirmandi (and sponsors) process into the church with instrumental music a few minutes 

before the start of Mass. Once in place, the liturgical ministers can enter with the opening hymn.  

 

m) Under no circumstances are the confirmandi to wear stoles. The stole is a symbol of ordained ministry, not of 

initiation. 

 

n) The Sprinkling Rite, suggested for use during Sunday Mass (especially in the Easter Season), may also be an 

appropriate way to link Confirmation and Baptism.  

a. Therefore, even if confirmation is being celebrated on a weekday, the Bishop grants permission for the 

use of the sprinkling rite (outside of Lent).  

b. If water blessed at Easter is used, the adapted rite ought to be used (see Appendix F). 

 

o) The Gloria is usually reserved for Sundays, Feasts, and Solemnities; however, it is also allowed “at special 

celebrations of a more solemn character” (GIRM §53). Therefore, parishes may choose to use the Gloria as long 

as the principle of progressive solemnity is respected. Please note that the Third Edition of the Missal calls for the 

Gloria when the Ritual Mass of Confirmation is celebrated, no matter the Season. 

 

Rite of Confirmation 

 

p) The bishop normally lays hands over the candidates as a group; if the number of candidates is small (12-15 or 

fewer) he is willing to lay hands on the candidates individually. 

 

q) The bishop’s voice should be clearly heard during the anointing. Therefore, either there should be no music 

during the anointing or it should be quiet enough that the bishop’s voice is not obscured. 
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r) In addition, parishes should be attentive to how the rite is choreographed. The assembly should have a clear view 

of the liturgical action. For example, the practice of having the candidates stand as a row in their pew is 

discouraged as it obstructs the view of those behind them. Likewise, if at all possible, parishes should have the 

candidates process up the side aisles and approach the bishop from each side, and then return to their places down 

the center aisle (one side of the church at a time, rather than shifting from side to side). 

 

s) For the anointing, the candidates come forward with their sponsors, stand before the bishop, and either the candidate 

or the sponsor gives the confirmation name. Sponsors stand behind the candidates, placing their right hand on the 

right shoulder of the candidate. The procession should keep moving without undue delay. 

 

t) The parish should provide a wedge of lemon for the bishop to wash his hands after the anointing; he will do so prior 

to removing his miter. 

 

Concluding Rites 

 

u) Especially with larger groups, it is better that they process out after the liturgical ministers have reached the back 

of the church; this approach prevents a back-up in the rear of the church as well as ministers processing out in a 

half-empty church. 

 

Photography 

 

v) The bishop is willing to take photographs with the confirmandi before or after the liturgy. If after, the bishop will 

usually return to the sanctuary for pictures unless another suitable place is prepared in the reception area for 

photography. Photographs before the liturgy are preferred for those parishes far from Davenport and for those 

Masses celebrated late in the day. 

 

w) Positioning for group photographs should be rehearsed ahead of time. A staff person should be present to 

facilitate both the group photograph and individual photographs. 

 

§IV-210.3 Sunday and Weekday Mass 

 
There are times when the bishop will preside at the usual Sunday or weekday liturgy of a parish or school with less 

solemnity. In these cases, the bishop will not bring a Master of Ceremonies with him. 

 

 

Procedures 

For usual parish or school liturgies, the parish should assign the usual ministers and prepare the liturgy in accord with 

applicable laws and norms. Concelebrants, if present, should follow the norms laid out in §IV-230 Policies Relating to 

Concelebration of the Eucharistic Liturgy; see the Summary below (section 3.f.). As a general rule, preparation forms 

do not need to be reviewed by the Office of Liturgy; please check with that office to see if any particular celebration is 

exempt. (For example, for large all-school Masses the Bishop will still want a preparation form completed.) The 

general norms listed in §210.1 apply. 

 

 

 

 

IV-210.3 Policy 

For all usual liturgical celebrations at which the bishop presides, parishes and schools are to see that published 

liturgical norms are followed and that there are no additions to or subtractions from the Roman liturgy. Only texts 

approved for liturgical use in the United States are to be utilized. 
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§IV-210.4 Attendance in Choir 

 
There are various occasions when it is more appropriate that a priest be the principal celebrant of a Eucharistic Liturgy 

while the bishop attends “in choir.” Funerals may be one such occurrence. In these cases, the bishop is presiding – but 

not as a concelebrant.  

 

 

Procedures 

Any questions regarding the bishop attending in choir should be referred to the Office of Liturgy. 

 

§IV-210.5 The Master of Ceremonies 

 
In the more solemn celebrations with the bishop, and when Confirmation is celebrated, the Office of Liturgy will assign a 

Master of Ceremonies to assist the bishop and the other ministers with the celebration of the liturgy.  

 

Procedures 

 

Vestments: 

a) If the Master of Ceremonies is a layperson, he or she vests in an alb. A priest wears cassock and surplice, and 

does not concelebrate. In great necessity, a priest may wear an alb instead (no stole). 

 

b) At stational and other major episcopal Masses, the deacon wears diaconal vestments (distinguished from the 

dalmatics worn by the Deacons of the Mass), but does not undertake any of the other diaconal ministries during 

the liturgy (e.g., he does not proclaim the gospel or assist with communion). 

c) If no deacon is assisting, or if there is a risk of confusion (such as at parish Masses), then the deacon MC may 

instead vest in cassock and surplice so as to distinguish himself from the usual deacon at Mass. 

 

 

 

IV-210.4 Policy 

The following norms are followed when the bishop attends in choir: 

a) The bishop takes his place in the entrance procession behind the presiding celebrant. At funerals, he will take 

his place in the sanctuary before the reception of the body. 

b) The bishop is seated in some visible place in the sanctuary, but not with the presiding celebrant or 

concelebrants. A kneeler is to be provided. 

c) Ideally, he should also be accompanied by two priests also in choir dress (cassock and surplice). If priests are 

not available, deacons (or an MC) may assist in this manner. If this is not possible, he sits alone. 

d) The bishop does not approach the altar as a concelebrant. He is not brought communion at the fraction rite; 

rather, the principal celebrant brings him communion after he has communed—presenting it to the bishop as 

he would to others in the liturgical assembly. The bishop wears a stole for the Communion Rite. 

e) It is customary and appropriate for the bishop to offer some words/remarks immediately following the Prayer 

after Communion. If others are to speak, the bishop speaks last. 

f) In the case of a funeral, he is willing to preside over the Final Commendation if invited. 

g) In the recessional procession, he again follows the presiding celebrant. 

 

IV-210.5 Policy 

The ministry of a Master of Ceremonies is utilized at solemn episcopal liturgies, in the celebration of confirmation, 

and at any other liturgy requested by the bishop. The diocesan Office of Liturgy assigns the Master of Ceremonies. 

The Master of Ceremonies does not exercise any other ministry (e.g. reading the scriptures, distributing communion, 

etc.). 
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The duties of the Master of Ceremonies (MC) include: 

a) Working in collaboration with the Director of Liturgy and the local community’s liturgical leadership. 

 

b) Assisting the bishop with carrying his vestments and regalia to and from his car. 

 

c) Unpacking and packing the bishop’s vestments and episcopal regalia. 

 

d) Instructing the liturgical ministers in the particulars for the liturgy being celebrated with the bishop. 

 

e) Ensuring that a sufficient number of hosts (and sufficient wine) is prepared for the Mass. 

 

f) Directing the opening and closing processions. 

 

g) Preparing the liturgical books, ensuring that the ribbons are properly placed. 

 

h) Directing the servers. 

 When the server with the Missal is sent to the bishop, ensuring that the book is open to the proper place. 

 Handing the miter and crosier to the bishop and receiving them from him. In the absence of an MC, the 

bishop will hand and receive these items directly to and from the servers.  

o The miter is handed to the bishop with the opening towards him and the lappets folded over the top. 

o The crosier is handed to the bishop with the “closed” side of the curved crook towards him. 

 The thurifer hands the censer directly to the bishop. If there is no deacon, the MC may hold the boat for the 

bishop. 

 Overseeing the preparation of the altar, ensuring that the Missal, linens, and vessels are properly arranged. 

 Assisting the servers with the lavabo, ensuring that the towel is open for the bishop. 

 

i) Overseeing and facilitating the communion procession. 

 

j) The pattern for using the miter and crosier is as follows: 

 Entrance procession: wears the miter and carries the crosier. 

 Before entering the sanctuary: hands off the crosier and removes the miter. 

 After sitting for the readings: puts on the miter. 

 Gospel procession: 

o Stands, blesses the deacon, and then removes the miter  

o Takes the crosier immediately  

o Hands off the crosier after the gospel has been proclaimed. 

 On sitting after the Prayer of the Faithful, while the altar is prepared: wears the miter. 

 After receiving the gifts and returning to the altar: removes the miter. 

 After the Prayer over the Gifts (Offerings): removes the zucchetto (skullcap) 

 On returning to the chair after communion: puts on the zucchetto 

 Blessing: 

o Before the greeting: puts on the miter 

o Before the Sign of the Cross: takes the crosier 

 During the Rite of Confirmation 

o For the calling of the candidates: miter on  

o For the Renewal of Baptismal Promises: miter on, holds crosier 

o For the Laying on of Hands and Prayer: miter off, hands off crosier 

o For the Anointing: miter on, holds crosier 

o After the anointing: hands off the crosier, washes his hands, and then removes the miter 
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Appendix A: Preparation Sheet for Solemn Liturgies 

 
DATE: __________ TIME: __________ PLACE: _________________________   

 

Street Address:             

 

Celebration:              

 

Contact Person: _____________________________________ E-Mail: _________________   

 

Phone: Cell:    Work: ____________________ Home: ____________________ 

 

MINISTERS: 

 

Concelebrants: ______________________________________________________________________________ 
If there is no deacon, a single concelebrant should be chosen to: Proclaim the gospel, prepare the altar, assist the bishop in receiving 

the gifts, and assist with the fraction (if needed) 

 

Deacon of the Word: ____________________  Deacon of the Altar: ____________________  

 

Reader 1: ____________________   Reader 2: ____________________    

 

Number of Servers:  4  5  6  7 

 Usually need 5 servers (6 if incense used). 

 

Master of Ceremonies (assigned by diocese; the MC does not assist with communion): ____________________  

 

Gifts:  Please designate two gift-bearers (bread, wine); a third gift-bearer may present the collection. The order of 

presentation is: collection, wine, bread. 

 

Number of Communion stations:  Host:    Chalice:   

Number of EMHCs (only if not enough priests/deacons):     

Please check if communion will be distributed under one species only (Hosts alone):  

 

DETAILS:   

Where will the bishop vest for liturgy?   Sacristy  Other:       

Will there be a public reception?   yes  no  Time?  Where?      

Will there be a meal for bishop?   yes  no Time?  Where?      

Where is the bishop to park?      (reserved space) 

 

 

 

 

 

 

 

 

 

 

 

 

 

FOR OFFICE USE: 

 

Car:       Driver:      Drive Time:      

 

Departure Time:     From:         

 

Notes: 
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ORDER OF THE MASS The Acclamations and Responses should normally be sung. 

 

Mass being celebrated:   Mass of the Day:     Other:     

Color:       

Introduction:     No  Yes; by whom:     

 

INTRODUCTORY RITES   

 

Opening Hymn:      Hymnal/number:     

 

Order of Procession (check those who will be present):   

 Knights of Columbus 

 Thurifer 

 Cross bearer and Candle bearers (#  ) 

 Other server(s) (# ) 

 Readers (#  ) 

 Deacon with book of the Gospels 

If no deacon:   Lay reader carries Book    Book of the Gospels on the Altar 

 Other vested deacons 2x2 (#  ) 

 Concelebrating priests 2x2 (#  ) 

 Master of Ceremonies  

Bishop 

 Assisting deacon(s) (#  ) 

 crosier-bearer  miter-bearer   

 server who assists with the book 

 

Use of Incense:   No   Yes (Altar*, Book of the Gospels, Gifts & People) 

 

Penitential Act:   A (Confiteor): The Kyrie is then   spoken   sung   

 B (dialogue): The Kyrie is then    spoken   sung 

 C (Kyrie with tropes; #   )  

Tropes are    proclaimed or   sung by:     

Response is   spoken or    sung     

 Sprinkling Rite (Sundays, esp. Easter Season; Accompaniment [NOT GLORIA]:  ) 

    Water:    Easter water (already blessed)    water to be blessed 

    Prayer at:  Chair (sanctuary; after procession)   Entrance (before procession*) 

*If the sprinkling rite begins before the procession, the incensation of the altar is omitted. 

Remember that there is also a prayer to close the sprinkling rite before the Gloria begins. 

 

Gloria     Sung   Recited  Omitted (if not required) 

 

LITURGY OF THE WORD (please give the scripture citations and the lectionary numbers) 
 

Readings: 1st Reading:    Responsorial Psalm:     sung 

2nd Reading:    Gospel Acclamation:     omit if not sung 

Gospel:      

 

Creed   Recited  Sung   Omitted (if not required) ( Check here if Apostles’ Creed Used) 

 

General Intercessions:  Intercessions prepared by parish; the intro / conclusion will be prepared by the bishop. 

    Petitions proclaimed by:   deacon (if present)  other:     
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THE LITURGY OF THE EUCHARIST:  
 

Preparation of the Gifts & Altar 

 

Hymn:       Hymnal/number:     

 

The Eucharistic Prayer and Preparation for Communion 

 

Preface:      

 

Responses (Sanctus, Mystery of Faith, Great Amen, Agnus Dei): 

     sung (preferred)    spoken 

 

Eucharistic Prayer:   I  II  III  IV   Other: _______________ 

 

Lord’s Prayer:    sung       spoken 

 

The Communion Rite    

 

Communion Hymn:      Hymnal/number:     

 

Concluding Rite   

 

Concluding Remarks:  no    yes (by whom:    )   

 

Blessing:  simple blessing       prayer over the people    solemn blessing   
(Specify:   ) (Specify:   )        

      

Hymn:        Hymnal/number:     

 

Additional Notes/Rites: 
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Appendix B: Preparing the Prayer of the Faithful 

 

In the composition of the Prayer of the Faithful, the following points should be kept in mind: 

 

1. “The series of intentions is usually to be” (GIRM #70) for: 

a. The needs of the Church 

b. Public authorities and the salvation of the whole world 

c. People burdened by any kind of difficulty 

d. The local community  

2. In addition, Bishop Amos asks that the final petition be for the dead. This signals to him that the 

intercessions have come to an end. 

3. The petitions are not prayers themselves; we are naming groups for the assembly to pray for; therefore, 

one of the following patterns is usually used: 

a. For…that…  (announcing who and what to pray for) 

b. That…  (announcing what to pray for) 

c. For…  (announcing who to pray for) 

d. After the petition, the deacon should pause and make eye contact with the assembly and then say, 

“We pray to the Lord” (or the equivalent). Eye contact should be maintained as the people 

respond, in keeping with the dialogic nature of the prayer. 

4. Please note that these are “general” intercessions 

a. They ought to be petitions that the assembly can, by and large, agree on. 

b. They ought not become a “mini-homily” or a place to make a particular point. 

c. They ought not single out individuals, but may include individuals as part of a group. Likewise a 

particular group—such as those newly confirmed—ought to be specifically mentioned at that 

Mass. 

d. They should not be secret (“For a special intention”); otherwise the assembly cannot rightly give 

its assent. Likewise, the assembly should not be invited to add intercessions. 

5. They are petitions, not prayers of thanksgiving; the great prayer of thanksgiving follows shortly. 

6. The response by the people should be a general prayer that God would hear the invocation (e.g., Lord, 

hear our prayer; Lord, have mercy)—not a separate petition or other statement. If the people are not 

familiar with the response, it should be announced before the intercessions and/or be included in a 

participation aid. 
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Appendix C: Confirmation Request Form 

PARISH(ES)  

  

  

 
LOCATION OF CONFIRMATION  
  

  

  PLAN TO PARTICIPATE IN DEANERY CONFIRMATION IN 20__-20__ 

PARISHES INVOLVED 
 

  
  

 

PASTOR(S)  

  

  

 

CONTACT PERSON  

 ADDRESS  

 TELEPHONE  
  

 

PREFERRED DATES 
(Include ONE WEEKNIGHT, as well as a date(s) outside the Easter Season.) 

 

 
DATE  TIME 

FIRST CHOICE    
    

SECOND CHOICE    
    

THIRD CHOICE    
    

Date(s) to Avoid    
    

 

PRIMARY GRADE LEVEL OF CONFIRMATION GROUP  

 

(ANTICIPATED) NUMBER OF CANDIDATES 

 

  

  

  DO NOT PLAN TO HAVE CONFIRMATION IN 20__-20__ 
 

 

COMMENTS  
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Appendix D: Confirmation Preparation Sheet 

 
DATE: __________ TIME: __________ PLACE: ________________________   _ 

 

Street Address:             

 

Number of Candidates for Confirmation:      Average Age:    

 

Contact Person: _____________________________________ E-Mail: _________________   

 

Phone: Cell:    Work: ____________________ Home: ____________________ 

 

MINISTERS: 

 

Concelebrants: ______________________________________________________________________________ 
If there is no deacon, a single concelebrant should be chosen to: Proclaim the gospel, prepare the altar, assist the bishop in receiving 

the gifts, and assist with the fraction (if needed) 

 

Deacon of the Word: ____________________  Deacon of the Altar: ____________________  

 

Reader 1: ____________________   Reader 2: ____________________    

 

Number of Servers:  4  5  6  7 

 Usually need 5 servers (6 if incense used). 

 

Master of Ceremonies (assigned by diocese; the MC does not assist with communion): ____________________  

 

Gifts:  Please designate two gift-bearers (bread, wine); a third gift-bearer may present the collection. The order of 

presentation is collection, wine, bread. 

 

Number of Communion stations:  Host:    Chalice:   

Number of EMHCs (only if not enough priests/deacons):     

Please check if communion will be distributed under one species only (Hosts alone):  

 

DETAILS:   

Where will the bishop vest for liturgy?   Sacristy  Other:       

Photographs with Bishop:    No   

Yes:   After Mass  Before Mass (Time:    )   

Will there be a public reception?   yes  no  Time?  Where?      

Will there be a meal for bishop?   yes  no Time?  Where?      

Where is the bishop to park?      (reserved space) 

 

 

 

 

 

 

 

 

 

 

 

FOR OFFICE USE: 

 

Car:       Driver:      Drive Time:      

 

Departure Time:     From:         

 

Notes: 
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ORDER OF THE MASS The Acclamations and Responses should normally be sung. 

 

Mass being celebrated:        OR  

  

 

 

Introduction:    No  Yes; by whom:     

 

INTRODUCTORY RITES   

 

Opening Hymn:      Hymnal/number:     

 

Order of Procession (check those who will be present):  

 Knights of Columbus 

 Thurifer 

 Cross bearer and Candle bearers (#  ) 

 Confirmandi (if did not process in  before Mass) 

 Sponsors (if did not process in  before Mass) 

 Other server(s) (# ) 

 Readers (#  ) 

 Deacon with book of the Gospels 

If no deacon:   Lay reader carries Book    Book of the Gospels on the Altar 

 Other vested deacons 2x2 (#  ) 

 Concelebrating priests 2x2 (#  ) 

 Master of Ceremonies  

Bishop 

 Assisting deacon(s) (#  ) 

 crosier-bearer  miter-bearer   

 server who assists with the book 

 

Use of Incense:   No   Yes (Altar*, Book of the Gospels, Gifts & People) 

 

Penitential Act:   A (Confiteor): The Kyrie is then   spoken   sung   

 B (dialogue): The Kyrie is then    spoken   sung 

 C (Kyrie with tropes; #   )  

Tropes are    proclaimed or   sung by:     

Response is   spoken or    sung     

 Sprinkling Rite (Sundays, esp. Easter Season; Accompaniment [NOT GLORIA]:  ) 

    Water:    Easter water (already blessed)    water to be blessed 

    Prayer at:  Chair (sanctuary; after procession)   Entrance (before procession*) 

*If the sprinkling rite begins before the procession, the incensation of the altar is omitted. 

Remember that there is also a prayer to close the sprinkling rite before the Gloria begins. 

 

Gloria     Sung   Recited  Omitted (if not required; note that it is required for the Ritual Mass) 

 

LITURGY OF THE WORD (please give the scripture citations and the lectionary numbers) 
[On days when the Ritual Mass is allowed, the readings may be taken from the Confirmation Lectionary, the Mass of the Day, or any 

combination thereof. On days that the Ritual Mass is not allowed, the readings are those from the Mass of the Day.] 

Readings: 1st Reading:    Responsorial Psalm:     sung 

2nd Reading:    Gospel Acclamation:     omit if not sung 

Gospel:      

 Ritual Mass of Confirmation 

Color:  Red (preferred)   White 

Prayers:  A    B    C 

 Mass of the Day:    
Color:     
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LITURGY OF CONFIRMATION  

 

Presentation of the Candidates:  By:   Candidates stand and say, “present.” 

Homily 
Renewal of Baptismal Promises (replaces Profession of Faith) 

Laying on of Hands & Prayer of Consecration:   the bishop extends hands over the entire group 

 the bishop lays hands on each candidate individually  

(if the group is small enough and the liturgical space allows) 

Anointing with Chrism: The deacon holds chrism for bishop; if no deacon, then the pastor does so. 

     Candidates:  process down side aisles    process down center aisle     line up in front (at renewal of promises) 

 

General Intercessions:  Intercessions prepared by parish; the intro / conclusion will be prepared by the bishop. 

   Petitions proclaimed by:   deacon (if present)  other:     

 

THE LITURGY OF THE EUCHARIST:   

 

Preparation of the Gifts & Altar 

 

Hymn:       Hymnal/number:      

 

The Eucharistic Prayer and Preparation for Communion 

 

Preface:  If Ritual Mass: Holy Spirit   9A      9B     If Mass of the Day (specify):      

 

Responses (Sanctus, Mystery of Faith, Great Amen, Agnus Dei): 

     sung (preferred)  spoken 

 

The bishop uses EP III because of its reference to the Holy Spirit. Please note if another is to be used:  _____ 

 Remember insert for Eucharistic Prayer 

 

Lord’s Prayer:    sung    spoken 

 

The Communion Rite    

 

Communion Hymn:     Hymnal/number:     

 

Concluding Rite   

 

Concluding Remarks:  no    yes (by whom:    )   

 

Blessing:  simple blessing       prayer over the people    solemn blessing   
        (If the Ritual Mass is being used, the blessing will be taken from there; otherwise specify:   )  

 

Hymn:       Hymnal/number:     

 

Additional Participants in Recessional:   confirmandi    sponsors  others   none 
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Appendix E: Format for Confirmation Participation Aid 

 
Introductory Rites 

 Opening Hymn 

 Greeting 

 Sprinkling Rite or Act of Penitence 

 Glory to God 

 Collect (Opening Prayer) 

 

Liturgy of the Word 

 First Reading 

 Psalm 

 Second Reading 

 Gospel Acclamation 

 Gospel 

 
Rite of Confirmation 

 

 Presentation of Candidates…….(name) 

  The candidates stand and say, “present,” as their names are called. 

 

 Homily 

 

 Renewal of Baptismal Promises 

   Only the candidates stand. They respond “I do” to the questions. 

 

 Laying on of Hands 

 

 The Anointing with Chrism 

The candidates come forward with their sponsors, stand before the bishop, and either the candidate or the 

sponsor gives the confirmation name. Sponsors stand behind the candidates, placing their right hand on the 

right shoulder of the candidate. Each person confirmed will be anointed with chrism, an oil made of olive oil 

and balsam. This anointing means that the person is called and chosen by God in Baptism and now in 

Confirmation. 

 

 Bishop:  “Name,” be sealed with the gift of the Holy Spirit. 

 Candidate: Amen. 

 

 Bishop:  Peace be with you 

 Candidate: And with your spirit. 

 

 Prayer of the Faithful (General Intercessions) 

 
Liturgy of the Eucharist 

 Hymn for Preparation 

 Acclamations (Holy, Holy; Memorial Acclamation; Great Amen) 

 Preparation for Communion (Lord’s Prayer; Lamb of God) 

 Communion Hymns 

 Prayer after communion 

 

Concluding Rites (Blessing, Dismissal, Hymn) 
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Appendix F: Sprinkling Rite with Easter Water 
See http://www.davenportdiocese.org/documents/2016/6/litSprinklingRiteEasterWater020112.pdf for more details. 

 

AN EASTER SPRINKLING RITE 

For use during the Easter Season, if water blessed at the Vigil is available. The prayers are modified from the 

Rite of Infant Baptism. 

 

At the chair or at the back of the church (door, font): 

 

Bishop:  In the name of the Father, and of the Son, and of the Holy Spirit. 
All:   Amen. 

 

Bishop: Peace be with you. 
All:   And with your spirit. 

 

Bishop: Dear brothers and sisters, let us praise the Lord our God for this water he has 

created, and which will be sprinkled on us as a memorial of our Baptism. May he 

help us by his grace to remain faithful to the Spirit we have received. 

 

 FORM 1 

 

Bishop:  Lord our God,  

in your mercy be present to your people’s prayers of thanksgiving  

as we recall the wondrous work of our creation  

and the still greater work of our redemption.  

For you created water to make the fields fruitful  

and to refresh and cleanse our bodies.  

You also made water the instrument of your mercy:  

for through water you freed your people from slavery  

and quenched their thirst in the desert;  

through water the Prophets proclaimed the new covenant  

you were to enter upon with the human race;  

and last of all,  

through water, which Christ made holy in the Jordan,  

you have renewed our corrupted nature  

in the bath of regeneration.  

Therefore, may this water be for us  

a memorial of the Baptism we have received,  

and grant that we may share  

in the gladness of our brothers and sisters  

who at Easter have received their Baptism.  

Through Christ our Lord.  

All:  Amen. 

http://www.davenportdiocese.org/documents/2016/6/litSprinklingRiteEasterWater020112.pdf
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 FORM 2 

 

Bishop: Praise to you, almighty God and Father,  

for you have created water to cleanse and to give life. 

Praise to you, Lord Jesus Christ, the Father’s only Son,  

for you offered yourself on the cross,  

that in the blood and water flowing from your side,  

and through your death and resurrection, the Church might be born. 

Praise to you, God the Holy Spirit, for you anointed Christ at his baptism in the 

waters of Jordan, so that we might all be baptized into you. 

We pray, by the mystery of this consecrated water remind us of our new and 

spiritual birth in baptism. Through Christ our Lord. 

 

All:   Amen. 

 

 FORM 3 

 

Bishop: Father, God of mercy, through these waters of baptism  

you have filled us with new life as your very own children. 

From all who are baptized in water and the Holy Spirit,  

you have formed one people, united in your Son Jesus Christ. 

You have set us free and filled our hearts with the Spirit of your love,  

that we may live in your peace. 

You call those who have been baptized  

to announce the Good News of Jesus Christ to people everywhere. 

We pray, by the mystery of this consecrated water remind us of our new and 

spiritual birth in baptism. Through Christ our Lord. 

 

All:   Amen. 
 

If beginning at the back of the church, the entrance procession and entrance hymn then begin as usual. The 

bishop sprinkles the people as he makes his way to the sanctuary. The entrance hymn may be prolonged to 

accommodate the sprinkling of those seated along side aisles if necessary. 

 

After sprinkling (at the chair): 

 

Bishop:  May almighty God cleanse us of our sins, and through the eucharist we celebrate 

make us worthy to sit at his table in his heavenly kingdom. 
 

All: Amen. 

 

The Gloria follows, and then the Collect. 
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Appendix G: Preparation Sheet for Funerals at which the Bishop Presides or Assists 

 
DATE:   TIME:    PLACE:        

  

Funeral for:              

 

Contact Person: _____________________________________ E-Mail: _________________   

 

Phone: Cell:    Work: ____________________ Home: ____________________ 

 

DETAILS:   
 

Which ritual books will the parish provide?    Which will the bishop bring?      

 

Will the bishop need to bring vestments for concelebrants/deacon(s)?         

 

Where will the bishop vest for liturgy?   Sacristy  Other:       

 

Will there be a meal/reception after the funeral?   yes  no  Time?  Where?      

 

Will the bishop be going to the Rite of Committal?  Yes  No 

 If so, will he be presiding?    Yes  No 

 Where is the Committal?       

 

Where will bishop park (reserved space)?           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Additional Notes Regarding Bishop in Choir: 

 If he is not the main celebrant, Bishop Zinkula will vest and serve as a concelebrant. 

 In the procession, if the main celebrant is a priest: The servers all process at the front (there are no miter and crosier bearers); 

the bishop processes as the last of the concelebrants. He may be accompanied by an assisting cleric. 

 Alternatively, if he is not to process, he begins the rite sitting at his place. 

 He sits at a chair  in the sanctuary. If he is being assisted by priest-chaplain(s), deacon(s), or an MC, additional chairs are 

provided as needed.  

 Bishop Zinkula  is willing to preside over the Rite of Commendation, if so desired.  

 

 

 

 

FOR OFFICE USE: 

 

Car:       Driver:      Drive Time:      

 

Departure Time:     From:         

 

Notes: 
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MINISTERS: 

 

Bishop:   Presiding  Concelebrating 

 

Concelebrants: ______________________________________________________________________________ 
If there is no deacon, a single concelebrant should be chosen to: Proclaim the gospel, prepare the altar, assist the bishop in receiving 

the gifts, and assist with the fraction (if needed) 

 

Deacon of the Word: ____________________  Deacon of the Altar: ____________________  

 

Reader 1: ____________________   Reader 2: ____________________    

 

Number of Servers:  3  4  5  6  7 

 If the Bishop is presiding, will usually need 5 servers (6 if incense used). 

 

Master of Ceremonies (assigned by diocese; the MC does not assist with communion): ____________________  

 

Gifts:  Please designate two gift-bearers (bread, wine); a third gift-bearer may present the collection. The order of 

presentation is: collection, wine, bread. 

 

Other: Please designate pallbearers, those assisting with the placement of the pall, and those assisting with the 

placement of Christian symbols (if applicable):           

  

                

 

Number of Communion stations:  Host:    Chalice:   

 

Number of EMHCs (only if not enough priests/deacons):     

Please check if communion will be distributed under one species only (Hosts alone):  

 

 

 

ORDER OF THE MASS  The Acclamations and Responses should normally be sung. 

 

Mass being celebrated:   Funeral Mass Outside Easter Season     Funeral Mass During Easter Season 

Color:  White    Violet Paschal Candle:  In place    Carried in procession 

Clergy:  Seated ahead of time    Part of procession (see below) 

 

 

 

INTRODUCTORY RITES: RECEPTION OF THE BODY  Bishop with miter on and holding the staff (crosier). 

 

 At door   In front    At transept    Omit: done as part of the Vigil. Use usual introductory rites. 

 

Greeting:   A    B    C    D    Own words 

 

Sprinkling with Holy Water (if necessary, the bishop hands off the staff for the sprinkling) 

 

Placing of the Pall:  Yes   Omit 

 

 

 



§IV-210 Policies Relating to the Bishop in the Liturgy 

 23 

Entrance Procession: ( check here if procession is before reception instead) 

 

Hymn:      Hymnal/number:     

 

Order of Procession (check those who will be present):   

 Knights of Columbus 

 Thurifer 

 Cross bearer and Candle bearers (#_____) 

 Other server(s) (#_____) 

 Readers (#_____) 

 Deacon with book of the Gospels (reader if no deacon) 

 Other vested deacons 2x2 (#_____) 

 Concelebrating priests 2x2 (#_____) 

 Master of Ceremonies  

Bishop 

 Assisting deacon(s) (#_____) 

 crosier-bearer   miter-bearer   

 server who assists with the book 

 

The coffin comes next in the procession, followed by the mourners. 

 

Use of Incense:   No   Gospel  Gifts/People   Final Commendation 

 

Placing of Christian Symbols:    Yes    Omit 

 If yes:   In silence   Text from #400:  1    2   3 

 Item(s):   Bible/Book of the Gospels    Cross/Crucifix  Other:     

 

Collect 

From Order of Christian Funerals:  A    B    C    D   From #398:    

  OR 

From Roman Missal:    A1    A2  B1   B2  C1 (Easter)  C2 (Easter) 

 D  E1 (Baptized child)   E2 (Baptized child) 

 F1 (child not baptized)  F2 (child not baptized) 

 

 

LITURGY OF THE WORD (From Volume IV; please give the scripture citations and the lectionary numbers) 

 

Readings: 1st Reading: ____________________ Responsorial Psalm:     sung 

2nd Reading: ___________________ Gospel Acclamation:     omit if not sung 

Gospel: _______________________ Incense:  yes  no 

 

Homily:  Preacher, if not the bishop: ____________________ 

 

General Intercessions:  Intercessions prepared by parish; the intro / conclusion will be prepared by the bishop. 

    Petitions proclaimed by:   deacon (if present)  other:     

 

 

 

 

 

 

Options for the bishop: 

 Main celebrant  

 Preside over the Final 

Commendation alone 

 In choir only 

 

Main celebrant if not the bishop: 

    

 

If the bishop is not the main 

celebrant, the processional order is 

adjusted as described above. 
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THE LITURGY OF THE EUCHARIST   
 

Preparation of the Gifts & Altar 

 

Hymn:       Hymnal/number:     

 

Prayer over Gifts (from Missal):  

 Same as Collect  Other:      

 

The Eucharistic Prayer & Preparation for Communion 

 

Preface for the Dead:   I  II  III  IV  V 

 

Responses (Sanctus, Mystery of Faith, Great Amen, Agnus Dei): 

     sung (preferred)  spoken 

 

Eucharistic Prayer:     I  II  III (note interpolations in II and III) 

 

Lord’s Prayer:     sung    spoken 

 

The Communion Rite 
 

Communion Hymn:     Hymnal/number:     

 

Prayer after Communion (from Missal):  

 Same as Collect  Other:      

 

Final Commendation (the Bishop presides over this rite even of he is not the main celebrant) 

 

 Omit: will be done later as part of Rite of Committal 

 

Speaking in Remembrance of the Deceased:  yes (by: ________________)  Omit 

 

The bishop moves to the coffin; the servers bring miter and crosier, and the OCF. 

 

Invitation to Prayer (OCF):  A  B  From #402:     Own words 

 

Signs of Farewell: If Incense not used:  Holy Water  Omit 

 

Song of Farewell:        Hymnal/number:     

(during incensing/sprinkling unless otherwise specified) 

 

Prayer of Commendation:   A  B 

 

The miter is worn and the crosier carried in the procession. 

 

Concluding Rite 

 

Hymn:         Hymnal/number:     

 

Procession: ministers, clergy, coffin, mourners. 
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COMPENDIUM: POLICIES RELATING TO CONFIRMATION 
 

Introduction 
 

This document collects the various diocesan policies related to the Sacrament of Confirmation and collects them in one 

place for convenience.  

 

The role of the Bishop in the liturgies of the Church is described in the praenotanda of each of the ritual books and, in a 

particular way, in the Ceremonial of Bishops. There it is stated: “The office of bishop as teacher, sanctifier, and pastor of 

his Church shines forth most clearly in a liturgy that he celebrates with his people” (CB §11). These celebrations 

“manifest the mystery of the Church as that mystery involves Christ’s presence,” and therefore should “serve as a model 

for the entire diocese and be shining examples of active participation by the people” (CB #12). 

 

The norms for concelebration (see §IV-230 Policies Relating to Concelebration of the Eucharistic Liturgy) and for 

deacons in the liturgy (see §IV-220 Policies Relating to the Liturgical Ministry of the Deacon) also apply.  

 

Abbreviations Used: 

 

c. / cc. canon / canons 

CB  Ceremonial of Bishops 

GIRM General Instruction of the Roman Missal (third typical edition; retranslated 2011) 

RC  Rite of Confirmation 

 

I. Preparing the Confirmation Liturgy 

 
 “The original minister of confirmation is the bishop” (RC #7; see also CB #455); the sacrament is usually celebrated 

within Mass (RC# 13; CB #458). 

 

 

Procedures 

Each year in the summer, the Office of the Bishop will send a Confirmation Request Form (Appendix A) to each 

parish. In completing this form, the parish is to provide the Office with three possible dates for the liturgy—including 

at least one weeknight and one date outside of the Easter Season. The form is to be returned by August 15 and 

assignments made by September 15. A copy of this policy will be sent with all date assignments. 

 

Whenever a community prepares to celebrate the Sacrament of Confirmation, the preparation sheet found in Appendix 

B is to be completed and sent to the Director of Liturgy no later than two weeks prior to the date of the scheduled 

event. It is the role of the Director to assist the local coordinator and approve the final plans for the liturgy. A format 

for participation booklets is found in Appendix C. Instructions for preparing the Prayer of the Faithful and for the 

Sprinkling Rite using water blessed at the Easter Vigil are included in Appendix D and E, respectively. 

 

IV-210.2.1 Policy 

Parishes desiring to celebrate the Sacrament of Confirmation must schedule the date of the liturgy with the Office of 

the Bishop. 
 

IV-210.2.2 Policy 

For all celebrations of Confirmation, parishes shall submit plans for the liturgy to the Office of Liturgy no later than 

two weeks before the scheduled event. It is the task of the Office to approve the liturgical preparations and assist the 

local community in its celebration with the bishop. In all cases, published liturgical norms are to be followed and only 

texts approved for liturgical use in the United States are to be utilized. 
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Ideally, there will be five servers (six if incense is to be used); a minimum of three servers is required. At least one 

deacon ought to be present. If any of the ministers is still to be assigned, please write “TBA” in the appropriate blank. 

That way, the office knows that the assignments are still being made.  

 

General 

 

a) Those responsible for preparing the liturgy are to complete the liturgy preparation sheet electronically. Please 

make it clear if there are to be any variations from the usual pattern. 

 

b) The Liturgical Season during which the rite is being celebrated must be respected. For example, there is to be no 

instrumental music during Lent (unless the Ritual Mass is being celebrated). 

 

c) The bishop will bring his own vestments (including stole and chasuble), ritual book (if needed, for example, for 

Confirmation), and the vimpae (see below); the parish will provide the Roman Missal, lectionary, and Book of the 

Gospels (if applicable). Please notify the Office of Liturgy if the bishop needs to bring the Book of the Gospels, 

Lectionary Volume IV, or any other ritual book. Please ensure that the linens used for Mass are clean and in good 

repair.  

 

d) Letters from the candidates requesting Confirmation should be sent to the Pastor and not the Bishop. In turn, it is 

the Pastor who should present the candidates during the rite. If desired, the pastor may make the introductory 

comments and the catechist(s) read the names. 

 

e) The bishop will plan to arrive one hour prior to confirmation, unless other plans are made. He will proceed 

directly to the sacristy to review preparations for the liturgy and sign the sacramental books. 

 

f) The bishop will meet with the confirmandi and sponsors for about 15 minutes, to be completed 15 minutes before 

the liturgy. 

 

g) The bishop will use Chrism from the parish. The parish should provide a worthy vessel for the Chrism to be 

poured into for the anointing.  
 

h) If there are participation aids, please print only the “assembly participation texts” and not the bishop’s words or 

the readings (unless this is a bilingual liturgy, in which case the reading may be printed in the language not being 

used in the proclamation). A draft copy must be approved by the Office of Liturgy before the booklets are printed. 

Copyright laws must be observed for all reprinted music. If the participation books also list the dates on which the 

confirmandi have celebrated their other sacraments of initiation, First Confession is not to be listed. 
 

i) If the hymns are listed on a board or in a participation aid, it is not necessary for the cantor to announce them. 

This is especially true for the recessional, where such an announcement seems anticlimactic. If a hymn does need 

to be announced, please just simply state, “Our opening hymn is….” 

 

j) Bishop Zinkula prefers to find his own note for the doxology at the end of the Eucharistic Prayer. Please do not 

anticipate the Great Amen by beginning to play music before he intones the doxology. 

 

Ministers 

 

k) In order to express the full sacramentality of the Church, it is encouraged that at least one deacon be present to 

assist the bishop. This should be the deacon assigned to the parish. If he is not available, or if the parish does not 

have a deacon, then the Liturgy Office will try to arrange for a deacon to attend. If no deacon is available, then the 

pastor (or another concelebrating priest) will take the deacon’s parts, as described in the diocese’s Policies 

Relating to Concelebration of the Eucharistic Liturgy. 
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l) The Master of Ceremonies (MC) is assigned by the Office of Liturgy. Pastors are reminded that the MC is to 

direct the servers and other ministers, ensuring that all is properly prepared for the liturgy. Once the various 

ministers are prepared by the MC they are not to be instructed differently. Likewise, once the MC has prepared 

the credence table and ritual books, they are not to be changed. 

 

m) The parish should ideally provide five servers (if incense will be used, there should be one additional server 

dedicated to that ministry); a minimum of three are needed. The servers should be seated as a group with the MC, 

who will meet with the servers 45 minutes before Mass begins. If the seating must be split, the MC should sit with 

the miter-, crosier-, and book-bearers. 

a. If there are enough servers to assign two as miter and crosier-bearers, they will usually wear the vimpa (a 

cloth, worn in a manner similar to a humeral veil, that covers the hands of the servers in order to help 

prevent oils from getting on the miter and crosier; the bishop will bring the vimpae if they are to be used). 

b. Servers are usually assigned as follows: 

 

 
Number of Servers Without Incense With Incense 

Four 1. Cross bearer / altar server 

2. Book bearer / altar server 

3. Miter-bearer 

4. Crosier-bearer 

As without incense. Server #1 assists with 

incense, but it is not carried in the entrance and 

exit processions. 

Five  

(preferred if no incense) 

1. Cross bearer / book bearer 

2 & 3. Candle bearer / altar server 

4. Miter-bearer 

5. Crosier-bearer 

1. Thurifer 

2. Cross bearer / altar server 

3. Book bearer / altar server 

4. Miter-bearer                  5. Crosier-bearer 

Six  

(preferred if incense used) 

1. Cross bearer 

2. Book bearer 

3 & 4. Candle bearer / altar server 

5. Miter-bearer 

6. Crosier-bearer 

1. Thurifer 

2. Cross bearer / Book bearer 

3 & 4. Candle bearer / altar server 

5. Miter-bearer 

6. Crosier-bearer 

Seven 1. Cross bearer / Book bearer 

2 & 3. Candle-bearers 

4 & 5. Altar servers 

6. Miter-bearer 

7. Crosier-bearer 

1. Thurifer              OR     1. Thurifer 

2. Cross bearer                  2. Boat  

3. Book bearer                  3. Cross/Book 

4 & 5. Candle bearer / altar server 

6. Miter-bearer                  7. Crosier-bearer 

 

n) Liturgical ministers for the celebration must be taken from those who are formed and experienced in their specific 

ministry.  

a. The confirmandi are NOT to exercise any other ministry (such as reader or announcing the intercessions) 

at this Mass.  

b. It is the responsibility of the parish to ensure that all ministers are able to exercise that ministry worthily 

and well.  

 

Choice of Mass / Liturgical Texts 

 

o) All presidential texts must come from the Roman Missal or Rite of Confirmation. The readings must come from 

the Lectionary approved for use in the United States. 

 

p) Either the Ritual Mass of Confirmation or the Mass of the Day is celebrated (except as noted below).  

a. If the Ritual Mass is chosen: 

i. The orations are taken from the Ritual Mass for Confirmations (choose option A, B, or C). 

ii. One of the Prefaces of the Holy Spirit is used (Votive Mass 9A or 9B). 

iii. The readings may be taken from the Confirmation Lectionary (volume IV of the Lectionary, 

#764-768), the Mass of the Day, or any combination thereof. 
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iv. The vestments may be red (preferred) or white. 

b. If the Mass of the Day is chosen: 

i. The orations and Preface are from the Mass of the Day. 

ii. The readings may be taken from the Confirmation Lectionary (volume IV of the Lectionary, 

#764-768), the Mass of the Day, or any combination thereof. 

iii. The vestments are the color of the day. 

iv. The Solemn Blessing or Prayer over the People for Confirmation may be used at the dismissal. 

 

q) The Ritual Mass of Confirmation may be used EXCEPT on Solemnities; Sundays of Advent, Lent, and the Easter 

Season; the weekdays of Holy Week and the Easter Triduum; the Days in the Easter Octave; All Souls and Ash 

Wednesday. On those days, the prayers, preface, and readings are all taken from the Mass of the Day; and the 

vestments are the color called for on that day. 

 

Environment 

 

r) The sacred chrism should be displayed in a place of honor in the sanctuary for the ritual, but not on the altar. It 

may be carried in as a part of the entrance procession. 

 

s) During the Easter Season, the Paschal Candle is located next to the ambo and is lit for the liturgy. While not 

expressly called for in the rite, parishes may also choose to use the Paschal Candle for their confirmation liturgies 

outside of the Easter Season (except during Lent) as a way to highlight the connection between these two 

sacraments. 

 

Introductory Rites 

 

t) It is preferred that the procession keep moving rather than all the ministers “lining up” in front. Concelebrants 

usually venerate the altar. 

 

u) If incense is used: 

a. The thurible (with incense added) is carried in the entrance procession only if the altar is being incensed 

as part of the introductory rites. 

b. The thurible is not carried in the exit procession (Chrism Mass and Holy Thursday the exceptions). 

c. If incense is to be used it will be used at all three points in the liturgy (altar at the entrance rite, Book of 

the Gospels, gifts and people), unless otherwise specified (e.g. if the sprinkling rite begins before the 

entrance procession). 

 

v) Consider having the confirmandi (and sponsors) process into the church with instrumental music a few minutes 

before the start of Mass. Once in place, the liturgical ministers can enter with the opening hymn.  

 

w) Under no circumstances are the confirmandi to wear stoles. The stole is a symbol of ordained ministry, not of 

initiation. 

 

x) The Sprinkling Rite, suggested for use during Sunday Mass (especially in the Easter Season), may also be an 

appropriate way to link Confirmation and Baptism.  

a. Therefore, even if confirmation is being celebrated on a weekday, the Bishop grants permission for the 

use of the sprinkling rite (outside of Lent).  

b. If water blessed at Easter is used, the adapted rite ought to be used (see Appendix E). 

 

y) If Penitential Act C is used, the deacon will proclaim or chant the invocation. 

 

z) The Gloria is usually reserved for Sundays, Feasts, and Solemnities; however, it is also allowed “at special 

celebrations of a more solemn character” (GIRM §53). Therefore, parishes may choose to use the Gloria as long 
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as the principle of progressive solemnity is respected. Please note that the Third Edition of the Missal calls for the 

Gloria when the Ritual Mass of Confirmation is celebrated, no matter the Season. 

 

Liturgy of the Word 

 

aa) The first reader should not begin with the proclamation until the bishop has received the miter. 

 

bb) The Gospel Acclamation begins as the reader reaches his or her place in the assembly. Do not wait for the bishop 

to move to begin the Acclamation. 

 

cc) All are to remain standing until the bishop kisses the Book of the Gospels. 

 

dd) Only one person should proclaim the intercessions. As with the readers, they should be properly prepared. If 

intercessions are prepared by the parish, they should follow the norms in Appendix D. The proclamation of the 

intercessions is normally the ministry of the deacon. 

 

Rite of Confirmation 

 

ee) The bishop normally lays hands over the candidates as a group; if the number of candidates is small (12-15 or 

fewer) he is willing to lay hands on the candidates individually. 

 

ff) The bishop’s voice should be clearly heard during the anointing. Therefore, either there should be no music 

during the anointing or it should be quiet enough that the bishop’s voice is not obscured. 

 

gg) In addition, parishes should be attentive to how the rite is choreographed. The assembly should have a clear view 

of the liturgical action. For example, the practice of having the candidates stand as a row in their pew is 

discouraged as it obstructs the view of those behind them. Likewise, if at all possible, parishes should  have the 

candidates process up the side aisles and approach the bishop from each side, and then return to their places down 

the center aisle (one side of the church at a time, rather than shifting from side to side). 

 

hh) For the anointing, the candidates come forward with their sponsors, stand before the bishop, and either the candidate 

or the sponsor gives the confirmation name. Sponsors stand behind the candidates, placing their right hand on the 

right shoulder of the candidate. The procession should keep moving without undue delay. 

 

ii) The parish should provide a wedge of lemon for the bishop to wash his hands after the anointing; he will do so prior 

to removing his miter. 

 

Liturgy of the Eucharist 

 

jj) In preparing the altar, there should be an extra corporal for any additional vessels being used. The items required for 

the Liturgy of the Eucharist should not be placed on the altar before Mass. 

 

kk) When the gifts are presented to the bishop, the monetary gifts should be presented first so they can be handed off 

to a server, leaving the bishop free to carry the bread if necessary. Nothing in addition to the bread and wine, and 

the collection (including gifts for the poor) are to be included in the procession.  

 

ll) Servers should not place anything on the altar.  Instead, everything is given to the deacon to place.  Any additional 

vessels ought to be put on a separate corporal away from the main chalice and paten. The Missal ought to be 

placed to the left of the central corporal. The procession of the gifts should not begin until the deacon has finished 

preparing the altar.  The bread brought to the altar by a server is handed to the bishop after he removes his miter.  

After the wine is brought to the altar by a server and handed to a deacon, the cruet of water should be handed to 

the deacon to prepare the chalice. 
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mm) Concelebrants approach the altar after the Prayer over the Gifts (not after the Preface). 

 

nn)  There is to be no instrumental music during the Eucharistic Prayer.  

 

oo) Sufficient bread and wine should be consecrated so that all may receive Communion from what is consecrated at that 

Mass. Recourse to the reserved Sacrament should take place only in an emergency.  

 

pp) Those ministering communion should ensure that the servers have received communion before going to their 

stations. 

 

Concluding Rites 

 

qq) Any announcements should be brief, and given after the Prayer after Communion. 

 

rr) Concelebrants do not venerate the altar at the conclusion of Mass. 

 

ss) Unless specified (e.g., the Chrism Mass, Holy Thursday), the thurible is not carried in the recessional; the thurifer 

takes his or her place in the procession with the other servers behind the cross and candles. 

 

tt) Especially with larger groups, it is better that they process out after the liturgical ministers have reached the back 

of the church; this approach prevents a back-up in the rear of the church as well as ministers processing out in a 

half-empty church. 

 

Photography 

 

uu) There should be no still or video photography during the liturgy itself. The parish should make sure that 

participants are informed of this practice ahead of time; a reminder should be placed in the participation book.  

 

vv) The bishop is willing to take photographs with the confirmandi before or after the liturgy. If after, the bishop will 

usually return to the sanctuary for pictures unless another suitable place is prepared in the reception area for 

photography. Photographs before the liturgy are preferred for those parishes far from Davenport and for those 

Masses celebrated late in the day. 

 

ww) Positioning for group photographs should be rehearsed ahead of time. A staff person should be present to 

facilitate both the group photograph and individual photographs. 
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II. Confirmation Sponsors 

 
“As far as possible the person to be confirmed is to have a sponsor.  The sponsor’s function is to take care that the person 

confirmed behaves as a true witness of Christ and faithfully fulfills the duties inherent in this sacrament.” (Canon 892) 

 

To the extent possible, it is desirable that the candidate chooses his or her own sponsor.  The person 

chosen must be suitable for this role and willing to fulfill it.  If for some reason the candidate is unable to 

choose a sponsor his or her parent(s) or legal guardian(s) may choose the sponsor.  Failing these, the 

sponsor may be chosen by a pastor or by the minister of the sacrament himself.  However, the priest or 

bishop may choose the sponsor only in extreme cases, or when a chosen sponsor is deemed inadequate to 

the task. 

 

A baptized person who belongs to a non-Catholic ecclesial community may not be a sponsor but may be a witness to 

Confirmation together with a Catholic sponsor (Canon 874). 

 

It is desirable that the one who undertook the role of sponsor at Baptism be the sponsor for Confirmation (Canon 893). 

 

The sponsor is strongly encouraged to meet/talk with the Confirmation candidate at least once a month to discuss:  the 

candidate’s spirituality and prayer life, the service project in which the candidate is involved, the candidate’s relationship 

with others, the candidate’s school life, where the Holy Spirit is leading the candidate, etc.  In this respect, it is advisable 

that the Confirmation sponsor be a person who lives in close proximity to the Confirmation candidate. 

 

The sponsor is strongly encouraged to attend Mass with the candidate during the Confirmation process. Sharing a meal 

together after Mass is another way to “reach out” to the Confirmation candidate. 

 

The sponsor is strongly encouraged to show his/her support for the candidate through prayers, cards or letters, and phone 

calls during the Confirmation preparation and to continue to lend spiritual support after the Confirmation catechesis and 

liturgy is over. 

 

Qualifications for Sponsors 

 

The following are qualifications for a person to serve as a confirmation sponsor in the Diocese of Davenport (Canon 874).  

A sponsor must: 

 

1. be 16 years old unless the pastor makes an exception to this for a just cause; 

 

2. be Catholic and have received all of the sacraments of initiation (Baptism, Confirmation, Holy Eucharist).  The 

sponsor should lead a life in harmony with the faith. 

 

3. not labor under a canonical penalty, whether imposed or declared; 

 

4. be neither the father nor the mother of the person to be confirmed. 

 

NOTE:  Any confirmed Catholic, including a parent, can be a proxy.  However, record the actual sponsor and not the 

proxy in the records. 
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III. Confirmation and the RCIA 

 
 (See the Code of Canon Law cc.882-888; RCIA National Statutes #28; also see Priest Faculties for the Diocese of 

Davenport) 

 

Priests may confirm (without asking for permission) in the following circumstances:  

1. When the person was never a Catholic: 

a. When he baptizes an adult (defined as anyone who has reached the age of discretion, about 7 years old), 

and 

b.  When he receives a previously baptized non-Catholic into full communion.  

2. If the person was a Catholic and left the Church: 

a. When he readmits into full communion a previously baptized Catholic who apostacized (whether by 

formal act or just by practice) from the faith, and 

b.  When he readmits into full communion a baptized Catholic who through no personal fault was instructed 

in or adhered to a non-Catholic religion. 

 

As you prepare for the Easter Vigil, please note that permission must be requested for priests to confirm baptized 

Catholics (a) who were not raised as Catholic but who never belonged to any other church OR (b) who have never left the 

Church but were never confirmed.  A short letter asking for this permission should include a list of those people to be 

confirmed and a short explanation of the circumstances of each candidate. 

 

In order to respect the integrity of the three Sacraments of Initiation, the priest who presides over Eucharist and 

Confirmation is also the one who is to baptize. Therefore, another minister (e.g., a deacon or even another priest) must not 

baptize in this situation (see c.883.2; for an exception if large numbers are involved, see RCIA # 226). Also, priests who 

will be presiding at the Easter Vigil outside the territory of their assignment, or if they are not assigned a pastoral charge, 

need the explicit (and not merely tacit) permission of the one in whose territory they are baptizing (pastor) in order to 

baptize (see canons 530 & 862) and confirm (see c.887). 

 

Finally, according to the law of the Church, children who have reached the use of reason (around 7 years of age) are 

considered, for the purposes of Christian initiation, to be adults. Therefore, if someone who is to be baptized or received 

into the Catholic Church is deemed ready (i.e., old enough) to receive Eucharist they are to be confirmed.  

 
However, Bishop Amos wishes to allow pastoral discretion in regard to those children who have reached the use of reason 

and are coming into full communion with the Catholic Church (“candidates”). If a pastor sees a genuine need to delay 

confirmation of these children until a later time, he may request to do so. Because this situation is so exceptional, written 

permission from the Bishop must be obtained if confirmation is to be delayed. There should be no delay in the reception 

of Holy Communion. The possibility of delaying confirmation does not apply to catechumens. 
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Appendix A: Confirmation Request Form 

PARISH(ES)  

  

  

 
LOCATION OF CONFIRMATION            
  

  

  PLAN TO PARTICIPATE IN DEANERY CONFIRMATION IN 20__-20__ 

PARISHES INVOLVED 
 

  
  

 

PASTOR(S)  

  

  

 

CONTACT PERSON  

 ADDRESS  

 TELEPHONE  
  

 

PREFERRED DATES 
(Include ONE WEEKNIGHT, as well as a date(s) outside the Easter Season.) 

 
DATE  TIME 

FIRST CHOICE    
    

SECOND CHOICE    
    

THIRD CHOICE    
    

Date(s) to Avoid    
    

 

PRIMARY GRADE LEVEL OF CONFIRMATION GROUP  

 

(ANTICIPATED) NUMBER OF CANDIDATES 

 

  

  

  DO NOT PLAN TO HAVE CONFIRMATION IN 20__-20__ 
 

 

COMMENTS  
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Appendix B: Confirmation Preparation Sheet 

 
DATE: __________ TIME: __________ PLACE: ________________________   _ 

 

Street Address:             

 

Number of Candidates for Confirmation:      Average Age:    

 

Contact Person: _____________________________________ E-Mail: _________________   

 

Phone: Cell:    Work: ____________________ Home: ____________________ 

 

MINISTERS: 

 

Concelebrants: ______________________________________________________________________________ 
If there is no deacon, a single concelebrant should be chosen to: Proclaim the gospel, prepare the altar, assist the bishop in receiving 

the gifts, and assist with the fraction (if needed) 

 

Deacon of the Word: ____________________  Deacon of the Altar: ____________________  

 

Reader 1: ____________________   Reader 2: ____________________    

 

Number of Servers:  4  5  6  7 

 Usually need 5 servers (6 if incense used). 

 

Master of Ceremonies (assigned by diocese; the MC does not assist with communion): ____________________  

 

Gifts:  Please designate two gift-bearers (bread, wine); a third gift-bearer may present the collection. The order of 

presentation is collection, wine, bread. 

 

Number of Communion stations:  Host:    Chalice:   

Number of EMHCs (only if not enough priests/deacons):     

Please check if communion will be distributed under one species only (Hosts alone):  

 

DETAILS:   

Where will the bishop vest for liturgy?   Sacristy  Other:       

Photographs with Bishop:    No   

Yes:   After Mass  Before Mass (Time:    )   

Will there be a public reception?   yes  no  Time?  Where?      

Will there be a meal for bishop?   yes  no Time?  Where?      

Where is the bishop to park?      (reserved space) 

 

 

 

 

 

 

 

 

 

 

 

FOR OFFICE USE: 

 

Car:       Driver:      Drive Time:      

 

Departure Time:     From:         

 

Notes: 
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ORDER OF THE MASS The Acclamations and Responses should normally be sung. 

 

Mass being celebrated:        OR  

  

 

 

Introduction:    No  Yes; by whom:     

 

INTRODUCTORY RITES   

 

Opening Hymn:      Hymnal/number:     

 

Order of Procession (check those who will be present):  

 Knights of Columbus 

 Thurifer 

 Cross bearer and Candle bearers (#  ) 

 Confirmandi (if did not process in  before Mass) 

 Sponsors (if did not process in  before Mass) 

 Other server(s) (# ) 

 Readers (#  ) 

 Deacon with book of the Gospels 

If no deacon:   Lay reader carries Book    Book of the Gospels on the Altar 

 Other vested deacons 2x2 (#  ) 

 Concelebrating priests 2x2 (#  ) 

 Master of Ceremonies  

Bishop 

 Assisting deacon(s) (#  ) 

 crosier-bearer  miter-bearer   

 server who assists with the book 

 

Use of Incense:   No   Yes (Altar*, Book of the Gospels, Gifts & People) 

 

Penitential Act:   A (Confiteor): The Kyrie is then   spoken   sung   

 B (dialogue): The Kyrie is then    spoken   sung 

 C (Kyrie with tropes; #   )  

Tropes are    proclaimed or   sung by:     

Response is   spoken or    sung     

 Sprinkling Rite (Sundays, esp. Easter Season; Accompaniment [NOT GLORIA]:  ) 

    Water:    Easter water (already blessed)    water to be blessed 

    Prayer at:  Chair (sanctuary; after procession)   Entrance (before procession*) 

*If the sprinkling rite begins before the procession, the incensation of the altar is omitted. 

Remember that there is also a prayer to close the sprinkling rite before the Gloria begins. 

 

Gloria     Sung   Recited  Omitted (if not required; note that it is required for the Ritual Mass) 

 

LITURGY OF THE WORD (please give the scripture citations and the lectionary numbers) 
[On days when the Ritual Mass is allowed, the readings may be taken from the Confirmation Lectionary, the Mass of the Day, or any 

combination thereof. On days that the Ritual Mass is not allowed, the readings are those from the Mass of the Day.] 

Readings: 1st Reading:    Responsorial Psalm:     sung 

2nd Reading:    Gospel Acclamation:     omit if not sung 

Gospel:      

 Ritual Mass of Confirmation 

Color:  Red (preferred)   White 

Prayers:  A    B    C 

 Mass of the Day:    
Color:     
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LITURGY OF CONFIRMATION  

 

Presentation of the Candidates:  By:   Candidates stand and say, “present.” 

Homily 
Renewal of Baptismal Promises (replaces Profession of Faith) 

Laying on of Hands & Prayer of Consecration:   the bishop extends hands over the entire group 

 the bishop lays hands on each candidate individually  

(if the group is small enough and the liturgical space allows) 

Anointing with Chrism: The deacon holds chrism for bishop; if no deacon, then the pastor does so. 

     Candidates:  process down side aisles    process down center aisle     line up in front (at renewal of promises) 

 

General Intercessions:  Intercessions prepared by parish; the intro / conclusion will be prepared by the bishop. 

   Petitions proclaimed by:   deacon (if present)  other:     

 

THE LITURGY OF THE EUCHARIST:   

 

Preparation of the Gifts & Altar 

 

Hymn:       Hymnal/number:      

 

The Eucharistic Prayer and Preparation for Communion 

 

Preface:  If Ritual Mass: Holy Spirit   9A      9B     If Mass of the Day (specify):      

 

Responses (Sanctus, Mystery of Faith, Great Amen, Agnus Dei): 

     sung (preferred)  spoken 

 

The bishop uses EP III because of its reference to the Holy Spirit. Please note if another is to be used:  _____ 

 Remember insert for Eucharistic Prayer 

 

Lord’s Prayer:    sung    spoken 

 

The Communion Rite    

 

Communion Hymn:     Hymnal/number:     

 

Concluding Rite   

 

Concluding Remarks:  no    yes (by whom:    )   

 

Blessing:  simple blessing       prayer over the people    solemn blessing   
        (If the Ritual Mass is being used, the blessing will be taken from there; otherwise specify:   )  

 

Hymn:       Hymnal/number:     

 

Additional Participants in Recessional:   confirmandi    sponsors  others   none 
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Appendix C: Format for Confirmation Participation Aid 

 
Introductory Rites 

 Opening Hymn 

 Greeting 

 Sprinkling Rite or Act of Penitence 

 Glory to God 

 Collect (Opening Prayer) 

 

Liturgy of the Word 

 First Reading 

 Psalm 

 Second Reading 

 Gospel Acclamation 

 Gospel 

 
Rite of Confirmation 

 

 Presentation of Candidates…….(name) 

  The candidates stand and say, “present,” as their names are called. 

 

 Homily 

 

 Renewal of Baptismal Promises 

   Only the candidates stand. They respond “I do” to the questions. 

 

 Laying on of Hands 

 

 The Anointing with Chrism 

The candidates come forward with their sponsors, stand before the bishop, and either the candidate or the 

sponsor gives the confirmation name. Sponsors stand behind the candidates, placing their right hand on the 

right shoulder of the candidate. Each person confirmed will be anointed with chrism, an oil made of olive oil 

and balsam. This anointing means that the person is called and chosen by God in Baptism and now in 

Confirmation. 

 

 Bishop:  “Name,” be sealed with the gift of the Holy Spirit. 

 Candidate: Amen. 

 

 Bishop:  Peace be with you 

 Candidate: And with your spirit. 

 

 Prayer of the Faithful (General Intercessions) 

 
Liturgy of the Eucharist 

 Hymn for Preparation 

 Acclamations (Holy, Holy; Memorial Acclamation; Great Amen) 

 Preparation for Communion (Lord’s Prayer; Lamb of God) 

 Communion Hymns 

 Prayer after communion 

 

Concluding Rites (Blessing, Dismissal, Hymn) 
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Appendix D: Preparing the Prayer of the Faithful 

 

In the composition of the Prayer of the Faithful, the following points should be kept in mind: 

 

1. “The series of intentions is usually to be” (GIRM #70) for: 

a. The needs of the Church 

b. Public authorities and the salvation of the whole world 

c. People burdened by any kind of difficulty 

d. The local community  

2. In addition, Bishop Amos asks that the final petition be for the dead. This signals to him that the 

intercessions have come to an end. 

3. The petitions are not prayers themselves; we are naming groups for the assembly to pray for; therefore, 

one of the following patterns is usually used: 

a. For…that…  (announcing who and what to pray for) 

b. That…  (announcing what to pray for) 

c. For…  (announcing who to pray for) 

d. After the petition, the deacon should pause and make eye contact with the assembly and then say, 

“We pray to the Lord” (or the equivalent). Eye contact should be maintained as the people 

respond, in keeping with the dialogic nature of the prayer. 

4. Please note that these are “general” intercessions 

a. They ought to be petitions that the assembly can, by and large, agree on. 

b. They ought not become a “mini-homily” or a place to make a particular point. 

c. They ought not single out individuals, but may include individuals as part of a group. Likewise a 

particular group—such as those newly confirmed—ought to be specifically mentioned at that 

Mass. 

d. They should not be secret (“For a special intention”); otherwise the assembly cannot rightly give 

its assent. Likewise, the assembly should not be invited to add intercessions. 

5. They are petitions, not prayers of thanksgiving; the great prayer of thanksgiving follows shortly. 

6. The response by the people should be a general prayer that God would hear the invocation (e.g., Lord, 

hear our prayer; Lord, have mercy)—not a separate petition or other statement. If the people are not 

familiar with the response, it should be announced before the intercessions and/or be included in a 

participation aid. 
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Appendix E: Sprinkling Rite with Easter Water 
See http://www.davenportdiocese.org/documents/2016/6/litSprinklingRiteEasterWater020112.pdf for more details. 

 

AN EASTER SPRINKLING RITE 

For use during the Easter Season, if water blessed at the Vigil is available. The prayers are modified from the 

Rite of Infant Baptism. 

 

At the chair or at the back of the church (door, font): 

 

Bishop:  In the name of the Father, and of the Son, and of the Holy Spirit. 
All:   Amen. 

 

Bishop: Peace be with you. 
All:   And with your spirit. 

 

Bishop: Dear brothers and sisters, let us praise the Lord our God for this water he has 

created, and which will be sprinkled on us as a memorial of our Baptism. May he 

help us by his grace to remain faithful to the Spirit we have received. 

 

 FORM 1 

 

Bishop:  Lord our God,  

in your mercy be present to your people’s prayers of thanksgiving  

as we recall the wondrous work of our creation  

and the still greater work of our redemption.  

For you created water to make the fields fruitful  

and to refresh and cleanse our bodies.  

You also made water the instrument of your mercy:  

for through water you freed your people from slavery  

and quenched their thirst in the desert;  

through water the Prophets proclaimed the new covenant  

you were to enter upon with the human race;  

and last of all,  

through water, which Christ made holy in the Jordan,  

you have renewed our corrupted nature  

in the bath of regeneration.  

Therefore, may this water be for us  

a memorial of the Baptism we have received,  

and grant that we may share  

in the gladness of our brothers and sisters  

who at Easter have received their Baptism.  

Through Christ our Lord.  

All:  Amen. 

http://www.davenportdiocese.org/documents/2016/6/litSprinklingRiteEasterWater020112.pdf
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 FORM 2 

 

Bishop: Praise to you, almighty God and Father,  

for you have created water to cleanse and to give life. 

Praise to you, Lord Jesus Christ, the Father’s only Son,  

for you offered yourself on the cross,  

that in the blood and water flowing from your side,  

and through your death and resurrection, the Church might be born. 

Praise to you, God the Holy Spirit, for you anointed Christ at his baptism in the 

waters of Jordan, so that we might all be baptized into you. 

We pray, by the mystery of this consecrated water remind us of our new and 

spiritual birth in baptism. Through Christ our Lord. 

 

All:   Amen. 

 

 FORM 3 

 

Bishop: Father, God of mercy, through these waters of baptism  

you have filled us with new life as your very own children. 

From all who are baptized in water and the Holy Spirit,  

you have formed one people, united in your Son Jesus Christ. 

You have set us free and filled our hearts with the Spirit of your love,  

that we may live in your peace. 

You call those who have been baptized  

to announce the Good News of Jesus Christ to people everywhere. 

We pray, by the mystery of this consecrated water remind us of our new and 

spiritual birth in baptism. Through Christ our Lord. 

 

All:   Amen. 
 

If beginning at the back of the church, the entrance procession and entrance hymn then begin as usual. The 

bishop sprinkles the people as he makes his way to the sanctuary. The entrance hymn may be prolonged to 

accommodate the sprinkling of those seated along side aisles if necessary. 

 

After sprinkling (at the chair): 

 

Bishop:  May almighty God cleanse us of our sins, and through the eucharist we celebrate 

make us worthy to sit at his table in his heavenly kingdom. 
 

All: Amen. 

 

The Gloria follows, and then the Collect. 
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§IV-215 POLICIES RELATING TO THE KNIGHTS OF COLUMBUS IN THE LITURGY 
 

Introduction 
The Knights of Columbus are an important community of service within the Diocese of Davenport; their presence at 

parish and diocesan liturgies is therefore most fitting and may serve as an important witness to others. In particular, the 

members of the Color Corps and other Fourth Degree Knights may exemplify their role of service when serving as 

ministers of hospitality, offering welcome to those participating in special liturgical celebrations.  Tuxedos and sashes 

add a note of elegance to this ministry.  

 

§IV-215.1 The Knights of Columbus at Celebrations with the Bishop 

Procedures 

1. The Master of Ceremonies is charged with ensuring that the liturgy flows appropriately and the full, conscious, 

and active participation of all is fostered.  

a. Therefore, the Color Corps should meet with the MC before the liturgy to go over the processions and 

other issues, and should follow the MC’s directions in regard to the liturgy. 

b. It is especially helpful if the MC is aware that the Color Corps will be present ahead of time. Therefore, 

the Corps should take part only if advance permission has been received from the Office of Liturgy. 

2. In regards to the entrance, the Color Corps will precede the liturgical procession into the church.  

a. Once the knights are in place, the liturgical procession begins. 

b. Swords may be worn, but must remain sheathed.  

c. After the liturgical procession has passed, the knights then process to where they are to sit.  

d. The processional routes and position which the knights will take are determined with the MC ahead of 

time. 

3. The Knights are part of the assembly; therefore, they should fully participate in the liturgy as other members of 

the assembly. Specifically: 

a. They should take the postures of the assembly: kneeling, sitting, and standing as the assembly does (and 

as they are able). 

b. They should refrain from activity or external display during the Eucharistic Prayer that differs from the 

rest of the assembly (for example, standing and saluting the Blessed Sacrament in some manner). 

c. Outside of the opening and concluding processions, chapeaux should be removed. 

d. Gloves are to be removed for the reception of communion on the hand. 

e. The Knights should be seated in such a place that facilitates their movement with minimal distraction and 

avoids obscuring the view of others (for example, in a row of pews/chairs at the back of the church). 

4. The knights also precede the liturgical procession out. Depending on the space, the following options are possible: 

a. They may simply move from their seats to form an honor guard at the back of the center aisle, again 

allowing the liturgical procession to pass between them. 

b. They may precede the liturgical procession from the front to the back, and then form the honor guard as 

above. 

c. The actual route and final position of the knights is determined with the MC ahead of time. 

 

§IV-215.2 The Knights of Columbus at Celebrations without the Bishop 

IV-215.1 Policy 

Reflecting paragraph 32 of the Second Vatican Council’s Constitution on the Sacred Liturgy (“No special honors are 

to be paid in the liturgy to any private persons or classes of persons, whether in ceremonies or by external display.”), 

if the Knights are taking a special role in the liturgy, then the following norms should be followed: 

 

IV-215.2 Policy 

For the sake of consistency, even if the Bishop is not present, the above procedures should be followed. In those 

instances, where the above procedures read “Master of Ceremonies” or “MC” or “Office of Liturgy” substitute 

“pastor or his delegate,” as appropriate.  
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§IV-240: THE ROMAN MISSAL, THIRD TYPICAL EDITION: POLICIES FOR THE DIOCESE OF DAVENPORT 
 

Introduction 
 
Over the next year, we will work towards implementing the third edition of the Roman Missal in our diocese. 
This is not a small undertaking, and will demand much from all of us. Change is not easy. Yet, it is my hope 
that the new Missal will serve to further deepen the bond of unity that we share, and that its implementation will 
be an occasion for a renewal of our liturgical life. We have been given a golden opportunity, and it would be a 
tragedy to squander it.  
 
As we begin this work, please allow me to offer a few words of encouragement. 
 
I would encourage all of us to avoid the temptation to polarize and demonize; imputing blame or assigning 
motives to those with whom we disagree does nothing to build up the Church. 
 
I would encourage all of us to see what is good in the new Missal, to be open to surprises, and to see in the 
implementation process for the new Missal more than just a time to learn new words, but a time to embrace a 
serious catechesis on the liturgy.   
 
I would also encourage all of us to take the opportunity given us by the new Missal to do a liturgical 
“examination of conscience” and to let go of those bad habits that have crept in over time, such as: making up 
our own words, failing to respect the dialogical nature of the Mass (by taking the people’s parts ourselves or 
running through our parts as if the people were not even there), not allowing for silence, and making efficiency 
the measure of our liturgical life. 
 
In the end, we are stewards of the liturgy, not its masters. The liturgy does not belong to us individually but to 
the whole Body of Christ. May the new Missal, and the renewed liturgical life that it promises, bind us closer 
together as priests and as the people of God in this diocese. 
 
If there is anything that our Office of Liturgy and Liturgical Commission might do to assist you in the months 
ahead, please do not hesitate to ask. As we begin this very exciting and promising time as a Church, let us keep 
one another in prayer. 
 
 
Most Reverend Martin Amos 
Bishop of Davenport 
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Beginning Date 
 
Effective the First Sunday of Advent (November 27) of 2011, the Ordinary Form of the Eucharistic liturgy in 
the Diocese of Davenport is to be celebrated according to the Roman Missal and its General Instruction, third 
edition, and the instruction, Redemptionis sacramentum—and using only those liturgical texts approved for use 
in the United States (with due regard for norms regulating the use of non-English liturgical texts). 
 

Specific Policies: Applying the GIRM 
 
The GIRM describes a number of ways in which the diocesan Bishop is called upon to exercise this governance 
in the implementation of the revised Missale Romanum: 
 
Concelebration 
 
The diocesan Bishop may issue norms in accord with the law regulating “the discipline for concelebration in all 
churches and oratories of his diocese” (GIRM, no. 202). In the Diocese of Davenport, these are found in: §IV-
230 Policies Relating to Concelebration of the Eucharistic Liturgy. 
 
Service at the Altar 
 
The diocesan Bishop is also charged with regulating the functioning of altar servers (GIRM, no. 107). In the 
Diocese of Davenport, the guidelines published by the USCCB and found at 
http://www.usccb.org/liturgy/current/servers.shtml apply. In the Diocese of Davenport, this ministry is open to 
all baptized Catholics in good standing: girls and women as well as men and boys. 
 
Holy Communion under Both Kinds 
 
“Holy Communion has a fuller form as a sign when it takes place under both kinds. For in this form the sign of 
the Eucharistic banquet is more clearly evident and clearer expression is given to the divine will by which the 
new and eternal Covenant is ratified in the Blood of the Lord, as also the connection between the Eucharistic 
banquet and the eschatological banquet in the Kingdom of the Father” (GIRM 281). 
 
The diocesan Bishop may establish norms, within the limits of universal and particular law, for the distribution 
of Holy Communion under both kinds in his own diocese (GIRM, no. 283). In the Diocese of Davenport, Holy 
Communion under both kinds is to be considered normative. Parishes that do not currently offer Communion 
under the species of wine should implement this practice. 
 
Of course, in specific circumstances and for a just reason (e.g., danger of profanation or spillage; a large number 
of communicants so that the rite becomes difficult; Masses involving large numbers of young children, such as 
school Masses, where parents are not present), the priest to whom a community has been entrusted may decide 
that communion for that occasion is to be offered under the species of bread alone.  
 
In ministering communion, The Norms for the Distribution and Reception of Holy Communion Under Both 
Kinds in the Dioceses of the United States of America (with paragraphs 35 and 37 revised in light of 
Redemptionis sacramentum), and the relevant diocesan policies (§II-9100 Policies Relating to Planning for 
Pandemic Influenza; §IV-220 Policies Relating to the Liturgical Ministry of the Deacon; §IV-230 Policies 
Relating to Concelebration of the Eucharistic Liturgy; and §IV-242 Policies Relating to Extraordinary 
Ministers of Holy Communion. which contains a summary of the Norms) are to be followed (cf. SC 50).  

http://www.usccb.org/liturgy/current/servers.shtml�
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In particular, because the Eucharist is a precious gift that is given to us, communion must always be received 
from a minister: Deacons and the laity are not to self-commune and the practice of self-intinction is expressly 
forbidden (GIRM 160; NDRHC 44, 50; RS 94, 104). Likewise, ministers, whether lay or ordained, are to 
receive communion before ministering the Sacrament to others (NDRHC 39; GIRM 159, 182). The ritual 
purification of the sacred vessels after communion at Mass must be performed by a priest, deacon, or instituted 
acolyte; preferably, the vessels are purified at the credence table (GIRM 279, 284b). 
 
The faithful have the right to receive communion in the hand or on the tongue, and to receive under the species 
of bread alone (GIRM 283-84; NDRHC 41, 46). In addition, given the large number of individuals with gluten 
sensitivity, the transfer of even a small amount of bread to the wine could pose a serious health risk for some. 
Therefore, distribution by intinction ought not be used in the Diocese of Davenport; and it may never be used as 
the sole method of distribution. Likewise, self-intinction is never allowed (NDRHC 50; RS 104).  
 
Church Building 
 
The diocesan Bishop is called upon to establish norms concerning the construction and ordering of church 
buildings, in consultation with his Diocesan Liturgical and Building Commissions (GIRM, no. 291). 
 
The U.S. Bishops’ document, Built of Living Stones, is accepted as particular law in the Diocese of Davenport. 
In addition, further diocesan norms are found in the following documents: §IV- 1000 Policies Relating to Art 
and Architecture for Worship and §V-3000 Policies Relating to Building and Renovation Projects in Parishes. 
 
Posture 
 
For two thousand years, the Holy Spirit has providentially guided the development of our liturgy; in a sense, the 
Church has embraced a particular “language” for worship—a language expressed not only in words, but in 
symbol and in the arts, in movement and posture and gesture. Some of our most profound expressions of 
reverence are silent: the profound bow to the altar or to one another, the profound bow (or genuflection on 
feasts of the incarnation) during the Profession of Faith, genuflection to the Blessed Sacrament, signing 
ourselves with the cross as we bless ourselves with holy water. Indeed, Catholic prayer is bodily prayer—our 
faith is expressed in “concrete outward signs” (SC 95; cf. SC 3).  
 
The GIRM (no. 42-43) describes the postures of the assembly at Mass; in addition, the GIRM states that: “The 
faithful kneel after the Agnus Dei (Lamb of God) unless the Diocesan Bishop determines otherwise” (GIRM, no. 
43§3, USA). In the Diocese of Davenport, the Bishop has determined that parishes may exercise one of two 
options when it comes to posture during the Communion Rite. 
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Part of the Mass Posture of the Assembly 
Beginning of Mass until the first reading Stand 
First reading until gospel acclamation Sit 
Gospel acclamation to end of gospel  Stand 
Homily Sit 
Profession of Faith through Prayer of the Faithful Stand   
Preparation of the Gifts and Altar  Sit 
After the priest says, “Pray, brothers and sisters…,” 
but before the reply, “May the Lord…” 

Stand 

After the Holy, Holy (Sanctus) until after the Great Amen Kneel (unless temporarily impeded from doing so) 
Our Father through Lamb of God  Stand 
Option One:  

• After Lamb of God (for the Invitation to Communion) Remain Standing 
• While receiving communion  Stand 
• On returning to one’s place Remain Standing (sit or kneel if necessary) 

Option Two:  
• After Lamb of God (for the Invitation to Communion) Kneel 
• While receiving communion  Stand 
• On returning to one’s place Kneel (or sit if necessary) 

Silence after communion Sit or kneel 
Prayer after Communion to end of Mass Stand 
 
While both options are permitted, there are a number of reasons that favor standing as the preferred posture. 
Communion is an act of the assembly together; therefore, to have those in their places, those in the communion 
procession, and the clergy adopting the same posture both expresses and helps to bring about our oneness in 
Christ. In addition, standing facilitates the participation of the assembly in singing, which also serves to foster 
our unity. Of course, those who find it difficult to stand for a prolonged period of time may sit or kneel on 
returning to their place. The time of silence after communion is the proper time for individual reflection and 
thanksgiving. 
 
However, kneeling during these parts of the Mass (option 2) is a long-standing custom in many communities in 
the United States. So, while parishes are encouraged to work towards adopting standing as the proper posture, 
pastors are reminded that they ought not impose their personal preferences on a community, and that extensive 
catechesis of and consultation with the community ought to occur before changing from the second option to 
the first. Certainly, posture should not change from one pastor to the next, or from option one to option two.   
 
As an expression of our universal “language” of worship, common postures reflect and foster our oneness in 
Christ. Therefore, it is important that in all the churches and chapels in the diocese the faithful are able to 
assume the postures required by the liturgy (BLS 85-86), including kneeling. Those parishes and chapels where 
this is currently not possible (e.g., the seating lacks kneelers) are to begin planning as to how they will renovate 
their spaces to allow for the full range of liturgical postures. If it is found that adapting the space to allow for 
kneeling is not possible, then the pastor should request a dispensation.  
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Specific Policies: Areas of Liturgical Life Needing Attention 
 
Communion from the Mass Being Celebrated 
 
The full, conscious, and active participation of the faithful in the Eucharistic liturgy is most clearly expressed by 
the reception of hosts consecrated at the same Mass rather than by the reception of hosts reserved in the 
tabernacle. In modern times, the importance of communing from the gifts presented and consecrated at the same 
Mass in which one is present has been stressed by Pope Benedict XIV (Certiores Effecti, 1742), Pope Pius XII 
(Mediator Dei, 1947), and the Fathers of the Second Vatican Council, who stated: “That more complete form of 
participation in the Mass by which the faithful, after the priest’s communion, receive the Lord’s body from the 
sacrifice, is strongly endorsed” (CSL 55).  
 
This priority was echoed again in the GIRM: “It is most desirable that the faithful, just as the Priest himself is 
bound to do, receive the Lord’s Body from hosts consecrated at the same Mass and that, in the cases where this 
is foreseen, they partake of the chalice (cf. no. 283), so that even by means of the signs Communion may stand 
out more clearly as a participation in the sacrifice actually being celebrated” (GIRM 85; cf. RS 89).  
 
As stated in the February 2007 issue of the Newsletter of the Bishops’ Committee on the Liturgy (page 54): 

 
This participation [of the faithful] is manifested in the two great processions of the faithful at 
Mass (GIRM #44). In the presentation of the gifts first, the faithful present the bread and wine 
for the sacrifice—along with the gift of their very lives. The very same bread and wine which 
they have offered is then consecrated by the action of the Priest and returned to them as the Body 
and Blood of their Lord when they come forward in procession to receive Holy Communion. 

 
Thus, the gifts of creation—become symbols of our work and our lives, returned in gratitude—are given back to 
us, transformed, as we are transformed in this holy exchange of gifts. Routine recourse to the tabernacle negates 
this powerful and active exchange, and risks reducing the assembly to passive observers. In addition, regular 
communion from the tabernacle blurs the distinction between the Mass and so-called “communion services,” 
further undermining the significance and meaning of the Eucharistic liturgy. 
 
Therefore, pastors and those charged with the preparation of the liturgy should ensure that a sufficient number 
of hosts are consecrated at each Mass for all those wishing to communicate, so that routine recourse to the 
tabernacle for communion during the Eucharistic liturgy is avoided. The faithful should be catechized as to the 
importance of their substantive participation through the presentation of the gifts and in their communion from 
the very gifts presented (SC 47). Likewise, liturgical hospitality requires that a sufficient quantity of wine is 
consecrated so that all who desire to receive Communion under both species are able to do so. 
 
Certainly, in the case of need, hosts consecrated at a previous Mass may be distributed. Also, should there be an 
overabundance of hosts in the tabernacle, in order to avoid the risk of spoilage pastors (assisted by others as 
needed) may either discretely and reverently consume the excess (as in preparation for Holy Thursday) or, if 
necessary, distribute communion from the reserved Blessed Sacrament (preferably at a weekday rather than a 
Sunday Eucharist). Over time, as communities become accustomed to preparing only the number of hosts that 
will be needed, such exceptions should become increasingly rare. If hosts from the tabernacle are to be used, it 
is preferable that they not be brought to the altar prior to communion but instead be retrieved when it becomes 
necessary. 
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The Bread and Wine Used for Communion 
 
“Following the example of Christ, the Church has always used bread and wine with water to celebrate the 
Lord’s Supper” (GIRM 319). It is the express desire of the Church that Eucharistic bread must be made only 
from wheat and water, be recently baked, and unleavened (GIRM 320; see also CIC c.924.4). At least a single 
host that can be broken must be used at Masses with a congregation, with at least some of the fragments from it 
distributed to the faithful (GIRM 321). Wine for the Eucharist must be made from grapes, and be natural and 
unadulterated (GIRM 322). “By reason of the sign, it is required that the material for the Eucharistic 
Celebration truly have the appearance of food.” (GIRM 321).  
 
Therefore, the pastoral leadership of each parish or community must ensure that the matter used for Holy 
Communion is in keeping with the legislation of the Church, and that the bread and wine used are protected 
from spoilage. Parishes or communities that are using invalid or even illicit matter for the Eucharist are to cease 
doing so immediately. If the decision is made to use substantial bread, the community ought to be carefully 
catechized and the use of valid and licit recipes ensured (see §IV-245 Resource: Recipes for Eucharistic Bread). 
As a sign of unity, only one type of bread should be used at any particular Mass (an exception would be on 
Holy Thursday, when substantial bread might be used for that Mass while hosts would be consecrated for use 
on Good Friday). Any remaining substantial bread, whether whole pieces or fragments, should be reverently 
consumed and neither reserved (in the tabernacle or elsewhere) nor disposed of in another manner.  
 
If the decision is made to use hosts in the traditional form, parishes and communities ought to consider 
obtaining them from those communities of religious women whose life and ministry is centered on the Eucharist 
and on provision of Eucharistic bread for the Church. Consideration to the use of hosts from these communities 
is especially important when such communities are dependent on the income derived from that service. 
 
In recent years, we have become increasingly aware of Catholics who are unable to receive communion due to 
an intolerance to gluten (the protein in wheat; as in the case of gluten-sensitive enteropathy, or celiac sprue) or 
to alcohol (whether due to alcoholism or to an inability to metabolize alcohol). While the Church has the power 
to regulate and safeguard the Sacraments, it has no authority to change the substance of the Sacraments (GIRM 
282). In 2003, the Congregation for the Doctrine of the Faith clarified the question of what constitutes valid 
matter for the Eucharist (Prot: N.89/78-17498), and provided for ways to increase access to the Eucharist for 
individuals suffering from these conditions. Please see our diocesan Policy §IV-241 Policies Relating to the 
Eucharist and Those with an Intolerance of Gluten and/or Alcohol for further information. 
 
Sacred Vessels 
 
Pope John Paul II stated in Ecclesia de Eucharistia, “Like the woman who anointed Jesus in Bethany, the 
Church has feared no ‘extravagance,’ devoting the best of her resources to expressing her wonder and adoration 
before the unsurpassable gift of the Eucharist” (EE 48). Likewise, Pope Benedict XVI reminds us that beauty is 
“a sublime expression of God’s glory…a glimpse of heaven on earth… [and] an essential element of the 
liturgical action, since it is an attribute of God himself and his revelation” (SC 35). Beauty, which attracts and 
delights, draws us to an encounter with Christ and the truth of God: love revealed in the Paschal Mystery. 
 
Out of reverence for so great a gift, the Church requires the following in regards to vessels used for the 
consecration and distribution of Communion, as well as to any vessel that holds the consecrated elements: 

1. In all cases, the sacred vessels are to be clearly distinguishable from vessels intended for everyday use 
and designed specifically for the liturgy (GIRM 332). 

2. As a general rule, they are to be made of precious metal, and gilded on the inside (GIRM 328). 
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3. Sacred vessels may be made of other materials that are considered precious in the common estimation, 
as long as they do not break easily or deteriorate (GIRM 329). The bowls of such chalices are to be 
made of non-absorbent materials (GIRM 330). 

a. The determination of whether a specific vessel meets these criteria belongs to the Bishop. 
Therefore, he is to be consulted (through the Office of Liturgy) for his approval to use vessels 
made of any other material than precious metal. 

b. Those currently using substantial (thick) glass vessels that are not easily breakable may continue 
to do so. Such vessels may not be newly acquired by parishes and other communities. 

c. Dispensations from these norms may be requested for a just cause (see the Appendix). 
 
Therefore, the pastoral leadership of each parish or community must ensure that vessels that are not in accord 
with the liturgical norms listed above are replaced by November 27, 2011 (the First Sunday of Advent), unless a 
dispensation is requested and received (see Appendix). In replacing vessels, only those expressly allowed by the 
Church’s legislation (as noted in #1 and #2 above) may be acquired. Those vessels allowed for only with 
dispensation may not be used to replace vessels which are not in accord with the norms. 
 
In general, vessels no longer suitable for liturgical use are to be stored or rendered unusable and buried in a 
suitable place. They are not to be simply discarded. See §IV- 1000 Policies Relating to Art and Architecture for 
Worship for details on what dispositions are proper for such vessels. The reduction of the vessels to profane 
status by decree of the Bishop, while permitted, is not preferred. 
 
The Use of Flagons 
 
Access to the Eucharist under both species by the laity has been one of the most welcome results of the 
liturgical reforms of Vatican II. At the outset, the practice developed of consecrating the wine in a larger vessel 
(alongside the priest’s chalice), and then pouring the Precious Blood into other chalices during the fraction—
analogous to the consecration of the bread in a single paten and then distributing it among other vessels for the 
communion of the faithful. In this manner, the important sign value of “one bread, one cup” was highlighted—a 
value that should not be minimized. At the same time, pouring the Precious Blood from one vessel to another 
increases the risk of spillage. In weighing these competing values, the Church has determined that the use of 
flagons and the like for the consecration of the wine is no longer permitted; the Precious Blood is not to be 
poured from one vessel to another (RS 106).  
 
Therefore, the practice of consecrating the wine in a flagon or other such vessel, and then pouring the Precious 
Blood into chalices, is not allowed in the churches and chapels of this diocese. 
 
As mentioned above, the sign value of a single chalice and loaf is not negligible. If a single chalice is sufficient, 
it should be used. If a single chalice is insufficient for all who are to receive, then the wine should be 
consecrated in more than one chalice; as a sign of our unity, there should be a single, larger chalice used by the 
celebrant (RS 105). Extra chalices may be poured ahead of time and brought to the altar at the Preparation, or 
all the wine to be consecrated may be presented in a flagon and all the chalices prepared at the altar during the 
Preparation of the Gifts (Offerings). Any extra vessels (chalices and patens) ought to be placed on a separate 
corporal away from the central action. 
 
In rare instances, a dispensation regarding this requirement may be granted (see Appendix). 
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Language and Fidelity to Texts  
 
Language is a two-edged sword: it may be both an instrument of unity and a source of division, even in the 
liturgy. The Church has both the right and the duty to regulate and faithfully transmit the liturgy, ensuring that it 
is the authentic faith of the Church which is being proclaimed. Likewise, the faithful have the right to receive 
the liturgy in its integrity. At the same time, the Church has a duty to be welcoming and to witness to the 
inclusive love of God in Christ. 
 
Language is powerful; it is not simply a “tool” that we use to communicate. Language forms us, and the way we 
view the world, ourselves, others, and God. As a result, we have the responsibility to use language with 
intention and humility. 
 
On the one hand, we use language to refer to one another. In so doing, we must realize that our words can 
become discriminatory and damaging to the other. Therefore, as Christians, we are called to use language that is 
sensitive and affirms the equality and dignity of every person. 
 
On the other hand, we also use language in reference to God. Here we must acknowledge that our “God-
language” is always incomplete: How can finite human language ever capture an infinite God? In speaking of 
God, we always speak in metaphor, drawing from our human experiences to describe the Indescribable and 
name the Un-nameable. While certain metaphors and ways of naming God are privileged in the liturgy and in 
the Christian tradition, it must also be said that the richer our variety of metaphors the more we honor the God 
who is beyond words. 
 
In light of these observations, communities are challenged to be both faithful to the received tradition and 
sensitive to the ways certain language might be heard as exclusive. 
 
Therefore, the pastoral leadership of each parish or community will ensure that only liturgical texts that are 
current and approved for use in the United States are being used for worship. Outdated or unapproved texts are 
to be replaced immediately. The many and varied texts already offered in the ritual books should be utilized as 
fully as possible. As made clear in the liturgical norms, priests, deacons, and the faithful may not alter or vary 
the liturgical texts “that they are charged to pronounce” (RS 59). The prescribed biblical readings are not to be 
omitted or replaced, especially by non-biblical texts (RS 62). Only an approved Profession of Faith may be used 
(RS 69). Texts that are composed for each liturgy—such as the homily, the Prayer of the Faithful, and any 
commentary or announcements—will use language that is beautiful, welcoming and inclusive. For example, 
when speaking of other persons, the language chosen should be respectful. Discriminatory or defamatory 
language—whether on account of race, gender, ability, age, sexual orientation, culture, social class, religion, or 
family role—is to be avoided as contrary to the gospel call to love one another as Christ has loved us. When 
speaking of God, in keeping with the example of the Scriptures and Tradition, a rich variety of metaphors 
should be used.  
 
Finally, the practice of adding private or devotional prayers into the liturgy is not permitted, as it imposes a 
particular piety on a community and disrupts the flow of the rite. If a community wishes to share in such 
prayers, they ought to be recited before or after the Mass in a way that gives the assembly a choice in 
participation. 
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APPENDIX: §IV-240.1 PROTOCOL FOR REQUESTING PARTICULAR DISPENSATIONS (CIC CC.85-93) 
 
Dispensations, as an exercise of the executive powers granted to diocesan Bishops, are a “relaxation of a merely 
ecclesiastical law in a particular case” (CIC c.85) and for “a just and reasonable cause” (CIC c.90). Dispensations from 
the law have been referred to as a “wounding” of the law, and are therefore never granted lightly and must be interpreted 
strictly (CIC c.92); in granting a dispensation, the values underlying the law are to be protected. It is important to 
remember that even within disciplinary laws, especially liturgical laws, there are those which hold greater weight and 
importance, especially those based on fundamental liturgical principles [see Huels, J.M. “Categories of Indispensible and 
Dispensilble Laws.” Studia canonica 39 (2005): 41-73, for an extensive review of the matter]. While broad, there are 
limits on the dispensing power of Bishops. For example, constitutive, procedural and penal laws, and matters reserved to 
the Holy See cannot be dispensed by the Bishop (CIC cc.86-87); and even the Holy See has no power to dispense from 
divine laws. At the same time, in regulating the liturgy within his diocese and in the granting of dispensations, the Bishop 
is called upon to “take care not to allow the removal of that liberty foreseen by the norms of the liturgical books so that the 
celebration may be adapted in an intelligent manner to the church building, or to the group of the faithful who are present, 
or to particular pastoral circumstances in such a way that the universal sacred Rite is truly accommodated to human 
understanding” (RS 21). 
 
Requests for dispensations from the liturgical laws regulating posture, material for vessels, and the use of a flagon (or the 
like) for consecration of the Precious Blood are to be submitted in writing to the Bishop, for the Bishop reserves 
dispensations in these matters to himself. In deciding whether or not to grant a dispensation, the Bishop may ask the 
Director of Liturgy and/or the Diocesan Liturgical Commission to inquire into the situation further. Nothing here should 
be taken as a guarantee that a dispensation will be granted. 

 
Posture: Kneeling During the Eucharistic Prayer 

 
Requests to dispense from the requirement that the assembly kneel during the Eucharistic Prayer must document that it is 
truly impossible for a parish to “retrofit” existing seating with kneelers (due to manufacturer limitations or fiscal 
constraints). The request should also note the length of time that standing for the Eucharistic Prayer has been the posture 
of that community and that ongoing catechesis in the parish has included an emphasis on the Real Presence of Christ in 
the Eucharist, including the proper reverence to be shown to the Blessed Sacrament (e.g. genuflection before the 
tabernacle). In addition, the people should be instructed in the proper gestures during the Eucharistic Prayer (profound 
bow when the priest genuflects), and that the request for a dispensation should document that this norm is being followed 
(GIRM 43). If the dispensation is granted, the parish ought to be informed that, while kneeling is the posture called for in 
the United States, a dispensation to universal norms has been granted to allow for standing, and that both postures are part 
of the liturgical tradition.  
 
Material for vessels 

 
If the community is unable to acquire vessels of the appropriate materials by the date called for in this policy, a request for 
a temporary dispensation for up to six months must include documentation that the process of acquiring such vessels is 
being implemented. If a community wishes a standing dispensation, the following facts concerning the vessels must be 
documented: (a) the material out of which the vessels are made, (b) that they are of extreme artistic merit, and (c) that they 
are a significant part of the parish’s heritage.  

 
Use of a flagon 
 
Requests for the use of a flagon (or the like) for the consecration of the wine must document that the altar is so small that 
extra vessels on the altar are obscuring and that the number of extra chalices required are such that the risk of spillage is 
increased due to inordinate crowding. The dispensation may be requested for a single occasion, or for a longer period of 
time. In the latter case, the dispensation will not be granted for longer than a year. During that time, the community must 
work toward acquiring an altar of appropriate size so that the dispensation would no longer be necessary.  
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§IV-249 POLICIES IMPLEMENTING SUMMORUM PONTIFICUM IN THE DIOCESE OF DAVENPORT 
 

Introduction 

 
In the 1980s, Pope John Paul II established a way to allow priests with special permission to celebrate Mass and the 

other sacraments using the rites that were in use before Vatican II (the 1962 Missal, also called the Missal of John XXIII 

or the Tridentine Mass). Effective September 14, 2007, Pope Benedict XVI loosened the restrictions on the use of the 1962 

Missal, such that the special permission of the bishop is no longer required. This action was taken because, as universal 

shepherd, His Holiness has a heart for the unity of the Church, and sees the option of allowing a more generous use of the 

Mass of 1962 as a way to foster that unity and heal any breaches that may have occurred after Vatican II. 

 

However, the Pope is also quite clear that the Mass of 1962 is not to replace the Mass we celebrate today, which remains 

the ordinary and usual form of the liturgy. The 1962 Mass is seen as “extraordinary”—that is, an exceptional, form of the 

Mass. This also means that any person or community that wishes to make use of the provisions in the Apostolic Letter 

must accept the validity of the Vatican II Mass—since the issue foremost in the Pope’s mind is the communion of the 

Church.  

 

The Pope’s Apostolic Letter does not give priests blanket permission to celebrate Mass and the sacraments according to 

the 1962 Missal. First, the priest must know how to celebrate the Mass using that Missal and must be able to speak the 

Latin appropriately. Otherwise, he is “impeded” from celebrating according to the 1962 rite. Second, the Vatican II Mass 

must remain the ordinary form of celebrating the liturgy in a parish. Therefore, the 1962 Mass can only be celebrated on 

weekdays (and never so often that it becomes “ordinary” in the parish) and only once on Sundays and feast days. It 

follows that if there is only one Sunday Mass, the Vatican II Missal must be used since it is the ordinary form. 

 

There are other requirements as well. The liturgical calendar in use in 1962 must be used. The readings must come from 

an approved Lectionary. All those who minister in the liturgy—deacon, reader, servers, choir, cantor—must be properly 

trained.  Also, a “stable” (in Latin, continenter, meaning continuous) community “of faithful who adhere to the earlier 

liturgical tradition” must exist at the parish where Mass according to the 1962 Missal will be celebrated (Art. 5, § 1). 

 

Most importantly, the Holy Father has made it clear that the bishop of the diocese remains the “moderator of the liturgy” 

in his diocese, and it is his responsibility to ensure that the Apostolic Letter is appropriately implemented and that the 

celebration of the Eucharist is made available to as many people as possible under the ordinary form (see 20Q #10). 

 

The promulgation of the Pope’s Apostolic Letter raised numerous practical and canonical questions that have been 

forwarded via the United States Conference of Catholic Bishops to Rome for resolution. Therefore, the Diocese published 

interim policies in 2007 to guide the implementation of Summorum pontificum in our communities. With the publication 

of the Instruction, Universae ecclesiae, we are now able to promulgate these new updated policies. 

 

It should be noted that Universae ecclesiae respects the distinction between rubrics (24) and disciplinary laws concerning 

the liturgy (27-28). Therefore, ecclesiastical laws promulgated since 1962 remain in effect unless they are incompatible 

with the rubrics (strictly defined) of the 1962 books. There are a number of situations that the 1962books simply did not 

foresee; in those cases, the later laws also apply. 

  

 

 

 

 

 

 

 

 

 



§IV-249 Policies for Implementing Summorum Pontificum in the Diocese of Davenport 

2 

Abbreviations/Conventions/Resources used: 

 

1962 Missal The Missal promulgated by Blessed Pope John XXIII in 1962. Also known as the “Tridentine 

Mass” or the Missal of John XXIII. The “extraordinary form” of Mass. 

1970 Missal The Missal promulgated by Pope Paul VI in 1970 and subsequently revised by the Servant of God 

Pope John Paul II in 1985 and 2001. Also known as the “Vatican II Mass” or the Missal of Paul 

VI or even the Missal of John Paul II. The “ordinary form” of Mass. 

9Q “Nine Questions on the Ordinary and Extraordinary Forms of the Missale Romanum” (USCCB 

Secretariat for the Liturgy, 2007; see the May/June 2007 BCL NewsLetter) 

20Q “Twenty Questions on the Apostolic Letter Summorum Pontificum” (USCCB Secretariat for the 

Liturgy, 2007, revised; see the May/June 2007 BCL NewsLetter) 

c. / cc.  canon(s) 

CIC  Codex Iuris Canonici (Code of Canon Law, 1983) 

GIRM  General Instruction of the Roman Missal, editio typica tertia, 2002 (retranslated, 2011) 

Letter  Letter of Pope Benedict XVI accompanying Summorum Pontificum 

RS Redemptionis sacramentum (Instruction on the Eucharist, Congregation for Divine Worship and 

the Discipline of the Sacraments, 2004) 

SC   Sacrosanctum concilium (Constitution on the Sacred Liturgy, Vatican II, 1963) 

SP   Summorum Pontificum (Apostolic Letter, Pope Benedict XVI, 2007) 

UE   Universae ecclesiae (Instruction, 2011) 

 

 

§IV-249.1 The Role of the Bishop 

 
In his letter to the Bishops of the world accompanying Summorum Pontificum, Pope Benedict stated that “these norms do 

not in any way lessen your own authority and responsibility, either for the liturgy or for the pastoral care of your 

faithful”(Letter, p.3). The Holy Father’s comments, echoing SC 22, are a reminder that the Bishop is charged with 

overseeing and regulating all aspects of the liturgical life of the diocesan Church, and assigning ministries according to 

need and to the well-being of the flock in his charge (RS 19, 160; CIC c.838.4).  

 

Procedures 

1. The priest may not celebrate the 1962 rites publicly on his own initiative; the use of the 1962 Missal must come at 

the request of a continuously (stably; meaning that the group has had some history of adhering to the former 

liturgical tradition and it is not a novelty for them) existing group of the faithful who adhere to the older usage. 

2. The faithful who are attached to the previous liturgical tradition are first to approach their pastor to request the 

celebration of Mass according to the 1962 Missal. 

3. If the pastor is unable to fulfill that request in a manner consistent with Summorum Pontificum and these policies, 

the group is to inform the Bishop (SP Art. 7). 

4. The Bishop judges what would be the best approach to fulfilling such a request (for example, naming specific 

parishes for the use of the 1962 Missal), and retains the authority to determine whether or not the requirements set 

out in Summorum Pontificum, Universae  ecclesiae, and in these policies have been fulfilled. 

 

 

 

 

 

 

IV-249.1 Policy 

The Bishop of Davenport is responsible for the appropriate implementation of Summorum Pontificum in the Diocese, 

including the promulgation of appropriate norms to be followed. 
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§IV-249.2 Faculties 
  
Only priests who are capable of doing so may celebrate the Mass and other rites according to the 1962 Missal (SP Art. 5, 

§ 4; 20Q #7). The following policies outline when such a celebration is allowed. 

 

 

 

Procedures 

1. The priest who celebrates the Mass must be “qualified to do so and not juridically impeded” (SP Art 5, § 4). In 

other words, the priest must be able to competently celebrate the liturgy (be able to understand the Latin and the 

rubrics of the rite being celebrated), adhere to the Church and Church Teaching, and be free of any irregularity or 

censure to exercise sacramental ministry. 

a. Every Catholic priest who is not impeded by Canon Law [c. 900 §2] is to be considered “qualified” to 

celebrate the extraordinary form of the Mass (UE 20a). 

b. Regarding the use of Latin: priests should be able to pronounce the words correctly and understand their 

meaning (UE 20b). 

c. Regarding knowledge of how to execute the Rite: qualification is presumed if priests spontaneously 

present themselves to celebrate the Rite and have done so previously (UE 20c). 

2. In order to ensure the proper implementation of Summorum Pontificum, prior to beginning the use of the 1962 

Missal in a parish the pastor (or in the case of a religious community, the religious superior) is to complete 

“Appendix A: Documentation Form” and submit it to the Director of Liturgy for review. 

3. In beginning the use of the 1962 Missal, pastors are to ensure that the good of those faithful requesting the use of 

the Missal “harmonises with the ordinary pastoral care of the parish” while “avoiding discord and favouring the 

unity of the whole Church” (SP Art. 5, § 1; see also UE 8c). 

4. The requirements detailed in § IV-249.3 through § IV-249.5 are to be followed. 

5. The celebration of the Mass in the extraordinary form is included on determining compliance with the rules for 

bination and trination apply (c. 905). 

 

 

 

 

 

 

IV-249.2.1 Policy 

In Masses celebrated without the people (Masses that are not parish Masses; “private” Masses), any priest of the Latin 

rite may use either the 1962 Missal or the 1970 Missal, on any day except during the Sacred Triduum (SP Art. 2). 

Members of the faithful who spontaneously (“of their own free will”) request it may attend such Masses (SP Art. 4), 

as long as the law is observed. That is, such Masses may not be advertised or persons invited. It is expected that at 

least one person is present as a server. 

IV-249.2.2 Policy 

Conventual (community) Masses in religious communities may also be celebrated according to the 1962 Missal. 

However, if such communities want to celebrate according to the 1962 Missal “often, habitually or permanently,” the 

issue is to be referred to the Major Superiors (SP Art. 3). 

 

 

 IV-249.2.3 Policy 

“In parishes, where there is a stable group of faithful who adhere to the earlier liturgical tradition” (SP Art 5, § 1), the 

Mass may be celebrated according to the 1962 Missal as long as the following procedures are observed. 
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§IV-249.3 Requirements for the Celebration of Mass  
 

The Mass according to the 1962 Missal has its own structure and logic. That Mass and the Mass according to the 1970 

Missal are not to be combined in any way. At the same time, it is important to note that there is a distinction between the 

rubrics of the 1962 Missal (and the 1965 Rites listed below intended for use with the 1962 Missal) and liturgical laws that 

govern matters of external discipline. Many of the laws in this latter category that were in force in 1962 have since been 

abrogated. The faithful may choose to observe the former, more rigorous disciplines, but cannot be required to do so. 

 

 

 

 

 

 

 

 

IV-249.3 Policy 

1. The 1962 Missal must be used. There is to be no combining of the rites and texts of the ordinary and 

extraordinary forms (Ecclesia Dei, 1991; UE 24). 

2. Celebration according to this Missal may take place on weekdays, while on Sundays and feast days only one 

such Mass may be celebrated (SP Art 5, § 2). At the same time, since this is the “extraordinary” form, it 

cannot replace the ordinary celebration of the Mass for the wider community.  

3. Celebrations may take place in the afternoon; the current discipline of fasting for one hour before communion 

(rather than the previous discipline of fasting for three hours) is to be observed (c. 919). 

4. Concelebration may take place according to the rubrics of the 1965 Rite of Concelebration at Mass. Current 

discipline regarding concelebration is found chiefly in c.902 and GIRM §§199-203. Priests who do not know 

how to pronounce the Latin should not concelebrate (RS §113). If not concelebrating, clerics attend in choir 

(wearing cassock, surplice, and biretta). 

5. Communion may be distributed under both species according to the rubrics of the 1965 Rite of Communion 

Under Both Kinds. Current discipline regarding distribution of Communion under both species is found in 

c.925 and GIRM §§281-283. Therefore, Communion may be distributed in the hand, the faithful may receive 

Communion standing (see RS 91), and properly prepared and commissioned Extraordinary Ministers of Holy 

Communion (c. 910) may be utilized if necessary.  

6. Any deacon may exercise his liturgical ministry under the 1962 Missal, provided that, like the priest, he is 

competent in the rubrics and language (see §IV-248.2 above). 

a. There is no provision for a deacon at a low or high (sung) Mass in the 1962 Missal; it is not permitted 

to fabricate a role for the deacon at these rites. 

b. There is a role for a deacon (and subdeacon) at a solemn high Mass. A priest may serve in this role, 

vested as a deacon. 

c. A priest or deacon, vested as a subdeacon, would serve in the ministry of subdeacon at a solemn high 

Mass; an instituted acolyte may also serve in this capacity—but wears only an alb (and not the tunic). 

7. Lay persons (male or female) may exercise the ministries of server and reader, if competent to do so.  

a. The issues of female altar servers and lay readers are disciplinary matters (c.230); therefore UE 27 

applies. 

b. In a private reply, the Pontifical Commission Ecclesia Dei answered that female altar servers are not 

permitted in the extraordinary form. However, as a private response, it only binds the one to whom it 

was addressed. In the Diocese of Davenport, female altar servers are permitted. 

8. The rubrics of the 1962 Missal assume the universal availability of numerous liturgical items. Those which 

affect the conduct of the rite are required if the 1962 Missal is to be used. See Procedures below. 

9. Most sanctuaries can be accommodated to meet the rubrical needs of the extraordinary form. When this is not 

possible, a church better suited to this celebration should be chosen. 
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Procedures 

1. Those celebrating the Mass according to the 1962 Missal should attempt insofar as is possible to meet the 

liturgical requirement for celebrating the Mass according to that rite.  

a. If any of the requirements cannot be followed, the priest, pastor or religious superior is to contact the 

Director of Liturgy. 

b. In consultation with the bishop, the Director will determine whether the omission of said requirements 

could be tolerated “in accordance with sound principles including fidelity to tradition and openness to 

sound development” (The Ceremonies of the Roman Rite Described, p. 20). While allowances may be 

made for the less visible items, those items which are visible and the absence of which would be 

distracting to the faithful (for example, candle sticks, altar crucifix, bells, proper vestments, etc.) must be 

restored. Those items which do not affect the conduct of the rite (for example, the maniple and burse) 

may be omitted out of necessity. 

2. The use of the 1962 Missal in accord with Summorum Pontificum presumes that the community recognizes the 

validity of the ordinary form of the Mass and the authority of the Second Vatican Council and the Roman Pontiff. 

If this is not the case, the pastor or priest celebrating according to the 1962 Missal must correct the error of those 

who claim otherwise (see UE 19). 

3. A list of resources is available in Appendix B. 

IV-249.3 Policy (cont.) 

 

10. The calendar and Lectionary of the 1962 Missal are to be followed, and the readings “may be given in the 

vernacular, using editions recognized by the Apostolic See” (SP Art. 6; 20Q #12).  

a. In other words, the readings may be proclaimed solely in Latin, or in Latin followed by the vernacular, 

or in Low Masses, solely in the vernacular (UE 26). 

b. Any vernacular translation of the readings approved for liturgical use may be utilized. 

c. For those feasts which are transferred to or celebrated on Sunday in the Iowa Province (such as 

Epiphany, Ascension, Corpus Christi), when the Mass is celebrated in the Extraordinary Form: 

i. The Mass of the feast (“external solemnity”) is to be celebrated on the Sunday assigned in the 

proper calendar of the diocese. 

ii. Each local community, depending on the availability of a priest, may, in addition, celebrate 

the feast on the day assigned on the 1962 calendar. But the obligation to assist at Mass on that 

day is dispensed. 

11. In regards to the Paschal Triduum: 

a. Since there is ordinarily one parish celebration of each of the Triduum liturgies, those celebrations 

should ordinarily take place using the ordinary form. 

b. A parallel celebration of the Triduum using the extraordinary form is not excluded if suitable 

arrangements can be made and the good of souls requires it (UE 33). The Vigil must begin after dark. 

c. On Good Friday, the intercessions given in the 1962 Missal are used – with the exception of the prayer 

for the Jewish people. The revised text reads as follows: 
Oremus et pro Iudaeis 

Ut Deus et Dominus noster illuminet corda eorum, ut agnoscant Iesum Christum salvatorem 

omnium hominum. 

Oremus. Flectamus genua. Levate. 

Omnipotens sempiterne Deus, qui vis ut omnes homines salvi fiant et ad agnitionem veritatis 

veniant,concede propitius, ut plenitudine gentium in Ecclesiam Tuam intrante omnis Israel 

salvus fiat.Per Christum Dominum nostrum. Amen. 

12. The full, conscious, and active participation of the faithful remains normative. Before the extraordinary form is 

used, pastors should ensure that the faithful have been adequately prepared with this end in mind (e.g., the 

faithful should be able to pray their parts in Latin and sing at least the more basic Gregorian chants). 
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§IV-249.4 Requirements for the Celebration of the other Sacraments and Rites 

 
In addition to allowing the celebration of Mass according to the 1962 Missal, Pope Benedict XVI has granted pastors the 

right to allow for the use of other rites according to the 1962 Missal if so requested by the faithful. 

 
Procedures 

1. As with the celebration of Mass, the full ecclesial communion of the individuals requesting the celebration of the 

sacraments according to the prior usage is presumed by recourse to the provisions of the motu proprio. If such 

communion is lacking, the rites should not be celebrated. 

2. Normally the sacraments are to be celebrated in the parish of the individual or family. If the sacraments are to be 

celebrated outside the parish of an individual, or by an individual other than the proper pastor, then the written 

consent of the proper pastor of the individual or family must be obtained since the proper pastor has the right to 

administer the sacraments to his parishioners (CIC c.530). 

3. All requirements which the parish and diocese legitimately have in place regarding sacramental preparation for 

the requested sacrament must be fulfilled. 

4. All records of the sacramental celebration are to be entered and maintained in the parish where the sacrament was 

celebrated. 

5. The edition of the Collectio Rituum in force in 1962 should be used. However, the 1961 edition of the Collectio 

Rituum for the United States, which was in force in 1962, is no longer in print. Therefore, the 1964 edition (which 

contains some minor adaptations added between 1960 and 1962) may be used if the 1961 edition is not available.  

 

§IV-249.5 Reporting Requirements 

 
In his letter accompanying the promulgation of Summorum Pontificum, Pope Benedict XVI requested that the bishops 

send to the Holy See an account of their experiences implementing the motu proprio—especially in regards to difficulties 

encountered (Letter, p.3).  

 

Procedures 

1. The Bishop, with the Director of Liturgy, will meet regularly with the priests celebrating the priests celebrating 

the extraordinary form of the Mass. 

2. The Director of Liturgy will make available a list of parishes within the diocese offering the Mass using the 1962 

Missal to pastors in order to facilitate proper referral. 

 

 

 

 

 

IV-249.4 Policy 

The pastor of a place may permit celebrations of the Sacraments of Matrimony, Baptism, Penance, and Anointing of 

the Sick—and the celebration of funerals—using the 1962 Missal if requested to do so by the faithful, providing that 

he (or the other cleric who will celebrate the rite) is competent to do so and the good of souls requires it (SP Art. 5, § 

3; Art. 9, § 1). 

 

If competent to do so, a bishop who is an ordinary may celebrate Confirmation according to the Roman Pontifical in 

effect in 1962 as well (SP Art. 9, § 2).  

 

 

IV-249.5 Policy 

All priests who celebrate the Mass or any other rite according to the 1962 Missal are to report their usage and 

experiences to the bishop of the diocese. 
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Appendix A: Documentation Form 

 

Name of Parish:        City:        

 

Pastor:         Phone:       

 

Rites proposed to be celebrated under the 1962 Missal:  Mass    Baptisms    Weddings    Funerals 

 

The Ministers 

In order to ensure that the rites are properly celebrated, please give the name of the priest(s) who will be 

celebrating each of the rites checked above, and detail the specific formation each priest has had to celebrate 

those rites. An examination in the rubrics and Latin and/or interview will be scheduled once this form is 

received.  

 

Name:         Name:        
 

Formation:       Formation: 

 

 

 

 

 

The Community 

In order to ensure that the requirements of Summorum Pontificum are met, please answer the following: 

 

The request to use the 1962 Missal has come from the faithful, and is required for the good of souls.   Yes  No 

 

The faithful making this request are a stable community at this parish who adhere to the older usage.  Yes  No 

 

The faithful making this request do not consider the 1970 Missal invalid and are in full communion.  Yes  No 

 

How many of the faithful are involved?            

 

The use of the 1962 Missal has been discussed with the Parish Council      Yes  No 
(please attach minutes documenting discussion and the consultative vote of the council) 

 

The parish has been catechized concerning the reasons for the use of the 1962 Missal    Yes  No 
(please attach any catechetical materials used) 

 

The use of the 1962 Missal will remain “extraordinary” and will not interfere with the usual pastoral  

care of the parish (please attach Mass schedule, specifying at which Masses the 1962 Missal will be used)   Yes  No 

 

The parish has all the required liturgical items required to celebrate the liturgy  

according to the 1962 Missal.           Yes  No 

 

If not, what is lacking? 

 

 

 

 

Signature:         Date:     
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Appendix B: Resources 

 

The May/June 2007 edition of the NewsLetter from the United States Conference of Catholic Bishops Committee on the 

Liturgy includes the text of Summorum Pontificum as well as a helpful “Question and Answer” section. The NewsLetter 

may be accessed at: http://www.usccb.org/liturgy/bclnewsletterjune07.pdf. 

 

The standard guide for celebrating the Mass according to the 1962 Missal is The Ceremonies of the Roman Rite 

Described, by Adrian Fortescue, J.B. O’Connell, and Alcuin Reid, OSB (14
th
 rev. ed., 2003). Another source is The 

Celebration of Mass: A study of the Rubrics of the Roman Missal (3 vol) by John Berthram O’Connell, Bruce Publishing 

Co., 1956. 

 

The Missal, as well as Latin-English Sunday Missals for the faithful, are available in an imprint authorized by Cardinal 

John O’Connor from Roman Catholic Books, PO Box 2286, Fort Collins, CO, 80522-2286; 

http://www.booksforcatholics.com. 

 

The 1964 edition of the Collectio Rituum is available from the Priestly Society of St. Peter Publication Service: Griffin 

Road, PO Box 196, Elmhurst, PA 18416; http://store.fraternitypublications.com/. A simple English translation of the 

rubrics of the 1962 Missal is also available to be ordered here, as is the liturgical calendar (ordo) for the year. 

 

The Priestly Fraternity of St. Peter, in collaboration with Una Voce America, provides workshops for training priests in 

the "Extraordinary Form" of the Roman Rite. The cost for each of these five day workshops is $300.00. To receive more 

information or to make a reservation, interested priests should contact: Fr. Goodwin at (402) 797-7700 or email: 

seminary@fsspolgs.org or write to:  Attn: Mass Workshops, O.L.G. Seminary, P.O. Box 147, Denton, NE. 68339. 

 

The website of the Latin Liturgy Association also contains helpful resources: http://www.latinliturgy.com/. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.usccb.org/liturgy/bclnewsletterjune07.pdf
http://www.booksforcatholics.com/
http://store.fraternitypublications.com/
mailto:seminary@fsspolgs.org
http://www.latinliturgy.com/
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GENERAL 

INTRODUCTION 

 

In this document, we offer both specific policy for the Diocese of Davenport (where so noted) as well as pastoral 

guidelines to assist priests, deacons, and lay ministers in their care of the dying, the dead, and the bereaved. The 

document answers specific questions that have been raised by the Presbyteral Council and Liturgical Commission of this 

diocese; it is not intended as a comprehensive review of the Order of Christian Funerals (OCF) and its pastoral 

application. In all things, ministers are referred back to the ritual text and corresponding legislation for guidance. 

 

 

 

 

 

The time surrounding the death of a loved one is not the most opportune time for formation in the Church’s funeral 

rites and teaching surround the last things. Therefore, parishes ought to offer their members opportunities to reflect on 

the Church’s care for the dead and on preparing their own funerals. For example, adult formation sessions could focus 

on such issues as: our Church’s beliefs about death, the Church’s funeral rites, end-of-life issues, and the preparation of 

health care directives and wills. Such catechesis ahead of time will help to avert misunderstanding and conflict later. 

 

In order to assist ministers and families in preparing the funeral rites, preparation forms are available on the diocesan 

website (liturgy library page). 

 

Abbreviations 

 

CCC Catechism of the Catholic Church 

CCL Code of Canon Law (1983) 

c. / cc. = canon / canons 

GIRM General Instruction of the Roman Missal (2002; retranslated 2011) 

OCF Order of Christian Funerals (1989) 

OE Ordo Exsequiarium (1969; Appendix to the OCF) 

OCFA OCF Appendix – Cremation (1997) 

STL Sing to the Lord (U.S. Bishops, 2009) 

 

 

 

 

 

 

 

 

 

 

POLICY §500.1: The 1989 Edition of the Order of Christian Funerals, with the 1997 Appendix for Cremation, 

approved for use in the Dioceses of the United States, must be used. 
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THEOLOGY 

 

The Church’s funeral rites are, first and foremost, an act of worship. By our gathering as a faithful people in order to  

proclaim the scriptures and celebrate Eucharist, we give praise and thanks to God for the gift of the deceased person, 

we commend the person to God’s merciful love, and we bring hope and consolation to the bereaved (OCF #4-7). 

 

Rooted in Christ’s Paschal Mystery, these rites remind us that “God has created each person for eternal life”—a life 

made possible because Jesus Christ has “broken the chains of sin and death” and redeemed us (OCF #1). Therefore, the 

focus of these rites is neither the deceased person nor the bereaved, but Christ.  

 

This priority does not mean that the particularity of the deceased or the bereaved is ignored. While the Church’s funeral 

rites proclaim Christian faith in the salvific will of God recounted in the Scriptures and in the resurrection promised 

through the Paschal Mystery of Christ, they do so in a way attentive to the particularity of those involved.1 Using the 

analogy of a pair of glasses, the subjectivity of the life of the deceased and the experiences of the mourners are what 

help bring the “object” of God’s salvific will and promise of resurrection into “focus” for the assembly. And, as with a 

pair of glasses, the “object” gets lost if attention is focused on the lenses. 

 

In other words, Catholic Funeral rites are neither “celebration of life” services that focus on the deceased nor therapy 

sessions that emphasize the bereaved; and neither are they generic rituals in which the reality of the deceased and his 

or her relationships with the bereaved are set aside. Rather, the Paschal Mystery of Christ—evident in this life as well as 

in our promised resurrection—are brought into focus by the life being remembered and prayed for and by the assembly 

gathered in their grief. 

 

MINISTERS 

 

The OCF reminds us that all members of the faithful—lay and ordained—are called “to participate in the ministry of 

consolation: to care for the dying, to pray for the dead, to comfort those who mourn” (OCF #8). Therefore, pastors 

should help to ensure that their parish community is both aware of this calling and prepared to carry out the various 

ministries that are required—whether visiting the bereaved and assisting them with their daily needs or serving as 

liturgical ministers (OCF #9-12, 15). 

 

The OCF also reminds us that it is primarily the responsibility of priests—as ministers of reconciliation and comfort, as 

well as teachers of the faith—to preside at the funeral rites. In the absence of a priest, this ministry ought to be assigned 

to a deacon—who is a minister of the word, altar, and charity. In the absence of a cleric, a properly prepared lay minister 

may lead the rites (OCF #13-14). 

 

 

 

 

 

                                                           
1
 To that end, ministers are encouraged to make full use of the adaptations allowed in the rites as well as the variable texts found in 

Part V of the OCF. 
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OUTLINE OF RITES 

Terminology 

 

Before delving into the rites themselves, it is good to recall the proper terminology that the Church uses to refer to 

these rites: 

 

“Funeral Rites” This term refers to all the rites contained in the Order of Christian Funerals. 

 

“Vigil for the Deceased” This term refers to the first of three rites usually celebrated for the deceased. The terms 

“Wake” or “Visitation” do not apply to the ritual itself. Likewise, it is not proper to refer 

to this liturgy as a “Wake Service.” 

 

“Funeral Liturgy” This term refers to the second rite, celebrated either within or outside of Mass. If 

celebrated within Mass, the term “Funeral Mass” is applied. Improper terms to be 

avoided include “Mass of the Resurrection” and “Mass of Christian Burial.” Outside of 

Mass, the proper term is “Funeral Liturgy outside of Mass” (not “Funeral Service.”) 

 

“Rite of Committal” This term refers to the third rite in the series, celebrated at the site where the deceased 

individual’s bodily remains are laid to rest. To refer to this rite simply as a “graveside 

service” or “burial” would not be proper. 

 

Unfortunately, the growing practice of cremation has led to inappropriate language. To begin with, the use of the word 

“cremains” seems to objectify and disrespect the bodily remains of the deceased person. Rather, “cremated remains” or 

“ashes of the deceased” ought to be used if specificity is desired. In addition, the phrase often seen in obituaries—

“cremation rites were accorded”—is particularly erroneous: cremation is not a rite or ritual act. 

 

 

 

 

 

Structure 

 

While the needs of families or local custom may suggest other arrangements, the normative structure of the OCF 

presumes three major rites—the Vigil, the Funeral Liturgy, and the Rite of Committal—separated by processions and 

minor rites (OCF #43, OE #4-8). The processional structure of the OCF reveals the importance of movement as a symbol 

in the unfolding rites. The ordered sequence images the journey through grief as well makes present the paschal 

mystery to those in grief. The structure of the OCF also images the pilgrimage of the deceased through life and to the 

heavenly Jerusalem (OCF #42), a journey through which the community accompanies the deceased (see OCF #8-11, 64-

65, 99, 110, 150, 213). The inter-relationship of the various rites is shown below: 

 

 

 

POLICY §500.2: In all parish publications and announcements, including obituaries, only the proper terminology for 

the Church’s rites may be used. 
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(Rites from Pastoral Care of the Sick) 

  

 

Prayers After Death 

 

           

    Gathering in the Presence of the Body 

 

 

  Vigil for the Deceased   Vigil for the Deceased with 

        Reception at the Church 

 

 

  Transfer of the Body 

  to the Church or Place 

  of Committal 

 

 

  Reception as part of the 

  Funeral Liturgy 

 

 

    Funeral Liturgy (Mass or Outside Mass) 

 

 

  With Final Commendation   Without Final Commendation 

        (or if no funeral liturgy) 

 

 

  Rite of Committal    Rite of Committal with 

        Final Commendation 

 

 

 

 

 

 

 

 

 

 

 

POLICY §500.3: The sequential celebration of the Vigil, Funeral Liturgy, and Rite of Committal is to be 

considered normative in the Diocese of Davenport. 
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Components 

 

The Vigil for the Deceased 

In the praenotanda (introduction) to the Vigil and Related Rites and Prayers, we are reminded that the ministry of the 

Church in the time after death is to accompany mourners in their bewilderment, shock, and grief. These rites are 

intended to help “mourners express their sorrow and to find strength and consolation” in the paschal mystery of Christ 

(OCF #52). The importance of the Christian community’s support to the mourners is stressed, as is the centrality of the 

word of God as source of consolation (OCF #51, 56, 59-60).  

 

The Vigil, as the “principal rite celebrated by the Christian community in the time following death” (OCF #54), serves as a 

rite of separation. The reality of death is formally acknowledged as the mourners are excused from the responsibilities 

of daily life and the one who was living comes to be recognized as the one who is dead.  

 

The Funeral Liturgy 

While the Funeral Liturgy (within or outside of Mass) still remains attentive to the mourners, these rites focus primarily 

on giving “praise and thanks to God for Christ’s victory over sin and death” and on commending “the deceased to God’s 

tender mercy and compassion” (OCF #129). This latter aspect is especially evident in the Final Commendation (OCF 

#146).  

 

At the funeral liturgy, a rite of transition, both the dead and the living are in a liminal space. The deceased is no longer 

living in this world and is not yet commended to the next or committed to the earth or the long-term memory of the 

community. For mourners, life before this death has ended; life after this death, the day-in and day-out routines that will 

need to be learned without this loved one physically present, is yet to begin. The funeral, with its emphasis on 

anamnesis, recalls the past in order to comfort in the present and open up a new future. By viewing the great deeds of 

God in the past through the lens of the life of the deceased, God’s promises can once again be appropriated. The Rite of 

Commendation, which may be celebrated at the end of the Funeral Liturgy or at the beginning of the Rite of Committal, 

begins the process of incorporation.  

 

The Rite of Committal 

The emphasis in the Rite of Committal is on hope in the face of the stark and final reality of death (OCF #206, 209). This 

rite makes the faith professed in the Rite of Commendation concrete as farewell and welcome are simultaneously 

celebrated; grief and joy coexist and both are acknowledged. As transition moves to incorporation, ritual emphasis on 

present and past gives way to the eschatological future. 

 

The Processions 

There are two key processions in the normative structure of the OCF: the first from the (funeral) home to the church, 

and the second from the church to the place of burial. The OCF notes that “[t]he procession to the church is a rite of 

initial separation from the deceased; the procession to the place of committal is the journey to the place of final 

separation of the mourners from the deceased” (OCF #120). As such, these times may be very difficult for mourners. 

Therefore, they are to be supported through these transitions by the pastoral presence of the church’s ministers as well 

as by prayer and song (OCF #120, 149).  
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LITURGICAL CALENDAR  

 

The laws regulating the celebration of Funeral Masses and other Masses for the Dead are found in the General 

Instruction of the Roman Missal, paragraphs 380-381, and are summarized in the “Table of Rubrics Governing Ritual 

Masses, Masses for Various Needs and Occasions, and Masses for the Dead” (found in the Ceremonial of Bishops 

Appendix III).  

 

Funeral Masses may NOT be celebrated on the following days: 

 Holy Thursday (all day) and the Triduum 

 Sundays of Advent, Lent, and the Easter Season  

 Solemnities of Precept (Holy Days of Obligation) 

o December 8: Immaculate Conception 

o December 25: Nativity of the Lord 

o January 1: Mary, Mother of God* 

o Ascension of the Lord 

o August 15: The Assumption of Mary* 

o November 1: All Saints* 

o * = funeral Masses may be celebrated when the obligation is abrogated 

 

A Note on Sundays 

 

Funeral Masses are permitted on Sundays in Ordinary Time and during the Christmas Season. Such a solution should be 

seen as exceptional, however. Such Funeral Masses may not replace the usual parish Mass and the priest-celebrant must 

not exceed the maximum number of Masses that he is allowed to celebrate on a Sunday. Since the obligation to assist at 

Mass is dependent on the Day and not on the texts used, assisting at a funeral Mass on Sunday fulfills the Sunday 

obligation. 

 

A Note on Funerals and Daily Mass 

 

On days when a funeral Mass is celebrated, a daily Mass may be cancelled and parishioners encouraged to attend the 

ritual Mass. When possible, the Funeral Mass ought to be at the usual time of the daily Mass; if not possible, the change 

in time should be clearly communicated to the parish.  

 

A Note on the Liturgical Season 

 

The liturgical norms governing liturgy in the various seasons are to be respected. For example, during Lent: the Gloria 

and Alleluia are not used (GIRM #53, 62), and the use of musical instruments is only allowed in order to support singing 

(that is, no instrumental music is allowed; GIRM #313). While flowers are not usually used during Lent (GIRM #305), if 

the family requests that they be allowed as a reminder of others’ condolences and a source of consolation, the pastor 

may allow their use during the funeral rites. 
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FAMILY 

In planning the rites 

 

The minister preparing the funeral rites should invite the family to take part in planning the liturgies to the extent 

possible (OCF #17). In any case, ministers are reminded that they “should keep in mind the life of the deceased and the 

circumstances of death… [and] take into consideration the spiritual and psychological needs of the family and friends of 

the deceased…” (OCF #16). Nothing is more contrary to the intentions of the Church than a minister who insists on the 

same readings, prayer, music, and homily for every funeral. It is recommended that the priest, deacon, or parish 

minister meet with the family of the deceased to initiate the planning for the funeral before making funeral 

arrangements with the funeral director. 

 

As liturgical ministers 

 

The question of whether or not members of the family of the deceased should serve as liturgical ministers is not an easy 

one to answer. On the one hand, there may be a strong desire on the part of some family members to take on a 

particular liturgical ministry. On the other, they may be ill-prepared for such ministries or their grief may make their 

exercise of such a ministry too burdensome (OCF #15).  Therefore, the following guidelines are recommended: 

 As a general rule, family members should not serve as liturgical ministers. As the bereaved, it is theirs to be 

ministered to by the community. 

o Instead, family members should be offered the opportunity to assist with the placement of the pall and 

(when the option is exercised) the placement of Christian symbols. It is not appropriate for funeral 

directors to undertake these roles. 

o Catholic family members or friends may also present the gifts at Mass, recalling that only bread and 

wine (and gifts for the poor) are to be presented. Token items (for example, items which will be 

returned to ordinary use after the celebration) have no place in the procession. 

 Should members of the family wish to serve as liturgical ministers: 

o They should already know how to serve in such a capacity (for example, already be a reader or altar 

server in their own Catholic parish). 

 According to the Directory for the Application of Principles and Norms on Ecumenism, “the 

reading of Scripture during a Eucharistic celebration in the Catholic Church is to be done by 

members of that Church. On exceptional occasions and for a just cause, the Bishop of the 

diocese may permit a member of another Church or ecclesial Community to take on the task of 

reader” (#133). Outside of the Eucharist, the pastor may give such permission (#135). 

o The presiding minister should arrange for an alternative minister to step in should the family member be 

unable to fulfill the ministry. 

o In the case of those serving as Extraordinary Ministers of Holy Communion, the diocesan norms 

contained in Policies Relating to Extraordinary Ministers of Holy Communion. In particular, it should be 

recalled that in case of emergency, a Catholic layperson (not otherwise impeded) may be commissioned 

to assist with the distribution of communion for a single occasion, using the formula from The Roman 

Missal, Appendix V (and reproduced in the Policy). Priority should be given to temporarily 

commissioning those who are familiar with this ministry (have been EMHCs in the past or exercise that 

ministry elsewhere). 
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VIGIL 

 

GENERAL NORMS 

 The usual presider for the Vigil is the parish priest. In his absence, a deacon may preside. In the absence of a 

cleric, a duly appointed lay minister may preside. 

o Other ministers, such as servers, readers, and cantors, should also assist. 

 The Vigil may take place in the home, at the funeral home, or at the church. 

o If the Vigil takes place at the church, the Rite of Reception of the Body is also celebrated (see OCF #82-

97) and then omitted as part of the Funeral Liturgy. 

o In addition, if the body will remain in the church overnight, proper arrangements to insure its security 

are required. 

 If celebrated in the church, the presiding minister must wear the proper vestments: alb (or cassock/surplice) 

with stole for priests and deacons; alb for a lay minister. Outside of the church, while ministers should “vest 

according to local custom” (OCF #66), the use of the same liturgical vesture is encouraged.  

o The liturgical color may be white, purple, or (rarely in this country) black. 

o The Vigil’s emphasis on the immediacy of grief suggests purple as the color to use. 

 The Vigil may be celebrated more than once if necessary (OCF #67). 

 

OFFICE FOR THE DEAD 

 

“The Vigil for the Deceased may be celebrated in the form of some part of the Office for the Dead” (OCF #348). The 

norms governing the use of Morning and Evening Prayer in this regard are found in Part IV of the OCF (#348-395). 

Recourse to the Liturgy of the Hours is especially suggested for the Vigils of clergy and religious, as well as for those 

occasions when the usual Vigil has already been celebrated and a second rite is desired. 

 

THE ROSARY 

 

The Vigil is the official prayer designated by the Church for this occasion and is found in the Order of Christian Funerals.  

It includes prayers for the deceased and recognizes the person’s Christian life.  The recitation of the rosary and other 

private devotions are permitted but should be held at a time other than the Vigil and should never take the place of the 

official Vigil. 

 

VIEWING THE DECEASED 

 

The casket may be opened for viewing during the Vigil. As a general rule, once closed (for example, for the procession 

from funeral home to church) the casket should remain closed—as a way to point to and help the bereaved accept the 

reality of death. In those cases where the casket is brought to the church for a second viewing, it should be closed for 

the last time before the Funeral Liturgy begins. In these situations, a member/representative of the family should be 

present and candle(s) lit near the casket. An unattended casket should not be open in church. 
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RELATED RITES AND PRAYERS 

 

The rites “Prayers after Death,” “Gathering in the Presence of the Body,” and “Transfer of the Body to the Church or to 

the Place of Committal” (OCF 98 – 127) are a rich resource to use when praying with the family.  These models can be 

adapted to be used in a variety of circumstances. 

 

FUNERAL LITURGY 

 

The Funeral Liturgy may be celebrated within or outside of Mass. While the Funeral Mass is to be preferred, there are 

occasions when the liturgy outside of Mass may be preferred (OCF #178): 

 When, according to the calendar, the Funeral Mass may not be celebrated. 

 When, due to particular circumstances, it is not possible to celebrate the Funeral Mass (for example, if a priest is 

not available). 

 When, for pastoral reasons, the pastor and family judge that the Funeral Liturgy Outside of Mass would be more 

appropriate (for example, if a large number of the mourners are not Catholic). 

 

FUNERAL LITURGY WITHIN MASS (FUNERAL MASS): GENERAL NORMS 

 

 The Funeral Mass is presided over by the parish priest. 

o Other ministers, such as deacons, servers, readers, and cantors, should also assist. 

 The Funeral Mass may only take place in a parish church, chapel, or oratory where the Catholic Mass is usually 

celebrated. To celebrate the Funeral Mass elsewhere requires just cause and the permission of the Bishop. 

 The vestments proper for Mass (alb, stole, chasuble for the priest; alb, stole, dalmatic for the deacon; alb for 

other lay ministers in accord with local custom) are to be worn. While the liturgical color may be white, purple, 

or (rarely in this country) black, the Funeral Liturgy’s emphasis on thanksgiving, remembrance, and future hope 

suggests white as the proper color. 

 In regards to Communion: 

o Pastoral leaders are to be mindful of those persons present who are not Catholic or who no longer 

practice the Catholic faith and for whom an explanation of the symbols may be necessary.   

o In the worship aid, or prior to communion, the presider should remind those who are not Catholic or 

who no longer practice the Catholic faith that they may not receive communion.  For example: 

 “Those who are in full communion with the Catholic Church are invited to come forward to 

receive the Eucharist. Those who are separated from the Catholic Church are invited to join us in 

prayer at this time.” 

 A more full explanation, as found in missalettes, may also be reproduced in worship aids. 

o The purpose of the Communion Procession is to journey to the Table; therefore, the inviting of others 

forward to receive a blessing at this time is discouraged. 

o The possibility of intercommunion is regulated by the Directory for the Application of Principles and 

Norms on Ecumenism [see also CCL c.844].  

 125. Catholic ministers may lawfully administer the sacraments of penance, Eucharist and the 

anointing of the sick to members of the Eastern Churches, who ask for these sacraments of their 

own free will and are properly disposed. 
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 131. The conditions under which a Catholic minister may administer the sacraments of the 

Eucharist, of penance and of the anointing of the sick to a baptized person [of another ecclesial 

community] are that the person be unable to have recourse for the sacrament desired to a 

minister of his or her own Church or ecclesial Community, ask for the sacrament of his or her 

own initiative [therefore, the minister may not issue an invitation for an individual, or for non-

Catholics in general, to approach for communion], manifest Catholic faith in this sacrament and 

be properly disposed.  

 

FUNERAL LITURGY OUTSIDE MASS: GENERAL NORMS 

 

 The usual presider for the Funeral Liturgy Outside of Mass is the parish priest. In his absence, a deacon may 

preside. In the absence of a cleric, a duly appointed lay minister may preside. Other ministers, such as servers, 

readers, and cantors, should also assist. 

 While usually celebrated at the parish church, the Funeral Liturgy Outside Mass may take place in the home, at 

the funeral home, or at the cemetery chapel (OCF #179). 

 The presiding minister must wear the proper vestments: alb (or cassock/surplice) with stole for priests and 

deacons; alb for a lay minister. While the liturgical color may be white, purple, or (rarely in this country) black, 

the Funeral Liturgy’s emphasis on thanksgiving, remembrance, and future hope suggests white as the proper 

color. 

 The option for distributing communion as part of the Funeral Liturgy outside Mass should be exercised only if a 

priest was not available to celebrate a Funeral Mass. 

 

IN THE ABSENCE OF THE BODY… 

 

The funeral rites in the OCF presume the presence of the body (or cremated remains). In the absence of the 

body/remains, the Funeral Liturgy is celebrated as prescribed, with the following modifications: 

 The reception of the body is not celebrated. 

 The Rite of Final Commendation is not celebrated. 

 Prayers that make reference to honoring or burying the body of the deceased are not used. 

 

Donation of the Body to Science 

 

In Iowa, it is possible to request to celebrate funeral rites prior to the body being donated. In such cases, the Vigil and 

Funeral Liturgy (without Commendation) is celebrated and then the body released. When the body is returned, then the 

Rite of Committal with Final Commendation is celebrated. 

 

However, if the body is not available, the funeral rites may be celebrated in the absence of the body as above. Provisions 

should be made to ensure that the remains are returned to the family after the scientific study is concluded so that they 

may be properly buried. The Rite of Committal (with Final Commendation, if not celebrated earlier) is celebrated at that 

time. 
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RITE OF COMMITTAL 

 

 The usual presider for the Rite of Committal is the parish priest. In his absence, a deacon may preside. In the 

absence of a cleric, a duly appointed lay minister may preside.  

o Other ministers, such as servers, readers, and cantors, should also assist. 

o If a parish minister is not available, a family member or friend may lead the rite (OCF #215). 

 The Rite of Committal takes place at the grave, tomb, crematorium/columbarium, and may be used for burials at 

sea; it is preferred that the rite not be celebrated apart from the place of interment (such as a cemetery chapel; 

OCF #204). 

o If the final commendation was not celebrated as part of the funeral liturgy, or if the funeral liturgy was 

omitted, the commendation is celebrated as part of this rite (OCF #205). 

o “The rite of committal may be celebrated in circumstances in which the final disposition of the body will 

not take place for some time…. The rite of committal may then be repeated on the later occasion when 

the actual burial or interment takes place. On the second occasion the rite may include a longer 

Scripture reading as well as a homily” (OCF #212). 

 The act of committal is an integral part of the rite, and may take place after the words of committal or at the 

conclusion of the rite. To the extent possible, the committal should take place with the community present, 

rather than waiting for all to depart (OCF #209). 

 While ministers should “vest according to local custom” (OCF #215), the use of the same liturgical vesture is 

encouraged.  

o The liturgical color may be white, purple, or (rarely in this country) black. 

o The Committal’s emphasis on future hope and the resurrection recommends white as the preferred 

color. 

 

MILITARY HONORS 

 

The OCF is structured as a single rite with three stations (Vigil, Funeral Liturgy, Committal). Therefore, because that 

sequence should not be interrupted, military honors are offered after the conclusion of the Rite of Committal.  

 

SPECIFIC ISSUES 

 

CREMATION 

 

The celebration of the Church’s funeral rites in the context of cremation is governed by the 1997 Appendix to the OCF. 

The Appendix makes clear that, while cremation is permitted, “it does not enjoy the same value as burial of the body” 

(OCFA #413; see CCL c. 1176 §3). It is important to note that cremated remains are to “be treated with the same respect 

given to the human body from which they come” (OCFA #417). Therefore, the cremated remains may not be scattered, 

subdivided, crafted into jewelry, pottery, or other objects, mixed with cremated remains of other individuals or pets, or 

kept at home. Because of our belief in the resurrection of the body, and the respect that the body is to be accorded, we 

find such practices repulsive.  Cremated remains are to be buried or placed in a mausoleum or columbarium; burial at 

sea is also permitted as long as the cremated remains are placed in an appropriate container (and not simply scattered). 
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Cremation after the Funeral Liturgy (OCFA #418-421) 

 

“The Church clearly prefers and urges that the body of the deceased be present for the funeral rites, since the presence 

of the human body better expresses the values which the Church affirms in those rites (OCF #413). Therefore, if at all 

possible, cremations should take place after the Vigil and Funeral Liturgy have been celebrated. At the conclusion of the 

Funeral Liturgy, the alternate form of dismissal is used (# 437). At the Rite of Committal, the cremated remains are 

buried or entombed using the alternate wording (#438). 

 

Cremation and Committal before the Funeral Liturgy (OCFA #422-425) 

 

There may be occasions when the cremation of the body, and the committal of the remains, must precede the funeral 

liturgy. In those cases, the Prayers after Death and the Vigil may be adapted and the Rite of Committal with Final 

Commendation may be used. The alternate form of words of committal (#438) is used in those cases. The Funeral 

Liturgy takes place without the reception of the body and the final commendation; prayers that make reference to 

honoring or burying the body of the deceased are not used. 

 

Funeral Liturgy in the Presence of Cremated Remains (OCFA #426-431) 

 

Universal law does not allow for the celebration of the Funeral Liturgy (within or outside of Mass) in the presence of 

cremated remains. However, the United States enjoys an indult which allows individual bishops to judge if such a 

practice is appropriate in his diocese as long as cremation was not “inspired by motives contrary to Christian teaching” 

(OCFA #426a). According to the indult, “each diocesan bishop will judge whether it is pastorally appropriate to 

celebrate” the funeral liturgy with cremated remains present, taking into account both the particular situation and the 

concrete norms of the Church (OCFA #426b). 

 

If the Funeral Liturgy is to be celebrated in the presence of cremated remains, the following norms apply: 

 Cremated remains are to be in a worthy vessel; a small table or stand is prepared. The remains may be placed 

there before the liturgy or be carried in procession. 

 The vessel may be sprinkled with holy water, using the alternative words (OCFA #433); the pall is not used. The 

Paschal Candle may be used. 

 Prayers that make reference to honoring or burying the body of the deceased are not used. The Rite of Final 

Commendation uses the alternate dismissal (OCFA #437); incense may be used. 

 The Rite of Committal is celebrated at the cemetery or columbarium; the alternate words of committal are used 

(OCFA #438). 
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MUSIC 

 

The place of music in the Church’s funeral rites is summarized in the U.S. Bishop’s document, Sing to the Lord (#246-

248): 

Sacred music has an integral role in the funeral rites, since it can console and uplift mourners while, at 

the same time, uniting the assembly in faith and love (OCF #30). Funeral music should express the 

Paschal Mystery and the Christian’s share in it (OCF #30). Since music can evoke strong feelings, it 

should be chosen with care. It should console the participants and “help to create in them a spirit of 

hope in Christ’s victory over death and in the Christian’s share in that victory” (OCF #31). Secular music, 

even though it may reflect on the background, character, interests, or personal preferences of the 

deceased or mourners, is not appropriate for the Sacred Liturgy.  

Music should be provided for the Vigil and Funeral [Liturgy]. Whenever possible, music should 

accompany the funeral processions and the rite of committal (OCF #32, 41). For the processions, 

preference should be given to “settings of psalms and songs that are responsorial or litanic in style and 

that allow the people to respond to the verses with an invariable refrain” (#41).  Music should never be 

used to memorialize the deceased, but rather to give praise to the Lord, whose Paschal Sacrifice has 

freed us from the bonds of death. 

 

In other words, secular music is not to be included as part of the liturgy. Rather than adopting popular secular songs 

which are inappropriate to a liturgical setting, we should seek out good liturgical music on a paschal theme which can 

“support, console, and uplift participants and help to create in them a spirit of hope in Christ's victory over death and in 

the Christian's share in that victory” (OCF #31).2 

 

                                                           
2
 Such “favorite songs” are more appropriate at the visitation/wake (outside of the Vigil) or at the funeral meal/reception. 

POLICY §500.4: In the Diocese of Davenport, the Bishop grants the following faculty to priests of the diocese (in the 

absence of a priest-presider, the same faculty is granted to deacons of the diocese and to lay parish life 

administrators): 

You may celebrate the funeral liturgy in the presence of the cremated remains of a deceased person, taking into 

account the concrete circumstances in each individual case, and always observing the following conditions: (1) 

There is no anti-Christian motive for choosing cremation (c. 1176, §3). (2) The cremated remains will be handled 

with respect and buried or entombed in a place reserved for this purpose. (3) There is no other canonical 

prohibition of a funeral liturgy, namely, for notorious apostates, heretics, and schismatics and other manifest 

sinners for whom ecclesiastical funerals cannot be granted without public scandal to the faithful (c. 1184). Doubtful 

cases are to be referred to the Bishop. 

 

POLICY §500.5: 

(1) If cremation is to take place, the minister is to advise the family that a burial place in a grave or entombment in 

a mausoleum or columbarium is to be established in advance of celebrating the Funeral Liturgy. 

(2)  A priest, deacon, or lay minister may not preside at or attend a “service” where ashes are scattered or 

otherwise disposed of in a manner contrary to Church teaching. 
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In preparing liturgical music for the funeral rites, the basic principles of good liturgical music apply. For example, the 

assembly should be able to participate in the music chosen; solos are out of place. Likewise, the use of recorded music is 

not in keeping with Catholic liturgy, and therefore may not be used in the celebration of the Church’s funeral rites (STL 

#93): 

 

Recorded music lacks the authenticity provided by a living liturgical assembly gathered for the Sacred 

Liturgy. While recorded music might be used advantageously outside the Liturgy as an aid in the 

teaching of new music, it should not, as a general norm, be used within the Liturgy. 

 

THE CENTRALITY OF THE WORD 

 

The proclamation of the word of God is central to the Church’s funeral rites (OCF #22); such readings when called for 

may not be replaced by non-biblical readings (OCF #23). The readings are to come from the OCF (Part III) or Volume IV of 

the Lectionary (Masses for the Dead). The psalms, especially, are emphasized for they “are rich in imagery, feeling, and 

symbolism” and powerfully express “the suffering and pain, the hope and trust of people of every age and culture” (OCF 

#25). As songs, they should be sung whenever possible (OCF #26).   

 

Preaching (OCF #27) 

 

A brief homily (by priest or deacon; or reflection if the lay leader of prayer has faculties to preach) is called for after the 

gospel reading at the Funeral Liturgy and is strongly encouraged at the Vigil. The focus of such preaching is the paschal 

mystery of Christ and God’s compassionate love as revealed in the readings. While a eulogy (a commendation that 

focuses on the praise of the deceased person) is forbidden, the preacher should help the assembly see the mystery of 

Christ’s life, death, and resurrection in the life of the deceased and in their own lives. As appropriate, the preacher can 

include elements of gratitude and praise for a life that has been blessed by God. While speaking in terms of hope, the 

preacher should use “eschatological restraint” and refrain from commenting on that of which he has no knowledge: the 

will of God and the state of the deceased person’s soul. 

 

Speaking in Memory of the Deceased 

 

Both the Vigil and the Funeral Liturgy allow for a single individual to speak in memory of the deceased (at the Vigil, after 

the concluding prayer; at the Funeral Liturgy, before the Final Commendation). As with the preaching, such 

remembrance is not to be a eulogy. Instead, this remembrance is to express appreciation for the life of the deceased 

(that is, particularize the praise and gratitude to God for God’s gifts to the deceased, especially the gift of the Christian 

life), or take the form of a prayer or other inspirational text. Given the emotion of the moment, and to ensure that the 

words are in harmony with the celebration, any comments which will be made during the rites ought to be put down in 

writing and be reviewed by the presiding minister. The speaker should limit his or her remarks to no more than 3-4 

minutes. 

 

Of the two options, it is preferred that such speaking take place at the Vigil rather than at the Funeral Liturgy if at all 

possible. 
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If multiple persons wish to speak in remembrance of the deceased, such sharing best takes place after the conclusion of 

the Vigil or after the conclusion of the Rite of Committal. However, if pastorally necessary, more than one person may 

speak in the context of the Vigil (but not the Funeral Liturgy). 

 

FOR WHOM MAY THESE RITES BE CELEBRATED? 

 

Unless specifically impeded, all Catholics “are to be given ecclesiastical funeral rites according to the norm of law” (CCL 

c. 1176 §1). As far as funeral rites are concerned, Catechumens are to be treated as members of the faithful (c. 1183 §1). 

Under specific conditions, Catholic funeral rites may be celebrated for children who died before baptism as well as 

baptized non-Catholics (c. 1183 §§2-3). 

 

 

 

 

 

 

 

 

 

 

 

 

Denial of Funeral Rites 

 

According to the Code of Canon Law (c. 1184 §1): 

 

Unless they have given some signs of repentance before their death, the following are to be deprived of 

ecclesiastical funeral rites: (1) notorious apostates, heretics and schismatics; (2) persons who had 

chosen the cremation of their own bodies for reasons opposed to the Christian faith; (3) other manifest 

sinners for whom ecclesiastical funeral rites cannot be granted without public scandal to the faithful. 

 

Lack of registration in a parish, inability to pay parish fees or the like, death by suicide (CCC §2282; see OCF §398.44/45), 

or being in an irregular union are not reasons for refusing to celebrate the Church’s funeral rites. 

 

  

 

 

 

Even if one is denied ecclesiastical funeral rites, the bereaved are still entitled to the pastoral care of the Church. Such 

pastoral care might include an informal service of prayer and scripture for the dead at the cemetery or funeral home. 

Parish ministers must approach these situations with special sensitivity to both those grieving the loss of a loved one and 

the rest of the community which might be scandalized. 

POLICY §500.6: In the Diocese of Davenport, priests and parish life administrators are granted the faculty to permit 

church funeral rites for children who have died before baptism, provided their parents had intended to have them 

baptized (OCF #237). Such permission extends to the fetus or stillborn children (see OCF #318). 

 

POLICY §500.7: In the Diocese of Davenport, priests and parish life administrators are granted the faculty to permit 

the celebration of the Church’s funeral rites for a validly baptized member of another church or ecclesial 

community, provided that (a) this would not be contrary to the wishes of the deceased person and (b) provided the 

minister of the deceased person is unavailable (physically or morally). The name of a non-Catholic may not be 

mentioned during the Eucharistic Prayer. In doubtful cases, the Bishop is to be consulted. 

 

POLICY §500.8:  A priest or other minister may not refuse funeral rites for a Catholic without the permission of the 

Bishop. The Bishop’s judgment must be followed. 
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PLACE & DOCUMENTATION (CCL C. 1177) 

 

Funerals are usually to be celebrated in the person’s parish. However, any member of the faithful or those responsible 

for making their funeral arrangements may choose another church with the consent of that pastor (or parish life 

administrator). As a courtesy, the proper pastor ought to be notified. Should death take place outside of the proper 

parish, and the body has not been transferred to it or another church, the rites are to be celebrated in the parish church 

where the death occurred. Again, in such instances, the proper pastor ought to be notified. 

 

Parish clergy should make a reasonable effort to respond to the request of any family requesting a funeral even if they 

are not members of the parish. He may inform the proper pastor when appropriate. When it is not possible to respond 

to a family's request, the priest/deacon should assist them in contacting their proper parish or a priest able to assist the 

family. 

 

According to CCL c. 1182, “[a]fter the interment an entry is to be made in the death register in accord with the norm of 

particular law.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OTHER QUESTIONS 

 

May symbols other than Christian symbols (for example, the American flag) be used in the funeral rites? 

“Only Christian symbols may rest on or be placed near the coffin during the funeral liturgy.  Any other symbols, for 

example, national flags, or flags or insignia of associations, have no place in the funeral liturgy” (OCF #38). “Any national 

flags or the flags or insignia of associations to which the deceased belonged are to be removed from the coffin at the 

entrance of the church. They may be replaced after the coffin has been taken from the church” (OCF # 132).  If a symbol 

of Christian life is to be placed on the coffin, it may be carried in the opening procession and placed on the coffin by a 

family member, friend, or the minister at the proper time (OCF #133). 

 

POLICY §500.9:   

1. The death of a parishioner is recorded in the sacramental record book of the parish where the Funeral Liturgy is 

celebrated (or, in the absence of such a liturgy, where the primary funeral rite is celebrated). 

2. If funeral rites are celebrated for one who is not a parishioner, the parish of the deceased is to be notified. If no 

such parish is known, then the death is recorded as in (1) above.  

3. The following are to be included in the parish’s death record: 

 Full name of the deceased; date of death; name of presider; date and place of burial 

 If the person was a catechumen, that fact is recorded (and cross-referenced with the Register of 

Catechumens) 

 Notations may include additional information such as next of kin, cause of death, or the name of the 

funeral home. The fact of cremation should be noted. 

 In the case of a non-Catholic, the death is recorded in the parish book with a notation of the religion of the 

deceased and the rites celebrated. 

 The parish of baptism does not need to (but, out of courtesy, may) be informed. 
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Who determines the times for a funeral? 

The date and time of the funeral rites is to be decided upon with the family and in consideration of parish schedules. The 

funeral home should not preemptively make such determinations. To that end, pastors should work with local funeral 

homes and cemeteries to ensure that they are familiar with Catholic funeral rites, customs, and practices. 

 

When there is a conflict in funeral planning, who makes the final decision? 

When conflicts among family members occur, the surviving spouse should be consulted first. In the absence of a 

surviving spouse, adult children are to be consulted. Finally, the executor of the estate is to be consulted. Priests, as 

ministers of reconciliation (OCF #13), should be sure to extend sensitive pastoral care to former spouses, estranged 

family members, step-families, and others whose grief might be marginalized. 

 

What are policies regarding donations, honoraria, and parish fees in regards to funerals? 

 

Offerings for Mass Intentions 

Guests at the visitation and funeral service may choose to make a monetary offering for the celebration of Holy Mass for 

the intention of the deceased.  Following the funeral rites, the parish clergy will obtain from the funeral home the Mass 

offerings.  The envelopes will be opened, the offerings removed, and the amount of the offering marked on each 

envelope.    The envelopes should be given to the family for their use in sending acknowledgements and thank-yous.  

Families may request Mass stipends be forwarded to a Catholic parish, mission, or religious house of their choice. 

 

Memorial Gifts 

Guests at the visitation may wish to make a donation in memory of the deceased to an appropriate charity.  It may be 

helpful for guests who come for visitation if the family specifies an appropriate charity as the designated memorial for 

the deceased. 

 

Honoraria (“stole fee”) 

The funeral home staff will usually assist the family in determining appropriate honoraria for those who assisted with 

the funeral service such as clergy, musicians, altar servers, etc. 

 

Rarely, and certainly not ideally, there are times when the Vigil at the funeral home is omitted and the casket is 

simply brought to the church an hour or so before the funeral liturgy (for example, in the case of someone who might 

have been quite advanced in years and have little family left). Should the Vigil be celebrated at that time? 

 

As a general rule, no: The sense of “waiting” with the family would be absent, and the addition of a rite before the 

funeral liturgy itself could be more of a burden than a help for some. 
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APPENDIX : SUGGESTED MUSIC 

 

Processional Hymns 

All Creatures of Our God and King     

All the Ends of the Earth (Dufford)     

All the Ends of the Earth (Haas/Haugen)    

Amazing Grace       

As the Deer Longs 

Be Not Afraid 

Canticle of the Sun       

Christ, Be Our Light       

Crown Him With Many Crowns      

Gather The People       

Gather Your People       

Glory and Praise to Our God      

Holy God, We Praise Thy Name     

Holy, Holy, Holy        

How Great Thou Art 

Humbly, Lord, We Worship You      

I Am the Bread of Life       

I Know That My Redeemer Lives     

Keep in Mind 

Morning Has Broken       

Praise to the Lord       

Rain Down        

River of Glory        

The King of Love, My Shepherd Is 

This Day God Gives Me      

To Jesus Christ, Our Sovereign King     

Where Charity and Love Prevail     

 

Hymns at Preparation of Altar/Gifts 

Amazing Grace 

Beatitudes        

Be Still, My Soul       

Blest Are They        

Here I Am, Lord       

Hosea         

How Can I Keep From Singing      

I Am the Bread of Life       

I Have Loved You       

I Heard the Voice of Jesus Say     
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I Know My Redeemer Lives 

I, The Lord        

I Want to Walk as a Child of the Light        

On Eagle's Wings       

Only This I Want       

Parable        

Prayer of St. Francis       

Precious Lord, Take My Hand 

Psalm 42        

Seek Ye First        

Shepherd Me, O God       

The King of Love My Shepherd Is     

The Lord is My Hope       

There is a Longing       

These Alone Are Enough      

This Alone        

We Have Been Told       

You Alone        

You Are Mine        

Your Words Are Spirit and Life     

 

Hymns at Communion 

Behold the Lamb       

Come to Me        

Eat This Bread 

Gift of Finest Wheat       

I Am the Bread of Life       

I, the Lord        

On Eagle’s Wings 

One Bread, One Body       

One Lord        

Servant Song        

Table of Plenty        

Taste and See        

The Lord is My Hope                   

The Lord is My Light 

The Supper of the Lord      

Ubi Caritas        

We Praise You        

We Shall Rise Again      

We Will Rise Again       

You Alone        



§IV-500. Policies and Pastoral Guidelines Relating to Funerals  

22 
 

You Are Mine        

Your Words Are Spirit and Life     

 

Songs of Farewell 

Saints of God (Janco)   

This Day in New Jerusalem (Haas)    

Song of Farewell (Old Hundredth)         

Celtic Song of Farewell (O Danny Boy) 

O Loving God (O Danny Boy)      

Song of Farewell (Sands)      

 

Recessional Hymns 

All Creatures of Our God and King     

Alleluia!  Alleluia!  Let the Holy Anthem Rise    

All Praise and Glad Thanksgiving     

Blest Be the Lord       

City of God        

For All the Saints       

For You Are My God       

Go In Peace        

Hail, Holy Queen       

Holy God, We Praise Thy Name     

How Great Thou Art       

I Know That My Redeemer Lives     

I Sing the Mighty Power of God     

Jerusalem, My Happy Home      

Jesus, Remember Me         

Joyful, Joyful, We Adore Thee      

Lead Me, Lord        

Litany for a Funeral Procession (Becker) 

Only This I Want 

Shall We Gather at the River? 

Sing a New Song (do not use verse one)    

Sing to the Mountains       

Songs of Thankfulness and Praise     

Soon and Very Soon 

The Strife is O'er       

Though the Mountains May Fall     

We Are the Light of the World      

We Walk By Faith       

Ye Watchers and Ye Holy Ones     
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§IV-250 POLICIES RELATING TO ALTAR SERVERS 

 

INTRODUCTION 
 

T he celebration of the Eucharist is the action of Christ and of the Church, namely, of the holy people united and ordered under 
the Bishop. It therefore pertains to the whole Body of the Church, manifests it, and has its effect upon it. Indeed, it also affects 

the individual members of the Church in a different way, according to their different orders, functions, and actual 
participation.74 In this way, the Christian people, “a chosen race, a royal Priesthood, a holy nation, a people for his own 

possession,” expresses its cohesion and its hierarchical ordering.75 All, therefore, whether ordained ministers or lay Christian 
faithful, in fulfilling their function or their duty, should carry out solely but totally that which pertains to them. (General 

Instruction of the Roman Missal [GIRM], 91). 
 

T he People of God which is gathered for Mass is coherently and hierarchically ordered, and this finds its expression in the 
variety of ministries and the variety of actions according to the different parts of the celebration (GIRM, 294). 
 

 

§IV-250.1 Those Eligible to Minister as Altar Servers and their Preparation 

 

Procedures 

Pastors are responsible for the selection and preparation of altar servers. Pastors may delegate this responsibility to 

another suitable person. 

 

The Order for the Blessing of Altar Servers, Sacristans, Musicians, and Ushers (Book of Blessings, nos. 1847-1870) 

may be used before servers first begin to function in this ministry. 

 

IV-250.1.1 Policy 

Although institution into the ministry of acolyte is reserved to lay men, the diocesan bishop may permit the 

liturgical functions of the instituted acolyte to be carried out by altar servers, men and women, boys and girls.  

 

In the Diocese of Davenport, men and women, boys and girls, may minister as altar servers. 

 

No distinction should be made between the functions carried out in the sanctuary by men and boys and those carried 

out by women and girls, or in their manner of vesting. The term “altar boys” should be replaced by “servers”. The 

term “server” should be used for those who carry out the functions of the instituted acolyte. 

 

Servers should be mature enough to understand their responsibilities and to carry them out well and with 

appropriate reverence. They must be baptized Catholics and have already received Holy Communion for the first 

time.  

 

 

 
IV-250.1.2 Policy 

Servers should receive proper formation before they begin to function. The formation should include instruction on 

the Mass and its parts and their meaning, the various objects used in the liturgy (their names and use), and the 

various functions of the server during the Mass and other liturgical celebrations. Servers should also receive 

appropriate guidance on maintaining proper decorum and attire when serving Mass and other functions. 
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§IV-250.2 Vesture 

 

Procedures 

Parishes are responsible for supplying the proper vesture for their altar servers. 

 

§IV-250.3. Functions 

 

Procedures 

Since the role of server is integral to the normal celebration of the Mass, at least one server should assist the priest. 

On Sundays and other more important occasions, two or more servers should be employed to carry out the various 

functions normally entrusted to these ministers. They would normally exercise only that ministry and not, for 

example, also serve as reader or Extraordinary Minister of Holy Communion. 

Servers respond to the prayers and dialogues of the priest along with the congregation. They also join in singing the 

hymns and other chants of the liturgy. They normally receive the Eucharist whenever they participate in the liturgy. 

Servers should be seated in a place from which they can easily assist the priest celebrant and deacon. If possible, 

and if the flow of the liturgy would not be impeded, they should be seated outside of the sanctuary. The place next 

to the priest is reserved for the deacon. 

IV-250.2 Policy 

Servers should normally be vested (GIRM 339). This is within the tradition of the Church and prevents difficulties 

regarding appropriate dress for these ministers. All servers should wear the same liturgical vesture. 
 

In the Diocese of Davenport, the proper vesture for altar servers is the alb with cincture (unless the alb is tailored so 

as not to require one). The cincture is usually white, but may be of the liturgical color of the day. A cross or other 

identifying pendant may also be used, according to local custom. 

 

The cassock and surplice is not proper vesture for altar servers, who are not clerics. However, if parishes are already 

in the habit of using such vesture for servers, they may continue to do so until they can be replaced with albs. As 

noted above, it is not permitted to vest some servers in cassocks and others in albs. 

 

 

IV-241.1.1 Policy 

Servers may carry out all the functions listed in no. 100 and nos. 187-193 of the GIRM. 

 

Servers carry the cross, the processional candles, hold the book for the priest celebrant when he is not at the altar, 

carry the incense and censer, present the bread, wine, and water to the priest during the preparation of the gifts or 

assist him when he receives the gifts from the people, wash the hands of the priest, assist the priest celebrant and 

deacon as necessary. When appropriate, a server may also ring a bell as a signal to the faithful.  

 

However, the preparation of the altar, that is, arranging the corporal(s) and vessels, is properly the task of the 

deacon when present. In his absence, the instituted acolyte takes this role. In the absence of both, a server may assist 

in this regard. See Diocesan Policy §IV-220: Policies Relating to the Liturgical Ministry of the Deacon. 

 

Servers may not distribute Holy Communion unless they have been mandated for this function by the bishop. Even 

if so mandated, they would normally not do so at a Mass where they are functioning as an altar server. Usually, only 

an instituted acolyte would carry out both duties. 
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DIOCESE OF DAVENPORT 
 

PARTICULAR LEGISLATION 
 

Particular legislation was promulgated at the conclusion of the diocesan synod of 1986.  
Since that time, certain of that legislation has been derogated (changed) or abrogated 
(repealed) by the diocesan bishop.   
 
The legislation that follows is a restatement of that synodal legislation incorporating the 
derogations and abrogations made since the conclusion of the Synod.  This legislation 
has been promulgated in various statements but is by the fact of this publication 
promulgated under the same conditions of promulgation made in the synodal decree. 
 
Canonical references are made where appropriate, indicating where explication by 
particular legislation is either required or authorized.  References are also made, in 
some instances, to the Commission documents of the Synod of 1986.  Numbers marked 
with * have been changed. 
 
1*. There is established for the Diocese a Diocesan Pastoral Council and it shall 

operate according to its constitution and its agenda proposed by the diocesan 
bishop.  (Canons 511-514) 

 
2. There is established in the Diocese a Diocesan Finance Council and it shall 

operate according to the norms of the Revised Code of Canon Law and its 
agenda shall be the matters proposed to it by the law itself and by the diocesan 
bishop, including the annual review and approval of the diocesan budget.  
(Canons 492-494) 

 
3. There is established in the Diocese a Presbyteral Council and it shall operate 

according to the norms of the Revised Code of Canon Law, its constitution and 
by-laws, and consider matters proposed to it by the law itself, by the diocesan 
bishop, and by its executive committee.   (Canons 495-502) 

 
4. There is established in the Diocese a Deacons Council and it shall operate 

according to its constitution. 
 
5. Abrogated  

 
6*. There is established in the Diocese a Diocesan Board of Education and it shall 

operate according to its constitution. 
 
7*. The Diocesan Curia shall be established according to the norms of law and its 

organization and programs shall be reviewed annually.  (Canon 469ff) 
 

8. The Tribunal of the Diocese is established according to the norms of the Revised 
Code of Canon Law, Book VII.  Investigation concerning freedom to marry when 
there has been at least the appearance of marriage, even according only to civil 
law, shall be initiated by submission to the Tribunal of the form “Preliminary 
Information for Initiating a Marriage Case”, and the investigation or adjudication 
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shall be conducted according to the norms of law and the praxis of the Holy See 
and the Diocese of Davenport. 

 
9. There is established in the Diocese Due Process Procedures for the conciliation 

and arbitration of administrative disputes. 
 
10. There is established in the Diocese a Priests’ Personnel Board that shall operate 

according to its regular practices approved by the diocesan bishop, and its 
agenda shall be determined by the diocesan bishop. 

 
11. There is established in the Diocese a Priests’ Aid Society and it shall be 

governed by its constitution.  (Canon 281, §2) 
 

12*. Abrogated 
 

13*. Abrogated 
 

14* The Diocese shall provide an Institute and two additional overnight gatherings 
which all priests of the diocese are to attend and to which deacons are to be 
invited, and an annual retreat.  Other opportunities for continuing education shall 
be provided as deemed appropriate and opportune.  (Canons 276, 4°; 279) 

 
15*. The continuing education and formation of individual priests will be provided and 

promoted according to guidelines approved by the Presbyteral Council and in 
specific cases with the approval of the Priests’ Personnel Board and the 
diocesan bishop. 

 
16*. There is established in the Diocese an Office for the (Permanent) Diaconate that 

shall have a director appointed by the diocesan bishop.  The director of this office 
shall operate according to the guidelines for the diaconate and mandates of the 
diocesan bishop. 

 
17. There is established in the Diocese the position of Vocation Director who is 

appointed by the diocesan bishop.  His responsibilities include the following: 
 1) Director of vocation awareness for ordained ministry and religious life 
 2) Director of application, screening and placement of seminarians 
 3) Director of seminarians  
 
18*. There is established in the Diocese a Priestly Vocation Board which shall be 

guided by its mission statement and consider those matters presented to it by the 
Vocation Director, the Rector of St. Ambrose Seminary, and the diocesan bishop.  
(Cf. NCCB “Program of Priestly Formation”) 

 
19* There is established in the Diocese a Liturgical Commission and it shall operate 

according to its constitution and its agenda shall be determined by its bylaws, its 
chairperson, and by the diocesan bishop.  (Canon 838, §s 1 & 4) 

 
20*. There is established in the Diocese a Building Commission and it shall operate 

according to its constitution and consider those matters presented to it by the 
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diocesan bishop. (Canon 1216)  This Commission shall work with the Liturgy 
Commission to ensure that current liturgical norms are applied when there is 
renovation or new building of liturgical and worship areas.   

 
21*. Abrogated 
 
22*. Abrogated 
 
23*. Abrogated 

 
24*. The Diocese shall continue its present method of funding its operational costs, 

referred to as the Annual Diocesan Appeal.  The formula for determining parish 
goals may be revised from time to time at the request of the Presbyteral Council.  

 
25*. Each parish of the Diocese shall have a Parish Pastoral Council, the organization 

of which shall be in accordance with the norms established by the diocesan 
bishop.  (Canon 536, §1) 

 
26. Each parish of the Diocese shall have a Finance Council according to the norms 

of Canon 537 of the Revised Code of Canon Law and the following norms: 
1) Its membership shall be the pastor and at least two lay persons appointed 

by him. 
2) Shall be independent of any other parish group, though membership may 

be co-existent with other groups. 
3) Shall be stable, that is, its membership shall be for at least three years 

and may be re-appointed. 
 

27*. Abrogated 
 
28. “Although another person may have performed some parochial function, that 

person is to put the offerings received from the Christian faithful on that occasion 
into the parish account, unless it is obvious that such would be contrary to the will 
of the donor in the case of voluntary offerings; after he has listened to the 
Presbyteral Council, the diocesan bishop is competent to issue regulations which 
provide for the allocation of these offerings and the remuneration of clerics who 
fulfill the same function.”  (Canon 531) 

 
In conjunction with Canons 281, 282, and 848 the above is interpreted to mean 
that all stole fees are to go the parish fund, or to a fund within the parish 
designated by the diocesan bishop.  Set fees or solicited offerings belong to the 
parish.  Voluntary offerings are to be interpreted in the individual case. 

 
A listing of the salary and benefit scale for priests of the Diocese of Davenport 
appears in the appendices. 

 
29. A clustering of parishes shall share in the costs, including salary, assessments, 

and living expenses of the pastor. 
1) Where such an arrangement presently exists, the custom of division is to 

be maintained. 
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2) In new cases, the parishes involved are to arrive at a division that is to be 
approved by the diocesan bishop. 

 
30. A parish, or clustering of parishes with one pastor, shall maintain a rectory and 

shall furnish same with basic living necessities, including furniture, linens, 
utensils, even if at some times these shall be in storage.  (Canon 533, §1) 

 
31. Each parish is to make arrangements for the regular maintenance and operation 

of the parish for those times when the pastor is absent or the parish is vacant.  
This shall generally be the task of the lay directors. 

 
32. Each parish or diocesan institution is to have formal approval by corporate 

resolution of its Board of Directors for the entering of contracts, borrowing of 
money, purchase or sale of property, encumbrance of property by lease or 
mortgage, or the expenditure of parish funds in excess of $5,000.  (Canons 1290 
and 1291) 

 
33.* Abrogated  
 
34*. Non-clerical pastoral associates shall be compensated according to individual 

agreement; agreements for religious shall be according to the policy of the 
Province of Iowa determined by them and approved by the diocesan bishop.  

 
35. Each parish of the Diocese shall evaluate its mission, goals and objectives on a 

yearly basis.  
 
36. Each parish of the Diocese shall remove all barriers to physical access and 

participation in parish activities.   
 
37. Each parish of the Diocese shall provide, encourage or participate in an 

ecumenical service once a year.   
 
38. Each parish of the Diocese shall have in its service a certified religious education 

director.  (Canon 776) 
 
39. Each parish of the Diocese shall have a program for the instruction of parents at 

the time of the baptism of at least their first child.   
 
40. Each parish of the Diocese shall have special religious education programs for 

the reception of the Sacraments of First Penance, First Holy Communion, and 
Confirmation.  (Canons 777, 1°, 2°; 889, §2; 890; 913; 914) 

 
41*. Each parish of the Diocese shall provide religious education programs, K through 

12, under the supervision of the Director of the Office of Faith Formation.   
 
42. The Diocese shall provide special resources for the religious education and 

sacramental preparation of those with learning disabilities.  (Canon 774, 4°) 
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43. Each parish and diocesan institution shall pay, according to the amount 
determined by the diocesan bishop, fees and charges for the priest’s annual 
retreat, priests’ institute, and clergy overnights.  (Canons 276, 4°; 279, §2) 

 
§1 The parish or diocesan institution shall pay these same costs as they apply to 
permanent deacons. 

 
44. A parish or diocesan institution shall pay a percentage of the special continuing 

education costs assessed to it for an individual priest on assignment to that 
parish or institution, provided the priest shall return to that same parish or 
institution for active ministry. 

 
45. A priest may be absent from the parish or institution he serves for, at the most, 

one continuous or interrupted month.  The days he spends on retreat are not to 
be computed in his vacation days.  (Cf. Canon 533, §2)  Each parish shall 
acknowledge and foster the need for support and sufficient personal time for 
parish leaders by entitling and encouraging parish leaders to take personal time 
off weekly.   

 
46. Each parish in the Diocese shall insure sufficient time for orderly, planned 

change in matters affecting parish life.   
 
47. Each parish and diocesan institution shall yearly pay the assessment for medical 

insurance and priests’ retirement benefits according to the policy of the Priests’ 
Aid Society of the Diocese of Davenport.  (Canon 281, §2) 

 
48. Each parish of the Diocese shall submit to the Chancery by January 31 of each 

year an annual statistical report of the activities of the parish according to the 
form supplied by the ordinary.  (Canons 486; 491) 

 
49. Each parish of the Diocese shall submit to the Chancery by January 31 of each 

year a complete and exact register of all baptisms, confirmations, marriages, and 
death which have occurred in the parish in the preceding year according to the 
form supplied by the ordinary.  (Canon 535, §1) 

 
50. Each parish of the Diocese, shall report to the Chancery the names and 

addresses of its lay directors, and the officers of the councils and committees 
according to the form supplied by the Chancery. 

 
51. Each parish of the Diocese shall provide to each household registered with that 

parish a subscription to The Catholic Messenger, shall make an annual 
subscription drive for The Catholic Messenger on the last Sunday of January, 
and shall pay to The Catholic Messenger through the Diocese the full cost of all 
subscriptions for that parish.  (Canon 822) 

 
52. Each parish of the Diocese shall take up the special collections approved for the 

universal Church, for the United States, or for the Diocese with the approval of 
the diocesan bishop and shall remit the proceeds from each collection to the 
Diocese within one month for the time each appeal is made. 
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53*. Each entity of the Diocese shall be insured for property, casualty, liability, and 

directors’ and officers’ liability, and workers compensation insurance by the 
program provided by the Diocese. 

  
54. Each parish of the Diocese shall make an annual accounting of its assets and 

liabilities to the ordinary. 
1) This report shall be made according to the form supplied and within two 

months of the close of the fiscal year. 
2) This report shall be signed by the pastor and two members of the parish 

Finance Council of the parish lay directors. 
3) This report shall be available to the members of the parish. 
 

55.  
 
56.  
 
57. The norm of welcoming individuals into the Catholic community is the Rite of 

Christian Initiation of Adults.   
 
58. “Outside a case of necessity, the proper place for baptism is a church or oratory.  

As a rule adults are to be baptized in their own parish church and infants in the 
parish church proper to their parents, unless a just cause suggests otherwise.”  
(Canon 857, §1 & §2)  “Outside the case of necessity, baptism is not to be 
conferred in private homes, unless the local ordinary has permitted this for a 
grave cause.”  (Canon 860, §1)  These Canons are to be interpreted strictly. 

 
59. “Baptism is not to be celebrated in hospitals unless the diocesan bishop has 

decreed otherwise, except in case of necessity or some other compelling 
pastoral reason.”  (Canon 860, §2)  This Canon stands as stated. 

 
60. When baptism is administered in a hospital or institution according to the norms 

of Canon 860, §2 of the Revised Code of Canon Law, a record of the baptism, 
and confirmation if administered, is to be kept at that hospital or institution.  The 
chaplain or priest having primary care of that hospital or institution shall be 
responsible for keeping this record.  The record shall be made in a register book 
designated for that purpose. 

 
§1.  In addition, the chaplain or priest having primary care of this hospital or 
institution shall notify the parish in which that hospital or institution is located and 
the fact of that baptism and confirmation shall be entered into the parish register 
and that entry shall be considered the primary register of the fact of the 
administration of these sacraments. 

 
61. “The sacrament of confirmation is to be conferred on the faithful at about the age 

of discretion unless the conference of bishops determines another age or there is 
danger of death (periculum mortis) or in the judgment of the minister a grave 
cause urges otherwise.”  (Canon 891) 
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§1  In the Diocese of Davenport the usual age for confirmation is from thirteen 
through sixteen years old. 
 
§2  In the danger of death even one who has not reached the use of reason is to 
be confirmed, even an infant.  (Cf. Canon 883, §3) 

 
62. In accord with the provisions of Canon 895 of the Revised Code of Canon Law, 

the names of those confirmed, the minister, the parents, the sponsors and the 
place and date of confirmation are to be recorded in the confirmation register of 
the parish in which the confirmation is received and kept in the parochial archive. 

 
63. “If they can do so without serious inconvenience, Catholics who have not yet 

received the sacrament of confirmation are to receive it before being admitted to 
marriage."” (Canon 1065, §1)  Pastors who have a particular obligation in this 
regard, are to note that this is a grave matter, and not simply one of convenience 
either to themselves or to the one who is to receive the sacrament. 

 
64. The number of Sunday and anticipatory Saturday Masses shall be limited to 

ensure the quality of worship, being sensitive to the size and needs of the parish.   
 
65. The Blessed Eucharist should be carried in an appropriate vessel (pyx usually).  

It should not be retained on the person beyond the time needed to visit the sick 
person.  Persons authorized to carry the Blessed Sacrament to the sick and 
homebound should so arrange things that they do not delay, but visit the person 
soon after obtaining the Blessed Sacrament.  The pastor of the parish is to be 
notified beforehand – or at least his permission presumed.  (CF. Canon 935) 

 
66. “The person who has charge of the church or oratory is to see to it that the key of 

the tabernacle in which the Most Holy Eucharist is reserved is safeguarded most 
diligently.”  (Canon 938, §5) 

 
67. “A person who has received the Most Holy Eucharist may receive it again on the 

same day only during the celebration of the Eucharist in which the person 
participates, with due regard for the prescription of Canon 921, §2 (danger of 
death).”  (Canon 917) 

 
68. “A priest who celebrates Mass more than once on the same day may apply the 

individual Mass for the intention for which the offering is made, but with the law 
that, except on Christmas, he may retain the offering for only one Mass, giving 
the other offerings to purposes prescribed by the ordinary, except for some 
recompense by reason of an extrinsic title.”  (Canon 951, §1) 

 
“A priest who concelebrates a second Mass on the same day may not take an 
offering for it under any title.”  (Canon 951, §2) 

 
The above canon gives by law what has been given by indult.  In summary, the 
discipline, which is most strict, is thus: 
1) A priest may retain for himself only one Mass stipend per day. 
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2) When any stipend has been offered and accepted, a Mass must be 
offered for that stipend. 

3) A pastor, on Sundays and holy days, may retain a stipend for himself 
provided that the obligatory Mass pro-populo has been fulfilled. 

4) When a priest has offered a Mass to which a stipend is attached and he is 
not able to retain that stipend for himself, the stipend must be sent to the 
diocesan bishop. For our diocese this money shall be applied to the 
seminary fund. 

 
69. Respecting all the provisions of Canon 952, §1 and §2 of the Revised Code of 

Canon Law, the established usual stipend for the celebration of Mass is five 
dollars ($5.00) with no distinction regarding music, publication or announcement. 

 
70. “The communal celebration of the anointing of the sick for many of the sick at the 

same time who are duly prepared and rightly disposed can be performed.”  
(Canon 1002)   

 
“The anointing of the sick can be administered to a member of the faithful who, 
after having reached the use of reason, begins to be in danger due to sickness or 
old age.”  (Canon 1004)  For the Diocese of Davenport, old age is considered the 
beginning of the sixtieth year. 

 
71. Those Christian faithful anticipating marriage shall be prepared for this 

sacrament according to the norms of Canon 1063, and in the Diocese of 
Davenport shall: 
1) Begin a period of preparation at least three months prior to the celebration 

of the marriage by contacting one of the proper pastors of the couple; 
(Canon 530; 1063-1072) 

2) Participate in one of the approved diocesan marriage preparation 
programs;  

3) Participate in a form of pre-marital inventory; 
4) Meet with their proper pastor prior to the marriage concerning marriage 

and its liturgical celebration. 
 
72. “Without the express permission of the competent authority, marriage is 

forbidden between two baptized persons, one of whom was baptized in the 
Catholic Church or received into it after baptism and has not left it by a formal act 
(joining another church; formally withdrawing from the Catholic Church by 
document or before witnesses), and the other of whom is a member of a church 
or ecclesial community which is not in full communion with the Catholic Church.” 
(Canon 1124) 

 
This is a statement of the Canon itself that remains in force as stated.  
Competent authority is according to past practice. 

 
73*. Respecting the provisions of Canon 1118, §3, only a church with an active 

congregation is a suitable place for marriage unless the local ordinary expressly 
decrees otherwise.  
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74. “All persons who have completed their fourteenth year are bound by the law of 
abstinence; all adults are bound by the law of fast up to the beginning of their 
sixtieth year.  Nevertheless, pastors and parents are to see to it that minors who 
are not bound by the law of fast and abstinence are educated in an authentic 
sense of penance.”  (Canon 1252) 

 
“It is for the conference of bishops to determine more precisely the observance of 
fast and abstinence and to substitute in whole or in part for fast and abstinence 
other forms of penance, especially works of charity and exercises of piety.”  
(Canon 1253) 

 
The November 18, 1966 norms of the N.C.C.B. interpreting norms II and IV of 
Poenitemini (February 17, 1966), which is a prior statement of the laws of the 
Revised Code, are particular law not contrary to the Code and present discipline 
remains in effect. 

 
75. Priests of the Diocese are to make a will within six months of ordination and a 

copy, even sealed, is to be on file at the Chancery.  (Canon 1299) 
 
76. Priests of the Diocese are encouraged to make funeral arrangements even prior 

to any sickness.  The Chancery is to provide forms to aid in making such 
arrangements.  (Canon 1177, §2) 

 
77. Each priest of the Diocese is to keep an accurate inventory of their personal 

property to distinguish it from that belonging to the parish or institution at which 
they have residence.  Property not found on this list shall be considered the 
property of the parish or institution where the priest resides, unless the items are 
obviously personal. 
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§II-5000 POLICIES RELATING TO PARISH LIFE COORDINATOR 
 

Introduction 
 

In those parishes with a parish life coordinator, this policy supersedes the applicable sections in Parish Councils and 

Parish Finance Councils in the Diocese of Davenport, policies §I-1800 and §V-2000 exclusive. 

 
The role of the parish life coordinator exists solely because of the shortage of priests.  It is an extraordinary position that 

must constantly promote the vocation of the priest in order that a pastor might be found who is “the proper shepherd of the 

parish entrusted to him, exercising pastoral care in the community entrusted to him under the authority of the diocesan 

bishop in whose ministry of Christ he has been called to share.” (c.519) 

 

If a parish cannot be assigned a pastor in residence, canon law allows for the naming of one pastor for more than one 

parish (c. 526); for a community of priests to care for a group of parishes with one priest as a moderator (c. 517 §1); and 

for a deacon, lay person or group to participate in the exercise of pastoral care of a parish under the supervision of a priest 

moderator (c. 517 §2):  

 

If, because of a lack of priests, the diocesan bishop has decided that participation in the exercise of the pastoral 

care of a parish is to be entrusted to a deacon, to another person who is not a priest, or to a community of persons, 

he is to appoint some priest who, provided with the powers and faculties of a pastor, is to direct the pastoral care. 

 

The decision by the bishop to assign a parish life coordinator to a parish is a last resort when other solutions for the 

pastoral care of the parish are not possible.  This addresses the rights of the parishioners: “The Christian faithful have the 

right to receive assistance from the sacred pastors out of the spiritual goods of the Church, especially the word of God and 

the sacraments.” (c. 213) 

 

If the decision is made by the bishop to assign a parish life coordinator, the assignment of a competent deacon to this role 

is preferred:   

 

Where permanent deacons participate in the pastoral care of parishes which do not, because of a shortage, have the 

immediate benefit of a parish priest, they always have precedence over the non-ordained faithful.  In such cases, it 

is necessary to specify that the moderator of the parish is a priest and that he is its proper pastor.  To him alone has 

been entrusted the cura animarum, in which he is assisted by the deacon. (DMLPD, 41) 

 

(The) primary distinction lies between the ministry of the lay faithful and the ministry of the ordained, which is a 

special apostolic calling.  Both are rooted in the sacramental initiation, but the pastoral ministry of the ordained is 

empowered in a unique and essential way by the sacrament of holy orders. (CVL, 20) 
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§II-5001 Definitions 

 

 

 

§II-5002 Appointment of Priest Moderators, Parish Life Coordinators and Sacramental Ministers 

 

 

Procedures 

In making this determination and appointment, the bishop will be advised as needed by the parish council and the 

Diocesan Priests’ Personnel Board. The appropriate dean will be consulted. 

 

 

§II-5002.1 Priest Moderator 

 

 

 

 

 

 

 

 

 

 

II-5002 Policy  
When the bishop determines that the pastoral needs of a particular area or parish require it, he will appoint a priest 

moderator, a parish life coordinator, and if applicable, a sacramental minister. 

II-5001 Policy 

Parish Life Coordinator - a qualified deacon or lay person entrusted with a participation in the exercise of the pastoral 

care of a parish where there is no pastor.  The parish life coordinator is directly supervised by the priest moderator.  

The role of the parish life coordinator is distinct from a pastoral associate whose role in the pastoral care of a parish is 

more limited and who does not receive faculties or mandates associated with the position of a parish life coordinator. 

 

Priest Moderator - the priest moderator is the supervisor of the parish life coordinator in the pastoral care of the parish. 

While he may mandate various specific duties to the parish life coordinator and other parish ministers when appropriate 

and permitted by canon law, the priest moderator cannot delegate his general responsibilities and thus ultimately remains 

responsible for the performance of these functions. 

 

Sacramental Minister - a priest or deacon who provides the sacraments in a parish where there is a parish life 

coordinator. The sacramental minister is appointed by the bishop.  If the priest moderator and sacramental minister are 

separate individuals, he is accountable to the priest moderator and collaborates with the parish life coordinator who 

coordinates the day-to-day activities of a parish.   

II-5002.1 Policy  
If the diocesan bishop should decide that due to the unavailability of a priest the pastoral care of a parish is to be 

entrusted to a qualified deacon, to a qualified lay person or to a community of persons, he is to appoint some priest 

endowed with the powers and faculties of a pastor to supervise the pastoral care. (c. 517 §2 paraphrased) 
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§II-5002.2 Parish Life Coordinator 

 

 

 

§II-5002.3 Sacramental Minister 
 

 

Procedures 

The priest who serves as a sacramental minister may be a priest in residence at the parish but have another full-time 

assignment or be the pastor of another parish.  If the parish does not have a deacon assigned to it for diaconal ministry 

in general, a deacon from a neighboring parish or the deanery may be assigned to assist the sacramental minister or priest 

moderator. 

 

Depending on the circumstances, the priest moderator may provide for the liturgical needs of the parish, or the bishop 

may assign another priest and/or a deacon as a sacramental minister.  Deacons are assigned by the bishop for ministry 

in the Diocese.  Four scenarios are given below as examples of what this might look like: 

 

Scenario 1: - Solo 

The priest moderator takes care of all the liturgical needs of the parish.  A sacramental minister is not needed. 

 

Scenario 2: - Priest moderator and sacramental minister (priest) 

The priest moderator provides for some but not all of the sacraments that can only be provided by a priest.  The 

bishop assigns a priest to assist him as a sacramental minister. 

 

Scenario 3: - Priest moderator and sacramental minister (deacon) 

The priest moderator provides for all the sacraments that can only be provided for by a priest, but a deacon is 

assigned for the sacraments outside of Mass. 

 

  

II-5002.2 Policy  
In the Diocese of Davenport, the ministry of parish life coordinator is established whereby a qualified deacon or non-

ordained person is entrusted by the bishop with a participation in the exercise of the day-to-day pastoral care and 

administration of a parish where there is no pastor or parochial administrator. The parish life coordinator has the duty 

to empower the people of the parish to assist in carrying out the mission of the Church.  The parish life coordinator is 

an ex-officio voting member of the parish council, the parish finance council and the corporate board.  In this case the 

Articles of Incorporation of this parish, specifically Article V, needs to be restated and amended. 

II-5002.3 Policy  
When the priest moderator cannot provide for all or some of the sacramental needs of the parish, another priest and/or 

deacon may be assigned by the bishop to meet those needs.  A deacon may be assigned for the specific purpose of 

providing the sacraments and liturgical leadership according to the order of the diaconate and the faculties granted to 

him by the bishop. The parish life coordinator in consultation with the priest moderator will arrange for the provision 

of sacramental and other pastoral services as needed in administering the day-to-day pastoral care of the parish. 

Deacons who are appointed as parish life coordinators shall discharge the duties that are proper to the diaconate, in 

order to preserve the integrity of diaconal ministry and according to their ministerial assignment by the bishop (c. 528 

§2). (see The National Directory for the Formation, Ministry, and Life of Permanent Deacons in the United States, 

#48) 



§II-5000 POLICIES RELATING TO PARISH LIFE COORDINATOR  

6 

Scenario 4: - Sacramental minister (priest and deacon) 

A priest is assigned as a sacramental minister to provide for all the sacraments that can only be provided by a 

priest.  In addition, a deacon is assigned for the sacraments outside of Mass. 

 

 

§II-5003 Installation of the Parish Life Coordinator 

 
The liturgy for the installation of a parish life coordinator can be found in Appendix F. 

 

 

§II-5004 Transition Team  

 

 
Procedures 
The diocesan transition team consists of appropriate diocesan staff who are assigned by the local ordinary. 

 

 

§II-5005 Accountability  

Procedures 

The evaluation process is conducted by the priest moderator annually.  An ongoing, mutually collaborative 

process of feedback should exist between the priest moderator and the parish life coordinator. 

 

 

  

II-5005 Policy  
The priest moderator is accountable to the bishop. The parish life coordinator is accountable to the priest moderator. 

The parish life coordinator is supervised by the priest moderator and regularly reports to him on all facets of the life 

of the parish.  The sacramental minister is accountable to the priest moderator. The parish life coordinator shall take 

part in an evaluation process on an annual basis. 

 

The priest moderator is to supervise the pastoral care of the parish with the assistance of the parish life coordinator.  

(c. 517 §2) 

 

The parish life coordinator may represent the parish community (practically, even if not juridically) and is involved 

in ecumenical, area, cluster, deanery and diocesan networks of pastors according to the discretion of the priest 

moderator and by means of the faculties and mandates granted. 

II-5004 Policy 
When circumstances require it, the Diocese will provide guidance to the parish through the services and ministries of 

the diocesan transition team.  
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§II-5006 Term of Office 
 

 

 

§II-5007 Diocesan Requirements and Certification 

 
Procedures 

a) The criteria for eligibility for this position are given in the National Standards for Lay Ecclesial Ministers, which 

is available from the National Association for Lay Ministers.  First consideration is given to applicants who have 

completed a college graduate level course of study comparable to a Master’s degree in pastoral ministry, theology, 

scripture, liturgy or a closely related field of religious study.  Candidates who are in the process of completing this 

requirement may be considered.   

b) Exception to any of the above is determined on an individual basis by the bishop. 

 

 

§II-5008 Job Descriptions 

 
Procedures 

The job descriptions of the priest moderator, parish life coordinator and sacramental minister are included in Appendix 

A. 
 

 

§II-5009 Faculties and Mandates 

 
Faculties are considered in terms of the teaching, sanctifying and ruling offices (munera) of the Church and are given by 

the law itself (a iure) or by delegation (ab homine).  In general, faculties by law relate to the teaching and sanctifying offices.  

If given by the law, faculties are received through ordination (true faculties from ecclesiastical law or through divine law) 

as “powers” (potestas).  Faculties are also given through an office or apart from an office (e.g., in danger of death).  

Faculties by delegation relate to the ruling office, which may be general or special.  General delegations may be for an 

indeterminate or determinate period of time. 

 

As a general rule, clerics who have the power to celebrate a sacrament have the faculty to celebrate that sacrament.  The 

two exceptions are Confirmation and Reconciliation, in which case a priest must have the specific faculty given either by 

office or by danger of death. 

 

II-5006 Policy  
A parish life coordinator is appointed by the bishop. The bishop has sole authority to terminate the appointment of 

the parish life coordinator. 

II-5007 Policy  
To be considered for appointment as a parish life coordinator, a person must meet diocesan requirements for this 

ministry.  A process of discernment by the applicant and the Church must take place before the bishop appoints an 

applicant to a parish life coordinator position. 

II-5008 Policy  
The job descriptions for priest moderator, parish life coordinator and sacramental minister are determined by the 

bishop. 
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As a general rule, faculties related to the teaching and sanctifying offices cannot be delegated or sub-delegated.  Marriage 

is the exception.  Only the bishop has the power to delegate by law.  The bishop may delegate his power to delegate.  Whether 

that power is in general or in specific cases must be specified.  Delegations and sub-delegations may not be further sub-

delegated, unless that option is specifically included in the first delegation.  Delegations and sub-delegations are to be in 

writing. 

 

 
Procedures 

The following documents are included in Appendix C: 

a) Faculties that may be given to the deacon parish life coordinator by the bishop 

b) Mandates that may be given to the deacon parish life coordinator by the priest moderator 

c) Faculties that may be given to the lay parish life coordinator by the bishop 

d) Mandates that may be given to the lay parish life coordinator by the priest moderator 

 

 

§II-5010 Liturgical Guidelines 

 
Procedures 

The liturgical guidelines for lay parish life coordinators are given in Appendix D. 

 

 

§II-5011 Salary and Benefits 

 

 
Procedures 

Remuneration and benefits are included in Appendix B and in the “Compensation for Clergy in the Diocese of 

Davenport.”  Current salary ranges are provided by the Diocesan human resources coordinator. 

 

II-5011 Policy  
Salary, remuneration and benefits for a parish life coordinator, sacramental minister and priest moderator will be 

established by the bishop as part of the compensation policies published by the Diocese.  (cc. 231.1, 231.2, 281.1, 

281.2, 281.3) 

II-5009 Policy  
Faculties to the parish life coordinator are given by the bishop. Because deacons are already assigned certain faculties 

by virtue of ordination, the additional faculties received on appointment as a parish life coordinator will of necessity 

differ from those granted to a lay parish life coordinator. 

 

The priest moderator has the ordinary powers and faculties that accompany the office of pastor. Some of these, in turn, 

are mandated by the priest moderator to the parish life coordinator in order to allow the parish life coordinator to enjoy 

the legal competence to fulfill his or her duties within those areas. The mandate is a sharing in the priest moderator’s 

authority, not a faculty that the parish life coordinator exercises in his or her own right. Therefore, the faculties from the 

bishop and the mandates from the priest moderator are given in separate documents.  Faculties given by the bishop and 

mandates given by the priest moderator are given according to the needs of the parish as determined by the bishop and 

priest moderator. 

II-5010 Policy  

Liturgical guidelines for lay parish life coordinators will be established by the Diocesan director of liturgy. 
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§II-5012 Periodic Review 

 

Procedures 

a) Review of the policy is to be determined by the vicar general or his delegate. 

b) Results of review will be reported to the bishop. 

 

 

  

II-5012 Policy  
It will be the responsibility of the vicar general to provide for a periodic review of the parish life coordinator position 

policies. 
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APPENDIX A: JOB DESCRIPTIONS  

 

I. Priest Moderator  

 

Reports to: Bishop or his delegate 

 

II. Primary Function  

“If the diocesan bishop should decide that due to a dearth of priests a participation in the exercise of the pastoral care 

of a parish is to be entrusted to a deacon or to some other person who is not a priest or to a community of persons, he 

is to appoint some priest endowed with the powers and faculties of a pastor to supervise the pastoral care” (c. 517 §2). 

The priest “provided with the powers and faculties of a pastor” shall be referred to as the priest moderator.  

 

III. Position Content 

A. Major Position Responsibilities and Regular Activities 

1. General 

a) The priest moderator is to have a deep understanding of the nature of collaborative ministry. It is essential 

that he understand the baptismal call of every Christian to ministry and is solidly rooted in Vatican II 

theology and the liturgical reform.  

b) The priest moderator is to “direct the pastoral care” of the parish and is therefore the person to whom the 

parish life coordinator is directly accountable.  

Specifically this would include: 

i. Assisting in the establishment and development of ministerial goals and plans for the parish life 

coordinator. 

ii. Evaluating the work of the parish life coordinator in terms of these goals and plans. 

iii. Providing pastoral support to the parish life coordinator. 

iv. Meeting with the parish life coordinator regularly in order to learn more about the life of the 

parish. 

c) Conflicts between the parish life coordinator and the priest moderator that cannot be resolved shall be 

referred to the bishop or his delegate. 

 

2. Administration 

a) “In all juridic affairs the pastor represents the parish according to the norm of law” (c. 532). Therefore, 

this responsibility falls to the priest moderator.   

b) The priest moderator abides by diocesan guidelines and policies in all that pertains to parish pastoral 

administration, including the mandates that he grants to the parish life coordinator. 

c) The priest moderator is to work collaboratively with parish staff and parish committees, as appropriate. 

d) If the priest moderator grants a mandate to the parish life coordinator to preside at meetings of the parish 

finance council and pastoral council, he is not obligated to regular attendance at these meetings.  

 

3. Diocese 

a) The priest moderator is expected to familiarize himself with all diocesan policies, handbooks and 

procedures to assure just practices, and to make every effort to support the mission statement of the 

Diocese. 

b) The priest moderator attends regional meetings and participates in priestly activities according to diocesan 

practice. “He is to cooperate with his own bishop and the presbyterium of the Diocese also working so that 

the faithful have concern for parochial communion.” (c. 529) 

 

IV. Position Specifications/Requirements 

A. Skills, Knowledge and/or Abilities 

1. He must be in the sacred order of the presbyterate. 

2. Moreover, he is to possess those qualities that are required by universal or particular law to care for the parish in 

question. 
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3. Since he has the “powers and faculties of a pastor” (c. 517 §2), his suitability must be evident by some means 

determined by the diocesan bishop (c. 521). 

4. He must be in general good health.  

5. He must have the ability to organize, to work collaboratively, to facilitate, to communicate, and to delegate—all 

in a spirit of collegiality and subsidiarity. 

6. He must be committed to personal and professional growth. 

 

B. Education, Training and/or Experience 

1. Experience in pastoral care and administration. 

2. Experience in collaborative ministry.  

 

V. Salary, Remuneration and Benefits 

 

Remuneration and benefits are included in Appendix B and in the “Remuneration for Clergy in the Diocese of 

Davenport.”   
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I Parish Life Coordinator 

 

Reports to: Priest Moderator  

 

II. Primary Function  

“If the diocesan bishop should decide that due to a dearth of priests a participation in the exercise of the pastoral care 

of a parish is to be entrusted to a deacon or to some other person who is not a priest or to a community of persons, he 

is to appoint some priest endowed with the powers and faculties of a pastor to supervise the pastoral care” (c. 517 §2).  

The deacon or lay person(s) entrusted with assisting the priest moderator in the pastoral and administrative care of a 

parish shall be referred to as the parish life coordinator. 

 

III. Position Content 

A. Major Position Responsibilities and Regular Activities 

1. Pastoral Responsibilities 

a) Nurturing a sense of community within the parish and fostering an atmosphere in which the free and 

generous sharing of gifts given for the good of the community is a priority. 

b) Participating in the liturgical life of the community and providing liturgical leadership in accord with 

Diocesan policies governing the role of the parish life coordinator in liturgy and preaching and in keeping 

with faculties that have been granted. 

c) Encouraging a strong sense of discipleship that expresses itself in outreach to the poor, the elderly, the needy 

and the sick, as well as in other social action and evangelization. 

d) Collaborating with the sacramental minister and/or deacon in preparing for sacraments. 

e) Overseeing the faith formation of children, youth and adults; sacramental preparation (including RCIA); and 

assisting those in the parish seeking the services of the diocesan tribunal. 

f) Facilitating clear, honest and open communication within the parish and between the parish and the Diocese, 

its offices and staff. 

g) Exercising ministry in a spirit of collegiality and subsidiarity. 

h) Relating aspects of parish life to the life and mission of the Universal Church. 

i) Initiating and providing for ecumenical involvement whenever possible. 

j) Being knowledgeable about local resources in order to make appropriate referrals. 

 

2. Administrative responsibilities may include some or all of the following, which may require mandates from the 

priest moderator: 

a) Abiding by diocesan guidelines and policies in all that pertains to parish administration. 

b) Involving parishioners in the administrative functions of the parish. 

c) Familiarizing the parish council and the finance council with their respective administrative roles and 

evaluating their performance in these roles. 

d) Submitting reports, respecting deadlines established by the Diocese. 

e) Keeping accurate records, particularly insofar as these reflect the sacramental life of the parish. 

f) Presiding at meetings within the parish as required by the priest moderator (mandate may be required). 

g) Exercising stewardship of parish finances and properties, and helping to foster a sense of stewardship within 

the parish (mandate may be required). 

h) Overseeing the budget process in collaboration with the priest moderator, parish council and finance council 

in ways consistent with their respective roles. 

i) Overseeing all parish maintenance, repairs and construction (mandate may be required). 

j) Acting in accord with the mandates granted by the priest moderator. 
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3. Diocese 

a) The parish life coordinator is expected to familiarize himself/herself with diocesan policies, handbooks and 

procedures and to support the mission of the Diocese. 

b) The parish life coordinator attends regional meetings and participates in diocesan events. 

 

IV. Position Specifications/Requirements 

A. Skills, Knowledge and/or Abilities 

1. Active, faithful membership in the Roman Catholic Church. 

2. General good health (physical, psychological, spiritual). 

3. Liturgically based spirituality centered on the prayer life of the Church. 

4. Ability to initiate, organize, work collaboratively, facilitate and delegate. 

5. Capacity to maintain confidentiality. 

6. Reasonable familiarity with the area, people and culture. 

7. Commitment to personal and professional growth. 

 

B. Education, Training and/or Experience 

 

The completion of a college graduate level course of study comparable to a Master’s degree in pastoral ministry, 

theology, scripture, liturgy or a closely related field of religious study is preferred. 

 

V. Salary, Remuneration and Benefits 

 

Remuneration and benefits are included in Appendix B.  Current salary ranges are provided by the Diocesan human 

resources coordinator. 
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I. Sacramental Minister 

 

Reports to: Priest Moderator  

 

II. Primary Function  

“If the diocesan bishop should decide that due to a dearth of priests a participation in the exercise of the pastoral care 

of a parish is to be entrusted to a deacon or to some other person who is not a priest or to a community of persons, he 

is to appoint some priest endowed with the powers and faculties of a pastor to supervise the pastoral care” (c. 517 §2). 

The sacramental minister is a priest or deacon who is appointed by the bishop to provide sacramental ministry for a 

parish.  Parish life coordinators who are deacons continue to function according to the faculties received through 

ordination and from the bishop. 

 

III. Position Content 

A. Major Position Responsibilities and Regular Activities 

1. General 

a) The sacramental minister should have a deep understanding of the nature of collaborative ministry. It is 

essential that he understand the baptismal call of every Christian to ministry and is solidly rooted in 

Vatican II theology and the liturgical reform. Therefore, the sacramental minister demonstrates a pastoral 

ability to:  

i. Work collaboratively with the staff. 

ii. Provide spiritual direction and counseling. 

iii. Support and assist the parish life coordinator. 

 

2. Specific 

a) The sacramental minister, in collaboration with the parish life coordinator, provides for the sacramental 

life of the parish.  He celebrates the Mass and the other sacraments and rites as needed. 

b) Through his involvement in the parish, he develops relationships with the people and, where possible, 

through visits to the homebound. He may assume, in dialogue with the parish life coordinator, other duties 

related to his personal gifts. 

c) He may delegate the authority to administer the sacraments according to the faculties given by the bishop. 

Delegations and sub-delegations may not be further sub-delegated, unless that option is specifically 

included in the first delegation.  Delegations and sub-delegations are to be in writing.. He shares this 

responsibility with the priest moderator. 

 

IV. Position Specifications/Requirements 

A. Skills, Knowledge and/or Abilities 

The sacramental minister is a priest or deacon who possesses the ability to collaborate and communicate. 

 

B. Education, Training and/or Experience 

 The sacramental minister must be ordained.  

 

V. Salary, Remuneration and Benefits 

 

Remuneration and benefits are included in Appendix B and in the “Remuneration for Clergy in the Diocese of 

Davenport.”   
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APPENDIX B: SALARIES AND BENEFITS 
 

Note: Compensation for members of religious orders is determined by each order. The current salary ranges are 

available from the Diocesan Human resources coordinator and are based on information from the National Association 

of Church Personnel Administrators Manual. 

 

The completion of a college graduate level course of study comparable to a Master’s degree in pastoral ministry, theology, 

scripture, liturgy or a closely related field of religious study is preferred.  Candidates who are in the process of completing 

this requirement may be considered. 

 

a) Salary doesn’t include: mileage, professional expenses, parish-paid expenses or benefits. 

b) Consideration should be given to parish life coordinators assigned to more than one parish for the added 

responsibilities of administering multiple parishes. 

c) Salary ranges are based on information from the National Association of Church Personnel Administrators Manual. 

 

Reimbursed and Covered Professional Expenses for Parish Life Coordinators 
 

Reimbursed Professional Expenses 

The following details what are and are not expenses available for reimbursement.  Reimbursement is made only after 

incurring the expense.  Receipts must accompany requests for reimbursement.  

 

Mileage  

a) Pay at the current diocesan rate only after documentation 

b) Pay tolls, parking, but not fines 

c) Pay vehicle rental associated with business purposes – rental is separate from personal auto expenses 

d) Business miles should be reimbursed monthly from the mileage log 

 

Professional Expenses 

a) Professional memberships paid personally, but not personal memberships such as country club dues, health club, 

YMCA, etc. 

b) Professional periodicals such as daily scheduler, subscriptions to professional journals/magazines such as Modern 

Liturgy; Church; Today’s Parish, etc; homily helps, etc., but not Readers’ Digest, New York Times, novels, etc. 

c) Professional clothing such as alb, but not other personal clothing worn for non-ritual use.  

d) Retreats, meetings and conferences associated with ministry.   

e) Professional education costs that are associated with ministry, but not classes that are for personal development 

such as personal financial planning.  These would be costs beyond the normal continuing education costs budgeted 

by the parish.  Approval from the priest moderator prior to admission is required. 

f) A personal computer does not qualify for reimbursement. 

g) Dry cleaning of personal clothing does not qualify for reimbursement. 

h) Premium channels on cable TV and personal long distance phone calls do not qualify for reimbursement. 

i) Professional computer software (such as Code of Canon Law, Catechism of the Catholic Church, etc. on CD-

ROM) may be reimbursed. 

j) Certain cellular telephone costs for business use only. 

 

Parish Expenses 

The following details the expenses that are paid by the parish directly: 

a) Catholic newspapers and one secular newspaper such as the local newspaper. 

b) Basic Internet access for computer and other necessary office equipment. 

c) Cleaning of church and other buildings owned by the parish.  

d) Cleaning of parish vestments but not personal clothing. 

e) Hospitality expenses for events such as the bishop’s confirmation dinner, meals for deanery meetings but not 

meals for a personal gathering of friends or associates, teacher appreciation banquet, etc. 



§II-5000 POLICIES RELATING TO PARISH LIFE COORDINATOR  

16 

f) Telephone service – with the exception of personal long distance calls. 

 

Other Benefits: 
a) Health insurance premiums as established in the diocesan plan. 

b) Sick days, holidays, vacations, retreat days, and retirement as established by diocesan plans and policies. 

c) Housing allowance – following IRS policy (see Diocesan Financial Issues, USCCB) 
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APPENDIX C: FACULTIES AND MANDATES 

 
Faculties That May Be Granted by the Bishop for Lay Parish Life Coordinator 

 

Unless otherwise noted, the exercise of all liturgical ministries is to be in accord with diocesan policies regarding the 

participation of parish life coordinators in the liturgy and diocesan policies regarding lay preaching. 

 

These faculties may be used only in the territory of the parish (or within the limits of the pastoral charge). Those marked 

with an “*” may be exercised only in the absence of a cleric. 

 

Ministry of the Word 

 

Liturgies of the Word and Hours* 

You may lead prayer apart from the Eucharistic celebration, including at Liturgies of the Word, penitential celebrations 

that do not include the sacrament of penance, and the Liturgy of the Hours. If you will be absent, you may subdelegate this 

faculty to another suitably instructed lay person (c. 230 §3, 1174 §2; GILH 258). 

 

Sunday Celebrations* 

On Sundays and holy days of obligation, if a deacon is not available, you may lead prayer at Sunday Celebrations in the 

Absence of a Priest according to diocesan policy.  With the permission of the priest moderator, when you are absent or 

impeded, you may appoint a person who has been authorized by me to lead prayer in your place. 

 

Preaching*  

You may preach at all liturgical celebrations at which you may lawfully lead prayer in the parish church. (c. 766; EDM art. 

2). 

 

The Catechumenate and Baptism 

 

Minor Exorcism and Blessings* 

You may celebrate the minor exorcisms of the catechumenate and the blessings of catechumens (OICA 44, 48, 109, 119; 

RCIA 12, 16, 91, 97). 

 

Abbreviated Catechumenate in Exceptional Circumstances 

You may use the abbreviated catechumenate in the exceptional circumstances envisioned in the law, namely, sickness, old 

age, change of residence, long absence for travel, or a depth of Christian conversion and a degree of religious maturity in 

the catechumen. In all other cases, the permission of the diocesan bishop is necessary to use the abbreviated process (c. 

851, 1°; OICA 240, 274; RCIA USA 331-332).  

 

Infant Baptism  

Apart from the danger of death, in individual instances, you may celebrate infant baptism only if a priest or deacon has 

already scheduled the baptism, but he is unable to come and another priest or deacon is not available. 

 

Participation of Christian Minister 

For pastoral reasons, in particular circumstances and at the parents’ request, you may permit a minister of another church 

or ecclesial community to take part in the celebration of baptism by reading a lesson, offering a prayer, or the like as 

permitted by law.  The actual baptism is to be celebrated by the Catholic minister alone (DAPNE 97). 
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Eucharist 

Extraordinary Minister of Holy Communion* 

You may distribute Holy Communion outside Mass to the sick, infirm and aged who cannot come to church. Whenever 

Mass cannot be celebrated on a weekday or Sunday, you may distribute Holy Communion at the Liturgy of the Word or 

the Liturgy of the Hours. You may distribute Holy Communion under either species during Mass when necessary (c. 230 

§3; 910 §2; EDM art. 8). 

 

Exposition of the Eucharist*  

You may expose publicly the Blessed Sacrament for the adoration of the faithful and repose it afterwards (HCWE 91-92; 

c. 943). 

 

Other Acts of Divine Worship 

 

Blessings* 

You may celebrate blessings from the Book of Blessings that are not reserved to a priest or deacon. 

 

Penitential Celebrations* 

In the absence of a deacon you may lead prayer at penitential celebrations when the Sacrament of Penance is not 

celebrated (RP 36-37). 

 

Other Sacramentals* 

You may celebrate the rites for visits to the sick and pray the prayers on the occasion of death (OUI 138, 151; PCS 212, 

221). On Ash Wednesday, you may administer ashes previously blessed by a priest or deacon (BB 1659). You may 

celebrate other sacramentals in accord with canon 1168. 

 

Funeral Liturgy outside Mass*  

You may celebrate the funeral rites of the Church – the vigil, the Funeral Liturgy Outside Mass, and the Rite of Committal 

– for deceased parishioners, including a catechumen, and for non-parishioners, if this was requested by them before death 

or by the person in charge of the funeral arrangements (OCF 14; OE 19; EDM art. 12; c. 1177 §2). 

 

Funerals of Unbaptized Children* 

You may celebrate funeral rites for children who died before baptism, provided the parents had intended to have them 

baptized (c. 1183 §2). 

 

Funeral of Baptized Non-Catholic* 

You may celebrate the Church’s funeral rites for a validly baptized member of another church or ecclesial community, 

provided this would not be contrary to the wishes of the deceased person and provided the minister of the deceased person 

is not available (c. 1183 §2; DAPNE 120). 

 

Funerals outside Mass with Cremated Remains Present* 

You may celebrate the funeral liturgy in the presence of the cremated remains of a deceased person, taking into account 

the circumstances in each case. 
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Select Faculties in Danger of Death 

 

The first faculty is granted by law; the other faculties are granted by delegation. 

 

Baptism*  

You may baptize anyone in danger of death who is not yet validly baptized.  

 

Viaticum* 

You may celebrate the Rite of Viaticum Outside Mass, except the parts reserved to a priest or deacon, with at least the 

presumed permission of the priest moderator, who must be notified afterwards (c. 911 §2; PCS 197-211). You may also 

give Viaticum to a baptized non-Catholic who is in danger of death, in accord with the law (c. 844 §§3-4). 

 

Commendation of the Dying*  

You may celebrate the Rite of Commendation of the Dying (OUI 142; PCS 165, 212-222). 
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Mandates That May Be Granted by the Priest Moderator to the Lay Parish Life Coordinator 
 

Note: Mandates are granted according to the needs of the parish as determined by the priest moderator.  The granting of 

any mandate not described below must be approved by the bishop in writing. 

 

Administration of Temporal Goods 

 

To act in my name as the legal representative of the parish in the administration of the temporal goods of the parish in 

accord with the pertinent laws of Church and State and within the limits of your job description.  In accord with the canons 

I remain the sole legal representative of the parish.  (c. 532; cc. 1281-1288).  Any action requiring the approval of the 

corporate board of the parish must be presented to me in advance. 

 

Pastoral and Finance Councils 

 

To preside in my absence at meetings of the parish pastoral council and finance council (cc. 536, 537). 

 

Decisions 

 

To make decisions necessary for the fulfillment of the duties enumerated in your job description and for implementing an 

approved pastoral plan or project. The more important decisions1, and all decisions adversely affecting the rights of 

persons, including employment decisions, require my prior consent as the priest moderator. If I cannot be reached 

regarding a matter that is urgent, you must contact the vicar general or his delegate. 

 

Record-Keeping 

 

To maintain parish sacramental records and issue authentic sacramental documents (c. 535 §§ 1-3), preserve and maintain 

parish archives (c. 535 §§4-5), and make the annual and other reports requested by the Diocese (c. 1287). 

 

 

 

 

                

Priest Moderator        Date 

 

 

                

Parish Life Coordinator       Date 

 

 

 

 

 

 

 

 

  

                                                 
1 What constitutes a “more important decision” is determined collaboratively by the priest moderator and the parish life coordinator. 
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Faculties That May Be Granted by the Bishop for Deacon Parish Life Coordinators 
 

In addition to the faculties granted to deacons with a pastoral assignment in the Diocese of Davenport, the following 

faculties are also granted. They may be used only in the territory of the parish (or within the limits of the pastoral charge). 

In exercising these faculties, the provisions of applicable diocesan policies must be followed. 

 

Deputation of Catechists 

 

You may depute catechists, truly worthy and properly prepared, to celebrate the minor exorcisms of the catechumenate and 

the blessings of the catechumens when a priest or deacon cannot be present (OICA 44, 48, 109, 119; RCIA 12, 16, 91, 97).  

 

Abbreviated Catechumenate in Exceptional Circumstances 

 

You have the faculty to permit the simple rite for the initiation of an adult in the exceptional circumstances envisioned in 

the law, namely, sickness, old age, change of residence, long absence for travel, or a depth of Christian conversion and a 

degree of religious maturity in the catechumen. In all other cases, the permission of the diocesan bishop is necessary to use 

the abbreviated rite (c. 851, 1°; OICA 240, 274; RCIA USA 331-332).  

 

Dispensation from Scrutinies 

 

For a serious reason, you may dispense a catechumen from participating in one scrutiny or, in extraordinary circumstances, 

from two. The extraordinary circumstances for granting the dispensation from two scrutinizes are those mentioned in faculty 

1.2 (OICA 52, 66.3; RCIA 20, 34.3). 

 

Sunday Celebrations in the Absence of a Priest 

 

When no priest is available to celebrate Mass, and neither you nor another deacon is available for the Sunday Celebration 

of the Word or liturgy of the hours, you may appoint a suitably instructed lay minister, approved by the bishop for this 

function, to take your place, using the appropriate rite (DSCAP 24; EDM art. 7).  

 

Designation of Eucharistic Minister 

 

You may appoint a qualified person to distribute holy communion for single occasions when you are presiding at a 

communion service and there are too many communicants and insufficient ordinary and extraordinary ministers of 

communion, or when it is necessary to bring Viaticum to a dying person and no ordinary or extraordinary minister is 

available (c. 230 §3; EDM art. 8 §1).  

 

Lay Minister of Exposition 

 

In the absence of a priest, deacon, instituted acolyte, or extraordinary minister of communion, you may, in individual 

instances, appoint a lay person to publicly expose the Eucharist for the adoration of the faithful and afterward to repose it 

(HCWE 91-92).  

 

Permission to Marry in Another Catholic Church 

 

You may permit a parishioner to be married in another Catholic church or oratory (c. 1118 § 1). 

 

Blessings 

 

You may permit competent lay ministers and catechists to celebrate blessings from the Book of Blessings that are not 

reserved to a priest or deacon, provided sufficient clergy (or instituted acolytes and lectors) are unavailable (BB 18d).  
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Funeral of Unbaptized Children 

 

You may permit church funeral rites for children who died before baptism, provided their parents had intended to have 

them baptized (c. 1183 §2)  

 

Funeral of Baptized Non-Catholic 

 

You may celebrate the Church's funeral rites (outside Mass) for a validly baptized member of another church or ecclesial 

community, provided this would not be contrary to the wishes of the deceased person and provided the minister of the 

deceased person is not available (c. 1183 §3; DAPNE 120).  

 

Feast Days and Days of Penance 

 

In individual cases and for a just cause, you may dispense parishioners anywhere they are, and others who are in the parish 

territory, from the obligations to attend Mass and abstain from work on Sundays and holy days of obligation, or you may 

commute the obligation to another pious work. Under the same conditions, you may dispense from or commute the 

obligations of fast and abstinence on a day of penance (c. 1245).  
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Mandates That May Be Granted by the Priest Moderator for Deacon Parish Life Coordinators 
 

Note: Mandates are granted according to the needs of the parish as determined by the priest moderator.  The granting of 

any mandate not described below must be approved by the bishop in writing. 

 

Administration of Temporal Goods 

 

To act in my name as the legal representative of the parish in the administration of the temporal goods of the parish in 

accord with the pertinent laws of Church and State and within the limits of your job description. In accord with the canons 

I remain the sole legal representative of the parish (c. 532; cc. 1281-1288).  Any action requiring the approval of the 

corporate board of the parish must be presented to me in advance. 

 

Pastoral and Finance Councils 

 

To preside in my absence at meetings of the parish pastoral council and finance council (cc. 536, 537). 

 

Decisions 

 

To make decisions necessary for the fulfillment of the duties enumerated in your job description and for implementing an 

approved pastoral plan or project.  The more important decisions2, and all decisions adversely affecting the rights of 

persons, including employment decisions, require my prior consent as the priest moderator.  If I cannot be reached 

regarding a matter that is urgent, you must contact the vicar general or his delegate. 

 

Record-Keeping 

 

To maintain parish sacramental records and issue authentic sacramental documents (c. 535 §§ 1-3), preserve and maintain 

parish archives (c. 535 §§4-5), and make the annual and other reports requested by the Diocese (c. 1287). 

 

 

 

 

 

                

Priest Moderator        Date 

 

 

                

Parish Life Coordinator       Date 
 

  

                                                 
2 What constitutes a “more important decision” is determined collaboratively by the priest moderator and the parish life coordinator. 
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APPENDIX D: LITURGICAL GUIDELINES 
 

PARTICIPATION OF THE LAY PARISH LIFE COORDINATOR IN THE CELEBRATION OF THE EUCHARIST 

 

Action Guide Rationale 

Preparations 
Coordinating 

liturgical 

ministers, 

setting up, 

preparing for 

liturgy 

Should As the one who knows the people and their gifts best, the PLC is chiefly, but not 

exclusively, responsible for calling forth the gifts present in the assembly and offering 

opportunities for training and growth in ministry. The PLC is to see that ministers are 

empowered to serve the community’s worship. Therefore, the PLC is to see that those 

with the appropriate gifts set up for Mass, and that the specific ministers are there on 

time and prepared to minister. 
 
The PLC is responsible to see that people from the community who have the various 

gifts needed to provide for good liturgies are called forth and trained. These include 

ministers such as readers, altar servers, sacristans, ushers, extraordinary ministers of 

Holy Communion, and musicians. 
Sitting with the 

assembly 
Should Since the PLC is not a liturgical role, the PLC would normally sit with the assembly 

in the nave. The PLC would sit in the sanctuary only if exercising a specific 

liturgical ministry. 

Vesting Generally no “In the Dioceses of the United States of America, acolytes, altar servers, readers, and 

other lay ministers may wear the alb or other appropriate and dignified clothing.” 

(GIRM #339) 
The norm should be to follow the guide for the other liturgical ministers in the parish.   

Gathering 
Greeting 

people before 

& after Mass 

May 

(before); 

Should 

(after) 

As the community’s leader, the PLC is to take a very active part in the community’s 

gathering for worship.  Dependent upon specific circumstances, the PLC is to greet 

and welcome the members of the assembly as they gather for worship. The PLC 

should also be at the entry of the church as the assembly leaves after the liturgy. 

Introductory Rites 
Introducing the 

Mass of the 

Day 

May The PLC may serve as the commentator. (This role is outlined in GIRM ##105b, 31, 

50) 

Rite of 

Blessing with 

Holy Water 

No The priest celebrant blesses the water. (Appendix 1 of Missal) 
 

Penitential Act First Form 

(Confiteor): 

no 
Second Form 

(Dialogue): 

no 
Third Form 

(invocations): 

may assist 

It is the priest celebrant’s role to invite people to recall God’s mercy and compassion.  

Concerning the third form, the rubrics say, “The Priest, or a Deacon, or another 

suitable minister, then says the following or other invocations…” (Order of Mass #6).  

In the absence of a Deacon, or if serving as the cantor, the PLC may exercise this 

ministry. When the Bishop presides, the Deacon makes the invocations in the third 

form. (CB 149) 
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Liturgy of the Word 
Proclaiming the 

Scripture 

Readings and 

Psalm 

Response 

May The PLC may serve as a reader and/or psalmist.   
 

Proclaiming the 

Gospel 
No “The function of proclaiming the readings is by tradition not presidential but 

ministerial. Therefore the readings are to be read by a reader, but the Gospel by the 

Deacon or, in his absence, by another Priest. If, however, a Deacon or another Priest 

is not present, the Priest Celebrant himself should read the Gospel, and moreover, if 

no other suitable reader is present, the Priest Celebrant should also proclaim the other 

readings as well. (GIRM #59) 

Giving the 

Homily 
No The Homily should ordinarily be given by the Priest Celebrant himself or be entrusted 

by him to a concelebrating Priest, or from time to time and, if appropriate, to the 

Deacon, but never to a lay person.” (GIRM #66)  

Announcing 

the Prayer of 

the Faithful 
 

 

May The intentions “are announced from the ambo or from another suitable place, by the 

Deacon or by a cantor, a reader, or one of the lay faithful.” When the deacon is present 

he announces the intentions of the Prayer of the Faithful. The priest celebrant opens 

and concludes the prayer from the chair. (GIRM 69-71, 171d) 

Liturgy of the Eucharist 
Preparing the 

Altar and the 

Gifts 

May The PLC may exercise the ministry of the server. (GIRM ##139, 140, 178, 190)  
 

Incensing the 

gifts 
No The priest celebrant incenses the gifts and the altar. 

 

Incensing the 

assembly 
May After the Priest has incensed the Offerings, the PLC, in the absence of a Deacon or 

acolyte, may incense the Priest and people ((GIRM ##75, 144, 178) 

Other aspects 

of the Liturgy 

of the Eucharist 

No It is for the Priest alone to voice the Eucharistic Prayer, say the introduction to and 

embolism of the Lord’s Prayer, give the greeting at the Sign of Peace, break the bread 

(assisted by the Deacon or a concelebrant if necessary, but not by a lay person) and 

say the invitation to Communion. (GIRM ##147-159; cf. 83) 

Distributing 

Communion 
May The PLC may serve as an Extraordinary Minister of Holy Communion. 

Concluding Rite 
Making 

announcements 
Should When present, the PLC is encouraged to make announcements for the parish as an 

exercise of his/her role as the one responsible for the daily life of the parish. 

Giving the 

Final Blessing 
No This is the role of the Priest Celebrant. 

 

Dismissal No This is the role of the Deacon, or, in his absence, the Priest Celebrant. 
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APPENDIX E: PARISH LIFE COORDINATOR AND PASTORAL ASSOCIATE CHART 

 
Comparison of Responsibilities 

 

 

 Parish Life Coordinator Pastoral Associate 

Description Professional minister who is entrusted 

by the diocesan bishop with the 

pastoral care of a parish (c. 517 §2)* 

Professional minister who shares the 

care of the parish with the 

pastor or on-site pastoral team* 

Responsibilities In collaboration with a priest 

moderator appointed by the bishop, the 

parish life coordinator has the 

responsibility of overseeing the entire 

Catholic community within a specific 

locale* 

Ministry of the pastoral associate has 

designated responsibilities, depending 

on the needs of the parish* 

Supervisor: Priest moderator Pastor 

Authority Granted through faculties, mandates 

and job description 

Granted through job description 

Education Graduate level course of study 

comparable to a Master’s degree in 

pastoral ministry, theology, scripture, 

liturgy or a closely related field of 

religious study is preferred  

Graduate level course of study 

comparable to a Master’s degree in 

pastoral ministry, theology, scripture, 

liturgy or a closely related field of 

religious study is preferred   

Hiring Appointed by the bishop Hired by the pastor 

Salary Set by the bishop according to diocesan 

guidelines 

Set by the parish according to diocesan 

guidelines 

 

 

*See National Certification Standards for Lay Ecclesial Ministers  
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APPENDIX F: INSTALLATION OF PARISH LIFE COORDINATOR  

 

Order of Installation within Mass when the Bishop Presides 
 

After the gospel, the parish life coordinator stands before the Bishop (or his representative). 

 

Keeps crosier after gospel. Put on miter. 

 

PRESENTATION OF THE PLC-ELECT 

 
BISHOP:   My dear friends, because I am aware of your pastoral needs and am confident of PLCNAME’S 

qualifications for ministry, I now commend PLCNAME to you as your new parish life coordinator. 

 

WELCOME BY THE PEOPLE 
(applause) 

 

Hands off crosier. Keeps miter. 

 

HOMILY 
 

Miter on and takes crosier. Goes to front of altar with PLC. 

 

PRESENTATIONS 

 

PRESENTATION OF PRIEST MODERATOR (and SACRAMENTAL MINISTER) 

 
BISHOP: PLCNAME, my sister/brother, Father PMNAME will be the priest moderator of this parish, [and 

Father/Deacon SMNAME will share in providing the sacraments to this community.] May you mutually 

support each other as you minister together for the good of this parish. 

 

PRESENTATION OF PARISH STAFF (staff comes forward) 

 
BISHOP:   PLCNAME, I present to you:  NAMES OF STAFF MEMBERS.  These are also your co-workers in the 

vineyard, assisting you in caring for the people of this parish. Share in this ministry with them in a spirit of 

mutual trust, common prayer, and genuine concern. 

 

PRESENTATION OF PARISH TRUSTEES (trustees come forward) 

 
BISHOP:   PLCNAME, NAMES OF TRUSTEES, are the civil trustees of this parish.  As the lay officers of the 

parish corporation they will share with you and with Father PMNAME the responsibility for the parish’s 

corporate and legal affairs. 

 

PRESENTATION OF PASTORAL COUNCIL (pastoral council comes forward) 

 
BISHOP:   PLCNAME, this is the pastoral council of PARISH NAME parish. It is the voice of this community and 

will assist and counsel you as you minister to this parish. Always be attentive to the needs they express. 

 

PRESENTATION OF FINANCE COUNCIL (finance council comes forward) 

 
BISHOP:  PLCNAME, this is the finance council of PARISH NAME parish.  It, too, is the voice of the people in the 
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temporal needs of the parish. Respect the expertise they bring to the stewardship of this parish’s material 

resources. 

 

RESPONSE OF PLC 

 
PLC:   My friends, I pledge to continue to seek your counsel, guidance, and advice – and to minister 

collaboratively with you – in my service as parish life coordinator. 

 

PROFESSION OF FAITH 

 
Miter off and hands off crosier. 

 

BISHOP: Father PMNAME, I ask you now to lead the people in the profession of their faith. 

 

(Priest Moderator faces people and leads them in the Profession of Faith.) 

 

Returns to chair for intercessions. 

 

GENERAL INTERCESSIONS 

 
BISHOP: Let us now pray for the Church and its leaders, especially the new parish life coordinator of this parish, 

and for the needs of all people. 

 

LECTOR: For Francis, our pope, for Thomas our bishop, and all the bishops of the Church, that they may lead us to a 

more faithful living of the gospel,  

 We pray to the Lord: 

  

For, PLCNAME, our new parish life coordinator, Father PMNAME, our [new] priest moderator, and 

Father [Deacon] SMNAME, our [new] sacramental minister, that they may always show us love and 

compassion, 

 We pray to the Lord: 

 

 For ourselves, that we who form the parish of PARISH NAME may work together to proclaim the Good 

News of Christ’s love, 

 We pray to the Lord: 

 

 (other intercessions as appropriate) 

 

BISHOP: Gracious God, you have nourished and protected your Church by providing it faithful clergy: Father 

PMNAME and Father [Deacon] SMNAME. Strengthen our sister/brother PLCNAME as s/he begins a 

new ministry among us, and help us all to follow your Son, Jesus Christ, who is Lord for ever and ever. 

  

AMEN 

 

Miter on when bishop sits. 
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I. Introduction 

The purpose of this handbook is to provide the deacons and priests of the diocese a clear understanding 
of the policies and procedures relating to the diaconate.  This information would also be useful for 
diocesan and parish staff and to the laity in general.   

This handbook pertains to permanent deacons incardinated to the Diocese of Davenport and for 
deacons incardinated to another (arch)diocese who are in ministry within the Diocese of Davenport.  
Seminarians who have received ordination to the diaconate (transitional deacons) are supervised by the 
director of vocations for the Diocese of Davenport. 

Sources for the policies and procedures are based on particular law promulgated by the bishop including 
modifications from Synod V of the Diocese of Davenport, the Code of Canon Law, the Directory for the 
Ministry and Life of Permanent Deacons from the Congregation for the Clergy and the norms and 
guidelines from the National Directory for the Formation, Ministry, and Life of Permanent Deacons in 
the United States promulgated by the United States Conference of Catholic Bishops.  Gratitude is also 
extended to the many dioceses that made their deacons and handbooks available as resources. 

This handbook is posted to the diocesan website.  Notifications of updates to the handbook will be        
e-mailed to the clergy and diocesan leadership groups in addition to posting to the diocesan website.  
Any questions regarding this handbook should be sent to the director of the diaconate. 

II. Definitions and Abbreviations 

active deacon  A deacon who is not retired or on a leave of absence, or suspended, or   
   dismissed from the clerical state (laicized) 

CIC   Code of Canon Law  

director   The director of the diaconate 

directory  National Directory for the Formation, Ministry, and Life of Permanent Deacons  
   in the United States 

excardination  The process by which a cleric relinquishes his juridical attachment to a diocese,  
   an institute of consecrated life, or other society of clerics to incardinate in  
   another diocese 

extern deacon  A deacon who is not incardinated in the Diocese of Davenport 

faculty   Church authorization, given by the law itself or by a church superior, to perform  
   certain official church acts validly and/or licitly 

inactive deacon  A deacon who is retired or on a leave of absence, or suspended, or dismissed  
   from the clerical state (laicized) 

incardination  A cleric’s juridical attachment to a diocese, an institute of consecrated life, or  
   other society of clerics that occurs bylaw at ordination to the diaconate or  
   afterward according to canon law 

retired deacon  A deacon who has been granted a request for retirement by the bishop due to  
   advanced age or physical status and who is no longer required to perform  
   ministerial duties 

sacramental minister A deacon who is not assigned to a parish for diaconal ministry in general may be 
- deacon  assigned for the specific purpose of providing the sacraments and liturgical  
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   leadership according to the order of the diaconate and the faculties granted to  
   him by the bishop in addition to his regular parish assignment(s) 

III. The Ministry & Life of Deacons 

The Second Vatican Council synthesized the ministry of deacons in the threefold “diaconia of the liturgy, 
the word and of charity” (78).  In this way diaconal participation through the ordained ministry in the 
one and triple munus of Christ is expressed.  The deacon “is teacher in so far as he preaches and bears 
witness to the word of God; he sanctifies when he administers the Sacrament of Baptism, the Holy 
Eucharist and the sacramentals, he participates at the celebration of Holy Mass as a “minister of the 
Blood”, and conserves and distributes the Blessed Eucharist; he is a guide in as much as he animates the 
community or a section of ecclesial life (79).  Thus deacons assist and serve the bishops and priests who 
preside at every liturgy, are watchful of doctrine and guide the people of God. 
 
The ministry of deacons, in the service of the community of the faithful, should “collaborate in building 
up the unity of Christians without prejudice and without inopportune initiatives” (80).  It should 
cultivate those “human qualities which make a person acceptable to others, credible, vigilant about his 
language and his capacity to dialogue, so as to acquire a truly ecumenical attitude” (The Directory for 
the Ministry and Life of Permanent Deacons 22). 
 
The deacon should reach out in the name of Christ to the civil and Christian community those 
marginalized by disadvantage or alienation, and to inspire the faithful to the same.  By faithfully 
devoting himself to the service of others and by publicly joining his service to the Eucharist by his 
assistance at the liturgy, the deacon properly and authentically demonstrates the intimate relationship 
of the service and divine worship missions of Christ’s Church (Synod V). 

IV. Annual Calendar of Events 

Diaconal events are scheduled on a regular basis to enable easier planning.   

 Spring Retreat is held on the weekend prior to Ash Wednesday with the Deacon Council meeting 
scheduled during Sunday lunch 

 Fall Convocation is held on the 3rd weekend of October with the Deacon Council meeting scheduled 
during  Sunday lunch 

V. Identification of the Deacon 

A. Appropriate Title  

  In all forms of address (written and oral) for permanent deacons, the appropriate title is  
  “Deacon” (Directory 88). 

B. Identification Card 

  Each incardinated deacon and those extern deacons serving within the diocese for an  
  extended period of time will receive diocesan identification cards annually unless the  
  deacon is under disciplinary penalty. 

C. Clerical Attire 

Two fundamental facts color and inform the issues of deacon attire and identification.  The first is the 
clerical status of the deacon.  The deacon is not a layman.  The second fact is the commitment of the 
deacon, though a cleric, to continue to identify with his lay brothers and sisters in a truly intimate way. 
He is always “to be with them as he serves them.”  Like his brother clerics in the episcopal and 
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presbyteral ranks, the deacon may use clerical dress and clerical forms of identification or non-clerical 
dress and non-clerical forms of identification as tools to aid him in .accomplishing valid ministerial goals 
and objectives.  The deacon is counseled to prudence with respect to the use of clerical attire and forms 
of address.  The excessive wearing of clerical attire and use of clerical forms of address coupled with 
arrogance, pride or a sense of elitism lead to the evil generally known as clericalism.  Failure to use 
clerical dress or clerical forms of address with a measure of “sufficiency” can result in confusion as to 
the status of the deacon or deprive those ministered to of the comfort of the “‘clerical presence” when 
such presence is not only proper but preferable.   

A deacon shall never wear the Roman collar while engaged in the pursuit of his secular profession or 
occupation.    

A deacon may wear the Roman collar, after prudent consideration of his situation, when the wearing of 
the Roman collar would: bring some measure of comfort to those to whom he is ministering when those 
persons are suffering some intense personal crisis; when the deacon can serve more efficiently and 
effectively with the aid of the Roman collar which provides immediate recognition of the deacon as a 
cleric; or in gatherings of non-Christians or non-Catholic Christians when the sure recognition of a 
deacon as cleric is deemed desirable. 

Clerical attire is recommend to be worn by deacons before and after diocesan liturgies that are attended 
by the public at which deacons vest as an order.  For example, clerical attire is recommended for the 
Chrism Mass, ordinations, funerals etc. but not for clergy days/overnighters/institutes. 

Upon his ordination, the deacon may wear a simple cross or “deacon cross” on a chain around his neck 
or a lapel pin or emblem, which is to be worn as he ministers in extra-liturgical settings.  They may be 
worn at other times as desired or appropriate (Synod V). 

Deacons are to wear the liturgical vestments prescribed by the rubrics (CIC 929).  Additional information 
can be found in “Policies Relating to The Liturgical Ministry” from the diocesan office of liturgy. 

VI. Chancery Organization 

A. Director of the Diaconate 

The director of the diaconate is responsible for providing coordination, collaboration and leadership in 
all matters pertaining to the permanent diaconate for the Diocese of Davenport.  He should be a priest 
or deacon appointed by the bishop.  He is the bishop’s representative in directing the post-ordination 
path of formation and assists the bishop in the supervision of diocesan deacons.  

1. Responsible to the bishop for the successful performance of assigned duties.  

2. Has discretionary authority to make administrative decisions consistent with the approved policies. 

3. Assists and coordinates with other diocesan staff to assure the successful performance of assigned 
job duties and responsibilities. 

4. Assists and coordinates with deans, pastors and deacons to provide deacon support in the diocese. 

5. Administer all aspects of diaconal life in the diocese.  This involves assisting in the preparation and 
execution of ministry appointment letters, assignments of deacons, and other requirements as set 
forth in canon law.  Helps identify the ministry needs of the diocese to ensure proper placement of 
deacon assignments after ordination.  

6. Provide opportunities for the ongoing spiritual development and continuing formation of all 
permanent deacons in the diocese. 
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7. Coordinate and supervise the first three years of diaconal ministry following ordination. 

8. Serve as a focal point for pastors, deacons and other pastoral leaders on questions related to the 
ministry of deacons.  

9. Identify the ministry needs of deacons currently serving in the diocese. 

10. Facilitate the pastoral care for deacons, wives of deacons, their children and widows as needed. 

11. Ensure that all deacons receive timely communication of information relating to diaconal ministry, 
such as information available from the United States Conference of Catholic Bishops or from the 
National Association of Deacon Directors. 

12. Collaborate with the Diocesan Deacon Council for achieving Diocesan goals. 

13. Prepare and maintain the budget allocated to the office of the diaconate.  

14. Perform other duties as needed or assigned. 

B. Director of Deacon Formation 

The director of deacon Formation should be either a priest or a deacon, [and] is appointed by the 
diocesan bishop to be head of the deacon formation program. He reports directly to the bishop and 
should have regular communication with him. The director is ultimately responsible for both aspirant 
and candidate formation. However, the number of participants in either path may require the additional 
appointment of an associate. The director oversees the implementation of the formation program. He 
conducts regularly scheduled assessments; makes home and parish visitations; supervises the formation 
team, faculty, and mentors; and maintains contact with the aspirants’ and candidates’ pastors” 
(Directory 271). 

1. Responsible to the bishop for the successful performance of assigned duties. 

2. Has discretionary authority to make administrative decisions consistent with the approved policies. 

3. Responsible for overseeing and collaborating with the director of spiritual formation, the 
coordinator of pastoral field education, and other members of the formation team. 

4. Directly, or through members of the formation team, responsible for overseeing and collaborating 
with the academic faculty, spiritual directors, mentors, and pastoral field education supervisors. 

5. Assists and coordinates with the other diocesan staff to assure the successful performance off 
assigned job duties and responsibilities. 

6. Administer all aspects of formation for permanent deacon candidates in the Diocese of Davenport.  
This involves coordinating the preparation and execution of a comprehensive deacon training 
program as outlined in the National Directory for the Formation, Ministry, and Life of Permanent 
Deacons in the United States or any guidelines which may apply. 

7. Work within and maintain the budget allocated for the formation of deacons. 

8. Assist in integrating the formation program for deacons with other diocesan formation programs. 

9. Help identify the ministry needs of the diocese to ensure the proper placement of deacon 
assignments after ordination. 

10. Ensure that all deacon aspirants and candidates receive timely communication of information 
relating to diaconal formation and ministry. 

11. Perform other duties as needed or assigned. 
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C. Access to the Bishop  

Deacons may request a meeting with the bishop through the secretary to the bishop.  The request 
should include the general topic of the meeting. 

D. Communication 

Active deacons are required to have access to a computer or other device that has access to the 
Internet.  Inactive deacons are encouraged to have the same access.  The office of the diaconate makes 
extensive use of the diocesan website, www.davenportdiocese.org, and diocesan e-mail to provide 
information and resources to the diaconate community.  Each incardinated deacon and those extern 
deacons serving within the diocese for an extended period of time are assigned a diocesan e-mail 
address by the Diocesan Department of Communication.  This e-mail address will be the only address 
used by diocesan staff to communicate with the deacon.  The deacon may forward mail sent to the 
diocesan address another address.  Diocesan e-mail accounts should be checked daily for new messages. 

“Deacon News” is the official newsletter of the diaconate community in the Diocese of Davenport.  This 
newsletter will be published quarterly in January, April, July and October on or about the 15th of the 
month. 

E. Confidentiality of Records, Pastoral Counseling and Pastoral Care 

The first principle is that the right of confidentiality in clerical privilege belongs to the client (person 
being served).  This is the only protection in the law, and only the client may waive the privilege.  The 
cleric can invoke the privilege if called upon to testify. 

Two important factors need also be considered: 

1. The privilege applies only to conversations within the professional context of the cleric’s ministry. 
2. If a person comes to you and has someone with them that they expect to participate in the 

conversation, that conversation is not protected.  If the third person is an employee of the cleric 
necessary to the communication the conversation remains protected (e.g., a translator or someone 
present to protect yourself). 

While the HIPPA laws do not specifically apply to parishes and church ministers, it is important to be 
aware that any personal information published in parish bulletins and websites or announced from the 
pulpit or sent by e-mail can be misused.  Therefore, the following is recommended: 

Do not presume consent for publishing personal information.  For example, if you are going to publish a 
directory make sure that you have permission to list any and all information.  If you are in the practice of 
publishing ministry schedules, make sure people know that that is part of volunteering.  This issue is 
especially important when it comes to children.  Be especially careful with publishing addresses and 
phone numbers. 

If you are going to publish a “prayer list,” do not list the reasons for the prayer request—even in a 
generic way.  Even to say that someone is “sick” can lead to problems; better to simply state that they 
have requested prayer.  If they are speaking for themselves, and understand the risks, then use your 
best judgment.  The safest course would be to have a set practice to not include specifics; that way, 
there is no differentiation between persons or an impression given that someone is getting “special” 
treatment. 

The parish has control over what is published in the bulletin and what is prayed at the prayer of the 
faithful; inclusion can be monitored both for appropriateness of content as well as for consent (see 
below).  Control and oversight is lost if there is a “book of intentions” that anyone can write in or if the 

http://www.davenportdiocese.org/
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assembly is invited to offer intentions.  For that reason, among others, it is recommended to refrain 
from such practices. 

Likewise, listing someone as hospitalized could lead to them becoming a target for burglary; thieves can 
easily find their address and then access the empty house. 

Consent is an important issue.  Immediate family can give permission, especially if the ill person is a 
member of the parish.  It would be prudent to ask anyone making a request for inclusion: Does the 
person you are asking us to pray for know that you are making this request?  Did you get permission?  

Death terminates any privacy rights, so listing the deceased should be permissible.  However, do not list 
addresses – it is like giving an invitation to thieves who know when the house will be empty for a 
funeral.  A caveat here: while privacy rights are terminated after death, privileged communications are 
not (Deacon Formation Program Candidacy Handbook). 

VII. Ss. Stephen & Phoebe Deacon Council 

The purpose of the Council shall be: to provide a forum for the full and free discussion of all issues of 
diaconal concern in the diocese, thus providing an organized opportunity for mutual open reflection and 
fraternal dialog between the bishop and the deacons of the diocese; to aid the bishop, priests and 
deacons to insure that the pastoral welfare of the People of God may continue; and to encourage and 
provide ways and means for effective ministry, continuing education and the spiritual growth of 
deacons.  The council is an advisory group to the bishop. 

The membership shall consist of the diocesan bishop and other members as prescribed in The Saints 
Stephen and Phoebe Deacon Council Bylaws.  Officers of the Deacon Council shall be president, vice 
president, secretary and treasurer from among the deacons of the diocese. 

The Council shall meet as determined in the Bylaws.  For voting purposes a simple majority of the 
members present is required. 

When the See is vacant the Deacon Council ceases.  The new diocesan bishop may establish the Deacon 
Council anew. 

Additional information about the council can be found in the “Constitution of the Saints Stephen and 
Phoebe Deacon Council of the Diocese of Davenport” in the appendix. 

VIII. Personal Care 

A. Support Groups 

Deacons are encouraged to form support groups that can meet regularly.  The primary support must 
come from among the deacons themselves and their wives.  The meetings could encourage prayer, 
discussion, sharing, and help in personal development and ministry (Synod V). 

B. Spiritual Direction  

Deacons are encouraged to have a spiritual director.   

Some recommended spiritual exercises to assist the deacon in developing and promoting his spiritual 
life include the following: 

1. Daily or frequent participation in the Eucharist, the source and summit of the Christian life, 
 as well as daily or frequent Eucharistic adoration, as often as his secular employment and 
 family requirements permit. 

2. Regular reception of the Sacrament of Reconciliation. 
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3. Daily celebration of other parts of the Liturgy of the Hours in addition to the required Morning 
 and Evening Prayer. 

4. Shared prayer with his family. 

5. Meditative prayer on the Holy Scriptures—lectio divina. 

6. Devotion to Mary, the Mother God. 

7. Prayerful preparation of oneself prior to the celebration of the sacraments, preaching, or 
 beginning one’s ministry of charity. 

8. Theological reflection. 

9. Regular spiritual direction. 

10. Participation in an annual retreat. 

11. Authentic living of one’s state of life. 

12. Time for personal and familial growth. 

C. Situations Requiring Professional Counseling 

The death of the wife of a married deacon introduces a new reality into the daily routine of his family 
and ministry.  Charity should be extended to the widowed deacon as he assesses and accepts his new 
personal circumstances so he will not neglect his primary duty as father to his children or any new needs 
his family might have.  As required, a widowed deacon should be assisted in seeking professional 
counseling and spiritual direction as he encounters and integrates the bereavement process.  The 
fraternal closeness of his bishop, the priests with whom he ministers, and the diaconal community 
should offer comfort and reassurance.  This adjustment to a new state of life can be achieved only in 
time through prayer, counsel, and an “intensification of one’s dedication to others for the love of God in 
the ministry (Directory 73). 

A similar sensitivity also should be given to the widow of a deacon since she shared so intimately in her 
husband’s life and ministerial witness.  The bishop and her pastor, as well as the diaconal and parish 
communities, should extend appropriate and adequate support in her bereavement.  Widows of 
deacons ought to remain connected with the diaconal community not only because of support and 
encouragement, but because of the unique bonds that had been forged by virtue of her husband’s 
ordination (Directory 74). 

Suitable pastoral care should be offered to the deacon, his wife, and their children during a divorce.  This 
pastoral care, which may be facilitated by the director or any other qualified person on behalf of the 
bishop, should include ample time to work through the various stages of grieving and adjustment 
caused by divorce.  The determination of the divorced deacon’s ministerial status will require sensitivity 
and prudence on the part of the bishop, the pastor or pastoral supervisor, the ministerial community, 
and other institutions in which the deacon serves.  Members of the diaconal community are also in a 
unique position to reach out, as appropriate, in order to help the divorced couple and family deal with 
the challenges the divorce may entail (Directory 76). 

In a similar way, pastoral care should also be offered to the deacon, his wife, and their children who 
suffer from addictions. 
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IX. Ministerial Assignments 

A deacon shall receive a letter of appointment from the bishop that delineates his specific duties and 
responsibilities and the designation of his proper pastor or priest supervisor (Directory 93). 

The bishop appoints deacons to a specific assignment according to the pastoral needs of the diocesan 
Church and the personal qualifications of the deacon.  Assignments also recognize the needs of each 
deacon’s family and job responsibilities (Directory 42).  
 
It has been the long held practice in the diocese to assign deacons to their “home” parish, that is, the 
parish of which they are a member before ordination.  However, the bishop will also consider the 
assignment of deacons to other parishes within a reasonable travel distance when other pastors request 
their assistance.  

Deacons may be assigned by the bishop as sacramental ministers to parishes in addition to their regular 
parish assignments to other parishes.  Assignments as sacramental ministers are specific to liturgical 
ministry.  Regular diaconal parish assignments are more inclusive in the three areas of diaconal ministry 
that includes the ministries of Word and charity in addition to worship. 

Deacons assigned to the parish other than as sacramental ministers shall be ex-officio voting members 
of the parish council.  

A. Bishop – Deacon Relationship 

The deacon exercises his ministry within a specific pastoral context—the communion and mission of a 
diocesan Church.  He is in direct relationship with the diocesan bishop with whom he is in communion 
and under whose authority he exercises his ministry.  In making his promise of respect and obedience to 
his bishop, the deacon takes as his model Christ, who became the servant of his Father.  The diocesan 
bishop also enters into a relationship with the deacon since the deacon is his collaborator in the service 
of God’s People.  It is, therefore, a particular responsibility of the bishop to provide for the pastoral care 
of the deacons of his diocese.  The bishop discharges this responsibility both personally and through the 
director (Directory 41). 

B. Priest – Deacon Relationship 

Deacons exercise their ministry in communion not only with their bishop but also with the priests who 
serve the diocesan Church. As collaborators in ministry, priests and deacons are two complementary but 
subordinate participants in the one apostolic ministry bestowed by Christ upon the apostles and their 
successors.  The diaconate is not an abridged or substitute form of the priesthood, but is a full order in 
its own right (Directory 50). 

C. Ministry Agreement 

Active deacons who are incardinated in the Diocese of Davenport and extern deacons ministering within 
the Diocese of Davenport shall complete the ministry agreement in consultation with their pastor or 
priest supervisor.   

The ministry worksheet should be reviewed by the deacon and his priest supervisor annually.  If there 
are no significant changes in ministry, the review section of the worksheet should be signed, dated and 
mailed to the chancery.  If there are changes in ministry or a change in pastors, then a new worksheet 
should be completed with the new pastor or priest supervisor and sent to the chancery. 
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D. Changes in Assignment 

The bishop appoints the deacon to a specific assignment by means of an official letter of appointment.  
The principal criteria for the assignment are the pastoral needs of the diocesan Church and the personal 
qualifications of the deacon, as these have been discerned in his previous experience and the course of 
his formation.  The assignment also acknowledges the deacon’s family and occupational responsibilities 
(Directory 42). 

Deacons may request a change in assignment in writing through the director.  The reason for the change 
must be included in the request.  A proposal for a future assignment may also be included.  The director 
will meet with the deacon making the request, with the bishop, and with pastors or priest supervisors 
involved.  A meeting with the bishop may also be requested by the deacon, the pastor or priest 
supervisor, or the bishop.   

E. Notification and Public Announcements of Assignments  

Deacon assignments will be published by The Catholic Messenger.  Until the letter of appointment is 
signed by the bishop and publicly announced by the bishop’s office, all parties are bound to 
confidentiality (Directory 44). 

F. Ministry Outside of the Diocese of Davenport 

Dioceses require priests and deacons to have a letter in good standing which is sent to the ordinary of 
the diocese where ministry will be exercised.  Copies of the letter are sent to the parish being visited and 
to the cleric requesting the letter.  To make a request, the “Letter of Good Standing Request Form” must 
be completed and send to the bishop’s office by letter or email.  The request must include the reason 
for the request, the names of those receiving the sacrament or funeral, the dates of the visit, the 
(arch)diocese being visited, the name and address of the ordinary or superior, the name of the pastor 
and the name and address of the parish being visited.  A minimum of two weeks is needed for this to be 
processed accordingly.  In the event of a funeral, every effort will be made to expedite the letter in good 
standing (USCCB guidelines and CIC 903). 

G. Extern Deacons working in the Diocese of Davenport 

A diocesan bishop is under no obligation to accept a deacon—ordained or incardinated elsewhere—for 
appointment to a diocesan or parochial ministry.  Nevertheless, since a deacon is an ordained cleric, the 
bishop will not ordinarily forbid a visiting permanent deacon the exercise of his order provided that the 
deacon is not under censure (Directory 102). 

Any cleric coming to the Diocese of Davenport to perform any ministry, even if for only one event, needs 
to provide the office of the bishop the documentation contained in the Diocese of Davenport “Letter of 
Good Standing Request Form” from his own diocese or religious superior.  If the period of ministry 
extends beyond one month, additional documentation from the diocese of incardination shall be 
requested by the director for review by the bishop. 

H. Illness 

The director should be notified of deacons, wives of deacons and other family members who are 

suffering from serious illness.  Unless a request is received to keep this information confidential, a 

general message will be sent to the deacon and priest community via e-mail. 
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I. Retirement 

This policy addresses deacons who request a) retirement with faculties, b) retirement without faculties 
or c) continuation of active status. 
 
Deacons of the Diocese of Davenport may apply to retire when they reach their 70th birthday by 
submitting a signed letter to the bishop that includes the reason(s) for retirement.   
 
Deacons of the Diocese of Davenport must submit a signed letter of resignation from office when they 
reach their 75th birthday or the deacon may submit a signed letter to the bishop requesting to remain on 
active status.   
 
Letters of resignation must include either a request for the continuation of faculties during retirement or 
a statement that the deacon is withdrawing completely from all diaconal ministry during retirement in 
which case the deacon will not receive faculties from the bishop. 
 
The following information should be completed and submitted to the director along with a copy of the 
letter to the bishop requesting retirement or to remain on active status unless the deacon is 
withdrawing from all diaconal ministry during retirement: 

1. Evaluation form completed by the deacon. 
2. Evaluation form completed by the pastor or priest supervisor. 

 
In addition, if the deacon is requesting to remain on active status: 

3. New ministry agreement completed by the deacon and the pastor or priest supervisor. 
 
Practical considerations 
Each deacon’s ability to continue in diaconal ministry after retirement should be evaluated while also 
considering the needs of the diocese.  Some deacons are able to function well after retiring.  Others may 
have limited function due to physical or mental changes.  Some deacons do not recognize these changes 
in their ability as these changes may develop slowly over time.  Deacons, pastors and priest supervisors 
should be consulted to assist a deacon in making the necessary changes in his ministry activities which 
are in his best interest and the interest of the diocese. 
 
Retired Status 
A retired deacon no longer needs a ministry agreement with the pastor or priest supervisor nor a letter 
of appointment from the bishop.  He is not required to maintain all of the obligations for active deacons 
although he is invited to continue ministering as a deacon according to the needs of the parish and as he 
desires and is able.  In most cases, a retired deacon continues to receive faculties appropriate to the 
needs of the diocese.  A deacon who is retired is welcome to attend continuing education opportunities 
and retreats with these expenses paid by the diocese.  A deacon providing any type of ministry must 
continue to participate in the diocesan safe environment training. 
 
A retired deacon will consult with his pastor and the director annually or at any time his ministerial 
activities need to be adjusted due to health changes or other considerations.  The director will monitor 
this process for the mutual benefit of the parties involved.   
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Active Status Beyond the Retirement Age at 75 
If approved, the deacon remains on active status with a written ministry agreement with the pastor or 
priest supervisor and a written letter of appointment and associated faculties from the bishop.  The 
deacon is required to maintain all of the obligations of continuing education, retreats, safe environment 
training and communication.  These obligations will continue to be paid by the parish.   Any changes to 
diaconal ministry should be noted in a new ministry agreement that is completed by the deacon and the 
pastor or priest supervisor and forwarded to the office of the diaconate for approval by the bishop.   
 
X. Faculties for Deacons in the Diocese of Davenport 

Faculties link the minister to the bishop, are intended to be used for the good of the People of God and 
help to ensure that ministers and administrators are qualified for the tasks assigned to them.  Some 
faculties are granted at ordination by law; other faculties are granted by law – whether to office holders 
or apart from a specific office (for example, in the danger of death).  Some faculties are granted only by 
personal delegation- either habitually or for a specific event.  Details concerning faculties can be found 
in the diocesan document, “Faculties for Deacons” in the appendix. 

XI. Employment, Remuneration, Compensation and Financial Support 

Deacons are to take care of their own and their family’s needs using income derived from their full-time 
employment by the diocese, parish, or secular profession.  In an individual situation of need, the 
diocesan Church assists the deacon and his family in charity (Directory 94). 

To provide for their own upkeep, every deacon is obliged to satisfy the legal requirements for Social 
Security benefits or a comparable program (Directory 95).  Deacons serving in the Diocese of Davenport 
are covered by diocesan directors and officer’s insurance policy for events that take place during their 
ministerial work for the parish, diocese or diocesan entity.  Questions regarding this insurance coverage 
should be directed to the diocesan office of finance and administration. 

The deacon is a non-salaried minister unless otherwise employed by a parish, organization or agency of 
the diocese, at which time a separate employment contract must be drawn up and agreed to by all 
parties involved.  Deacons in full-time employment by the diocese, parish, or agency are to receive 
remuneration commensurate with the salaries and benefits provided to the lay men and women on staff 
for that particular occupation.  Deacons in full-time secular employment, as well as those in part-time 
ministries, are to be reimbursed for legitimate expenses incurred in their ministry (Directory 96).  The 
parish, organization or agency of the diocese will normally reimburse out-of-pocket expenses and pay 
for any education and other ministry-related expenses required to carry out the ministries listed in the 
diaconate ministry worksheet and are also encouraged to pay for the spouse’s education related to the 
ministry of the deacon such as participation at retreats and study days for deacons and wives. 
(Diaconate Ministry Worksheet 2013).  

Compensation schedules for weekend assistance provided by a deacon to a parish outside of his regular 
assignment or as a sacramental minister is stipulated in the “Compensation for Clergy” policy found in 
the appendix (Remuneration for Clergy 2014). 

XII. Incardination/Excardination  

“Through the imposition of hands and the prayer of consecration, [the deacon] is constituted a sacred 
minister and a member of the hierarchy.”(Directory 77)  Having already clearly expressed in writing his 
intention to serve the diocesan Church for life, upon his ordination the deacon is incardinated into the 
diocesan Church.  “Incardination is a juridical bond. It has ecclesiastical and spiritual significance in as 
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much as it expresses the ministerial dedication of the deacon to a specific diocesan Church.” (Directory 
78)  Detailed information for the excardination and incardination process is provided by the USCCB. 

XIII. Accountability 

The deacon is called to minister to and in the name of the Church under the leadership of the local 
bishop.  Prior to taking action with respect to a deacon who fails to follow the policies and procedures 
contained in this handbook or otherwise promulgated by the bishop, the director shall attempt to 
employ fraternal correction, with the assistance of others if appropriate, before more formal action is 
taken against the deacon.  The director may schedule a meeting with the bishop and the deacon to 
discuss the matter further.  After such a meeting, the deacon’s failure to comply may result in the loss of 
faculties and the stipulation of the conditions under which the faculties may be renewed by the bishop.  
In the most severe cases, the bishop may seek the laicization of the deacon. 

A. Publication 

Deacons are obliged to obtain the permission of their bishop before submitting written material 
concerning faith and morals for publication.  Deacons are required to adhere to the norms established 
by the United States Conference of Catholic Bishops or diocesan policies when participating in radio or 
television broadcasts, public media, and the Internet (Directory 81). 

B. Absence from Ministry 

Deacons may request a temporarily absence from their place of assignment with the permission of their 
pastor or priest supervisor.  The temporary absence should not exceed one month (Directory 92). 

C. Leave of Absence 

Deacons may request a leave of absence greater than one month in writing through the director.  The 
reason and duration of the leave must be included in the request.  The director will meet with the 
deacon making the request, with the bishop, and with pastors or priest supervisors involved.  A meeting 
with the bishop may also be requested by the deacon or the bishop.   

A deacon who leaves his assignment without the bishop’s permission is considered to be on 
unauthorized leave that may result in the withdrawal of faculties by the bishop and additional action. 

D. Complaints Against Deacons 

Signed complaints against deacons should be sent in writing to the director who will notify the deacon 
of the complaint and assist the bishop in investigating the complaint.   

E. Conflict Resolution 

The director shall attempt to employ fraternal correction, with the assistance of others if appropriate, in 
order to resolve conflicts involving a deacon.  The director may schedule a meeting with the bishop and 
the deacon to discuss the matter further if necessary. 

F. Dispensation from the Impediment of Holy Orders 

In exceptional cases, the Holy See may grant a dispensation for a new marriage or for a release from the 
obligations of the clerical state.  However, to ensure a mature decision in discerning God’s will, effective 
pastoral care should be provided to maintain that a proper and sufficient period of time has elapsed 
before either of these dispensations is sought.  If a dispensation for a new marriage is petitioned and 
granted, additional time will be required for the formation of a stable relationship in the new marriage, 
as well as the enabling of his new wife to obtain sufficient understanding and experience about the 
diaconate in order to give her written, informed consent and support (Directory 75). 
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The Holy See may dispense from the impediment of holy orders to permit a widowed permanent 
deacon to remarry when all three of the following conditions are present: the great pastoral usefulness 
of the deacon’s ministry, attestation by the bishop and the need to care for minor children (CDWDS 
circular letter July 13, 2005). 

XIV. Disciplinary Action 

A. Suspension of Faculties 

Bishops are reminded that if the ministry of a deacon becomes ineffective or even harmful due to some 
personal difficulties or irresponsible behavior, his ministerial assignment and faculties are to be 
withdrawn by the diocesan bishop in accord with Canon Law (Directory 100). 

B. Dismissal from the Clerical State – Laicization  

A deacon can be returned to the lay state by canonical dismissal or because of a dispensation granted by 
the Holy See.  Once dismissed or dispensed, he no longer enjoys any rights or privileges accorded clerics 
by the law of the Church.  Any responsibility, financial or liability, ceases on the part of the diocese 
(Directory 99). 

XV. Post Ordination Formation 

The training and formation prior to ordination was only a beginning.  Each deacon is expected to take 
the responsibility for his own life-long continuing spiritual formation and education.  The goal for this 
path in formation is to address the various aspects of diaconal ministry, the development of his 
personality and, above all, his commitment to spiritual growth (Directory 239).  This phase of formation 
is divided into two parts: the initial three years after ordination and life-long formation.  Within each of 
these parts are two distinct but closely related levels of formation: the diocesan level and the 
community level in which the deacon exercises diaconal ministry (Directory 242). 

During the first three years after ordination, those newly-ordained and their wives continue to take part 
in regular gatherings for formation as a community.  In addition, those newly ordained begin to develop 
a specific formation plan that addresses their specific needs.  

Beyond the initial three years after ordination, deacons and their wives continue to take part in 
formation events and retreats for the entire diaconal community as well as continue to take 
responsibility for their continued ministerial formation through academic classes, spiritual development, 
personal reading, research, discussion, theological reflection and skill development.  Opportunities are 
also available for the gathering of deacon families. 

The office of the diaconate, in consultation with the Deacon Council, will provide an annual retreat and a 
convocation per year.  Funding for these events will be provided by the parish(es) to which deacons 
attending the events are assigned and with support from the office of the diaconate in the form of 
honoraria for presenters.  Funding for retired deacons will be provided by the diocese. 

A list of spiritual directors will be made available for deacons and their wives.   

Deacons are invited to attend the November Clergy Days, the Priest Convocation and June Clergy 
Institute provided for deacons and priests.   

Each deacon should complete a minimum of ten contact hours of continuing education annually.  Hours 
may come from deacon study days, Clergy Days and Clergy Institutes, diocesan, regional, or national 
conferences, workshops and seminars, educational and developmental themes for retreats and days of 
recollection, self-guided study, distance learning, ministry reflection groups, and mentoring groups 
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among deacons that meet to discuss ministry, exchange experiences, advance formation, and encourage 
each other in fidelity.  Each deacon should also complete a retreat annually. 

The married deacon does not serve in his ministry alone, but with the encouragement and approval of 
his wife.  While the deacon is continuing his own growth, his wife should grow too.  There is evidence 
that when the wife is actively integrated into the education-formation experience, her life has been 
improved, her relationship with her husband and family has been renewed and a healthier attitude 
exists for future growth.  Wives of deacons are invited and encouraged, but not required, to participate 
fully in the diaconal continuing education program.  Occasionally a session will be limited to deacons 
only or to wives only.  In these guidelines most of the items are intended to apply to both the deacon 
and his wife, not to the deacon alone.  There may be times when, because of the ages and numbers of 
children or other commitments she may not be able to participate fully, but at these times her husband 
should keep her informed with a look toward fuller participation at a future time (Synod V).   

XVI. Politics 

A deacon may not present his name for election to any public office or in any other general election, or 
accept a nomination or an appointment to public office, without the prior written permission of the 
diocesan bishop (Directory 98).  A deacon may not actively and publicly participate in another’s political 
campaign without the prior written permission of the diocesan bishop (Directory 91). 

XVII. Diocesan Policies Relating to Sexuality and Personal Behavior 

Policies relating to sexuality and personal behavior are found on the diocesan website.  The vicar general 
is responsible for these policies. 

XVIII. Liturgical Ministry 

A. Diocesan Policies 

Diocesan policies regarding the deacon and the liturgy can be found on the diocesan website and in the 
appendix.  The director of liturgy is responsible for these policies. 

B. Frequency 

The frequency that the deacon assists at parish liturgies is determined by the ministry agreement.  If the 
deacon performs a function of ministry at a liturgy, he should vest.  He should also vest if with a group of 
deacons gathered as an order. 

In the absence of a priest, a deacon should preside at liturgies outside of Mass.  If a deacon assigned to 
the parish is not available or a deacon is not assigned to the parish, a deacon from a neighboring parish, 
from the deanery or from outside of the deanery should be contacted to preside at the liturgy.   

C. Preaching 

Deacons are ordained “to proclaim the Gospel and preach the Word of God.”   They “have the faculty to 
preach everywhere, in accordance with the conditions established by [Canon Law]” (Directory 80). 

The general frequency of preaching by a deacon is determined in the ministry agreement with the 
understanding that the frequency may be modified according to the needs of the parish and the pastor.  

D. Liturgy of the Hours 

Deacons are required to include as part of their daily prayer those parts of the Liturgy of the Hours 
known as Morning and Evening Prayer.  Deacons are obliged to pray for the universal Church.  
Whenever possible, they should lead these prayers with the community to whom they have been 
assigned to minister (Directory 90).  
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E. Bi-Ritual Deacons 

When a permanent deacon of the Eastern Catholic Churches is granted bi-ritual faculties to assist in the 
Roman Church, the theological understanding of the sacraments and the order of the diaconate in the 
Eastern Catholic Churches is to be respected.  Practically, a deacon of the Eastern Catholic Churches is 
not to be allowed to solemnize marriages in the Roman Church (Directory 102). 

F. Ecumenical Liturgies and Services 

The Second Vatican Council also urged “its sons and daughters to enter with prudence and charity into 
discussion and collaboration with members of other religions.”  Such a spirit must imbue a desire for 
ecumenical and interreligious cooperation with Jews, Muslims, and members of other religions.  
Deacons should strive in achieving a spirit of welcome, respect, and collaboration among people of good 
will.  The concerns of justice, peace, and the integrity of human life join together all churches and all 
religions (Directory 152). 

XIX. Funeral Planning 

One of the greatest acts of love that can be offered to loved ones is relieving them of the burden of 
deciding funeral arrangements at the time of death.  Survivors often agonize over making the right 
decisions and fulfilling unstated ‘final wishes’.  The office of the diaconate provides the “Deacon Funeral 
Instructions” to assist in advising both loved ones and the diocese of those ‘final wishes’.  It is 
recommended that this form be completed with the assistance of loved ones.  One copy should be left 
in their possession and one copy should be forwarded to the office of the diaconate in a sealed envelope 
plainly marked with the name of the person’s instructions.  If a funeral has been pre-planned, a copy of 
the instructions should also be provided to the local mortuary. 

The funeral instructions may be used for deacons and for the wives of deacons. 

A. Entering the Priesthood 

Widowed deacons and deacons who have not been married who are considering a call to the priesthood 
should contact the director and the director of vocations. 

Underlying the restoration and renewal of the diaconate at the Second Vatican Council was the principle 
that the diaconate is a stable and permanent rank of ordained ministry. Since the history of the order 
over the last millennium, however, has been centered on the diaconate as a transitory stage leading to 
the priesthood, actions that may obfuscate the stability and permanence of the order should be 
minimized.  This would include the ordination of celibate or widowed deacons to the priesthood 
(Directory 77). 

  



January 2019 

Diocese of Davenport    Deacon       

Diaconate Ministry Worksheet 2019 
 

The deacon is a non-salaried minister unless otherwise employed by a parish, organization or agency of the diocese, at 

which time a separate employment contract must be drawn up and agreed to by all parties involved. Please provide 

additional information as needed on separate sheet. 
 

Description and location Frequency 
Ministry of Charity within the Parish 

            
            
            
            
            
            

 

Ministry of Charity outside the Parish 

            
            
            
            
            
            

 

Ministry of Liturgy 

            
            
            
            
            
            

 

Ministry of Word 

            
            
            
            
            
            

 
The terms of this worksheet are renewable at the Bishop’s discretion and may be terminated at the request of either party 

with the approval of the Bishop.  The parish, organization or agency of the diocese will normally reimburse out-of-pocket 

expenses and pay for any education and other ministry-related expenses required to carry out the ministries listed above 

and are also encouraged to pay for spouse’s education related to above listed ministries. 

 

Return completed and signed worksheet to the Diaconate Office for review and approval by Bishop Zinkula.  A letter of 

appointment will then be prepared.  

 
_________________________________________  _____________________________________________ 

Deacon Signature   Date   Pastor/Ministry Supervisor Signature  Date 
 

Parish             City       
 

_________________________________________  _____________________________________________ 

Deacon Terry Starns   Date   Most Rev. Thomas Zinkula   Date  

Director of the Diaconate     Bishop of Davenport  



Updated October 2016 

LETTER IN GOOD STANDING 
FOR PERFORMING MINISTRY IN ANOTHER DIOCESE 

 
REQUEST FORM 

 
Per the USCCB guidelines and can. 903 CIC, dioceses require our priests and deacons to 
have a letter in good standing which is sent to the ordinary of the diocese where ministry will 
be exercised.  Copies of the letter are sent to the parish being visited and to the priest 
requesting the letter. 
 
To make a request, please provide the required information in the form below and send to the 
Bishop’s office by letter or email bishop@davenportdiocese.org.  The request form can be 
found on the diocesan website at http://www.davenportdiocese.org/library-2.  Download and 
save the form with a subject line of “Letter in Good Standing Request” before completing.   
 
Please allow a minimum of two weeks for this to be processed accordingly.  In the event of a 
funeral, every effort will be made to expedite the letter in good standing.   
 

NAME       

REASON FOR REQUEST  
(specific ministry, vacation, etc.) 
(include details, i.e., names for 
baptism, wedding, funeral, etc.) 

 
      

DATES 
(If multiple visits to the same 
diocese are expected in a one-
year’s time, please note in 
“multiple visits” box.) 

 
(one-time only) 
      

 
(multiple visits to same diocese) 
      

ARCH/DIOCESE (or religious 
order) BEING VISITED 
(include name and address of 
ordinary/superior) 

      
 
 
 

PARISH BEING VISITED 
(include name of pastor and name 
and address of parish) 

      
 
 
 

COMMENTS 

      
 
 

 
NOTE:  Any clergy coming to the Diocese of Davenport to perform any ministry, even if for 
only one event, needs to provide the office of the Bishop this documentation from his own 
diocese or religious superior. 

mailto:bishop@davenportdiocese.org
http://www.davenportdiocese.org/library-2


Retired Deacon Ministry ‐ Policy and Procedures    Deacon:  ______________________ Date: __________ 

Rev 03 11 2013 

 
Introduction 
This policy addresses deacons who request a) retirement with faculties, b) retirement without faculties or  
c) continuation of active status. 
 
Deacons of the Diocese of Davenport may apply to retire when they reach their 70th birthday by submitting a signed 
letter to the bishop that includes the reason(s) for retirement.   
 
Deacons of the Diocese of Davenport must submit a signed letter of resignation from office when they reach their 75th 
birthday or the deacon may submit a signed letter to the bishop requesting to remain on active status.   
 
Letters of resignation must include either a request for the continuation of faculties during retirement or a statement 
that the deacon is withdrawing completely from all diaconal ministry during retirement in which case the deacon will not 
receive faculties from the bishop. 
 
The following information should be completed and submitted to the director of the diaconate along with a copy of the 
letter to the bishop requesting retirement or to remain on active status unless the deacon is withdrawing from all 
diaconal ministry during retirement: 

1. Evaluation form completed by the deacon 
2. Evaluation form completed by the pastor or priest supervisor 

 
In addition, if the deacon is requesting to remain on active status: 

3. New ministry agreement completed by the deacon and the pastor or priest supervisor 
 
Practical considerations 
Each deacon’s ability to continue in diaconal ministry after retirement should be evaluated while also considering the 
needs of the diocese.  Some deacons are able to function well after retiring.  Others may have limited function due to 
physical or mental changes.  Some deacons do not recognize these changes in their ability as these changes may develop 
slowly over time.  Deacons, pastors and priest supervisors should be consulted to assist a deacon in making the 
necessary changes in his ministry activities which are in his best interest and the interest of the diocese. 
 
Retired Status 
A retired deacon no longer needs a ministry agreement with the pastor or priest supervisor nor a letter of appointment 
from the bishop.  He is not required to maintain all of the obligations for active deacons although he is invited to 
continue ministering as a deacon according to the needs of the parish and as he desires and is able.  In most cases, a 
retired deacon continues to receive faculties appropriate to the needs of the diocese.  A deacon who is retired is 
welcome to attend continuing education opportunities and retreats with these expenses paid by the parish.  A deacon 
providing any type of ministry must continue to participate in the diocesan safe environment training. 
 
A retired deacon will consult with his pastor and the director of the diaconate annually or at any time his ministerial 
activities need to be adjusted due to health changes or other considerations.  The director of the diaconate will monitor 
the renewal process for the mutual benefit of the parties involved.   
 
Active Status Beyond the Age of Retirement at 75 
If approved, the deacon remains on active status with a written ministry agreement with the pastor or priest supervisor 
and a written appointment and associated faculties from the bishop.  The deacon is required to maintain all of the 
obligations of continuing education, retreats, safe environment training and communication.  These obligations will 
continue to be paid by the parish.   Any changes to diaconal ministry should be noted in a new ministry agreement that 
is completed by the deacon and the pastor or priest supervisor and forwarded to the office of the diaconate for approval 
by the bishop.   
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[For Office Use Only] 

Deacon Name  Date of Birth  Retirement Date  Date Request Received 

       

 

Date of 
Evaluation 

Self 
Evaluation 
Received 

Pastor 
Evaluation 
Received 

Date 
Reviewed by 

Bishop 

Status*/Comments 

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

*status categories:  full faculties  limited faculties   no faculties   
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This evaluation is being completed by the   □ deacon  

□ pastor/supervisor (name):              
 

The information provided below will be used by the director of the diaconate and the bishop in evaluating changes in 
diaconal ministry.  Send the completed evaluation to the director of the diaconate not less than three weeks before the 
next evaluation date. 
 
Please check the proper response and add comments as needed for each question.  
 
 
1) Difficulty hearing other people at times.   
 
|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
 
Comments: ___________________________________ 

 
2) Trouble reading texts at times. 

 
|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
  
Comments: ___________________________________ 

 
3) Difficulty walking at times. 
 
|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
 
Comments: ___________________________________ 
 
4) Difficulty navigating steps: 

 
|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
 
Comments: ___________________________________ 
 

 

5) Need to steady myself when on my feet: 
 

|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
 
Comments: ___________________________________ 
 
6) Find it more difficult to be heard and understood  

when proclaiming the Word or reading from texts: 
 

|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
 
Comments: ___________________________________ 

 
7) Difficulty driving at times:          
|1‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐2‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐3‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐4‐‐‐‐‐‐‐‐‐‐‐‐‐‐5| 
Rarely      Somewhat    Often 
 
Comments: ___________________________________ 
 
8) Do you have a driver’s license:   �Yes  �No 
 
Restrictions: __________________________________ 
 
Other Concerns: _______________________________ 
 
_____________________________________________ 

 
Degree of comfort performing the following liturgical actions: 

 
9) Proclaiming the Word during Mass: 

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 
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10) Assisting the Presider at Mass: 
�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
11) Distributing Eucharist at Mass:          Host:  

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
12) Distributing Eucharist at Mass:          Cup: 

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
13)  Celebrating the Rite of Baptism:  

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
14) Assisting or leading Vigil services, Funerals and Burials:  

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
15) Celebrating the Rite of Matrimony:  

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
16) Assisting or leading Exposition, Adoration and Benediction 

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
   



Retired Deacon Ministry ‐ Policy and Procedures    Deacon:  ______________________ Date: __________ 

Rev 03 11 2013 

 
Degree of comfort performing the following ministry of charity duties: 

 
17) Visiting the sick, home bound and hospitalized parishioners:  

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
 
18) Ministry of charity activities outside the parish:  

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
  Please identify specific activities: _______________________________________________________________ 
 

Degree of comfort performing the following ministry of Word duties: 
 
19) Sacramental preparation:   (baptism, first communion, confirmation, marriage) 

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
  Please identify specific activities: _______________________________________________________________ 

 
20) Preparing and preaching homilies: 

�Rarely comfortable      �Somewhat comfortable      �Often comfortable 
 
Frequency:  �weekly  �biweekly  �monthly  �quarterly  �other _____________ 
 
Comments: _________________________________________________________________________________ 

 
This completed evaluation should be reviewed y the deacon and pastor or priest supervisor to discuss any problem areas 
which have been identified.  List problem areas identified and the adjustments that can be made to address them.  Use 
additional sheets as needed: 
__________________________________________________________________________________________________ 
 
__________________________________________________________________________________________________ 
 
__________________________________________________________________________________________________ 
 
__________________________________________________________________________________________________ 
 
__________________________________________________________________________________________________ 
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Acknowledgement and Consent Forms 

 
Effective July 1, 2013 the Diocese of Davenport implemented a new procedure for performing 
background checks. Completion of the background information is now done electronically through the 
VIRTUS Program instead of paper forms.   
 
Go to the diocesan Safe Environment webpage for complete information on this process: 
http://www.davenportdiocese.org/safe-environment 
 
The Safe Environment Library contains instructions on how to complete the online forms as well as an 
instruction manual for the Safe Environment Local Designee. 

http://www.davenportdiocese.org/safe-environment
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Introduction 
 
 
One of the greatest acts of love we can offer our loved ones is relieving them of the 
burden of deciding our funeral arrangements at the time of our death.  Survivors often 
agonize over making the right decisions and fulfilling unstated ‘final wishes’.   
 
It is our hope that this instrument will assist you in advising both your loved ones and the 
Diocese of those ‘final wishes’.  We recommend that you fill this form out with the 
assistance of loved ones, that you leave one copy in their possession, and that you 
forward one copy to the Diaconate Office in a sealed envelop plainly marked with your 
name and labeled “Funeral Instructions”.  If you have pre-planned your funeral with a 
local mortuary you may want to provide them with a copy as well. 
 
We ask that you be thorough in filling out this instrument and that you do so promptly. 
These instructions should be updated as needed or every five years. 

General Guidelines 
 
There are a few standing policies for Diocese of Davenport deacons which you should 
keep in mind when filling out the attached form: 

1. Deceased deacons should be dressed in an alb and white stole and may be 
vested with a white dalmatic if so desired. 

2. All deacons are urged to attend the Vigil service and the Funeral Mass of their 
deceased brother deacons.  While street clothing is appropriate for the Vigil, it 
is expected that deacons attending the Funeral of a brother deacon vest for the 
liturgy in alb and white stole.  The deacons should process in and sit as a 
community.  Some deacons may be called upon to assist with distribution of 
Communion as the situation warrants. 

3. The Bishop (or his designated representative) will be the primary celebrant of 
the Funeral Mass unless otherwise noted. 

4. A deacon should be the homilist of the funeral Mass. 
5. There should be two deacons chosen to assist at the Altar during the Funeral 

Mass: One will be the homilist and deacon of the Word while the other will be 
the deacon of the Eucharist. 

6. A deacon may be designated to conduct the Vigil service. 
 
 
 
 
 
Rev. 6/03
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Full Name_____________________________________________________ 
  (First)      (Middle)  (Last) 
 
Date of Birth___________________________________________________ 
                         (Month)      (Day)             (Year) 
 
Where were you born?   ___________________________________________ 
    (City)   (State) 
 
Parents:   Father___________________________________________________ 
   (First)      (Middle)  (Last) 
 
     Mother___________________________________________________ 
   (First)      (Middle)  (Last) 
 
 
Marital Status: Married ___     Widowed_____ Divorced_________ Not Married___ 
 
Spouse     ___________________________________________________________ 

(First)      (Middle)  (Maiden Name)  
 
Date of Marriage if applicable:   _____________________________ 
    (Month)      (Day)             (Year) 
 
Location of Marriage  __________________________________________________- 
                                         Church                          City                             State 
 
Is your spouse still living?            If no, please note date of death 
 
Children’s Names and Dates of Birth      (please note if deceased) 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Number of grandchildren__________________  
 
Number of great grandchildren_____________ 
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Date of Ordination:               _____________________________________________ 
    (Month)      (Day)             (Year) 
 
Where were you ordained:   ____________________________________________ 
    Church                          City                             State 
 
Name of Bishop who ordained you:   ______________________________________ 
 
Where have you served as deacon: 
 
 
Church                                         City   State   Dates 
 
Church                                         City   State   Dates  
 
Church                                         City   State   Dates  
 
Church                                         City   State   Dates  
 
 
Formal Ministry Assignments outside of parish:  (chancery, hospital, hospice, etc) 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
List Primary Diaconal service activities outside of your parish: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Schools:                    Dates attended:                                   Diploma or Dgree(s) awarded: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Employment:  (list last three employers) 
                         ______________________________________________________ 

  Company        Position                From             To 
_______________________________________________________ 
  Company        Position                From             To 
_______________________________________________________ 

   Company        Position                From             To 
 
Retired  ____________ From___________________ 
 
Fraternal/Service Organization memberships: 
 ______________________________________________________ 
  Name                                        Degree or Office held 
 
            ______________________________________________________ 
  Name                                        Degree or Office held 

 
Military Service: Branch__________Rank___________Years of Service_______ 
 
Military Graveside Honors:           Yes                     No 
 
If yes, indicate what organization will render honors and a person to contact for arranging 
honors. 

General Information 
 
Who should the diocese be in communication with in terms of making arrangements?  
This may be the spouse, son or daughter, close friend (s), etc. 
________________________________________________________________________
________________________________________________________________________ 
 
I have asked the following Priest and/or Deacon to assist my family as coordinator in 
supervising my funeral arrangements:  ________________________________________ 
 
Have you made arrangements to have your body donated to science? If so, list to whom: 
 

 
 
The mortuary I have selected is : 
 
Name________________________________   City ____________________________ 
 
 
 
Have you pre-planned your funeral and other arrangements with them?    Yes/No ______ 
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Where are the vestments you would like to be clothed in located?   Do you have any 
special instructions concerning choice of vestments?  (Normally  you will be vested in 
alb, stole and dalmatic) 
________________________________________________________________________      
________________________________________________________________________
________________________________________________________________________ 
 
Memorials are to be given to: _______________________________________________ 
 
 
Newspapers that should print the death notice:  (name of paper, city, state, etc.) 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Pallbearer names and address 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 

 
The Vigil Service 

 
The place for the vigil service 
is:_____________________________________________________________________    
_______________________________________________________________________ 
 
Do you wish an open casket at the vigil service? ________________________________                     
 
The deacon, priest, or other person who is to be principle leader of the wake service is: 
 
 
 
 
Should the designated person not be available, please list at least one alternate leader: 
 
 
 
Do you have any special requests concerning the Wake Service?   Special music, readers, 
particular Scripture readings, story tellers, etc., (please name individual and their role:) 
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The Funeral Liturgy 
 

Church of the Funeral Mass:________________________________________________ 
 
Place of the burial:    ______________________________________________________ 
 
Presider: (Normally the Bishop or his designate) 
_________________________________ 
 
Principal Concelebrant(s): __________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
 
Deacon of the Word:  ______________________________________________________ 
Deacon of the 
Eucharist:_______________________________________________________________ 
 
Cantor:  ________________________________________________________________ 
 
Readers: _______________________________________________________________ 
 
Acolytes: _______________________________________________________________ 
 
Homilist: 
________________________________________________________________ 
 
Alternate Homilist if the first choice is not 
available:______________________________ 
 
Placing of the Pall by: 
______________________________________________________ 
 
Placing of the Christian Symbols on Casket by: (optional)_________________________ 
 
Choice of First Reading: ____________________________________________ 
 
Choice of Responsorial Psalm: _________________________________________ 
 
Choice of Second Reading: ____________________________________________ 
 
Choice of Gospel: ___________________________________________________ 
 
Choice of General Intercessions and note any special intercessions you would like  
 
______________________________________________________________________ 
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Presentation  of the Gifts:   (list individuals who will bring gifts forward)  
 
 
Music choices if any:  
 
Before Mass:        ________________________________________________________ 
 
Entrance Hymn:   ________________________________________________________ 
 
Responsorial Psalm:  _____________________________________________________ 
 
Gospel Acclamation:  _____________________________________________________ 
 
Preparation Hymn:     _____________________________________________________ 
 
Communion Hymn:    _____________________________________________________ 
 
Song of Farewell:        _____________________________________________________ 
 
Recessional Hymn:      _____________________________________________________ 
 

 
 

If you have any special instructions for the Rite of Committal such as music, readings, 
lowering of casket during the rite, please list them here: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Please sign and date this form: 
 
Deacon Signature: _________________________________         Date:______________ 
 
 
Spouse Signature: _________________________________          Date:______________ 
 
 
 
If there is anything you wish to add or cover that was not included above, please indicate 
it here or on additional pages you attach to this form. 
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XXI. Appendix II – References 
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For help contact Laurie Hoefling, hoefling@davenportdiocese.org or Rob Butterworth, butterworth@davenportdiocese.org; 563-324-1911 

Diodav Email Account 
Email for Parish Personnel 
The Diocese has a standard email address formula, @diodav.org, for some parish staff.  You may use this formula to contact any 
priest, deacon, parish life administrator, director of religious education, youth minister, pastoral associate or bookkeeper.  (Note: All 
priests and deacons of the diocese use this “diodav” email address formula regardless where they are serving or are retired.  Some 
retired clergy do not have email.) 
  
Priests, deacons, parish life administrators and seminarians:  
last name, first name initial followed by @diodav.org 
 Fr. Charles Fladung  fladungc@diodav.org 
  
Director of religious education, youth minister, pastoral associate and bookkeeper:  
Use the parish email address that is prior to the @, followed by the “initial” that represents their respective ministry and then end with 
@diodav.org 
 Director of religious education: dre albiastmarydre@diodav.org  
 Youth minister: ym bettlourdesym@diodav.org  
 Pastoral associate: pa burlssjohnpaulpa@diodav.org 
 Bookkeeper: fin (finance) muscssmarymathiasfin@diodav.org 
 
Instructions for Diodav email  
 
You can access your email from ANY computer that has internet access. 
 

a) Get to the internet….it doesn’t matter what search engine you use.  
b) In the address bar, the very top/first white bar on the far left of the screen (do not use the search field) 
c) Enter www.gmail.com 
d) Enter your full email address and password. 

The following only applies the first time you access this email account: 
 You may be shown a screen about accepting the rules, etc.  Please accept. 
 If prompted, enter your new password (one of your own choosing) 

e) If you have a current @gmail.com account you may need to log out of that account and log in 
with your diodav email address or you may “add an account” to your current Gmail account.   
 

You are now at your Mail. 
 
If you have another work/ministry email account and are contemplating forwarding one account to the 
other we ask that you use your diodav email account as your primary email and forward your other 
email to this one.   
 
To forward your Diodav email to another email address 

1)  In the upper right hand corner click on the icon of a “gear.”  Left click on the gear and select 
settings.   

2)  Under the Settings heading click on Forwarding and Pop/IMAP 
3)  On this tab in the top box select “Add a forwarding address or Forward a copy of incoming mail 

to”  
4)  Enter the email address you want diodav email forwarded to.  Diodav may send an email to this 

account “asking your permission” for the diodav email to be sent to it.  If that happens you will 
need to reply to that email to authorize the confirmation code.  Email will only be forwarded to 
this account after you have authorized its use. 

5)  You will then need to click the check box and tell diodav what you want done with the email after 
it is forwarded to the other address.  

6)  Very important: At the bottom of the page click Save Changes 
7)  Log out 
 

If you do not forward your email to another email account then follow steps a-d each time you 
want to access/read your diodav email. 
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CONSTITUTION OF THE SAINTS STEPHEN AND PHOEBE 
DEACON COUNCIL OF THE DIOCESE OF DAVENPORT 

 
 

Preamble to the Constitution 
 
The diocesan Bishop, priests and deacons of the Diocese of Davenport share in the 
ministry of Jesus Christ by their baptism and in a special way by their call to Holy 
Orders.  The deacons are called for the purpose of ministry of service and charity and to 
assist the Bishop and his presbyters in the ministries of Word and worship to build the 
Body of Christ. 
 
Conscious of our responsibility to the diocese; aware of the bonds of fraternity among 
all deacons; seeking to strengthen and promote the bond of unity and affection among 
the bishop, priests and the People of God; mindful of the call of the Second Vatican 
Council and in conformity with the revised Code of Canon Law, we, the Bishop and 
deacons of the Diocese of Davenport, do hereby establish The Saints Stephen and 
Phoebe Deacon Council of the Diocese of Davenport. 
 
 
ARTICLE I NAME 
 
The name of the Council shall be “The Saints Stephen and Phoebe Deacon Council of 
the Diocese of Davenport.”  
 
ARTICLE II PURPOSE 
 
The purpose of the Council shall be: 
 
A. To provide a forum for the full and free discussion of all issues of diaconal 

concern in the diocese, thus providing an organized opportunity for mutual open 
reflection and fraternal dialog between the Bishop and the deacons of the 
diocese. 

 
B. To aid the Bishop, priests and deacons to insure that the pastoral welfare of the 

People of God may continue. 
 
C. To encourage and provide ways and means for effective ministry, continuing 

education and the spiritual growth of deacons. 
 
ARTICLE III MEMBERSHIP 
 
The membership shall consist of the diocesan Bishop and other members as prescribed 
in The Saints Stephen and Phoebe Deacon Council Bylaws. 
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ARTICLE IV OFFICERS 
 
A. Officers of the Deacon Council shall be president, vice president, secretary and 

treasurer. 
 

B. The officers shall be elected from among the deacons of the diocese. 
 
ARTICLE V MEETINGS 
 
A. The Council shall meet as determined in the Bylaws. 

 
B. For voting purposes a simple majority of the members present is required. 
 
ARTICLE VI CESSATION OF THE COUNCIL 
 
When the See is vacant the Deacon Council ceases.  The new diocesan Bishop may 
establish the Deacon Council anew. 
 
ARTICLE VII AMENDMENTS 
 
Amendments to the Constitution may be made by a two-thirds majority vote of all 
deacons of the diocese with the approval of the diocesan Bishop with prior notice of no 
less than 15 days having been given to the members. 
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BYLAWS OF THE SAINTS STEPHEN AND PHOEBE 
DEACON COUNCIL OF THE DIOCESE OF DAVENPORT 

 
 
ARTICLE I MEMBERSHIP 
 
a. Membership is composed of the diocesan Bishop, all incardinated and non-

incardinated deacons of the Diocese of Davenport who have faculties from the 
Bishop, deacon wives, deacon widows and an ex-officio member appointed by 
the Presbyteral Council of the Diocese of Davenport. 
 

b. The diocesan Bishop shall be an ex-officio member of the Deacon Council with 
the right to call special meetings, to place matters of concern on the agenda, to 
accept or reject the results of deliberations and to promulgate official decisions 
arising there from.  

 
ARTICLE II ELECTION OF OFFICERS 
 
A. Elections of the vice president, secretary and treasurer from the deacons serving 

in the diocese shall be held in October of each odd-numbered year. 
 

B. The term of office shall be two years. 
 

C. The current vice president succeeds the retiring president. 
 
ARTICLE III DUTIES OF OFFICERS 
 
A. The president shall be chief executive officer of the Deacon Council and preside 

at regular meetings of the Deacon Council.  He shall perform the duties 
prescribed for this office according to parliamentary procedure.  He shall also 
appoint Council committees. 
 

B. The vice-president shall act in place of the president when the president is 
absent.  He shall assist the president in the appointment of committees. 
 

C. The secretary is responsible for maintaining records of the Deacon Council.  His 
duties include notifying the members of the Council of the time, place and 
agenda of the meetings; recording the minutes of each meeting; and sending a 
copy of the minutes to the Bishop and to all deacons after each Council meeting.  
 

D. The treasurer shall collect dues, give a financial report at each meeting and pay 
bills.  He is also responsible for maintaining the Council’s checking account and 
disbursement records. 

 



 

 

Adopted March 19, 2010  
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E. An executive committee made up of the officers of the Council and the Deacon 
Personnel Director may meet at anytime to promote continuing education, 
perform strategic planning or address any concerns and issues. 

 
ARTICLE IV MEETINGS 
 
The Deacon Council shall meet at least twice a year.  Special meetings may be called 
by the Bishop or by the president. 
 
ARTICLE V COMMITTEES 
 
Committees shall be appointed by the president as may be needed.  Non-members may 
be invited to serve, but deacons shall chair the committee. 
 
ARTICLE VI AMENDMENTS 
 
Amendments to the Bylaws may be made by a simple majority vote of all deacons of the 
diocese with the approval of the diocesan Bishop with prior notice of no less than 15 
days having been given to all members. 
 



Diaconate Ministry Examples 
 

1 
 

Ministry of Charity within the Parish  

 Programs of service or outreach to parish members. 

 Pastoral visits to the sick, aged and infirm. 

 Visiting parish families during times of grief. 

 Assisting with parish sponsored retreats such as CEW. 

 Attending Parish Council meetings or other parish committees.  

 Attending parish organizations as a resource person.  

 Other (specify)  
 
Minstry of Charity outside the Parish  

 Food ministry activities in community 

 Ministry to the abused, prisoners and needy in community 

 Police or Fire Chaplain 

 Ministry to the homeless, destitute or addicted in the community 

 Ministry to youth in the community 

 Any service to the people of the community outside the parish 

 Service to the diocese outside the parish‐(deanery or diocesan level) 

 Other (specify)  
Ministry of Liturgy  

 Leader of devotional prayer (specify) 

 Assist at Mass 

 Preside or assist at Baptisms, Vigil services, Funerals or Weddings as assigned 

 Other (specify) 
 

Ministry of Word  

 Homily preparation and delivery 

 Sacramental instruction such as baptism, marriage preparation and RCIA preparation 

 Religious education programs 

 Bible study 

 Other (specify)  
 
Please specify how often you are engaged in your various ministerial activities.  
Time frame examples:   weekly, bi weekly, monthly, as assigned, every ____months. 
Occasionally, etc.  If you are not currently engaged in a specific ministry, do not list it.  
 
Contact me if you have any questions.   
 
 
Deacon David Montgomery 
Director of the Diaconate 
563‐888‐4222 / montgomery@davenportdiocese.org   
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FACULTIES FOR DEACONS 
 

General Introduction 

 
“The overall purpose of diocesan faculties is to empower persons for ministry and administration within the diocese” 

(Huels, 19). Faculties link the minister to the bishop, are intended to be used for the good of the People of God, and help 

to ensure that ministers and administrators are qualified for the tasks assigned to them. Some faculties are granted by law 

at ordination; other faculties are granted by law – whether to office holders or apart from a specific office (for example, in 

the danger of death). Some faculties are granted only by personal delegation – either habitually (for general, repeated use) 

or for a specific event (Huels, 19-37). Specific rules govern the subdelegation of faculties (Huels, 88-96).   

 

The following definitions are used in the faculties documents for the Diocese of Davenport: 

  

Priest: Any priest in good standing, including retired priests, who have domicile or quasi-domicile in the 

diocese. 

 

Pastor: Pastor of a parish (for non-territorial parishes, the words are changed from “in your 

territory” to “wherever they are” as applicable), including the Cathedral rector. 

Priests named as “parochial administrator” of a parish (cc. 539-540) 

Chaplain with full care of souls (e.g., military, those with care of a migrant group without 

a parish, university chaplain) 

   “Priest Moderator” (priest supervisor for PLC) 

   Priests serving as “sacramental ministers” 

PV:  Parochial vicar as defined by law. 

Chaplain Priests who do not have the full care of souls of a community (e.g., health care institution, 

chaplain to a religious community);  

Rector: Priest in charge of a church that is not a parish, a capitular church, or a church connected 

to a religious community (e.g., a shrine church) 

 

Deacon:  Any deacon in good standing, including retired deacons, who have domicile or quasi-

domicile in the diocese. 

       

Deacon Serving in a Parish: 

       A deacon who ministers in parishes (or who serves in like communities for the military, 

migrants, universities, etc.), including “sacramental ministers.” 

 

PLC:  Parish Life Coordinator; a deacon or lay person assigned to care for a parish under canon 517.2. 

 

Abbreviations used: 

 

BB  Book of Blessings (1989) 

c. / cc. canon / canons 

CIC Codex Iuris Canonici (Code of Canon Law; 1983; revised 1990) 

DAPNE Directory for the Application of Principles and Norms on Ecumenism (1993) 

DB Rituale Romanum: De benedictionibus, editio typica (1984) 

DSCAP Directory for Sunday Celebrations in the Absence of a Priest (1988) 

EDM Ecclesia de mysterio (Instruction on Certain Questions Concerning the Cooperation of the Lay Faithful in 

the Ministry of Priests; 1997) 

GILH General Instruction of the Liturgy of the Hours (1971) 
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GIRM General Instruction of the Roman Missal, third edition (2002; retranslated 2011) 

HCWE Rite of Holy Communion and Worship of the Eucharist Outside Mass (1973) 

Huels Empowerment for Ministry: A Complete Manual on Diocesan Faculties for Priests, Deacons, and Lay 

Ministers (Paulist Press, 2003) 

OCF Order of Christian Funerals (1989) 

OCM Ordo celebrandi Matrimonium, editio typica altera (1990) 

OE Ordo exsequarium, edito typica (1969) 

OICA Ordo initiaionis christianae adultorum, editio typica (1972) 

OUI Ordo unctionis infirmorum eorumque pastoralis curae, editio typica (1972) 

PCS Pastoral Care of the Sick: Rites of Anointing and Viaticum (1983) 

RBC Rite of Baptism of Children. 2nd edition (1973) 

RC Rite of Confirmation (1971) 

RCIA Rite of Christian Initiation of Adults (1988) 

RP Rite of Penance (1973) 

SCAP Sunday Celebrations in the Absence of a Priest, 2nd edition (2007) 

SDO Sacrum Diaconatus Ordinem (1967) 

SPCU Secretarioat for Promoting Christian Unity 

 

 

Introduction: Faculties for Deacons 

 

The faculties for deacons fall into five categories.  

 

(1) First to be listed are those faculties granted at ordination. These faculties may be used anywhere in the 

world with at least the presumed permission of the pastor or rector of the church. The use of some of 

these faculties is limited to the situation when someone is in the danger of death. All the faculties listed 

in Section 1 may not be subdelegated (Huels, 95-6). These faculties are not granted by the bishop, but 

are listed here for completeness. 

 

(2) Section 2 lists those faculties that are granted by the bishop for all deacons 

 

(3) Section 3 lists those faculties that are granted by the bishop for all deacons serving in a parish.  

 

The faculties listen in Sections 2 and 3 may only be used within the territory of the diocese unless 

otherwise specified. “Diocesan faculties can be subdelegated in individual cases” (Huels 90; see c. 

137.3) unless otherwise specified. 

 

(4) Section 4 gives norms for deacons named as sacramental ministers or parish life coordinators. 

 

(5) Those faculties granted by the bishop to deacons named to care for a parish under canon 517.2, as well 

as those mandates granted to deacons by the priest moderator are listed in a separate document.  

 

SECTION 1: FACULTIES GRANTED AT ORDINATION 

 

Through your ordination,, you have the following faculties. You may use them anywhere in the world with at 

least the presumed consent of the pastor or rector of the church. 
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Ministry of the Word 

 
Notes 

The provisions of Diocesan Policy §IV-244 Policies Relating to SCAP, Weekday Celebrations of the Liturgy of 

the Word, and Lay Preaching must be followed. 

 

Sacraments 

 
Notes 

The deacon administers the Blood of Christ at Mass or, when Communion is given only under the species of 

bread, the Body of Christ. If there is a serious reason why the deacon is unable to administer the Blood of Christ 

at Mass, he may administer the Body of Christ instead. See Diocesan Policy §IV-220 Policies Relating to the 

Liturgical Ministry of the Deacon. 

 

 

 

 

Faculty 1.1 

You may catechize and preach to the faithful apart from the liturgy (cc.757, 762; SDO 22, 6o). 

Faculty 1.2 

You may preside at the liturgy of the hours, celebrations of the word, and Sunday celebrations in the absence 

of a priest where this is permitted by diocesan  policy; you may preach at the liturgies at which you preside 

(GILH 254; SDO 22, nn.7-8; DSCAP 29; c.764). 

 

Faculty 1.3 

You may proclaim the gospel at Mass. You may give the homily at Mass, at the discretion of the priest 

celebrant (GIRM 175, 171c). 

Faculty 1.4 

You may administer baptism to infants—those under seven and those lacking the use of reason (c.861.1). 

Faculty 1.5 

You may assist the presiding priest at Mass and other liturgical celebrations as indicated in the rites (SDO 22, 

1o). 

Faculty 1.6 

You may administer Communion at Mass (c.910.1; GIRM 182). 

Faculty 1.7 

You may preside at the Rite of Distributing Holy Communion Outside Mass, and you may bring Holy 

Communion to the sick and infirm (HCWE 17, 26; PCS 81-96). 
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Sacramentals 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Faculty 1.8 

You may preside at the rites of adoration and exposition of the Blessed Sacrament and give the blessing with 

the reserved Eucharist (benediction) (c.943). 

Faculty 1.9 

You may celebrate the minor exorcisms and blessings of catechumens (RCIA 91, 96; OICA 109, 119). 

Faculty 1.10 

You may give the blessings of the rites at which you preside; you may preside at other blessings in accord 

with the Book of Blessings (DB/BB 18c). 

Faculty 1.11 

You may preside at penitential celebrations when the sacrament of penance is not celebrated (RP 36-37). 

Faculty 1.12 

You may celebrate the rites for visits to the sick and the prayers on the occasion of death (OUI 138, 151; PCS 

212, 221). 

Faculty 1.13 

When a priest is unavailable, you may preside at funeral rites—the vigil, funeral liturgy outside Mass, and 

committal; (OE 19; OCF 14). 

Faculty 1.14 

You may celebrate or impart other sacramentals in accord with the law (cc.1168, 1169.3). 



Faculties for Deacons 

6 

 

Through your ordination, you also have the following faculties, but they may be used only if someone is in 

danger of death. These faculties may be used anywhere in the world with at least the presumed consent of the 

pastor. 

 

Baptism 

 
 

Notes 

Normally, a priest should baptize in danger of death so that he may confirm the person immediately 

afterward, even if an infant (c. 866). Thus, this faculty should be used only if no priest who has the sacred 

chrism is available. The Rite of Christian Initiation for the Dying from Pastoral Care of the Sick is to be used, 

if the ritual is available. The one to be baptized demonstrates “some knowledge of the principal truths of the 

faith” and the “promise to observe the commandments of the Christian religion” by an affirmative answer to the 

four questions you are to ask at the beginning of the rite (PCS 282). After asking the questions, if death is 

imminent, it suffices to observe what is necessary for validity: water baptism and the Trinitarian formula (cc. 

850, 853; PCS 277). Viaticum should be given as below in faculty 1.16. The baptism is registered in accord 

with canons 877-878. 

 

Viaticum 

  
Notes 

The dying person must request the sacrament and be properly disposed. To ensure the proper disposition, 

if the person has not had an opportunity to confess, you should ask him or her to make an act of perfect 

contrition, that is, to be sorry for all grave sins committed after baptism, which have not yet been confessed, 

with the intention of sinning no more. This requirement applies both to Catholics and baptized non-

Catholics. A Catholic, moreover, should be exhorted to intend to confess any serious sins later in 

individual confession. In addition to the request for the sacrament and the proper disposition, members of 

ecclesial communities (Anglicans and Protestants) must be unable to approach a minister of their own 

community, and they must manifest Catholic faith in the sacrament. A suitable manifestation of faith 

would be an affirmative answer to the question: “Do you accept the faith in the sacrament of the Eucharist 

as Christ instituted it and as the Catholic Church has handed it down?” (See SPCU, instruction In quibus 

rerum circumstantiis, no. 5, June 1, 1972.) 

 

 

 

Faculty 1.15 

If a priest is unavailable, you may baptize anyone not yet validly baptized, including a fetus, provided the 

person is alive (cc.861.2; 868.2; 871). Those who had the use of reason at any time during their life may not 

be baptized without having manifested this intention; they must also have some knowledge of the principal 

truths of the faith and must promise to observe the commandments of the Christian religion (c.865.2). 

Faculty 1.16 

You may celebrate the Rite of Viaticum Outside Mass (PCS 197-211), except the apostolic pardon (formula 

indulgentiae plenariae), with at least the presumed permission of the pastor, chaplain, or superior, who must 

be informed afterwards (c.911.2; PCS 197-211). You may also give Viaticum to a baptized non-Catholic 

who is in danger of death, in accord with the law (c.844.3-4) 
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Commendation of the Dying 

 

Marriage Dispensations 

 
 

Notes 

The local ordinary is not considered accessible if he can be reached only by telegraph or telephone (c. 1079, §4), 

e-mail or fax. If you lack the faculty, the marriage is celebrated according to the extraordinary form (c. 1116, 

§2). In that case, no dispensation from form is necessary unless another witness is unavailable. If you have the 

faculty to assist, you should dispense from the form if: (1) the marriage is being celebrated outside the territory 

of the parish; (2) two witnesses are unavailable. If there is time, you should exhort the parties (if baptized) to 

make an act of perfect contrition and celebrate the Sacrament of Reconciliation later. All impediments may be 

dispensed except prior bond, impotence, consanguinity in the direct line and second degree of the collateral 

line, and the sacred order of the presbyterate. You should dispense as follows: “I dispense you from the 

canonical form and/or from the impediment of     .” The parties must be present together 

and must express their consent to marry each other, even by signs if one party cannot speak (c. 1104). If you 

lack the marriage ritual and are unsure of the formula for asking for and receiving the consent of the parties in 

the name of the Church, you may use equivalent words of your own (c. 1108, §2). If the dispensation is for a 

public impediment, you are to notify the local pastor and local ordinary immediately afterward so that the 

dispensation may be properly recorded (cc. 1081-1082). If it is a mixed marriage between a Catholic and baptized 

non-Catholic, no permission is necessary in danger of death (c. 1068). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Faculty 1.17 

You may celebrate the Rite of Commendation of the Dying (OUI 142; PCS 165, 212-222). 

Faculty 1.18 

Even if you lack the faculty to assist at marriage, when one or both parties is in danger of death and when 

the local ordinary cannot be reached, you may dispense the parties to marriage both from the form to be 

observed in the celebration of marriage and from each and every impediment of ecclesiastical law, whether 

public or occult, except the impediment arising from the sacred order of the presbyterate (c.1079.2; see 

faculty 4.5.7). The dispensation is valid only if granted in writing, noting as well the just and reasonable 

cause for it. A copy of the dispensation must be forwarded to the diocesan archives after the marriage has 

been celebrated; another copy is to be retained in the parish archives. 
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SECTION 2: FACULTIES GRANTED BY THE BISHOP FOR ALL DEACONS 

 

These faculties, granted to deacons who minister in the Diocese of Davenport, may be used only within the 

territory of the Diocese unless otherwise specified. 

 

Sacramental Sharing 

 
Notes 

You have the faculty by law to administer Communion to members of the Eastern churches that do not have full 

communion with the Catholic Church, if these persons ask on their own for the sacrament and are properly 

disposed. The same applies to members of other churches which, in the judgment of the Apostolic See, are in a 

condition equal to the Eastern churches in reference to the sacraments. See canon 844, §3. This faculty applies, 

therefore, to other validly baptized Christians who cannot approach a minister of their own community, who 

ask for the sacrament on their own, and who manifest Catholic faith in the sacrament. In case of doubt 

regarding the proper disposition, you should admonish the person to make an act of perfect contrition before 

receiving Holy Communion. In case of doubt as to whether the person has the necessary faith in the sacrament, 

you should ask for an explicit manifestation of faith in these or similar words, as recommended by the Holy See: 

“Do you accept the faith in the sacrament of (penance, the Eucharist, or anointing of the sick) as Christ 

instituted it and as the Catholic Church has handed it down?” (See Secretariat for Promoting Christian Unity, 

instruction In quibus rerum circumstantiis, no. 5, 1 June 1972.) The faculty may be used: (1) anywhere in the 

world on behalf of someone in danger of death; (2) within the territory of the conference of bishops for cases 

established by the conference; (3) within the diocese for cases established by the diocesan bishop. 

 

Ecumenism: Reader at Liturgy 

 
Notes 

A typical just cause would be verified at weddings. funerals, and like celebrations when the baptized non-Catholic 

has some kind of relationship to the Catholic family members and they want to involve this person more actively 

in the celebration. It could also be done in Catholic schools at liturgies that are attended by baptized non-

Catholics, and in similar situations. Before using the faculty, you should have assurances that the designated 

person is capable of reading intelligibly in public. 

 

Participation of Non-Catholic Minister 

Faculty 2.1 

Observing the conditions of canon 844.4, you may administer Holy Communion to validly baptized persons 

who are in danger of death or who live in areas or institutions where they do not have regular access to a 

minister of their own. 

Faculty 2.2 

Upon the request of the couple, and if you have the faculty to assist at marriage, even by special delegation, 

you may invite the minister of the party of the other church or ecclesial community to participate in the 

celebration of the marriage by reading from scripture, giving a brief exhortation, and/or blessing the couple 

(DAPNE 158). The same applies to funerals. 

Faculty 2.2  

On exceptional occasions and for a just cause, if you are presiding at liturgy, you may permit a member of a 

non-Catholic church or ecclesial community to be a reader at the celebration (DAPNE 133). 
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Notes 

If you do not have the faculty to assist at marriages in the parish, you must obtain it from the local ordinary or 

pastor or, in the absence of the pastor, from the priest or deacon who has general delegation in the parish. 

Permission for a mixed marriage must also be granted in accord with canons 1124-1125. For baptisms, see 

faculty 3.2 below. 

 

Mixed Marriage in Non-Catholic Church 

 
Notes 

The minister who asks for and receives the consent of the parties must be the minister of the host church. With a 

dispensation from canonical form, that minister is the non-Catholic. 

 

Ecumenical Meetings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Faculty 2.2 

You may take part on meetings with other Christians aimed at improving ecumenical relations and resolving 

pastoral problems in common (DAPNE 91b). 

Faculty 2.3 

You may attend or participate in the celebration of a mixed marriage outside a Catholic church or oratory 

when a dispensation from canonical form has been given. If invited to do so by the non-Catholic minister, 

you may offer prayers, read from the scriptures, give a brief exhortation, and/or bless the couple. However, 

you may not ask for and receive the consent of the parties (DAPNE 157). 
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SECTION 3: FACULTIES GRANTED BY THE BISHOP FOR DEACONS SERVING IN A PARISH 

 

These faculties, granted to deacons who minister in the Diocese of Davenport and are assigned to a parish or 

similar community (such as for the military, migrants, or students), may be used only within the territory of the 

Diocese unless otherwise specified. 

 

Baptism in a Private Home 

 
Notes 

Ordinarily, baptism is to be celebrated in the parish church (c. 857). In an emergency, it may be celebrated 

anywhere. This faculty is not needed in danger of death but is intended for use with a person who has a serious 

disability or illness that makes it difficult to come to the church. 

 

Participation of Christian Minister in Baptism 

 
Notes 

This faculty would be used typically at the baptism of an infant of parents in a mixed marriage, when the non-

Catholic party is active in his or her own denomination, or if the non-Catholic minister is a friend or relative of 

the couple. The Directory for the Application of the Principles and Norms on Ecumenism, no. 97, states: 

“According to Catholic liturgical and theological tradition, baptism is celebrated by just one celebrant. For 

pastoral reasons, in particular circumstances, the local ordinary may sometimes permit a minister of another 

church or ecclesial community to take part in the celebration by reading a lesson, offering a prayer, etc. Reciproc-

ity is possible only if a baptism celebrated in another community does not conflict with Catholic principles or 

discipline.” You should not participate in the baptism of another church or ecclesial community if either parent of 

the one being baptized is Catholic (cf. cc. 1125, 1366), or the baptism of that community is invalid. 

 

Faculty to Assist at Marriage 

 
Notes 

You may also celebrate the appropriate marriage rite for a catechumen, even to another non-Catholic (OCM 

152). The appropriate rite of marriage must be used. At least one party who is Catholic should reside in the parish 

where the wedding is to take place. If not, the permission of the pastor(s) of the Catholic party(ies) ought to be 

sought for liceity. 

Faculty 3.1 

You may confer infant baptism in a private house for a grave reason that makes it difficult or dangerous for 

the infant to be brought to the church (c.860.1; RBC 12). This faculty may be used only within the territory 

of the parish [within the limits of your pastoral charge] except in the danger of death. 

Faculty 3.2 

For pastoral reasons, in particular circumstances, you may invite a minister of another church or ecclesial 

community to take part in the celebration of baptism by reading scripture, offering a prayer, or the like. The 

actual baptism is to be celebrated by the Catholic minister alone (DAPNE 97). 

Faculty 3.3 

Within the territory of the parish, you may validly assist at marriages involving at least one party who is a 

Catholic of the Latin Church (cc.1108, 1111). This faculty may be used only within the territory of the 

parish [within the limits of your pastoral charge]. 
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Marriage of a Catechumen 

 
Notes 

A catechumen is someone who has been accepted into the order of catechumens until baptism. The catechumen 

has the right to a church wedding, whether to a Catholic or a non-Catholic (OCM 152), even another 

catechumen. The rite for non-sacramental marriages (OCM Chapter 3) is to be observed, always celebrated 

outside Mass. If the marriage is between a catechumen and a Catholic, a dispensation from the impediment of 

disparity of worship is necessary. This faculty may be used only by a priest who has the faculty to assist at 

marriage. 

 

Dispensation from Impediments 

 
Notes 

This is a faculty you have by law provided you have the faculty to assist at marriage. This faculty is intended for 

a marriage at which you will assist according to the canonical form, not the extraordinary form of canon 

1116. When a marriage is celebrated according to the extraordinary form, all deacons have this faculty, not just 

those who have the faculty to assist at marriage. The dispensation should be granted in writing: “In virtue of 

the faculty of canon 1080, §1, I dispense N. from the impediment of     so that he/she may be 

free to marry N. on [date] at this church, [name of parish]. The reason for this dispensation is to avoid the 

probable danger of grave harm if the marriage is delayed while waiting for the dispensation from the competent 

authority.” You should write the dispensation on parish stationery, sign and date it. A copy is to be sent to the 

local ordinary and another copy retained for the marriage file. 

 

Some impediments are of their nature public, such as, for example, lawful consanguinity or affinity, bond of 

marriage, holy orders, a public perpetual vow of chastity in a religious institute, disparity of worship, adoption. 

Sometimes one of these may be occult in fact. Other impediments are of their nature occult, such as, for example, 

illegitimate consanguinity or affinity, or crime. Yet they may be in fact public, since it may happen that they are 

capable of proof owing to the particular circumstances of the case. Some impediments may be public in one place 

or at one time but occult elsewhere or later. Accordingly, the code sometimes speaks of occult cases (cc. 1047, 

§3; 1048; 1080, §1). 

 

Faculty 3.4 

Whenever an impediment is discovered after everything has already been prepared for the wedding, and the 

marriage cannot be delayed without probable danger of grave harm until a dispensation is obtained from the 

competent authority, you may dispense in occult cases from all impediments except prior bond, impotence, 

consanguinity in the direct line and the second degree of the collateral line, sacred orders, and a public 

perpetual vow of chastity in a religious institute of pontifical right (c.1080.1). You may dispense either 

Catholic party, even if they live outside the parish territory, provided the marriage takes place in the parish, 

and you may dispense a parishioner even if the marriage is lawfully celebrated outside the parish territory 

(see faculty 5.10.5). The dispensation is valid only if granted in writing, noting as well the just and 

reasonable cause for it. A copy of the dispensation must be forwarded to the diocesan archives after the 

marriage has been celebrated; another copy is to be retained in the parish archives. 

Faculty 3.4 Marriage of a Catechumen (PV) 

You may celebrate the marriage of a catechumen, even to a non-Catholic, according to the appropriate rite 

of marriage involving a non-baptized person, which may never take place at Mass (OCM 36; 118-143). 
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Funerals with Cremated Remains Present 

 
Notes 

For additional norms, see NCCB, Order of Christian Funerals, Appendix: Cremation. no. 426. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Faculty 3.5 

When a priest is unavailable, you may celebrate the funeral liturgy in the presence of the cremated remains 

of a deceased person, taking into account the concrete circumstances of each case, and always observing the 

following conditions: (1) There is no anti-Christian motive for choosing cremation (c.1176.3); (2) the 

cremated remains will be handled with respect and buried or entombed in a place reserved for this purpose; 

and (3) there is no canonical prohibition of a funeral liturgy, namely, for notorious apostates, heretics, and 

schismatics and other manifest sinners for whom ecclesiastical funerals cannot be granted without public 

scandal to the faithful (c.1184). Doubtful cases are to be referred to the bishop. 
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SECTION 4: FACULTIES GRANTED BY THE BISHOP FOR DEACONS  

ASSIGNED AS SACRAMENTAL MINISTERS OR PARISH LIFE COORDINATOR 

 

Deacons Assigned as Sacramental Ministers 

 

Deacons Assigned as Parish Life Coordinators 

 

The faculties for those deacons assigned as Parish Life Coordinators are listed in a separate document: 

“Faculties and Mandates for Parish Life Coordinators who are Deacons.” The faculties are also listed in Policy 

§II-5000 Policies Relating to Parish Life Coordinators. 

Faculty 4.1 

Deacons who are assigned as Sacramental Ministers according to Policy §II-5002.3 enjoy the same faculties 

at those parishes as they do at the parish(es) where they are assigned as parish deacons (Section 3 above); 

the same norms for subdelegation apply. 



REMUNERATION FOR CLERGY 
IN THE DIOCESE OF DAVENPORT 

 

Revised October 17, 2014 3

II.  Deacons  
 

1. All Deacons 
The Deacon is a non-salaried minister unless otherwise employed 
by a parish, organization or agency of the diocese, at which time a 
separate employment contract must be drawn up and agreed to by 
all parties involved.  The parish, organization or agency of the 
diocese will normally reimburse out-of-pocket expenses and pay for 
any education and other ministry-related expenses required to carry 
out the ministries listed above and are also encouraged to pay for a 
spouse’s education related to ministry of the deacon (Diaconate 
Ministry Worksheet Agreement).  

   
2. In the absence of a priest, a deacon should preside at liturgies 

outside of Mass1.  If a deacon assigned to the parish is not 
available or a deacon is not assigned to the parish, a deacon from 
a neighboring parish, from the deanery or from outside of the 
deanery should be contacted to preside at the liturgy.   
a. Deacons may be assigned by the bishop as sacramental 

ministers in addition to their regular parish assignment(s).  
Assignments as sacramental ministers are specific to liturgical 
ministry.  Regular diaconal parish assignments are more 
inclusive in the three areas of diaconal ministry.   

 
3. Weekend Assistance Outside of a Parish Assignment Including 

Sacramental Minister - Deacon 
a. For the first liturgy of the weekend which the supply deacon 

presides (such as funeral vigil, funeral outside of Mass, 
baptism outside of Mass, marriage outside of Mass, SCAP) 
he will be paid $50.  

b. For each successive weekend liturgy he presides he will be 
paid $50. 

c. He will be reimbursed for mileage at the diocesan rate if his 
one-way travel is more than 10 miles. 

d. An understanding between the priest moderator and the 
supply deacon regarding the provision for hospitality and 
meals is to be determined prior to the arrival of the supply 
deacon. The supply deacon is to be accorded reasonable 
hospitality and meal(s). 

 
4. Weekday Assistance Outside of a Parish Assignment Including 

Sacramental Minister - Deacon 
a.  $25 per weekday liturgy  
b.  Plus mileage (when over 10 miles one way) 

                                                 
1 Lumen Gentium 29;  Book of Blessings 18c. 



PROTOCOL FOR THE INCARDINATION OR 
EXCARDINATION OF DEACONS 
  

Purpose of Protocol 

This protocol is published for the purpose of assisting diocesan bishops in applying the procedures for 
excardination from one diocesan Church and incardination into another diocesan Church, two actions 
which coalesce into a single juridical act, to the specific case of a deacon. The provisions of this protocol 
are not intended to constitute particular law. Rather, they are meant to provide a process to implement 
the provisions of the Code of Canon Law pertaining to the incardination and excardination of deacons in 
the United States. 

Foundational principles 

I. Historical and Theological Principles 

1. Incardination specifies the relationship of clerics to the Church and the service which they render in 
it. Taken from the Latin term incardinare (to hang on a hinge) incardination is traditionally used to 
refer to the attachment of the priest or deacon to a diocesan Church headed by the diocesan 
bishop. Theologically it underscores the close, permanent association of bishops, presbyters and 
deacons in the Church's ordained ministry and hierarchical structure. 

2. Before the Council of Nicea, incardination was maintained solely by custom and the priests and 
deacons ordained by a bishop were considered part of a diocesan Church's ordained ministry. From 
earliest times (e.g. Chalcedon canon 6) all ordinands were ordered to be subject to an ecclesiastical 
superior; similarly, incardination bound a cleric for life to the diocese for which he had been ordained 
(Chalcedon, canon 5). The Council of Nicea forbade clerics from moving from one city to another, 
thus affirming the lasting principle that an ordained cleric is always attached to a diocese. 

3. This principle had to be reaffirmed in the following centuries because of the rise in the Middle Ages 
of ordinations of clerics not attached to a diocesan Church or bishop. Hence the Third Lateran 
Council (canon 5) forbade bishops from ordaining deacons and priests without a definite title. The 
desired effect of instilling the incardination of the ordained was not uniformly or universally achieved 
immediately and the bishops at Trent decreed that no one was to be ordained unless in the bishop's 
judgment he would be useful or necessary for the church to which he could be assigned. 

4. From this period on, incardination was understood ecclesiologically as referring to the bond between 
a priest and the diocesan Church for which he is ordained and as an expression of the bishop's 
solicitude for the particular Church. Canonically the term referred both to one's diocesan Church of 
ordination as well as the practice of transferring one's allegiance from one diocesan Church to 
another, and hence from one bishop to another. The ordained priest or deacon may thus be 
excardinated from one diocesan Church and incardinated into another but only at the judgment of 
the local ordinaries. 



5. In light of the teaching of Vatican II on the ordained ministry, the restoration of the diaconate as a 
permanent order in the Church and the revised rites of ordination, the notion of incardination is 
grounded theologically in the call to ordination in and for the church. Deacons and priests are 
ministers of the community and as such are representatives of the bishop. 

II. Canonical Prescriptions 

1. Canon 265: "Every cleric must be incardinated into some particular Church. . . ." 

2. Canon 266.1: "A person becomes a cleric through the reception of the diaconate and is incardinated 
into the particular Church or personal prelature for whose services he has been advanced." 

3. Canon 267.1: "In order for a cleric already incardinated to be incardinated validly into another 
particular Church, he must obtain from the diocesan bishop a letter of excardination signed by the 
bishop; he must likewise obtain from the diocesan bishop of the particular Church into which he 
desires to be incardinated a letter of incardination signed by that bishop." Canon 267.2: 
"Excardination thus granted does not take effect unless incardination into another particular church 
has been obtained." 

4. Canon 268.1: "A cleric who has legitimately moved form his own particular Church into another one 
is incardinated into this other particular Church by the law itself after five years if he has made such 
a desire known in writing both to the diocesan bishop of the host church and to his own diocesan 
bishop and provided neither of them informed the cleric of his opposition in writing within four 
months of the reception of this letter." 

5. Canon 269: "A diocesan bishop is not allowed the incardination of a cleric unless: 

1. "the necessity or advantage of his own particular Church demands it, with due regard for 
the prescriptions of the law concerning the decent support of clerics; 

2. he is certain from a legitimate document that excardination has been granted, and he also 
has in addition appropriate testimonials from the excardinating diocesan bishop, in secrecy 
if necessary, concerning the cleric's life, morals, and studies; 

3. the cleric has declared in writing to the same diocesan bishop that he wishes to be 
dedicated to the service of the new particular Church in accord with the norm of law." 

6. In accordance with the provisions of Canon 269.1, a host particular Church accepts a deacon 
transferring into it from another particular Church and will allow him to function in an official capacity 
provided there is a need for his services. The host bishop makes the final decision concerning the 
granting of faculties for all the ordained in his particular Church. 

7. Section A of the Appendix to this Protocol discusses special issues pertaining to deacons. For a 
thorough commentary on Incardination and Excardination refer to Clergy Procedural Handbook, 
published by the Canon Law Society of America in 1992, edited by Randolph R. Calvo and Nevin J. 
Klinger. 

Implementation 

1. A deacon transferring from his own diocese to another diocese will do the following: 



1. When the decision has been made to move to a new diocese, the deacon will inform the 
diocesan director of deacon personnel or the vicar for clergy, or the diocesan bishop of the 
impending move. In like manner, the deacon will write to the bishop of the new diocese to 
inform the bishop of his pending arrival, stating his intention to call on the bishop or his 
delegate in person after his arrival (See Section B of the Appendix, Sample Letter 1). 

2. The deacon will request that the director of deacon personnel or vicar for clergy forward to 
the director of deacon personnel, the vicar for clergy, or the bishop of the new diocese a 
letter from the previous bishop providing information regarding the new move together with 
appropriate letters of recommendation and evaluation (See Section B, Sample Letter 2). 

2. The diocesan bishop will send or cause to have sent to the receiving bishop and/or his director for 
deacon personnel or vicar for clergy the following: 

1. A letter informing the receiving bishop of the impending move with a statement of the just 
cause of the deacon's move (e.g., employment, retirement or health conditions) together 
with letters of recommendation and evaluation. 

2. A resume of the deacon's personal history, which will be the basis for a character 
reference together with the recently adopted protocol between bishops and religious 
superiors testifying to the deacon's record of conduct and moral integrity. 

3. A written record of the deacon's academic, spiritual and pastoral formation, to include 
notation of academic degrees awarded or citations earned. 

4. An evaluation of the deacon's ministry (Section B, Sample Letter 3). 

3. Upon arrival in the new diocese, the deacon will call upon the bishop or his director for deacon 
personnel, or Vicar for Clergy to make his presence known as well as his desire for diaconal 
faculties and a diaconal assignment. 

4. The bishop, or his director for deacon personnel or vicar for clergy will evaluate the deacon's 
resume and examine the needs of the particular Church. After favorable review, the bishop will give 
the deacon faculties and a temporary assignment. The bishop would appoint a supervisor to the 
deacon and indicate that evaluations will take place at six and twelve month intervals (Section B, 
Sample Letter 4). 

5. After due and prayerful consideration, the deacon will write to his diocesan bishop to advise him of 
his intent to seek incardination in the diocese in which his is now resident and excardination from his 
diocese of incardination (Section B, Sample Letter 6). 

6. After the deacon has served in the new diocese for a time, usually for a minimum of two years, and 
after suitable evaluations, the deacon may petition the bishop for incardination assuming it is his 
intent to remain permanently within the diocese (Section B, Sample Letter 6). 

7. After receiving letters of suitable evaluation and the recommendation of this director for deacon 
personnel, or vicar for clergy and having weighed the relative merits of the deacon's petition and the 
needs of the diocese, the bishop will respond to the petition and indicate his willingness regarding 
incardination (Section B, Sample Letter 7). 



8. If the bishop expresses a willingness to incardinate the deacon, the deacon will write to his bishop of 
incardination for a letter of excardination which will include an explanation of the just cause(s) for the 
request (Section B, Sample Letter 8). 

9. The excardinating bishop executes a document to the effect that the deacon is granted a permanent 
and unconditional excardination. In accord with Canon 267 the letter must be signed by the 
diocesan bishop and in view of Canon 270 include the declaration that the excardination is being 
given for just cause (Section B, Sample letter 9). 

10. After receiving the legitimately executed document of excardination, the new diocesan bishop issues 
a decree of incardination within one month and notifies the diocese of excardination of the 
incardination of the deacon. Incardination to the receiving diocese is not completed until both 
documents have been executed and the bishops (a quo and ad quem) have been duly notified 
(Section B, Sample Letter 10). 

Appendix 

Section A 

SPECIAL ISSUES FOR DEACONS 

 
One of the effects of ordination to the diaconate is first incardination. Those who are ordained deacons, 
married or celibate, are incardinated in a diocese the same as those who are ordained transitionally on 
the way to ordination as a presbyter. The incardination of deacons is subject to the same norms as the 
incardination of transitional deacons. It is lost only by death, loss of the clerical state, or a process of 
excardination and incardination. 
 
Deacons are bound by the obligations and enjoy the rights that come with incardination, the same as any 
other clergy. They are exempted from some of the obligations (see c. 288), but they are obliged to 
reverence and obey their ordinary of incardination (c. 273), to accept a duty entrusted to them by their 
ordinary unless excused by a legitimate impediment (c.274,#2), not to be absent from their diocese of 
incardination for a notable period of time without at least the presumed permission of their ordinary 
(c.283,#1). 
 
Special issues arise for deacons who have secular employment which may lead to their transfer outside 
the diocese. The NCCB 1984 Guidelines, paragraph 120, addressed this situation as follows: 

Should a deacon, after his ordination, move to another diocese, the procedure for excardination and 
incardination are the same as those for priests. A deacon who moves from one diocese to another will 
ordinarily be admitted by the bishop into the diaconal ministry of his new diocese, as least after a period 
of time sufficient for the new diocese to become acquainted with the deacon and for him to become 
acquainted with the new diocese and with the order of deacons already at work there. If the new diocese 
has not implemented the diaconate, the deacon will not exercise his ministry without the permission of the 
bishop. 



Even though he has moved, the deacon remains incardinated in his diocese of first incardination unless a 
formal or ipso iure process of excardination and incardination has been followed. It is important for 
dioceses to maintain accurate records of the location of their deacons, even though outside the diocese, 
and for deacons to maintain communication with the diocese of their incardination. 
 
The following documents should be on file in the diocese or other entity for which a deacon is ordained: 

1. certificate of baptism 

2. certificate of confirmation 

3. certificate of freedom from irregularities and impediments 

4. certification that studies have been completed 

5. certificates of installation as lector and as acolyte 

6. certificate of admission as candidate for orders 

7. declaration of freedom in applying for the order 

8. for a married candidate, written consent of his wife and marriage certificate 

9. testimonial from seminary rector or other competent person concerning the candidate's qualities 

10. other testimonials of candidate's suitability, if bishop or superior decided to use them (c.1051,2) 

11. if a religious, certificate of perpetual vows; if a member of a secular institute, certificate of definitive 
incorporation 

12. certificate of ordination to the diaconate 

 

Section B  

LETTER 1 

LETTER FROM DEACON TO NEW BISHOP OF DIOCESE TO WHICH HE IS MOVING 

 
Most Reverend Chanute Vicarius 
Bishop of Newminster 
 
Your Excellency: 
 
I am a deacon of the Diocese of Oldminster in good standing. By reason of employment for reasons of 
health and on the recommendation of my doctor, I shall be relocating into your diocese after the 
beginning of September. 
 
Following my arrival in the Diocese of Newminster, I shall call your office to request an appointment to call 
on your or your designated representative. I have requested of my bishop that a letter of introduction be 



sent to you. 
 
Sincerely yours, 
Deacon Stephen Diaconos 
 
cc: Vicar for Clergy 
Director for Deacon Personnel 
 
LETTER 2 

LETTER FROM DEACON TO HIS BISHOP INFORMING OF IMPENDING MOVE FROM 
DIOCESE 

 
Most Reverend Christian Romanum 
Bishop of Oldminster 
 
Your Excellency: 
 
By reason of transfer of employment (or reason of condition of health and recommendation of change in 
climate by doctor) it is my intention to leave the Diocese of Oldminster and resettle in the Diocese of 
Newminster, effective the first day of September. 
 
It is requested that a letter be sent to the Bishop of Newminster providing information of this move with 
appropriate letters of recommendation and evaluation. 
 
Sincerely yours, 
Deacon Stephen Diaconos 
 
cc: Vicar for Clergy 
Director for Deacon Personnel 
 
 
 
LETTER 3 

LETTER OF RECOMMENDATION AND EVALUATION FROM DEACON'S ORDINARY 
TO RECEIVING BISHOP 

 
Most Reverend Chanute Vicarius 
Bishop of Newminster 
 
Your Excellency: 



 
Deacon Stephen Diaconos, a deacon in good standing in his diocese, by reason of transfer in 
employment (or for reasons of health and on the recommendation of his doctor) will be relocating into 
your diocese after the beginning of September. 
 
Enclosed is a resume of Deacon Diaconos's personal history, a written record of his academic, spiritual 
and pastoral formation, and an evaluation of his ministry. 
 
It is requested that favorable consideration be given to providing Deacon Diaconos with a suitable 
ministerial assignment. 
 
Your assistance in this matter is deeply appreciated. 
 
Sincerely yours, 
Christian Romanus 
Bishop of Oldminster 
 
 
LETTER 4 

LETTER FROM RECEIVING BISHOP TO DEACON INFORMING OF TEMPORARY 
ASSIGNMENT 

 
Deacon Stephen Diaconos 
Newminster 
 
Dear Deacon Diaconos, 
 
In accordance with the request of the Bishop of Oldminster, your own expressed desire for a ministerial 
assignment, following a review of your resume and appropriate consultation, in response to ministerial 
needs you are hereby assigned on a temporary basis to the Pastoral Care Team at St. Mary's Hospital 
and as pastoral minister in Saint Paul Parish, Rocky Hills, of which the Reverend George Smiley is 
Pastor, effective immediately. 
 
You are accorded the following faculties of the Diocese of Newminster: (here listed) 
 
These faculties are valid until withdrawn. 
 
Father Smiley will also serve as your supervisor and he will conduct evaluations of your ministry at six 
month intervals. 
 
Sincerely yours, 
Chanute Vicarius 



Bishop of Newminster 
 
 
LETTER 5 

DEACON'S LETTER TO HIS DIOCESAN BISHOP STATING HIS INTENTION TO SEEK 
INCARDINATION ELSEWHERE 

 
Most Reverend Christian Romanum 
Bishop of Oldminster 
 
Your Excellency: 
 
I have been resident in the Diocese of Newminster for _____ years. It appears that I shall be living here 
indefinitely. During this time I have been given faculties to minister in the Diocese of Newminster. 
 
After prayerful reflection, it is my intention, God willing, to seek incardination in the Diocese of Newminster 
and excardination from the Diocese of Oldminster. 
 
Sincerely yours, 
Deacon Stephen Diaconos 
 
cc: Vicar for Clergy 
Director for Deacon Personnel 
 
 
LETTER 6 

LETTER FROM DEACON TO RECEIVING BISHOP REQUESTING INCARDINATION 

 
Most Reverend Chanute Vicarius 
Bishop of Newminster 
 
Your Excellency: 
 
Having served the Diocese of Newminster _____years with favorable evaluations of my ministry, because 
of the pastoral need of the Diocese, my own interest and pastoral formation, I desire to continue to 
provide pastoral ministry. 
 
I have therefore requested excardination from my diocese of incardination, Diocese of Olminster, and the 
bishop has indicated his willingness to grant this. I now hereby request incardination in the Diocese of 
Newminster and declare that I wish to be dedicated to the service of the Diocese of Newminster in accord 



with the norm of law. 
 
Sincerely yours, 
Deacon Stephen Diaconos 
 
 
LETTER 7 

LETTER OF INCARDINATING BISHOP TO DEACON 

 
Deacon Stephen Diaconos 
Newminster 
 
Deacon Diaconos, 
 
After consulting with the personnel board of this diocese, I am pleased to inform you that I am willing to 
incardinate you in the Diocese of Newminster. Please write to the Bishop of the Diocese of Oldminster 
requesting a letter of excardination. 
 
After I have received a letter from the Bishop of Oldminster, I will issue a formal incardination into this 
diocese. 
 
Asking God's continued blessings upon your ministry among us, I am 
 
Sincerely yours in Christ, 
Chanute Vicarius 
Bishop of Newminster 
 
 
LETTER 8 

LETTER FROM DEACON REQUESTING EXCARDINATION 

 
Most Reverend Christian Romanum 
Bishop of Olminster 
 
Your Excellency: 
 
Because of the pastoral needs of the Diocese of Newminster and because of my own interest and 
pastoral formation, I desire to continue to provide pastoral ministry in the Diocese of Newminster. 
 
My relocation to the Diocese of Newminster was occasioned by reason of employment. What appeared to 



have been a temporary arrangement I have now been assured by my employers will be on a more stable 
basis. The prospect of long-term residence is now assured and the Bishop of Newminster has expressed 
willingness to incardinate me. 
 
In the light of the above, I am therefore requesting excardination from the Diocese of Oldminster in order 
that I might incardinate in the Diocese of Newminster. 
 
Sincerely yours, 
Deacon Stephen Diaconos 
 
 
LETTER 9 

LETTER OF EXCARDINATING BISHOP TO DEACON 

 
Deacon Stephen Diaconos 
Newminster 
 
Dear Deacon Diaconos, 
 
In response to your letter requesting excardination, I am writing to grant you excardination from the 
Diocese of Newminster. This letter does not take effect until you receive a letter from a bishop who will 
incardinate you. If there should be any changes in your plans, please notify me. 
 
With my prayers and best wishes for your continued ministry, I remain 
 
Sincerely yours in Christ, 
Christian Romanum 
Bishop of Oldminster 
 
 
LETTER 10 

NOTIFICATION OF INCARDINATION TO DIOCESE OF EXCARDINATION 

 
Most Reverend Christian Romanum 
Bishop of Oldminster 
 
Your Excellency: 
 
I am writing to confirm that I have consented to the incardination of Deacon Stephen Diaconos, and I 
have issued today the necessary letters for this purpose. Enclosed is a copy. 



 
Your assistance in this matter has been deeply appreciated. 
 
Sincerely yours in Christ, 
Chanute Vicarius 
Bishop of Newminster 
 
Enclosure 
 
This Protocol was approved by the Bishops' Committee for the Diaconate March, 1995 and revised 
September 23, 2002. 
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Political Responsibility Do’s and Do Not’s  

For Catholic Parishes, Schools and Other Entities of the Diocese  
 

Introduction:  It is hard to ignore public policy and the people who make it as this dominates our news and 
social media.  The Holy Father, the Church call us to apply our faith to the issues of today, and to take 
action in letting our legislators know where we stand.  The Church sees issues, not political parties or 
individuals involved in politics.  The decisions made in the Statehouse and in the Congress affect our lives 
and the lives of others.  On the federal level, our Congress sets the face of America seen by the world 
through its impact on lives of others living in other nations.  As Catholics, we learn about issues and 
respond within a frame work that reflects us as people of faith.   
 
The following is a quick reminder of the activities that are encouraged (Do’s) and those that we cannot do 
(Do Not’s).  The Church must be fair, and it must comply with the laws concerning non-profit 
organizations.  Recognizing that within our faith, people may have different approaches to issues, we base 
our guidelines on Faithful Citizenship, a statement of the Catholic approach to political issues by the United 
States Conference of Catholic Bishops (USCCB) and for state issues, guidance from the Iowa Catholic 
Conference (ICC).  Direct questions to Kent Ferris, Director of Social Action for the Diocese of Davenport 
at 563-888-4211 or ferris@davenportdiocese.org.  
 
Do’s:  

 Address the moral and human dimensions of public policy based on the Church’s teaching. 

 Share Catholic Social Teaching on topics such as human life, rural life, social justice and peace. 

 Apply Catholic values to legislation and public issues, recognizing the limits that Catholic values and law 
impose on lobbying and advocacy and preserving our non-profit status. 

 Register and vote after conscience formation on the issues and candidates.  

 Arrange programs for parishioners to learn about moral issues affected by public policy. 

 Strictly observe Church guidelines and IRS rules (see below) about political responsibility.  

 Distribute only candidate questionnaires/information that have been approved by the Bishop. 

 Refer any questions on what is allowed to the diocesan Director of Social Action. 

 Promote the USCCB materials on Faithful Citizenship:  A Catholic Call to Political Responsibility (see below). 
 
Do Not’s: 

 Do not engage in partisan politics at any level.  

 Do not endorse, support or oppose any specific candidates or parties (directly or indirectly). 

 Do not allow church facilities to be used for any electoral forums limited to just one candidate or 
political party, including Iowa party caucuses. 

 Do not distribute or authorize the distribution of partisan campaign material on church property or 
under church auspices (this includes the grounds surrounding the church). 

 Do not permit use of church property (including parking lots) for fundraisers, campaign events or the 
distribution of partisan materials. 

 Do not allow only selected candidates to address a church-sponsored group. 

 Do not conduct voter registration associated with one political party or candidate. 

 Do not distribute any electoral materials not authorized by the Bishop. 
 

References:  
- For more information on this topic please visit our website at 

https://www.davenportdiocese.org/faithful-citizenship  
- For USCCB information on Faithful Citizenship see http://www.usccb.org/faithfulcitizenship/    
- For IRS guidelines visit https://www.irs.gov/charities-non-profits/charitable-organizations/exemption-
 requirements-section-501c3-organizations 

mailto:ferris@davenportdiocese.org
https://www.davenportdiocese.org/faithful-citizenship
http://www.usccb.org/faithfulcitizenship/
https://www.irs.gov/charities-non-profits/charitable-organizations/exemption-%09requirements-section-501c3-organizations
https://www.irs.gov/charities-non-profits/charitable-organizations/exemption-%09requirements-section-501c3-organizations
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I.  Priests 
 

Since priests dedicate themselves to ecclesiastical ministry, they deserve 
remuneration that is consistent with their condition, considering the nature of their 
function by which they can provide for the necessities of their life as well as the 
equitable payment of those whose services they need.   

 
A.  Annual increase approximating the Social Security Administration 

calculation. 
 
B.  Seniority Remuneration 
 0.35% of the base per year ordained (as of December 31) 
 
C.  SECA Offset  

All priests of the Diocese receive SECA offset equal to 10% of the base, 
plus seniority, plus housing provision. This provides assistance for 
applicable self-employment tax and itself becomes taxable income for the 
priest.  

 
D.  Housing Provision  

As a general rule, housing is provided by the institution for which the priest 
performs service. The value is taxable for self-employment tax but not 
income tax. 

 
E. Accountable Plan  

All priests of the Diocese should have an accountable plan available to 
them up to the amount of $6,500. Business-related expenses are 
reimbursed from this plan.  

 
F.  Food Allowance  

No rectory provision or food allowance is given. A priest’s base 
remuneration is designed to cover any personal food costs. Food 
allowance cannot be offered under the Accountable Plan.  

 
G.  Mileage Reimbursement  

No transportation allowance is given. Reimbursable business mileage is 
included as part of the Accountable Plan. In addition, a priest should 
maintain personal ownership of his automobile. The institution should not 
maintain ownership of a vehicle for a priest’s personal use.  

     
H.  Sacramental Minister/ Weekend/ Holy Day Assistance  

1. For each weekend Mass he offers, he will be paid $50.  
2. If he is expected to offer the Sacrament of Reconciliation prior to 

weekend Masses, he will be paid an additional $25. 
3. He will be reimbursed for mileage at the diocesan rate if his one-

way travel is more than 10 miles.  
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4. Retired priests who assist at Communal Penance Services and 
drive more than ten miles will be reimbursed at the diocesan 
mileage rate. 

5. An understanding between the pastor and the supply priest 
regarding the provision for hospitality and meals is to be 
determined prior to the arrival of the supply priest. The supply priest 
is to be accorded reasonable hospitality and meal(s). 

6. The supply priest has a right to receive his remuneration at the time 
the work is performed. Check(s) should be available to the priest 
when he arrives. 

7. The Mass stipend of $5 is to be paid in addition to the amounts 
above. 

 
I.  Weekday Assistance  

1. $25 per weekday plus Mass Stipend of $5 
2. Mileage (when over 10 miles one way) 

 
J. Religious communities are exempted from this policy. 

  
K.  Priest Moderator 
 A priest moderator is remunerated based on the needed level of 

involvement. 
 
L.  Other Ministries Outside Diocesan Entities  

There are situations that occur whereby a priest incardinated in the 
Diocese of Davenport is engaged in ministry at a secular entity (e.g., 
Veterans’ Administration, University of Iowa, Federal Government, 
hospitals, etc.). The Diocese cannot control the remuneration provided by 
the secular entity to the priest. However, in accordance with the Diocesan 
Synod, a priest should receive no more than one salary for his work. For 
those instances in which a priest is working in a diocesan capacity (pastor, 
parochial vicar, etc.) concurrent with a secular capacity, there will be a 
reasonable proration of remuneration under the diocesan schedule.  

 
M. Retired Priests Providing the Sacrament of Reconciliation 

1. $25 per communal gathering 
2. Mileage (when over 10 miles one way) 
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N. Post-Presbyteral Ordination and Prior to First Assignment 
1. The Diocese will provide room and board at St. Vincent Center if 

needed. A salary or stipend is not provided by the Diocese. 
 

2. The priest may receive remuneration from the entity served as a 
supply priest according to this policy. 

 
II.  Deacons  
 

A. All Deacons 
The Deacon is a non-salaried minister unless otherwise employed by a 
parish, organization or agency of the diocese, at which time a separate 
employment contract must be drawn up and agreed to by all parties 
involved. The parish, organization or agency of the diocese will normally 
reimburse out-of-pocket expenses and pay for any education and other 
ministry-related expenses required to carry out the ministries listed above 
and are also encouraged to pay for a spouse’s education related to 
ministry of the deacon (Diaconate Ministry Worksheet Agreement).  

 
B.  In the absence of a priest, a deacon should preside at liturgies outside of 

Mass1. If a deacon assigned to the parish is not available or a deacon is 
not assigned to the parish, a deacon from a neighboring parish, from the 
deanery or from outside of the deanery should be contacted to preside at 
the liturgy.   
1. Deacons may be assigned by the bishop as sacramental ministers 

in addition to their regular parish assignment(s). Assignments as 
sacramental ministers are specific to liturgical ministry. Regular 
diaconal parish assignments are more inclusive in the three areas 
of diaconal ministry.   

 
C. Weekend Assistance Outside of a Parish Assignment, Including 

Sacramental Minister 
1. For the first liturgy of the weekend at which the supply deacon 

presides (such as funeral vigil, funeral outside of Mass, baptism 
outside of Mass, marriage outside of Mass, SCAP), he will be paid 
$50.  

2. For each successive weekend liturgy at which he presides, he will 
be paid $50. 

3. He will be reimbursed for mileage at the diocesan rate if his one-
way travel is more than 10 miles. 

4. An understanding between the priest moderator and the supply 
deacon regarding the provision for hospitality and meals is to be 
determined prior to the arrival of the supply deacon. The supply 
deacon is to be accorded reasonable hospitality and meal(s). 

                                                 
1 Lumen Gentium 29;  Book of Blessings 18c. 
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D. Weekday Assistance Outside of a Parish Assignment, Including 
Sacramental Minister 
1.  $25 per weekday liturgy  
2.  Mileage (when over 10 miles one way) 



Revised January 2016 

Priests’ Continuing Education Calendar 
 
 
 
Yearly continuing education events are scheduled according to the following: 
 
A. The Convocation and Chrism Mass are scheduled Monday through Tuesday of 

the week immediately prior to Holy Week. 
 
B. The June Clergy Institute is scheduled Monday noon through Wednesday noon 

of the first full week of June, the first day of the week being Sunday. 
 
C. The Fall Clergy Overnighter is scheduled from 1 p.m. Monday through lunch on 

Tuesday of the first full week of November, the first day of the week being 
Sunday. 

 
 
 
 2018 2019 2020 2021 2022 
Convocation/ 
Chrism Mass 

 
March 19-20 

 
April 8-9 

 
March 30-31 

 
March 29-30 

 
April 4-5 

June Institute June 4-6 June 3-5 June 8-10 June 7-9 June 6-8 

Fall Clergy 
Overnighter November 5-6 November 4-5 November 2-3 November 8-9 

 
November 7-8 
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PROCEDURES FOR PRIESTS’ LEAVES OF ABSENCE 
 

Diocese of Davenport 
 

Leaves of Absence 
 
A. Authorized Leave of Absence 
 

Authorized leave of absence is defined as time off from official assignment with 
permission and without loss of seniority.  Application for such leave must be 
made to the Bishop.  The Bishop reserves the right to judge and approve each 
individual request and/or make such a request of an individual.  Routine 
vacations and retreats do not require the permission of the diocesan bishop. 
 
Types of Authorized Leave: 
 
1. Military Leave 

Requests for such leave must be made to the Bishop.  He reserves the 
right to judge and approve individual requests. 
 

2. Vacation Leave 
a. All priests assigned by the diocesan bishop are entitled to an 

annual vacation of 30 days.  This may be either continuous or 
interrupted month.  (Canons 533 and 550) This will include no more 
than four weekends.  

b. If a priest is absent from a parish or institution more than 1 week, 
he should notify the Bishop. 

c. Parish priests are not to be absent from their assignments during 
the season of Lent without the permission of the Bishop. 

d. Pastors and chaplains are to obtain their substitute for the vacation 
period.  The stipend and board are to be supplied by the parish or 
institution. 

 
3. Leave for Retreat 

  a. All priests assigned by the diocesan bishop are entitled to five (5) 
  days of leave in a calendar year to afford them a period of reflection 

and prayer. 
b. The location of the annual retreat is up to the discretion of each 

priest.   
c. The Bishop’s office must be notified in writing by the end of the 

calendar year when and where the retreat was made. 
d. The cost of the annual retreat may be taken from the continuing 
 education allowance. 
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4. Sabbatical Leave 
a. See tab 8 of the Parish Manual: Handbook of Policies and 
 Procedures for Parishes and Priests 

 
5. Health Leave 

a. With the recommendation of a personal physician, psychiatrist or 
psychologist, sick leave may be granted for a period of up to six 
months.  During this period the priest will continue to receive salary 
and benefits from the parish or institution where he is assigned, 
less compensation per weekend for Mass coverage. During this 
period mileage for the substitute priest will be paid by the parish or 
institution involved. 

b. When the period of sick leave expires, continued sick leave is 
subject to the following conditions: 

  1) Consultation with the physician, psychiatrist or psychologist 
is required. 

  2) A periodic report of progress must be made to the Bishop’s 
office. 

  3) Salary and benefits will be arranged by the Bishop. 
  4) Should the leave extend over a period of one year, 

retirement should be considered.  
 

 6. Personal Leave 
a. For personal reasons a leave of six months is granted under the 

following conditions: 
 1) Membership in the group insurance plan and participation in 

Priests’ Aid Society continues for the period of the leave up 
to six months with payment by the Diocese. 

 2) If leave is extended for more than six months, it is the 
priest’s responsibility to make premium payments during the 
leave. 

 3) Residence is not provided, faculties are withdrawn, and 
salary is discontinued at the beginning of the leave. 

 
 7. Release from Diocesan Assignment 

a. Such a release is understood to be a leave to serve (as priest) in a 
non-diocesan assignment.  Release does not include service in the 
Archdiocese for the United States Military Services. 

b. It does include teaching, counseling, research and service in 
another diocese. 

c. Request for such release must be made to the Bishop.  He 
reserves the right to judge and approve individual requests. 
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d. Release is granted under the following conditions: 
1) Membership in the group insurance plan and continued 

participation in the Priests’ Aid Society becomes the 
responsibility of the individual. 

2) Assignment and salary are discontinued. 
 

B. Canonical Compensation Policy for Priests Under the Provision of the Charter 
 

A cleric who is in need of consultation shall be entitled to receive canonical legal 
counsel. 
 
1. The cleric is free to choose his own procurator advocate. 
 
2. The diocese will cover legal costs of the trial up to $5000, at which point the 

cleric is responsible for the remaining expense. 
 

The diocesan bishop has a responsibility to attend to the priests of his diocese.  
He must assure that provision is made for their adequate support.  (Canon 384)  
As clerics of the Church, priests “deserve remuneration which is consistent with 
their condition, taking into account the nature of their function and the conditions 
of places and times, and by which they can provide for the necessities of their life 
as well as for the equitable payment of those whose services they need.”   
(Canon 281.1) 
 
Provision is to be made for special assistance for priests of the Church even 
when they are not able to minister in public priestly roles.  (Canon 281.2)  If a 
priest is removed “not by the law itself but by a decree of competent authority 
from an office which provides the person’s support, the same authority is to take 
care that the support is provided for a suitable period, unless other provision is 
made.”  (Canon 195) 
 
The Diocese of Davenport provides for the financial support of priests through its 
compensation and disability policies.  More recently a new challenge has arisen 
as the Church has faced its responsibility to provide basic financial support for 
priests no longer able to minister as a result of the application of the Charter for 
the Protection of Children and Young People.  This policy statement is intended 
to specify the provisions for financial support the Diocese of Davenport will make 
at the direction of its Bishop to provide for the needs of those men. 
 
1. Basic Compensation for Charter Priests 

a. A priest on administrative leave following an accusation of behavior 
in violation of the Charter will receive from the Diocese of 
Davenport compensation at the level specified at the time of leave 
on the Compensation Scale for Priests for a period of up to six 
months following the imposition of the leave.  At the end of six 
months that compensation will cease. 
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b. Priests who are prohibited from exercising priestly ministry 
according to the terms of the Charter will receive compensation 
from the Diocese of Davenport (1.a.) contingent upon full 
compliance of the terms stated in any precept imposed by both the 
Vatican and the Bishop. 

 
2. Special Compensation 

a. Initial Compensation 
1) When basic compensation has ceased, in cases when 

financial assistance is still needed to provide the priest with 
adequate support, he will receive a special monthly stipend 
from the diocese in the same amount a retired priest 
receives.  

2) According to the provisions of this policy the cost of health 
 insurance for recipients of this assistance who need it will be 
 borne by the diocese including future costs as health 
 insurance rates increase. 
3) Payment of special compensation will be made to the priest 

during each month in which he has legitimate need as 
determined by the diocesan bishop.  These provisions for 
special compensation will cease at the beginning of the 
month following that in which the individual reaches 62 years 
of age.  At that date other provisions specified in this policy 
statement govern. 

  b. Provisions at age 62 
1) Under revised terms payments will continue to be paid to 

priests in need so that total compensation is maintained at a 
minimum of the monthly stipend provided a retired priest. 

2) In order to continue receiving special compensation under 
the provisions of this policy, when a priest reaches age 62 
he must apply for Social Security benefits.  These benefits 
will then also form a portion of his monthly support.  A priest 
is free to withdraw his request for special compensation if he 
judges it beneficial to do so at that time. 

3) The Vicar General of the diocese is to be notified of the 
amount of Social Security benefit when an initial 
determination is made and immediately on reception of 
notice by the beneficiary priest when an adjustment is made. 

4) These provisions will continue until the priest reaches age 
 70. 

 
C. Unauthorized Leave of Absence 
 

A priest who leaves his assignment without the Bishop’s permission is 
considered to be on unauthorized leave.  Faculties are withdrawn, and salary, 
participation in the Priests’ Aid Society and group insurance coverage ceases. 
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4) Compensation paid by the diocese under these provisions 
will be reduced monthly by $1 for each $1 of retirement 
benefit received from Social Security. 

5) These provisions will continue until the priest reaches age 
70. 

 
C. Unauthorized Leave of Absence 
 

A priest who leaves his assignment without the Bishop’s permission is 
considered to be on unauthorized leave.  Faculties are withdrawn, and salary, 
participation in the Priests’ Aid Society and group insurance coverage ceases. 
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LETTER IN GOOD STANDING 
FOR PERFORMING MINISTRY IN ANOTHER DIOCESE 

 
REQUEST FORM 

 
Per the USCCB guidelines and can. 903 CIC, dioceses require our priests and deacons to 
have a letter in good standing which is sent to the ordinary of the diocese where ministry will 
be exercised.  Copies of the letter are sent to the parish being visited and to the priest 
requesting the letter. 
 
To make a request, please provide the required information in the form below and send to the 
Bishop’s office by letter or email bishop@davenportdiocese.org.  The request form can be 
found on the diocesan website at http://www.davenportdiocese.org/library-2.  Download and 
save the form with a subject line of “Letter in Good Standing Request” before completing.   
 
Please allow a minimum of two weeks for this to be processed accordingly.  In the event of a 
funeral, every effort will be made to expedite the letter in good standing.   
 

NAME       

REASON FOR REQUEST  
(specific ministry, vacation, etc.) 
(include details, i.e., names for 
baptism, wedding, funeral, etc.) 

 
      

DATES 
(If multiple visits to the same 
diocese are expected in a one-
year’s time, please note in 
“multiple visits” box.) 

 
(one-time only) 
      

 
(multiple visits to same diocese) 
      

ARCH/DIOCESE (or religious 
order) BEING VISITED 
(include name and address of 
ordinary/superior) 

      
 
 
 

PARISH BEING VISITED 
(include name of pastor and name 
and address of parish) 

      
 
 
 

COMMENTS 

      
 
 

 
NOTE:  Any clergy coming to the Diocese of Davenport to perform any ministry, even if for 
only one event, needs to provide the office of the Bishop this documentation from his own 
diocese or religious superior. 

mailto:bishop@davenportdiocese.org
http://www.davenportdiocese.org/library-2


Date Completed ____________ 

EMERGENCY INFORMATION 

 

Name:  _________________________________________  SS #:  __________________________  DOB:  _______________ 

Emergency Contacts 

Family Contact - Name:  ______________________________  Home Phone:  _______________  Work Phone:  _____________ 

Address:  _______________________________________________________________  Relationship:  _____________________ 

Parish Contact - Name:  ______________________________  Home Phone:  _______________  Work Phone:  _____________ 

Address:  _______________________________________________________  Relationship:  _____________________________ 

Deanery Contact - Dean:  ______________________________  Home Phone:  _______________  Work Phone:  ____________ 

Diocese Contacts – Vicar General: Very Rev. Anthony Herold     Cell:  563-484-9531     Office:  563-322-7994 or 563-324-1911 

    Chief of Staff:  Deacon David Montgomery   Office:  563-888-4222    Cell:  563-349-1814 

Medical Data 

Last Updated - Month:  ____________        Year:  ____________        Blood Type:  ____________ 

Primary Physician – Name:  ________________________  Phone:  __________________   

Other Physicians –   Name:  _________________________  Phone:  __________________  Specialty:  _____________________ 

                                   Name:  _________________________  Phone:  __________________  Specialty:  _____________________ 

Special Medical Conditions/Remarks 

Medication                    Dosage                    Frequency                    Medication                   Dosage                    Frequency 

 

 

 

 

Medical Conditions – Allergies:  ________________________________________________________________________________ 

Medication Allergies:  ________________________________________________________________________________________ 
 

Med. Ins. Company:  ____________________________________________  Policy Number:  _____________________________ 

Other Med. Ins. Company:  ___________________________________________  Policy Number:  _________________________ 

Medicaid Number:  ____________________________________  Medicare Number:  ____________________________________ 

Living Will on file at:  ________________________________________________________________________________________ 

Health Care Proxy Name:  ___________________________  Phone:  _______________  On File At:  ______________________ 

Organ Donor:  YES  __________     NO  __________ 

Medical Conditions – Check All That Exist 

(  ) No known medical conditions  (  ) Abnormal EKG  (  ) Adrenal Insufficiency 

(  ) Angina    (  ) Asthma   (  ) Bleeding Disorder 

(  ) Cardiac Dysrhythmia   (  ) Cataracts   (  ) Clotting Disorder 

(  ) Coronary Bypass Graft  (  ) Dementia  (  ) Alzheimer’s (  ) Diabetes/Insulin Dependent 

(  ) Eye Surgery    (  ) Glaucoma   (  ) Hearing Impaired 

(  ) Hemodialysis    (  ) Hemolytic Anemia  (  ) Hypertension 

(  ) Hypoglycemia   (  ) Laryngectomy  (  ) Leukemia 

(  ) Lymphomas    (  ) Malignant Hypothermia (  ) Memory Impaired 

(  ) Myasthenia Gravis   (  ) Pacemaker   (  ) Renal Failure 

(  ) Seizure Disorder   (  ) Sickle Cell Anemia  (  ) Stroke 

(  ) Vision Impaired    (  ) Other   (  ) Implanted Defibrillator 

 

(Return original to Office of the Bishop, give a copy to your Dean and to your parish contact person, and keep a personal copy 

where it can be easily accessed.)         Rev. May 2016 
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DIOCESE OF DAVENPORT 
PRIEST’S INSTRUCTIONS FOR FUNERAL LITURGY AND RELATED MATTERS 

 
 

Name ________________________________________ Date ________________________ 
 
 

Advance Directives and Will 
 

Location of Living Will _______________________________________________________________ 
Location of Durable Power of Attorney for Health Care _____________________________________ 
Name of Health Care Agent ___________________________________________________________ 
 Address ___________________________________ Phone _______________________ 
  ___________________________________ 
Location of Plenary Power of Attorney  __________________________________________________ 
Location of Will ____________________________________________________________________ 
Executor’s Name____________________________________________________________________ 
 Address ___________________________________ Phone _______________________ 
  ___________________________________ 
Are you an organ donor?______________________________________________________________ 
Do you desire to donate your body to science?_____________________________________________ 
Do you expect to have an autopsy?______________________________________________________ 
 
 

Contacts 
 

Designate the primary person the Bishop or his delegate should contact in case of illness or death to 
make decisions on your behalf. 
 
Name ___________________________________ Phone ____________________________ 
Address __________________________________ Relationship _______________________ 
    ___________________________________ 
 
Designate another person to help the one named above.  If the first person is a family member, it 
would be best to designate a priest here.  If the primary person is a priest, it is probably best to 
designate a family member here.  If there is no family to be involved in making funeral arrangements, 
state that here. 
 
Name ___________________________________ Phone ____________________________ 
Address ___________________________________ Relationship _______________________ 
 ___________________________________ 
 
List your immediate and complete family, both living and dead.  This will assist in preparing your 
obituary and letter to the clergy. 
 
Parents (inc. mother’s maiden name) ____________________________________________________ 
Address (if living) ___________________________________________________________________ 
 
List all brothers and sisters.  If sisters are married, give their husband’s names.  Include addresses 
and phone numbers or indicate if deceased:   (Use reverse side of page if necessary.) 
 
 
 
 
 
List other important family members here (grandparents, nieces and nephews) (Use reverse side of 
page if necessary.) 
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General Information 
 

Mortuary to be called __________________________________ Phone ____________________ 
Address _____________________________________________ 
 
Church or chapel at which the funeral Mass is to be offered: 
(If more than one place may be involved, give details on the reverse side.) 
 
Church _____________________________________________  City ______________________ 
 
Cemetery for Burial ___________________________________ City ______________________ 
If you already have a plot, identify it: ____________________________________________________ 
 
Memorials are to be made to __________________________________________________________ 
 __________________________________________________________ 
 __________________________________________________________ 
List newspapers and cities for the obituary: 
 ____________________________________________________________________________ 
 ____________________________________________________________________________ 
 ____________________________________________________________________________ 
 ____________________________________________________________________________ 
 
Do you have a personal Mass stipend account?____________________________________________ 
Location of records so obligations may be fulfilled _________________________________________ 
 
Are you a veteran?      [  ]  Yes          [  ]  No 
If yes, indicate if you wish to have a military honor guard and burial, etc., and provide instructions 
which include who to contact:   _________________________________________________________ 
 ____________________________________________________________________________ 
 ____________________________________________________________________________ 
 
 

Preparation 
 

If you have pre-planned your funeral with a mortuary, state: 
Name of Mortuary __________________________________________________________________ 
City _______________________________________ Phone _______________________ 
Have you pre-paid?    [  ]  Yes          [  ]  No 
 
Have you already made some other type of arrangement, for example, donation of body?    If so, 
please state what that is and who or what organization should be contacted: 
 ______________________________________________________________________________ 
 ______________________________________________________________________________ 
 
 

If Plans Need to be Made 
 

One of the most difficult decisions is the choice of casket.  If you want the cheapest one, you probably 
should make arrangements with the funeral director yourself beforehand.  Generally, one at the lower 
midrange cost is chosen.  Tell the “primary person” named above what your wishes are.  Please 
indicate any specific desire you might have: 
_________________________________________________________________________________ 
 
Vestments are to be supplied:    [  ]  by Chancery        OR        [  ]  others are to be supplied.  If others, 
please give the information that will complete your wishes: 



October 2008 

The Vigil Service 
 

 
Apart from the vigil, an effort will be made to have open casket visitation prior to the funeral liturgy at 
the church or chapel.  If this is against your wishes, give instructions under “other observations” below. 
 
 
Place for Vigil Service _______________________________________________________________ 
 
 
Priests, deacon or other person who is to be principal leader of the vigil service: 
 
Name ___________________________________ Phone ____________________________ 
Address ___________________________________  
 ___________________________________ 
 
 
Others to be involved in the liturgical aspects of the vigil (readers, cantors, etc.): 
 
                             Name                                                                                 Role 
_______________________________________ _____________________________________ 
_______________________________________ _____________________________________ 
_______________________________________ _____________________________________ 
_______________________________________ _____________________________________ 
 
 
If you wish particular Scripture readings, music, prayers, etc., please indicate.  It would be helpful to 
attach an actual copy of what you want if choosing readings or music. 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
 
The Rite provides for one or more people to be “story tellers.”  If you wish specific people to do this, 
please identify them. 
 
_______________________________________ _____________________________________ 
_______________________________________ _____________________________________ 
 
 
You know the Rite.  Please make any other observations you deem appropriate. 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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The Funeral Mass 
 

Main celebrant _____________________________________________________________________ 
This is normally the Bishop; you may wish to designate an alternate in the event the Bishop is unable 
to attend or if you desire another. 
 
Vested Concelebrants (If priests of the Diocese of Davenport, give names.  If from elsewhere, give 
enough information so they may be contacted.) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
Homilist ___________________________________________________________________________ 
 
Pallbearers (Give enough information so they may be contacted.) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
Other instructions, including choice of Scripture readings and readers, music, Christian symbols, etc.  
(Attach a copy of music if other than most commonly available.) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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Rite of Committal 
 

If you have special instructions for the committal, i.e., Scripture readings, music, lowering of casket 
during the rite, gesture of final leave-taking, etc., please indicate here: 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 

Other Instructions 
 

Are there people other than family to be notified?  (Give enough information so they may be 
contacted.) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
Is there an individual (or individuals) other than your executor responsible for disposing of your 
personal property?  (Give enough information so they may be contacted.) 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
 
If there is anything you wish that was not included above, please indicate it here or on the reverse. 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
 
_________________________________________________________________________________ 
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Personal Inventory 
 
 

The following is for your personal use.  It is designed for you to give to the executor of 
your estate and, perhaps, a family member. 
 

Location of Important Documents 
 
Location of original Last Will and Testament:  

______________________________________________________________________ 

Name and address of Executor: 

______________________________________________________________________ 

Name and address of Personal Attorney: 

______________________________________________________________________ 

Location of Citizenship papers, if naturalized: 

______________________________________________________________________ 

Location of Income Tax Records: 

______________________________________________________________________ 

Location of Military Service Number and Discharge papers: 

______________________________________________________________________ 

 
Personal Assets 

 
Unless obviously personal (your toothbrush), property in a rectory is considered as 
belonging to the parish unless an inventory of personal belongings is filed.  Please 
attach your inventory: 
 
 
Location of automobile title and insurance:  
 
______________________________________________________________________ 
 
Description of real estate owned and location of deed(s):  
 
______________________________________________________________________ 
 
Location of Mass obligations and stipends:  
 
_______________________________________________________________________________________ 
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Personal Financial Accounts 

 
In the following categories, indicate ownership, account numbers and supporting 
documentation (pass book, certificates, etc.) so assets may be readily gathered. 
 
 
Bank(s) Name and Location: 
 
 
 
Safety Deposit Box: 
 
Checking Account: 
 
 
Savings Account: 
 
 
Certificate(s) of Deposit: 
 
 
Credit Card(s) (include name of bank, account number and address): 
 
 
Stocks and Bonds, and broker or firm you work with: 
 
 
Life, Accident or Health Insurance Policies: 
 
 
Long-term Care Policies: 
 
 
Retirement or Pension Plan benefits payable to your estate or to another: 
 
 
Other assets not indicated above (artworks, collections, royalties, etc.): 
 
 
 
 
 
Long-term Obligations: 

• Pledges for contributions to fund-raising campaigns 
 

• Loan(s) 
 

• Mortgage(s) 
 



  
Form No. 123, Declaration Relating to Life-Sustaining Procedures & Durable 

Power of Attorney for Health Care Decisions.  Revised January 2016 

DECLARATION RELATING TO LIFE-SUSTAINING  

PROCEDURES  (Living Will) 

AND 

DURABLE POWER OF ATTORNEY FOR HEALTH  

CARE DECISIONS  (Medical Power of Attorney) 

© The Iowa State Bar Association  2016 

IowaDocs®  

I. DECLARATION RELATING TO LIFE-SUSTAINING PROCEDURES 

 If I should have an incurable or irreversible condition that will result either in death within a 

relatively short period of time or a state of permanent unconsciousness from which, to a reasonable 

degree of medical certainty, there can be no recovery, it is my desire that my life not be prolonged by 

the administration of life-sustaining procedures. If I am unable to participate in my health care 

decisions, I direct my attending physician to withhold or withdraw life-sustaining procedures that 

merely prolong the dying process and are not necessary to my comfort or freedom from pain. 

 This declaration is subject to any specific instructions or statement of desires I have added in 

"Additional Provisions" below. 

II. POWER OF ATTORNEY FOR HEALTH CARE DECISIONS 

 I,_______________________________________, born_______________________, designate 

___________________________________________________________________________________

___________________________________________________________________________________ 

___________________________________________________________________________________ 
(Type or Print) Name of Agent, Street Address, City, State, Zip Code and Phone Number 

as my attorney in fact (my agent) and give to my agent the power to make health care decisions for me. 

This power exists only when I am unable, in the judgment of my attending physician, to make those 

health care decisions. The attorney in fact must act consistently with my desires as stated in this 

document or otherwise made known. 

 Except as otherwise specified in this document, this document gives my agent the power, where 

otherwise consistent with the laws of the State of Iowa, to consent to my physician not giving health 

care or stopping health care which is necessary to keep me alive. 

 This document gives my agent power to make health care decisions on my behalf, including to 

consent, to refuse to consent, or to withdraw consent to any care, treatment, service, or procedure to 

maintain, diagnose, or treat a physical or mental condition. This power is subject to any statement of 

my desires and any limitations included in this document.  

 I hereby revoke all prior Durable Powers Of Attorney for Health Care Decision. 

OPTIONAL: If the person designated as agent above is unable to serve, I designate the following 

person to serve instead: 

___________________________________________________________________________________

___________________________________________________________________________________ 

___________________________________________________________________________________ 
(Type or Print) Name of Alternate, Street Address, City, State, Zip Code and Phone Number 

OPTIONAL: ADDITIONAL PROVISIONS - Insert specific instructions or statement of desires (if 

any): 

 

 

YES__ NO__ In the event that medical professionals determine that I may be an organ donor, I agree 

to the use of life-sustaining procedures, including a ventilator, for the sole purpose and time period 

required to complete the organ donation. Nothing in this paragraph shall be construed to expand or 

detract from the laws related to anatomical gifts as outlined in the Iowa Code, Chapter 142C. The 

purpose of this paragraph is to practically and medically make organ donation possible. 
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 Signed on _____________________. 

       _____________________________________ 

       Your Signature (Declarant/Principal) 

 

____________________________________ _____________________________________ 

Address, Street, City, State and Zip   Type or Print Your Name 

 

IMPORTANT NOTE: THIS DOCUMENT MUST BE SIGNED OR ACKNOWLEDGED BEFORE A 

NOTARY PUBLIC OR TWO WITNESSES. SEE REVERSE FOR NOTARY OR  WITNESS 

FORMS. IF YOU WANT TO EXECUTE  EITHER A LIVING WILL DECLARATION OR A 

MEDICAL POWER OF ATTORNEY, BUT NOT BOTH,  SEPARATE FORMS ARE AVAILABLE 

FROM THE IOWA STATE BAR ASSOCIATION. IF YOU HAVE QUESTIONS REGARDING 

THIS FORM OR NEED ASSISTANCE TO COMPLETE IT, YOU SHOULD CONSULT AN 

ATTORNEY. 

 

NOTARY PUBLIC FORM 

 

STATE OF ____________________, COUNTY OF ______________________ ss: 

 This record was acknowledged before me on _______________________, by ______________ 

__________________________________________________________________________________. 

 

_________________________ 

Signature of Notary Public 

 

 

 

WITNESS FORM 

 We, the undersigned, hereby state that we signed this document in the presence of each other 

and the Declarant/Principal and we witnessed the signing of the document by the Declarant/Principal or 

by another person acting on behalf of the Declarant/Principal at the direction of the Declarant/

Principal; that neither of us is appointed as attorney in fact by this document; that neither of us are 

health care providers who are presently treating the Declarant/Principal, or employees of such a health 

care provider. We further state that we are both at least 18 years of age, and that at least one of us is not 

related to the Declarant/Principal by blood, marriage or adoption. 

 

 

___________________________________   ___________________________________ 

Signature of First Witness     Signature of Second Witness 

 

___________________________________   ___________________________________ 

Type or Print Name of Witness    Type or Print Name of Witness 

 

 

___________________________________   ___________________________________ 

Street Address, City, State and Zip Code   Street Address, City, State and Zip Code 
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GENERAL INFORMATION REGARDING THIS DOCUMENT 

1. "Health care" means any care, treatment, service, or procedure to maintain, diagnose, or treat an 

individual's physical or mental condition. "Life-sustaining procedure" means any medical 

procedure, treatment, or intervention which utilizes mechanical or artificial means to sustain, 

restore, or supplement a spontaneous vital function, and when applied to a person in a terminal 

condition, would serve only to prolong the dying process. "Life sustaining procedure" does not 

include administration of medication or performance of any medical procedure deemed necessary 

to provide comfort care or to alleviate pain. 

2. The terms "health care" and "life-sustaining procedure" include nutrition and hydration (food and 

water) only when provided parenterally or through intubation (intravenously or by feeding tube). 

Thus, this document authorizes withholding nutrition or hydration that is provided intravenously or 

by feeding tube. If this is not what you want, you should set forth your specific instructions in the 

space provided on page 1. 

3. The following individuals shall not be designated as the attorney in fact to make health care 

decisions under a durable power of attorney for health care: 

a. A health care provider attending the principal on the date of execution. 

b. An employee of such a health care provider unless the individual to be designated is related 

to the principal by blood, marriage, or adoption within the third degree of consanguinity. 

4. The power of attorney for health care decisions or the declaration relating to use of life-sustaining 

procedures may be revoked at any time and in any manner by which the principal/declarant is able 

to communicate the intent to revoke, without regard to mental or physical condition. A revocation 

is only effective as to the attending health care provider upon its communication to the provider by 

the principal/declarant or by another to whom the principal/declarant has communicated the 

revocation. 

5. It is the responsibility of the principal/declarant to provide the attending health care provider with a 

copy of this document.  

6. A declaration relating to use of life-sustaining procedures will be given effect only when the 

declarant's condition is determined to be terminal or the declarant is in a state of permanent 

unconsciousness, and the declarant is not able to make treatment decisions. 

 

SUGGESTIONS AFTER FORM IS PROPERLY SIGNED, WITNESSED OR NOTARIZED 

1. Place original in a safe place known and accessible to family members or close friends. 

2. Provide a copy to your doctor. 

3. Provide a copy(s) to family member(s). 

4. Provide a copy to the designated attorney in fact (agent) and to alternate designated attorneys in 

fact (if any). 
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AUTHORIZATION FOR RELEASE OF PROTECTED HEALTH INFORMATION TO 

NOMINATED HEALTH CARE ATTORNEY-IN-FACT 

 Pursuant to the terms of a Durable Power of Attorney, Health Care Decisions, (or Combined 

Living Will and Medical Power of Attorney) (HCPOA) dated __________________________, in 

which the undersigned is the grantor, the power becomes effective in the event of my disability or 

incapacity. 

 

AUTHORIZATION TO RELEASE INFORMATION: 

 I authorize any physician, health care professional, dentist, health plan, hospital, clinic, 

laboratory, pharmacy, or other covered health care provider, any insurance company and the Medical 

Information Bureau, Inc., or other health care clearinghouse that has provided treatment or services to 

me or that has paid for or is seeking payment from me for such services, to give, disclose, and release 

to the person or persons designated in this document to act as my agent such of my individually 

identifiable health information and medical records regarding any past, present or future medical or 

mental health condition 

 

(including all specially protected health information relating to each of the following 

conditions specifically authorized by me to be disclosed by marking the box with an "X" 

or a check mark: 

 

___  sexually transmitted diseases, acquired immunodeficiency syndrome (AIDS), and 

human immunodeficiency virus (HIV); 

___  behavioral and mental health; 

___  alcohol, drug and other substance abuse); and 

___  genetic-related information. 

 

_________________________________  __________________________ 

Signature of Principal     Date 

 

relating to my ability to make health care decisions. The purpose of this request is to assist in 

determining whether the person designated to act as my agent should act as my agent. This 

authorization expires when I die or when revoked by me by a written revocation signed by me and 

delivered to the entity from which information is being requested prior to the time information is being 

requested. 

 I understand I can revoke this authorization by delivering a written statement of revocation to 

any entity I have authorized to give, disclose and release information. The revocation is effective only 

as to those entities to whom the written statement revocation is given and only after the time of 

delivery. I also understand that I have the right to inspect the disclosed information at any time. My 

treatment, payment, enrollment or eligibility for benefits with an entity that I have authorized to release 

information is not conditioned on my signing this authorization. I know that once the information I 

have authorized to be released is released it is subject to re-disclosure by the recipient and is no longer 

protected by the Health Insurance Portability and Accountability Act of 1996 and regulations 

promulgated pursuant thereto, as amended from time to time. 

 

THE AUTHORITY TO ACT AS PERSONAL REPRESENTATIVE 

 In addition to the other powers granted by the HCPOA, I grant to my agent the power and 

authority to serve as my personal representative for all purposes of the Health Insurance Portability and 
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Accountability Act of 1996, as amended from time to time, and its regulations (HIPAA) during any 

time that my agent (hereinafter referred to in subsequent clauses of this paragraph as my "HIPAA 

personal representative") is exercising authority under this document.  

 Pursuant to HIPAA, I specifically authorize my HIPAA personal representative to request, 

receive and review any information regarding my physical or mental health, including without 

limitation all HIPAA-protected health information, medical and hospital records; to execute on my 

behalf any authorizations, releases, or other documents that may be required in order to obtain this 

information and to consent to the disclosure of this information. I further authorize my HIPAA 

personal representative to execute on my behalf any documents necessary or desirable to implement the 

health care decisions that my HIPAA personal representative is authorized to make under the HCPOA. 

 Dated on _____________________. 

 

 

_____________________________________ 

, Grantor 
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120 - Iowa Statutory Power of Attorney 

Revised June 2014 

THE IOWA STATE BAR ASSOCIATION 
Official Form No. 120 

FOR THE LEGAL EFFECT OF THE USE OF 
THIS FORM, CONSULT YOUR LAWYER 

1.  POWER OF ATTORNEY 

 

     This power of attorney authorizes another person (your agent) to make decisions 

concerning your property for you (the principal). Your agent will be able to make decisions 

and act with respect to your property (including but not limited to your money) whether or not 

you are able to act for yourself. The meaning of authority over subjects listed on this form is 

explained in the Iowa Uniform Power of Attorney Act, Iowa Code chapter 633B. 

     This power of attorney does not authorize the agent to make health care decisions for you. 

     You should select someone you trust to serve as your agent. Unless you specify 

otherwise, generally the agent’s authority will continue until you die or revoke the power of 

attorney or the agent resigns or is unable to act for you. 

     Your agent is not entitled to compensation unless you state otherwise in the optional 

Special Instructions. 

     This form provides for designation of one agent. If you wish to name more than one agent, 

you may name a coagent in the optional Special Instructions. Coagents must act by majority 

rule unless you provide otherwise in the optional Special Instructions. 

     If your agent is unable or unwilling to act for you, your power of attorney will end unless 

you have named a successor agent. You may also name a second successor agent. 

     This power of attorney becomes effective immediately upon signature and 

acknowledgment unless you state otherwise in the optional Special Instructions. 

     If you have questions about this power of attorney or the authority you are granting to your 

agent, you should seek legal advice before signing this form. 

 

DESIGNATION OF AGENT 

 

     I, _____________________________________, name the following person as my agent: 

Name of Agent  ______________________ 

Agent’s Address  _______________________________________________________ 

Agent’s Telephone Number  ______________ 

 

DESIGNATION OF SUCCESSOR AGENT(S) (OPTIONAL) 

 

     If my agent is unable or unwilling to act for me, I name as my successor agent: 

Name of Successor Agent  ______________________ 

Successor Agent’s Address  ______________________________________________ 

Successor Agent’s Telephone Number  _____________ 

IOWA STATUTORY POWER OF ATTORNEY  



 

-2- 

     If my successor agent is unable or unwilling to act for me, I name as my second successor 

agent:  

Name of Second Successor Agent  ______________________ 

Second Successor Agent’s Address  _______________________________________ 

Second Successor Agent’s Telephone Number  ______________________ 

 

GRANT OF GENERAL AUTHORITY 

 

     I grant my agent and any successor agent general authority to act for me with respect to 

the following subjects as defined in the Iowa Uniform Power of Attorney Act, Iowa Code 

chapter 633B: 

(Initial each subject you want to include in the agent’s general authority. If you wish to 

grant general authority over all of the subjects you may initial “All Preceding Subjects” 

instead of initialing each subject.) 

____ Real Property 

____ Tangible Personal Property 

____ Stocks and Bonds 

____ Commodities and Options 

____ Banks and Other Financial Institutions 

____ Operation of Entity or Business 

____ Insurance and Annuities 

____ Estates, Trusts, and Other Beneficial Interests 

____ Claims and Litigation 

____ Personal and Family Maintenance 

____ Benefits from Governmental Programs or Civil or Military Service 

____ Retirement Plans 

____ Taxes 

____ All Preceding Subjects 

 

GRANT OF SPECIFIC AUTHORITY (OPTIONAL) 

 

     My agent shall not do any of the following specific acts for me unless I have initialed the 

specific authority listed below: 

(Caution: Granting any of the following will give your agent the authority to take actions 

that could significantly reduce your property or change how your property is distributed 

at your death. Initial only the specific authority you WANT to give your agent.) 

____ Amend, revoke, or terminate a revocable inter vivos trust, if authorized by the 

trust. 

____ Agree to the amendment or termination of any other inter vivos trust. 

____ Make a gift to an individual who is not an agent, subject to the limitations of the  

Iowa Uniform Power of Attorney Act, Iowa Code section 633B.217, and any special 

instructions in this power of attorney. 
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Make gifts, either direct or indirect, to my agent acting under this power of attorney as 

follows: 

____ Any such gift must be approved in writing by ____________________________; 

 or 

____ No third party approval is needed. 

____ Authorize another person to exercise the authority granted under this power of 

attorney. 

____ Waive the principal’s right to be a beneficiary of a joint and survivor annuity, 

including a survivor benefit under a retirement plan. 

____ Exercise fiduciary powers that the principal has authority to delegate. 

____ Disclaim or refuse an interest in property, including a power of appointment. 

 

LIMITATION ON AGENT’S AUTHORITY 

 

     An agent that is not my ancestor, spouse, or descendant shall not use my property to 

benefit the agent or a person to whom the agent owes an obligation of support unless I have 

included that authority in the optional Special Instructions. 

 

SPECIAL INSTRUCTIONS (OPTIONAL) 

 

     You may give special instructions on the following lines: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

_________________________________________________________________________ 

shall have the authority to request an accounting of any agent.  

 

EFFECTIVE DATE 

 

     This power of attorney is effective immediately upon signature and acknowledgment 

unless I have stated otherwise in the optional Special Instructions. 

 

NOMINATION OF CONSERVATOR AND GUARDIAN (OPTIONAL) 

 

     If it becomes necessary for a court to appoint a conservator of my estate or guardian of my 

person, I nominate the following person(s) for appointment: 

Name of Nominee for Conservator of My Estate  ______________________________ 

Nominee’s Address  ____________________________________________________ 

Nominee’s Telephone Number  ______________________ 

 

Name of Nominee for Guardian of My Person  ________________________________ 

Nominee’s Address  ____________________________________________________ 

Nominee’s Telephone Number  ______________________ 
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RELIANCE ON THIS POWER OF ATTORNEY 

 

     Any person, including my agent, may rely upon the validity of this power of attorney or a 

copy of it unless that person knows it has terminated or is invalid. 

 

SIGNATURE AND ACKNOWLEDGMENT 

 

_________________________________  ______________________ 

Your Signature      Date 

 _________________________________ 

Your Name Printed 

 _____________________________________________________________________ 

Your Address 

 _________________________________ 

Your Telephone Number 

 

STATE OF ___________________, COUNTY OF ___________________ 

     This document was acknowledged before me this ____ day of ______________, ______, 

by _______________________________________________________________________. 

 

________________________________ 

Signature of Notary Public 

 

 

 

This document prepared by ___________________________________________________ 

__________________________________________________________________________ 

 

2. IMPORTANT INFORMATION FOR AGENT 

 

AGENT’S DUTIES 

 

When you accept the authority granted under this power of attorney, a special legal 

relationship is created between the principal and you. This relationship imposes upon you 

legal duties that continue until you resign or the power of attorney is terminated or revoked. 

You must do all of the following: 

Do what you know the principal reasonably expects you to do with the principal’s 

property or, if you do not know the principal’s expectations, act in the principal’s best interest. 

Act in good faith. 

Do nothing beyond the authority granted in this power of attorney. 
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Disclose your identity as an agent whenever you act for the principal by writing or 

printing the name of the principal and signing your own name as agent in the following 

manner:  

________________________________ by ________________________________ as Agent. 

Unless the Special Instructions in this power of attorney state otherwise, you must also 

do all of the following: 

Act loyally for the principal’s benefit. 

Avoid conflicts that would impair your ability to act in the principal’s best interest. Act 

with care, competence, and diligence. 

Keep a record of all receipts, disbursements, and transactions made on behalf of the 

principal. 

Cooperate with any person that has authority to make health care decisions for the 

principal to do what you know the principal reasonably expects or, if you do not know the 

principal’s expectations, to act in the principal’s best interest. 

Attempt to preserve the principal’s estate plan if you know the plan and preserving the 

plan is consistent with the principal’s best interest. 

 

TERMINATION OF AGENT’S AUTHORITY 

 

You must stop acting on behalf of the principal if you learn of any event that terminates 

this power of attorney or your authority under this power of attorney. Events that terminate a 

power of attorney or your authority to act under a power of attorney include any of the 

following: 

Death of the principal. 

The principal’s revocation of the power of attorney or your authority. 

The occurrence of a termination event stated in the power of attorney. 

The purpose of the power of attorney is fully accomplished. 

If you are married to the principal, a legal action is filed with a court to end your 

marriage, or for your legal separation, unless the Special Instructions in this power of attorney 

state that such an action will not terminate your authority. 

 

LIABILITY OF AGENT 

 

The meaning of the authority granted to you is defined in the Iowa Uniform Power of 

Attorney Act, Iowa Code chapter 633B. If you violate the Iowa Uniform Power of Attorney Act, 

Iowa Code chapter 633B, or act outside the authority granted, you may be liable for any 

damages caused by your violation. 

If there is anything about this document or your duties that you do not understand, you 

should seek legal advice. 



Policy on Pets in Rectories 
Approved by the Presbyteral Council, November 5, 2007 

 
 
In a spirit of good stewardship, priests should think of themselves as guests 
within the parish they serve.  Personal household pets should not infringe 
upon the privacy or well-being of other priests in the rectory.  Care must be 
taken so that the comfort of other priests and parish staff and the 
accessibility of the rectory to parishioners are not overlooked. 
 
A priest follows a previous resident, and a brother priest will follow him.  
Thus care regarding pets is to be expected.  Residual signs of pets in 
rectories should not be the expense of the parish or the priest who follows. 
 
When a pet causes damage to the rectory (e.g. to furniture, flooring, wall 
coverings, etc.), the damage must be repaired and the priest is required to 
pay the parish for the cost of damages done to the rectory by his pet.  
 
The food and care of pets which a priest keeps are the responsibility of the 
individual priest himself.  It shall not be the responsibility of parish staff or 
substitute priests to care for or feed the pet.  This is beyond their job 
description. 
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Sabbaticals for Priests 
of the 

Diocese of Davenport 
 
 

Introduction: 
 
A sabbatical leave is an educational or spiritual experience that is available periodically 
so a priest might remain effective and satisfied in his ministry.  The priest himself, 
therefore, primarily initiates sabbaticals, as a way to pursue his own needs and 
interests. 
 
The various sabbatical programs available offer resources in two basic areas:  
1) spiritual and personal growth, and 2) growth in theological understanding.  The 
choice of the best program is primarily the responsibility of the priest after consulting 
with those who might help him clarify his needs. 
 
Definition: 
 
A sabbatical will be defined as an extended period of time away from a priest’s normal 
assignment - 1) for the purpose of spiritual and personal growth at a place established 
for those purposes or 2) for the purpose of study in a formal program which will allow 
the priest to become more effective, skilled, satisfied and knowledgeable.  A sabbatical 
is distinguished from other authorized leaves such as vacation, sick leave, assigned 
and/or special studies. 
 
Length of Time: 
 
Sabbaticals will ordinarily be for one academic semester or fourteen (14) weeks of an 
approved program. 
 
No more than one priest may be on sabbatical at any given time in the diocese. 
 
Eligibility: 
 
Priests in the diocese are eligible for a sabbatical after seven (7) years and may reapply 
for another sabbatical every ten (10) years.   
 
The priest should not take a sabbatical in the year prior to his retirement. 
 
Application Procedure: 
 
Sabbatical applications normally will be made one year in advance of the expected 
sabbatical. 
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Initial inquiry regarding a sabbatical will be made with the priest’s representative on the 
Priest Personnel Board.  Together they will explore sabbatical possibilities.  The priest 
will formulate his personal plan and complete the application form received from his 
representative.  The individual priest will submit the application form along with his 
personal letter to the Bishop and the Priest Personnel Board.  The personal letter 
should include: 
 
• A statement of goals 
• Steps to achieve those goals 
• How this will aid his ministry 
• Implications for the diocese 
• Commitment to an evaluation 
 
The Bishop, consulting with others, will inform the priest of the status of his request 
within one month. 
 
Absence from Assignment: 
 
A priest’s absence from his assignment for a sabbatical will be determined in light of the 
needs of his present assignment, after consultation with staff members, the availability 
of replacement, and due consultation with the Priest Personnel Board. 
 
Method of Selection of Priests: 
 
• Fulfillment of eligibility requirements 
• Personal interest and need for personal growth 
• Relationship to the overall needs of the diocese 
• Availability of the applicant at a particular time and the availability of replacement 

personnel, if required 
• Quality of the program and potential for profiting from the experience 
• Seniority (length and quality of previous service) 
• Plans for future service to the diocese 
• Date of application 
• Number of previous sabbaticals taken 
 
Financing of Sabbaticals: 
 
The Diocese will provide up to $8,000 (one semester sabbatical), subject to review, for 
payment of tuition and board/room. 
 
A priest on sabbatical retains his right to salary and benefits from the institution to which 
he is assigned less compensation per weekend for Mass coverage. 
 
The priest will provide for transportation, books and other costs associated with his 
sabbatical. 
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The priest will return from sabbatical to his present assignment.  
 
Replacement Procedures While Priest Is On Sabbatical: 
 
It is the responsibility of the priest going on sabbatical to make arrangements so that the 
essential work in his assignment is covered (including sacramental ministry). 
 
Sabbatical help in excess of the compensation paid by the priest is paid for by the place 
of assignment. 
 
Evaluation: 
 
The evaluation of a sabbatical is an essential component in the learning process and 
establishes accountability for the sabbatical. 
 
Upon completion of his sabbatical the priest will evaluate the sabbatical with the Priest 
Personnel Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This policy can be superceded at the discretion of the Bishop. 
 
  





 

A Wellness Document: 
The Health and Well-being of Priests 

In the Diocese of Davenport 
 

This new document, A Wellness Document: The Health and Well-being of Priests in the Diocese 
of Davenport, follows upon The Welfare of Priests Document, issued in 2004.  Much of what is 
contained in that document remains unchanged but 12 years later it is being promulgated with 
some updates.   
 
St. John Paul II issued an Apostolic Exhortation I Will Give You Shepherds (Pastores Dabo Vobis, 
1992).  In 2001, the U.S. Catholic Bishops issued a complement to it, The Basic Plan for the 
Ongoing Formation of Priests.  These two documents offer reflections on the life of priests.  
This document explores priestly life and ministry in four areas: human, spiritual, intellectual 
and pastoral which are presented in The Basic Plan. 
 
Each priest is different in many ways—temperament, life situations, needs, interest, age and 
health to name just a few.  Therefore, it is challenging to have a “one-fits-all” document.  The 
purpose of this document is to help parish councils, parishioners, staff and especially the priest 
himself to look closely at these four areas and to ensure a well-balanced and healthy life in 
each area.  Some of the points are mandated either by Canon Law or diocesan policy.  Others 
are recommendations and guidelines.  But, it is my hope that these areas will be taken very 
seriously and that each priest will reflect on them and incorporate them into his life and 
ministry. 
 
This update is the result of consultation on a number of levels including the Presbyteral 
Council, Diocesan Pastoral Council, Committee on Priestly Life and Ministry, Deaneries and my 
own thoughts.   
 
This document should be shared and discussed with Parish Directors, Staff and Parish Council 
in the hope of finding ways to assist and support their priests to good health and well-being.  
Priest support groups might reflect on this document annually.  
 

Intellectual Well-being 
 

Intellectual Well-being aims to deepen the understanding of faith.  It seeks to link theoretical 
knowledge with practical wisdom so that priests can serve their people more effectively.  
Emphasis is placed on life-long learning. 
 

 Priests are required to continue their formation by attendance at the Chrism Mass and 
Convocation, the June Institute and the Fall Clergy Overnighter. 
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 Each newly ordained priest (first five years of ordination), with the assistance of the 
Vocation Director, will have a priest mentor and meet with him regularly to reflect upon 
his experience of ministry. 

 Attendance at conferences, lectures, webinars and personal reading should be a part of 
every priests continued life-long learning. 

 Diocesan Sabbatical programs are available. 

 New Pastor workshops are highly recommended. 
 

Spiritual Well-being 
 

Spiritual Well-being is a life-long task that priests share with other followers of Jesus Christ.  Its 
aim is for priests to become better missionary-disciples of Jesus Christ and more transparent 
sacramental signs of Him in whose person and name they act. 
 

 Each priest should meet with a spiritual director on a regular basis. 

 By Canon Law, every priest is to make an annual retreat and is reminded to notify the 
Bishop’s office that such has been done. 

 The celebration of the Eucharist, praying the Liturgy of the Hours and personal daily 
prayer are essential to the spiritual life of priests. 

 Regular celebration of the Sacrament of Reconciliation is also necessary. 

 Priests are encouraged to belong to a support group. 
 
 

Human Well-being 
 
Human Well-being has as its aim the fuller development of a priest’s humanity both for his own 
well-being and to better communicate Jesus Christ to men and women today.  “Of special 
importance is the capacity to relate to others.  This is truly fundamental for a person who is 
called to be responsible for a community and to be a ‘man of communion.’”  (Pastores Dabo 
Vobis #43) 

 Priests are expected to have a yearly physical.  Preventative medicine protects, 
promotes, and maintains health and well-being to prevent disease, disability and even 
death.    

 Priest are reminded to exercise regularly and to practice good nutrition. 

 Harmful addictions need to be addressed in fraternal charity. 
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 Priests are allowed and encouraged to take one continuous or an interrupted month of 
vacation per year, this includes four weekends. (CIC 533 #2) 

 For good mental health, priests should schedule a day away from the work environment 
on a weekly basis.  Apart from funerals and emergencies on a designated day off care 
should be taken not to routinely schedule events at which his presence is expected on 
these days. 

 Some rectories accommodate personal living space away from the work space.  Others 
do not when the offices and personal space are mingled.  Personal living space away 
from the work environment is heathy and in some cases a priest is better served by 
living away from the offices.  Lay Directors should be sure rectory and/or living space is 
in good repair, especially before a new priest moves in. 

 Simplicity in life-style should be a goal. 

 Expense for mileage for extra sacramental help should not be a deterrent to taking a 
vacation, retreat, etc.  

 Priests need to maintain healthy relationships with others, both male and female, in 
order to maintain good emotional health. 

 

 Expectations of priests by parishioners, staff, as well as by the priest himself should be 

realistic.  With the assistance of the Parish Pastoral Council and the Lay Directors job 

descriptions and daily schedules should be reviewed annually. 

 
 

Pastoral Well-being 
 

Pastoral Well-being entails the development of skills and competencies that enable priests to 
serve their people well.  Pastoral formation is not divorced from intellectual or theological 
education.  Competencies and skills by their very nature are acquired and developed through 
instruction, application and practice. 

 There should be continued growth in such areas as preaching and proclaiming the word, 
pastoral counseling, personnel management, and effective leadership. 

 The number of regularly scheduled Masses a priest may celebrate: 
o CIC 905 #1 says a priest is not permitted to celebrate the Eucharist more than 

once a day except where the law permits. 
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o CIC 905 #2 allows an exception: where there is a shortage of priests and for 
pastoral need, the local ordinary can permit a priest to celebrate twice a 
day and even three times on Sundays and holy days of obligation. 

o The ideal to strive for is one Mass Monday-Friday with a Vigil on Saturday 
evening and two Sunday Masses. 

 A priest could say two Vigil Masses on Saturday and two Masses on 
Sunday. 

 A priest could celebrate a Vigil Mass on Saturday and three Masses 
on Sunday. 

 A priest could celebrate two Masses on Saturday (one Mass being a 
Vigil) and three on Sunday.  This is certainly not the ideal and should 
be employed sparingly. 

 The ideal should be sought. 
o In addition to parish Masses, regularly scheduled Masses to be considered 

include school Masses, nursing home Masses, as well as attention to the 
number of funerals and weddings at a particular parish.  Masses of 
“convenience” or where attendance is low (especially on Sunday) should be 
examined.   

o Masses should be scheduled with sufficient time between Masses. 

 Capable laity should be discerned, called forth and trained for ministry especially 
in the six areas of Church Life, Faith Formation, Family Life, Finance and 
Administration, Liturgy and Social Action. 

 All staff and volunteers should have clearly-written job descriptions leading to 
collaboration with other ministries.  This is especially true where parishes are 
clustered and share some staff. 

 Sufficient time should be allotted for the preparation of homilies. 

 Pastors who plan on being absent from the parish for a period beyond a week are 
to notify the Bishop’s office (CIC 533). 
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Retired Priests: An addendum 
 

The crown of old men is wide experience 
Their glory, the fear of the Lord (Sirach 25/6) 

 
Some questions for reflection on retirement:  

 "How will I live out the remaining years of my life?"   

 "What is the best way to age well so that I can be a model for others?"  

 "How can I share the wisdom I have gained from my accumulated  experience?"     

                                                                                                                 

1. Much of what has been said in the previous pages applies as well to priests in their 
retirement. 

2. Retired priests are called to continue to grow intellectually, spiritually and humanly.  
They are willing to share the insights from a lifetime of ministry.  

3. Priests are encouraged to plan ahead for retirement.  This involves financial planning 
and living arrangements, as well as social, financial, liturgical, spiritual and intellectual 
needs. 

4. Clergy workshops on how to retire well will benefit all our priests and should be 
offered. 

5. A survey of retired priests should be conducted to more comprehensively determine 
their needs, and what they can offer.  For example: 
o Those who have retired have a continuing desire to encourage and enhance the 

ministries of preaching and presiding in the diocese.  Some are interested in 
helping with more than sacramental needs. 

o Some retired priests are willing and able to serve as "mentors" for newly 
ordained priests or newly assigned pastors.   

 
 
 

Revised and Promulgated:    
September 14, 2016 

  Feast of the Exultation of the Cross 
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§II-7200 CLERGY RETIREMENT POLICY  
 

October 20, 2015 

Priests and deacons of the Diocese of Davenport may apply to retire when they reach their 70th 
birthday. 
 
Priests and deacons of the Diocese of Davenport must submit a letter of resignation from office 
when they reach their 75th birthday. 
 

o For priests: CJC #538 #3:  When a pastor has completed seventy-five years of age, he is 
requested to submit his resignation from office to the diocesan bishop who is to decide to 
accept or defer it after he has considered all the circumstances of the person and place. 

 
o For deacons: Synod V states:  “If a deacon wishes to continue in active ministry after he 

reaches retirement age, he may request permission from the Bishop to do so.  After 
consultation with the deacon’s wife, the pastor or supervisor, and the permanent 
diaconate director, the Bishop will approve or deny the deacon’s request.” 

 
If a priest or deacon wishes to continue past the age of 75, there would be a review at that time and 
each year thereafter. 
 

o The review for a priest may be made by a member of the Priests’ Personnel Board, the 
Dean or the Vicar for Priests.  A recommendation would then be given to the Bishop. 

 
o The review for a deacon may be made by the Director of the Diaconate, and with the 

assistance of the President of the Deacon Council (or his designate).  A recommendation 
would then be given to the Bishop. 

 
o Consultation should include the Lay Directors of the parish, Parish Council President, 

Finance Council President, staff and for a deacon his pastor.  
 

A priest who continues serving a parish past age 75 will be named “Administrator” at that time.  
Salary compensation would be the same as pastor. 
 
A priest who continues serving a parish past age 75 may stay at the same residence. 
 
A priest who is fully retired may apply to the Priests’ Aid Society.  (A retired priest acting as a 
sacramental minister is considered fully retired.) 
 
A priest or deacon who is retired is welcome to attend all Clergy Days, Institutes and Convocations 
without any personal expense.  If the priest or deacon is still assigned to a parish after 70, the 
expense to said events will continue to be paid by the parish. 
 
At retirement, if a new pastor is assigned, the retired pastor would normally be expected to move 
from the parish.  St. Vincent Center is available.  The Vicar for Priests is willing to assist. 
 
At retirement, if a PLC is assigned and the pastor is appointed sacramental minister, residence for 
the priest would be worked out on an individual basis. 
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Administrative Structures in the United States 
Associated with the Diocese of Davenport 

 
Parish Structure: 
 
“In the Church, "lay members of the Christian faithful can cooperate in the exercise of this power [of 
governance] in accord with the norm of law." And so the Church provides for their presence at particular 
councils, diocesan synods, pastoral councils; the exercise of the pastoral care of a parish, collaboration 
in finance committees, and participation in ecclesiastical tribunals, etc.” (Catechism of the Catholic 
Church (CCC) 911) 
 
“Priests are united with the bishops in sacerdotal dignity and at the same time depend on them in the 
exercise of their pastoral functions; they are called to be the bishops' prudent coworkers.  They form 
around their bishop the presbyterium which bears responsibility with him for the particular Church. 
They receive from the bishop the charge of a parish community or a determinate ecclesial office.” (CCC 
1595) 
 
“Deacons are ministers ordained for tasks of service of the Church; they do not receive the ministerial 
priesthood, but ordination confers on them important functions in the ministry of the word, divine 
worship, pastoral governance, and the service of charity, tasks which they must carry out under the 
pastoral authority of their bishop.” (CCC 1596) 
 
The Corporate Board is responsible for the legal and diocesan requirements of the parish corporation. 
Members of each parish corporation are the bishop, vicar general, pastor and two lay directors from the 
parish. 
 
The Parish (Pastoral) Council is selected or elected to advise the pastor in fostering the pastoral work of 
the Church as it is carried out in the parish in all its aspects.  Ex‐officio members include the pastor or 
administrator, parochial vicars and deacons assigned by the bishop to the parish. 
 
The Parish Finance Council, according to the norms of canon law, administers and is accountable for the 
parish finances, budget, parish facilities and long‐range financial development. Members are the pastor 
and at least two lay persons appointed by him. 

Each viable parish addresses six ministry areas as it lives out the fullness of our faith. These ministry 
areas include: Church Life, Faith Formation, Family Life, Finance and Administration, Liturgy, and Social 
Action.  In addition, the areas of vocations, stewardship and evangelization are also important aspects of 
parish life. 

Diocesan Structure: 
 
 
A diocese is a geographic area consisting of parishes and under the leadership of the local bishop.  Each 
parish is separately incorporated in the State of Iowa and is part of the Diocese according to the Code of 
Canon Law. 
 
The diocesan Bishop is the pastor of the local diocesan Church. His staff is an extension of his pastoral 
ministry, as are all the clergy of the Diocese.  “The bishop receives the fullness of the sacrament of Holy 
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Orders, which integrates him into the episcopal college and makes him the visible head of the particular 
Church entrusted to him.  As successors of the apostles and members of the college, the bishops share 
in the apostolic responsibility and mission of the whole Church under the authority of the Pope, 
successor of St. Peter.” (CCC 1594) 
 
The bishop’s staff comprises the curia which operates from the diocesan chancery in Davenport.  “The 
diocesan curia consists of those institutions and persons which furnish assistance to the bishop in the 
governance of the entire diocese, especially in directing pastoral activity, in providing for the 
administration of the diocese, and in exercising judicial power.” (Canon 469)  A description of the 
bishop’s staff is found in the document, “Organization of the Diocesan Staff – Diocese of Davenport.” 
 
The Diocese of Davenport has six deaneries.  A deanery is a geographic cluster of parishes.  Priests of the 
deanery meet regularly for pastoral and communication purposes. The deaneries are Clinton, 
Davenport, Grinnell, Iowa City, Keokuk, and Ottumwa.  
 
The bishop appoints a dean (vicar forane, VF), who is a priest, to each deanery.  The dean has “the duty 
and right: (1) to promote and coordinate the common pastoral activity within the vicariate; (2) to see to 
it that the clerics of his district lead a life which is in harmony with their state of life and diligently 
perform their duties; (3) to see to it that the religious functions are celebrated in accord with the 
prescriptions of the sacred liturgy, that the good appearance and condition of the churches and of 
sacred furnishings are carefully maintained especially in the celebration of the Eucharist and the custody 
of the Blessed Sacrament, that the parish books are correctly inscribed and duly cared for, that 
ecclesiastical goods are carefully administered, and finally that the parish house is maintained with 
proper care.” (Canon 555) 
 
The College of Consultors assists the diocesan bishop in certain areas of administration of the Diocese 
according to the norms of canon law and provides for the governance of the Diocese, according to the 
norms of canon law when the see is vacant or impeded, i.e. there is no diocesan bishop.  
 
The Diocesan Corporate Board of Directors manages the secular business and affairs of the Diocese. 
Members are the bishop, vicar general, chancellor and two lay directors.  This board may name and 
appoint committees as needed.  
 
The Diocesan Finance Council is appointed by the Corporate Board of Directors to advise in the financial 
administration of the Diocese. 
 
The Presbyteral Council provides a forum for discussion of all issues of pastoral concern in the Diocese.  
The Council aids the diocesan bishop in the governance of the Diocese according to the norms of canon 
law so that the pastoral welfare of the people of God committed to the Bishop, with the effective 
cooperation of the presbyters, may be carried forward as efficiently as possible.  The Council searches 
for and proposes ways and means for the effective pastoral ministry of priests and is representative of 
the unity and diversity of the priests of the Diocese. 
 
The Diocesan Pastoral Council acts as the authentic representative voice of the whole People of God, 
lay persons, religious and clergy to their diocesan bishop by providing a forum for open communication 
throughout the Diocese.  The Council initiates and supports with the diocesan bishop positive action for 
the common good of the Church, of other religious bodies and the civil community.  It reviews 
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recommendations of all other diocesan collegial bodies and, while honoring the principle of subsidiarity, 
submits to the bishop recommendations which substantially affect diocesan goals and priorities.   
The Deacon Council provides a forum for the full and free discussion of all issues of diaconal concern in 
the Diocese, thus providing an organized opportunity for mutual, open reflection and fraternal dialog 
between the diocesan bishop and the deacons of the Diocese.  The Council aids the diocesan bishop 
according to the norms of canon law so that the pastoral welfare of the People of God committed to the 
bishop with the effective cooperation of the presbyters and the assistance and service of the deacons 
may carry forward as efficiently as possible.  It also searches for and proposes ways and means for the 
effective ministry, continuing education and spiritual growth of deacons.  
 
The Diocesan Building Commission coordinates and assists all parishes in building projects both large 
and small. Parishes must see themselves in relation to the planning and needs of the greater diocesan 
Church. Each capital expenditure in any parish must meet the criteria for the Diocese of Davenport. 
Following a needs assessment on the local level, all projects are to be submitted for final review and 
recommendation to the bishop. This assessment should have measurable facts, reliable projections, 
community experience and follow recognizable principles for projects of remodeling, restoration or new 
construction.   
 
The Diocesan Liturgical Commission exists to respond to the liturgical and spiritual needs of the 
diocesan church. Through coordinating, assisting, teaching, and modeling, the DLC assists the Bishop in 
his ministry as moderator, custodian, and promoter of the liturgy in the diocese.  
 
The Social Action Commission guides the social action team in their efforts to build social action 
awareness and activity at the parish and deanery levels throughout the Diocese. This includes advising 
the diocesan social action team’s efforts to assist parishes and deaneries to become better organized to 
respond to important issues, such as respect for life, disaster relief, hunger, poverty, immigration, and 
access to safe, affordable housing. The commission also hopes to create a stronger link between 
diocesan social action ministries and the good social action work being done in our parishes and 
deaneries. The commission focuses on issues related to the seven themes of Catholic social teaching and 
is guided by the Two Feet of Social Justice model first developed by Msgr. Marvin Mottet, the first 
diocesan Director of Social Action. This model calls for both direct service to meet needs and action to 
change the root causes of the conditions that perpetuate these needs through empowerment and 
advocacy.   
 
The Stewardship Commission provides leadership, shares ideas, and participates in efforts to infuse 
stewardship ministry into all aspects of diocesan life in the Diocese of Davenport. 
 
The Board of Education is constituted by the bishop of the Diocese of Davenport for the purpose of 
establishing policy to govern the educational programs of the Diocese subject to provisions of canon 
law, regulations of the Department of Education of the State of Iowa and the laws of the State of Iowa.   
 
The Priests’ Personnel Board makes recommendations of priest personnel to the bishop for assignment 
for the good of the Diocese.  The Board assists in priest personnel development and pastoral planning as 
it relates to the priests in support of the Priestly Life and Ministry Committee of the diocesan 
Presbyteral Council. 
 
The Vocations Board in process 
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Conference of Bishops Structure: 

The United States Conference of Catholic Bishops is an assembly of all the bishops in the U.S.  The 
purpose of the Conference is to discuss and promote the Church and the common good of society in the 
United States.   

The dioceses of the USCCB are organized in geographic regions. The Diocese of Davenport is in Region IX 
which includes the Province of St. Louis in Missouri, the Province of Dubuque in Iowa, the Province of 
Omaha in Nebraska, and the Province of Kansas in Kansas. 
 
The Diocese of Davenport is part of the Province of Dubuque along with of the Archdiocese of Dubuque 
and the Dioceses of Des Moines and Sioux City. This group functions as a collegial group to enhance 
collaboration within the province.  However, each diocese is an independent organization. 
 
The Iowa Catholic Conference is the public policy agency of Iowa’s Catholic bishops. The Conference 
serves as the lobbyist in the Iowa legislature on issues important to the Church and society.  Under the 
direction of the bishops of Iowa, the Conference advocates for the common good and works with other 
groups to promote public policies that respect the human person.  
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Organization of the Diocesan Staff 
Diocese of Davenport 

 
Successors of the Apostles by divine institution, Bishops are constituted as Pastors of the Church when 
the Holy Spirit is conferred upon them at their Episcopal ordination, and they receive the task of 
teaching, sanctifying and governing in hierarchical communion with the Successor of Peter and with 
other members of the Episcopal College.  The Diocese is entrusted to the pastoral care of the Bishop, 
assisted by his presbyterate; he presides over it with sacred power, as a teacher of doctrine, a priest of 
sacred worship and a minister of governance.  The Bishop, in communion with the Head and members 
of the College, is an authoritative teacher, invested with Christ’s own authority, both when he teaches 
individually and when he teaches in union with other Bishops. 
 
“The diocesan curia consists of those institutions and persons assisting the bishop in the governance of 
the diocese, especially in guiding pastoral action, in caring for the administration of the Diocese and in 
exercising judicial power.”  (Canon 469)   
 
Diocesan Officials: 
 
Vicar General ‐ The Vicar General assists the Bishop in the governance of the diocese.  He has ordinary 
power, in accordance with canon law, except those administrative acts the Bishop has reserved to 
himself or which law requires a special mandate of the Bishop.  (Canon 475 and 479)    The Vicar General 
implements any directive given by the Bishop, and nurtures positive relationships with the internal and 
external organizations of the diocese. 
 
Chief of Staff – The Chief of Staff coordinates the internal operations and administrative affairs of the 
Diocese, implements directives of the Bishop, ensures that the members of the curia properly fulfill the 
office entrusted to them and nurtures positive relationships with all these staff.  When the Bishop is the 
Moderator of the Curia, the Chief of Staff may assume some of the duties of the Moderator. 
 
Judicial Vicar – The Judicial Vicar ensures access to Church courts and procedures for individuals having 
a legitimate claim for a decision or judgment in contentious issues, in administrative matters, and in 
conflict situations related to the exercise of ecclesiastically recognized rights.  The judicial vicar oversees 
the Tribunal and reports to the Bishop.  
 
Chancellor – The Chancellor ensures the documents of the curia are gathered, arranged and 
safeguarded in the archives, and records the ecclesiastical acts, decrees, and dispensations issued by the 
Bishop as required by can law.  The Chancellor supervises the archives and works closely with the Bishop 
and other Chancery staff members on various projects. 
 
Chief Financial Officer – The Chief Financial Officer is responsible for providing, developing and 
maintaining financial accountability standards and ethics for all diocesan entities in order to evolve 
respect and trust among parishioners, for directing, managing and supervising the financial operations 
of the Chancery and in conjunction with the consultation of the Bishop and members of the Corporate 
Board, for managing the diocesan assets and for consultation and advice to other management in 
financial operations. 
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The Diocesan Directors promote the mission of the Diocese through their departments: 
 
Director of Communication ‐‐ The Director of Communication is responsible for assisting the Chief of 
Staff and chancery staff with communication and public relations issues.  The Director of 
Communication promotes the Diocese and the Gospel; responds to inquiries from the media through 
interviews, news releases and conferences; monitors internal and external communication processes 
and make recommendations for improvement; directs and coordinates internal and external crisis 
communication; and edits publications in print and other media. 
 
Director of Development – The Director of Development is responsible for cultivating the involvement 
and gifts of donors to support the ministries of the Diocese of Davenport.  The fund raising efforts to 
secure gifts for the Diocese follows a stewardship‐based philosophy. 
 
Director of Faith Formation – The Director is responsible for the leadership and administration of the 
Office of Faith Formation. The Director works and collaborates with diocesan staff, appropriate 
committees, boards, and councils in all areas of lifelong Catholic faith, ministry formation, and youth 
ministry. 
 
Director of Liturgy – The Director of Liturgy assists the Bishop in his role as the high priest and steward 
of the liturgy for the local Church.  The Director of Liturgy serves as a resource and consultant in 
liturgical matters to other chancery offices, parishes and schools, pastors and other ministers, and to the 
people of the diocese.  The Director of Liturgy prepares for diocesan liturgies. 
 
Superintendent of Schools – The Superintendent of Schools oversees all aspects of governance for the 
schools of the Diocese of Davenport.  The Superintendent serves as a liaison between the Bishop and 
each Catholic school system and is responsible for the implementation of the goals and objectives of the 
Bishop and the Diocesan Board of Education.  The Superintendent assists schools in accessing federal 
and state programs of benefit to students and ensures that schools follow all required state and federal 
regulations. 
 
Director of Social Action & Catholic Charities ‐ The Director of Social Action and Catholic Charities is 
responsible for initiating, managing, leading and guiding the social ministry of the Diocese, interacting 
with other social action organizations on a local, regional and national basis, developing a network of 
social action volunteers and leaders around the Diocese and providing leadership training opportunities 
for parish leaders.   
 
Director of Stewardship & Parish Planning ‐ The Director of Stewardship and Parish Planning is 
responsible for initiating, managing, leading and guiding the stewardship ministry of the Diocese; 
interacting with other stewardship organizations on a local, regional and national basis; developing a 
network of stewardship volunteers and leaders around the Diocese; providing leadership training 
opportunities for clergy and parish leaders in stewardship, leadership and parish life; assisting parishes 
in parish planning efforts; and assisting the Director of Development with development efforts, 
especially the Annual Diocesan Appeal. 
 
Director of Technology – The Director of Technology is responsible for maintaining the diocesan 
computer network and electronic equipment.  The Director of Technology is responsible for the design, 
implementation, maintenance and security of the network infrastructure and also provides advice and 
support to parishes and schools relating to technology. 
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§IV-241 POLICIES RELATING TO THE EUCHARIST  
AND THOSE WITH AN INTOLERANCE OF GLUTEN AND/OR ALCOHOL 

 
INTRODUCTION 

 
“Following the example of Christ, the Church has always used bread and wine with water to celebrate the Lord’s 
Supper” (GIRM 319).  However, in recent years, we have become increasingly aware of Catholics who are unable to 
receive communion due to an intolerance to gluten (the protein in wheat; as in the case of gluten-sensitive enteropathy, or 
celiac sprue) or to alcohol (whether due to alcoholism or to an inability to metabolize alcohol). It is our hope that, with 
the publication of this document, those who have had to withdraw from the Table for reasons of health can again receive 
sacramental Communion. We encourage all—members of the assembly, extraordinary ministers of Holy Communion, 
deacons, and priests—to be a welcoming and understanding presence to our sisters and brothers who live with these 
conditions. If you are a Catholic who has an intolerance to gluten or alcohol, we encourage you to discuss your condition 
with your pastor or parish life administrator—and explore together whether the following policies may be of benefit to 
you. If, in the end, even these modifications prove to be insufficient, we pray that you will remain with us—in prayer and 
in spiritual communion, as we await that day when we will all dine together at the Wedding Feast of the Lamb. 
 
§IV-241.1 Permission for the Use of Low-Gluten Hosts and/or Mustum 
 
While the Church has the power to regulate and safeguard the Sacraments, it has no authority to change the substance of 
the Sacraments (GIRM 282). In 2003, the Congregation for the Doctrine of the Faith clarifying the question of what 
constitutes valid matter for the Eucharist (Prot: N.89/78-17498): 

 Hosts that are completely gluten free are invalid matter for the celebration of the Eucharist. 
 Low-gluten hosts (partially gluten-free) are valid matter, provided they contain sufficient amount of gluten to 

obtain the confection of bread without the addition of foreign materials and without the use of procedures that 
would alter the nature of bread. 

 Mustum, which is grape juice that is either fresh or preserved by methods that suspend its fermentation without 
altering its nature (for example, freezing), is valid matter for the celebration of the Eucharist. 

 
The Congregation also stated that it is within the competence of the local Ordinary to grant permission, including 
habitual permission as long as the condition persists, for the use of low-gluten hosts or mustum on a case-by-case basis. 
A chart summarizing the options available to priests, deacons, and the faithful who suffer from gluten or alcohol 
intolerance is included as Appendix A; sources for low-gluten hosts and mustum are listed here: 
 

Low-Gluten Hosts  
(<100ppm / <0.01%) 

Benedictine Sisters of Perpetual Adoration 
Altar Breads Department 

31970 State Highway P / Clyde, MO 64432 
Phone: 1-800-223-2772 

Web: www.benedictinesisters.org 

 Low-Gluten Hosts  
(<20ppm / <0.002%) 
Cavanagh Company 

610 Putnam Pike / Greenville, RI 02828 
Phone (toll-free): (800) 635-0568 

Web: www.CavanaghCo.com 
(note: be careful not to order their gluten-free hosts; these 

would be invalid matter for the Eucharist) 
Low Gluten Hosts 

(<20ppm / <0.002%) 
Parish Crossroads / PO Box 2413 

Kokomo, IN 46904 
Phone: 800-510-8842 

Web: www.ParishCrossroads.com  

Low-Gluten Hosts 
(<20ppm / <0.002%) 

GlutenFreeHosts.com Inc. 
100 Buckley Rd. / Liverpool, NY 13088 

Phone: 800-668-7324 ext. 1 
Web: www.GlutenFreeHosts.com  

Mustum 
Mont La Sale Altar Wine Company 

Phone: 800-447-8466 
Web: www.MontLaSalleAltarWines.com  

Mustum 
Monks Wine & Candles 

Phone: 800-540-MONK (6665) 
Web: http://www.monkswineandcandles.com/ 
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Procedures 
Pastors are to be attentive to the needs of those whose physical condition makes it impossible for them to consume 
wheat (gluten) or alcohol. 
 
In the formation of extraordinary ministers of Holy Communion, they are to be made aware of this policy and of the 
precautions required to prevent cross-contamination of the low-gluten host or of the wine with regular hosts. 
 
The following procedures are to be used at Masses when a person with celiac disease or alcohol intolerance is present: 
 

 Storage 
o Low-gluten hosts and mustum both have shorter “shelf-lives;” care should be taken to order only what 

is needed. 
o Low-gluten hosts should be stored in the sacristy, clearly labeled, and not come into contact with 

other hosts. 
o Mustum should be refrigerated after opening. 

 Before Mass 
o The person with gluten- or alcohol-intolerance should stop by the sacristy and inform the presider 

(and communion ministers) of their presence. 
o They should preferably sit where they will begin the communion procession. 
o A low-gluten host is put in a pyx and mustum is poured into a separate (and easily distinguished) 

chalice. 
 Preparation of the Gifts and Altar 

o The pyx containing the low-gluten host, and/or the chalice containing mustum, may be brought in 
procession with the other gifts. 

o Alternatively, they may be placed on the credence table before Mass and brought to the altar when it 
is prepared. 

IV-241.1 Policy 
Only the Ordinary may grant permission for the use of low-gluten hosts or mustum, on a case-by-case basis. Requests 
for permission must come from the pastor in writing. Upon review, such permission will be granted habitually for as 
long as the situation continues which precipitated the request. 
 
Lay persons who are gluten- or alcohol-intolerant should inform their pastor of their condition.  
 
For persons who are gluten-intolerant: 

 The pastor should discuss with them the use of low-gluten hosts or recourse to communion under the species 
of wine alone; in all cases, the individual should discuss the use of low-gluten hosts with their physician. 

 If the decision is made, after medical consultation, to request the use of low-gluten hosts, permission from the 
Ordinary must be sought. 

 If the person is completely gluten-intolerant, communion should be offered under the species of wine alone, 
even if it is not the usual practice of the community to distribute communion under both species. 

 
For persons who are alcohol-intolerant: 

 The usual practice is to receive communion under the species of bread alone. 
 If, after discussion, the pastor understands that the spiritual well-being of the individual necessitates access to 

communion under both species, he may request permission from the Ordinary for the use of mustum. 
 

The USCCB website should be checked regularly for updates regarding available products and best-practices 
regarding ministry to those with gluten or alcohol sensitivities:  http://www.usccb.org/prayer-and-worship/the-
mass/order-of-mass/liturgy-of-the-eucharist/celiac-disease-and-alcohol-intolerance.cfm 
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 Eucharistic Prayer 
o The vessels containing the low-gluten host and/or mustum are usually left open / uncovered. 

 Fraction Rite and Distribution 
o The presider or deacon should not touch the regular hosts and then handle the low-gluten host; 

therefore, it is probably best that an extraordinary minister (who does not handle other hosts during 
the fraction and is willing to receive on the tongue) distribute the low-gluten host to the individual 
before assisting with general distribution. 

o If necessary, the closed pyx with the low-gluten host which has been consecrated may be given to the 
communicant in order to minimize risk of contact with gluten. 

 Particular adaptations for persons with “zero-tolerance” for gluten 
o They are to have a chalice from which only they receive; it is to be distinct from other chalices to 

avoid confusion. The parish is encouraged to provide this chalice rather than insist on the individual 
purchasing a chalice themselves. Before use, the chalice should be blessed according to the 
appropriate rite (see Book of Blessings, #1360-1387). 

o The individual affected disinfects the chalice at home and bring it to Mass in a sealed plastic bag. The 
chalice remains in the bag until it is brought to the altar and filled with wine at the Preparation. 

o During the fraction rite, the presider must be careful not to place a particle of the Eucharistic Bread in 
that chalice. 

o Following his or her communion, one of the ministers brings communion to the person. It should be 
noted that some individuals with celiac disease are very sensitive to gluten; therefore, the priest (or 
deacon who has assisted with the fraction) should not handle the special chalice. 

o The chalice is purified and cleaned as usual after Mass, placed in the plastic bag, and returned to the 
individual for further cleaning at home. 

 
Procedures 
When a priest is concelebrating Mass: 
If he is intolerant of gluten, he may request permission from the Ordinary to receive under the species of wine alone. 
If he is intolerant of alcohol, he may request permission from the Ordinary to receive under the species of bread alone. 
 
When a priest is the sole celebrant: 
If he is intolerant of gluten, he may request to use low-gluten hosts. If he is intolerant of alcohol, he may consecrate a 
separate chalice of mustum for his use. If he is unable to tolerate even low-gluten hosts he may not preside at 
Eucharist. 

 
 
 
 
 
 
 
 
 
 

Appendix A:  

IV-241.2 Policy 
For those priests who are intolerant of gluten or alcohol, permission from the Ordinary is required for the use of low-
gluten hosts or mustum, or to receive communion under a single species (when concelebrating). If the presiding 
celebrant at Mass, he must receive communion under both species. The conditions under which the priest may serve 
as sole or principal celebrant or concelebrant are summarized in Appendix 1. 
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Chart on the Use of Mustum, Low-Gluten Hosts or Wine Alone at Mass  
by Priests, Deacons and the Lay Faithful 

The following chart, developed by the USCCB Secretariat for the Liturgy, provides a ready reference for identifying the 
options for the reception of Holy Communion under the forms of mustum, low-gluten hosts or wine alone by priests, 
deacons and the lay faithful afflicted with gluten and/or alcohol intolerance. As indicated below, priests should note the 
ways in which a condition of gluten or alcohol intolerance may affect not only their reception of Holy Communion, but 
also their roles as celebrants and concelebrants. Priests are reminded that the permission of their Ordinary is required 
for the alterations in their roles as celebrants or concelebrants described in the chart below. Deacons and the lay 
faithful must seek individual permissions for the use of low-gluten hosts or mustum.  

   
Options for those who 
suffer from gluten 
intolerance  

Options for those who suffer 
from alcohol intolerance 

Options for those who suffer 
from both gluten and alcohol 
intolerance 

Deacons and Lay 
Faithful 

-may receive a small amount 
of a regular host; or 
-may use a low-gluten host; 
or 
-may receive under the form 
of wine only. 

-may receive a small amount 
under the form of wine; or 
-may receive under the form 
of bread only; or 
-may use mustum. 

-may take a small amount of a 
regular host; or 
-may take a small amount under 
the form of wine; or 
-may use a low-gluten host and 
mustum. 

Priest as Sole  
Celebrant * 
 
 
 
*The principal celebrant 
must always receive Holy 
Communion under both 
forms. 

-may take a small amount of 
a regular host; or 
-may use a low-gluten host. 
Otherwise, he may not 
celebrate Eucharist 
individually. 

-may take a small amount 
under the form of wine; or 
-may use mustum. 
 
 
 
* If the priest is able to take only 
a small amount of wine, then 
what remains may be consumed 
by a deacon or EMHC.

-may take a small amount of a 
regular host and may take a 
small amount under the form of 
wine; or 
-may use a low-gluten host and 
mustum. 
 
Otherwise, he may not celebrate 
Eucharist individually. 

Priest as Principal 
Celebrant at a 
Concelebrated 
Mass* 
 
*The principal celebrant 
must always receive Holy 
Communion under both 
forms. 

-may take a small amount of 
a regular host; or 
-may use a low-gluten host 
for himself alone. Other 
concelebrants should 
consume regular hosts. 
 
Otherwise, he may not be the 
principal celebrant at 
concelebration. 

-may take a small amount 
under the form of wine; or 
-may use mustum for himself 
alone. Other concelebrants 
should use regular wine. 

-may take a small amount of a 
regular host and may take a 
small amount under the form of 
wine; or 
-may use a low- gluten host and 
mustum for himself alone. Other 
concelebrants should use regular 
bread and wine. 
 
Otherwise, he may not preside at 
concelebration. 
 

Priest as Concelebrant -may take a small amount of 
a regular host; or 
-may use a low-gluten host; 
or 
-if unable to use a low-gluten 
host, then may receive under 
the form of wine only. 

-may take a small amount 
under the form of wine; or 
-may use mustum; or 
-if mustum is not available, 
then may receive under the 
form of bread only. 

-may take a small amount of a 
regular host; or 
-may take a small amount under 
the form of wine; or 
-may use a low-gluten host 
and/or mustum. 
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§IV-242 POLICIES RELATING TO EXTRAORDINARY MINISTERS OF HOLY COMMUNION 
 

Introduction 

 

The ordinary ministers of Holy Communion are bishops, presbyters, and deacons.  Whenever they are present 

at a liturgy, and are vested according to their order, they are to fulfill this ministry.  

 

At the same time, “[i]n every celebration of the Eucharist there should be a sufficient number of ministers for 

Holy Communion so that it can be distributed in an orderly and reverent manner” (NDRHC 27). The same 

need often arises when it comes to ensuring that the sick and homebound have access to the Sacrament. In such 

cases, Church law allows for the naming of Extraordinary ministers of Holy Communion to assist, but not 

replace, the ordinary ministers (NDRHC 26-28; RS 151-160). 

 

Therefore, with gratitude for their ministry, the following policies regarding Extraordinary Ministers of Holy 

Communion (EMHCs) are adopted for use in the Diocese of Davenport in order to highlight the dignity of this 

office and guide the ministry of those called to help bring the Eucharistic Presence of Christ to their sisters and 

brothers. These policies replace all previous diocesan policies concerning the ministry of EMHCs.  

 

Revision of Policy: September 2017 

 

In order to allow for more timely appointment of EMHCs, and to better allow pastors flexibility in the care of 

their communities, this policy is being revised in order to grant pastors, university chaplains, and others in 

pastoral leadership the faculty to appoint EMHCs directly. 
 

Abbreviations used: 

 

CIC Codex Iuris Canonici (Code of Canon Law) 

GIRM General Instruction of the Roman Missal (third typical edition; retranslated 2011) 

HCWEOM Holy Communion and Worship of the Eucharist Outside of Mass 

NDRHC Norms for the Distribution and Reception of Holy Communion Under Both Kinds in the Dioceses of the 

United States of America (revised; as reprinted 2011) 

RS  Redemptionis sacramentum 

SC  Sacrosanctum concilium 

SCAP Sunday Celebrations in the Absence of a Priest (2nd edition) 

 

§IV-242.1 The Role of the Bishop 

 
The Bishop is charged with overseeing and regulating all aspects of the liturgical life of the diocesan Church, and assigning 

ministries according to need and to the well-being of the flock in his charge (RS 19, 160; CIC c.838.4). 

 

Procedures 

The procedures detailed below under §IV-242.3 are to be followed in selecting, forming, nominating, appointing, and 

commissioning extraordinary ministers of Holy Communion (see CIC cc. 230.3, 231.1, and 910.2). 

 

 

IV-242.1 Policy 

Aside from instances of true emergency, as mentioned in §IV-242.2.2 below, no one may serve as an Extraordinary 

Minister of Holy Communion without the permission of the Bishop of the Diocese. 
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§IV-242.2 Faculties  

 

Procedures 

Recalling that the exercise of any particular ministry is not a right but a matter of rightly discerning the call of God, 

pastors, priest-chaplains, and parish life administrators may nominate qualified individuals to the bishop for 

deputation as extraordinary ministers of Holy Communion, as outlined below in §IV-242.3. 

 

 
Procedures 

In case of emergency, a layperson may be commissioned to assist with the distribution of communion for a single 

occasion, using the following formula from The Roman Missal, Third Edition, Appendix III: 

 

May the Lord bless you, 

so that at this Mass you may minister 

the Body and Blood of Christ 

to your brothers and sisters.  
(Amen) 

 

The blessing may take place before the beginning of Mass. Alternatively, the person who will assist with communion 

for the specific occasion approaches the altar after the priest has communed, as described below (IV-242.4.1). Prior to 

giving the person communion, the priest blesses him/her with the above words. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IV-242.2.1 Policy 

The faculty is hereby granted to pastors, priest-chaplains, and parish life coordinators (PLCs) to appoint extraordinary 

ministers of Holy Communion for their parishes or institutions (including university campus ministries and Newman 

Centers). Similarly, the leadership of a community of women religious may appoint members of their community to 

exercise this ministry in their chapel/oratory. 

IV-242.2.2 Policy 

The faculty is hereby granted to all priests and deacons (outside of Mass) to designate suitable persons to distribute 

communion for a specific occasion when there is genuine necessity to do so (that is, when a sufficient number of 

ordinary ministers, instituted acolytes, and/or commissioned extraordinary ministers of Holy Communion is not 

available).  
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§IV-242.3 The Selection, Formation, and Nomination of Extraordinary Ministers of Holy Communion 

 

Procedures 

The pastoral leadership of each parish or institution is to ensure that in appointing anyone for the office of EMHC the 

above qualifications are met. 

 

Extraordinary Ministers of Holy Communion at hospitals may be formed and commissioned through their parish or 

religious community or through the office of the Catholic priest-chaplain at that hospital. 

 

Extraordinary Ministers of Holy Communion are commissioned only for their parish or religious community, or, if 

appointed by a hospital priest-chaplain, for ministry in the hospital alone. 

 

Extraordinary Ministers of Holy Communion in Catholic schools and religious education programs serve in this 

capacity by virtue of the fact that they are commissioned and actively carry out this ministry within their local parish. 

 

As an extraordinary ministry, it is not intended that individuals exercise this ministry in a permanent, or quasi-

permanent, fashion. Therefore, the term of ministry shall be for three years. 

 

Pastors are reminded that, to the extent possible, this ministry is to be rotated among individuals in a community. If, 

however, it is necessary for an individual to serve for successive terms, they are required to attend the required 

formation sessions, be re-appointed according to the above policies, and be commissioned as would any first-time 

minister. 

 

 

 

 

 

 

IV-242.3.1 Policy 

The following are qualifications for a person to serve as an Extraordinary Minister of Holy Communion in the 

Diocese of Davenport.  An Extraordinary Minister of Holy Communion must: 

 

1.) be Catholic and have received all of the sacraments of initiation (Baptism, Confirmation, Eucharist); 

 

2.) live his or her life in such a way that their love for the Eucharist is evident by their regular participation in 

the eucharistic liturgy; 

 

3.) be adequately formed to carry out this ministry as the Church intends, and take part in continuing  

formation through parish and/or diocesan workshops and/or retreats; 

 

4.) be sixteen years old; a pastor may grant a 1-year exemption to this rule for just cause 

 

5.) not labor under a canonical penalty whether imposed or declared (e.g., not be in an invalid marriage or be 

a laicized cleric; see RS 168); 

 

6.) commit to a faithful and reliable presence at the liturgies to which they have been assigned. 

 

IV-242.3.2 Policy 

“Extraordinary ministers of Holy Communion should receive sufficient spiritual, theological, and practical 

preparation to fulfill their role with knowledge and reverence” (NDRHC 28). 
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Procedures 

The pastoral leadership of each community should ensure that EMHCs have the proper formation required to exercise 

their ministry, as well as ensure that the proper materials—such as pyxes and ritual books for those taking communion 

to the sick—are available. 

 

Initial formation must be completed prior to commissioning, and EMHCs should participate in ongoing formation 

opportunities during their term of service. 

 

The Diocesan Office of Liturgy is available to assist with formation programs as needed. 

 
Procedures 

 

The names of those appointed are to be recorded and kept on file in the parish or community where the ministry is 

being exercised. 

 

Prior to exercising their ministry, all Extraordinary Ministers of Holy Communion are to be commissioned according 

to the prescribed rite. In the Diocese of Davenport, such commissioning is to take place in the context of Mass. In 

parishes, religious communities, and university/Newman Center setting, this should take place at a Sunday Mass. 

 

The Rite for Commissioning EMHCs is found in the Book of Blessings, §§1874-1880, and is also included in 

Appendix A. The commissioning must be done by a priest or deacon, though it is usually done by the pastor (Book of 

Blessings 1873). 

 

If desired, a certificate may be given to the EMHC (see Appendix B for a sample). 

 

§IV-242.4 The Ministry of the EMHC at Mass 

 
It is appropriate to recall with great gratitude the ministry that has been exercised by Extraordinary Ministers of Holy 

Communion in the United States and in this diocese. Not only have they made it possible to extend the sharing of Communion 

under both species, but they have also been able to increase the availability of the Sacrament to the sick and homebound. 

As far as the ministry of EMHCs at Mass, two items deserve particular comment. 

 

First, there has been the practice in some places of the ministers of communion to receive after the assembly. This practice 

has arisen as a well-intentioned attempt to model hospitality: in western cultures, the host is served last. However, this 

practice is based on a faulty premise: no minister is the host at Mass; Christ is. We are all guests. Secondly, to distribute 

communion before first receiving seems to be saying that we minister of our own accord. Nothing could be further from the 

truth: we minister because of the grace given us. For these reasons, the priest is always to receive first and then the ministers, 

as outlined in the liturgical books. Only after receiving, may we give what we have ourselves received. 

 

Second, the universal law of the Church has been that priests, deacons, or instituted acolytes are the ones who purify the 

vessels. When permission to distribute communion under both species was expanded, the Bishops of the United States asked 

for and received an “indult” – an exemption to that law, allowing EMHCs to not only help distribute communion but also 

help purify the vessels at Mass. In 2005, that special permission expired, and the U.S. Bishops once again petitioned for an 

extension. This time, however, the permission was denied, out of concern for abuses that had been reported to Rome and as 

a reminder that purification is a ritual act and the special responsibility of the priest (or deacon or instituted acolyte) at 

Mass. Therefore, we are to return to the traditional practice of the Church in this matter. Rather than an obstructive burden, 

IV-242.3.3 Policy 

When the pastoral leadership (as specified in IV-242.2.1) of a community wishes to appoint individuals for service as 

an EMHC, the following procedures are to be followed: 
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this change provides an opportunity to better illustrate the servant nature of ordained ministry. The following policies 

describe the ministry of EMHCs within and outside of Mass. 

 

 

Procedures 

The manner of receiving communion: 

 The priest “must communicate at the altar at the moment laid down by the Missal… [and not] wait until the 

people’s Communion is concluded before receiving himself” (RS 97). 

 The deacon receives communion from the priest, and not in the manner of a concelebrant (see policies §IV-

220 Policies Relating to the Liturgical Ministry of the Deacon and §IV-230 Policies Relating to 

Concelebration of the Eucharistic Liturgy). 

 EMHCs approach the altar only after the priest receives communion (NDRHC 38); only the priest—assisted, 

if needed, by a deacon—breaks and distributes the consecrated bread among various vessels if needed 

(NDRHC 37). 

 The priest distributes communion to the deacon, if present, and then—assisted by the deacon—to the EMHCs. 

“Neither deacons nor lay ministers may ever receive Holy Communion in the manner of a concelebrating 

Priest.” Ministers are not to wait to receive communion at the conclusion of the distribution (NDRHC 39). 

 

The manner of distributing communion: 

 The EMHCs receive the vessels from the priest (assisted, if needed, by the deacon); they do not retrieve the 

vessels from the altar themselves (NDRHC 38). 

 “Holy Communion under the form of bread is offered to the communicant with the words, ‘The Body of 

Christ’… [while the] chalice is offered to the communicant with the words, ‘The Blood of Christ’” (NDRHC 

41, 43). 

 It is the choice of the communicant whether to receive the host on the tongue or on the hand, and whether or 

not to receive from the chalice (NDRHC 41, 46). Care must be taken that the host is consumed in the presence 

of the minister (RS 92). 

 “After each communicant has received the Blood of Christ, the minister carefully wipes both sides of the rim 

of the chalice with a purificator… [and] turns the chalice slightly” (NDRHC 45). 

 Accidents (GIRM 280): 

o If a consecrated host falls to the ground, the communion minister should quickly and discretely pick it 

up and place it in his or her palm (or on the paten, away from other hosts) for them (or for another 

minister) to consume after the Communion Rite is over.  

o If the consecrated wine is spilled, the area should be covered immediately with a purificator. After 

Mass, the consecrated wine is wiped up and the area washed with a damp cloth. The water used to 

wash the area and rinse the purificator(s) and cloth is poured down the sacrarium 

o If a partially consumed Host falls or is spit out of the mouth accidentally (or if the communicant is 

unable to or refuses to swallow): 

 The Host should be dissolved in warm water and the water then poured into the ground or 

into the sacrarium. 

IV-242.4.1 Policy 

The ministry of an EMHC is limited to the community for which they are deputed. 

 

The manner by which EMHCs receive and distribute communion is specified in NDRHC 38-50 and GIRM 284, and 

are summarized below. In addition, the policies contained in §II-9100 Policies Relating to Planning for Pandemic 

Influenza particular to the distribution of communion are to be followed (see Appendix C). 

 

Parishes may determine the dress for extraordinary ministers—appropriate and dignified clothing expressive of an 

attitude of service and reverence. A distinctive cross or other symbol may be used. In no case may vesture proper to 

clerics be worn (RS 153). 
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 If this occurs while bringing Communion to the sick and homebound, the host may be 

wrapped in a purificator (or another cloth) and then placed into a small plastic bag (or placed 

back into the pyx if the pyx is empty). The minister should then return to the church and 

dispose of the Host as described above. 

 Under no circumstances should the Host be disposed of in the garbage or into a regular sink. 

 The question of blessing those not receiving communion: In the past number of years, the practice has 

developed in certain places that those not receiving communion—whether children too young to receive 

communion, those who are not Catholic, or those unable to approach the Sacrament due to canonical 

reasons—to join in the communion procession and receive a blessing from the minister. Because the purpose 

of the Communion Procession is to approach the altar for Communion, this practice is not recommended. 

However, for those communities which have elected to follow such a practice, the following should be kept in 

mind: 

o Lay ministers should not bless with a gesture or formula reserved to clerics. For example, they should 

not make the sign of the cross over someone while using the Trinitarian formula. A simple “May our 

loving God bless you” with or without a light touch of the head would be appropriate (CIC c.1168). 

o Likewise, no one (cleric or lay) should give a blessing with the host in their hand, simulating 

Benediction (this is a special gesture reserved for the celebration of Viaticum). 

 The question of whether or not an EMHC should refuse someone communion does occasionally arise. 

o As a general rule, an EMHC should not refuse communion to anyone who presents themselves for the 

Sacrament. If the EMHC is concerned about the person receiving communion, he or she should 

discuss the matter with the pastor (or parish life coordinator) after Mass. 

o The EMHC should not, however, permit someone to self-intinct (“dip” the host in the chalice). 

 If the person presenting asks permission to intinct, they should be politely refused, while 

avoiding calling undue attention to the individual or circumstances.  

 If the person simply presumes to intinct, the matter should be referred to the priest to address 

after Mass. 

 The pastor should ensure that the parish is informed that self-intinction is not an allowed 

method for receiving communion.   

 

After communion: 

 After communion, any remaining hosts are either consumed or collected at the altar by the deacon, or by the 

priest or an EMHC, and taken to the tabernacle. 

 In the Diocese of Davenport, permission is granted to EMHCs to assist in consuming any remaining Precious 

Blood. In doing so, the remaining Precious Blood is to be consumed at the credence table—not at the 

distribution station and especially not while walking. The Precious Blood is never to be poured into the 

ground or down the sacrarium (NDRHC 52, 55). 

 

 

 

IV-242.4.2 Policy 

The ritual purification of the sacred vessels after communion at Mass must be performed by a priest, deacon, or 

instituted acolyte (GIRM 279, 284b).  

 

After purification, the vessels are wiped with a purificator and then may be washed in the usual way in the sacristy 

(by EMHCs or sacristans). 

 

Dispensations from this requirement in accord with cc. 85-93 of the Code of Canon Law are discussed in §242.5, 

below. 

 

This requirement in no way should be used as an excuse to withdraw the chalice from the laity. 
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Procedures 

The patens or ciboria are purified by either wiping any remain fragments into a chalice or by adding water to them, 

gently swirling the water around, and then pouring the water into a chalice. The chalices are purified by adding water 

to them, swirling the water around, and then drinking the water (GIRM 279; RS 119), ensuring that any of the Blessed 

Sacrament remaining is consumed.  

 

Purification may take place immediately after communion, preferably at the side table, or after Mass (assuming any 

remaining hosts have been reserved or consumed, and any remaining Precious Blood has been consumed; see 

NDRHC 53). 

 

Thought should be given to doing the purification during Mass, as this would allow for a period of “sacred silence” 

after communion (GIRM 45, 88) as well as allow the priest and deacon to be free to greet the people after Mass. In 

doing so, the purification should not be done in a manner that calls attention to itself. 

 

§IV-242.5 The Ministry of the EMHC Outside Mass 

 

 

Procedures 

The pastoral leadership of each community is to ensure that the EMHCs, the community, and the sick and homebound 

are properly catechized concerning the rites for and ministry to the sick. In particular, communities are to be reminded 

that pastoral care of the sick involves more than visits to bring the sacraments. 

 

Formation for ministry to the sick and homebound must include the following: 

 The basics of pastoral care to the sick, including the importance of confidentiality. 

 The protocols for ministering in a health care environment, such as hygiene issues. 

 The use of the proper rites, and knowledge of when to refer to another minister (such as a priest for the 

sacraments of reconciliation and anointing of the sick). 

 

The pastoral leadership of each community is also to ensure that ministers to the sick have all the materials necessary 

for their ministry, including a pyx and the appropriate ritual book. In extraordinary circumstances, when the Precious 

Blood is to be distributed, a suitable container that can be closed and not leak is to be provided (NDRHC 54). 

 

It is recommended that the hosts for the sick and homebound be consecrated in the Mass from which they will be 

taken and in which the EMHCs have fully participated. Ideally, ministers are sent forth by the parish (or other 

community) from the Sunday or daily celebration of the Eucharist. See Appendix D for an appropriate sending ritual. 

IV-242.5.1 Policy 

Ordinarily, commissioned EMHCs may take communion to the sick. There may also be certain persons who serve in 

ministry to the sick on a more regular basis. All who serve in this ministry are expected to receive specialized training 

and formation in the theology and liturgy of Pastoral Care of the Sick as well as in the practical aspects of this 

ministry. 

 

The Diocese’s Policies Relating to Sexuality and Personal Behavior (§II-7000) apply to EMHCs who bring 

communion to the sick and homebound (see §II-7001.3). EMHCs who are not staff members are to be considered 

parish volunteers under those Policies. Therefore: 

 They are to receive a copy of said Policies and sign the Acknowledgment and Consent Form (Form 1) 

initially and annually (or as often as called for by the Policies). 

 They are to complete initial VIRTUS training and take part in required renewals as called for by the Policies. 

 They are to have initial background checks completed. Background checks are to be repeated as often as 

called for by the Policies. 

EMHCs who are staff members follow all the provisions for parish staff called for in the Policies. 
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When taking communion to the sick, EMHCs use the rites found in Holy Communion and Worship of the Eucharist 

Outside Mass, Chapter II (HCWEOM, 54-78; RS 133). These rites are published in the USCCB’s Administration of 

Communion and Viaticum by an Extraordinary Minister / La Sagrada Comunion y El Viatico Adminsitrados por Un 

Ministro Extraordinario (ISBN 978-1-60137-335-9). EMHCs should use this booklet when bringing communion to 

the sick. 

 

The ordinary minister of Viaticum is the pastor or parochial vicar of an individual’s parish, or the priest-chaplain of 

the institution. With the presumed permission of the pastor or chaplain, another minister (deacon or lay minister) may 

celebrate the rite of Viaticum, with the proper changes made to it for one who is not a priest or deacon, but only in 

cases of necessity (the pastor, parochial vicar, or chaplain is not available). The priest must then be notified that the 

rite has been celebrated (see CIC c.911). 

 

Those taking communion to the sick “should go insofar as possible directly from the place where the Sacrament is 

reserved to the sick person’s home, leaving aside any profane business so that any danger of profanation may be 

avoided and the greatest reverence for the Body of Christ may be ensured” (RS 133).  

 

Hosts which are not consumed by the sick and homebound are either consumed by the EMHC or returned 

immediately to the tabernacle. Hosts are not to be reserved in the home of the sick, for later distribution, or taken back 

home by the EMHC (see RS 131-132). Any remaining Precious Blood must be consumed by the EMHC. In this case, 

the vessels used to carry the Blessed Sacrament should be appropriately purified and cleaned by the EMHC. 

 

In preparing to visit the sick and homebound, EMHCs should be in contact with the individual, his or her family, and 

any appropriate health care providers regarding particular limits or restrictions, or what ritual options would be most 

appropriate. When ministering in a health care setting, the EMHC should also inform the chaplain / spiritual care 

department and abide by their policies (including supplying proof that they have been duly deputed for this ministry). 

For example, patients in a health care setting may have dietary restrictions in preparation for surgery or another 

medical procedure that would preclude receiving communion. In other cases, a patient may be unable to swallow even 

a small fragment of a host. In cases of difficulty, consultation with the pastor, the hospital chaplain, or the Office of 

Liturgy should be sought. 

 

The bringing of communion to the sick and homebound is more than functional; it is a concrete sign that the 

individual – though unable to join with the assembly for Eucharist – is still a member of the community. For that 

reason, it is ordinarily the ministry of priests (especially the pastor) and deacons to visit the sick and bring them 

communion. At the same time, it is important to recall that the laity who minister communion to the sick also 

represent the parish community; no ministry is one’s own (“private”) but is the ministry of Christ through the Church. 

 

The practice has developed in some places of having family members (who otherwise do not serve as Extraordinary 

Ministers of Holy Communion to the sick) simply bring communion home to their loved one. Whatever the 

motivations behind such a practice, the risk is that the sick person and the ministry itself become disconnected from 

parish life—and the family member, rather than being ministered-to by the community must take on one more 

responsibility. Therefore, all things being equal, it is better that a representative of the parish minister to both the sick 

person and to his or her family than to ask family members to serve in this capacity. 
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Procedures 

If leading the Rite of Exposition of the Blessed Sacrament and the Rite of Distribution of Communion Outside of 

Mass (“Weekday Word and Communion Services”) is to be a part of the EMHC’s responsibility, then training in the 

proper leadership of those rites must be completed before the pastor (or PLC or religious superior) may grant 

permission to lead those rites.  

 

Formation to lead Sunday Celebrations in the Absence of a Priest is done via the diocesan Ministry Formation 

Program or equivalent. The pastor must then nominate an individual for designation to lead such celebrations, which 

the bishop has the authority to grant. 

 

Please refer to the following documents, available on the diocesan website: 

 Instructions: Exposition / Adoration / Benediction 

§ IV-244: Policies Relating to Sunday Celebrations in the Absence of a Priest and to Weekday Word and 

Communion Services 

 

§IV-242.6 Dispensations from GIRM 279 

 
Dispensations, as an exercise of the executive powers granted to diocesan bishops, are a “relaxation of a merely 

ecclesiastical law in a particular case” (CIC c.85) and for “a just and reasonable cause” (CIC c.90). Dispensations from 

the law have been referred to as a “wounding” of the law, and are therefore never granted lightly and must be interpreted 

strictly (CIC c.92); in granting a dispensation, the values underlying the law are to be protected. It is important to remember 

that even within disciplinary laws, especially liturgical laws, there are those which hold greater weight and importance, 

especially those—for example—based on fundamental liturgical principles [see Huels, J.M. “Categories of Indispensible 

and Dispensilble Laws.” Studia canonica 39 (2005): 41-73, for an extensive review of the matter]. While broad, there are 

limits on the dispensing power of bishops. For example, constitutive, procedural and penal laws, and matters reserved to 

the Holy See cannot be dispensed by the bishop (CIC c. 86-87); and even the Holy See has no power to dispense from divine 

laws.  

 

At the same time, in regulating the liturgy within his diocese and in the granting of dispensations, the bishop is called upon 

to “take care not to allow the removal of that liberty foreseen by the norms of the liturgical books so that the celebration 

may be adapted in an intelligent manner to the church building, or to the group of the faithful who are present, or to 

particular pastoral circumstances in such a way that the universal sacred Rite is truly accommodated to human 

understanding” (RS 21). 

 

IV-242.5 Policy 

Dispensations from disciplinary laws are regulated by the CIC, canons 85-93. Requests for dispensations from the 

liturgical laws regarding the purification of the sacred vessels are to be submitted in writing to the bishop, as detailed 

in the procedures below. The bishop reserves dispensations in this matter to himself. In deciding whether or not to grant 

a dispensation, the bishop may ask the Director of Liturgy and/or the Diocesan Liturgical Commission to inquire into 

the situation further. 

 

IV-242.5.2 Policy 

In the Diocese of Davenport, if the EMHC has been properly formed in leading the rites, the pastor (or parish life 

coordinator or religious superior) may grant him or her permission to lead the Rite of Exposition of the Blessed 

Sacrament (c.943; HCWEOM 91) and the Rite of Distribution of Communion Outside of Mass (HCWEOM 17). 

 

The mandate of the Bishop is required for leading Sunday Celebrations in the Absence of a Priest, in accord with 

diocesan policy (SCAP 26-27). 
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Procedures 

The following is offered as an assistance to parishes which might wish to request a dispensation from the requirement 

that the sacred vessels at Mass be purified by a cleric or instituted acolyte; nothing here should be taken as a guarantee 

that a dispensation will be granted. 

 Requests for dispensation from the requirement that the sacred vessels be purified by a cleric or instituted 

acolyte will be considered only if it is physically impossible (due to disability or infirmity) for the priest to 

purify the vessels himself; and there is no other priest, deacon or instituted acolyte available to purify the 

vessels. 

 If the dispensation is granted, the purification is to take place in the sacristy in order to avoid publicity. 
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Appendix A: Rite of Commissioning (from the Book of Blessings, §§ 1874-1880) 

 
Presentation of the Candidates 

 
After the homily, the presider presents the candidates and then addresses them, in these or similar words: 

 

Presider: Dear friends in Christ, our brothers and sisters N. and N. are to be entrusted with administering the 

eucharist, with taking communion to the sick, and with giving it as viaticum to the dying.   

 

May invite the candidates to stand, come forward. 

 

In this ministry, you must be examples of Christian living in faith and conduct; you must strive to grow in 

holiness through this sacrament of unity and love.  Remember that, though many, we are one body 

because we share the one bread and one cup. 

As ministers of Holy Communion be, therefore, especially observant of the Lord's command to love your 

neighbor.  For when he gave his body as food to his disciples, he said to them: "This is my 

commandment, that you should love one another as I have loved you." 

 

Examination 

 
Presider: Are you resolved to undertake the office of giving the body and blood of the Lord to your brothers and 

sisters, and so serve to build up the Church? 

EMHC:  I am. 

 

Presider: Are you resolved to administer the Holy Eucharist with the utmost care and reverence?   

EMHC:  I am. 

 

Prayer of Blessing 

All stand.  May have candidates kneel. 

 

Presider: Dear friends in Christ, let us pray with confidence to the Father; let us ask him to bestow his blessings on 

our brothers and sisters, chosen to be ministers of the eucharist. 

  Gracious Lord, you nourish us with the body and blood of your Son, 

that we might have eternal life. 

  Bless + our brothers and sisters who have been chosen 

to give the bread of heaven and the cup of salvation to your faithful people. 

May the saving mysteries they distribute  

lead them to the joys of eternal life. 

We ask this through Christ our Lord. 

All:  Amen 

 

The general intercessions follow. Specific intercessions for the new EMHCs should be included. The celebrant concludes 

the intercessions with the prayer of blessing as follows: 

 

Presider: Lord, our God,  

  teach us to cherish in our hearts 

the paschal mystery of your Son,  

by which you redeemed the world. 

Watch over the gifts of grace your love has given us  

and bring them to fulfillment in the glory of heaven. 

We ask this through Christ our Lord. 

All:  Amen. 
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Appendix B: Certificate of Delegation 

 

 

 

 

NAME 
 

has been delegated to serve as an  

 

Extraordinary Minister of Holy Communion 
 

for 

 

PARISH/COMMUNITY NAME 

 

for a period of three years 

 

 

 
 

“I am the bread of life; 

 whoever comes to me will never hunger,  

and whoever believes in me will never thirst.”  

John 6:35 

 

 

 

 

 

 

 

 

________________________________________      __________________ 

Name of Pastoral Leader         Date 

Title (ex: Pastor, Chaplain, PLC) 
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Appendix C: Excerpt from Diocesan Policy §II-9100 Policies Relating to Planning for Pandemic Influenza 

 

 All ministers of communion, ordinary and extraordinary, are to be reminded of the importance of proper 

handwashing before and after distributing communion, and of proper technique to be used in distributing 

communion. This may be done in formation sessions or by written memo. 

o The person responsible for preparing the gifts before Mass is to be reminded to carefully wash his or 

her hands prior to touching the hosts and pouring the wine. If ill, a substitute should be found. 

o Parishes are to have bottles of alcohol-based hand sanitizer available for communion ministers. For 

example, these may be placed in the front pews (or other discreet but convenient place) for EMHCs to 

use on their way to the sanctuary and after ministering communion. 

o Ordinary ministers are reminded to wash their hands properly before the beginning of Mass. In 

addition, a bottle of hand sanitizer is to be placed at the credence table (or other discreet but 

convenient place) for the ordinary ministers to wash their hands after the sign of peace. 

o Ministers are to use proper technique in distributing communion. For example: 

 Care must be taken not to touch the mouth, tongue, or teeth of a communicant wishing to 

receive communion on the tongue. If there is any significant accidental contact, ministers 

should change the hand with which they are distributing communion. If there is gross 

contamination, the minister is to go wash his/her hands. 

 When ministering the Cup, ministers must take care to wipe both the inside and outside lip of 

the chalice, to turn the chalice before the next person receives, and to move the purificator for 

each wipe so the same location on the purificator is not used over and over. 

 Ministers are reminded that self-intinction is not allowed. 

 In some parishes, it is the practice to make brief contact with the communicants hand while 

placing the Host on the person’s palm. It is also the practice in some places to bless non-

communicants. In both instances, any contact should be brief and with the fingers that are not 

used to pick up the Host. 

 Where it is the practice to hold the communicants hands while distributing communion to 

them, this practice is to be discontinued immediately. 

 In the event of an infectious disease emergency, the approach to communion is further specified in the policy. 

All the clergy and extraordinary ministers of Holy Communion are to be familiar with these policies and 

institute them according to the Phase/Stage of the emergency. 

 
 

 

 

 

 

Appendix D: Rite for Sending EMHCs from Mass (see Pastoral Care of the Sick 73) 

 
Before the Prayer After Communion, those who will be taking communion to the sick come forward, with their pyx (filled 

either at the altar during the fraction or received during the communion procession) and are blessed: 

 

Brothers and sisters, you are sent from this assembly to bring the Word of God and the Bread of Life to 

the sick and homebound members of our parish family. Go to them with our love, our care, and our 

prayers in the name of Jesus Christ, our Lord and gentle healer. (In the name of the Father, + and of the 

Son, and of the Holy Spirit.) 

 

These ministers should depart immediately to take communion to the sick and homebound and not wait for the dismissal 

of the rest of the assembly.  
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§IV-400 THE ORDER OF CELEBRATING MATRIMONY, 2ND
 EDITION: 

POLICIES FOR THE DIOCESE OF DAVENPORT 

 
Introduction 

The celebration itself of the Sacrament must be diligently prepared,  

as far as possible, with the engaged couple (OCM #29). 

 

The Church desires that a couple’s wedding day be filled with joy and grace (STL #217). 

 

These guidelines are intended for pastors and other priests, deacons, liturgical ministers, and others assisting 

couples preparing for marriage in the Diocese of Davenport. In addition, included in the appendices are 

resources that couples may find helpful in selecting the texts and music for their wedding.  

 

While the celebration of a wedding is a profound event in the life of the couple, it is also a celebration of the 

Church: a gathering of the faithful to give praise and glory to God. The focus of the wedding liturgy, as in all 

liturgical celebrations, is the paschal mystery: the saving life, death, and resurrection of Jesus Christ. In the 

wedding liturgy, we recall and celebrate how that mystery is manifest in married life. The couple and the love 

that they share, in a sense, is the lens that helps us to fix our gaze on Christ. To focus instead on the couple is to 

distort the liturgy and the sacramental nature of marriage. 

 

Therefore, when preparing the wedding Liturgy, pastors and liturgical ministers should demonstrate pastoral 

sensitivity and sound judgment, helping the couple to realize that the celebration of a wedding is governed by 

appropriate liturgical norms (STL #217; see OCM #12). In addition, the admonition of Pope Francis (AL #212) 

to engaged couples should be kept in mind: 

 

Have the courage to be different. Don’t let yourselves be swallowed up by a society of 

consumption and empty appearances. What is important is the love you share, strengthened and 

sanctified by grace. You are capable of opting for a more modest and simple celebration in 

which love takes precedence over everything else. Pastoral workers and the entire community 

should make this priority the norm rather than the exception.  

 

This document reviews highlights of the Order of Celebrating Matrimony, 2nd edition, and sets out policies for 

its implementation in the Diocese of Davenport. The reader should refer to the OCM itself for details.  In 

addition, this document (which replaces the previous §IV-400 Resource: Music Guidelines for the Celebration 

of Marriage) provides guidelines for the selection of music, addresses issues regarding the selection and 

appropriate compensation of music ministers, and provides resources for preparing the wedding liturgy. It also 

encourages understanding of the Church's liturgy and its requirements. 

 

Abbreviations used: 

 

AL Amoris Laetitia (The Joy of Love, Pope Francis, 2016) 

CSL Constitution on the Sacred Liturgy (Vatican II, 1963) 

FDLC Federation of Diocesan Liturgical Commissions 

GIRM General Instruction of the Roman Missal (2011) 

OCM Order of Celebrating Matrimony, 2nd edition (2016) 

RM Roman Missal, 3rd edition (2011) 

STL Sing to the Lord: Music in Divine Worship (US Bishops, 2007) 

 



§IV-400 The Order of Celebrating Matrimony, 2nd Edition: Policies for the Diocese of Davenport 

4 

§IV-400.1 Use of the 2nd edition of the Order of Celebrating Matrimony 

 

The preparation and celebration of Marriage, which above all concern the future spouses themselves and their 

families, belong, as regards pastoral and liturgical care, to the Bishop, to the pastor and his associates, and, at 

least to some degree, to the entire ecclesial community (OCM #12).  
 

It is for the Bishop, who is to take into account any norms or pastoral guidelines that may have been established by 

the Conference of Bishops regarding the preparation of engaged couples or the pastoral care of Marriage, to 

regulate the celebration and pastoral care of the Sacrament throughout the diocese by organizing assistance for the 

Christian faithful so that the state of Marriage may be preserved in a Christian spirit and advance in perfection 

(OCM #13). 

 

Procedures 

1. All the norms contained in the Order of Celebrating Matrimony, 2nd edition, and in relevant liturgical 

documents (such as the General Instruction of the Roman Missal  and The Roman Missal, 3rd edition) 

are to be followed.  

2. The same applies, mutatis mutandi, to the ritual books in Spanish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

§IV-400.1 Policy 

Effective September 8, 2016, the English language Order of Celebrating Matrimony, 2nd edition, may be 

used in the Diocese of Davenport. 

 

Effective December 30, 2016, the English language Order of Celebrating Matrimony, 2nd edition, must be 

used in the Diocese of Davenport. 

 

If the liturgy will be celebrated in Spanish, the 2010 edition of the Ritual del Matrimonio approved for use in 

the United States must be used. 
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§IV-400.1.1 Choice of Rite 

 

The OCM provides three rituals: The Order of Celebrating Matrimony within Mass (Chapter I), The Order of 

Celebrating Matrimony without Mass (Chapter II), and The Order of Celebrating Matrimony between a 

Catholic and a Catechumen or a Non-Christian (Chapter III). An outline of the rites is found in Appendix A. 

 

The OCM also mentions that “several Marriages may be celebrated at the same time or the celebration of the 

Sacrament may take place during the Sunday assembly” (OCM #28), thereby better highlighting the ecclesial 

nature of the sacrament. 

Procedures 

 

The Pastoral Situation 

 

1. The Marriage between two Catholics is normally celebrated within Mass (Chapter I).  

a. However, The OCM (#39) notes: “with due regard both for the necessities of pastoral care and 

for the way in which the prospective spouses and those present participate in the life of the 

Church, the pastor should decide whether it would be preferable to propose that Marriage be 

celebrated within or outside of Mass.” 

b. Therefore, the calendar, the availability of a priest-presider, or specific pastoral circumstances 

(such as a large number of family members not being Catholic or the couple only minimally 

engaged in church life), may lead to the decision to celebrate the OCM without Mass.  

c. At the same time, the situation of the couple (remarriage, cohabitation, child outside of marriage, 

etc.) in and of itself is not a sufficient reason to refuse the celebration of the sacrament within 

Mass, as if they were not full members of the Church. 

2. In the case of a Marriage between a Catholic and a baptized Christian from another ecclesial 

community, then the OCM without Mass (Chapter II) should be used.  

a. If, however, the situation warrants it, the OCM within Mass (Chapter I) may be used, with the 

permission of the local Ordinary.  The permission is requested through the Tribunal using 

Dispensation / Permission request Form II (Appendix B). 

b. The norms for intercommunion must be observed (OCM #36; see Directory for the Application 

of Principles and Norms on Ecumenism, #130-131, 159-160). 

3. If a Marriage takes place between a Catholic and a catechumen or a non-Christian, or even between two 

catechumens or a catechumen and non-Catholic, (RCIA 47; National Statutes 10), the rite given in 

Chapter III must be used. There is no option to celebrate such a marriage within Mass. 

§IV-400.1.1 Policy 

In selecting which of the three rites to be used, the priest (or deacon) will take into account the pastoral 

situation as well as the requirements of the calendar, as reviewed below. 

 

The Order of Celebrating Matrimony without Mass (Chapter II) includes the option of Holy Communion 

from the reserved Sacrament (OCM #109-115).  

a. This practice is not normative. In most cases, the reasons that the OCM without Mass is being used 

would suggest that distributing Holy Communion would not be appropriate (for example, a non-

Catholic spouse, a large number of non-Catholics in attendance). 

b. However, the distribution of Communion may be appropriate, for example, if both the bride and 

groom are Catholic and the decision to celebrate the OCM without Mass was made because a priest 

was not available or because of calendar restrictions.  
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The Calendar 

 

1. On Good Friday and Holy Saturday, the Sacraments (except Penance and Anointing of the Sick) are not 

celebrated. Therefore, marriages may not take place (RM, Good Friday, #1; OCM #32) on these days. 

2. There are certain days on which the Nuptial (Ritual) Mass may not be celebrated, but a wedding can still 

take place (#1-4 in the Table of Liturgical Days): 

a. The Paschal Triduum (see above), the Nativity of the Lord, the Epiphany, the Ascension, and 

Pentecost; Sundays of Advent, Lent, and Easter; Ash Wednesday; Weekdays of Holy Week from 

Monday up to and including Thursday; days within the Octave of Easter; Solemnities inscribed 

in the General Calendar, whether of the Lord, of the Blessed Virgin Mary, or of Saints; the 

Commemoration of All the Faithful Departed; and Proper Solemnities (for example: principal 

Patron of the place, city, or state; dedication and of the anniversary of the dedication of one’s 

own church; the Title of one’s own church).  

b. On these days, if the celebration of marriage within Mass is desired, then the Mass of the Day 

and accompanying readings are used. 

c. The Nuptial Blessing and the concluding blessing from the OCM are used. 

3. During Christmas and Ordinary Time, if the parish community participates in a Sunday Mass during 

which Marriage is celebrated, the Mass of the Sunday and accompanying readings are used. (Outside of 

the parish Sunday Mass, the Ritual Mass may be used.) 

a. However, in this case (3), even though the Ritual Mass is not used one of the readings may be 

taken from the texts provided for the celebration of Marriage (OCM #34, #56); this must be one 

of the readings that speaks explicitly about marriage (marked with an asterisk). 
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§IV-400.1.2 Priests and Deacons 

 

“It is appropriate that the same Priest who prepares the engaged couple should, during the celebration of the 

Sacrament itself, give the Homily, receive the spouses’ consent, and celebrate the Mass (OCM #23). It also 

pertains to a Deacon, after receiving the faculty from the pastor or from the local Ordinary, to preside at the 

celebration of the Sacrament, without omitting the Nuptial Blessing” (OCM #24). 

Procedures:  

1. In the Diocese of Davenport, if there is just cause, the Pastor may request that the Bishop dispense from 

the law and allow the Deacon to preside over the marriage rite even if a Priest is present.  

a. The request for such a dispensation is to be made in writing and sent to the Tribunal, using 

Dispensation / Permission Request Form II (Appendix B). Examples of a just cause include:  

i. the deacon having a special relationship with one or both members of the couple, such as 

being a family member or being the one who prepared the couple for marriage; and  

ii. situations where cultural or language issues make it more appropriate for the deacon to 

exercise this ministry.  

iii. In other words, the dispensation must be for a serious reason, not just for the convenience 

of the Priest or to give the Deacon something to do. 

b. This dispensation cannot be granted if the marriage involves a member of an Eastern Church. 

c. If the dispensation is granted, the Priest-presider is still to be the one to invoke the Nuptial 

Blessing: it is more in keeping with his role as presider and it is less of an interruption in the flow 

of the liturgy. 

2. Concelebrants 

a. A concelebrant should read the Gospel if no deacon is present; he may preach. 

b. The presider should witness the marriage; in the same situations mentioned above for a deacon 

(1a), the presider may allow a concelebrant to witness the vows (assuming that the concelebrant 

has the proper faculties). The witnessing/reception of the consent is never divided between 

ministers. 

c. The presider invokes the nuptial blessing. 

 

§IV-400.1.2 Policy 

 

A cleric may preside at a wedding only if he has the proper faculties. If he does have the proper faculties, 

then the following apply: 

 A Priest may preside at any of the rites of marriage, with or without Mass. 

 According to the law of the Church (Sacrum Diaconatus Ordinem [Paul VI] #21.4; Directory for the 

Ministry and Life of Permanent Deacons [DMLPD; Congregation for the Clergy] #33), a Deacon may 

preside over the rite of marriage only in the absence of a Priest. If a Priest is present, whether within or 

outside of Mass, the priest should preside and the deacon should exercise his particular office, which is 

to assist. He may preach with the presiding priest’s permission. However, this restriction is not absolute. 

There may be occasions when it would be more appropriate for the Deacon to serve as the Church’s 

official witness even within Mass.  

 If one of the partners belongs to an Eastern Catholic Church, or to an Orthodox or Eastern Oriental 

Church, a Deacon may not preside at the marriage whether with or without Mass. Respecting the norms 

of the Eastern Churches, a Deacon from an Eastern Catholic Church would not (without a dispensation 

from the Bishop) preside at a wedding involving a Latin (Roman Rite) Catholic. 
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§IV-400.1.3 Music Ministers 

 

 

Procedures 

1. When the initial call is made to the clergy and church for availability of a wedding date, a call should 

also be made to the parish musician to confirm his/her availability and to schedule an initial planning 

consultation time. The couple should meet with the musician shortly after the date for the wedding 

ceremony has been set. A good planning relationship must exist among the presiding celebrant, the 

musician(s), and the bride and groom. 

2. It is not uncommon that parishes have a policy that gives priority to their own musicians in providing 

music for weddings at the parish.  The obvious benefit of this policy is that the parish musicians are 

well-acquainted with the procedures of worship in the parish and therefore are well-qualified to help 

facilitate the musical plans for a wedding.  

3. Some parishes allow non-parish musicians to provide music for weddings. Even in such circumstances, 

musicians from outside the parish are generally unfamiliar with the specific requirements of a particular 

church. Any outside musician, however, should be familiar with the Catholic liturgy. Therefore, a parish 

musician will often be required to spend time acquainting the visitor with the facilities. In these 

circumstances, a fee for the parish musician is appropriate. If the outside musician is not familiar with 

Catholic liturgy, a parish cantor should also be hired to assist with the Mass parts. Policies need to be 

clearly defined and communicated to all parties.  

4. Obviously, all musicians should have the necessary musical, technical, and liturgical skills to adequately 

serve in this capacity. Friends and relatives are well-intentioned, but not necessarily trained musicians. 

Most importantly, those musicians who see themselves only as entertainers and are unwilling or unable 

to assist the assembly in their worship should not be utilized. Again, consultation with the parish 

musicians can solve many worries and avoid unnecessary difficulties 

5. While it is not required, the cantor is most effectively utilized when placed in front of the assembly. 

6. Fees 

a. Musicians should be paid a fee. Some parishes will have standard fees while others will request that 

the couple negotiate directly with the musicians. 

b. Within the Diocese of Davenport, fees will vary according to the number of musicians requested, 

rehearsals   required, any special or extraordinary musical requests, and the competency and 

education of the musicians involved. Because it is frequently difficult for the musicians to see the 

wedding party following the Liturgy, payments should always be made prior to the wedding. 

c. Applicable laws, especially regarding taxation (for example, as pertaining to the distinction between 

employees and independent contractors) are always to be followed. 

 

 

 

 

§IV-400.1.3 Policy 

 

Music ministry plays a central and inherent role in Catholic worship. Liturgical musicians are primarily 

ministers—not performers of music—whose prime function is to lead the assembly in sung prayer, assisting 

those gathered in their worship of God. 

 

Selection of music ministers should be based on artistic competency in consultation with the parish music 

director or organist. 
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§IV-400.1.4 Other Ministers 

 

Other laypersons, however, can play a part in various ways both in the spiritual preparation of the engaged 

couple and in the celebration of the rite itself. Moreover, the entire Christian community should cooperate to 

bear witness to the faith and to be a sign to the world of Christ’s love. (OCM #26) 

 

Liturgical functions that are not proper to the Priest or the Deacon [and are mentioned in GIRM #100-106)] 

may even be entrusted by means of a liturgical blessing or a temporary deputation to suitable lay persons 

chosen by the pastor or the rector of the church. (GIRM #107) 

 

Procedures 

1. Formed and deputed ministers from the parish should, ideally, exercise their ministries at weddings. 

2. If the couple wishes to use family members or friends to exercise those ministries instead, then it is 

incumbent on the presider to ensure that: 

a. they are properly prepared 

b. there are no canonical impediments preventing their participation in a ministerial role, and  

c. they are properly deputed as called for in GIRM #107. 

3. If it is desired that a minister from another Christian Church or ecclesial community participate in the 

ceremony by reading the scriptures, offering a brief exhortation to the couple, and/or blessing the 

couple, then permission must be sought from the Bishop (Directory on Ecumenism #158). Under no 

circumstances may the consent be split or received by the non-Catholic minister, jointly or successively, 

nor may there ever be two separate religious services where consent is exchanged (Directory on 

Ecumenism #156-157). The Catholic minister prays the Nuptial Blessing.  

4. If it is desired that someone from another Christian Church or ecclesial community read the scriptures at 

the liturgy, then permission must be sought from the Bishop (Directory on Ecumenism #133). 

5. Requests for the permissions listed in #3 and #4 are to be sent to the Tribunal, using Dispensation / 

Permission request Form II. See Appendix B. 

 

 

 

 

 

 

 

 

§IV-400.1.4 Policy 

 

Anyone who exercises a liturgical ministry in the Church must be qualified to do so, both in terms of 

possessing the skills necessary to exercise that ministry and not being impeded canonically from doing so. 

 

The norms found in GIRM 98-107 are to be observed. The norms and policies established in the diocese 

regarding liturgical ministers (such as Extraordinary Ministers of Holy Communion) apply to weddings as 

well.  

 

The norms found in the Directory for the Application of Principles and Norms on Ecumenism are to be 

observed.  
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§IV-400.1.5 Choice of Texts 

 

Procedures 

1. In the Liturgy, the ritual books themselves should be used (the Lectionary and Book of the Gospels or, if 

truly necessary, the OCM) for the proclamation of the word, rather than sheets of paper. The Lectionary 

and Book of the Gospels are important symbols of the importance of God’s Word in the life of the 

Church. 

2. The Diocese of Davenport and a number of commercial publishers have prepared resources to assist 

couples in selecting the readings and other texts. See Appendix C. 

 

 

 

 

 

 

 

 

 

 

 

 

 

§IV-400.1.5 Policy 

 

Ministers should encourage the participation of the couple (as the circumstances suggest) in selecting those 

parts of the liturgy that are not fixed, such as “the readings from Sacred Scripture…; the form for expressing 

mutual consent; the formularies for the blessing of rings, for the Nuptial Blessing, for the intentions of the 

Universal Prayer or Prayer of the Faithful, and for the chants” (OCM #29).  

 

Readings: 

 

It is normative that there will be two readings and a responsorial psalm before the gospel; however, one 

reading and a psalm before the gospel may be used (OCM #55). The readings must come from the OCM 

(Chapter IV; #144-187), which are also found in Lectionary Volume IV (#801-805).  

 

At least one reading that explicitly speaks of Marriage must be used (OCM #55); these are identified in the 

OCM with an asterisk. Traditionally, the reading from Revelation would be used as the first reading (rather 

than options from the Old Testament) during the Easter Season. 

 

Ritual Texts: 

 

The texts must be used as given in the OCM and RM, unless a specific rubric states otherwise. In particular, 

the consent (“vows”) must be used as written; there is no option to write one’s own vows. 
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§IV-400.1.6 Entrance Procession 

 

Procedures 
1. Option One: Greeting before the Procession 

a. Prior to the procession, the priest greets the couple at the door. This is intended to be an informal and 

friendly greeting, not something for the entire assembly to hear (if a microphone is being used, it 

should be turned off). 

b. This should be followed by a liturgical procession; for example: 

Cross Bearer 

  Servers 

  Priest or Deacon (or both) 

  Bridesmaids/Groomsmen (as couples); [other wedding attendants (if applicable)] 

  Maid or Matron of Honor & Best Man (two main witnesses) 

  Bride and Groom (3 options) 

          Bride and Groom together 

         Groom with parents; bride with parents 

          Groom, then bride 

c. During the entrance procession, a suitable hymn or psalm ought to be sung. Because many in the 

assembly may want to be more attentive to the procession than to a worship aid, a familiar hymn, a 

common hymn tune, or a psalm or hymn in responsorial form may be used. Alternatively, 

instrumental music may be used and then the opening hymn sung once everyone is in their place 

(STL #222; OCM #46, 50). It is strongly preferred that there be no change of music for the bride; the 

bride and groom are equal partners in this covenant relationship. 

2. Option Two: Greeting after the Procession 

If the minister is to meet the couple at the sanctuary and greet them there, then the entrance hymn is 

sung after the greeting and as he makes his way to the altar, venerates it, and goes to the chair.  

3. No matter which form is used, the Entrance Chant/song must be part of the introductory rites. It is 

helpful to recall that such a song not only serves to accompany the procession but it also “opens the 

celebration; fosters the unity of those that have been gathered; [and] introduces their thoughts to the 

mystery of the particular celebration” (GIRM 47-48). 

 

 

 

 

§IV-400.1.6 Policy 

 

The OCM states that the entrance procession takes place “in the customary manner” (OCM #46). At the 

same time, it is for the Bishop “to regulate the celebration and pastoral care of the Sacrament throughout the 

diocese” (OCM #13). 

 

In the Diocese of Davenport, it is preferred that the entrance procession takes the form proper for any 

liturgy. That is, that there be a procession of ministers from the doorway (where the bride and groom were 

greeted) to the sanctuary, accompanied by the Entrance Chant. In such a procession, the bride and groom 

may accompany each other or they may be accompanied by their respective parents, or enter on their own. 

 

A liturgical procession is also recommended at the conclusion of the wedding. 



§IV-400 The Order of Celebrating Matrimony, 2nd Edition: Policies for the Diocese of Davenport 

12 

§IV-400.2 Choice of Music 

 

Procedures 

1. Since often times the only music familiar to the couple preparing for marriage is not necessarily suitable 

for the Liturgy, every effort should be made to assist the couple in choosing music from a wide range of 

appropriate possibilities.  This planning should take place early in the marriage preparation process in 

order to avoid last minute crises and misunderstandings (STL #219).   

a. Particular decisions about the choice and place of wedding music should be based on three 

judgments (STL#220): The Liturgical, the Pastoral, and the Musical. All three judgments must 

be taken into account in determining appropriate music for the wedding Liturgy (STL #220). The 

three judgments are explained in Appendix D. 

b. A list of suggested music is found in Appendix E and Appendix F. 

c. A music selection sheet is found in Appendix G. 

2. When the OCM is celebrated within Mass, music is appropriate at the following times: 

a. Regarding music during the entrance procession, see §IV-400.1.6 above. 

b. The Responsorial Psalm may be sung by the psalmist/cantor, ideally at the ambo (STL#155-

160). The importance of the Responsorial Psalm is emphasized in the Introduction (OCM #30). 

c. The Gospel Acclamation is intoned by the cantor and repeated by the assembly. The appropriate 

verse is sung by the cantor with the acclamation repeated by the assembly.  When there is only 

one reading before the Gospel, the Gospel Acclamation may be omitted (STL # 163). It is never 

recited. 

d. There is a new acclamation that follows the Reception of Consent. The Priest says, “Let us bless 

the Lord” and the people respond, “Thanks be to God.” A familiar chant tune may be used. This 

may be replaced by another sung or recited acclamation (not a full hymn), such as an alleluia 

setting or a psalm refrain from the OCM. 

e. After the blessing and exchange of rings (and the exchange of the arras, if that option is chosen), 

a song or hymn of praise may be sung (STL #222). The OCM itself does not provide any 

examples, but any song or canticle which gives praise and thanks to God would be appropriate. If 

used, this is not a solo; it is to be sung by the entire assembly. See Appendix E for suggestions. 

f. A hymn is typically sung by the assembly during the Preparation of the Gifts, Alternatively, this 

song may be sung by a choir (STL #30) and/or by a cantor singing the verses (STL #37), or 

instrumental music may be used (STL #174). Music accompanying the procession and 

preparation of the gifts should not delay the start of the Eucharistic Prayer that follows. 

g. The acclamations during the Eucharistic Prayer should always be sung, namely the Sanctus 

(Holy, Holy), the Mystery of Faith, and the Great Amen.  In order to make clear the unity of the 

Eucharistic Prayer, it is recommended that the same Mass setting be used for all the Mass parts, 

or, at least, that there be a stylistic unity to the musical elements of the prayer (STL #178).  It is 

§IV-400.2 Policy 

 

“The chants to be sung during the Rite of Marriage should be appropriate and should express the faith of the 

Church, with attention paid to the importance of the Responsorial Psalm within the Liturgy of the Word. 

What is said concerning the chants applies also to the selection of other musical works” (OCM #30). 

 

Secular music, even though it may emphasize the love of the spouses for one another, is not appropriate for 

the Sacred Liturgy (STL#220). If secular music is desired as a prelude to the liturgy, it must be consistent 

with the teaching of the Church regarding marriage and the Sacrament of Matrimony. 
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also appropriate that the Preface dialogue (and Preface), the introduction to the Mystery of Faith, 

and the doxology before the Great Amen be sung by the presiding celebrant (STL#115). 

h. The Lord’s Prayer and the Agnus Dei (Lamb of God) may be sung (STL #186, 188). It is not 

appropriate to insert a song or instrumental music during the Sign of Peace (STL #187) or to 

prolong the rite. 

i. A hymn should be sung during Communion, beginning as the priest receives the Eucharist and 

continuing until the Sacrament has been administered to the faithful (GIRM #86).  Ideally, this 

hymn should be sung in responsorial style, allowing the assembly to sing a memorized refrain as 

they process to the altar (STL#192). If the procession will be prolonged, then the choir (and 

cantor) may also sing a hymn (STL #30, 37) or instrumental music may also be used to foster a 

spirit of unity and joy (STL #193).  

j. After Communion, the entire congregation may sing a hymn of praise (STL #196; see OCM 

#114). However, it is preferred that time be allowed for sacred silence. 

k. Following the blessing and dismissal, a congregational hymn, a hymn sung by the choir, or 

instrumental music are appropriate for accompanying the procession (STL #30, #199). 

3. When the OCM is celebrated without Mass (whether Chapter II or Chapter III in the OCM), music is 

included in the Liturgy as when Mass is celebrated. The parts pertaining to the Liturgy of the Eucharist 

are omitted (STL#223), unless a hymn accompanies the distribution or Communion (Chapter II). 

4. Vocal soloists may sing alone during the Preparation of the Gifts, provided the music and manner of 

singing does not call attention to themselves (STL#221). 

 

 

§IV-400.3 Additional Norms 

 

§IV-400.3 Policy 

 

Since the Liturgy of Marriage is communal celebration, participation aids should be provided to the 

congregation so that they might follow the ritual with understanding.  This, is turn, allows them to fully, 

consciously, and actively participate in the celebration.  Such participation aids should also include proper 

copyright notices for permission to use copyrighted music (STL#224). See Appendix H 

 

The use of recorded music in the liturgy is not allowed because it “lacks the authenticity provided by a 

living liturgical assembly gathered for the Sacred Liturgy” (STL #93). The prohibition applies to singing as 

well as to instrumental music.  

 

“The festive character of the celebration of Marriage should be suitably expressed even in the manner of 

decorating the church” (OCM #31). However, “[i]f a Marriage is celebrated on a day having a penitential 

character, especially during Lent, the pastor is to counsel the spouses to take into account the special nature 

of that day” (OCM #32). 

 

Certain adaptations or practices have become part of the wedding liturgy; some are appropriate and some are 

not. These are reviewed in Appendix I. 

 

A new rubric (OCM #78) specifically states that: “When the Mass is concluded, the witnesses and the Priest 

sign the Marriage record.  The signing may take place either in the vesting room or in the presence of the 

people; however, it is not done on the altar.” 
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APPENDIX A: Outlines of the Rites 

 

Order of Celebrating Matrimony within Mass 

 

The Introductory Rites 

 Greeting of the Bride and Groom (or after procession) 

 Entrance Procession 

 Entrance Song (if the procession was accompanied by instrumental music) 

 Sign of the Cross 

 Greeting of the People 

 Introduction 

 Gloria 

 Collect 

 

The Liturgy of the Word 

 First Reading 

 Responsorial Psalm 

 Second Reading 

 Gospel Acclamation 

 Gospel 

 Homily 

 

The Celebration of Matrimony 

 Address to the Bride and Groom 

 The Questions before the Consent 

 The Consent 

 The Reception of the Consent 

 The Acclamation  

The Blessing and Giving of Rings 

 (The Blessing and Giving of the Arras) 

 (Hymn or Canticle of Praise) 

 The Universal Prayer 

 

The Liturgy of the Eucharist 

 Presentation of the Gifts 

 Prayer over the Offerings 

 Eucharistic Prayer 

 The Lord’s Prayer (Deliver us Lord is omitted) 

 (The Blessing and Placing of the Lazo or the Veil) 

 Nuptial Blessing 

 Sign of Peace 

 Holy Communion 

 Period of Silent Prayer (or psalm or canticle of praise sung by all the assembly) 

 Prayer after Communion 

 

The Concluding Rite 

 Solemn Blessing (and Dismissal) 

 The Recessional 
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Order of Celebrating Matrimony without Mass 

 

The Introductory Rites 

 Greeting of the Bride and Groom (or after procession) 

 Entrance Procession 

 Entrance Song (if the procession was accompanied by instrumental music) 

 Sign of the Cross 

 Greeting of the People 

 Introduction 

 Collect 

 

The Liturgy of the Word 

 First Reading 

 Responsorial Psalm 

 Second Reading 

 Gospel Acclamation 

 Gospel 

 Homily 

 

The Celebration of Matrimony 

 Address to the Bride and Groom 

 The Questions before the Consent 

 The Consent 

 The Reception of the Consent 

 The Acclamation  

The Blessing and Giving of Rings 

 (The Blessing and Giving of the Arras) 

 (Hymn or Canticle of Praise) 

 The Universal Prayer 

Invitation to Prayer 

 Invocations and response of the people 

The prayer which concludes the Universal Prayer is omitted. 

Lord’s Prayer 

 Deliver us Lord is omitted 

(The Blessing and Placing of the Lazo or the Veil) 

Nuptial Blessing 

  Invitation 

  Silent Prayer 

  Nuptial Blessing 

 

The Concluding Rite 

 Final Blessing (simple) 

 The Recessional 
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Order of Celebrating Matrimony without Mass (with the distribution of Communion) 

 

The Introductory Rites 

 Greeting of the Bride and Groom (or after procession) 

 Entrance Procession 

 Entrance Song (if the procession was accompanied by instrumental music) 

 Sign of the Cross 

 Greeting of the People 

 Introduction 

 Collect 

 

The Liturgy of the Word 

 First Reading 

 Responsorial Psalm 

 Second Reading 

 Gospel Acclamation 

 Gospel 

 Homily 

 

The Celebration of Matrimony 

 Address to the Bride and Groom 

 The Questions before the Consent 

 The Consent 

 The Reception of the Consent 

 The Acclamation  

The Blessing and Giving of Rings 

 (The Blessing and Giving of the Arras) 

 (Hymn or Canticle of Praise) 

 The Universal Prayer (as above) 

(The Blessing and Placing of the Lazo or the Veil) 

The Nuptial Blessing 

Holy Communion 

 Placement of the reserved Sacrament on the altar 

Lord’s Prayer 

Sign of Peace 

Invitation to Communion/response of the assembly 

Distribution of Holy Communion 

Period of Sacred Silence (or psalm or canticle of praise sung by all the assembly) 

Prayer (OCM #115) 

 

The Concluding Rite 

 Final Blessing (simple or solemn) 

 The Recessional 
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Order of Celebrating Matrimony between a Catholic and a Catechumen or Non-Christian 

 

The Rite of Reception 

 Greeting of the Bridal Party 

 Entrance Procession 

 Introduction 

  

The Liturgy of the Word 

 First Reading 

 Responsorial Psalm 

 Gospel Acclamation 

 Gospel 

 Homily 

 

The Celebration of Matrimony 

 Address to the Bride and Groom 

 The Questions before the Consent 

 The Consent 

 The Reception of the Consent 

 The Acclamation  

The Blessing and Giving of Rings 

 (The Blessing and Giving of the Arras) 

 (Hymn or Canticle of Praise) 

 The Universal Prayer 

Invitation to Prayer 

 Invocations and response of the people 

The prayer which concludes the Universal Prayer is omitted. 

Lord’s Prayer 

 Deliver us Lord is omitted 

(The Blessing and Placing of the Lazo or the Veil) 

Nuptial Blessing or Alternate Prayer 

   

The Concluding Rite 

 Final Blessing (simple) 

 The Recessional 
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APPENDIX B: Dispensation / Permission Request Form II 
Fillable PDF: http://www.davenportdiocese.org/documents/2016/9/DISPENSATION-PERMISSION%20Form%20II.pdf 

MS Word: http://www.davenportdiocese.org/documents/2016/9/DISPENSATION-PERMISSION%20Form%20II.docx 

 

DISPENSATION / PERMISSION REQUEST FORM II 

Please submit with the Prenuptial Form directly to the Tribunal 

 
GROOM BRIDE 

  

 

Name Name 

  

 

City/State City/State 
  

 

Current Parish/Church Current Parish/Church 

  

 

Parish/Church of Baptism Parish/Church of Baptism 

  
 

City/State of Baptism City/State of Baptism 

 

 

 

Church or Place of Marriage 

 
 

City/State 

 
 

County in Which Marriage Occurs 

 

 

Diocese in Which Marriage Occurs 

 

 

Proposed Date of Marriage 

 

 

Priest Presiding / Deacon Presiding Outside of Mass 
 

 

Cooperating Minister (if applicable) / Deacon if witnessing Marriage within Mass (if applicable) 
 

The following dispensation / permission(s) is/are requested, in keeping with §IV-400 The Order of 

Celebrating Matrimony, 2nd Edition: Policies for the Diocese of Davenport: 

 Permission of the local Ordinary to use the Order of Celebrating Matrimony within Mass if one party to 

the marriage is baptized but not Catholic (OCM #36). 

 Permission of the local Ordinary for a minister from another Christian Church or ecclesial community to 

participate in the Catholic ceremony by reading the scriptures, offering a brief exhortation to the couple, 

and/or blessing the couple (though not pronouncing the Nuptial Blessing) (Directory on Ecumenism 

#158). 

 Permission of the Bishop for someone from another Christian Church or ecclesial community to read the 

scriptures at the liturgy (Directory on Ecumenism #133). 

 Dispensation from the law (Sacrum Diaconatus Ordinem [Paul VI] #21.4; Directory for the Ministry 

and Life of Permanent Deacons [DMLPD; Congregation for the Clergy] #33) by the Bishop to allow a 

Deacon to preside at the celebration of Matrimony within Mass. The Priest still pronounces the Nuptial 

Blessing. 

http://www.davenportdiocese.org/documents/2016/9/DISPENSATION-PERMISSION%20Form%20II.pdf
http://www.davenportdiocese.org/documents/2016/9/DISPENSATION-PERMISSION%20Form%20II.docx
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I respectfully submit and recommend the petition of this couple for the permission(s) and/or dispensation 

noted above. In presenting this petition I certify that all other necessary permissions or dispensations 

have also been requested, the required instructions have been completed, and that the spiritual food of 

the parties urges the granting of this petition.  

 

Likewise, in making the petition for the dispensation noted above I certify that (check one): 

 the Deacon has a special relationship with one or both members of the couple, such as being a 

family member or being the one who prepared the couple for marriage; or 

 cultural or language issues make it more appropriate for the Deacon to exercise this ministry; or 

 another reason urges that he exercise this ministry (specify):        

 

               

 

 
 

 

 

Pastor/Parochial Vicar/Deacon                                                                                                             Date 
 

 

 

 

Parish  
 

 

 

 

Address City, State 
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APPENDIX C: Preparation Resources 

 

1. Becoming One: A Resource for Couples Preparing their Wedding Liturgy 

 

This resource from the liturgy office of the Diocese of Davenport walks the couple through the various options 

regarding the liturgical texts and readings, offering a way for the couple to reflect on and pray over these texts 

and readings together. Liturgy preparation forms are also included. The document, as well as the preparation 

forms themselves, are available on the diocesan website. 

 

2. For Your Marriage: www.foryourmarriage.org 

 

This comprehensive website from the United States Conference of Catholic Bishops has a wealth of resources 

aimed at helping married couples sustain and enrich their marriages; it also includes a section on planning the 

wedding Liturgy.  This website has a warm, friendly presentation aimed at a general audience.   

 

3. The Gift of Love: A Bride and Groom’s Guide to Preparing the Wedding Liturgy: 

https://fdlc.org/publications/44820 

 

From the FDLC. Written in very conversational language, The Gift of Love provides basic liturgical catechesis 

on each of the three rites, lists of readings, guides for preparing a worship aid, principles for choosing music, 

frequently-asked questions and their answers, and helpful tear-out preparation sheets. 

 

4. United in Christ: Preparing the Liturgy of the Word at Catholic Weddings: 

http://www.ltp.org/p-2923-united-in-christ-preparing-the-liturgy-of-the-word-at-catholic-weddings.aspx 

 

From Liturgy Training Publications (LTP). United in Christ presents a focused and simple resource to help 

couples select the most necessary parts of the wedding liturgy. The commentaries explain the meaning of the 

Scripture text through the lens of the needs of the couple. Includes guidance for writing the Prayer of the 

Faithful with sample texts as well as the full texts of the consent, blessing and exchange of rings, and the 

Nuptial Blessing. Bulk pricing is available for large quantity purchases. 

 

5. A Guide to Catholic Weddings: Q&A for Couples: 

http://www.ltp.org/p-2924-a-guide-to-catholic-weddings-qa-for-couples.aspx 

 

Also from LTP, A Guide to Catholic Weddings: Q&A for Couples provides the answers to common questions 

engaged couples have about the Catholic Church and the wedding ceremony. 

 

6.  The Catholic Wedding: www.CatholicWeddingHelp.com 

 

Sponsored by Our Sunday Visitor, this is a website for couples planning a Catholic wedding. (Please be aware 

that, currently, the site still uses the 1969 texts).   

 

7. Together for Life: http://togetherforlifeonline.com/ 

 

New editions of this commonly-used resource from Ave-Maria Press will be released this year. Their website 

includes resources for download as well. 

 

 

http://www.foryourmarriage.org/
https://fdlc.org/publications/44820
http://www.ltp.org/p-2923-united-in-christ-preparing-the-liturgy-of-the-word-at-catholic-weddings.aspx
http://www.ltp.org/p-2924-a-guide-to-catholic-weddings-qa-for-couples.aspx
http://www.catholicweddinghelp.com/
http://togetherforlifeonline.com/
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APPENDIX D: Selecting Liturgical Music - The Three Judgments 

 

The Liturgical Judgment 

 

The choice of music to be sung should reflect the relative importance of the part of the liturgy. For example, for 

a soloist or assembly to sing an overly elaborate song during the Preparation of the Gifts and then speak the text 

of the 'Holy, Holy, Holy Lord' may make the Eucharistic Prayer seem less important. Also, the special nature of 

liturgical seasons such as Advent, Lent, and Festival Days should be taken into consideration in the selection of 

music. 

  

The liturgical judgment must also include a careful examination of the texts being sung. Texts of music used in 

the Liturgy "must always be in conformity with Catholic doctrine; indeed they should be drawn chiefly from 

Holy Scripture and from liturgical sources" (CSL, #121). Texts and music chosen because 'it is our song' often 

cannot pass this judgment and consequently are not suitable for the wedding Liturgy. The time of celebration 

for the bride and groom is larger than the wedding Liturgy itself. Songs that are special or meaningful to the 

bride and groom, though not suited for the wedding Liturgy, can find an appropriate place in other parts of the 

total celebration. Special times such as showers, rehearsal dinners, or receptions are all fitting moments for the 

couple to share other special music with friends and family.  

 

The Pastoral Judgment 

 

The pastoral judgment is a judgment that must be made for each individual situation, in its particular 

circumstances. Its question is: does the music that has been chosen enable these people to express their faith in 

this place and time, congruent with their cultural heritage? The music chosen and sung and the instruments 

played should correspond to the sacred character of the celebration and the place of worship. For example, the 

'traditional wedding marches' chosen by many couples are requested without considering the original source of 

the compositions or the connotations they carry with them because of their frequent satirical use by the media 

and the entertainment industry. There are many other fine pieces of music written for these times and competent 

organists, pianists and church musicians can often suggest a variety of compositions suitable to the Liturgy 

being celebrated. The pastoral judgment is many times the most difficult to make, but it is essential to the 

celebration of the Liturgy.  

 

The Musical Judgment 

 

This judgment asks us to consider if the music is technically, aesthetically, and expressively good. This is a 

basic and primary consideration and should be made by competent musicians. To admit music that is cheap, 

trite or a cliché is to cheapen the Liturgy and will often invite disappointment. In making this judgment, it is 

important not to confuse musical quality with musical style. Good music of all styles has a place in our 

liturgical celebrations. Over the centuries, the Church's earliest traditions of chant and polyphony have been 

joined by many other styles of composition.  Musicians have the right to insist upon good music. But although 

all liturgical music should be good music, not all good music is suitable to the Liturgy. The musical judgment is 

basic, but not final. The nature of the Liturgy being celebrated will help to determine what kind of music is 

called for, what parts should be sung, and who should sing them.  
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APPENDIX E: Music Resources (Diocese of Davenport Liturgical Commission) 

 

The following is a list of suggested music for the liturgical celebration of marriage. The list is not exhaustive, 

but has been updated from the last time this resource was published (1995).  

 

Prelude - Instrumental:  

A Collection of Traditional Wedding Music    Bock  

Adagio for Strings       Barber  

Adagio from Sonata No. 1      Mendelssohn  

Adagio in G Minor        Albinoni  

Agmcourt Hymn       Dunstable  

Air I         Bach  

Canon in D        Pachelbel 

La Grâce         Telemann 

Little Prelude & Fugue in C Major     Bach  

Meditation of "Brother James Air”     Drake  

Four Seasons – Winter: Largo      Vivaldi 

Xerxes: Largo        Handel 

Serenade         Clarke (with trumpeter)  

Ecossaise         Clarke (with trumpeter)  

Petit Prelude        Jongen 

Prelude in Classic Style      Young  

Prelude in G Major       Bach  

Prelude to a Te Deum       Charpentier, arr. Johnson  

Prelude (Te Deurn)       Vierne  

Prelude in E-flat major       Bach 

 

Prelude- Soloist: 
Be Thou with Them        Bach 

Wedding Hymn        Handel 

The Wedding Song (There is Love)     Stookey 

Ave Maria         Schubert or Gunot 

Wherever You Go       Norbet 

And On This Day        English 

Beginning Today       Ducote  

Covenant Hymn       Cooney  

A Blessing        Ferris  

Bridal Prayer        Copeland  

Flesh of My Flesh        Patillo   

Four Hymns for Weddings      Andrews  

The Gift of Love       Hopson  

The Love of the Lord       Haas  

On This Day        Halligan/Modlin 

This is the Day       Hart/Liles 

Love So Strong       Mattingly 

God in the Planning       Bell 

We Will Serve the Lord      Haas 

Blessing the Marriage       Bell 
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Seating of Parents/Grandparents (If a solo is sung): 

Ave Maria         Schubert/Gunot 

Blest Are They       Haas 

When Love is Found       Wren 

How Can I Keep From Singing?     Quaker Hymn 

The Gift of Love       Hopson 

Hear Us Now, Our God and Father     Hyfrydol 

The Gift of Love       Hopson  

Covenant Hymn       Cooney 

Love is the Sunlight       Haas 

God in the Planning       Bell 

In Love We Choose to Live      Cotter 

 

Processional (Instrumental): 
Canon in D        Pachelbel 

Eine Kleine Nachtmusik      Mozart 

Twenty-four Pieces in Free-Style     Vierne 

Jesu, Joy of Man's Desiring      Bach 

Air from Water Music       Handel 

Adagio for Strings       Barber 

Sheep May Safely Graze      Bach 

Andante Tranquilo       Mendelssohn 

Berceuse        Vierne 

Little Prelude in F       Bach 

Cortege and Litany       Du Pre 

Meditation of ‘Brother James Air’     Darke 

March (from "Lohengrin")      Wagner 

Trumpet Tune in D Major      Johnson 

Trumpet Tune in D Major      Purcell 

Trumpet Voluntary in D Major      Clarke 

Bridal Chorus        Wagner 

Processional in Eb Major for Trumpet/Organ   Johnson 

Air from Water Music       Handel 

Jesu, Joy of Man's Desiring      Bach 

Overture (from the Royal Fireworks)     Handel 

Prince of Peace March      Clarke 

March in D        Handel 

Processional in C       Hopson 

Choral Song        Wesley 

Processional        LaMonraine  

Processional         M. Shaw  

Processional (The St. Anthony Chorale)    Haydn 

Two Trumpet Tunes       Johnson  

Trumpet Voluntary        Clarke 

Trumpet Tune        Clarke 

Trumpet Tune in D        Johnson 

Trumpet March        Lully 

Prelude to the Te Deum       Charpentier 
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Processional (Instrumental) Continued: 

Rondeau         Mouret 

Minuet         Clark 

Royal Fireworks Music: Overture      Handel 

Allegro Marziale        Bridge 

Rigaudon         Campra 

Sonata No. 3: Allegro maestroso      Mendelssohn  

A Wedding Processional      Sowerby  

A Book of Wedding Pieces for Organ    Forbes  

Classical Wedding Music      Martin  

Suite No. 2 of Trumpet Voluntaries     Stanley  

Suite No. 3 of Trumpet Voluntaries     Stanley  

A Suite of Trumpet Voluntaries     Greene-Boyce 

 

Processional:  (Sung by assembly): 

All Are Welcome       Haugen 

All Creatures of Our God and King     Draper  

All Praise and Glad Thanksgiving     Gesangbuch 

All the Earth        Deiss 

All the Ends of the Earth      Dufford 

As We Gather at Your Table      Nettleton 

Beautiful Savior       Richter 

City of God        Schutte 

Fill Us with Your Love, O Lord / Sácianos con Tu Amor  Collegeville Composers Group 

For the Beauty of the Earth      Dix 

For You Are My God       Foley 

Gather the People       Schutte 

Gather Us Together       Alstott 

Gather Your People       Hurd 

Glory and Praise to Our God      Schutte 

God, In the Planning       Bell 

God is Love        Taylor 

God, We Praise You       Nettleton 

God With Us        Hart/ Thompson 

Hear Us Now Our God and Father     Hyfrydol 

In This Place        Thomson 

Joyful, Joyful We Adore Thee     Hyfrydol  

Let All Things Now Living      Ash Grove 

Let Heaven Rejoice       Dufford 

Now Thank We All Our God      Nundanket 

O Bless the Lord       Michaels 

Our God is Here       Muglia 

Praise the Lord, Ye Heavens      Beethoven 

Praise to the Lord       Neander 

Rejoice the Lord is King!      Darwall 

River of Glory        Schutte 

Sing a Joyful Song       Farrell 

Sing O Sing        Schutte 
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Processional:  (Sung by assembly) Continued: 

Sing to the Mountains       Dufford 

Table of Plenty        Schutte 

The God of All Grace       Manalo 

To Jesus Christ Our Sovereign King     Gesangbuch 

We Belong to You       Thomson 

You Have Called Us       Farrell 

 

Responsorial Psalms: 

Psalm 19 Your Words Are Spirit and Life   Farrell 

Psalm 19:      Lord, You Have the Words of Everlasting Life  Haas 

Psalm 25:   To You, O Lord     Haugen 

Psalm 33: God is Love      Haas 

Psalm 33: Let Your Mercy Be On Us    Haugen 

Psalm 34: Taste and See      Moore  

Psalm 63: Your Love is Finer Than Life    Haugen 

Psalm 90:   Remember Your Love    Ducote/Daigle  

Psalm 103: Merciful and Tender, Faithful is the Lord  Collegeville Composers Group 

 (Ps 102) Clemente y Bondadoso, Fie les el Señor  

Psalm 103: The Lord is Kind and Merciful   Cotter 

Psalm 103   The Lord is Kind and Merciful   Haas 

Psalm 103: The Lord is Kind and Merciful   Booth 

Psalm 103: The Lord is Kind and Merciful /    Alonso 

El Señor es Compasivo 

Psalm 112: Dichosos Los que Aman de Todo Corazón /   Collegeville Composers Group 

 (Ps 111) How Happy Are Those who Love with all their Heart 

Psalm 116: Our Blessing Cup     Joncas 

Psalm 118:   This is the Day the Lord Has Made   Proulx 

Psalm 128:   Blest Are Those Who Love You (sung only)  Haas 

Psalm 128  May the Lord Bless Us All The Days of Our Lives   Chepponis 

Psalm 145:   The Lord is Compassionate to All His Creatures Haugen 

Psalm 148:   We Praise You     Ducote/Daigle 

  

Acclamation after Consent 

Alleluia #1         Fishel 

Celtic Alleluia        Walker 

Thanks be to God / Gracias a Dios     Collegeville Composers Group 

We Praise You        Ducote/Daigle 

 

Refrain from: 

Psalm 33: The Lord Fills the Earth With His Love    Inwood 

Psalm 34: I Will Always Thank the Lord    Soper 

Psalm 89: Forever I Will Sing     Schoenbachler 

Psalm 118:  This is the Day the Lord Has Made   Joncas 

Psalm 118:  This is the Day the Lord Has Made   Soper 

Psalm 122:  Let Us Go Rejoicing to the House of the Lord  Haugen 

Psalm 126: The Lord Has Done Great Things   Cortez 

Psalm 145:  I Will Praise Your Name     Haas 
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Hymn of Praise after Exchange of Rings/Arras 

Alleluia #1         Fishel 

Alleluia!  Alleluia!       Beethoven 

All Praise and Glad Thanksgiving     Gesangbuch 

All the Earth        Deiss 

All the Ends of the Earth      Dufford 

Dwelling Place       Foley 

God, We Praise You       Nettleton 

Love Divine, All Love Excelling     Hyfrydor 

Love Goes On        Farrell 

Praise the Lord, Ye Heavens      Beethoven 

Praise to the Lord       Neander 

Now Thank We All Our God      Nundanket 

O Bless the Lord       Michaels 

Our God is Here       Muglia 

Rejoice the Lord is King!      Darwall 

Sing a Joyful Song       Farrell 

Sing O Sing        Schutte 

Thanks be to God / Gracias a Dios     Collegeville Composers Group 

Thanks Be To God       Dean 

The Eyes and Hands of Christ     Kendzia 

The God of All Grace       Manalo 

We Belong to You       Thomson 

We Have Been Told       Haas 

You Are Mine        Haas 

You Have Called Us       Farrell 

 

Preparation of the Altar – If Mass is celebrated (Sung or Instrumental): 

Ave Maria        Schubert or Gunot 

Faith, Hope and Love       Haas 

God in the Planning       Bell 

Here I Am, Lord       Schutte 

I Have Loved You       Joncas 

Jesu, Joy of Man's Desiring (soloist)     Bach  

Live On in My Love / Vivan en Mi Amor    Collegeville Composers Group 

Love Bears All Things / El Amor Soporta Todo   Collegeville Composers Group 

Love is the Sunlight       Haas     

Love So Strong       Mattingly 

May God Bless You       Van Grieken 

Open My Eyes       Manibusan 

The Gift of Love       Hopson 

The Love of the Lord       Haas  

The Servant Song       Gillard 

The Summons        Bell 

This Is the Day       Brown 

Ubi Caritas        Hurd 

We Are Many Parts       Haugen 

When Love is Found       Wren 
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Preparation of the Altar – If Mass is celebrated (Sung or Instrumental) Continued: 

Wherever You Go       Norbet 

Where Love is Found       Schutte 

Where There is Love       Haas 

You Are Mine        Haas 

 

Communion Hymns for Assembly: 

We Have Been Told       Haas 

Look Beyond        Ducote 

Amen. El Cuerpo de Cristo      Schiavone  

Anima Christi        Toolan 

Behold the Lamb       Willett 

Blest Are They       Haas 

Gift of Finest Wheat       Kreutz 

Here I Am, Lord       Schutte 

I Received the Living God      Cherwien 

Lord Who At Thy First Eucharist     Monk 

Now We Remain       Haas 

One Bread, One Body       Foley  

One Love Released       Keil   

Pan de Vida        Hurd 

Servant Song        Farrell 

Spirit and Grace       Manalo  

Take and Eat        Joncas 

Taste and See        Moore 

The Supper of the Lord      Rosania 

This Body of Christ We Have Been Told    Haas 

Ubi Caritas        Hurd 

We Praise You       Ducote/Daigle 

When We Eat This Bread      Joncas 

With All Our Hearts       Manibusan 

Worthy is the Lamb       Manalo 

You Are Mine        Haas 

 

Communion – Instrumental  

Panis Angelicus        Franck 

Ave Verum Corpus        Elgar 

Jesu, Joy of Man's Desiring      Bach 

Sheep May Safely Graze       Bach 

Sleepers, Awake        Bach 

Water Music: Air        Handel 

Rhosymedre         Williams 
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Recessional:  (Sung by assembly or Instrumental): 

All Creatures of Our God and King     Draper  

All Praise and Glad Thanksgiving     Gesangbuch 

All the Ends of the Earth      Dufford 

Beautiful Savior       Richter 

Blest Be the Lord       Schutte 

Canticle of the Sun       Haas 

City of God        Schutte 

For the Beauty of the Earth      Dix  

Glory and Praise to Our God      Schutte 

Go Make a Difference       Agrisano 

God is Love        Taylor 

God's Blessing Sends Us Forth     Westendorf 

God, We Praise You       Nettleton 

God Who Created Hearts to Love     Draper 

Joyful, Joyful We Adore Thee     Hymn to Joy  

Lead Me, Lord       Becker 

Let Heaven Rejoice       Dufford 

Now Thank We All Our God      Nundanket 

O Bless the Lord       Michaels 

Praise the Lord, Ye Heavens      Beethoven  

Praise to the Lord       Neander 

Rejoice the Lord is King!      Darwall 

Sent Forth By God’s Blessing     Westendorf                                                                                                                  

Sing a Joyful Song       Farrell 

Sing a New Song       Schutte 

Sing O Sing        Schutte 

Sing to the Mountains       Dufford 

Thanks Be To God       Dean 

We Belong to You       Thomson 

You Have Called Us       Farrell 

Your Grace is Enough       Maher 

 

Recessional/Postlude (Instrumental): 
Postlude Nuptial Op. 69, No.2     Guilnlant  

Postlude on Ite Missa Est      Tranzillo  

Postlude on Old Hundredth      Bock  

Rigaudon        Campra  

Rondo in G        Bull  

Sinfonia (Wedding Cantata)      Bach  

Sortie Toccata        Dubois  

St. Anthony Chorale       Brahms  

Three Trumpet Tunes       Johnson  

Toccata in Seven       Rurter  

Toccata        Weaver  

Toccata (Symphony No. V)      Widor  

Prelude in C Major        Bach 

Prelude and Fugue C Major (Little Fugues)    Bach 



§IV-400 The Order of Celebrating Matrimony, 2nd Edition: Policies for the Diocese of Davenport 

29 

Recessional/Postlude (Instrumental) Continued: 

Prelude and Fugue C Minor      Bach 

Fanfare        Lemmens 

Fanfare        Mathais 

Gigue Fugue        Bach 

Toccata, Suite Gothique      Boellmann 

Postlude Nuptial Op. 69, No.2     Guilnlant  

Rigaudon        Campra  

Rondo in G        Bull  

Sinfonia (Wedding Cantata)      Bach  

Sortie Toccata        Dubois  

St. Anthony Chorale       Brahms  

Suite Gothque        Boellmann  

Three Trumpet Tunes       Johnson  

Trumpet Voluntary        Stanley 

Trumpet Voluntary        Clarke 

Trumpet Tune        Clarke 

Trumpet Tune in D        Johnson 

Water Music: Hornpipe       Handel 

Royal Fireworks Music: The Rejoicing    Handel 

Rondeau         Mouret 

Symphony No. 9: Ode to Joy      Beethoven 
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APPENDIX F: Music Resources (FDLC) 

 

The lists below are courtesy of the FDLC, and were compiled by Mr. Christopher Ferraro of FDLC Region 

Two. Used with permission. 

 

Abbreviations                                 
BBP= Universal Music-Brentwood Benson Pub.  CCW= http://www.ccwatershed.org/chabanel  

CPH= Concordia Publishing House            GIA= GIA Publications, Inc. 

HPC= Hope Publishing Company      LTP= Liturgical Press                                                 

OCP= Oregon Catholic Press    OUP= Oxford University Press              

WLP=World Library Publications 

   

 
HYMNS 

Title Composer Publisher 

A Blessing James V. Marchionda WLP 

A Litany of Love Tony Alonso GIA 

A New Commandment Steven R. Janco WLP 

A New Commandment I Give to You Psallite LTP 

A Nuptial Blessing/ Una Benedición Nupcial Vicki Klima, Michael Joncas GIA 

Amar Traditional OCP 

An Irish Blessing Steven C. Warner WLP 

As a Bridegroom Rejoices Psallite LTP 

Behold, the Bridegroom is Here Psallite LTP 

Blest are They David Haas GIA 

Celebrating Years Alan J Hommerding WLP 

Center of My Life Paul Inwood OCP 

Christians, Let Us Love One Another Claudia Foltz, Armand Nigro OCP 

Come, My Way, My Truth, My Life R.V. Williams, G. Herbert Pub. Domain 

Fill Us with Your Love, O Lord/Sácianos con Tu Amor Psallite LTP 

For the Beauty of the Earth Folliott S. Pierpoint Pub. Domain 

Gather Us Together Laurence Rosania OCP 

Gathered in the Love of Christ Marty Haugen GIA 

God is Love Timothy Rees HPC 

God is Love David Haas GIA 

God is Love Michael Joncas OCP 

God is Love: A Wedding/Anniversary Processional Alan J. Hommerding WLP 

God of Love, Embrace Your People James J. Chepponis GIA 

God Who Created Hearts to Love M.D. Ridge OCP 

God, in the Planning and Purpose of Life/ Dios al Forjar la Razón 

de Vivir 

John Bell Iona/GIA 

God’s Love is Revealed to Us Psallite LTP 

Hear Us Now, Our God and Father Rowland H. Prichard, Harry N. Nuxhold, 

John Newton 

Augsburg 

Fortress 

How Happy Are Those who Love with All Their Heart/Dichosos 

Los que Aman de Todo Corazón 

Psallite LTP 

How Happy You Who Fear the Lord American Folk Hymn, O. Westendorf WLP 

I Have Loved You Michael Joncas OCP 

In Love We Choose to Live Jeanne Cotter GIA 

In Perfect Charity Randall DeBruyn OCP 

Joyful We Adore You Van Dyke/Beethoven Pub. Domain 

Let’s Praise the Creator Shirley Erena Murray HPC 

Like Olive Branches Lucien Diess WLP 

Live on in My Love/ Viven en Mi Amor Psallite LTP 
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Lives Brought Together Dan Schutte OCP 

Lord, Your Love Has Drawn Us Near Stephen Dean OCP 

Love Bears All Things/ El Amor Soporta Todo Psallite LTP 

Love Divine, All Love’s Excelling Rowland H. Prichard, Ch. Wesley Pub. Domain 

Love Has Brought Us Here Together Mary Louise Bringle GIA 

Love Is the Sunlight Broghild Jacobson CPH 

Love One Another Feargal King WLP 

Love Which Never Ends Ernest Sands OCP 

Make Us Your Own Dianna Light, Paul A. Tate WLP 

May God Bless and Keep You Christopher Walker OCP 

May God Bless You George Van Grieken OCP 

May Love Be Ours T. Dudley-Smith, Stephen Dean HPC/OCP 

May Love Be Ours T. Dudley-Smith, Dan Schutte OCP 

May the Light of Christ James Chepponis GIA 

Merciful and Tender, Faithful is the Lord/Clemente y Bondadoso, 

Fiel es el Señor 

Psallite LTP 

No Greater Love Michael Joncas GIA 

O Blest Are Those Paul Inwood OCP 

O Perfect Love Joseph Barnby, Dorothy B. Gurney Pub. Domain 

Set Your Heart on the Higher Gifts Steven C. Warner WLP 

Spirit of God Bernadette Farrell OCP 

Taste and See Bob Hurd OCP 

The Greatest Gift James V. Marchionda WLP 

The Greatest Of These Is Love M.D. Ridge OCP 

The Servant Song Richard Gillard BBP 

The Summons John Bell GIA 

This Is a Miracle-Moment John Thornburg GIA 

Today We Celebrate Jaime Cortez OCP 

Two Lives Become One Paul Inwood GIA 

Ubi Caritas Jacques Berthier/Taize GIA 

Ubi Caritas Bob Hurd OCP 

Ubi Caritas Laurence Rosania OCP 

Ubi Caritas Chant, Mode VI Pub. Domain 

Ubi Caritas Nicholas Palmer OCP 

We Bring God’s Holy Love Rose Weber WLP 

We Will Serve the Lord David Haas GIA 

We Will Serve the Lord Rory Cooney GIA 

When Love is Found/Hallar Amor – ¡Qué Bendición! Brian Wren HPC 

Where Charity and Love Prevail Paul Benoit/Omer Westendorf WLP 

Where Love is Found Dan Schutte OCP 

Where There is Love David Haas OCP 

Where You Go Bob Hurd OCP 

Wherever You Go David Haas GIA 

Wherever You Go/Adondi Tú Vayas Gregory Norbert/Weston Priory Weston Priory 

Your Love, O Lord A. Hommerding/Edward Eicker WLP 

Where Charity and Love Abound/Donde Hay Amor Y Caridad Pedro Rubalcalva OCP 

Yo Canto Amor Coralia Busquets OCP 
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PSALMS 

Psalm Title Composer Publisher 

33 The Earth is Full of the Goodness of the Lord Tony Alonso GIA 

33 La Misericordia del Señor – The Earth is Full Mary Frances Reza WLP 

33 Let Your Mercy By on Us/Señor Que Tu Misericordia 

(Ant. II) 

Marty Haugen GIA 

33 The Earth is Full of Beauty Jeanne Cotter, David Haas GIA 

33 The Earth is Full of the Goodness of the Lord Richard Rice CCW 

33 The Earth is Full of the Goodness of the Lord Jeff Ostrowski CCW 

34 I Will Bless the Lord Michael Joncas GIA 

34 Gustan y Vean/Taste and See Pedro Rubalcava WLP 

34 Gustan y Vean/Taste and See Al Valverde WLP 

34 Taste and See/Gustan y Vean Mary Haugen GIA 

34 The Goodness of God Jeanne Cotter, David Haas GIA 

34 I Will Bless the Lord Jeff Ostrowski CCW 

34 I Will Bless the Lord Royce Nickel CCW 

34 I Will Bless the Lord Richard Royce CCW 

34 I Will Bless the Lord Sam Schmidt CCW 

34 Taste and See Jeff Ostrowski CCW 

34 Taste and See Royce Nickel CCW 

34 Taste and See Brian Michael page CCW 

34 Taste and See Richard Rice CCW 

34 Taste and See Arlene Oost-Zinner CCW 

34 Taste and See Aristotle Esguerra CCW 

34 Taste and See Sam Schmitt CCW 

103 The Lord is Kind and Merciful Michael Joncas OCP 

103 The Lord is Kind and Merciful/El Señor Es Compasivo Tony Alonso GIA 

103 El Señor Es Compasivo/The Lord is Rich in Kindness Peter Kolar WLP 

103 The Lord is Kind and Merciful/El Señor Es Compasivo Marty Haugen GIA 

103 The Lord is Kind and Merciful Jeanne Cotter, David Haas GIA 

103 The Lord is Kind and Merciful Richard Rice CCW 

112 God’s Command Jeanne Cotter, David Haas GIA 

112  Blessed the Man Who Greatly Delights in the Lord’s 

Commands 

Jeff Ostrowski CCW 

128 Blest Are Those Who Love You/Dichosos Los Que Te 

Aman 

Marty Haugen GIA 

128 Happy Are They Who Honor the Lord Jeanne Cotter, David Haas GIA 

128 Blessed Are Those Who Fear the Lord Jeff Ostrowski CCW 

128 Blessed Are Those Who Fear the Lord Royce Nickel CCW 

128 Blessed Are Those Who Fear the Lord Richard Rice CCW 

128 Blessed Are Those Who Fear the Lord Sam Schmitt CCW 

128 Blessed Are Those Who Fear the Lord Arlene Oost-Zinner CCW 

128 Blessed Are Those Who Fear the Lord Fr. Jeffrey Keyes CCW 

128 Blessed Are Those Who Fear the Lord Aurelio Porfiri CCW 

128 May the Lord Bless Us Tony Alonso GIA 

128 Blessed Are Those Who Fear the Lord Tony Alonso GIA 

145 Our God is Compassion Jeanne Cotter, David Haas GIA 

145 The Lord is Compassionate Toward All His Works Jeff Ostrowski CCW 

145 The Lord is Compassionate Toward All His Works Richard Rice CCW 

148 Let All Praise the Name of the Lord Jeanne Cotter, David Haas GIA 

148 Let All Praise the Name of the Lord Jeff Ostrowski CCW 

148 Let All Praise the Name of the Lord Richard Rice CCW 
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INSTRUMENTALS 

Title Composer 

Agincourt Hymn John Dunstable 

Air from Suite in D J.S. Bach 

Air in F (Water Music) G.F. Handel 

Allegro Maestoso (Water Music) G.F. Handel 

Canon in D Pachelbel 

Chaconne in G Minor L. Couperin 

Crown Imperial March William Walton 

Finale (Symphony I) Louis Vierne 

Jesu, Joy of Man’s Desiring J.S. Bach 

Jupiter Theme (The Planets) THAXTED Gustav Holst 

Largo G.F. Handel 

Now Thank We All Our God J.S. Bach 

Nun danket alle Gott Sigfried Karg-Elert 

Ode to Joy Ludwig von Beethoven 

Prelude (Te Deum) Marc-Antoine Charpentier 

Procession Alegré Gary Cornell 

Psalm XIX- The Heaven’s Declare Benedetto Marcello 

Rigadon André Campre 

Rondeau Jean Joseph Mouret 

St. Anthony Chorale Haydn/Brahms 

The Rejoicing (La Rejoissance) G.F. Handel 

Toccata (Symphony V) Charles-Marie Widor 

Trumpet Tune in C David Johnson 

Trumpet Tune in D David Johnson 

Trumpet Tune Henry Purcell 

Trumpet Voluntary (Prince of Denmark) Jeremiah Clarke 

Trumpet Voluntary  John Stanley 

 

 

COLLECTIONS 

Title Composer/Editor/Arranger Publisher 

A Practical Organ Album: Music for Weddings, Funerals, and 

Everyday Use 

ed. Colin Hand Kevin Mayhew 

Music for the Four Seasons Antonio Vivaldi MorningStar 

One in Love and Peace: Wedding Music for Piano, Organ, and 

Optional Instruments 

arr. Bob Moore, Kelly Dobbs Mickus GIA 

The Classical Wedding for Solo Trumpet and Organ arr. Sue Mitchell-Wallace, John Head HPC 

The Complete Traditional Wedding Album for Organ, Keyboard, 

and Voice 

ed. R. Smith Dover 

The Diane Bish Wedding Book- Service Music for Organ Diane Bish Hal Leonard 

The Joyous Wedding for Solo Trumpet and Organ arr. Sue Mitchell Wallace, John Head HPC 

The Organ Wedding Album ed. Martin Bartsch Barenreiter 

The Oxford Book of Wedding Music  OUP 

Wedding Music, Book 1 and 2 ed. David Johnson Augsburg 

Wedding Music, Part 1  Concordia 
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APPENDIX G: Music Selection Worksheet (Give to Music Minister) 

 

General Information 

 

Wedding Rehearsal Date:      Time:      

 

Wedding Date:       Time:      

 

Presiding Minister:       

 

Bride:         Groom:        

 

E-Mail:       E-Mail:       

 

Work Phone:       Work Phone:       

 

Cell Phone:       Cell Phone:       

 

Home Phone:       Home Phone:       

 

Fax:        Fax:        

 

Address:       Address:       

 

                

 

City/State/Zip:       City/State/Zip:       

 

                

 

 

Number of attendants in procession:      

Describe plans for procession: 

 

 

 

 

 

 

 

Music Ministers:  

 

 Cantor(s):              

  

  Organist:       Pianist:       

 

  Other Instrumentalist(s):            
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Music Before the Liturgy 

 

 Prelude:              Omit 

 

 Other music:             Omit 

(ex: seating of the parents and/or grandparents) 

 

Procession 

 

 Hymn to accompany procession:             

 

or 

 

 Instrumental for procession:             

 Plus 

     Hymn after all are in place:             

 

Introductory Rites (within Mass) 

 

 The Act of Penitence is omitted at the Ritual Mass, otherwise: 

 

 Act of Penitence:   A (Confiteor): The Kyrie is then    spoken   sung   

 B  

 C (Kyrie with tropes; #   )  
Tropes are    proclaimed or  sung by:     

Response is   spoken or    sung     

 Sprinkling Rite  

Accompaniment [NOT GLORIA]:      

     

Gloria (required at Ritual Mass):  Sung  Recited  Omitted (if not required) 

 

Liturgy of the Word (within and outside of Mass) 

 

Responsorial Psalm (Psalm #   )   Sung (version):       Recited 

 

Gospel Acclamation with Verse:   Sung (version):       

 Omitted if not sung (must be sung if there are 2 reading before the gospel) 

 

Marriage Rite (within and outside of Mass) 
 

 Acclamation after Consent:  Spoken (“Thanks be to God!”) 

or 

 Sung:        

 

 Song or Hymn of Praise after Exchange of Rings (or arras):        Omit 

 

Universal Prayer (Intercessions):  Sung OR  Spoken 
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Preparation of the Gifts and Altar 

 
 Hymn / Psalm:         

 

Sung by:  Assembly  Choir & Assembly Alternating   Choir   Solo  

 

 Instrumental 

 

Liturgy of the Eucharist (Mass) 
 

Mass setting:        

 
Holy, Holy     sung (preferred)     spoken 

 

Mystery of Faith   sung (preferred)      spoken 
 We proclaim your death…    When we eat…   Save us, Savior of the world… 

 

Great Amen     sung (preferred)     spoken 

 

Lord’s Prayer:    sung (setting:    )   spoken 

 

Lamb of God    sung (preferred)     spoken 

 

During Communion:  

 

 Hymn / Psalm:         

 

Sung by:  Assembly  Choir & Assembly Alternating   Choir   

 

 Instrumental 

 

After Communion: 

 

 Hymn of Praise:        

 

 Silence 

 

Recessional (within or outside of Mass) 

 

 Hymn:               

 

or 

 

 Instrumental:           _____________ 

 

Other Notes: 
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APPENDIX H: Designing a Participation Aid  
 

Function:  

While not essential, many couples chose to prepare a simple worship aid or program for the wedding Liturgy in 

order to: 

 provide an order of service for the Liturgy, thus enabling all guests, both Catholic and non-Catholic to 

participate; 

 serve as a keepsake remembrance of the celebration; and 

 provide properly copyrighted music if it is included in the program.

 

Who compiles the participation aide/program? 

It is the couple's responsibility to prepare and print the program.  However, it is advisable to consult with the 

priest or deacon and/or music ministers prior to printing the program. Programs can range from very simple to 

elaborate, but need to be provided for each invited guest.  

 

What should be included? 

1. The date and location of the wedding Liturgy.  

 

2. The names of those involved in the Liturgy. 

a. Bride and groom 

b. Attendants 

c. Presiding celebrant 

d. Other ministers (i.e. cantors, lectors, musicians)  

e. Parents, grandparents, other family members and friends involved in the Liturgy.   

 

3. The Order of Service: 

a. An outline of the various parts of the Liturgy. 

b. Music for the assembly. 

c. Titles and composers of instrumental music and vocal solos.  

 

4. Special messages from the couple.   

This is optional, but could include an invitation for their guests to participate actively in prayer and           

song. It could also extend gratitude to parents, guests, and others for their love, support, and           

encouragement.  

 

Are pre-printed programs available?  

Print shops and religious bookstores often stock blank wedding programs with pre-printed covers. Other options 

would include a custom-printed design, or art work created by the couple or an artistic friend. A tasteful 

program will be easy to read and present information on a concise, uncluttered page. 

 

What about Copyright?  

Music that is duplicated for an assembly to sing is generally protected by copyright law. In order to reprint the 

words and/or music of copyrighted music, permission must be obtained in advance from the copyright  owner. 

Generally this is neither costly nor difficult.  

 

Procedures to follow:  

 If the music can be found in a hymnal or missalette in the pew, the page number should be indicated in 

the program. (Copyright permission is not required for this.) 
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 The parish may already have a reprint license for the music desired. If so, the couple must follow 

instructions on how to write the copyright notice. 

 For other music, the publisher in question should be contacted well in advance. Each publisher will have 

its own policy. Some will readily give a one-time permission for limited usage; others will charge a 

minimal fee per song or a one- time filing fee. All will require the following: 

 Only music from a melody copy may be reprinted.  

 Whatever copyright notice appears at the bottom of a song must appear on the printed copy.   Normally 

this will include the copyright symbol, year, composer, and publisher. 

 

Each publisher will have a slightly different policy. The parish music minister can be asked to assist with this 

information. The following is a list of frequently used music publishers:  

 

G.I.A. Publications. Inc. 

7404 S. Mason Avenue  

Chicago, Illinois 60638  

 

Phone: (708) 496-3800  

or 800-442-1358 

Fax: 708-496-3828 

Website: www.gia.com 

Oregon Catholic Press 

5536 N.E. Hassalo P.O. Box 18030  

Portland, Oregon 97218-3638.  

 

Phone: (877) -596-1653  

Fax:  1800-462-7329 

Website: www.ocp.org 

 

World Library Publications 

3708 River Road, Suite 400  

Franklin Park, Illinois 60131-2158  

 

Phone: 1-800-566-6150 

Fax: 1-888-957-3291 

Website: www.wlpmusic.com 

 

 

To use any wording from the Rite of Marriage or parts of the Order of Mass, permission can be obtained from: 

 

International Committee on English in the Liturgy    

1522 K. St. NW. Suite 1000  

Washington. D.C.20005-1202     

Phone: (202) 347-0800 

Fax: 202-347-1839 

Email copyright permission: permission@eLiturgy.org 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.gia.com/
http://www.ocp.org/
http://www.wlpmusic.com/
mailto:permission@eLiturgy.org
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APPENDIX I: Comments on Particular Wedding Practices  
 

Unity Candle 

The “unity candle” is a product of our commercial world. No mention of it is made in the Church's liturgical 

books and it is not an official part of the Rite of Marriage. Clergy and liturgists question the practice of lighting 

a “unity candle” because there is no clear understanding of the gesture and it has no real history or tradition 

behind it. It was not requested as an adaptation to the new OCM by the US Bishops. It appears as a duplication 

of what has already been said and symbolized by the exchange of wedding vows and rings. For these reasons, 

its use is strongly discouraged  and no suggestions are made for music. Rather, couples and wedding planners 

are encouraged to prepare carefully the many signs and symbols of unity already available such as worship 

programs designed to encourage participation; musical selections that invite the participation of all present; 

careful preparation and rehearsal of the exchange of vows and rings; and the celebration of the Eucharist itself. 

The unity candle could be used as part of the meal prayer at the reception; see: 

http://www.davenportdiocese.org/documents/2016/6/litUnityCandleMealPrayer.pdf. 

 

“Sand Ceremony” 

Some couples request to use a fabricated “ritual” within the wedding Liturgy involving the mixing of different 

color sands. While the unity candle is also an unapproved adaptation to the Liturgy, and certainly not 

recommended or encouraged, at least the symbols of fire and candles have some connection to the Christian 

tradition. This “sand ceremony” – often billed by wedding planners as having a Native American or Pacific 

Island origin – has no such connection and, like the unity candle, detracts from the primary liturgical symbol: 

the couple themselves and their exchange of vows. Therefore, within the Diocese of Davenport, the so-called 

“sand ceremony” is not to be used during the wedding Liturgy. 

 

Music During the Sign of Peace 

In some locales, it has become customary to use the Sign of Peace as another moment for a solo. This practice is 

not permitted. The Sign of Peace is a moment expressing the unity of the Church and of the whole human 

family. It is not appropriate to impede or delay this ritual with sung music. Depending on the arrangement in the 

church, the couple may exchange the sign of peace with their attendants and immediate family; but under no 

circumstances should the rite be unduly prolonged. 

 

Visits to a Marian Statue or Shrine 

Moments of personal piety should not be the focus of our attention at public worship. Therefore, a “visit” by the 

bride and/or groom to the statue of Mary during the wedding Liturgy is not appropriate. If important to a 

couple, this practice could be used as part of prayer during the rehearsal. 

 

Use of Very Young Children in the Wedding Party 

The use of very young children in the wedding party (for example, as “ring-bearers” and “flower girls”) risks 

distracting the focus of the assembly away from worship and prayer. Often, the ring-bearer is not even carrying 

the rings to be exchanged, which creates a false sign (which is contrary to the authenticity demanded for in the 

liturgy). These issues, in addition to practical considerations, lead us to conclude that the use of very young 

children in the wedding party ought to be strongly discouraged. 

 

Ethnic Communities 

There are a number of practices from various cultural and ethnic groups that are now incorporated into the 

OCM approved for the United States. Examples include the arras (coins), lazo, and mantilla (veil). To gain 

more insight into these rituals, the bi-lingual book, Gift and Promise, Don y Promesa, published by Oregon 

Catholic Press, is recommended. 

http://www.davenportdiocese.org/documents/2016/6/litUnityCandleMealPrayer.pdf
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Presentation of the Couple 

In some places, a practice has developed to “present” the couple. This practice is not recommended, and should 

never take place within the liturgy itself. It is also urged that the minister avoid the practice of saying, “You 

may now kiss the bride.” First, the couple kisses each other (it is not just the husband kissing the bride). More 

importantly, such giving of permission is presumptuous (the minister has no authority to give such permission) 

and may even be experienced as condescending or demeaning (the couple are married adults; they can decide 

for themselves when they are to express their affection for one another). If any presentation of the couple is to 

take place, then it is recommended that at the end of the liturgy (after the dismissal at Mass), the minister simply 

say: “My friends, Mr. and Mrs. Mary and John Smith” or the like.
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INTRODUCTION 

Congratulations!  

In the midst of all the busy-ness that comes with preparing for a wedding, I hope is that you will take the time to 

prayerfully prepare for the most important part of the day: the wedding liturgy. The guide that follows offers a step-by-

step approach to explore the choices that you have among the different prayers and readings. 

In what follows, we are presuming the marriage of two Catholics in the context of Mass. There are some adjustments 

that are made if the wedding is taking place outside of Mass (as is usually celebrated when a Catholic marries a Christian 

from another community) or if the special rite for a marriage between a Catholic and a person who is not baptized is 

being used. 

Before we begin, we would like to offer a little perspective on what we are doing when we gather to celebrate the 

Sacrament of Matrimony in the Church. 

The purpose of liturgy is two-fold: the worship of God and the sanctification of the human person. That is, first of all, we 

are coming together to give praise and thanks to God. In the case of a wedding, we are giving thanks for the love of the 

couple, for the gift of supportive family and friends, and for all that has brought them to this day. God is love; human 

love is an echo, a reflection, of the One who made us in God’s very own image. We are also praying for the couple: that 

they would be blessed with a long and happy life together. 

Liturgy is also about our becoming more holy together. In the liturgy, we encounter Christ – in the word proclaimed, in 

the sacrament celebrated, in the people around us, and in the person of the ordained minister. Having encountered 

Christ, we are – or ought to be – changed, transformed; that is, grow in holiness. Changed, we are sent on mission into 

the world – to share the Good News of Jesus Christ by what we say and do. The nuptial blessings (as you will see below) 

express this dynamic: we call the Holy Spirit down upon you and then send you forth as witnesses to God’s love. 

When we gather for worship, no one is a spectator. The entire assembly is to take full, conscious, and active part in the 

liturgy – making the gestures, singing the songs, joining in the responses, assuming the various postures, and – most of 

all – listening and praying with their hearts. 

In doing so, it is important to keep in mind – as we’ve said above – that Christ is at the center of everything that we do. 

He is the focus. There are other voices out there that say the couple, or even just the bride, is at the center of a wedding. 

As Catholics, that is not the case. Perhaps an analogy will help. As the couple, you are like a pair of glasses that help us 

focus on Christ. 

If we focus on the lenses, the One we are supposed to be attending to gets out of focus; if the lenses are doing their job, 

we see the One we are looking at clearly. As  ministers of this Sacrament, you are the ones who help us see love right in 

front of our eyes, you help us see what it means to live for another; your witness is invaluable. You not only minister the 

Sacrament to each other, but you minister to all who are gathered. 

Keeping the above core principles in mind will make it easier to make the decisions that need to be made as you and 

your minister prepare the liturgy. 
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The Order of Celebrating Matrimony within Mass 

I. Introductory Rites 

a. Entrance        Page 6 

b. Sign of the Cross and Greeting 

c. Introduction        Page 8 

d. Glory to God (the Gloria)      Page 9 

e. Collect (Opening Prayer)      Page 10 

II. Liturgy of the Word 

a. First Reading        Page 12 

b. Responsorial Psalm       Page 12 

c. (Second Reading)       Page 12 

d. Gospel Acclamation (Alleluia)      Page 12 

e. Gospel         Page 12 

f. Homily 

III. The Celebration of Matrimony 

a. Introduction /Questions Before the Consent    Page 14 

b. The Consent        Page 15 

c. The Reception of the Consent      Page 17 

d. The Blessing and Giving of Rings      Page 18 

e. (The Blessing and Giving of the Arras)     Page 31 

f. The Universal Prayer (Intercessions)     Page 19 

g. The Creed (if required) 

IV. The Liturgy of the Eucharist 

a. The Preparation of the Gifts and Altar 

i. Prayer over the Offerings     Page 21  

b. The Eucharistic Prayer 

i. Preface        Page 22 

ii. Body (includes a commemoration of the spouses) 

c. The Preparation for Communion 

i. (The Blessing & Placing of the Lazo or the Veil)   Page 31 

ii. The Nuptial Blessing - introduction    Page 24 

iii. The Nuptial Blessing – prayer     Page 25 

d. Communion 

i. Prayer after Communion     Page 28 

V. The Concluding Rites 

a. Blessing (solemn)       Page 29 

b. Dismissal 

VI. Music to Accompany the Processions 

a. Entrance Procession       Page 32 

b. Preparation of the Gifts and Altar     Page 32 

c. Communion Procession       Page 33 

d. Recessional        Page 33 
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The Order of Celebrating Matrimony without Mass 

I. Introductory Rites 

a. Entrance        Page 6 

b. Sign of the Cross and Greeting   

c. Introduction        Page 8 

d. Collect (Opening Prayer)      Page 10 

II. Liturgy of the Word 

a. First Reading        Page 12 

b. Responsorial Psalm       Page 12 

c. (Second Reading)       Page 12 

d. Gospel Acclamation (Alleluia)      Page 12 

e. Gospel         Page 12 

f. Homily 

III. The Celebration of Matrimony 

a. Introduction/Questions Before the Consent    Page 14   

b. The Consent        Page 15 

c. The Reception of the Consent (and acclamation)    Page 17 

d. The Blessing and Giving of Rings  (and hymn of praise)   Page 18 

e. (The Blessing and Giving of the Arras)     Page 31 

f. The Universal Prayer (Intercessions)     Page 19 

g. The Lord’s Prayer  

h. (The Blessing and Placing of the Lazo or the Veil)    Page 31 

i. The Nuptial Blessing - introduction     Page 24 

j. The Nuptial Blessing – prayer      Page 25  

IV. The Concluding Rites 

a. Blessing (simple only)       Page 29     

V. Music to Accompany the Processions 

a. Entrance Procession       Page 32 

b. Recessional        Page 33 
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The Order of Celebrating Matrimony without Mass (with Communion) 

I. Introductory Rites 

a. Entrance        Page 6 

b. Sign of the Cross and Greeting   

c. Introduction        Page 8 

d. Collect (Opening Prayer)      Page 10 

II. Liturgy of the Word 

a. First Reading        Page 12 

b. Responsorial Psalm       Page 12 

c. (Second Reading)       Page 12 

d. Gospel Acclamation (Alleluia)      Page 12 

e. Gospel         Page 12 

f. Homily 

III. The Celebration of Matrimony 

a. Introduction/Questions Before the Consent    Page 14   

b. The Consent        Page 15 

c. The Reception of the Consent (and acclamation)    Page 17 

d. The Blessing and Giving of Rings (and hymn of praise)   Page 18 

e. (The Blessing and Giving of the Arras)     Page 31 

f. The Universal Prayer (Intercessions)     Page 19 

g. (The Blessing and Placing of the Lazo or the Veil)    Page 31 

h. The Nuptial Blessing - introduction     Page 24 

i. The Nuptial Blessing – prayer      Page 25  

j. Holy Communion 

i. Placement of the reserved Sacrament on the altar 

ii. Lord’s Prayer 

iii. Sign of Peace 

iv. Invitation to Communion/response of the assembly 

v. Distribution of Holy Communion 

vi. Period of Sacred Silence (or psalm or canticle of praise sung by all the assembly) 

vii. Prayer (OCM #115) 

IV. The Concluding Rites 

a. Blessing (simple or solemn)      Page 29     

V. Music to Accompany the Processions 

a. Entrance Procession       Page 32 

b. Communion Procession       Page 33 

c. Recessional        Page 33 
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The Order of Celebrating Matrimony between a Catholic and a Catechumen or a Non-Christian 

I. Rite of Reception        Page 34 

II. Liturgy of the Word        Page 12 

a. First Reading          

b. Responsorial Psalm 

c. (Second Reading) 

d. Gospel Acclamation (Alleluia) 

e. Gospel 

f. Homily 

III. The Celebration of Matrimony 

a. Introduction/Questions Before the Consent    Page 34  

b. The Consent        Page 15 

c. The Reception of the Consent (and acclamation)    Page 17 

d. The Blessing and Giving of Rings (and hymn of praise)   Page 18 

e. (The Blessing and Giving of the Arras)     Page 31 

f. The Universal Prayer (Intercessions, Prayer of the Faithful)  Page 19 

g. The Lord’s Prayer 

h. (The Blessing and Placing of the Lazo or the Veil)    Page 31 

i. The Nuptial Blessing or other prayer     Page 35 

IV. The Concluding Rites 

a. Blessing (simple only)       Page 29 
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INTRODUCTORY RITES 

The purpose of the Introductory Rites is to gather us together as a worshipping community and to prepare us to listen to 

Word of God and celebrate the Sacraments. So, as we look at the choices in front of us, we need to ask: What will help 

us, and our family and friends, really take part in the liturgy? What will bring us together and help us give praise and 

glory to God? What will help us enter into the celebration of Matrimony and Eucharist with our whole selves? 

The Entrance 

The official marriage rite offers two options for the entrance at the beginning of the liturgy. 

 

Option One: Greeting before Procession 

Whenever we celebrate a momentous life event – baptisms, weddings, funerals, welcoming those who are seeking 

admittance into the Church – we begin at the door. These are “threshold” (liminal) events; they change us. A doorway 

symbolizes that we are moving from a former way of life into a new one.  

Therefore, in the Diocese of Davenport, we strongly recommend that this is the way that the wedding begins: in the 

back, by the entrance. 

The priest (and deacon, if one is present) meet the couple and the rest of the wedding party at the door. There, he 

greets and welcomes the couple to the church in an informal way. Then, the procession to the altar begins. 

In our diocese, we also strongly recommend that the procession follow the pattern that you see at a typical Sunday 

Mass: the servers with cross and candles, the readers, the deacon with the Book of the Gospel, and the Priest. These are 

followed by the couple and the wedding party. You may have your bride’s maids and groom’s men enter as couples, 

with the best man and maid/matron of honor last, followed by the couple. Or, rather than walking in as a couple, the 

groom can enter accompanied by both his parents and the bride can follow accompanied by both of her parents. Or the 

groom and then the bride may enter individually (without parents).  

As with other liturgies, the gathering hymn is intended to unify the community – so a hymn that everyone can sing is 

preferred over instrumental music. Even if instrumental music is chosen for the procession, a hymn needs to be sung 

after everyone is in his or her place. 

After arriving at the front of the church, the priest (and deacon) kiss the altar and go to their places. The wedding party 

bows to the altar and go to their places. The priest then leads everyone in the Sign of the Cross. 

While this approach may not be what you are used to seeing1, it “says” something important. We are gathering for 

worship. The emphasis is less on the bride alone but on the couple as part of their families in the midst of a community 

of faith. 

 

 

                                                 
1 What of the idea that the bride and groom should not see each other before the wedding? This is an old superstition that dates back to 

the time of arranged marriages. Why was it bad luck? Because there were probably occasions when one of the spouses-to-be got a 

good luck at their future husband or wife and instead ran off! Such superstition has no place in a Christian wedding. Likewise, the 

custom of the father “giving away” his daughter to her soon-to-be husband dates back to a time when a woman’s identity was defined 

by the man in her life: she was either someone’s daughter or someone’s bride (nuns were called Brides of Christ) – not herself. Our 

Catholic theology of marriage holds that both members are of equal dignity. Likewise, why emphasize the bride’s father over all the 

parents? There are other parents who have been involved in bringing these two people to this day! 
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Option Two: Greeting after Procession 

Alternatively, the priest (and ministers) go to the place prepared for the couple (up front). There, the couple joins them, 

and are greeted. The hymn begins, and the priest goes to the altar, kisses it, and goes to the chair. The priest then leads 

everyone in the Sign of the Cross. 

Obviously, these instructions leave a lot of room for flexibility (for example, how does the couple make their way to their 

place, and what music accompanies them?), and a lot will depend on the layout of a particular church. But we would 

hope that in whatever decisions are made the principles of good liturgy are kept in mind. 

Choice: 

   Option 1: Greeting before Procession (in back) 

    Bride and Groom Together 

  Bride and Groom Accompanied by Parents 

    Bride and Groom Individually 

    Other:       

  Option 2: Greeting after Procession (in front) 

Comments / Description 
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The Greeting/Introduction 

After the Sign of the Cross and liturgical greeting, the minister introduces the liturgy. His comments are intended to help 

the couple and the rest of the assembly enter into the celebration of Marriage more fully. He may speak in his own 

words, or use one of these two formulas: 

Option 1 Option 2 

We have come rejoicing into the house of the Lord  
for this celebration, dear brothers and sisters,  
and now we stand with N. and N.  
on the day they intend to form a home of their own. 
For them this is a moment of unique importance. 
So let us support them  
with our affection,  
with our friendship,  
and with our prayer as their brothers and sisters.  
Let us listen attentively with them  
to the word that God speaks to us today. 
Then, with holy Church,  
let us humbly pray to God the Father,  
through Christ our Lord,  
for this couple, his servants,  
that he lovingly accept them,  
bless them,  
and make them always one. 

N. and N., the Church shares your joy  
and warmly welcomes you,  
together with your families and friends,  
as today,  
in the presence of God our Father,  
you establish between yourselves  
a lifelong partnership.  
May the Lord hear you on this your joyful day.  
May he send you help from heaven and protect you.  
May he grant you your hearts' desire  
and fulfill every one of your prayers. 

 

Choice: 

   Own Words 

   Option 1 

   Option 2 

Comments: 
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The Gloria 

The Gloria is a hymn, and so should be sung (and not simply recited). When a Mass setting (set of music for the parts of 

the Mass) is chosen, the Gloria is usually included. The minister helping you prepare the liturgy, or the music minister, 

can help with any questions that you might have here. 

Choice: 

   Sung (Setting:       ) 

   Recited 

Comments: 
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The Collect (“Opening Prayer”) 

The following prayers are used at the beginning of the Mass; you may choose any one of them. Spend some time with 

each of the prayers. Pray them as a couple. What images do they call to mind? What do the prayers say about Christian 

marriage? 

A1 A2 

Be attentive to our prayers, O Lord,  

and in your kindness uphold  

what you have established for the increase  

       of the human race,  

so that the union you have created  

may be kept safe by your assistance. 

Through our Lord Jesus Christ, your Son,  

who lives and reigns with you in the unity  

       of the Holy Spirit,  

one God, for ever and ever. 

O God, who in creating the human race  
willed that man and wife should be one,  
join, we pray, in a bond of inseparable love  
these your servants who are to be united in the covenant 
      of Marriage,  
so that, as you make their love fruitful,  
they may become, by your grace, witnesses to charity itself. 
Through our Lord Jesus Christ, your Son,  

who lives and reigns with you in the unity  

       of the Holy Spirit,  

one God, for ever and ever. 

B1 B22 

Be attentive to our prayers, O Lord,  
and in your kindness  
pour out your grace on these your servants (N. and N.), 
that, coming together before your altar,  
they may be confirmed in love for one another. 
Through our Lord Jesus Christ, your Son,  

who lives and reigns with you in the unity  

       of the Holy Spirit,  

one God, for ever and ever. 

O God, who consecrated the bond of Marriage  

by so great a mystery  

that in the wedding covenant you foreshadow  

the Sacrament of Christ and his Church,  

grant, we pray, to these your servants,  

that what they receive in faith  

they may live out in deeds. 

Through our Lord Jesus Christ, your Son,  

who lives and reigns with you in the unity  

       of the Holy Spirit,  

one God, for ever and ever. 

C1 C2 

Grant, we pray, almighty God,  
that these your servants,  
now to be joined by the Sacrament of Matrimony,  
may grow in the faith they profess  
and enrich your Church with faithful offspring. 
Through our Lord Jesus Christ, your Son,  

who lives and reigns with you in the unity  

       of the Holy Spirit,  

one God, for ever and ever. 

O God, who since the beginning of the world  
have blessed the increase of offspring,  
show favor to our supplications  
and pour forth the help of your blessing  
on these your servants (N. and N.),  
so that in the union of Marriage they may be bound together 
in mutual affection,  
in likeness of mind,  
and in shared holiness. 
Through our Lord Jesus Christ, your Son,  

who lives and reigns with you in the unity  

       of the Holy Spirit,  

one God, for ever and ever. 

 

                                                 
2 Collect (B2) may not be used when Nuptial Blessing (A) is used because it duplicates the content. 
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Choice: 

   A1   A2   B1   B2   C1   C2  

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



§IV-401: Becoming One: A Resource for Couples Preparing their Wedding Liturgy 

12 

LITURGY OF THE WORD 

The marriage rite reminds us that the readings are a central part of the celebration; through them we hear of the 

importance of Christian Marriage in salvation history as well as what couples need to attend to if they want to grow in 

holiness in this vocation (#35). There may be up to three readings (plus the responsorial psalm); the first reading should 

come from the Old Testament (except in the Easter Season, when the Book of Revelation is used). The readings are 

listed here; at least one reading that speaks directly about marriage (marked with an asterisk*) must be chosen: 

RITE OF MARRIAGE – LECTIONARY 
 

First Reading Second Reading Gospel 

Genesis 1:26-28,31a* 

Genesis 2:18-24* 

Genesis 24:48-51,58-67* 

Tobit 7:6-14* 

Tobit 8:4b-8* 

Proverbs 31:10-13,19-20,30-31* 

Song of Songs 2:8-10,14,16a; 8:6-7a 

Sirach 26:1-4,13-16* 

Jeremiah 31:31-32a,33-34a 

 

Romans 8:31b-35,37-39 

Romans 12:1-2,9-18 

Romans 15:1b-3a,5-7,13 

1 Corinthians 6:13c-15a,17-20 

1 Corinthians 12:31-13:8a 

Ephesians 4:1-6 

Ephesians 5:2a,21-33* 

   (or short form: Eph 5:2a.25-32*) 

Philippians 4:4-9 

Colossians 3:12-17 

Hebrews 13:1-4a, 5-6b 

1 Peter 3:1-9* 

1 John 3:18-24 

1 John 4:7-12 

Revelation 19:1,5-9a (used as 1st 

reading during Easter Season) 

Matthew 5:1-12a 

Matthew 5:13-16 

Matthew 7:21,24-29 

   (or short form: Matt 7:21,24-25) 

Matthew 19:3-6* 

Matthew 22:35-40 

Mark 10:6-9* 

John 2:1-11* 

John 15:9-12 

John 15:12-16 

John 17:20-26 

   (or short form: Jn 17:20-23) 

 

 

Responsorial Psalms (should be sung): 

Psalm 33 (32): 12 and 18, 20-21, 22. (R. 5b) 

Psalm 34 (33):2-3, 4-5, 6-7, 8-9. (R. 2a or: R. 9a) 

Psalm 103 (102):1-2, 8 and 13, 17-18a. (R. 8a or: R. cf. 17): 

Psalm 112 (111):1-2, 3-4, 5-7a, 7bc-8, 9. (R. cf. 1 or: R. Alleluia) 

Psalm 128 (127):1-2, 3, 4-5. (R. cf. 1 or: 4)* 

Psalm 145 (144):8-9, 10 and 15, 17-18. (R. 9a)  

Psalm 148:1-2, 3-4, 9-10, 11-13ab, 13c-14a. (R. 13a or: Alleluia) 

 

Alleluia Verses and Verses before 
the Gospel 
(omitted if not sung): 
1 John 4:7b: 

1 John 4:8b and 11: 

1 John 4:12: 

1 John 4:16: 

 

Now, there are certain days on which the Ritual Mass for marriage cannot be used; on those occasions, the readings 

assigned to the day are used instead (though on some of those days, one of the readings may come from the list above). 

The minister helping you prepare the liturgy will let you know if these rules apply. 

Please take some time to prayerfully reflect on these readings. Share your thoughts with each other. As you make your 

decisions, please note what in particular struck you about the reading. Why is this reading important to you? What does 

it say to you about marriage? If you don’t have a Bible handy, you can look up the readings on the USCCB website: 

http://www.usccb.org/bible/books-of-the-bible/index.cfm. 

http://www.usccb.org/bible/books-of-the-bible/index.cfm
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Choice: 

 Please circles your choices above. 

 

Comments:  

On First Reading: 

 

 

 

 

 

On Psalm: 

 

 

 

 

  

On Second Reading: 

 

 

 

 

 

On Gospel: 
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THE CELEBRATION OF MATRIMONY 

Introduction 

The minister introduces the Marriage Rite itself, using his own words or the given text: 

Suggested Text 

Dearly beloved,  
you have come together into the house of the Church,  
so that in the presence of the Church’s minister  
       and the community  
your intention to enter into Marriage  
may be strengthened by the Lord with a sacred seal.  
Christ abundantly blesses the love that binds you.  
Through a special Sacrament,  
he enriches and strengthens  
those he has already consecrated by Holy Baptism,  
that they may be faithful to each other for ever  
and assume all the responsibilities of married life.  
And so, in the presence of the Church,  
I ask you to state your intentions. 

 

Choice: 

   Own Words 

   Suggested Text 

Comments: 
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The Consent 

After asking you whether you are ready to enter into marriage freely and wholeheartedly, if you are prepared to love 

and honor each other for life, and if you are prepared to accept children lovingly from God and raise them in accord with 

the law of Christ and the Church, the two of you will then exchange your consent (“vows”). 

This can be done in one of three ways: you can memorize the text, the minister can say the text (in a low voice) which 

you then repeat out loud (like feeding an actor his or her lines from off stage), or the minister can propose the vows as a 

series of questions to which you respond, “I do.” We recommend that you actually speak the words to each other, 

rather than simply reply “I do.” Such a personal exchange can be a very powerful experience. There are two sets of texts 

– the one found in the Rite itself and then a text adapted for use in this country. So, we have 6 different ways that the 

promises can be exchanged: 

Option 1: Roman Form Option 2: US Adaptation 

A: Memorized A: Memorized 

The bridegroom says: 
I, N., take you, N., to be my wife. 
I promise to be faithful to you, 
in good times and in bad, 
in sickness and in health, 
to love you and to honor you 
all the days of my life. 
 
 
The bride says: 
I, N., take you, N., to be my husband. 
I promise to be faithful to you, 
in good times and in bad, 
in sickness and in health, 
to love you and to honor you 
all the days of my life. 

The bridegroom says:  
I, N., take you, N., for my lawful wife, 
to have and to hold, from this day forward, 
for better, for worse, 
for richer, for poorer, 
in sickness and in health, 
to love and to cherish 
until death do us part. 
 
The bride says:  
I, N., take you, N., for my lawful husband, 
to have and to hold, from this day forward, 
for better, for worse, 
for richer, for poorer, 
in sickness and in health, 
to love and to cherish 
until death do us part. 

B: Recited with Assistance of the Minister 
C: Read from a Card 

B: Recited with Assistance of the Minister 
C: Read from a Card 

 
(same text as above) 

 
(same text as above) 
 

D: Questions / Response D: Questions / Response 

The minister asks the bridegroom: 
N., do you take N., to be your wife? 
Do you promise to be faithful to her 
in good times and in bad, 
in sickness and in health, 
to love her and to honor her 
all the days of your life? 
 
 
The bridegroom replies: 
I do. 

The minister asks the bridegroom: 
N., do you take N., for your lawful wife, 
to have and to hold, from this day forward, 
for better, for worse, 
for richer, for poorer, 
in sickness and in health, 
to love and to cherish 
until death do you part? 
 
The bridegroom replies: 
I do. 
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Next, the minister asks the bride: 
N., do you take N., to be your husband? 
Do you promise to be faithful to him 
in good times and in bad, 
in sickness and in health, 
to love him and to honor him 
all the days of your life? 
 
 
The bride replies: 
I do. 

 
Next, the Priest asks the bride: 
N., do you take N., for your lawful husband, 
to have and to hold, from this day forward, 
for better, for worse, 
for richer, for poorer, 
in sickness and in health, 
to love and to cherish 
until death do you part? 
 
The bride replies: 
I do. 

 

As you write your comments, note what in the vows touches you most deeply. What hopes and fears/ What is consoling 

and what is challenging? 

Choice:  

   1A   1B   1C   1D     2A   2B   2C   2D 

Comments: 
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Reception of Consent 

The minister then receives your consent, using one of these two formulas: 

Option 1 Option 2 

May the Lord in his kindness strengthen the consent  
you have declared before the Church,  
and graciously bring to fulfillment his blessing  
       within you.  
What God joins together, let no one put asunder. 

May the God of Abraham, the God of Isaac,  
       the God of Jacob,  
the God who joined together our first parents  
       in paradise,  
strengthen and bless in Christ  
the consent you have declared before the Church,  
so that what God joins together, no one may put asunder. 

 

The minister then invites those present to praise God, with the words, “Let us bless the Lord.” The people may make a 

simple response (“Thanks be to God”) or there may be another spoken or sung acclamation. 

Choices: 

 Reception:   Option 1    Option 2 

 Acclamation:   “Thanks be to God”   Other:        

Comments: 
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The Blessing and Giving of Rings 

Blessing: There are 3 options for the prayer for blessing the rings: 

Option 1 Comments: 

May the Lord bless + these rings,  
which you will give to each other  
as a sign of love and fidelity. 

 

Option 2 

Bless, O Lord, these rings,  
which we bless + in your name,  
so that those who wear them  
may remain entirely faithful to each other,  
abide in peace and in your will,  
and live always in mutual charity. 
Through Christ our Lord. 

Option 3 

Bless + and sanctify your servants  
in their love, O Lord,  
and let these rings, a sign of their faithfulness,  
remind them of their love for one another. 
Through Christ our Lord. 

 

The rings may be sprinkled with Holy Water. 

Giving: As you place the ring on the finger of the spouse, you can say (either memorized or with the minister assisting 

you): 

N., receive this ring 
as a sign of my love and fidelity. 
In the name of the Father, and of the Son, 
and of the Holy Spirit. 

 

A hymn or canticle of praise may now be sung by the whole community. 

Choices: 

 Blessing:   Option 1   Option 2   Option 3 

 Holy Water:   Yes (usual)   No 

 Giving of Rings:   Memorized   Assisted by Minister    Read   Omit 

 Hymn:    Yes:           

  Omit 
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The Universal Prayer (Prayer of the Faithful) 

The marriage rite provides examples of intercessions. These may be used as they are or adapted; or you may choose to 

help write your own set. Are there particular persons or needs that you want us to keep in prayer on this special day? 

Here are the examples: 

Example 1: 

Dear brothers and sisters,  

as we call to mind the special gift of grace and charity  

by which God has been pleased to crown and consecrate  

the love of our sister N. and our brother N.,  

let us commend them to the Lord. 

 

That these faithful Christians, N. and N.,  

newly joined in Holy Matrimony,  

may always enjoy health and well-being,  

let us pray to the Lord. 

R. Lord, we ask you, hear our prayer.  

     Or another appropriate response of the people. 

 

That he will bless their covenant  

as he chose to sanctify marriage at Cana in Galilee,  

let us pray to the Lord. R. 

 

That they be granted perfect and fruitful love,  

peace and strength,  

and that they bear faithful witness to the name of Christian,  

let us pray to the Lord. R. 

 

That the Christian people  

may grow in virtue day by day  

and that all who are burdened by any need  

may receive the help of grace from above,  

let us pray to the Lord. R. 

 

That the grace of the Sacrament  

will be renewed by the Holy Spirit  

in all married persons here present,  

let us pray to the Lord. R. 

 

Graciously pour out upon this husband and wife, O Lord,  

the Spirit of your love,  

to make them one heart and one soul,  

so that nothing whatever may divide those you have joined  

and no harm come to those you have filled  

       with your blessing.  

Through Christ our Lord. 

R. Amen. 

Example 2: 

Dear brothers and sisters,  

let us accompany this new family with our prayers,  

that the mutual love of this couple may grow daily  

and that God in his kindness  

will sustain all families throughout the world. 

 

For this bride and groom,  

and for their well-being as a family,  

let us pray to the Lord. 

R. Lord, we ask you, hear our prayer.  

     Or another appropriate response of the people. 

 

For their relatives and friends,  

and for all who have assisted this couple,  

let us pray to the Lord. R. 

 

For young people preparing to enter Marriage,  

and for all whom the Lord is calling to another state in life,  

let us pray to the Lord. R. 

 

For all families throughout the world  

and for lasting peace among all people,  

let us pray to the Lord. R. 

 

For all members of our families  

who have passed from this world,  

and for all the departed,  

let us pray to the Lord. R. 

 

For the Church, the holy people of God,  

and for unity among all Christians,  

let us pray to the Lord. R. 

 

Lord Jesus, who are present in our midst,  

as N. and N. seal their union  

accept our prayer  

and fill us with your Spirit.  

Who live and reign for ever and ever. 

R. Amen. 
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Choices: 

   Example 1  

  Example 2  

  Other (combine petitions from above or compose own) 

Comments / Ideas for your own intercession: 
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THE LITURGY OF THE EUCHARIST 

Mass Parts (Acclamations / Responses) and Processions 

The parts of the Mass that are usually sung are: the Holy, Holy (Sanctus), the Memorial Acclamation (Mystery of Faith), 
the Great Amen, and the Lamb of God (Agnus Dei).  

In addition, there is usually a hymn or psalm that accompanies the preparation of the gifts and altar as well as the 
communion procession. 

The minister helping prepare the liturgy with you, or the music minister, can help with these decisions (see pages 27-28 
below). The focus here is on the various prayers that you can choose from 

Prayer over the Offerings 

This prayer is said over the bread and wine as they are being prepared. What are the prayers asking for? Which need 
resonates most deeply with your own? 

Option A Comments 

Receive, we pray, O Lord,  
the offering made on the occasion  
of this sealing of the sacred bond of Marriage,  
and, just as your goodness is its origin,  
may your providence guide its course. 
Through Christ our Lord. 

 

Option B 

Receive in your kindness, Lord,  
the offerings we bring in gladness before you,  
and in your fatherly love  
watch over those you have joined  
       in a sacramental covenant. 
Through Christ our Lord. 

Option C 

Show favor to our supplications, O Lord,  
and receive with a kindly countenance  
the oblations we offer for these your servants,  
joined now in a holy covenant,  
that through these mysteries  
they may be strengthened  
in love for one another and for you. 
Through Christ our Lord. 

 

Choice: 

   A   B   C  
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Preface 

The Preface, or first part of the Eucharistic Prayer, names the particular reasons for our gratitude (the word “Eucharist” 
means “thanksgiving”) on this occasion. For what (or whom) are you most grateful? Which Preface best gives voice to 
your gratitude? Look at the images (and biblical references) used in the Prefaces. Which ones echo the readings you 
have chosen? Which ones are most evocative for you? 

A: The Dignity of the Marriage Covenant Comments 

It is truly right and just, our duty and our salvation,  
always and everywhere to give you thanks, 
Lord, holy Father, almighty and eternal God.  
 
For you have forged the covenant of Marriage  
as a sweet yoke of harmony  
and an unbreakable bond of peace,  
so that the chaste and fruitful love of holy Matrimony  
may serve to increase the children you adopt as your own.  
 
By your providence and grace, O Lord,  
you accomplish the wonder of this twofold design:  
that, while the birth of children brings beauty to the world,  
their rebirth in Baptism gives increase to the Church,  
through Christ our Lord. 
 
Through him, with the Angels and all the Saints,  
we sing the hymn of your praise,  
as without end we acclaim:  

 

B: The Great Sacrament of Matrimony 

It is truly right and just, our duty and our salvation,  
always and everywhere to give you thanks, 
Lord, holy Father, almighty and eternal God,  
through Christ our Lord.  
 
For in him you have made a new covenant  
       with your people, 
so that, as you have redeemed man and woman  
by the mystery of Christ’s Death and Resurrection,  
so in Christ you might make them partakers  
       of divine nature  
and joint heirs with him of heavenly glory. 
 
In the union of husband and wife  
you give a sign of Christ’s loving gift of grace, s 
o that the Sacrament we celebrate  
might draw us back more deeply  
into the wondrous design of your love. 
 
And so, with the Angels and all the Saints,  
we praise you, and without end we acclaim:  
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C: Matrimony as a Sign of Divine Love Comments: 

It is truly right and just, our duty and our salvation,  
always and everywhere to give you thanks, 
Lord, holy Father, almighty and eternal God. 
 
For you willed that the human race,  
created by the gift of your goodness,  
should be raised to such high dignity  
that in the union of husband and wife  
you might bestow a true image of your love. 
 
For those you created out of charity  
you call to the law of charity without ceasing  
and grant them a share in your eternal charity.  
 
And so, the Sacrament of holy Matrimony,  
as the abiding sign of your own love,  
consecrates the love of man and woman,  
through Christ our Lord. 
 
Through him, with the Angels and all the Saints,  
we sing the hymn of your praise, as without end we acclaim:  

 

 

Choice: 

   A   B   C  
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Nuptial Blessing 

The nuptial blessing “interrupts” the usual flow after the Eucharistic Prayer. Immediately after the Lord’s Prayer, the 
usual prayers that follow are omitted and the special nuptial blessing is prayed over the couple. Again, as you look at 
these prayers, what images grab your attention? What do these blessings say about marriage in general, and about your 
hopes and dreams for your marriage? What blessing do you seek from God – as individuals and as a couple?  

After the minister’s introduction, there is a pause for silence as your family and friends pray for you. What does that 
mean to you to have their prayers and support? What is your prayer during this time of silence? 

Note that as part of this blessing the Holy Spirit is being invoked on you – just as the Spirit is invoked on the gifts of 
bread and wine at Eucharist, on those to be baptized or confirmed, and on those being ordained for ministry in the 
Church. 

Note, too, that such an invocation brings with it a mission. How is your mission as a married person and couple spoken 
of in these prayers? How do you see your mission in the Church and in the world? 

The prayer ends with a reminder that what we do her has eternal consequences; that the joy and hope and love that we 
celebrate now is but a foreshadowing of what awaits us in God’s Reign. 

Introduction: 

A B 

Dear brothers and sisters,  
let us humbly pray to the Lord  
that on these his servants, now married in Christ,  
he may mercifully pour out  
the blessing of his grace  
and make of one heart in love  
(by the Sacrament of Christ’s Body and Blood)  
those he has joined by a holy covenant. 
 

Let us pray to the Lord for this bride and groom,  
who come to the altar as they begin their married life,  
that (partaking of the Body and Blood of Christ)  
they may always be bound together by love for one another. 
 

C (within Mass) C (without Mass) 

Let us humbly invoke by our prayers,  
       dear brothers and sisters,  
God’s blessing upon this bride and groom,  
that in his kindness he may favor with his help  
those on whom he has bestowed the Sacrament  
       of Matrimony. 

Now let us humbly invoke God's  blessing  
upon this bride and groom,  
that in his kindness he may favor with his help  
those on whom he has bestowed  
       the Sacrament of Matrimony 

 

Comments: 
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Prayer of Blessing 

A3 Comments: 

O God, who by your mighty power  
created all things out of nothing,  
and, when you had set in place  
the beginnings of the universe,  
formed man and woman in your own image,  
making the woman an inseparable helpmate to the man, that 
they might no longer be two, but one flesh,  
and taught that what you were pleased to make one must 
never be divided; 
 
O God, who consecrated the bond of Marriage  
by so great a mystery  
that in the wedding covenant you foreshadowed 
the Sacrament of Christ and his Church; 
 
O God, by whom woman is joined to man  
and the companionship they had in the beginning  
is endowed with the one blessing  
not forfeited by original sin  
nor washed away by the flood.  
 
Look now with favor on these your servants,  
joined together in Marriage,  
who ask to be strengthened by your blessing. 
Send down on them the grace of the Holy Spirit  
and pour your love into their hearts,  
that they may remain faithful in the Marriage covenant.  
 
May the grace of love and peace  
abide in your daughter N.,  
and let her always follow the example of those holy women 
whose praises are sung in the Scriptures.  
 
May her husband entrust his heart to her,  
so that, acknowledging her as his equal  
and his joint heir to the life of grace,  
he may show her due honor  
and cherish her always  
with the love that Christ has for his Church.  
 
And now, Lord, we implore you:  
may these your servants  
hold fast to the faith and keep your commandments; 
made one in the flesh,  
may they be blameless in all they do;  

 

                                                 
3 Collect (B2) may not be used when Nuptial Blessing (A) is used because it duplicates the content. 



§IV-401: Becoming One: A Resource for Couples Preparing their Wedding Liturgy 

26 

and with the strength that comes from the Gospel,  
may they bear true witness to Christ before all;  
(may they be blessed with children,  
and prove themselves virtuous parents,  
who live to see their children’s children). 
 
And grant that,  
reaching at last together the fullness of years  
for which they hope,  
they may come to the life of the blessed  
in the Kingdom of Heaven. 
Through Christ our Lord. 

B 

Holy Father,  
who formed man in your own image,  
male and female you created them, 
so that as husband and wife, united in body and heart,  
they might fulfill their calling in the world; 
 
O God, who, to reveal the great design you formed  
       in your love, 
willed that the love of spouses for each other  
should foreshadow the covenant you graciously made  
       with your people,  
so that, by fulfillment of the sacramental sign,  
the mystical marriage of Christ with his Church  
might become manifest  
in the union of husband and wife among your faithful; 
 
Graciously stretch out your right hand  
over these your servants (N. and N.), we pray,  
and pour into their hearts the power of the Holy Spirit.  
 
Grant, O Lord, 
that, as they enter upon this sacramental union,  
they may share with one another the gifts of your love  
and, by being for each other a sign of your presence,  
become one heart and one mind.  
 
May they also sustain, O Lord, by their deeds  
the home they are forming  
(and prepare their children  
to become members of your heavenly household  
by raising them in the way of the Gospel). 
 
Graciously crown with your blessings your daughter N.,  
so that, by being a good wife (and mother),  
she may bring warmth to her home with a love that is pure  
and adorn it with welcoming graciousness.  
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Bestow a heavenly blessing also, O Lord,  
on N., your servant,  
that he may be a worthy, good and  
faithful husband (and a provident father).  
 
Grant, holy Father,  
that, desiring to approach your table  
as a couple joined in Marriage in your presence,  
they may one day have the joy  
of taking part in your great banquet in heaven. 
Through Christ our Lord. 

C 

Holy Father, maker of the whole world,  
who created man and woman in your own image  
and willed that their union be crowned with your blessing,  
we humbly beseech you for these your servants,  
who are joined today in the Sacrament of Matrimony. 
 
May your abundant blessing, Lord,  
come down upon this bride, N.,  
and upon N., her companion for life,  
and may the power of your Holy Spirit  
set their hearts aflame from on high,  
so that, living out together the gift of Matrimony,  
they may (adorn their family with children 
and) enrich the Church.  
 
In happiness may they praise you, O Lord,  
in sorrow may they seek you out;  
may they have the joy of your presence  
to assist them in their toil,  
and know that you are near  
to comfort them in their need;  
let them pray to you in the holy assembly  
and bear witness to you in the world, 
and after a happy old age,  
together with the circle of friends that surrounds them,  
may they come to the Kingdom of Heaven. 
Through Christ our Lord. 

 

Choice: 

 Introduction:   A   B   C  

 Prayer:    A   B   C  
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Prayer after Communion 

The Prayer after Communion asks for a particular grace of the Sacrament just received. What is it that you need, what is 
it that you hope for, not just as individuals anymore – but as a married couple? 

A Comments 

By the power of this sacrifice, O Lord,  
accompany with your loving favor  
what in your providence you have instituted,  
so as to make of one heart in love  
those you have already joined in this holy union  
(and replenished with the one Bread and the one Chalice). 
Through Christ our Lord. 

 

B 

Having been made partakers at your table,  
we pray, O Lord,  
that those who are united by the Sacrament of Marriage 
may always hold fast to you  
and proclaim your name to the world. 
Through Christ our Lord. 

C 

Grant, we pray, almighty God,  
that the power of the Sacrament we have received  
may find growth in these your servants  
and that the effects of the sacrifice we have offered  
may be felt by us all. 
Through Christ our Lord. 

 

Choice: 

   A   B   C  
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THE CONCLUDING RITES 

Final Blessing 

A Solemn Blessing precedes the dismissal. The procession out of the church is accompanied by music. As in other 
liturgies, congregational singing would be most appropriate. 

A Comments: 

May God the eternal Father 
 keep you of one heart in love for one another,  
that the peace of Christ may dwell in you  
and abide always in your home. 
R. Amen. 
 
May you be blessed in your children,  
have solace in your friends  
and enjoy true peace with everyone. 
R. Amen. 
 
May you be witnesses in the world to God’s charity,  
so that the afflicted and needy who have known  
       your kindness  
may one day receive you thankfully  
into the eternal dwelling of God. 
R. Amen. 
 
And may almighty God bless all of you,  
       who are gathered here,  
the Father, and the Son, + and the Holy Spirit. 
R. Amen. 
 

 

B 

May God the all-powerful Father grant you his joy  
and bless you in your children. 
R. Amen. 
 
May the Only Begotten Son of God  
stand by you with compassion in good times and in bad. 
R. Amen. 
 
May the Holy Spirit of God  
always pour forth his love into your hearts. 
R. Amen. 
 
And may almighty God bless all of you,  
       who are gathered here,  
the Father, and the Son, + and the Holy Spirit. 
R. Amen. 
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C Comments: 

May the Lord Jesus,  
who graced the marriage at Cana by his presence,  
bless you and your loved ones. 
R. Amen. 
 
May he, who loved the Church to the end,  
unceasingly pour his love into your hearts. 
R. Amen. 
 
May the Lord grant  
that, bearing witness to faith in his Resurrection,  
you may await with joy the blessed hope to come. 
R. Amen. 
 
And may almighty God bless all of you,  
       who are gathered here,  
the Father, and the Son, + and the Holy Spirit. 
R. Amen. 
 

 

 

Choice: 

   A   B   C 

  Simple Blessing (must be used if the marriage is celebrated without Mass and Communion is not 

distributed) 

Comments: 
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OTHER OPTIONS: 

The Blessing and Giving of the Arras & the Blessing and Placing of the Lazo or Veil 

There are two customs from the Hispanic community that have been approved for use in weddings in the United States: 
the giving of the arras (or coins) and the placing of the lazo or veil: 

The Blessing and Giving of the Arras 
(takes place after the blessing & giving of rings) 

The Blessing and Placing of the Lazo or the Veil 
(takes place before the Nuptial Blessing) 

The minister says: 
Bless, + O Lord, these arras  
that N. and N. will give to each other  
and pour over them the abundance of your good gifts. 
 
The husband takes the arras and hands them over to his 
wife, saying: 
N., receive these arras as a pledge of God’s blessing  
and a sign of the good gifts we will share. 
 
The wife takes the arras and hands them over to the 
husband, saying: 
N., receive these arras as a pledge of God’s blessing  
and a sign of the good gifts we will share. 
 

The spouses remain kneeling in their place. If the lazo has 
not been placed earlier, and it is now convenient to do so, 
it may be placed at this time, or else, a veil is placed over 
the head of the wife and the shoulders of the husband, 
thus symbolizing the bond that unites them.  
 
The minister says: 
Bless, + O Lord, this lazo (or: this veil),  
a symbol of the indissoluble union  
that N. and N. have established from this day forward 
before you and with your help.  
 
The lazo (or the veil) is held by two family members or 
friends and is placed over the shoulders of the newly 
married couple. 

 

Choice(s): 

  The Blessing and Giving of the Arras  

  The Blessing and Placing of the Lazo or the Veil 

  Omit 

Comments: 
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MUSICAL SELECTIONS: The Processions 

The Entrance Procession 

The purpose of music here is to accompany the procession, help unify the community that has gathered to pray for you, 

and express what it is that we are coming together to celebrate. 

Music: 

 Hymn to accompany procession:           

or 

 Instrumental for procession:            

 Plus 

     Hymn after all are in place:            

Comments: 

 

 

 

 

 

The Preparation of the Gifts and Altar 

Music here helps us to enter into the action of the Eucharist: the offering of ourselves through and with Christ to the 
Heavenly Father. A hymn sung by all the people is appropriate; one may choose to use a hymn or psalm in which the 
verses are sung by the cantor or choir and the refrain sung by everyone. Alternatively, instrumental music may be used. 

Choices: 

 Hymn(s):          

 Instrumental:         

Comments: 
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The Communion Procession 

During communion, a hymn (or hymns) may be sung by the people. Alternatively, the choir or cantor may sing or there 
may be instrumental music. It is recommended that this music express joy, wonder, unity, gratitude, and praise, and/or 
reflect the liturgical action (eating and drinking the Body and Blood of Christ, journeying together, becoming one). 

Choices: 

 Hymn(s):          

 Solo or Choir:         

 Instrumental:         

Comments: 

 

 

 

Usually, there is silence after communion. Alternatively, a hymn of praise and thanksgiving may be sung by everyone.  

Choices: 

 Silence 

 Hymn:        

Comments: 

 

 

Recessional 

The recessional accompanies the couple, rest of the wedding part, and ministers as they leave the sanctuary and exit the 

church. A hymn (for example, expressing joy or the theme of mission) or instrumental music may be chosen. 

Choices: 

 Hymn:          

or 

 Instrumental:         

Comments: 
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PARTICULAR TEXTS: Marriage between a Catholic and a Catechumen or a Non-Christian 
 
While most of the texts used in this marriage rite are the same as those above, some are unique to this situation. 
Therefore, we have listed them here for you. 
 
The Rite of Reception 
 

Greeting Comments 

N. and N., the Church shares your joy 
and warmly welcomes you, 
together with your families and friends, 
as today you establish between yourselves 
a partnership of the whole of life. 
For believers God is the source of love and fidelity, 
because God is love. 
So let us listen attentively to his word, 
and let us humbly pray to him, 
that he may grant you your hearts’ desire 
and fulfill every one of your prayers. 

 

 
Choice: 

   Own Words 

   Given Text 

The Celebration of Marriage: Introduction 

Introduction Comments 

Dearly beloved, 
you have come together here 
before a minister of the Church 
and in the presence of the community 
so that your intention to enter into Marriage 
may be strengthened by the Lord with a sacred seal, 
and your love be enriched with his blessing, 
so that you may have strength 
to be faithful to each other for ever 
and to assume all the responsibilities of married life. 
And so, in the presence of the Church, 
I ask you to state your intentions. 

 

 
Choice: 

   Own Words 

   Given Text 
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The Celebration of Marriage: Blessing 

Nuptial Blessing Comments 

Now let us humbly invoke God's blessing 
upon this bride and groom, 
that in his kindness he may favor with his help 
those on whom he has bestowed the bond of Marriage. 
 
Holy Father, maker of the whole world, 
who created man and woman in your own image 
and willed that their union be crowned  
       with your blessing, 
we humbly beseech you for these your servants, 
who are joined today in the Marriage covenant. 
 
May your abundant blessing, Lord, 
come down upon this bride, N., 
and upon N., her companion for life, 
and may the power of your Holy Spirit 
set their hearts aflame from on high, 
so that, living out together the gift of Matrimony, 
they may be known for the integrity of their conduct 
(and be recognized as virtuous parents). 
 
In happiness may they praise you, O Lord, 
in sorrow may they seek you out; 
may they have the joy of your presence 
to assist them in their toil, 
and know that you are near 
to comfort them in their need; 
and after a happy old age, 
together with the circle of friends that surrounds them, 
may they come to the Kingdom of Heaven. 
Through Christ our Lord. 
R. Amen. 

 

Alternative Prayer 

Be attentive to our prayers, O Lord, 
and in your kindness uphold 
what you have established for the increase  
       of the human race, 
so that the union you have created 
may be kept safe by your assistance. 
Through Christ our Lord. 
R. Amen. 

 

Choice: 

   Nuptial Blessing 

   Alternative Prayer 
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Liturgy Preparation Forms for the Celebration of Matrimony 
 

General Information 
 

Wedding Rehearsal Date:      Time:       
 
Wedding Date:       Time:       
 
Presiding Minister:             
 
Bride:        Groom:       
 
E-Mail:       E-Mail:       
 
Work Phone:      Work Phone:      
 
Cell Phone:      Cell Phone:      
 
Home Phone:      Home Phone:      
 
Fax:       Fax:       
 
Address:      Address:      
 
              
 
City/State/Zip:      City/State/Zip:      
 
              
 
Ministers:  Number of attendants in procession:       
 
Music Ministers: Cantor(s):           
  
   Organist/Pianist:          
 
   Other Instrumentalist(s):         
 
Reader(s):             
 
Altar Servers:              
 
Gift-Bearers (if Mass):            
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Wedding within Mass 
 

MASS BEING CELEBRATED:   Ritual Mass   Mass of the Day:      
 
Prelude/other music before procession:          
 
THE INTRODUCTORY RITE 
 
Rite of Welcoming & Procession 

 Form One:  

 Bride and Groom Together  

 Bride and Groom Accompanied by Parents 

 Bride and Groom Individually 

 Other (describe below) 

 Form Two (describe below) 
 
Comments / Description: 
 
 
Hymn (Procession):           
or 
Instrumental (Procession) + Hymn:         
 

Greeting:    Option 1 (#52)  Option 2 (#53)  Own words 
 

 The Act of Penitence is omitted at the Ritual Mass, otherwise: 

 Act of Penitence:  (A) Confiteor + Kyrie  (B) + Kyrie  (C) Kyrie w. Tropes (specify #:       ) 

 Sprinkling Rite (Hymn to accompany:                         ) 
 

Gloria (required at Ritual Mass):   Sung   Recited  Omitted  
 

Collect (if Ritual Mass, from RM3; otherwise,  Collect of the Day) 

  A1 (#192)  A2 (#189)  B1 (#190)  B2 (#188)   C1 (#191)  C2 (#193)  
Collect B2 (#188) may not be used when Nuptial Blessing A (#74) is used; it duplicates the content. 

 
LITURGY OF THE WORD (Please give citation and lectionary # or # from Order of Celebrating Matrimony)   
 
First Reading:          
 

Psalm:            check here if sung 
 

Second Reading:          omit 
 

Alleluia:           omit if not sung 
 
Gospel:           
 
Homily (preacher, if not presider:                ) 
 



§IV-401: Becoming One: A Resource for Couples Preparing their Wedding Liturgy 

38 

THE CELEBRATION OF MATRIMONY 
 

Introduction:  From the Rite (#59)  Own words 
 
The Questions before the Consent (#60) 
 
The Consent:  

 Option 1: Roman form  

 Active-memorized  Active-cue  Active-read 

 Passive (“I do”) 
 

 Option 2: U.S. form 

 Active-memorized  Active-cue  Active-read 

 Passive (“I do”) 
 

The Reception of the Consent (#64):  Option 1  Option 2 
 

Acclamation (#54):  “Thanks be to God”   Other:      
 

Bless Rings:  Option 1 (#66)      Option 2 (#194)  Option 3 (#195) 
  

 Sprinkle with Holy Water:  Yes   No 
 

Giving of the Rings:  memorized   cue  read  omit 
 

(Optional:  Blessing and Giving of Arras [#67B]) 
 

Song or Hymn of Praise:         Omit 
 
Universal Prayer (Prayer of the Faithful) 
 

Creed (if called for by the rubrics; otherwise  Omit) 
 
 
LITURGY OF THE EUCHARIST 
 
Mass setting:          
 
Hymn to accompany gifts:         
 
Prayer over the Offerings 

 If Ritual Mass (from RM):   A (#196)  B (#197)  C (#198) 

 If Mass of the Day:    Proper (specify:    ) 
 
Preface 

 If Ritual Mass (from RM):   A (#199)  B (#200)  C (#201)  

If Mass of the Day:    Proper (specify:    )  
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Sanctus:    sung (preferred))    spoken 
 

Eucharistic Prayer (note inserts):  I    II   III  
 

Mystery of Faith   sung (preferred)    spoken 
      We proclaim your death…   When we eat…   Save us, Savior… 

 

Great Amen    sung (preferred)    spoken 
 

Lord’s Prayer:   sung (setting:    )   spoken 
(the embolism and doxology are omitted) 

 

(Optional:  Blessing and Placing of the Lazo or the Veil [#71B]) 
 
NUPTIAL BLESSING 

Introduction:   A (#73)   B (#206)   C (#208) 

Prayer:    A (#74)   B (#207)   C (#209) 
Collect B2 (#188) may not be used when Nuptial Blessing A (#74) is used; it duplicates the content. 

 
FRACTION AND COMMUNION 

 Check here if only one member of the couple will be receiving Communion. Adjust prayer texts accordingly. 
 

Agnus Dei:    sung (preferred)     spoken 
 

Hymn to accompany Communion:        Omit 
 

Prayer After Communion:    A (#210)   B (#211)   C (#212) 
 
 
CONCLUDING RITES 
 

Blessing:   A (#77/213)    B (#214)    C (#215) 
 
Dismissal    Go forth, the Mass is ended.   Go and announce the Gospel of the Lord.  
     Go in peace, glorifying the Lord by your life.  Go in peace.  
 

 Recessional Hymn:          Omit 
 
ADDITIONAL NOTES: 
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Wedding without Mass 
 
Prelude/other music before procession:          
 
THE INTRODUCTORY RITE 
 
Rite of Welcoming & Procession 

 Form One:  

 Bride and Groom Together  

 Bride and Groom Accompanied by Parents 

 Bride and Groom Individually 

 Other (describe below) 

 Form Two (describe below) 
 
Comments / Description: 
 
 
 
 
 
 
Hymn (Procession):           
or 
Instrumental (Procession) + Hymn:         
 

Greeting:    Option 1 (#87)  Option 2 (#88)  Own words 
 

Collect (if Ritual Mass, from RM3; otherwise,  Collect of the Day) 

  A1 (#192)  A2 (#189)  B1 (#89, 190)  B2 (#188)   C1 (#191)  C2 (#193)  
Collect B2 (#188) may not be used when Nuptial Blessing A (#105) is used; it duplicates the content. 

 
LITURGY OF THE WORD (Please give citation and lectionary # or # from Order of Celebrating Matrimony)   
 
First Reading:         
 

Psalm:            check here if sung 
 

Second Reading:          omit 
 

Alleluia:           omit if not sung 
 
Gospel:           
 
Homily (preacher, if not presider:                ) 
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THE CELEBRATION OF MATRIMONY 
 

Introduction:  From the Rite (#93)  Own words 
 
The Questions before the Consent (#94) 
 
The Consent:  

 Option 1: Roman form  

 Active-memorized  Active-cue  Active-read 

 Passive (“I do”) 
 

 Option 2: U.S. form 

 Active-memorized  Active-cue  Active-read 

 Passive (“I do”) 
 

The Reception of the Consent (#98):  Option 1  Option 2 
 

Acclamation (#99):  “Thanks be to God”   Other:      
 

Bless Rings:  Option 1 (#100)      Option 2 (#194)  Option 3 (#195) 
  

 Sprinkle with Holy Water:  Yes   No 
 

Giving of the Rings:  memorized   cue  read  omit 
 

(Optional:  Blessing and Giving of Arras [#101B]) 
 

Song or Hymn of Praise:         Omit 
 
If Communion is not Distributed: 
 
Universal Prayer (Prayer of the Faithful) 
 

 Closed with Lord’s Prayer:  sung (setting:    )   spoken 
 

(Optional:  Blessing and Placing of the Lazo or the Veil [#71B]) 
 
NUPTIAL BLESSING 

Introduction:   A (#73)   B (#206)   C (#104) 

Prayer:    A (#105)   B (#207)   C (#209) 
Collect B2 (#188) may not be used when Nuptial Blessing A (#105) is used; it duplicates the content. 

 
CONCLUDING RITES 
 
Blessing: Simple Form 
 

 Recessional Hymn:          Omit 
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If Communion is Distributed: 
 
Universal Prayer (Prayer of the Faithful) 
 

(Optional:  Blessing and Placing of the Lazo or the Veil [#71B]) 
 
NUPTIAL BLESSING 

Introduction:   A (#73)   B (#206)   C (#104) 

Prayer:    A (#105)   B (#207)   C (#209) 
Collect B2 (#188) may not be used when Nuptial Blessing A (#105) is used; it duplicates the content. 

 
Rite for Distribution of Holy Communion 
 
 Placement of the reserved Sacrament on the altar 

 

 Lord’s Prayer:  sung (setting:    )   spoken 
 

Sign of Peace 

 

Invitation to Communion/response of the assembly 

 

Distribution of Holy Communion 

 

 Hymn:       

 

Period of Sacred Silence (or psalm or canticle of praise sung by all the assembly:     ) 

 

Prayer (#115) 

 
CONCLUDING RITES 
 

Blessing:   A (#213)    B (#214)    C (#215)   Simple Form 
 

 Recessional Hymn:          Omit 
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Wedding Between a Catholic and a Catechumen / Non-Christian 
 
Prelude/other music before procession:          
 

THE RITE OF RECEPTION (check here if omitted:  ) 
 

Procession (Hymn or Instrumental):         Omit 
 
Comments / Description: 
 
 
 
 
 

Greeting:   Given text (#120)  Own words  
 
 
LITURGY OF THE WORD (Please give citation and lectionary # or # from Rite of Marriage)   
 
First Reading:         
 

Psalm:            check here if sung 
 

Second Reading:          omit 
 

Alleluia:           omit if not sung 
 
Gospel:           
 
Homily (preacher, if not presider:                ) 
 
RITE OF MARRIAGE 
 

Introduction:  Given text (#124)  Own words 
 
The Questions before the Consent 
 
Consent:  

 Option 1: Roman form  

 Active-memorized  Active-cue  Active-read 

 Passive (“I do”) 
 

 Option 2: U.S. form 

 Active-memorized  Active-cue  Active-read 

 Passive (“I do”) 
 

Reception (#129):  Option 1  Option 2 
 

Acclamation:   “Thanks be to God”   Other:      
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Bless Rings:  Option 1 (#131)      Option 2 (#194)  Option 3 (#195) 
  

 Sprinkle with Holy Water:  Yes   No 
 

Giving of the Rings:  memorized   cue  read  omit 
 

(Optional:  Blessing and Giving of Arras [#133]) 
 

Song or Hymn of Praise:         Omit 
 
Universal Prayer (Prayer of the Faithful)  
 
Introduction (#136) 
 
Lord’s Prayer  
 

(Optional:  Blessing and Placing of the Lazo or the Veil) 
 
BLESSING 

  Nuptial Blessing (#139) 

  Alternative Prayer (#140) 
 
CONCLUDING RITES 
 
Blessing: Simple Form 
 

 Recessional Hymn:          Omit 
 
ADDITIONAL NOTES: 
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§V-3100 RESOURCE: ACCESSIBILITY SURVEY 

 
Introduction 

 

In 1978 the U.S. Catholic Bishops declared in their Pastoral Statement on People with Disabilities:  It is essential 

that all forms of the liturgy be completely accessible to people with disabilities....  To exclude members of the 

parish from these celebrations of the life of the Church, even by passive omission, is to deny the reality of that 

community.   

 

As a welcoming Church, called to model the hospitality of Jesus, we are charged with reducing the barriers that 

many parishioners and visitors encounter when they attempt to access our buildings and take part in our worship 

and programs. To that end, we are providing this ―checklist‖ for parishes to use as they evaluate their physical 

plant and prioritize needed repairs and renovations.  

 

This survey is quite extensive and is designed to assist parishes in their long-term planning; not 

everything listed in this document needs to be attended to immediately. Rather, parishes should identify 

their particular needs and priorities. Therefore, parishes may wish to form a committee of various parish 

leaders, experts in building and accessibility issues, and especially members of the parish with disabilities 

to work through this document and make recommendations as how best to fulfill the U.S. Bishops’ call to 

do all in our power to ... reach out to welcome people with disabilities who seek to participate in the ecclesial 

community. 

 

The operative value underlying this document is ―equivalent experience.‖ This principle calls us to help 

ensure—to the degree possible—that those with mobility, sensory, and developmental limitations are able to 

experience the life of the community in as equivalent a fashion as possible. By doing so, we signal that there are 

no ―second class‖ citizens in the Kingdom. 

 

Sources 

 

This document is a compilation of access assessment instruments from the following organization and dioceses: 

 The Archdiocese of Detroit (MI) 

 The Archdiocese of Dubuque (IA) 

 The Archdiocese of Washington, DC 

 The Diocese of Springfield (IL) 

 The National Catholic Partnership on Disability (http://www.ncpd.org/) 

 

A free copy of the ADA Accessibility Standards is available at: http://www.access-board.gov/ada-

aba/index.htm  

 

Not everything in this survey will apply to your parish, but our attempt here is to be as comprehensive as possible.  

As a result, some of the information is quite technical, including architectural recommendations from the 

documents listed above.  

 

As you seek to implement this resource and questions arise, the Diocesan Liturgical and Building Commissions 

are available to assist you. 
 
 
 

http://www.ncpd.org/
http://www.access-board.gov/ada-aba/index.htm
http://www.access-board.gov/ada-aba/index.htm
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§V-3100.1 General Considerations / Inclusion in Parish Life 
 

Are the parish staff, volunteers, and parishioners at large informed about issues of accessibility and welcoming of 

those with disabilities? 

 

Yes No  

  Does the parish have a stated policy that people with disabilities are welcome? 

  If so, does the staff know about this commitment? 

  Have the staff ever been trained in awareness / sensitivity to disability concerns? 

  Have volunteers (such as ministers of hospitality [ushers, greeters]) been trained in how to 

appropriately assist those with disabilities? 

  Do we try to reduce attitudinal barriers by providing disability awareness programs? 

  Does the parish regularly advertise access to its activities and services (for example, in its 

invitations, publicity, information flyers, and bulletin)? 

  Does the parish’s emergency evacuation plan take into account those with disabilities? 

  Is there a manual wheelchair available for use if necessary? 

  Are persons with disabilities consulted on accessibility questions? 

  Are persons with disabilities able to participate in parish social activities, with peer helper when 

needed? 

  In written and oral communication, including preaching, do we use appropriate language that 

acknowledges the person, not the disability? 

  Do we provide transportation (to liturgy as well as to social and formation events) for those with 

disabilities (e.g., lift van, organized network of volunteers, church bus)? 

  Do we provide a tour for newcomers with disabilities so that they would be aware of possible 

challenges / choices available to them? 

  Do we provide for members in group homes or care facilities, and for people who are homebound 

(communion ministers, taped worship service, parish visitors, invitation to participate with support 

[if needed], etc.)?  

 

What ministries to we need to undertake in order to better reach out to the homebound or residing in other 

facilities? 

  

Are people with disabilities actively ministering in the parish? 

 

People with 

impairment of: 

Mobility Vision Hearing Developmental 

Disability 

Other 

Altar Servers      

Catechists      

Committees      

EMHCs      

Greeter/Usher      

Parish Council      

Parish Staff      

RCIA      

Readers      

Service Groups      

Youth Ministry      

Other      
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§V-3100.2 Auditory Access to Worship and Activities 

 

Are the following devices available and in working condition? 

 

Yes No  

  Is there a proper system for sound amplification in place? 

  Are ministers trained for public speaking and the proper use of the sound system? 

  A visual emergency alarm system in the Church and Parish Center 

  A Telephone Device for the Deaf in parish administration center and staff familiar with use 

 

Does our parish use the following? 

 

Yes No  

  Assistive listening devices (Infrared, Audio Loop, FM System) 

  Sign / Oral interpreters 

  If interpreters are not available, does the parish provide real-time captioning? 

  Is there adequate lighting on speakers (so as to accommodate lip-reading) and interpreters, with no 

shadows on either? 

  Written text of verbal presentations (ex: homilies, announcements, catechetical presentations; 

possibly through e-mail ahead of time or if person unable to attend) 

  Captioned audiovisual materials 

 

 

 

 

Any comments regarding auditory access? 

 

 

 

 

 

Which of the above items is something our parish should consider implementing? 
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§V-3100.3 Mobility Access to Church Facilities 
 

Is the accessible parking area convenient, prominently identified, and easily used by people with mobility 

impairments? 

 

Yes No  

  Is the accessible parking area clearly identified? 

  Are there a sufficient number of clearly marked reserved parking spaces for  people with 

disabilities? #   

  Are reserved spaces at least 8’ wide? If not, how wide?   

  Are adjacent access aisles at least 5’ wide? 

  Are these spaces paved, even if the rest of the lot is not? 

  Are they close to an accessible entrance and on an accessible route? 

  Are they on a level surface? 

 

Are walkways easily used by people with mobility impairments? 

 

Yes No  

  Paved, non-slip access pathway to buildings? 

  4-foot wide curb cut to sidewalk; with a slope of no more than 1:12? 

If not, actual width:   slope:    

  Are walkways at least 3’ wide? (ideally 4’)? 

  Are walkways of a continuing common surface, and not interrupted by steps? 

  Is the path between reserved space and accessible entrance free of obstacles? 

If not, describe:  

 

 

Is at least one primary entryway to each facility accessible to people with mobility impairments (parishioners and 

guests who use wheelchairs, canes, crutches, walkers or are unsteady)? 

 

Yes No  

  Are accessible entrances clearly marked as such on both the outside and inside? 

  Doors open easily or automatically 

  If doors are automatic, can they be operated with a closed fist? 

  If doors have a closer, is there a time-delay device? 

  Are door handles no more than 48‖ off the floor? 

  Are door handles operable with a closed fist? 

  Doors are at least 32 inches wide (and ideally 36‖ wide)
1
If no, actual width:     

  Smooth transition between doorway and floor surface (less than ¼‖ or beveled up to ½‖) 

  When closed, are doors that are in a series separated by at least 4’ plus the width of any door 

swinging onto the space? If not, actual distance:     

  Do inaccessible entrances have signs indicating where the nearest accessible entrance is located? 

                                                 
1
 When specifying door sizes you have to reduce the width by 2-3" from door size to compensate for the door and hinges. This means 

that a 32" door would give you an opening that is 29-30" wide, just barely enough for a wheelchair to pass. Therefore, a 36" doors is 

the minimum size recommended. The other issue is having enough space at the latch side to allow a person approach in a wheelchair 

and open the door. There are many variables in terms of direction of travel and other obstructions, but for a general rule of thumb you 

need 18" more space measured from latch side for pull/in-swing situations and 12" additional space for push/out-swing situations. 
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If the building is multi-story (#  ) or has changes in grade, is use made of any of the following? 

 

Yes No  

  Ramp 

  Lift device 

  Elevator 

 

 For ramps: 

 

Yes No  

  Ramp has hand rails on both sides 

  The rails are 30‖-34‖ above the surface of the ramp 

  The rails extend 1’ beyond the top and bottom of the ramp 

  Ramp has non-slip surface 

  Ramp has a slope of no greater than 1:12
2
 

  Ramp has a width of no less than 36‖ 

  Ramp has at least a 5’ clearance (landing) at the top and bottom. 

If not, actual dimension:    

  Ramp has level platforms at 30’ intervals and whenever they turn (for rest and safety) 

 

 For wheelchair lifts: 

  

Yes No  

  Lift device has a platform that measures at least 42‖ x 48‖ 

If not, actual dimensions:    

  Are directions posted for operating the device? 

  Lift device can be operated by persons with disabilities without assistance 

  Is the lift device secured to prevent accidents or misuse? 

 

 For elevators: 

  

Yes No  

  Does the door have a clear opening at least 36" wide? If no, actual width:     

  Are the call buttons 42" from floor? 

  Are all of the controls 48" or less from floor? If no, actual height:     

  Are the buttons labeled with raised or braille letters beside them? 

  Is the cab at least 68" x 51"? If no, actual dimension:      

  Is there a handrail provided on at least one side, 32‖ from the floor?     

  When the elevator stops, is it self-leveling (1/2‖ maximum)? 

  Is the door slow closing, with a sensing device? 

  Is there an audible signal at each floor? 

 

                                                 
2
 Most codes will allow you to use a 1/20 slope without any railing being installed. This means for 20 feet in length the floor will go 

up or down exactly 1 foot. A 1/24 slope is preferred unless there is a very tight situation. Width is very subjective. The minimum 

widths of 3 feet may feel too narrow for people depending upon how it is organized. There are also egress width requirements that 

dictate required widths. The minimum aisle width is 3'-8" for example. 
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Are stairs accessible and safe to use? 

 

Yes No  

  Do steps/stairs have continuous hand rails on both sides?  

If not, at least on one side?    

  Do stairs have a non-slip surface? 

  Is there textural or color changes at the top and bottom of steps to alert persons who are visually 

impaired? 

  Are steps well-lit? 

 

Are floors and corridors accessible and safe to use? 

 

Yes No  

  Do floors have a non-slip surface? 

  Are corridors in each floor at a common level or connected by a ramp? 

  Where carpeting is used, is it a tight weave and low pile, preferably free of padding? 

  Are corridors free of jutting signs, light fixtures, coat hooks, and loose clutter that can trip or injure 

a person? 

  Are corridors well-lit? 

  Is there a 5’ circle or a T-shaped space for a person using a wheelchair to reverse directions? 

 

In regards to seating in the nave: 

 

Yes No  

  Are there at least one or two pews 32" apart for use by people who use crutches or walkers? 

  Have several pews been shortened (preferably in various locations) enabling people in wheelchairs 

to sit with family/friends? 

  Are there padded seats for some pews, or seat pads to distribute? 

  Is there seating available for those who are unable to use the standard pews or chairs in the nave 

(for example, those who might be too large to sit comfortably in a standard chair or someone who 

has had a stroke and cannot negotiate sitting in a pew)? 

 

Are these areas accessible to people with mobility impairment? 

 

Yes No  

  Sanctuary (that is, is there a clear path to altar and ambo?) 

  Confessionals / Reconciliation Chapel 

  Chapel of Reservation / Tabernacle 

  Choir area 

  Parish Center 

  Parish Administration Building 

  Restrooms (at least one on each floor) 

  Water fountains (at least one on each floor) 

  Telephones 

  Emergency Exits (ex: fire exits, exits to basement or other safe place in the event of a tornado) 
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 In regards to restrooms: 

  

Yes No  

  Do entranceways, doors, and vision screens allow at least 32‖ clearance? 

  Are sinks wall-mounted with rim no higher than 34‖ from floor? 

  Do sinks have faucets operable with a closed fist? (single-lever type handles not requiring hand 

grip are preferred) 

  Are exposed drain pipes and hot water pipes covered or insulated? 

  Are some mirrors and shelves at a height with the bottom no higher than 40‖ above the floor (or 

slanted to allow vision at that level)? 

  Are some towel racks, and other dispensers and disposal units, mounted no higher than 40‖ from 

the floor? 

  Do restrooms for men have wall-mounted urinals with the opening of the basin no more than 17‖ 

from the floor, or have floor-mounted urinals that are level with the main floor? 

  If urinal is in a stall, is the stall at least 36‖ wide? If not, actual width:     

  Is there at least one toilet stall that meets the following criteria: 

 A 48‖ clear depth from door closing to front of commode 

 A door that is 36‖ wide and swings out 

 Grab bars 36‖ long on each side and rear wall, 33‖-36‖ above floor, fastened securely to the 

wall at the ends and center 

 Commode with seat 17‖-19‖ from floor 

 Flush control no more than 44‖ above floor 

 

Any comments regarding mobility access? 

 

 

 

 

 

 

 

Which of the above items is something our parish should consider implementing? 
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§V-3100.4 Visual Access to Worship and Activities 
 

Which of the following does our parish use to make worship and activities accessible to people with visual 

impairment? 

 

Yes No  

  Large print material (Worship aids, Hymnals, Bulletins, Newsletters) 

  Are signs easy to read (large print, contrast, etc.)? 

  Braille material (including signs for rooms, especially restrooms) 

  Audio cassette/CD/mp3 material 

  Audio description 

 

Are the following areas well lighted? 

  

Yes No  

  Parking area 

  Approach and entryways to buildings 

  Body of Church 

  Sanctuary 

  Parish Center / Offices 

 

Are the facilities accessible to persons with visual impairments? 

 

Yes No  

  Are areas free of hazardous over-hangs and protruding objects, or at least all obstacles cane-

detectable (located within 27‖ of the floor and protruding less than 4‖ from the wall)? 

  Are abrupt changes in level clearly marked?
3
 

 

Any comments regarding visual access? 

 

 

 

 

 

 

Which of the above items is something our parish should consider implementing? 

 

 

 

 

 

 

 

                                                 
3
 A change in floor texture/material can be a benefit. The person knows something is different or special for the location. The big issue 

for flooring and the visual impaired is not to have abrupt dimensional changes in floor surfaces. Try to keep the floors as level in 

transition as possible. This can be a problem for example with a change from bare concrete to ceramic tile. This can be a ½" step up 

that can cause tripping. Recessing the tile helps to minimize this situation. 
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§V-3100.5 Other Access Issues / Health Concerns 
 

Has there been a survey or is there a place on the parish registration form to ascertain if any parishioners have 

allergies or chemical sensitivities to such things as the wheat host, incense, paint, perfume, cleaning fluids, etc.? 

 

Yes No  

  Is the parish leadership aware of the proper liturgical provisions for those with sensitivity to gluten 

or alcohol, as specified in diocesan policy? 

  Are provisions made for those with sensitivity to incense (for example, using hypoallergenic 

incense, announcing ahead of time at which liturgies incense will be used)? 

  Have accommodations been made to enable persons with other sensitivities to participate in 

worship? 

 

Any comments regarding other issues? 

 

 

 

 

 

 

 

 

 

Which of the above items is something our parish should consider implementing? 
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APPENDIX 1: Barrier Worksheet (from the Archdiocese of Detroit) 
 

Date:      

 

Make one sheet for each barrier. 

 

Describe barrier: 

 

              

 

              

 

              

 

 

Possible Solutions        Estimated Cost 

 

1. 

 

 

 

 

2. 

 

 

 

 

3. 

 

 

 

 

4. 

 

 

 

 

5. 

 

 

 

 

6. 
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APPENDIX 2: Recommendations for Pew Cuts in Churches  

(From the Diocese of Springfield, IL; modified) 
 

There are no specific guidelines on the removal for accessibility to wheelchairs because distances between pews 

as well as overall seating arrangements vary from church to church. However, the following 

principals/recommendations should be kept in mind: 

 

1. Consult with persons with disabilities in the parish to determine what their preference is regarding the 

location of pew cuts. 

2. Make pew cuts in several different areas of the church, allowing those with disabilities to choose their 

preferred location (e.g., front, center, back rows). 

3. It is not recommended that entire rows be removed for this purpose. Such an approach makes persons in 

wheelchairs conspicuous, creates an obvious segregation from the rest of the community, isolates the 

person from his or her family, and is contrary to the principal of ―equivalent experience.‖ 

4. In order to allow for enough room for a wheelchair, remove 36‖-48‖ from each designated pew. 

5. Depending on the distance between pews, it will often be necessary to remove the ends of two adjacent 

pews in order to allow a person in a wheelchair sufficient room to move and turn freely. 

6. If the floor slants to the front, place pew cuts in the most level areas. 

 

 



October 2004 

Parish Classifications 
 
 
 

A SINGLE PARISH is one that conforms to the general description of a parish in the 
Revised Code of Canon Law.  “A parish is a definite community of the Christian faithful 
established on a suitable basis within a particular church; the pastoral care of the parish 
is entrusted to a pastor as its own shepherd under the authority of the diocesan bishop.” 
(Canon 515) 
 
 
 
A CLUSTER OF PARISHES is a grouping of two or more parish communities served by 
at least one priest, one or more parish life coordinators and possibly other staff.  The 
parishes are separate but work together in some ministries.  Each parish has its own 
parish council, finance committee and other committees.  They coordinate parish 
schedules, sacramental preparation, charity and social concerns, liturgy and planning.  
They may cooperate in running a Catholic school.  Some programs and activities may 
be done separately.  The key element is that there is a conscious effort on the part of 
the parishes to work together. 
 
 
 
CONSOLIDATING PARISHES are two or more parishes working together toward 
greater unity.  It involves a process that may take some time.  The end product of the 
consolidation process is the formation of one new parish corporation out of two or more 
parishes.  For parishes that have consolidated, there is one parish council, one set of 
books, etc., even though two or more church buildings remain. 
 
 
 
ORATORIES are churches that remain open only for funerals and, perhaps, the 
celebration of anniversaries of the parish itself or the feast of the patron saint.  There 
are no regularly schedule Masses at oratories.  The parish corporation continues to 
exist and the property remains in the possession of the corporation.  A neighboring 
priest will be assigned to the board of directors of the parish.  There must also be 
adequate funding to care for the property.  Every five years the board of directors must 
apply to the Bishop of the Diocese of Davenport to have the status of Oratory renewed. 
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§I-1800 POLICIES RELATING TO PARISH COUNCILS AND PARISH FINANCE COUNCILS 
 

Introduction 
 

Following the 1986 Synod V of the Diocese of Davenport and in keeping with the requirements of the revised Code of Canon 
Law, each parish is required to have established a parish (pastoral) council and a parish finance council.  “Parish council” 
is synonymous with “parish pastoral council”. 
 
On December 30, 1986, Most Rev. Gerald O’Keefe, Bishop of Davenport, issued guidelines for parish council constitutions.  
Over time the policies have been revised by subsequent bishops according to the needs and experiences of the local Church.  
This manual for Parish Councils and Parish Finance Councils in the Diocese of Davenport includes the particular law, 
which must be followed according to Canon Law, and suggestions for best practices.   
  
This manual is intended to assist each parish of the Diocese of Davenport in the functioning of an effective parish. 
 
In those parishes with a parish life coordinator, it is the parish life coordinator who normally convenes the parish council 
and the parish finance council.  For details, please see policy §II-5000. 
 
 
§I-1801 Parish Structures and Relationships 

 
§I-1801.1 Corporate Board 
 

I-1801 Policy 
The following entities shall exist in the parish: parish corporate board, parish finance council, parish council and parish 
board of education/faith formation committee.  The same person may hold positions on more than one of the above. In 
fact, interlocking membership is encouraged to ensure communication and planning for the parish community.  
Whenever the parish community plans, all of these groups should participate. Each member has a fiduciary responsibility 
to the parish which includes avoiding any conflict of interest. 

I-1801.1 Policy 
a) The corporate board of each parish consists of the diocesan bishop, the vicar general, the pastor and two lay 

directors appointed by two of the following persons: the diocesan bishop, pastor and vicar general. The 
corporation is formed under civil law and is responsible for the legal requirements and diocesan requirements of 
the parish corporation.   

b) The corporate board will meet annually in the third quarter. 
c) Any action required to be taken at a meeting of directors of the corporation, or any action which may be taken 

at a meeting of the directors, or a committee may be taken by means of conference telephone or similar 
communications equipment through which all persons participating in the meeting can communicate with each 
other, and the participation in a meeting pursuant to this provision shall constitute presence of person at such 
meeting. 

d) A lay director is appointed for a two-year term.  This appointment may be renewed up to three times for up to a 
total of eight consecutive years of service. 

e) Each parish or diocesan institution is to have formal approval of its board of directors for the entering of 
contracts, borrowing of money, purchase or sale of property, encumbrance of property by lease or mortgage, or 
the expenditure of parish funds in excess of $5,000 (cc. 1290, 1291 and Synod V #32) 

f) Each parish is to make arrangements for the regular maintenance and operation of the parish for those times 
when the pastor is absent or the parish is vacant.  This shall generally be the task of the lay directors. (Synod V, 
#31) 
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§I-1801.2 Finance Council 

 
§I-1801.3 Parish Council 

 
§I-1801.4 Board of Education 

 
 

I-1801.2 Policy 
a) Each parish of the Diocese shall have a finance council according to the norms of Canon 537 of the Revised Code 

of Canon Law and the following norms1: 
1. Its membership shall be the pastor and at least two lay persons appointed by him. 
2. Shall be independent of any other parish group, though membership may be co-existent with other groups. 
3. Shall be stable, that is, its membership shall be for at least four years and may be re-appointed once. 

b) The parish finance council members are appointed by the pastor on the basis of their expertise and advise the 
pastor in the administration and accountability of parish finances, budget, parish facilities and long-range 
financial development.  

I-1801.3 Policy 
a) Each parish of the Diocese shall have a parish council, the organization of which shall be in accordance with the 

norms established by the diocesan bishop. (Synod V, #25) 
b) The parish council is selected or elected to advise the pastor in fostering the pastoral work of the Church as it is 

carried out in the parish in all its aspects.  

I-1801.4 Policy  
A board of education is recommended for advising the pastor in formulating policy in the area of total Catholic education.  
In the absence of a Catholic school, this area of ministry may be assumed by a faith formation committee under the 
parish council instead of a board of education. 
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§I-1802 Six Areas of Ministry 

 
Procedures 
These areas overlap.  Concerns such as stewardship, evangelization, strategic planning and communication, for 
example, do not fit neatly in one ministry area but are shared by all ministries and all members of the body. These six 
ministry areas exist at the parish and diocesan levels. Some of the structures at these levels are established by Canon 
Law or local requirements known as particular law established by a synod or at the direction of the Bishop, the Pastor 
of our local Diocesan Church. The principle of subsidiarity, that decisions are to be made at the most appropriate 
level, undergirds all our activities as Church.  
 
In order to maintain viability, the parish must be active in six areas of ministry.  However, the committee structure of 
the parish does not need to parallel the six areas of ministry.  Committees may be structured according to local need.  
Committees may appoint parish members as needed. 
 
Responsibilities for each ministry area: 
 
a) Church Life 

 To welcome all into the faith community with warm hospitality. 
 To promote faithful stewardship among all its members. 
 To reach out and invite the un-churched and those alienated from the Church. 
 To develop, plan and evaluate parish programs that will enable the entire parish to grow into a spiritual home. 
 To analyze the communal needs of the parish community and to identify areas in need of development. 
 To celebrate the diversity of peoples in the communal life of the parish (e.g., ethnic groups, age groups, the 

homebound, people with disabilities). 
 To create opportunities to expand all ministries to more freely involve the diversity of the parish, reaching out 

in a particular way to any marginalized groups. 
 To ensure good communication among all groups in the parish, deanery, and diocese, and to provide effective 

publicity for events. 
 To initiate and support the growth of mutual understanding and common action among different faiths 

(ecumenism). 
 To prepare a budget for the community-building needs of the parish. 
 To encourage ever-increasing levels of participation of all ages in the life of the parish, deanery and diocese. 

 
b) Faith Formation  

 To analyze the needs of the parish community and to identify areas in need of development in this ministry 
area. 

 To set goals and objectives for the development of a strategic plan congruent with total parish planning. 
 To develop, plan and evaluate parish programs, staff and administrators that will enable the entire parish to 

grow in its faith life. 

I-1802 Policy 
Each viable parish addresses six ministry areas as it lives out the fullness of our faith. These ministry areas include: 

a) Church Life  
b) Faith Formation 
c) Family Life 
d) Finance and Administration 
e) Liturgy 
f) Social Action 

 
For complete information on The Diocesan Church: Six Areas of Ministry and its supporting document, Checklist of 
Suggested Activities go to: www.davenportdiocese.org/ministries.  
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 To develop, formulate and promulgate appropriate policies. 
 To incorporate the diversity of peoples into the faith life of the parish (e.g. ethnic groups, age groups, the 

homebound, people with disabilities, the marginalized). 
 To ensure adult education as the axis of faith formation. 
 To ensure good communication and effective use of technologies between and among all groups in the parish, 

deanery and diocese and provide effective publicity for events. 
 To prepare a budget for total Catholic formation and education to meet the needs of the parish in conjunction 

with the Ministry of Finance and Administration. 
 To encourage ever increasing level of participation in the life of the parish, deanery and diocese. 
 To recommend appropriate changes to the educational, catechetical and community space and grounds in 

order to facilitate the use of technology, safety, upkeep, and enhancement of the learning and ministry 
environment. 

 To provide the safe environment program (Virtus and Circle of Grace) and background checks for all 
employees and volunteers. (According to diocesan guidelines) 

 To actively educate and encourage all youth and adults about vocations whether priestly, religious life or lay 
ministry in the church.  

 
c) Family Life 

 To evaluate the needs of families within the faith community. 
 To educate and enrich individuals and families through programs, workshops, retreats, newsletters, resource 

sites, etc. 
 To advocate for “family-friendly” programs, policies, and services in parish planning. 
 To create evangelization opportunities applicable to each stage in the family life cycle. 
 To cooperate with other groups, agencies, and institutions in the community that work with families. 
 To prepare a budget for family life activities and programs within the parish. 
 To encourage participation in deanery/diocesan family life programs. 
 To research and respond to the trends in society that impact families. 
 To understand and support the diversity in family structures and cultures. 
 To provide and encourage leadership training in a variety of areas of family ministry. 

 
d) Finance and Administration 

The finance council is to carry out the duties committed to it by universal and particular law, but especially: 


 To review bank reconciliations at least quarterly. 
 To assure the necessary material resources – land, buildings, finances – that will enable the parish to carry on 

the work of Christ. 
 To determine the financial and administrative needs of the parish. 
 To establish that the parish is spending money in keeping with the priorities that have been developed by the 

parish. 
 To increase the commitment of the parishioners to support financially the work of the parish. 
 To prepare and approve an annual operating budget after having consulted with the parish pastoral council 

and board of education. 
 To submit an annual financial report to the parish and the bishop at the end of the fiscal year. 
 To establish long range financial planning. 
 To be consulted when there is alienation (transfer) of property or major expenditures in excess of $5000. 
 To assist in reminding parishioners of their duty to return to God, as an expression of gratitude, part of the 

material benefits with which they have been blessed. (Stewardship) 
 To maintain a safe environment for the parish community. 
 To be familiar with Diocesan policies regarding buildings and grounds and the openings or closings of 

parishes and schools. 
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 To share all concerns and reports on the conditions of buildings and grounds with the parish pastoral council 
and, as needed, the Diocesan offices. 

 To review end of year reports (summary of financial data, finance council report, internal control 
questionnaire) and sign by August 15. 

 
e) Liturgy 

 Analyze the liturgical needs and evaluate the liturgical life of the parish in order to identify areas in need of 
development. In particular, to help ensure that the full spectrum of the Church’s liturgies are being celebrated 
in the parish (e.g., the sacraments, the RCIA in its entirety, the Liturgy of the Hours) in accord with Diocesan, 
national and universal norms. 

 Develop, plan and evaluate liturgical and spiritual development/formation programs that will enable the entire 
parish to grow into a deeper relationship with Christ and to learn more about the liturgical life of the Church. 
To keep the parish informed concerning liturgical norms and practice, in cooperation with the Diocesan 
Office of Liturgy.  

 Invite and appropriately form lay liturgical ministers, in keeping with universal, national, and diocesan norms. 
To provide ongoing oversight, formation, and feedback to these ministers. For example: musicians and 
cantors, readers, extraordinary ministers of Holy Communion, altar servers, greeters and ushers, sacristans, 
ministers of art and environment.  

 Furnish, decorate, maintain, and recommend appropriate changes to the liturgical environment in order to 
better support the liturgical life of the parish—and in so doing to follow the diocesan policies regulating 
consultation with the Diocesan Liturgical and Building Commissions.  

 Help members of the community live out the connection between liturgy and life, fostering the dynamic of 
moving from worship to works of justice, service, and evangelization and from life back to the liturgy. 

 Assist with and coordinate the liturgies celebrated by sub-groups within the parish.  
 Prepare a budget reflecting the liturgical needs of the parish.  
 Foster and encourage participation by members of the parish in deanery-wide and diocesan celebrations, 

including (but not limited to): the Rite of Election and Call to Continuing Conversion, the Chrism Mass and 
Ordinations.  

 Offer the gifts and talents of liturgical ministers from the parish to the deanery and Diocese.  
 

f) Social Action 
 Parishes well versed in Catholic social teaching seek to have parish-wide full and active participation in the 

Gospel message of good news to the poor and the marginalized.  They emulate St. Francis in using action to 
convey the “…person of Jesus Christ, that is, the preaching of his name, his teaching, his life, his promises 
and the Kingdom…”   (John Paul II, Redemptorus Misso, 1990)  They are evangelists through their lives and 
actions.   

 Parishes know the needs of the parish community and the needs of the larger community and respond with 
compassion to those needs. 

 Parishes strike a balance between action and compassionate presence, knowing there are times and conditions 
when being with another in their sorrow or pain is action enough. 

 Parishes work in collaboration with other organizations to address common issues, knowing that in 
collaboration there is strength. 

 Parishes assist all parishioners in finding a ministry, knowing that living according to our faith is a 
responsibility of all Catholics. 

 Parishioners and parish groups are in constant communication with the parish as a whole, the pastor, the 
pastoral council, other areas of ministry and with each other.  They receive information from and share 
information with other organizations in the community.  They collaborate with the Diocesan offices and other 
parishes. 

 Create a social ministry committee or other focal point for the parish that will seek and empower leaders 
within the parish allowing the passion of these leaders to guide the efforts for particular issues   Social 
ministry is way life for all, not responsibility of just a few. 
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§I-1803 Diocesan Policies, Procedures and Resources 
 

 
 
§I-1804 Purpose of the Parish Council 

 
 
§I-1805 Duties of the Parish Council 

 
 
 

I-1804 Policy 
The purpose of the parish council is to: 

a) Foster the pastoral work of the Church as it is carried out in the parish in all its aspects. 
b) Serve as a permanent forum for constructive dialogue among the priests, deacons, religious, and other laity in 

the parish, so they may work in close cooperation. 
c) Collaborate with the pastor in providing leadership, direction, resources, and encouragement to the apostolic and 

spiritual development of all parishioners, of whatever age or status. 
d) Continually survey the needs, both spiritual and temporal, of the parish, the community, and the diocese, and to 

develop and implement programs aimed at fulfilling those needs. 
e) Serve as a coordinating body for all organizations and group activities within the parish. 

 
The parish council shall possess a consultative vote only, and be governed by norms determined by the Diocesan Bishop. 

I-1803 Policy 
The parish council and finance council and their committees should become aware of relevant diocesan policies, 
procedures and resources. These resources are available on the Diocesan website www.davenportdiocese.org and include 
but are not limited to: 

a) Code of Canon Law  
b) Synod V - Diocese of Davenport 1986 and revisions 
c) Parish Manual: Handbook of Policies and Procedures for Parishes and Priests 
d) Parish Employee Handbook  
e) Accounting Policies for Parishes 
f) Parish Internal Control Questionnaire 
g) Policies for Diocesan Faith Formation and Education Programs 
h)  USCCB website: www.usccb.org 

I-1805 Policy 
The duties of the parish council include strategic and adaptive planning, which involves identifying the vision and 
mission of the parish, conducting assessments and parish profile, recruiting others into active ministries, setting goals 
and objectives; and conducting annual reviews of the goals and objectives in light of its mission. 
 
When a pastor leaves a parish, all formal activity of the parish council ceases until the new pastor or assigned 
administrator reconvenes the council. 
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§I-1806 Nomination and Election of Parish Council Members 

 
Procedures 

a) Elections ordinarily take place in the spring.  
 
b) A nominating committee shall be appointed by the parish council to nominate candidates from the parish for election 

or random selection to the parish council. 
 
c) All active members of the parish 18 years of age or older shall be eligible for nomination, with representation of 

youth left to local discretion.  Any member of the parish 18 years of age or older as of the date of the election shall 
be entitled to one vote in this election.  

 
d) For better participation, distribution and collection of ballots, voting should be done within the structure of the 

Mass, after the closing prayer. 
 

 
§I-1807 Vacancy of Parish Council Members 

 
Procedures 
Any member of the parish council may be removed for cause by a two-thirds vote of the members.  A successor may 
be appointed to fill the vacancy.  Any member whose removal has been proposed shall be given opportunity to be heard 
at the meeting. 

 
 

§I-1808 Officers of the Parish Council 

 
 

I-1806 Membership of the parish council shall be determined by the parish council constitution.  If the parish council is 
to be elected, the following procedures are recommended.  Terms of membership, selection and reelection should be 
addressed in the constitution. (see appendix). The pastor, parochial vicars, deacons assigned to the parish and two lay 
directors shall be ex-officio, voting members of the parish council.  In order to assure continuity or expertise, others may 
be appointed ex-officio voting or non-voting members of the parish council.

I-1807 Policy 
Vacancies and removal of parish council members should be addressed in the constitution. 

I-1808 Policy 
Members of the parish council shall select from among their lay members a president, vice president, and secretary. 
The president shall preside at all meetings of the council and the secretary shall record the minutes.  Officers of the 
parish council are to be elected for terms of one or two years, and are eligible to succeed themselves once. 
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§I-1809 Duties of the Parish Council President 

 
 
§I-1810 Meetings of the Parish Council 

 
Procedures 
a)  Special meetings of the parish council may be called by the pastor on three days’ notice to each parish council 

member given personally or by mail or telephone, which notice shall state time, place, and purpose of the meetings. 
Special meetings shall be called by the pastor, the president, or secretary in like manner and on like notice on the 
written request of at least two-fifths of the parish council.  If a special meeting of the parish council is called, 
parishioners shall be informed as soon and to the extent possible. 

 
b)  At all meetings of the parish council, a majority of voting members shall constitute a quorum for transaction of 

business.  
 
c)  Parish council meetings shall be held at the principal office of the parish, or at such other place convenient to the 

members as may be designated by the president.  
 
 

I-1809 Policy 
The Parish Council president is to: 

a) Insure an open channel of communication between the pastor, the parish and the Council members so that parish 
concerns are brought before the council. 

b) Disseminate meeting agendas, minutes and reports prepared in consultation with the pastor to Council members 
and parishioners at least a week in advance of the meeting. 

c) Inform parishioners of Council minutes and related policies. 
d) Provide a process for self-evaluation of Council effectiveness at the end of each term of office. 
e) Appoint the committee, if needed, to initiate the process for the selection of new members. 
f) Provide orientation of new members and committee chairs. 

I-1810 Policy 
Regular meetings of the parish council shall be held at least quarterly at a date and time designated by the parish council.  
All parish council meetings shall be open to all members of the parish, and notice of such meetings and agenda shall be 
published at least a week in advance.  At least one lay trustee should attend parish council meetings. The president shall 
compile the agenda in consultation with the pastor.  Portions of meetings involving personnel issues may be conducted 
in closed session.  Minutes of the closed session are recorded and dated but are not available to the public. The parish 
council cannot meet without the pastor’s consent. 
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§I-1811 Procedures of the Parish Council 

 
Procedures 
a) As the leader of the community, in compliance with Canon Law, particular law, and directives from the bishop, the 

pastor has the right to veto.  If the pastor vetoes any parish council proposal, he should explain his reason for the 
veto.  His explanation should include one or more of the following reasons based on: Canon or particular law, 
directives from the bishop, faith, morals, liturgical practice or the good of the community. 

 
b) Generally speaking, parishes should operate by consensus decision-making.  If an honest effort to reach consensus 

has been unsuccessful, and the group has listened carefully to the minority viewpoint(s) and has tried to 
incorporate the minority concern(s) into the parish council decision, it may become necessary for a 
recommendation to be made by a majority vote.   

 
 
§I-1812 Spiritual Growth and Formation 

 
Procedures 
a) Stewardship leaders in the parish develop a parish-wide commitment to discipleship and stewardship that includes 

time, talent and treasure.  The pastor, the parish council and finance council should consult stewardship leaders 
concerning all fundraising and development plans. 

 
b) The parish council should consult with the finance council and all other areas of ministry before advising the pastor 

about budgetary needs of the parish.  
 

I-1811 Policy 
The Council is concerned with parish-wide issues and policies. The principle of subsidiarity allows the pastor, the 
council, the committees, and parish staff to operate effectively.  Councils shall have the power to foster all the pastoral 
activity of the parish within the norms of Canon Law and ecclesiastical directions. 

I-1812 Policy 
The parish council should foster the spiritual growth and formation of its members and develop a deeper understanding 
of parish life in relationship to the Church.   
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§V-2000 POLICIES RELATING TO PARISH FINANCE COUNCILS 
 
§V-2001 Nature and Purpose 

 
Procedures 
a) The finance council is advisory to the pastor since he retains the right and duty of parish administration (cc. 532).  

The finance council works closely with the pastor, the corporate board, the parish council and leaders from all areas 
of ministry.   

 
b) The purpose of the finance council is to design financial plans for the parish that are consistent with the mission, 

vision, goals and objectives of the parish and to advise the pastor in the administration and accountability of parish 
finances, budget, parish facilities and long-range financial development.  

 
 
§V-2002 Duties of the Finance Council 

 
Procedures 
a) Periodically (e.g. monthly or quarterly) review balance sheet and income statements.  In addition, one person from 

the finance council should review detailed income and expenditures. 
 
b) Provide parishioners with periodic (semi-annual or annual) reports on the parish financial position. 
 
c) Work with the board of education regarding school subsidy approval. 
 
d) Study parish revenue and make projections regarding the revenues necessary to meet parish objectives and priorities. 
 
e) Advise how to address identified weaknesses and to insure openness of the parish finances to members of the parish 

and to diocesan officials. 
 
f) Coordinate fundraising efforts (in consultation with stewardship leaders). 
 
g) Propose cost-cutting measures to the pastor and parish council when necessary. 
 
h) Work closely with the other parish organizations to plan for the long range financial and physical needs of the parish. 
 

V-2001 Policy 
Canon 537 of the revised Code of Canon Law states, "Each parish is to have a finance council which is regulated by 
universal law as well as by norms issued by the diocesan bishop; in this council the Christian faithful, selected according 
to the same norms, aid the pastor in the administration of parish goods with due regard for the prescription of Canon 
532.” (cc. 532) 

V-2002 Policy 
a) The parish finance council prepares the budget in consultation with the parish council.  They approve the annual 

budget and review the Summary of Financial Data before submission to the Diocesan Finance Office.  The 
finance council should provide assistance in the formulation and presentation of the annual parish financial 
reports to the parish community as required by Canon 1287. 

b) When a pastor leaves a parish, all formal activity of the finance council ceases until the new pastor or assigned 
administrator reconvenes the council.  

c) Each member of the Council must understand the functions of this council, its interrelationships with other parish 
organizations, and its responsibility to the Church as a whole. 
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i) Participate in the development of parish goals and objectives with the pastor and parish council.   
 
j) Advise the pastor regarding the quarterly inspection of all parish facilities. 
 
k) In collaboration with the buildings and grounds committee, develop an inventory of the needs of all parish properties. 
 
l) Recommend additions or repairs based on priorities established by these inspections and input from all areas of 

ministry. 
 
m) Develop guidelines concerning use of parish facilities. 
 
n) Develop energy conservation programs in conjunction with diocesan energy programs. 
 
o) Identify parishioners for maintenance tasks consistent with Diocesan liability and insurance requirements. 
 
p) Review the parish’s risk management and loss prevention reports from insurance carriers and fire departments.  

Perform local inspections to insure corrective action is taken to insure the safety and security of the parish campus 
and consistency with codes and standards. 

 
 
§V-2003 Membership 

 
Procedures 
Terms of membership should not exceed two full consecutive terms.  Members may be reappointed after a 2-year hiatus.  

 
§V-2004 Meetings of the Finance Council 

 
 

V-2003 Policy 
a) Membership on the finance council shall be limited to members of that parish.   They should be chosen based on 

expertise in accounting, finance, investment, fundraising, budgeting, business law and pastoral leadership.  Legal 
and financial counsel from outside the finance council can be sought when necessary. 

b) Members shall be appointed by the pastor for a 4-year term and may be reappointed. 
c) Including the pastor, membership shall consist of at least three, but not more than seven members of the Christian 

faithful, truly skilled in financial affairs as well as in civil law, of outstanding integrity and freely appointed by 
the pastor. Any person who may have a conflict of interest may not be appointed to the parish finance council.  
Members of the finance council are encouraged to serve on other committees of the parish as long as, in the 
judgment of the pastor, such dual service will not create conflict of interest. (Synod V, #26).  At least one lay 
director shall attend finance council meetings. 

V-2004 Policy 
The finance council shall meet at least quarterly.  The finance council cannot meet without the pastor’s consent. 
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§V-2005 Obligations of the Pastor to the Finance Council 

 
 
§V-2006 Spiritual Growth and Formation  

 
Procedures 
a) Stewardship leaders in the parish develop a parish-wide commitment to discipleship and stewardship that includes 

time, talent and treasure.  The pastor, the parish council and finance council should consult stewardship leaders 
concerning all fundraising and development plans. 

 
b) The finance council should consult with the parish council and all other areas of ministry before advising the pastor 

about budgetary needs of the parish.  
 
 
 
 

V-2006 Policy 
As with the parish council, the finance council should foster the spiritual growth and formation of its members and 
develop a deeper understanding of parish life in relationship to the Church.   

V-2005 Policy 
The pastor is obligated under Canon Law to consult with the finance council on the following matters, although the 
pastor remains the juridic authority for final decisions: 
 

a) Each parish or diocesan institution is to have formal approval of its Board of Directors for the entering of contracts, 
borrowing of money, purchase or sale of property, encumbrance of property by lease or mortgage, or the 
expenditure of parish funds in excess of $5,000 (Cc. 1290, 1291).  If this request is not part of the parish budget, 
it must be discussed by the finance council and will require a corporate board resolution signed by the pastor 
and the two lay trustees before being sent to the Bishop and Vicar General of the Diocese for approval. 

b) b) Any construction or repair work needs to be accompanied by a “Certificate of Liability Insurance” naming 
Diocese of Davenport as an additional insured.  See Appendix D, “Subcontractor Agreement” (which is to be 
signed by the contractor) and Sample Certificate of Liability Insurance.  If these repairs require a Corporate 
Resolution, these documents must accompany the Resolution. 

c) Management of all parish funds should be included in the parish budget that is prepared by the finance council 
with a resolution signed by the pastor and lay directors and forwarded to the Diocesan Finance Office. 

 
When a pastor decides to act against the advice of the finance council, he should clearly explain his reasons to the finance 
council. 
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APPENDIX A: DEFINITIONS 
 

“Priest Moderator”: The priest supervisor of the parish life coordinator in the pastoral care of the parish.  
 
“Commission”: Synonymous with “committee” 
 
“Committee”: A group charged with the responsibility for a specific area within the goals and objectives of the parish. 
 
“Consensus”: A decision made after all aspects of the issue and possible alternatives have been heard and dealt with. As a 
result, all members feel that the group choice made is acceptable under the circumstances. Group decisions made by 
consensus tend to have higher group commitment and longevity than other types. 
 
“Diocese”: A geographic area of the Church, governed by a bishop and embracing a number of parishes. 
 
“Evangelization”: The activity whereby the Church proclaims the Gospel in the world today so that the faith of all persons 
may be inspired.  
 
“Goal”: The desired result to be obtained when planning is completed. Goal-setting flows from the statement of mission. 
 
“Mission Statement”: A broad unifying statement, which is applicable in our time, of overall direction and purpose.  
 
“Objective”: The intermediate result needed to obtain a goal. Besides describing a result, an objective should also measure 
what is to be done, specify who is to do it and when it is to be completed. 
 
“Parish”: That unit of God's family which fulfills the universal mission of the Church: proclaiming the Word, celebrating 
the faith through liturgy, living the faith through service and passing on the faith through life-long faith formation. 
 
“Parish council”: A group of people representing the parish who foster the pastoral work of the Church as it is carried out 
in the parish in all its areas of ministry.  The parish council works in cooperation with the pastor and the parish in setting 
policy and establishing goals, objectives and action plans. 
 
“Policy”: A definite course or method of action selected from among alternatives and in the light of given circumstances. 
The purpose of the policy is to guide and determine present and future decisions.  Policy making is primarily the 
responsibility of the administrative bodies. 
 
“Ratification”: Final approval, given by the pastor, of action taken by the administrative bodies.  
 
“Religious”: Term used to designate lay men and women who have committed themselves by vows to the service of the 
Church. 
 
“Subsidiarity”: A principle of authority whereby decisions are entrusted to the appropriate body or person and not assumed 
by a higher authority. A corollary to this principle would be that before making the final decision, a policy-making body 
will generally consult those who will implement the policy. Thus, in practice, an administrative body will not make decisions 
that properly belong to a committee.  Administrative bodies retain the right to review decisions made by committees. 
Decisions on all levels must follow diocesan policies and guidelines. 
 
“Veto”: A veto is the expressed decision of the pastor to withhold ratification. The pastor has the right to veto. 
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APPENDIX B: RECOMMENDATIONS – BEST PRACTICES 
 

Pastoral Planning 
 

The basic leadership role of the parish council in conjunction with the pastor is to give direction to the parish. Practically 
speaking, this role means pastoral planning. This involves: 

a. Visioning 
b. Writing or reviewing a Parish Mission Statement 
c. Conducting a Needs Assessment 
d. Completing a Parish Profile 
e. Setting Goals and Objectives to support a Parish Mission Statement 
f. Evaluations 

 
Parish input and working with the commissions and other parish organizations are major concerns of the parish council in 
pastoral planning. All must be involved in the planning, but it is the responsibility of the parish council to see that the 
planning is carried out and to approve all policy matters even when shaped by a committee or commission/area of ministry. 

 
 

Cooperation between the Parish Council and the Parish Finance Council 
 

It is the role of the parish finance council, not the parish council, to advise the pastor in matters pertaining to the financial 
affairs of the parish. According to The Diocese of Davenport Synod V, 1986, however, the parish council “must review all 
aspects of parish life including finance.” 
 
The various committees, areas of ministry and other groups should submit their budgets to the parish council for approval 
and recommendation and then to the parish finance council for determination. The parish council would not change any 
commission budget but would review and recommend. The parish finance council would not be bound by the 
recommendation but would have to give it weight. 
 
The representatives from Synod V expected the two councils would meet together for their final recommendation to the 
pastor. 
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APPENDIX C: RESOURCES 
 

1. GUIDELINES FOR A MODEL PARISH COUNCIL CONSTITUTION 
2. DESCRIPTIONS OF DIOCESAN COUNCILS, BOARDS AND COMMISSIONS 
3. RECOMMENDED BOOKS AND PERIODICALS 
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CONSTITUTION 
[Note: remarks in italics should be removed in the final form] 

 
ARTICLE I – NAME 

This organization shall be known as the __________________________Parish Council. 
 

ARTICLE II – PURPOSE 
The purpose of the parish council is to: 
a) Foster the pastoral work of the Church as it is carried out in the parish in all its aspects. 
b) Serve as a permanent forum for constructive dialogue among the priests, deacons, religious, and other laity in the 

parish, so they may work in close cooperation. 
c) Collaborate with the pastor in providing leadership, direction, resources, and encouragement to the apostolic and 

spiritual development of all parishioners, of whatever age or status. 
d) Continually survey the needs, both spiritual and temporal, of the parish, the community, and the diocese, and to 

develop and implement programs aimed at fulfilling those needs. 
e) Serve as a coordinating body for all organizations and group activities within the parish. 

 
The parish council shall possess a consultative vote only, and be governed by norms determined by the Diocesan Bishop. 

 
ARTICLE III - DUTIES 

The duties of the parish council include strategic and adaptive planning, which involves identifying the vision and 
mission of the parish, conducting assessments and parish profiles, setting goals and objectives; and conducting annual 
reviews of the goals and objectives in light of its mission. 

 
ARTICLE IV - NOMINATION AND ELECTION 

[Note: Membership, terms of membership, selection and reelection of the parish council shall be determined by the 
parish council constitution.] 
 
[Required by Diocesan Policy:] 

In  [_____] of each year, members shall be elected [or randomly selected] for a period not to exceed three years beginning 
[______].  A nominating committee shall be appointed by the parish council to nominate candidates from the parish for 
election [or random selection] to the parish council.  All active members of the parish 18 years of age or older shall be 
eligible for nomination, [with representation of youth left to local discretion.]  Any member of the parish 18 years of age 
or older as of the date of the election shall be entitled to one vote in this election.  The Eucharist has a ritual integrity 
which ought to be respected while also recognizing that the Sunday liturgy is when most parishioners would be present to 
vote.  During the usual time for announcements (after the Prayer After Communion), it is mentioned that voting/selection 
will take place after Mass.  Alternatively, tables may be set up near the entrance to the church so parishioners can vote as 
they enter or leave. 

 
The pastor, parochial vicars, deacons assigned to the parish and two lay directors shall be ex-officio, voting members 
of the parish council.  In order to assure continuity or expertise, others may be appointed ex-officio voting or non-voting 
members of the parish council. 
 
[Determined by each parish:] 
The total membership of the parish council shall be [__________].  The number of parish council members may be 
altered by the action of the parish council by a two-thirds vote, at any regular or special parish council meeting.  
Terms of membership in any election may be staggered as necessary.  The tenure of office of parish council members 
shall be from the date of their election to the expiration of the term for which they are elected, or until their successors 
are duly elected.  A member may be reelected [_______ times] [or only once]. 
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ARTICLE V – VACANCY [Determined by each parish:]  
A vacancy on the parish council shall be filled by the person who in the previous election received the greatest 
number of votes after those elected.  At any regular or special meeting of the parish council duly called, any one or 
more of the members of the parish council may be removed, for cause, such as absence from three consecutive 
meetings, by a two-thirds vote of the elected members and a successor may be then and there appointed, as provided 
in Section (a) of this article, to fill the vacancy.  Any member whose removal has been proposed shall be given an 
opportunity to be heard at the meeting. 
 

ARTICLE VI - COMMITTEES 
Each viable parish addresses six ministry areas as it lives out the fullness of our faith. These ministry areas include: 
church life, faith formation, family life, finance and administration, liturgy and social action. 

 
The parish council may designate whatever committees it deems advisable.  However, the committee structure of the 
parish does not need to parallel the six areas of ministry.  Committees may be structured according to local need.  
Committees may appoint parish members as needed. 

 
ARTICLE VII - MEETING 

Regular meetings of the parish council shall be held at least quarterly at a date and time designated by the parish council.  
All parish council meetings shall be open to all members of the parish, and notice of such meetings and agenda shall be 
published at least a week in advance.  The president shall compile the agenda in consultation with the pastor.  Portions 
of meetings involving personnel issues may be conducted in closed session.  Minutes of the closed session are recorded 
and dated but are not available to the public.   
 
Special meetings of the parish council may be called by the pastor on three days notice to each parish council member 
given personally or by mail or telephone, which notice shall state time, place, and purpose of the meetings. Special 
meetings shall be called by the pastor, the president, or secretary in like manner and on like notice on the written request 
of at least two-fifths of the parish council.  If a special meeting of the parish council is called, parishioners shall be 
informed as soon and to the extent possible. 
 
At all meetings of the parish council, a majority of voting members shall constitute a quorum for transaction of business, 
and the acts of the majority (as defined by the parish corporation by-laws or, in their absence, Roberts Rules of Order, 
Revised), at a meeting at which a quorum is present, shall be the acts of the parish council. 

 
ARTICLE VIII - OFFICERS 

Members of the parish council shall elect from among their lay members a president, vice president, and secretary.  
The president shall preside at all meetings of the council and the secretary shall record the minutes.  Officers of the 
parish council are to be elected for terms of one year, and are eligible to succeed themselves once. 
 

ARTICLE IX – PROCEDURES 
The parish council is concerned with parish-wide issues and policies. The principle of subsidiarity allows the pastor, 
the parish council, the committees, and parish staff to operate effectively.  Parish councils shall have the power to foster 
all the pastoral activity of the parish within the norms of Canon Law and ecclesiastical directions. 
 
As the leader of the community, in compliance with Canon Law, particular law, and directives from the Bishop, the 
pastor has the right to veto.  If the pastor vetoes any parish council proposal, he should explain his reason for the veto.  
His explanation should include one or more of the following reasons based on: Canon or particular law, directives 
from the bishop, faith, morals, liturgical practice or the good of the community. 
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DESCRIPTIONS OF DIOCESAN COUNCILS, BOARDS AND COMMISSIONS 
 
College of Consultors - assists the Diocesan Bishop in certain areas of administration of the Diocese according to the norms 

of Canon Law and particular law and provides for the governance of the Diocese, according to the norms of law when 
the see is vacant or impeded. 

 
Diocesan Board of Education - establishes policy to govern the educational programs of the Diocese subject to provisions 

of Canon Law, regulations of the Department of Education of the State of Iowa and the laws of the State of Iowa. 
 
Diocesan Building Commission - coordinates and assists all parishes in building projects.   
 
Diocesan Corporate Board – governs through a board of directors comprised of the bishop, vicar(s) general, chancellor, 

and two or more lay persons.  The Corporate Board ensures adequate human and financial resources and actively 
monitors and evaluates service and financial results. 

 
Diocesan Finance Council – advises the Bishop in financial affairs as well as in civil law, prepares an annual budget of the 

income and expenditures foreseen for the governance of the Diocese in the coming year; and examines reports of 
receipts and expenditures. 

 
Diocesan Liturgical Commission – responds to the liturgical and spiritual needs of the Diocesan Church through 

coordinating, assisting, teaching and modeling. 
 
Diocesan Pastoral Council – under the authority of the diocesan bishop advises him on all those things which pertain to  

pastoral works, to ponder them and to propose practical conclusions about them” so as to promote conformity of the 
life and actions of the People of God with the Gospel. 

 
Priests’ Personnel Board - makes recommendations of priest personnel to the Bishop for assignment for the good of the 

Diocese of Davenport; and assists in priest personnel development and pastoral planning as it relates to the priests in 
support of the Priestly Life and Ministry Committee of the Diocesan Presbyteral Council. 

 
Diocesan Social Action Commission - promotes the ministry of social action and to develop training and educational 

opportunities for parish leaders in the Diocese of Davenport, consistent with Catholic social teaching.  The Commission 
shall be advisory to the Bishop of Davenport on ways to infuse social action into all aspects of diocesan life. 

 
Diocesan Stewardship Commission - promotes stewardship in the Diocese of Davenport as described in the Diocesan 

statement, Fostering Stewardship as a Way of Life: A Guide for Comprehensive Parish Stewardship, and as defined by 
the U.S. Bishops’ pastoral letter, Stewardship: A Disciple’s Response.  The Commission shall be advisory to the Bishop 
of Davenport on ways to infuse stewardship theology into all aspects of diocesan life.   

 
Presbyteral Council - provides a forum for the full and free discussion of all issues of pastoral concern in the Diocese; aids 

the Diocesan Bishop in the governance of the Diocese, according to the norms of law; searches for and proposes ways 
and means for the effective pastoral ministry of priests; and represents the unity and diversity of the priests of the 
Diocese. 

 
SS Stephen and Phoebe Deacon Council - provides a forum for the full and free discussion of all issues of diaconal concern 

in the diocese; aids the Diocesan Bishop according to the norms of law so that the pastoral welfare of the People of God 
committed to the Bishop with the effective cooperation of the presbyters and the assistance and service of the deacons 
may carry forward as efficiently as possible and search for and to propose ways and means for the effective ministry, 
continuing education and spiritual growth of deacons. 
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APPENDIX D: 
 

SUBCONTRACTOR AGREEMENT 
SAMPLE CERTIFICATE OF LIABILITY INSURANCE 

 
SEE THE FOLLOWING PAGES. 
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Diocese of Davenport 
Subcontractor Agreement 

 
This agreement is made as of the________ day of _______, 20__ between the Diocese of Davenport and/or 
______________________________ (parish/school) and ________________________.   For the purposes of this contract, the 
words “Diocese, parish, school, owner, I, We, Us, or Our” refers to the Diocese and/or the Parish/School and the words “You, 
Your, It’s or Contractor” refers to _________________ whose Fed. ID # or SS # is ____________. 

 
This contract is intended to apply to all work performed by this Contractor for the Diocese or any of its parishes or schools until this 
agreement is terminated or replaced by a new contract. 
 
The owner and Contractor agree to the terms and conditions as set forth below: 
 

General Terms and Conditions 
 

1. The contract documents consist of this agreement and each separate proposal submitted to the owner by the Contractor for 
a specific project.  No work shall begin unless the owner has agreed to the Contractor’s proposal in writing, with the 
exception of work performed under emergency conditions.  This shall include any change orders that may arise during the 
specific project.  
 

2. In some cases, the agreement may also include written specifications or drawings provided by the owner to you for a 
particular project as provided by the owner, architect, engineer or other representative of the owner. 
 

3. In the event that that you are considering subcontracting any portion of this contract to another sub-Contractor, you must 
first obtain written permission from us.  We shall not unreasonably withhold approval of the sub-Contractor without good 
cause.  However, all sub-Contractors of any tier must comply with the requirements of this contract in the same manner as 
is required of you. 
 

4. You agree that you are responsible to purchase and maintain the insurance coverage listed below.  You further agree to 
request that your insurance company provide notice directly to us 30 days before your coverage cancels.  If that is not 
possible, you agree to notify us prior to the cancellation of any of the listed coverage and purchase replacement coverage 
in advance of said cancellation. 
 

5. Prior to commencing work, the Contractor shall provide a certificate of insurance to the owner on an annual basis.  This 
certificate should include coverage for liability, auto insurance and Worker’s Compensation insurance.  If you do not have 
Worker’s Compensation coverage, you must furnish the owner with a signed letter stating that you do not and will not 
hire employees and elect not to be covered under worker’s compensation laws yourself.  In the event that you have a 
partner, the partner must also sign this letter.  The minimum limits of insurance coverage are as shown below. 
 

Commercial General Liability 
a. $3,000,000. Products/Completed Operations - Aggregate 
b. $3,000,000. General Aggregate 
c. $2,000,000.  Any One Occurrence 
d. $2,000,000.  Any One Person or Organization 

Automobile Liability (Comprehensive Coverage) 
a. $1,000,000.  Each Accident 
Workers	Compensation	
a. Statutory 

Employers Liability  
a. $100,000.  Each Accident 
b. $100,000. Each Employee for Injury by Disease 
c. $500,000.  Aggregate for Injury by Disease 
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The above limits may be obtained via primary policies or via the use of an Umbrella Liability policy. 
 
The specific Parish or School AND the Roman Catholic Diocese of Davenport must be an Additional Insured on 
Contractor’s General Liability insurance policy on a primary and non-contributory basis.  A certificate of insurance must 
be provided annually as mentioned above or any time you change insurer mid-term. 
 
Special Note: In certain situations and based solely upon our judgment of the type of or magnitude of the work being 
performed, these minimum insurance requirements may be increased or reduced but only upon the written approval of the 
owner. 
 

6. The employees of the Contractor should be neat in appearance.  Vulgar language will not be tolerated on the jobsite.  The 
use of illegal drugs or alcohol is strictly prohibited.  Smoking should be kept to a minimum and done in an appropriate 
place.  Proper disposal of cigarette butts is required.  Radios are permitted but must be kept at an acceptable level and 
turned off when the customer or agent enters the site.  No firearms. 
 

7. As a Contractor to us, you are an integral part of our marketing program.  Both of our businesses stand to lose or gain by 
our behavior on the job.  All of your personnel on our jobs should support our company and speak well of it and vice 
versa. If any of our customer’s request work directly from you within six (6) months of our project which you worked on, 
you will need to get our permission to work directly with our customer. 
 
 
 

Owner Responsibilities 
 

1. Owner shall cooperate with the Contractor in the scheduling and performance of work to avoid conflicts or interference in 
the Contractor’s work.  
 

2. Owner shall provide suitable space for you to use for materials and equipment during the course of the work. 
 

3. In the event that any aspect of the project would change in some manner and that change would affect you in any manner, 
Owner shall notify you as soon as possible so that you may comply with the terms of the changes. 
 

4. Owner’ Estimator or Project Manager on the project shall communicate on a regular basis with you or your authorized 
representative on the project to keep the project on course. 
 

5. Owner shall permit you to deal directly with the owner on all issues pertaining to the work to be performed by you with 
the exception of the issue of your cost for the project or any subsequent change orders that may become necessary during 
the project.  These issues must be directed at the project estimator only unless otherwise directed by the estimator. 
 

6. If Owner is required to use any hazardous material in the reconstruction of the project, Owner will give the Contractor 
reasonable notice so that your employees are scheduled off the project during that procedure. 
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Contractor Responsibilities 
 

1. The Contractor shall perform all of its work as specified in their original bid document, as directed by the owner and 
comply with the local building codes if applicable or to comply with industry standards. 
 

2. The Contractor shall not perform any work not originally specified until such time as the owner has provided the 
appropriate authorization to the Contractor.  If the Contractor performs work not authorized by the owner, the Contractor 
assumes full responsibility for the payment of said extra work. 
 

3. The Contractor shall work diligently to provide the needed manpower to perform the work required within the time frame 
necessary to the projects’ schedule.  In the event that the schedule cannot be met, the Contractor must notify us to discuss 
a revised completion schedule. 
 

4. The Contractor agrees that the owner has the authority to reject work that does not conform to the specifications of the 
project. 
 

5. The Contractor shall furnish the materials, equipment and labor for the projects, unless otherwise specified in the bid 
specifications and shall provide, upon request by the owner, lien waivers to assure payment of all materials and labor. 
 

6. The Contractor and its employees shall take necessary precautions to properly protect the work of other Contractors and 
that of Owner, from damage caused by operations under this contract. 
 

7. The Contractor shall cooperate and coordinate with Owner and other Contractors in the scheduling and performance of 
your work. 
 

Safety Precautions, Procedures and Warrantees 
 

1. The Contractor shall take reasonable safety precautions with respect to performance of this contract and shall comply with 
safety measures initiated by the owner and with applicable laws, ordinances, rules, regulations and orders of public 
authorities, for the safety of persons or property in accordance with the requirements of the owner.  The Contractor must 
report to Owner within three (3) days, any injury to an employee or agent of the Contractor, which occurs at any of our 
sites. 
 

2. If hazardous substances of a type which an employer is required by law to notify its employees is to be used on the site by 
your employees, your Contractors or anyone directly or indirectly employed by you, then you shall, prior to harmful 
exposure of any employees on the site to such substance, give written notice of the chemical composition thereof to 
Owner in sufficient detail and time to permit compliance with such laws by Owner, other Contractors and other 
employees on the site. 
 

3. In the event that you or your employees encounter on the site, any material reasonably believed to be asbestos, 
polychlorinated biphenyl (PCB) or mold contaminated surfaces which has not been rendered harmless, you shall 
immediately stop work in the area affected and report the condition to Owner first verbally and then in writing.  The work 
in the area will resume when the asbestos, polychlorinated biphenyl (PCB) or mold is either removed or has been rendered 
harmless. 
 

4. The Contractor shall keep the premises and surrounding area free from accumulation of waste materials or rubbish caused 
by operations performed under this contract.  The Contractor shall be responsible for the removal of said debris from the 
site and may only use Owner’s dumpster or means of disposal upon verbal permission from Owner.  The Contractor will 
not be held responsible for unclean conditions caused by other Contractors at the site. 
 

5. As the Contractor, you will warrant, to the owner and the owner and for a period of one (1) year after completion, that the 
labor, materials and equipment furnished under this contract, will be of good quality and new unless otherwise required or 
permitted by the contract documents.  You must further warrant that the work under this contract will be free from defects 
not inherent in the quality required or permitted, and that the work will conform to the requirements of the contract 
documents.  Work not conforming to these requirements, including substitutions not properly approved and authorized, 
may be considered defective.  The Contractor’s warranty excludes remedy for damage or defects caused by abuse, 
modifications not executed by the Contractor, improper or insufficient maintenance, improper operation, or normal wear 
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and tear under normal usage.  This warranty shall be in addition to and not in limitation of any other warranty required by 
law or by the contract documents.  Further, this warranty shall not supersede or be in lieu of any warranties as provided by 
a manufacturer’s warranty of products installed under this contract. 
 

Indemnity	
 
To the fullest extent permitted by law, the Contractor shall indemnify and hold harmless  Owner and its agents and employees and any 
other persons or entities designated by Owner (collectively the “Indemnitees”) from and against all liabilities, claims, damages, costs, 
losses or expenses (including loss of use or loss of revenue) that: (1) are attributable to bodily injury, sickness, disease or death of any 
person (including the Contractor’s employees), or to injury or damage to or destruction of tangible property including the loss of use 
resulting therefrom, and (2) are caused in whole or in part by any act or omission (including without limitation the use or installation 
of materials or supplies) of the Contractor, any subcontractor of the Contractor, anyone directly or indirectly employed by any of them 
or anyone for whose acts any of them may be liable, regardless of whether or not it is caused in part by the active or passive 
negligence of a party indemnified hereunder, except to the extent any liabilities, claims, damages, costs, losses and expenses arise out 
of the negligence or misconduct of Owner.  In any and all claims against the indemnitees by any employee of the Contractor, anyone 
directly or indirectly employed by it or anyone for whose acts it may be liable, the indemnification obligation under this paragraph 
shall not be limited in any way by ant limitation on the amount or type of damages, compensation or benefits payable by or for the 
Contractor under worker’s or worker’s compensation acts, disability benefit acts or other employee benefit acts.  Upon demand 
therefor, the Contractor shall immediately reimburse Owner for any expenditures, costs and expenses, including reasonable attorney’s 
fees that Owner may incur by reason of any of the foregoing.  If requested by Owner, the Contractor agrees to assume on behalf of 
Owner, the defense of any and all liabilities, claims, actions, causes of action and suits (whether or not well founded), at the sole 
expense of the Contractor, within five (5) days of request to do so.  
 
 
Signature of Owner  _____________________________  Date  ________________ 
 
Title   _____________________________ 
 
 
 
Signature of Contractor _____________________________  Date ________________ 
 
Title   _____________________________ 
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Sample of Certificate of Liability Insurance 
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PROCEDURES FOR HANDLING COMPLAINTS AND CONCERNS 
DIOCESE OF DAVENPORT 

 
 
 

Procedures for Handling Complaints and Concerns 
 
A. Solutions to complaints should be left to the discretion of the dean with the right 

of appeal to the diocesan bishop or the Council for Conciliation.  The respective 
dean should discourage petitions of any sort since they are counter-productive. 

 
B. No anonymous phone calls or letters will be accepted. 
 
C. Phone conversations and letters: 
 

1. Phone conversations expressing concern (health, etc.) for a priest will be 
investigated by the dean. 

 
2. If a phone call is expressing a complaint the caller will be asked to put the 

complaint in writing. 
 
3. Letters that express a complaint are always answered.  Should the writer 

expect the dean to investigate the complaint, he/she must give permission 
to use his/her name or the letter will be returned. 

 
4. The respective dean can meet with the complainant under the following 

condition: Should the complainant expect the diocesan authorities to 
consider the complaint, he/she must be willing to have his/her name 
known to the priest involved. 

 
5. Should the complainant be looking for direction or help with a situation and 

not voicing a complaint, the name does not need to be revealed. 
 

D. The preceding guidelines deal with complaints of a more formal nature.  Informal 
observations regarding a parish or priest will be handled at the discretion of the 
person calling. 
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§IV-245 RESOURCE: RECIPES FOR EUCHARISTIC BREAD 
 

Introduction 
 

The practice has arisen in a number of parishes of using “home-made” bread rather than traditional hosts for the eucharist. 
On the one hand, this is a laudable practice. By using bread that has a familiar appearance, the faithful are helped in 
making the connection between liturgy and life. In addition, the ministry of baking bread for the liturgy highlights the 
connection between “what earth has given and human hands have made” and the Eucharist offered on the altar. As is seen 
in the GIRM: 

 
321. By reason of the sign, it is required that the material for the Eucharistic Celebration truly have the 
appearance of food. Therefore, it is desirable that the Eucharistic bread, even though unleavened and 
made in the traditional form, be fashioned in such a way that the Priest at Mass with the people is truly 
able to break it into parts and distribute these to at least some of the faithful. However, small hosts are not 
at all excluded when the large number of those receiving Holy Communion or other pastoral reasons call 
for them. Moreover, the gesture of the fraction or breaking of bread, which was quite simply the term by 
which the Eucharist was known in apostolic times, will bring out more clearly the force and importance of 
the sign of the unity of all in the one bread, and of the sign of charity by the fact that the one bread is 
distributed among the brothers and sisters. 

 
On the other hand, proper attention has not always been paid to questions of “validity” and “liceity.” As the GIRM states 
(see also CIC c.924 and c.926): 
 

320. The bread for celebrating the Eucharist must be made only from wheat, must be recently made, and, 
according to the ancient tradition of the Latin Church, must be unleavened. 

 
“Validity refers to legal efficacy. An invalid act…is not recognized in canon law as achieving its effects, whether these 
effects be juridic or spiritual” (Huels, 73). Validity depends on such issues as the identity of the minister and recipient, the 
“form” (words) used, and the “matter” (materials) used for the sacrament. These are the essentials of a sacrament, and if 
any are missing then the sacrament does not take place. 
 
For example, in the case of the Eucharist: 
 Only a priest (presbyter or bishop) is the valid minister; a deacon or lay person is not. 

Only a baptized individual is the valid recipient of eucharist; it has no effect if received by one who is not 
baptized. 
“The valid form consists of the words of consecration said over the bread and wine” (Huels, 199). 
For validity, the bread must be made of wheat flour and water. “Additives to the wheat flour and water may affect 
validity if they substantially alter the nature of the bread such that, in the common estimation of persons, it cannot 
be considered wheat bread” (Huels, 197). Leavening alone makes the bread “illicit” but not invalid. 

 
“Liceity” refers to whether or not the laws of the Church are being followed. “An act that is valid but illicit is one whose 
effects have been realized although the agent failed to fulfill one or more requirements of the law or acted contrary to the 
law in one or more respects” (Huels, 73). The purposeful breaking of laws damages the unity—the communion—of the 
Church. As Pope John Paul II wrote in his Encyclical Letter, Ecclesia de Eucharistia #52: 
 

I consider it my duty, therefore to appeal urgently that the liturgical norms for the celebration of the 
Eucharist be observed with great fidelity. These norms are a concrete expression of the authentically 
ecclesial nature of the Eucharist; this is their deepest meaning. Liturgy is never anyone’s private property, 
be it of the celebrant or of the community in which the mysteries are celebrated ….Our time, too, calls for 
a renewed awareness and appreciation of liturgical norms as a reflection of, and a witness to, the one 
universal Church made present in every celebration of the Eucharist (see 1 Cor 11:17-34). 
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Therefore, while the use of home-made (“substantial”) bread for the Eucharist is in keeping with the law and tradition of 
the Church, the addition of ingredients (such as salt, baking soda/powder, yeast, sugar, honey, eggs, oil, butter, etc.) 
clearly makes the bread illicit—and, depending on both the amount of liquid used and the resulting product (if it is more 
cake-like than bread-like) may make the bread invalid. Therefore, it is incumbent on pastors to ensure that any bread used 
in the Diocese of Davenport is both valid and licit. 
 
Some practical considerations: 

• Homemade (“substantial”) bread tends to make more particles as the bread is fractioned (broken) than hosts do; it 
is important to remember that in purifying the vessels that these fragments are appropriately consumed. 

• This type of bread does not contain preservatives; therefore it will grow moldy very quickly—especially in the 
warm and dark environment of a tabernacle. Consequently, substantial bread should not be reserved but consumed 
after Mass. It will be important to consecrate only enough bread as is needed at Mass to avoid having to consume 
large amounts of the Blessed Sacrament after the liturgy. 

• Finally, when communities begin using substantial bread, there might be a bulletin announcement to address this 
matter to explain that the recipe being used is in conformity to the norms established by the Congregation for 
Doctrine of the Faith. 

 
Abbreviations used: 
 

CIC Code of Canon Law (Latin Church) 
GIRM General Instruction of the Roman Missal (third edition, 2002; retranslated 2011) 
Huels Liturgy and Law: Liturgical Law in the System of Roman Catholic Canon Law (John Huels, 2007) 
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§IV-245.1 Recipe from CHURCH (volume 13, number 3, Fall 1997; page 34) 
 
Preheat oven to 375 degrees. 
 
Ingredients: 
4 cups whole-wheat flour (unsifted) 
2 cups white flour (unsifted) 
2 ½ to 2 ¾ cups warm water 
¼ cup flour for flouring kneading surface and/or hands 
 
Mix together the 6 cups of flour. Add the warm water, all at once. Stir until dough “cleans” side of bowl. Turn onto a 
surface dusted with whole-wheat flour. Knead dough for 5 minutes until smooth. Shape dough into a ball. Cover with 
damp cloth and let rest for 5 minutes. 
 
Divide dough into eight equal parts. (You may use a tiny bit of cooking oil on the palms of your hands and the cookie 
sheet.) Using your hands, shape each piece of dough into a circle. A one-pound coffee can is a good mold until you get the 
feel of it and can do it freehand. The dough should be between 3/8 and ½ an inch thick. Try not to handle the dough too 
much. 
 
Place the dough on the cookie sheet and score into 40 pieces (as shown). Be sure to cut all the way through each loaf. 
(The top of an oil bottle, a saltshaker lid, or an aspirin bottle lid is good for the center circle. If you have a biscuit cutter, 
this will make two circles at one time. You may want to use a glass or jar lid for the second circle.) 

 
Bake 18-20 minutes. (Check after 15 minutes until you know how the bread responds to your oven.) Break open one loaf 
of bread to be sure it is done. Also, taste it. The center should be firm, not soggy. The bread will be pale. If it is done, 
remove from oven and cool on baking racks to room temperature. Stack the bread—with a paper towel between loaves—
and wrap in aluminum foil. If you plan to freeze the bread, wrap the loaves in foil, place in plastic bag, and freeze. Frozen 
bread takes about an hour to thaw. 

 
Alternatively, the bread can be scored in a “cross-hatch” fashion. 
 
 
 
 
 
 
 
 
 
 
Copyright 1997, CHURCH magazine. Published by the National Pastoral Life Center, 18 Bleecker Street, New York, NY 10012. 
Used with permission. Subscription: $45 a year. Web: www.nplc.org 
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§IV-245.2 Recipe from St. Joseph Parish (Rock Island, IL); used also at Sacred Heart Cathedral 
 
(Please prepare as close to Mass time as possible.) 
 
Preheat oven to 350 degrees. 
2 ½ C. Hodgson Mills whole wheat flour  
½ C. Gold Medal unbleached white flour 
1 ¼ C. lukewarm water (110 degrees) 
 
Mix all ingredients together in a bowl until the flour is gathered together.  Place on lightly floured surface and 
knead for 5-6 minutes.  The dough is on the stiff side, so there is not a great need for much extra flour to 
facilitate kneading.  Kneading is most important to prevent puffing or ballooning. 
 
When the dough is smooth and pliable, form into a ball and let rest for 5 minutes, covered with a dampened 
cloth to prevent a crust from forming.   
 
Divide dough into 4 equal balls, and roll each into 5-inch rounds.  Score into small squares by pressing a large 
knife into but not through dough; 10 evenly spaced lines in each direction will yield approximately 100 
portions; double score one quadrant of each loaf for those who have difficulty with larger pieces.   
 
Place on lightly greased insulated cookie sheet and bake (immediately after rolling out) for 13 minutes.  The 
bread should not brown, so the color will remain pretty much the same, but will lighten somewhat.  It must not 
be over baked, as some moisture is needed to retain the proper texture. 
 
Cool and wrap in plastic or foil.  Refrigerate until used. 
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§IV-245.3 Recipe from the Diocese of Great Falls-Billings 
 
For each loaf use:  
½ cup whole-wheat flour  
½ cup unbleached white flour  
½ cup water    
 
Combine and knead until well mixed (Keep a mixture of both flours handy to use if more flour is needed).   
 
Knead for at least 5-8 minutes, let dough rest for 5-10 minutes, and knead again.  (The kneading and rest 
periods are very important in preparing this unleavened dough).    
 
Roll out dough and cut or form into a loaf 6-7 inches round (size of a 3-lb. coffee can) by ½ inch thick.    
Score loaves with a scoring mold.    
 
Place loaves on ungreased baking sheet (a very light coating of non-stick spray may be used if they want to 
stick to the pan).  Bake at 375 to 425 degrees for approximately twenty to thirty minutes (depends on each oven, 
size of loaf and type of baking sheet - a cast iron skillet bakes more evenly and in less time than a cookie sheet).    
 
OTHER BAKING AND PREPARATION TIPS  
 
• To score loaves, (be sure to spray the mold with non-stick spray and sprinkle with flour to prevent sticking 

to the dough when pulled back out of loaf (press mold firmly into, but not all the way through the dough.  
This will help facilitate the breaking during the Eucharistic Liturgy.   
 

• If possible, bake bread on Friday afternoon or Saturday morning for maximum weekend freshness.  Cool 
loaves and store in plastic bag in the refrigerator (mark date baked on the bag).   
 

• Each 6 - 7 inch loaf should yield approximately 85 pieces.   
 

• Use a combination of whole-wheat flour, unbleached white flour and bottled water (refrigerate flour and use 
the coldest water possible).  

   
   
 
 
 
 
 
 
 
 
 
 
 
 
 
Used with permission. 
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§IV-245.4 Recipe by Fr. Dennis Krouse. (Liturgy 80, July 1987, page 5) 
   
The following “Bread Recipe” is unleavened and contains no additives.  When baked according to instructions 
given, it is soft, easy to break and easily consumed.  
   
1.       FOR SEVENTY COMMUNICANTS, use 1/3 cup whole-wheat flour to 2/3 cup unbleached white flour. 

The mixture of flour should be kept in an airtight container in the freezer and used while cold. (The cold 
flour helps prevent a separate crust from forming.)   

 
2.       Use one cup of the flour mixture to approximately ½ cup of spring water (Perrier is good). The water 

should be refrigerator cold.   
 
3.       Quickly mix the flour and water together with a fork until all the flour is moist. Form dough into a 

smooth ball. Usually more flour needs to be sprinkled on the surface of the dough to prevent stickiness.   
 
4.       Gently flatten the ball of dough into a circular loaf about ½ to ¾ inch thick. If necessary, turn any 

uneven edges underneath.   
 
5.       Place the unscored loaf on a lightly oiled baking sheet (suggest using Pam; wipe off any excess).   
 
6.       Place in a preheated oven at 425 degrees.   
 
7.       After approximately twelve to fifteen minutes the top crust should have raised slightly. Prick the crust 

with a toothpick in several places, turn the loaf over and continue to bake about five minutes. (This gives 
evenness to the top of the loaf.)   

 
8.       Turn loaf right side up again and continue to bake until the crust is very lightly browned, about ten to 

fifteen minutes more for a total of twenty-five to thirty minutes. Baking time when using more than 1 ½ 
cups of flour needs to be extended.   

 
9.       Place the loaf on a rack for cooling. (It is helpful to slice the bottom crust off to check for any rawness.)   
 
10.   Bread is best when made fresh the day of the liturgy. However, after cooling it can be tightly wrapped 

and frozen for later use. 
 
 
 
 
 
 
 

 
 
 

Liturgy 80, July 1987 ©1987; Archdiocese of Chicago, IL:  Liturgy Training Publications, 1800 North Hermitage Avenue, Chicago, 
IL 60622.  1-800-933-800. All rights reserved.  Used with permission. 
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§IV-245.5 Recipes from the Archdiocese of Los Angeles 
 
The following recipes fulfill the requirements of the Church for eucharistic bread. These breads are easily 
broken with very few crumbs. Nine inch round breads are recommended for Sunday Mass.  

Recipe #1  

• 2 ½ cups whole wheat flour  

• ½ cup unbleached white flour  

• 1 ¼ cups warm water.  

Mix all the ingredients in a bowl. Knead very well for about 6 to 8 minutes, or until the dough is smooth and 
pliable.  

Roll the dough out into the desired size and shape, to about ¼ inch thick. Prick around the edge to help prevent 
the formation of air bubbles. No need to score.  

Bake on a not-stick-baking sheet in a 350-degree oven for about 16-17 minutes depending on the size of the 
breads. Two 9-inch rounds can be obtained from this recipe. Cool and wrap in plastic or foil, or put in a baggie. 
The bread may then be frozen or refrigerated until needed.  

Recipe #2  

• 2 ½ cups wheat flour  

• ½ cup unbleached white flour (put flour in freezer ahead of time)  

• 1 ¼ cups cold Perrier water  

Mixed all the ingredients in a bowl. Knead very well for about 6 to 8 minutes, or until the dough is smooth and 
pliable. (May use small amounts of oil on hands to keep from sticking.) 

Roll the dough out into the desired size and shape, to about ¼ inch thick. Prick around the edge to help prevent 
the formation of air bubbles.  

Score bread into ¾ -inch pieces before baking. Bake on a non-stick baking sheet in a 350-degree oven for about 
16-17 minutes, depending on the size of each bread. Two 9-inch rounds can be obtained from this recipe. 
(Cardinal Mahony prefers 7 ½ inch breads for the archdiocesan stational liturgies). Cool the bread and wrap in 
foil, or put in a baggie. The bread may then be frozen or refrigerated until needed.  

 
 

 
 
 
 
 

 
Used with permission. 
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§IV-245.6 Recipe from the National Catholic Committee on Scouting 
 
6 cups 100% whole wheat flour 
2 cups white flour 
3 cups water (lukewarm) 
 
Directions: Mix flour thoroughly. Add water mixing with a spoon. Then work dough with your hands until 

all the flour is moistened, Dough will be sticky at first, but as you work it in your hands, it 
should begin to hold together with less and less sticking to your hands. If the stickiness persists, 
add a bit more flour because your dough is too wet (or add more water if too dry). 

 
 Pinch off a portion of dough (a good handful) and place on a floured surface. Roll out with a 

rolling pin to one quarter inch thickness. 
 
 Cut with coffee can, biscuit cutter, or any desired size. 
 
 [N.B. The recipe does not mention it, but scoring the loaves should be considered in order to 

make the fractioning easier.] 
 
 Place hosts on lightly greased cookie sheet. Bake in preheated oven 375 [°F] degrees for about 7 

minutes on each side. 
 
 Cool thoroughly on a wire rack, allowing air to circulate above and below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From: Ad Altare Dei Counselor’s and Review Board Guide, © National Catholic Committee on Scouting, 1994. Reprinted with 
permission. 
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APPENDIX:  

 
BREAD BAKER’S PRAYER 

(FROM ST. JOSEPH’S PARISH) 
 

Host of the Eternal Feast 
bless me now  

as I prepare the bread  
for our eucharistic celebration, 
your most precious gift to us. 

 
As I combine  

wheat and water,  
fruits of your creation,  

keep me mindful  
of your sacrifice that redeemed all. 

Knead me to your will  
as I work the dough; 

shape me  
into a more perfect Christian; 

temper me with the fire of your love. 
Keep me hungry for your word  

as I assist our community 
to unite in this special way   

as the living Body of Christ. 
 

Thank you for the honor of serving you and _____ Parish 
through this sacred ministry.  

 
  

 



October 16, 2017 

Records Retention 
 

The Records Retention schedule can be obtained from the USCCB website.  It is contained in the 
document Diocesan Fiscal Management (A Guide to Best Practices).   
 
For the current schedule go to http://www.usccb.org/about/financial-reporting/index.cfm. Under 
resources click on the link to Diocesan Fiscal Management.  Consult the table of contents for the 
location of the Records Retention schedule. 

 
The document Diocesan Fiscal Management was developed by the Committee on Budget and 
Finance of the United States Conference of Catholic Bishops (USCCB).  It was initially 
approved by the full body of U.S. Catholic Bishops at its November 2002 General Meeting and 
has been authorized for publication by Msgr. William P. Fay General Secretary, USCCB. 
 
NOTE: The contents of this manual are based upon generally accepted accounting principles in 
the United States at the time of its updates. 
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ROLE OF THE PARISH LAY DIRECTOR 
 
 

Lay directors fulfill a civil role as members of the parish corporate board.  Lay directors are 
appointed by the Bishop upon nomination by the pastor.  A lay director is appointed for a 
two-year term.  This appointment may be automatically renewed up to three times for up to 
a total of eight consecutive years of service. 
 
Parish by-laws specifically require two lay directors.  These positions must be filled.  An 
individual who leaves the parish or is no longer in good standing automatically ceases to be 
a lay director.  The Bishop may remove any director, with or without cause, at any time by 
written notice mailed to the registered agent of the corporation with a copy to the lay director 
who is removed.  Any vacancy of the lay director position is filled according to the parish by-
laws. 
 
Lay directors serve in a position of trust in both a fiduciary and custodial role with the duty to 
care for the temporal goods of the parish, ensuring that those goods are used wisely in the 
best interests of the parish.  The duty of care requires lay directors to discharge their duties 
in good faith with the degree of diligence, care and skill that any prudent person would 
exercise under similar circumstances.  The duty of loyalty requires the lay director to act in a 
manner that does not harm the parish corporation.  The lay directors are covered under the 
diocesan directors and officers insurance policy. 
 
Lay directors must be adult, active members of the parish.  At a minimum, this requires that 
they are Roman Catholic, able to receive the Eucharist, registered as a parish member and 
capable and willing to fulfill the duties of lay director. 
 
The corporate structure of all parishes within the Diocese is as follows: 
 
 President: Bishop of Davenport 
 Vice-President: Vicar General of the Diocese of Davenport 
 Secretary/Treasurer: Pastor of the Parish  
 Other Board Members: Parish Lay Directors (2) 
  Parish Life Coordinator (if applicable) 
 
The registered office for each parish corporation is the diocesan address, and the 
registered agent for each is the diocesan Vicar General (corporate vice-president) as per 
Article VII of the Articles of Incorporation.  All Iowa non-profit corporations are required to 
file a Biennial Report with the Office of Secretary of State.  (Reports are due biennially by 
March 31 in the odd-numbered years, e.g., 2013, 2015, etc.).  This is done through the 
chancery, and a copy is placed in the parish permanent file. 
 
The purpose for which the corporation is organized, powers of the corporation and role of 
the Board of Directors are specified in the parish by-laws.  The parish by-laws are an 
operative document, and lay directors are to know what they require. 
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RECOMMENDED DUTIES OF THE LAY DIRECTOR: 
 

 Keep informed on the parish’s performance in all secular areas. 
 
 To the extent that uniform policies are promoted within the Diocese, the lay directors 

should consider and, if deemed appropriate, adopt resolutions approving such 
policies (i.e., Parish Staff Handbook). 

 
 Ensure that regular meetings are held by the Parish Finance Council.  Keep the 

pastor aware of all important happenings of the parish affairs when the pastor is 
unable to attend meetings he has authorized to take place. 

 
 Be knowledgeable of the parish’s pastoral needs, financial statements, books and 

records. 
 

 Sign with the pastor (Parish Life Coordinator) on forms requesting permission for 
diocesan approval of major parish building construction or renovation projects and 
other transactions over $5,000 that could harm the overall patrimonial condition of 
the parish. 

 
 Be cognizant of the administrative staff to ensure that they are competent, motivated 

individuals. 
 

 Review, approve and sign:  Budget Resolution, Summary of Financial Data, Finance 
Council Report and Internal Control Questionnaire. 

 
 Attend the Annual Parish Corporate Board Meeting. 

 
 Ensure filing of all required reports. 
 
 When applicable, sign required banking resolutions (i.e., change in authorized 

signature on parish accounts). 
 

 Assist with developing policies and monitoring results of convening long-term 
strategies to ensure financial stability of the parish. 

 
 If applicable, assist with developing strategies to accelerate repayment of parish 

debt. 
 

 Assist with developing policies to ensure maintenance of parish facilities. 
 
 Assist with developing policies that produce proper insurance risk management 

control for protection of buildings and to minimize liability insurance claims. 
 

 At least one lay director along with the pastor shall be authorized signers on each 
checking account. 

 
 Parish lay directors and pastors are not to initiate or respond to any lawsuit in the 

name of the parish without the written permission of the Bishop, who is president. 
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APPOINTMENT OF LAY DIRECTOR 

REQUEST FORM 
 
 
To make a lay director appointment, please provide the required information in the form below 
and send to the Bishop’s office by letter or email bishop@davenportdiocese.org.  The request 
form can be found on the diocesan website at http://www.davenportdiocese.org/library-2.  
Download and save the form with a subject line of “Parish Name Lay Director Request” before 
completing.   
 
An Appointment Form from the Bishop will then be completed in duplicate.  One copy is for the 
parish records, and one copy is retained at the chancery. 
 
 
 

PARISH       

CITY       

PASTOR       

DIRECTOR BEING REPLACED       

EFFECTIVE DATE        

NEW DIRECTOR 
    (legal name) 

      

ADDRESS       

CITY, STATE, ZIP       

TELEPHONE 
(include area code) 

(cell) 
      

(other) 
      

EMAIL (required)       
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§IV-244 POLICIES RELATING TO SUNDAY CELEBRATIONS IN THE ABSENCE OF A PRIEST, 

WEEKDAY CELEBRATIONS OF THE LITURGY OF THE WORD, AND LAY PREACHING 

 
Introduction: 2007 

 

As the number of Priests available to serve parishes across the United States has decreased, dioceses have been faced 

with the question of how to both maintain the Eucharist as the source and summit of our life while at the same time 

remembering that  our life of faith is lived out and nourished in a particular parish community. On the one hand, 

communities are strongly encouraged to gather on Sunday, even if their Priest is absent. In such a way, the primacy of 

Sunday is maintained and the community remains intact. On the other hand, routine recourse to such celebrations has the 

effect of diminishing and even distorting our sense of Eucharist as well as our teachings regarding the essential nature of 

the ministerial priesthood. It is out of this tension that this document is born. It attempts to be faithful to the current 

discipline of the Church while at the same time being attentive to the particular needs of our diocese. 

 

Pastors and other pastoral leaders are reminded that the obligation to attend Sunday Mass is considered primary; the 

absence of a Priest from a particular community does not remove the obligation. However, if it is truly impossible (SCAP 

6) for someone to attend Mass outside that community, the obligation does not bind. It is for those individuals that a 

Sunday celebration in the absence of a Priest may be held. As mentioned in the policy below, the pastoral leadership in 

each parish has a serious obligation to ensure that sound catechesis on the Eucharist, and on the essential and crucial 

distinctions between Mass and the distribution of Holy Communion outside of Mass, takes place. 

 

Weekday celebrations of the Liturgy of the Word with the distribution of Communion outside of Mass are regulated by the 

ritual text, Holy Communion and Worship of the Eucharist Outside Mass (Congregation for Divine Worship, 1974) and 

the appropriate canons in the Code of Canon Law. In celebrating this rite, it is important to note that the underlying 

values listed above still remain—as specified in the policy below. 

 

As of the writing of this policy, the U.S. Bishops are preparing a new ritual text entitled Weekday Celebrations of the 

Liturgy of the Word. Once this text is approved for use, this policy will be revised to reflect any necessary changes. 

 

Finally, this policy adds a section on lay preaching in the context of Sunday and weekday liturgies of the word outside 

Mass; these norms also apply to other situations where a lay person is leading one of the Church’s rites (for example, the 

funeral vigil or the Liturgy of the Hours). The conditions when lay preaching in the context of Sunday Eucharist may take 

place are also listed. The faculty to preach is separate from the faculty to lead SCAP (or weekday liturgies of the word) 

and must be requested separately. 

 

These policies replaces “Sunday Celebrations in the Absence of a Priest: A Policy of the Diocese of Davenport” and 

“Weekday Liturgy in the Absence of a Priest: A Policy of the Diocese of Davenport,” both dated September 21, 2001. 

 

 

Abbreviations used: 

 

c. / cc. canon / canons 

CIC Codex Iuris Canonici (Code of Canon Law, 1983) 

EMHC Extraordinary Minister of Holy Communion 

HCWEOM Holy Communion and Worship of the Eucharist Outside of Mass (1974) 

PLA Parish Life Administrator [used in 2007 policy] 

PLC  Parish Life Coordinator [used in this policy] 

SCAP Sunday Celebrations in the Absence of a Priest (second edition, © 2007; revised © 2012) 

  [the citations in this document have been updated to match the 2012 edition] 
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§IV-244 POLICIES RELATING TO GATHERING FOR WORSHIP WITHOUT A PRIEST; 

POLICIES RELATING TO LAY PREACHING 

 
Introduction: 2014 

 
History 

 

As part of the liturgical reforms following the Second Vatican Council, the Church provided for the distribution of 

Communion in the context of a Liturgy of the Word—on those occasions where the faithful are prevented from being able 

to receive Communion at Mass—through the Rite of Distributing Holy Communion Outside of Mass with the Celebration 

of the Word (HCWEOM 13-14; 26ff). This is still the rite that is used on weekdays in, for example, institution settings 

such as jails/prisons and nursing homes. 

 

In 1988, the Sacred Congregation for Divine Worship published its Directory for Sunday Celebrations in the Absence of a 

Priest. It had become clear by then that a number of communities around the world were unable to celebrate Mass every 

Sunday, and that Bishops were looking for direction on how to address their needs. In response, the Congregations set out 

directives for national conferences of Bishops to follow. The Bishops of the United States took these guidelines and, in 

1991, published Gathered in Steadfast Faith followed by the first version of the rite for Sunday Celebrations in the 

Absence of a Priest two years later. In publishing this rite, the U.S. Bishops were trying to balance a number of values: (1) 

the centrality of the Eucharist for the Church; (b) the importance of a community gathering for worship even if a Priest is 

not available; (c) avoiding confusion between Mass and the distribution of Communion outside of Mass; and (d) 

providing a liturgical rite that would be more robust than the simple rite found in HCWEOM for Sundays. 

 

The Diocese of Davenport promulgated initial policies regarding Sunday Celebrations in the Absence of a Priest in 2001; 

these policies were revised in 2007 after the second edition of SCAP was published. 

 

After seven years of experience with these policies, Bishop Amos and the Liturgical Commission of the Diocese of 

Davenport have revisited the issue of liturgies in the absence of a Priest on Sundays, specifically the use of the rite, 

Sunday Celebrations in the Absence of a Priest (SCAP). The celebration of this Rite in the Diocese is a rarity, and most 

often done only in an emergency, and not as planned celebrations. 

 

Between 2008 and 2014 no reports were made to the chancery of SCAP being celebrated in the diocese. In 2012, a survey 

of those commissioned to lead SCAPs was undertaken by e-mail. In that survey, 48 individuals responded that SCAP had 

never been celebrated at their parish. Only 4 parishes and 1 hospital reported ever using SCAP, for a total of 15 

celebrations of this rite over 4 years. Eleven of these celebrations took place because of an emergency.  

 

Policy Updated 

 

Because of these results, the question of the necessity of every parish having an individual or individuals trained to 

celebrate SCAP has been revisited. Bishop Amos has decided on the following: 

1. The reasons for holding a liturgy in the absence of a Priest on Sundays remain unchanged. 

2. A community that needs to celebrate such a liturgy has the following options: 

a. Celebrating the Rite, Sunday Celebrations in the Absence of a Priest. 

b. Celebrating a Liturgy of the Word with Communion, according to the Rite, “Holy Communion and 

Worship of the Eucharist Outside of Mass: Rite of Distributing Communion Outside of Mass with 

the Celebration of the Word.” 

c. Celebrating the Liturgy of the Hours (Morning or Evening Prayer) without Communion. 

d. Celebrating a Liturgy of the Word without Communion. 

3. In all cases, participation in these liturgies does not fulfill the Sunday (or Holy Day) obligation. Those who 

are able to do so, even if inconvenienced or at some hardship, must still assist at Mass. For those who are 

truly unable to participate at Mass the obligation is lifted. 
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Option (a): SCAP 

 

If a parish anticipates that there will be a need to gather more than 2 or 3 times per year without a Priest to worship on 

Sunday, then they ought to have ministers prepared to lead SCAP (option a), because it provides a more full liturgical rite. 

Pastors must decide if they wish option (a) to be used in their parish and then follow the procedures under §IV-244.4.2. 

 

However, as our experience bears out, this is not the case for almost all parishes in the Davenport Diocese. Therefore, 

rather than expending the time and resources to train individuals to lead a rite that will almost never be used, we have 

elected to allow for other options on Sunday (b-d).  

 

The proper minister for all these Rites is a Deacon. Deacons have the faculty to celebrate SCAP.  

 

In the absence of a Deacon, properly prepared and commissioned lay ministers may lead these Rites. In the case of SCAP 

(option a), those lay ministers need to be specifically prepared, delegated by the Bishop, and commissioned to lead that 

rite. Formation for leading SCAP is through the Office of Liturgy (including through the Ministry Formation Program 

Pastoral Associate track). 

 

Effective immediately, all previous delegations of lay persons to lead SCAP are rescinded. Parishes that wish to 

exercise the option of using SCAP as the rite in case of a Priest’s absence on Sunday must follow the procedures listed 

under §IV-244.4.2 to request the delegation of ministers for this rite. 

 

Options (b-d): Other Rites 

 

If a parish chooses to use options b-d above, instead of SCAP, then it is the responsibility of the pastor to properly prepare 

commissioned Extraordinary Ministers of Holy Communion (b) or other qualified lay person (c, d) to lead these rites in 

the absence of a Deacon. Such a person must have completed the liturgy track in the Ministry Formation Program or have 

equivalent formation or experience, be fully initiated, and not under any canonical penalty or irregularity (in “good 

standing” with the Church). The Diocesan Office of Liturgy is available to assist with training if desired. 

 

Application of this Policy 

 

As Catholics in the Davenport Diocese, we are called to be a Eucharistic people. Keeping the Eucharist at the center of 

our life together is crucial to our identity and our ministry. It is in that spirit that the revision of these policies is offered. In 

applying these policies, the following values/priorities must be kept in mind: 

 

Everything possible must be done to ensure that the celebration of the Eucharist is made available in each of our 

communities. This may mean sacrifice in terms of the scheduling of Masses or of the availability of Priests for other 

aspects of the ministry.  

 

Communion services (on weekdays or Sundays) are never to be routinely scheduled at parishes, and the faithful must be 

clearly informed that such liturgies do not fulfill the obligation to assist at Mass on Sundays and Holy Days of obligation. 

This may mean sacrifice in terms of travel to other parishes in order to share in the Eucharist on those days. If, for a grave 

reason, it is not possible to assist at Mass on such days, then the obligation is lifted. As noted in the policies that follow, 

we are not referring to institutions such as prisons/jails or long-term/health care facilities here. Communion services may 

never be celebrated in schools. 

 

It is true that, for those for whom the obligation is lifted, gathering for prayer as a community is important. It is for that 

reason that the U.S. Bishops gave us Sunday Celebrations in the Absence of a Priest and the universal Church gives us the 

rite for distribution of Communion outside of Mass. More importantly, the Church has also encouraged parishes and other 

communities to celebrate the Liturgy of the Hours in common. Pastors and other parish ministers should strive to 

introduce the Hours into parish life, and to turn to this form of prayer on those occasions when a Priest is not available for 

Mass 
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§IV-244.1 The Rite to be Used 

 

§IV-244.2 The Leader of Prayer 

 
Procedures 

 

1. In the absence of a priest, a deacon assigned to the parish leads worship. 

a. If there is no deacon assigned to the parish, a deacon from a nearby parish, from within the deanery, or 

from another part of the diocese—if available—leads worship. 

b. Deacons vest in alb and stole; the dalmatic is not worn. 

2. In the absence of a deacon, a properly prepared and deputed lay minister leads these rites. If Communion is to be 

distributed, the layperson must also have been delegated as an Extraordinary Minister of Holy Communion. 

a. Among lay ministers, the order of precedence is as follows: 

i. Instituted Acolyte (an EMHC by virtue of his institution) 

ii. Instituted Lector 

iii. The lay Parish Life Coordinator of a parish (if applicable) 

iv. Another EMHC (if Communion is to be distributed) or another qualified layperson 

b. In order to lead the rite from HCWEOM, the EMHC must be properly prepared and delegated by the 

pastor. 

c. In order to lead SCAP, the EMHC must be delegated by the bishop.  

d. Lay leaders of prayer vest in alb. 

e. Unless they have the faculty to do so (see §IV-244.6 below), lay persons may not preach at these rites. 

f. Laypersons called to lead prayer must be fully initiated (have received Baptism, Confirmation, Eucharist), 

have been Catholics for at least two years, and be in full communion with the Catholic Church. 

3. The leader of prayer ought to be assisted by other ministers, such as readers, servers, musicians/cantors, ministers 

of hospitality, and, if needed, (other) EMHCs.  

 

 

IV-244.2 Policy 

In the absence of a Priest, the usual leader of worship is a Deacon. 

 

In the absence of a Deacon, if Communion is to be distributed, a properly deputed Extraordinary Minister of 

Holy Communion leads these rites. Otherwise, another properly prepared and deputed layperson may lead 

the rites. 

 

IV-244.1 Policy 

 

On weekdays, if Communion is to be distributed, the rite to be used is taken from “Holy Communion and 

Worship of the Eucharist Outside of Mass: Rite of Distributing Communion Outside of Mass with the 

Celebration of the Word” (HCWEOM). The rite is reproduced in Appendix 1. 

 

On Sundays, the same rite (option “b” above) may be used; though, if a parish so desires, the rite from 

Sunday Celebrations in the Absence of a Priest (SCAP; option “a” above) may be used as long as a properly 

prepared minister is available, in accord with Policy §IV-244.4.2. An outline of this rite is given in 

Appendix 2. 

 

If Communion is not to be distributed, then the Liturgy of the Hours (option “c” above) or a Liturgy of the 

Word (option “d” above) may be celebrated in accord with the liturgical books. 
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§IV-244.3 Worship Without a Priest on Weekdays 

 
“Sacramental Communion received during Mass is the more perfect participation in the Eucharistic celebration” 

(HCWEOM 13) and “the faithful should be encouraged to receive Communion during the Eucharistic celebration itself” 

(HCWEOM 14). At the same time, “it is proper that those who are prevented from being present at the community’s 

celebration” should have access to the Sacrament (HCWEOM 14).  

 

 
Procedures 

1. When there is a planned absence of a Priest from his assignment for whatever reason (and a substitute Priest cannot 

be found), and it is judged pastorally necessary to offer another opportunity for the community to gather for prayer: 

 

a. The pastor who will be away publishes a notice in the Sunday bulletin and announces to the weekday Mass 

congregation the dates of daily Masses at neighboring parishes and adds that a Liturgy of the Word (with or 

without Communion) or Liturgy of the Hours without Communion, will be celebrated by the Deacon or lay 

pastoral minister for those who are unable to attend Mass elsewhere.  

 

b. See Appendix 3 for a sample bulletin announcement; the words in italics cite canon 918. 

 

2. When there is an emergency or unplanned absence of a Priest (defined as less than 24 hours notice): if in the 

judgment of the pastor it is pastorally necessary, a Liturgy of the Word with Communion using the proper ritual text 

(as noted above) may be celebrated. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IV-244.3 Policy 

Holy Communion may distributed outside of Mass for a “just cause” (c. 918; HCWEOM 14), at the discretion of the 

pastor. Examples of a just cause include: 

1. The absence of a Priest when weekday Mass is usually scheduled. (The Priest’s day off does not qualify.) 

2. The community is unable to attend Mass (e.g., those in prison, hospitals, nursing homes). 

 

A Liturgy of the Word with Communion (HCWEOM) may not be scheduled as a routine in parishes. 

 

They may be held only at a time when Mass would ordinarily have been celebrated, and only as long as Mass is not 

being celebrated at any other time in that church on that day.  

 

Worship that does not involve the distribution of Communion (such as the Liturgy of the Hours, a Liturgy of the 

Word, or Eucharistic Adoration) may be scheduled routinely. The proper liturgical books are used. 
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§IV-244.4 Worship Without a Priest on Sundays (and Holy Days of Obligation) 

 
The celebration of Sunday Eucharist sits at the very heart of our lives as Catholics—individually and as communities of 

faith. As the U.S. Bishops note in the Introduction to the revised edition of Sunday Celebrations in the Absence of a Priest: 

 

The complete liturgical celebration of Sunday is characterized by the gathering of the faithful to manifest 

the Church, not simply on their own initiative but as called together by God, that is, as the people of God 

in their organic structure, presided over by a Priest, who acts in the person of Christ. Through the 

celebration of the Liturgy of the Word the assembled faithful are instructed in the Paschal Mystery by the 

Scriptures which are proclaimed and which are then explained in the homily by a Priest or Deacon. And 

through the celebration of the Liturgy of the Eucharist, by which the Paschal Mystery is sacramentally 

effected, the liturgical assembly participates in the very sacrifice of Christ (SCAP 3). 

 

Pastoral catechesis on the importance of Sunday should emphasize that the Sacrifice of the Mass is the 

only true actualization of the Lord's Paschal Mystery
 
and is the most complete manifestation of the 

Church: “Hence the Lord's day is the original feast day, and it should be proposed to the piety of the 

faithful and taught to them. . . . Other celebrations, unless they be truly of greatest importance, shall not 

have precedence over the Sunday which is the foundation and kernel of the whole liturgical year” (SCAP 

4). 

 

At the same time, they also note the very real problem of lack of Priests, especially in some areas of the United States. 

Therefore, in keeping with the Directory for Sunday Celebrations in the Absence of a Priest (Sacred Congregation for 

Divine Worship, 1988) and in light of the recent Instruction, Redemptionis sacramentum, the USCCB Committee on the 

Liturgy has provided an updated ritual book for Sunday celebrations in the absence of a Priest. The questions of whether 

or not to allow such celebrations, whether or not to distribute Communion at such celebrations, and the ritual text to be 

used are left to the discretion of the local Bishop (SCAP 8-11; 18-20).  

 

The U.S. Bishops also warn of the importance of differentiating these rites from the Eucharistic Liturgy, and the 

importance of considering the use of these rites as a temporary measure while praying for and encouraging 

vocations to the ministerial priesthood: 

 

Any confusion in the minds of the faithful between this kind of liturgical assembly and a Eucharistic 

celebration must be carefully avoided. These celebrations should increase the desire of the faithful to be 

present at and participate in the celebration of the Eucharist (SCAP 16).
 

 

To this end, the faithful need to be led to an understanding that the Eucharistic Sacrifice cannot take place 

without a Priest, even though the reception of Holy Communion which they receive in this kind of 

liturgical assembly is closely connected with the Sacrifice of the Mass, but not equal to it. This serves as 

an urgent reminder for prayers that those whom God has called to the priesthood will respond generously 

(SCAP 17). 

 

Accordingly, the first option whenever a community is faced with the absence of a Priest is to join with a neighboring 

community for the celebration of Sunday Mass (SCAP 8). However, “[i]n circumstances in which there is no reasonable 

opportunity to provide for the celebration of Mass,” the Bishop may allow for the use of the rites contained in Sunday 

Celebrations in the Absence of a Priest so that the “Christian tradition regarding Sunday” is preserved (SCAP 10). 

 

In addition, the Church offers other Rites, such as the Liturgy of the Hours, which are also appropriate on such occasions. 
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Procedures 

1. First Scenario: Emergency Absence of the Priest 

a. Definition: The sudden absence of a Priest just before Mass is to begin; there is insufficient time to notify the 

Dean or Diocese. 

b. Those arriving for Mass should be informed that a SCAP or other rite will be celebrated instead. They are to be 

informed of nearby opportunities to attend Mass, and that they should do so instead if at all possible.  

c. Permission is granted by the Bishop to celebrate one of the rites listed above under §IV-244.1. 

d. Given the sudden and unexpected absence of the Priest, permission is granted to celebrate these rites at the 

times Mass would normally be scheduled for the parish.  

e. Given the sudden and unexpected absence of the Priest, preaching would normally be omitted.  

 

2. Second Scenario: Urgent Absence of the Priest 

a. Definition: The Priest becomes aware that he will be unable to preside at Sunday Mass with less than a week’s 

warning, and is unable to find a substitute as in (3) below. In addition, the parish is not able to be notified through 

the usual means (announcement, bulletin, social media). 

i. If the parish is able to be notified (for example, a phone tree in a small community) then the procedure 

in (3) below applies. 

b. Those arriving for Mass should be informed that a SCAP or other rite will be celebrated instead. They are to be 

informed of nearby opportunities to attend Mass, and that they should do so instead if at all possible.  

c. In case of necessity, as judged by the pastor, permission is granted by the Bishop to celebrate one of the rites 

listed above under §IV-244.1. 

d. There should only be one liturgical assembly of this kind, and it is preferably to be held on Sunday itself rather 

than “anticipated” on Saturday evening (SCAP 15). However, in order to prevent undue hardship, permission is 

granted to celebrate a rite more than once if necessary. 

 

3. Third Scenario: Planned Absence of the Priest 

a. Definition: The Priest has scheduled time away from the parish and is unable to find a substitute in spite of 

making good-faith efforts to do so and in spite of having requested assistance from (i) his Dean and (ii) the Vicar 

for Clergy at the Diocese. The parish is able to be notified at least a week prior to the absence that an alternative 

liturgy will be celebrated. 

b. If changing the Mass schedule for that weekend would allow for a visiting Priest, this should be done before a 

liturgy in the absence of a Priest is scheduled if at all possible. 

c. If Mass cannot be celebrated in the parish, the first option is always for parishioners to celebrate Mass with a 

nearby community. 

i. The parish leadership is to ensure that those in their charge are aware of the serious obligation they have 

in this regard (SCAP 14). 

ii. Therefore, because of the easy availability of Mass in nearby parishes, in the event of the planned 

absence of a Priest when a substitute Priest cannot be found, SCAP may not be celebrated in 

Davenport/Bettendorf or Iowa City. 

d. In case of necessity, as judged by the pastor, permission is granted by the Bishop to celebrate one of the rites 

listed above under §IV-244.1. 

e. There may only be one liturgical assembly of this kind, and it is preferably to be held on Sunday itself rather 

than “anticipated” on Saturday evening (SCAP 15). 

f. As soon as plans for a Sunday liturgy in the absence of a Priest are known, they are to be published in the 

bulletin (and announced at Mass)—as noted in Appendix 3. The announcement should including the serious 

obligation the faithful have to attend Sunday Mass and the Mass schedules of neighboring parishes. 

IV-244.4.1 Policy 

On the rare occasion when a Priest is not available to celebrate the Sunday Eucharist with a parish community, that 

community may gather to celebrate an alternative rite in accord with the following procedures. In applying the 

provisions of this document, Holy Days of Obligation are to be treated as Sundays. 
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4. Whenever a Sunday liturgy in the absence of a Priest is celebrated, the appropriate Dean and the Vicar General are 

to be notified the following week. The rite used and the leader of prayer should be mentioned.  

 

5. Sunday liturgies in the absence of a Priest are not to be routinely scheduled in a parish or other community. If a 

parish community will experience a prolonged absence of a Priest/pastor, the Office of the Bishop is to be consulted. 

 

6. In preparing these Sunday celebrations, every effort should be made to include the full expression of ministries in 

the Church. For example, readers, servers, usher/greeters, musicians, and those responsible for the liturgical 

environment should all be included to the extent possible. It is not intended that the leader of SCAP or of one of the 

other rites take on all the ministerial roles.  

 

7. Before any liturgy in the absence of a Priest may be used in a parish, catechesis must be provided so that all 

parishioners understand that “although these celebrations substitute for the Sunday celebration of the Eucharist, they 

should not be regarded as the ideal solution to present circumstances nor as a surrender to mere convenience” (SCAP 

15). Likewise, “the faithful need to be led to an understanding that the Eucharistic Sacrifice cannot take place without 

a Priest, even though the reception of Holy Communion which they receive in this kind of liturgical assembly is 

closely connected with the sacrifice of the Mass, but not equal to it” (SCAP 17). In addition, it must be made clear 

that these rites do not fulfill the Sunday obligation and that, therefore, if at all possible, the faithful are to assist at 

Mass at another parish. 

 

 

Procedures 

1. Pastors who wish to exercise this option for their parish(es) must notify the Bishop in writing that this is the 

liturgical form that they wish to follow. The letter should document that proper catechesis has taken place, that the 

proper ritual book is available, and name the individuals who have been properly prepared to lead such rites, 

requesting that they be delegated for this ministry by the Bishop (see Appendix 4). Pastors should also note that they 

have properly catechized the community (see above: Policy IV-244.4.1; Procedure #7). 

 

2. An outline of the SCAP 2012 rite for a Liturgy of the Word with Communion is included in Appendix 2. 

 

3. Those who will lead SCAP are to be commissioned using an appropriate liturgical rite (The Order for the Blessing 

of Those Who Exercise Pastoral Service contained in the Book of Blessings; or the expanded rite in Appendix 5 may 

be used). 

 

 

 

IV-244.4.2 Policy 

The following policies set out the “general and particular norms” (SCAP 18) for Sunday celebrations in the absence 

of a Priest in the Diocese of Davenport.  

 

Permission is granted for the rite “Sunday Celebrations in the Absence of a Priest” to be celebrated in accord with the 

procedures listed below. 

 

The ritual text to be used is Sunday Celebrations in the Absence of a Priest, revised edition, updated to reflect the 

third edition of the Roman Missal (2012). If celebrated in Spanish, the 2007 bilingual edition may be used. 

 

All the norms contained in these ritual books are to be observed unless otherwise specified below.  

 

If the good of the community requires it, permission is granted to allow for the distribution of Communion as part of 

SCAP. 



§IV-244 Policies Relating to Gathering for Worship without a Priest; Policies on Lay Preaching 

9 

§IV-244.5 Application of these Policies 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IV-244.5 Policy 

 

The above polices apply to parishes, college/university chapels (oratories), and religious houses in the Diocese. 

 

Neither a Liturgy of the Word with the distribution of Communion (HCWEOM) nor SCAP may be celebrated in a 

grade school or high school. 

 

The celebration of a Liturgy of the Word with the distribution of Communion (HCWEOM) may be scheduled at 

regular times in jails/prisons or in health care institutions, including on Sundays if a Priest is not available for Mass. 
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§IV-244.6 Lay Preaching 
 

By virtue of their Baptism, all of Christ’s faithful are called to bear witness to the Gospel in word and deed; some, in 

addition, are called to a more specific ministry of the word (c. 759). For example, some are called to the catechetical 

ministry or to teaching in institutes of higher learning, or to work in the area of social communication (c. 761).  

 

Preaching, especially liturgical preaching, is primarily the ministry of the ordained (c.756-7). The pre-eminent form of 

liturgical preaching is the homily—which is reserved to the ordained and may not be omitted without a grave reason (c. 

767). 

 

The lay faithful may be called upon to share in the preaching ministry in appropriate ways (c. 766), as specified in the 

policy that follows. It is especially important to note that this policy does not grant the faculty for routine or regular lay 

preaching at the Eucharist. Likewise, it is stressed that when lay preaching does take place in the context of Eucharist it 

does not replace the homily and does not take place at the usual time of the homily—but, rather, after the Prayer After 

Communion. 

 

According to the USCCB Complementary Norms to c. 766: 

 

Preaching the Word of God is among the principal duties of those who have received the sacrament of 

orders (cc. 762-764). The lay faithful can be called to cooperate in the exercise of the Ministry of the 

Word (c. 759). In accord with canon 766 the National Conference of Catholic Bishops hereby decrees that 

the lay faithful may be permitted to exercise this ministry in churches and oratories, with due regard for 

the following provisions: 

 

If necessity requires it in certain circumstances or it seems useful in particular cases, the diocesan Bishop 

can admit lay faithful to preach, to offer spiritual conferences or give instructions in churches, oratories or 

other sacred places within his diocese, when he judges it to be to the spiritual advantage of the faithful. 

 

In order to assist the diocesan Bishop in making an appropriate pastoral decision (Interdicasterial 

Instruction, Ecclesiae de Mysterio, Article 2 §3), the following circumstances and cases are illustrative: 

the absence or shortage of clergy, particular language requirements, or the demonstrated expertise or 

experience of the lay faithful concerned. 

 

The lay faithful who are to be admitted to preach in a church or oratory must be orthodox in faith, and 

well-qualified, both by the witness of their lives as Christians and by a preparation for preaching 

appropriate to the circumstances. The diocesan Bishop will determine the appropriate situations in accord 

with canon 772§1. In providing for preaching by the lay faithful the diocesan Bishop may never dispense 

from the norm which reserves the homily to the sacred ministers (c. 767§1; cf. Pontifical Commission for 

the Authentic Interpretation of the Code of Canon Law, 26 May 1987, in AAS 79 [1987], 1249). 

Preaching by the lay faithful may not take place within the Celebration of the Eucharist at the moment 

reserved for the homily. 
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IV-244.6.1 Policy 

The permission of the Bishop is required for a lay person to preach in a church or oratory (or if celebrating a rite of 

the Church elsewhere, such as a funeral home). 

 

“Those designated for lay preaching must have completed a process of discernment with the pastor or pastoral 

administrator responsible for the pastoral care of the faith community. They must also complete the program for 

training, certification, and commissioning provided for by the local diocese. Formation in the ministry of lay 

preaching includes thorough familiarity with the documents issued by the USCCB [especially Fulfilled in Your 

Hearing] and legislation issued by the USCCB as complementary to Canon 766” (SCAP 34).  

 

Qualifications 

Those selected to be lay preachers are expected to: 

a. have been fully initiated (Baptism, Confirmation, Eucharist) Catholics for at least two years and who are in full 

communion with the Catholic Church; 

b. have a recommendation/endorsement from their pastor or PLC;   

c. be suitably qualified for this role by the witness of their lives as Christians;   

d. actively participate in the liturgical, spiritual and service life of their faith community; 

e. be persons who understand the mission and ministry of the Catholic church and who are respectful of the 

Catholic faith and tradition as expressed in worship and the teaching office of the church;   

f. have skills in interpersonal communication, including verbal and non-verbal skills;   

g. have a living appreciation for scripture;   

h. have a spirit of cooperative involvement with the leadership of the faith community;   

i. be committed to this ministry and have the time to minister.   

 

Competencies 

As a result of the required training and experience, the lay preacher will:   

a. be an effective public speaker in a liturgical setting;   

b. understand the proper role of the liturgical assembly according to the norms and guidelines;   

c. be able to demonstrate cultural awareness and sensitivity;   

d. be knowledgeable about the principles in the documents of Vatican II, the post-conciliar documents, canon law 

on liturgy, and documents regarding cultural diversity;   

e. be knowledgeable about the Scriptures and how they are interpreted within the context of Catholic faith and 

liturgy;   

f. be knowledgeable about one’s own community and be effective in integrating this knowledge and experience 

into preaching. 

 

“Those who preach, when properly delegated, should preserve a diligence in prayer, commitment to the study of 

Scripture, growth in faith, and careful preparation” (SCAP 33). 
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IV-244.6.2 Policy 

1. With the permission of the pastor, canonical pastor, or PLC, a commissioned lay preacher may preach in the 

following circumstances: 

 

a. at a celebration of Mass with children when, because of difficulty in adapting to the mentality of children, no 

ordained minister is able to preach (see Directory for Masses with Children, no. 24.);   

b. at a celebration of the Word of God in the absence of a Priest or Deacon, especially on a Sunday or holy day of 

obligation (see Directory for Sunday Celebrations In the Absence of a Priest, no. 43);   

c. at a celebration of one of the funeral rites (see Order of Christian Funerals no. 27), led by authorized lay 

persons because ordained ministers are absent (canon 230.3; 1112);   

d. at parish mission, retreats, days of recollection, and spiritual exercises led by lay persons with expertise in 

Scripture, theology or the spiritual life;   

e. at celebrations of Morning Prayer or Evening Prayer, particularly on a Sunday or solemnity, when no Priest or 

Deacon is present (see Liturgy of the Hours nos. 27 & 47);   

f. at popular devotions and those blessings which may be given by lay persons (see Book of Blessings, no. 21).  

 

In these cases, preaching takes place at the usual time called for in the rite. 

 

In addition, certain qualified or commissioned lay persons can be permitted to preach in a church in the following 

special circumstances:   

 

g. at a liturgical celebration when, because of illness or lack of familiarity with the language of the assembly 

(including instances when the presider does not have the requisite command of English to be readily understood), 

no ordained minister is able to preach;   

h. when those who have been admitted to Candidacy for ordination receive a particular assignment as part of their 

pastoral formation; 

i. when particular circumstances recommend preaching by a lay person with special expertise (such as mission 

appeals – as noted below). 

 

In these cases, outside of Mass, preaching takes place at the usual time called for in the rite. At Mass, the 

appropriate time for such lay preaching is after the Prayer After Communion. 

 

2. No faculty is granted for the regular/routine preaching by lay persons at the Eucharist. 

 

3. Individuals making mission appeals through the Mission Co-op are granted the faculty to preach at Mass. Such 

preaching may not take place at the time reserved for the homily; the Priest or Deacon must still preach (albeit a 

shorter) homily.  
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Procedures 

1. The pastor (or PLC) sends a letter nominating the individual for this ministry to the Bishop 

 

2. The letter should document the following 

 a. the individual meets the qualifications and competencies listed above 

 b. the specific training that the individual has had in the Scriptures, Homiletics, and Theology 

 c. the reason why the ministry of a lay preacher is required 

 

3. The Bishop may require an interview with the applicant, either personally or through the Office of Liturgy. 

 

4. The basic training provided by the diocese is the Pastoral Associate Track in the Diocesan Ministry Formation 

Program. For those who have not completed that program, but meet the criteria listed in §IV-244.6.1, a personalized 

course of study may need to be completed before faculties are granted. 

 

5. Initial faculties are granted for one year.  

a. In order that their ministry is made known to the parish, these ministers are to be commissioned using an 

appropriate liturgical rite (The Order for the Blessing of Those Who Exercise Pastoral Service contained in the 

Book of Blessings; or the expanded rite in Appendix 5 may be used). 

b. During that time, the pastor (or PLC) is to review the text of each reflection before it is preached (if possible; if 

not, it should be reviewed after the event).  

i. The pastor (or PLC) should give specific feedback to the lay preacher regarding their successes as well 

as areas of needed improvement. The Diocesan Director of Liturgy is available to assist in this matter if 

needed. 

ii. The lay preacher is to keep a copy of all the reflections he or she preaches. These are to be reviewed 

with the pastor/PLC as specified above; and are to be submitted to the Bishop upon his (or his delegate’s) 

request. 

c. The Bishop may specify that specific continuing formation in preaching take place during this time. 

(Alternatively, the Bishop may also choose not to grant faculties until the additional formation is completed). 

 

6. At the end of the year, the pastor (or PLC) should make a report to the Bishop. The report should include how often 

the lay preacher exercised his/her ministry and an evaluation of the preaching, including areas of needed 

improvement. The report should also note if any required continuing formation was completed and/or if re-

appointment to the ministry is requested.  

a. If so, the Bishop will specify: 

i. the length of time of the re-appointment (1-3 years); and 

ii. whether or not review of the reflections before they are preached is still required. 

b. The reflections should always be reviewed after the event in order to provide the preacher with constructive 

criticism.  

c. The lay preacher is commissioned in a liturgical rite as specified above. 

d. The lay preacher is to keep a copy of all the reflections he or she preaches. These are to be reviewed with the 

pastor/PLC as specified above; and are to be submitted to the Bishop upon his (or his delegate’s) request. 
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Appendix 1: Rite of Distributing Communion Outside of Mass with the Celebration of the Word 

 

The outline includes texts for either a Deacon-presider or a lay leader of prayer. The rite presumes that other ministers will 

assist with the readings, Prayer of the Faithful, distributing Communion (if necessary) and with the music. Those parts 

marked with an asterisk (*) would probably already have been prepared by the choir/cantor and can be used. Care should 

be taken that the hymn accompanying Communion (**) does not make reference to the Eucharistic action (offering) or to 

the Precious Blood/wine. 

 
INTRODUCTORY RITES 

 

Hymn* – wear alb (deacon also wears stole); process in, bow to altar 

 

Sign of the Cross 

 

Greeting (Note different response to a lay leader: Blessed be God forever.) 

 

Layperson:  Brothers and sisters, the Lord invites us to his table to share the Body of Christ: bless him for his 

goodness. (Blessed be God forever.) 

 

Deacon: The Lord be with you (or other greeting from the Missal) / (And with your spirit.) 

 

PENITENTIAL RITE 

 

My brothers and sisters, to prepare ourselves for this celebration, let us call to mind our sins. 

 

Here, you can use the Form A (the Confiteor; I confess to almighty God…) or Form C, such as: 

 

You were sent to heal the contrite of heart. Lord have mercy. (Lord have mercy.) 

You came to call sinners. Christ have mercy. (Christ have mercy.) 

You are seated at the right hand of the Father to intercede for us. Lord have mercy. (Lord have mercy.) 

  

Close with: 

 

May almighty God have mercy on us, forgive us our sins, and bring us to everlasting life. (Amen) 

 

CELEBRATION OF THE WORD OF GOD – use the readings of the day 

 

First Reading 

Responsorial Psalm* 

Second Reading 

Gospel Acclamation* 

Gospel – read by the leader of prayer (lay leader omits the greeting, and begins with: “A reading…”) 

[Homily – by deacon or deputed lay person] 

 

Prayer of the Faithful (Intercessions) – opened and closed by the leader of prayer 

 

 For example: Let us bring our needs before the God who loves us. 

 

   (the intercessions are prayed) 

 

   Gracious God, hear the prayers of your people, for they are made through Christ our Lord. 

 



§IV-244 Policies Relating to Gathering for Worship without a Priest; Policies on Lay Preaching 

15 

HOLY COMMUNION 

 

 Place corporal on the altar. 

 Go to tabernacle. 

 Retrieve the Blessed Sacrament. 

 Place the vessel (ciborium or paten) on the corporal. 

 Genuflect. 

 

Lord's Prayer 

 

 Introduce the prayer, for example: We pray as Jesus taught us… Our Father… 

 

Sign of Peace 

 

 For example: Let us offer each other the sign of peace. 

 

Invitation to Communion 

 

 Genuflect. Raise Host. 

  

Say: Behold the Lamb of God, behold him who takes away the sins of the world.  

Blessed are those called to the supper of the Lamb. 

(Lord, I am not worthy that you should enter under my roof, but only say the word and my soul shall be 

healed.) 

 

 (Say quietly to yourself) May the body of Christ keep me safe for eternal life. (commune) 

 

Communion 

 

 Hymn to Accompany Communion** 

 Afterwards, return Blessed Sacrament to Tabernacle. Genuflect. 

 

Concluding Prayer (taken from HCWEOM, for example:) 

 

 All-powerful God, you renew us with your sacraments.  

 Help us to thank you by lives of faithful service. 

 Through Christ our Lord. (Amen.) 

 

CONCLUDING RITE 

 

Blessing & Dismissal 

 A lay person says this while making the sign of the cross on oneself: 

+May the Lord bless us, protect us from all evil, and bring us to everlasting life. (Amen.) 

Go in the peace of Christ. (Thanks be to God). 

 A deacon concludes the rite in the usual way: 

  The Lord be with you (And with your spirit). 

  May almighty God bless you: +The Father, and the Son, and the Holy Spirit. (Amen.) 

  Go in peace (or another dismissal from the Missal). (Thanks be to God.)  

 

Concluding Hymn* – bow to altar, process out 

 
Baskets may be placed at the exits for parishioners to leave their Sunday offerings. Alternatively, a collection may be received after 

the concluding prayer. 
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Appendix 2: SCAP Outline 

 

The following outline may be used as the basis for a worship aid when a Liturgy of the Word with Communion is 

celebrated, following SCAP 2012: 

 

INTRODUCTORY RITES 

There is no entrance procession. The rite begins with the leader standing in a place other than the altar or the presider’s 

chair, which is not used in this rite. All stand. 

 

Introduction (given in the ritual text) 

Sign of the Cross 

Greeting (The response is: Blessed be God forever.) 

Opening prayer 

 The normal collect is not used. Instead, the alternate form given in the text is used according to the season. 

 

LITURGY OF THE WORD 

The readings assigned to the day are used. The gospel is proclaimed in the usual fashion by a Deacon; a lay leader omits 

the greeting. A Deacon preaches the homily. If qualified, a lay leader of prayer offers a reflection or reads a text provided 

by the pastor. All stand for the gospel; otherwise, all are seated. 

 

The catechumens may be dismissed. All then stand. 

The Profession of Faith (Nicene or Apostle’s Creed) is recited, followed by the Prayer of the Faithful (the introduction to 

the Prayer of the Faithful is given in the text, and sample invocations are given in Appendix I). The Prayer of the Faithful 

concludes with the prayer of the day (Collect from the Missal; found in Appendix III) or another prayer given in the rite. 

 

COMMUNION RITE 

All are seated as the altar is prepared. The leader retrieves the Blessed Sacrament from the Tabernacle and places it on a 

corporal on the altar. Returning to the place where he or she has been sitting, the leader then leads the assembly in the 

Lord’s Prayer. The people then kneel as the leader returns to the altar. There, he or she holds the host over the ciborium, 

showing it to the people, and says: 

 

Leader:  Behold the Lamb of God, behold him who takes away the sins of the world.  

Blessed are those called to the supper of the Lamb. 

All: Lord, I am not worthy that you should enter under my roof, but only say the word and my soul shall be 

healed. 

 

The leader then communes. If needed, the hosts are distributed to other vessels and the EMHCs are given Communion. 

Communion is then distributed to the assembly.  

 

The Act of Thanksgiving 

After Communion, all stand and the leader—facing the same direction as the gathered assembly—leads the Act of 

Thanksgiving. A psalm, canticle, hymn, litany of praise, or prayer may be used—as specified in the ritual text. If 

appropriate for the season, the Gloria may be used. 

 

CONCLUDING RITE 

 

Brief Announcements  

Collection of Monetary Offerings 

Invitation to pray for vocations to the Priesthood. 

Blessing (different form if Deacon or if lay leader of prayer; the Deacon uses the same greeting as in the Missal). 

Sign of Peace (the leader says: Let us offer each other the sign of peace.) 

Music may conclude the celebration.  
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Appendix 3: Sample Bulletin Announcements 

 

The following are offered as possible bulletin inserts and/or pulpit announcements in the event a Weekday or 

Sunday celebration in the absence of a Priest is planned. The sentence in italics could be omitted. 

 
Sunday Celebration in the Absence of a Priest 

 

After many phone calls, we are unable to find a Priest to celebrate Mass with us on the weekend of _____. While the 

faithful have a serious obligation to attend Sunday Mass and should receive Communion during Mass itself, for just cause 

(for example, when the faithful are unable to attend Sunday Mass elsewhere) Communion may be distributed outside of 

Mass. Listed below are the Mass times for other parishes in the area. For those who would find it impossible to travel to 

the other parishes, __________ will lead a ( Liturgy of the Word and Holy Communion) (celebration of Morning Prayer / 

Evening Prayer) (Sunday Celebration in the Absence of a Priest) in the church at _____. 

 

Weekday Celebration of the Liturgy of the Word (and Communion) 

 

After many phone calls, we are unable to find a Priest to celebrate Mass with us on _____. While the faithful should 

receive Communion during Mass itself, for just cause (for example, when the faithful who regularly attend daily Mass 

cannot without inconvenience go elsewhere for Mass) Communion may be distributed outside of Mass. Listed below are 

the Mass times for other parishes in the area. For those who would find it difficult to travel to the other parishes, 

__________ will lead a Liturgy of the Word [with distribution of Communion] in the church at _____. 
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Appendix 4: Nomination Form 

 

 

I,     , pastor/PLC of          
             (name)       (name of parish) 

parish in                 nominate the following individual for delegation as a leader of  
  (name of city) 

Sunday Celebrations in the Absence of a Priest: 

 

 

Name of Nominee:             

 

Address:              

 

Phone Number:        E-Mail:      

 

I certify the following (please check the boxes that apply): 

 

1. The nominee is a Commissioned lay Extraordinary Minister of Holy Communion:  

 

2. The nominee has completed the specific formation for leading Sunday Celebrations in the   

     Absence of a Priest provided by the diocese, by attending one of the following: 

  

 The required classes in the Ministry Formation Program’s Liturgy Year 

 

 Another SCAP certification class/workshop 

 

 Specify:            

 

 

Signature of Pastor/PLC:            

 

Date:      

 

 

Office Use Only: 

 

Decision of Bishop: 

 Appoint for three years 

 Do not appoint 

 

 

Signature of Bishop:         Date:     

 

 

*See other side if requesting faculties for lay preaching. 
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Check if applicable:   I also nominate this layperson for the faculty of preaching in accord with diocesan 

policy §IV-244.6.  

 

I certify that the individual meets the qualifications and competencies listed in diocesan policy (§IV-244.6.1), 

and that the individual has completed appropriate preparation for this ministry as follows (please check one or 

both of the following): 

  

 The 5-Year Parish Life Administrator Program through the diocesan Office of Faith  

      Formation 

  

 Other (please describe):           

 

              

 

              

 

Reason(s) the ministry is needed: 

 

              

 

              

 

              

 

 

 

Signature of Pastor/PLC:            

 

Date:      

 

 

Office Use Only: 

 

Decision of Bishop: 

 Appoint for three years 

 Appoint for one year 

 Do not appoint 

 

 

Instructions:              

 

 

Signature of Bishop:         Date:     
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Appendix 5: Rite for Commissioning a Leader for Sunday Celebrations in the Absence of a Priest and/or 

a Lay Preacher 

 

The following rite is based on the “Order for the Blessing of those who Exercise Pastoral Service” and the 

“Order for the Commissioning of Extraordinary Ministers of Holy Communion,” found in the Book of 

Blessings. 

  
Presentation of the Candidates 

 
After the homily (or Profession of Faith), the presider presents the candidates and then addresses them, in these or similar 

words: 

 

Presider: Dear friends in Christ, our brothers and sisters N. and N. are to be entrusted with (leading Sunday 

Celebrations in the Absence of a Priest) (preaching the word). Today, we ask God to bless them and 

strengthen them in their ministry. Will they please come forward.   

 

May invite the candidates to stand, come forward. 

 

In this ministry, you must be examples of Christian living in faith and conduct; you must strive to grow in 

holiness—through prayer, through the Word, and through the Eucharist, the sacrament of unity and love.   

As ministers of (prayer) (the word), therefore, especially observant of the Lord's command to love your 

neighbor.  For when he gave his body as food to his disciples, he said to them: "This is my 

commandment, that you should love one another as I have loved you." 

 

Examination 

 
Presider: Are you resolved to undertake the office of (leading prayer) (preaching), and so serve to build up the 

Church? 

Minister: I am. 

 

Presider: Are you resolved to (lead prayer) (preach) with the utmost care and reverence, in union with the Church?   

Minister: I am. 

 

Prayer of Blessing 

All stand.  May have candidates kneel. 

 

Presider: Dear friends in Christ, let us pray with confidence to the Father; let us ask him to bestow his blessings on 

our brothers and sisters, chosen to be ministers of (prayer) (the word). 

 

Lord God, in your loving kindness you sent your Son to be our shepherd and guide. Continue to send 

workers into your vineyard to sustain and direct your people. Bless N.N. and N.N. Let your Spirit uphold 

them always as they take up their new responsibility among the people of this parish. We ask this through 

Christ our Lord. 

All:  Amen 

 

The general intercessions follow. Specific intercessions for the new ministers should be include, for example: 

 

That the Holy Spirit would strengthen the hearts and enlighten the minds of N.N. and N.N., who will 

serve us as (leaders of prayer) (preachers of the word); we pray to the Lord. 
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Appendix 6: Pastoral and Theological Concerns with the Regular Distribution of Communion Outside of Mass 

 

The Eucharist stands at the center of our lives as Catholic Christians. For 2000 years, our communities of faith have 

gathered in fidelity to Christ’s command to “do this” in his memory. What is “this” way of remembering, of making 

present again, that he calls us to every Sunday?  

 

While “this” includes Communion, it is so much more than that: at Mass, we join in praying the great Eucharistic Prayer. 

In 1995, the Bishops from Kansas stated: 

 

We believe that this awesome mystery stretches even to our place and our time when the Priest takes 

bread in his hands, takes a cup of wine in his hands and says the words of consecration. We believe that, 

while the ordinary elements remain, an extraordinary difference has taken place through the invocation of 

the Holy Spirit. The ordinary elements of bread and wine have been totally and absolutely transformed 

into the very body and blood of Christ.  

While the single voice of the Priest proclaims the words of consecration, the whole Eucharistic Prayer 

also has a larger meaning. It is the prayer of the whole assembly. It expresses praise, reconciliation, 

remembrance and intercession. It is the prayer through which the Holy Spirit transforms people as well as 

gifts.  

The meaning of the Eucharistic Prayer is even larger still. It reaches those who are beyond the altar by 

means of those who are around the altar. It gives rise to ecumenism, evangelization, missionary activity 

and stewardship.  

 

It is important that we pay attention to the dynamic at work in the Eucharistic Prayer, a dynamic that is missing in Word 

and Communion services. At Eucharist, we receive the fruits of the earth and of human work—bread and wine—and 

return them to God with gratitude, not just as bread and wine but as symbols of all that we are and all for which we hope. 

God, not to be outdone, returns those offerings to us as the ultimate gift: the gift of God’s very presence, the Body and 

Blood of Christ. In receiving these gifts, we, too, are transformed and sent to live Eucharistic lives. 

 

While Communion services tap into this dynamic, the fullness of this divine exchange is missing. We would note that this 

dynamic is also missing when we resort to the routine use of reserved Hosts for Communion at Mass. In a sense, that all-

too-common practice has contributed to the misunderstanding that Mass and Communion services are equivalent. 

 

This concern was uppermost in the Kansas Bishops’ minds when they wrote their 1995 pastoral letter. In restricting the 

use of Communion services in their dioceses, they noted: 

 

We, the Bishops of Kansas, have come to judge that Holy Communion regularly received outside of Mass 

is a short-term solution that has all the makings of becoming a long-term problem. It has implications that 

are disturbing:  

--A blurring of the difference between the celebration of the Eucharist and the reception of Communion.  

--A blurring of the distinction between a Priest and a Deacon or a non-ordained minister presiding over 

Communion service.  

--A blurring of the relationship between pastoral and sacramental ministry.  

--A blurring of the connection between the Eucharist and the works of charity and justice.  

--A blurring of the need for Priests and therefore a blurring of the continual need for vocations.  

--A blurring of the linkage between the local church and the diocesan and universal church that is 

embodied in the person of the parish Priest.  
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Appendix 7: Summary Table for Parishes  

Please see the relevant policies for details. 

 

 On a WEEKDAY On a SUNDAY 

When? When a Priest is not 

available for a 

regularly-scheduled 

Mass. 

 

Note: The Liturgy of 

the Hours and/or a 

Liturgy of the Word 

(without the 

distribution of 

Communion) may be 

scheduled on a routine 

basis. 

Emergency Absence 

of the Priest 
(The sudden absence of 

a Priest just before 

Mass is to begin; there 

is insufficient time to 

notify the Dean or 

Diocese). 

Urgent Absence of 

the Priest 
(The Priest becomes 

aware that he will be 

unable to preside at 

Sunday Mass with less 

than a week’s warning, 

and is unable to find a 

substitute. In addition, 

the parish is not able to 

be notified through the 

usual means). 

Planned Absence of 

the Priest 
(The Priest has 

scheduled time away 

from the parish and is 

unable to find a 

substitute in spite of 

making good-faith 

efforts to do so. The 

parish is able to be 

notified at least a week 

prior to the absence 

that an alternative 

liturgy will be 

celebrated.) 

Who 

may 

lead? 

Deacon 

 

If a Deacon is not 

available: 

If Communion 

distributed: 

Qualified EMHC, 

deputed by pastor 

If Communion not 

distributed: 

Qualified layperson, 

deputed by pastor  

Deacon 

 

If a Deacon is not available: 

If Communion being distributed: a qualified EMHC 

If Communion is not being distributed: a qualified layperson 

 

If SCAP (option “a” below) is being used: the layperson must 

be deputed by the Bishop 

If another rite is being used: the layperson must be deputed by 

the pastor 

Who 

may 

preach 

(if also 

leader)?  

Deacon 

Layperson delegated 

by the Bishop 

Deacon 

(usually only 

if already 

prepared to 

preach) 

Deacon 

Layperson 

delegated by 

the Bishop 

Deacon 

Layperson 

delegated by 

the Bishop 

What 

Rite? 

Liturgy of the Word with 

Communion, according to 

the Rite, “Holy Communion 

and Worship of the Eucharist 

Outside of Mass: Rite of 

Distributing Communion 

Outside of Mass with the 

Celebration of the Word.” 

 

Four options: 

a. Celebrating the Rite, Sunday Celebrations in the Absence of a 

Priest. 

b. Celebrating a Liturgy of the Word with Communion, according to 

the Rite, “Holy Communion and Worship of the Eucharist Outside 

of Mass: Rite of Distributing Communion Outside of Mass with 

the Celebration of the Word.” 

c. Celebrating the Liturgy of the Hours (Morning or Evening Prayer) 

without Communion. 

d. Celebrating a Liturgy of the Word without Communion. 
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§IV-246 RESOURCE: WINES FOR EUCHARIST 
 

Introduction 
 

The question of whether or not it is appropriate to use wine that is not specifically labeled for sacramental use for the 
Eucharist is often raised, especially as parishes seek to support local agriculture by purchasing Iowa wines for liturgical 
use as a way to reflect Catholic Social Teaching (e.g., subsidiarity, care for the environment, economic justice). 
 
The requirements for validity and liceity in regards to sacramental wine are spelled out in the GIRM, the CIC, and 
Redemptionis sacramentum. For example, the GIRM states (see also CIC c.924): 
 

322. The wine for the celebration of the Eucharist must be from the fruit of the vine (cf. Lk 22: 18), 
natural, and unadulterated, that is, without admixture of extraneous substances. 

 
Wine: From the Natural Fermentation of Grapes 
 
By definition, wine is 8-14%  alcohol; once you get to 14% alcohol and above it is considered “fortified” wine and not 
suitable for sacramental use. Otherwise, no specific % alcohol content is required. 
 
Wine for use in the Eucharist must be made from the fermentation of grapes (including raisins), not the fermentation of 
other fruits or of grains. The resultant wine may be red, rose, blush, or white; but it cannot be “sparkling” (such as 
champagne). 
 
The fermentation process must be natural; that is, from the action of yeast (wild or commercial) on the grapes themselves. 
The addition of sugar to speed up the process or increase the alcohol content is not allowed.1

 
  

The use of mustum is covered in Policies Relating to the Eucharist and Those with an Intolerance of Gluten and/or 
Alcohol (available on the diocesan website). 
 
Unadulterated: Nothing Added 
 
Canonist John Huels states: 
 

Adding water to the wine in a quantity equal to or greater than that of the wine renders it invalid matter. 
Adding any other liquids2

 

 to the wine renders it invalid if it can no longer be judged to be wine in the 
common estimation of persons. Likewise, the wine cannot be so sour that, in the common estimation of 
persons, it would be considered vinegar rather than wine (Huels, 198).  

Wines are allowed to pick up extra flavors from being stored in wooden casks, barrels, or new wineskins.  Those flavors 
come naturally as part of the aging process in making the wine.3

 
  

The “sulfites” used to preserve the wine are not considered to make the wine illicit or invalid. 
 

                                                 
1 A small amount of grape sugar may be added if necessary for proper fermentation. Cane or beet sugar should not be added. The same 
is true of honey. Wine with such additions would be valid if the resulting product is truly wine, but illicit. 
 
2 N.B. Therefore, such beverages as sangria, wine coolers, spritzer, wine cocktail, and the like are invalid matter. 
 
3 But, if the winemaker wanted to give the wine a cherry highlight (for example) and added cherry wine, cherry flavor, or cherry 
extract to the wine, or cherry juice to the fermentation process, that would be unacceptable. Such a wine cannot be used as sacramental 
wine, since it would not be 100% grape wine.   
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Validity and Liceity 
 
“Validity refers to legal efficacy. An invalid act…is not recognized in canon law as achieving its effects, whether these 
effects be juridic or spiritual” (Huels, 73). Validity depends on such issues as the identity of the minister and recipient, the 
“form” (words) used, and the “matter” (materials) used for the sacrament. These are the essentials of a sacrament, and if 
any are missing then the sacrament does not take place. 
 
“Liceity” refers to whether or not the laws of the Church are being followed. “An act that is valid but illicit is one whose 
effects have been realized although the agent failed to fulfill one or more requirements of the law or acted contrary to the 
law in one or more respects” (Huels, 73). The purposeful breaking of laws damages the unity—the communion—of the 
Church.  
 
Therefore, it is incumbent on pastors to ensure that any wine used in the Diocese of Davenport is both valid and licit. 

• Due to California labeling laws, if the norms of that state are followed in production the resulting wine can be 
considered valid and licit for sacramental use. 

• The same laws do not apply in Iowa, so greater care must be taken to ensure that they meet canonical 
requirements. To that end, a list of approved wines is included in this document. 

• This resource does not cover wines from other states or countries. If a community wishes to use such wines, the 
wine’s provenance and suitability for the liturgy will need to be established. 

• Likewise, the Diocesan Liturgical Commission cannot endorse the practice of using “homemade” wine for the 
liturgy. Issues of taste and appearance, not to mention health and safety, all come into play and may make the 
wine unsuitable for liturgical use even if the other requirements are met.   

 
Abbreviations used: 
 

CIC Code of Canon Law (Latin Church) 
GIRM General Instruction of the Roman Missal (third edition, 2002; retranslated 2011) 
Huels Liturgy and Law: Liturgical Law in the System of Roman Catholic Canon Law (John Huels, 2007) 
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§IV-246.1 Iowa Wines Approved for Liturgical Use 
 
The wineries listed below have determined which of their wines meet the Canonical requirements. They are 
listed in alphabetical order. Please visit their web sites to find where to buy these wines in your area. This list is 
current as of July 2009, and was compiled by Jim Carroll of Iowa City. 
 
BlueStem Winery:    http://www.bluestemwine.com/ 
Dark Side  
Red Crescent  
Once in a Blue Moon 
 
Eagle City Winery:    http://www.eaglecitywinery.com/pages/index.html 
Red Altar 
 
Grape Escape Vineyard and Winery: ://www.grapeescapeiowa.com/ 
Twilight  
Simply Blush 
 
Jasper Winery:    http://www.jasperwinery.com 
Norton 
Chancellor 
Behind the Shed Red 
Seyval Blanc  
 
Madison County Winery:   http://www.madisoncountywinery.com/ 
Midnight Rain 
 
Prairie Moon Winery:   http://prairiemoonwinery.com/ 
Bluestem Fume  
Seyval Blanc 
Halfmoon Red  
Marechal Foch 
 
Rosey Acres Winery:   http://roseyacreswinery.com/ 
Rising Sun Red  
Runnells Red 
 
Whispering Pines Winery:   http://www.whisperingpineswinery.biz/index.html 
Norton  
White Diamond  
 
Wide River Winery:    http://www.wideriverwinery.com/ 
Felony Red 
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FROM THE DIOCESAN DISASTER & CRISIS MANAGEMENT COMMITTEE 

 
The Diocese of Davenport has experienced the effects of disasters throughout her history.  In recent years, the 

Diocese has experienced the destruction of churches due to tornado and fire damage.  Many communities were 
affected by the devastating floods in 1993 and 2008.  The Diocese has also dealt with a variety of other crises.  

The potential for disasters occurring in the Diocese remains. 

 
Many local and national agencies have assisted the Diocese in the recovery process following disasters, including 

the American Red Cross, the US Department of Homeland Security, the Federal Emergency Management Agency, 
the Center for Disease Control, the National Disaster Education Coalition, Catholic Charities, and other faith 

groups.  We will work collaboratively with these agencies in preparing for a disaster and in bringing assistance to 
victims. 

 

In this document, the word “disaster” will be used to denote natural and unnatural disasters of all scopes 
including local crises.  The following guidelines have been designed to meet a variety of disaster situations.  The 

first part of the planning guide addresses planning for disasters in general.  Subsequent guidelines address 
specific disaster situations such as pandemic influenza. 

 

I am asking each Pastor and parish life administrator to establish a parish disaster planning committee.  While 
each parish, school and church institution may develop its own disaster preparedness and response plan to meet 

local circumstances, the plan must be consistent with the Diocese of Davenport Disaster Preparedness and 
Response Planning Guide.  An effective disaster response plan must be created in collaboration with the offices of 

the bishop in order to maximize resources, minimize duplication of services, avoid gaps in service delivery, and to 
ensure that those persons who are most in need receive assistance. 

 

This manual has been adapted from a variety of resources, including the Matthew 25 Disaster Preparedness and 
Response Manual from the Archdiocese of New Orleans, the Galveston-Houston Manual developed by the 

Archdiocese of Galveston-Houston, the Diocese of Davenport Policies Relating to Planning for Pandemic Influenza, 
and state and federal resources.   

 

The Diocesan Disaster & Crisis Management Committee is available to assist you in your planning process.  
Questions regarding this plan can be sent to Dc. David Montgomery, Director of Communication, 

montgomery@davenportdiocese.org, and Dc. Frank Agnoli, MD, Director of Liturgy, 
agnoli@davenportdiocese.org. 

 

Thank you for the work that you have done and will continue to do to prepare and respond to disasters and 
crises.  

 
Most Rev. Martin J. Amos, Bishop of Davenport 

 

DEFINITION OF DISASTER 

The term “disaster” is used for natural and unnatural (human-caused) disasters of all scopes including local crises 

such as earthquake, hurricane, storm surge, drought, blizzard, pestilence, fire, explosion, building collapse, 
transportation accident, or other situation that causes human suffering or creates human needs that the victims 

cannot alleviate without assistance. 
 

A disaster is characterized by its (a) causative agent, (b) financial impact, and (c) type of response necessary.  

Disasters fall into one of two broad categories of disasters, natural and unnatural.  Within these categories there 
is a general range that defines the scope of a disaster according to the area affected: 

 
1. Family Emergency individual family  (Example: home fire) 

2. Local Disaster city     (Example: tornadoes) 
3. State Disaster state     (Example: winter storms) 

4. Major Disaster national   (Example: pandemic influenza) 

mailto:montgomery@davenportdiocese.org
mailto:agnoli@davenportdiocese.org
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PURPOSE OF THE DISASTER GUIDE 

 
Churches of all denominations have been responding to human suffering caused by natural disaster, both large 

and small, for centuries, historically serving those who would have otherwise fallen through the cracks of other 
helping systems. 

 

The purpose of this Disaster Preparedness and Response Planning Guide is to assist diocesan staff, parishes, 
schools and the Catholic community to be well prepared for a disaster and to guide collaborative relief efforts in 

response to whatever calamity may occur.  This guide also is intended to serve as a tool that parishes, schools, 
and church institutions can use to assist in preparing, developing, implementing and monitoring disaster response 

plans specific to each institution’s needs. 
 

Disaster planning is a collaborative effort involving a continuous process of assessment, evaluation, and 

preparation.  It is a process that requires research, analysis, decision-making, team–work, implementation, and 
updating.  A disaster plan is not a single document and is never “finalized”; rather, it is a “living” document. 

 
The goals of this plan are to (a) reduce human suffering, (b) adequately protect sacramental records and church 

property, and (c) promote outreach efforts to assist our neighbors outside of the Diocese affected by disasters.  

Being prepared can greatly lessen the traumatic effects experienced both during and after a disaster.  Most 
importantly, proper planning can save lives. 

 
This guide has been prepared in three sections.  The main section consists of disaster preparation information 

and worksheets for the parish disaster committee to complete.  The second section contains forms in an appendix 
to complete with information particular to the parish.  The third section contains the revised draft of the Policies 
Relating to Planning for Pandemic Influenza and Other Influenza Outbreaks. 
 
A copy of the completed disaster manual created by the parish should be kept by each person on the incident 

command team with a duplicate copy at each team member’s home. 
 

For the purposes of this guide, “Pastor” also refers to Parish Life Administrators and other administrators of 

Diocesan entities.  Hereafter the term “parish” also refers to setting up disaster planning in schools and 
institutions. 

 
Abbreviations Used:  

BCDW Bishops’ Committee on Divine Worship  

Bishop Bishop of Davenport 
c. (cc.) Canon(s) from the Codex Iuris Canonici 

(Code of Canon Law) 
CCUSA Catholic Charities USA 

CDC Centers for Disease Control and 
Prevention 

COOP Continuity of Operations 

CRS Catholic Relief Services 
Diocese Diocese of Davenport 

DHS Department of Homeland Security 
EMHC Extraordinary Minister of Holy Communion 

EOC Emergency Operations Center 

FEMA Federal Emergency Management Agency 
GIRM General Instruction of the Roman Missal 

 
 

 
 

HHS Department of Health and Human 

Services 
ICC Iowa Catholic Conference 

ICS Incident Command System 
IDPH Iowa Department of Public Health 

NIMS National Incident Management System  
NWR NOAA National Weather Radio 

OCF Order of Christian Funerals 

PSI Pandemic Severity Index 
RCIA Rite of Christian Initiation of Adults 

UK United Kingdom 
USCCB United States Conference of Catholic 

Bishops 

VOAD Voluntary Organizations Active in Disasters 
WHO World Health Organization 
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DIOCESE OF DAVENPORT 

 

Dear Brothers and Sisters in Christ: 
 

Our Savior teaches us that all life is sacred and should be protected.  We all have a special responsibility to protect the 
children and vulnerable adults in our society against harm. 
 
In the past, mistakes have been made that have caused harm to the people who needed our protection.  The sexual abuse of 
children and vulnerable adults by some priests and bishops has caused suffering to people throughout the Church and our 
society.  On behalf of the Church in the Diocese of Davenport, I apologize for the harm that was done. 
 
Valuable lessons have been learned and applied to the Policies Relating to Sexuality and Personal Behavior in the Diocese 
of Davenport.  These policies have created a standard of conduct and protection that upholds the dignity of all people and 
promotes their safety. 
 
The Diocese of Davenport joins with the dioceses in the United States in promoting the Charter for the Protection of 
Children and Young People and the Essential Norms for Diocesan/Eparchial Policies Dealing with Allegations of Sexual 
Abuse of Minors by Priests or Deacons issued by the United States Conference of Catholic Bishops (USCCB).  The goals 
of the Charter and Norms are to: 
 

 Protect our Children 
 Promote Healing and Reconciliation with Victims 
 Guarantee an Effective Response to Reports 
 Restore Trust in the Priesthood 
 Ensure Our Own Accountability 

 
The policies in the Diocese of Davenport have been reviewed according to standards set by the Charter, the Norms and the 
needs of the Diocese.  In addition, the Memorandum of Understanding with Michael Walton, the Scott County Attorney, 
has been renewed. 
 
The four dioceses of Iowa continue to use the Protecting God's Children™ program and other elements of the VIRTUS© 
program to help alleviate this societal problem.  The goal of these programs is to empower each person with steps to help 
prevent sexual abuse within the Church and within society in general.  The expectation is that all staff and volunteers who 
are in regular contact with children and dependent adults are required to complete these programs in addition to passing 
extensive background checks including statewide and multi-state criminal history checks and sex offender registries.  All 
adults are encouraged to take part in these programs to protect children and vulnerable adults in our society. 
 
Thank you for your efforts and diligence in protecting those who cannot protect themselves. 
 
Yours in Christ, 

 
 

Most Rev. Martin Amos 
Bishop of Davenport 

OFFICE OF THE BISHOP • 780 W. CENTRAL PARK AVE. • DAVENPORT, IA 52804-1901 • PHONE: 563-324-1911 • bishop@davenportdiocese.org 



 

 1 

§II-7000 POLICIES RELATING TO SEXUALITY AND PERSONAL BEHAVIOR 
 

Introduction 
 
On June 14, 2002, the United States Conference of Catholic Bishops approved a Charter for the Protection of Children and 
Young People with revisions adopted on November 13, 2002 (hereinafter Charter). The Charter addresses the Church’s 
commitment to deal appropriately and effectively with cases of sexual abuse of minors by clergy and other Church personnel 
(i.e., employees, teachers and volunteers). The abuse of minors by anyone serving the Church in ministry, employment, or 
a volunteer position, whether the sexual abuse was recent or occurred many years ago, will not be tolerated. The bishops 
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. Further, the bishops 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 in the United States of America will have procedures in place to respond promptly 
to all reports of sexual abuse of minors, the United States Conference of Catholic Bishops on June 14, 2002 also decreed 
Essential Norms for Diocesan/Eparchial Policies Dealing with Allegations of Sexual Abuse of Minors by Priests or Deacons, 
revised November 13, 2002 (hereinafter Essential Norms).  Having received recognition of the Apostolic See on December 
8, 2002, and having been legitimately promulgated by the United State Conference of Catholic Bishops on December 12, 
2002, these norms constitute particular law for all the dioceses of the United States effective March 1, 2003. The Charter 
and Norms were revised by the USCCB in June 2005.  These norms are complementary to the universal law of the Church, 
which has traditionally considered the abuse of minors a grave delict and punishes the offender with penalties, not excluding 
dismissal from the clerical state if the case so warrants. 
 
Many of the provisions of the USCCB’s Charter and the Essential Norms have been contained in the Diocese of Davenport’s 
policies and procedures since 1987, the first time that policies were enacted. To the extent that they were inconsistent, 
Bishop Franklin directed that the policies and procedures of the Diocese of Davenport be amended so as to incorporate the 
provisions of the USCCB Charter and Essential Norms. These amendments were discussed with the Bishop's staff and the 
Diocesan Review Board (hereinafter “Review Board”). Following these consultations, Bishop Franklin approved these 
revised policies and procedures on June 1, 2003, becoming effective immediately. They were promulgated by posting the 
full text on the Diocese of Davenport Internet web page, mailing to all Diocesan clergy, parishes, principals, directors of 
religious education, youth ministers, and Diocesan staff.  A summary was published in The Catholic Messenger, the official 
newspaper of the Diocese of Davenport.  The policies and procedures were again revised to incorporate any changes made 
in the revised Charter and Essential Norms and to incorporate the requirements contained in the Memorandum of 
Understanding made with the Scott County Attorney in December, 2004.  (A copy of the Memorandum is in the Appendix.) 
 
These policies recognize that any and all sexual abuse of minors is a special problem with a profound impact on the lives 
of those affected. In the case of sexual abuse of a minor by a cleric or others in ministry, the integrity of the Church itself 
as the servant of the people of God is damaged as well.  When servant becomes abuser, the relationship of trust necessary 
for ministry is diminished for all. 
 
The solution to this problem must involve the whole Church. The following policies and procedures reflect the Diocese’s 
continuing effort to provide for the safety of the people among whom it carries on its pastoral mission while protecting the 
reputation and dignity of clerics and others who may be subject to inaccurate or false reports. 
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§II-7001 GENERAL PROVISIONS 
  
The teachings of the Catholic Church are the foundation for all who minister in her name. They provide basic 
teachings of responsibility and accountability for one's behavior as well as requirements of chastity for all the 
baptized and adherence to public vows and commitments. These commitments include those taken by bishops, 
priests and unmarried deacons to lead celibate lives. It is important that those in ministry understand appropriate 
conduct relating to sexuality and personal behavior.  
 
There is a sacred relationship that exists between the Church and her members, whether they are adults or 
children. This relationship involves respect and trust. When that respect and trust is violated by  inappropriate 
use of the Internet, sexual abuse, sexual misconduct, sexual assault and/or sexual exploitation when occurring 
within the context of the Church, it is a tragedy which misrepresents the Good News to those who have been 
victimized and indeed to all people. Every instance of sexual misconduct toward those who are the most vulnerable 
amongst us is a matter of the gravest concern. Knowledge of these instances calls for an organized diocesan 
response so that healing may occur and the safety of the community is assured.  
 
The Diocese of Davenport upholds the highest ethical standards for its members and personnel and strives to 
maintain safe environments for its people. Therefore, the Diocese has adopted the following policies regarding 
conduct relating to sexuality and personal behavior. Acceptance, understanding and acknowledgement of receipt 
of these policies are required of all persons involved in ministry in the Diocese prior to ordination, assignment, 
employment or acceptance of regular voluntary services involving interaction with children or dependent adults.  
 
Sexual misconduct violates human dignity as well as the moral teaching and mission of the Church. These policies 
establish appropriate behavior and address issues of sexual misconduct, including review of the fitness for 
ministry of any individual within the Diocese. These policies seek to be as fair and responsive as possible to the 
pastoral needs of those to whom we minister. In particular, they address instances of reported misconduct and 
the pastoral needs of the victim, the victim’s family, the parish or institution involved, the community and the 
person the report is regarding. These policies shall facilitate cooperation and avoid interference with civil 
authorities responsible for investigating reports of abuse. The primary purposes of these policies and their 
procedures are the safety of children, protection of the vulnerable, the wellbeing of the community and the 
integrity of the Church.  
 
Section 7001 contains general statements of policy from which specific procedural recommendations follow. It 
also recognizes the Diocese’s responsibility to establish appropriate procedural recommendations for clergy 
about the nature and effect of sexual abuse of minors and establishes appropriate policies and procedures for 
other Church personnel (i.e., employees, teachers and volunteers). 
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§II-7001.1 Policy to Prevent and Address Sexual Abuse of Minors1 

 
 
§II-7001.2 Establishment of Policy 
 

 

                                                 
1  Definitions for purposes of this policy only: See Appendix A 
 
 
 

 

II-7001.2 Policy 
Sexual abuse by anyone of a minor or dependent adult violates human dignity, ministerial commitment and the 
mission of the Church; therefore, the Diocese establishes these policies and procedures to review the fitness for 
ministry of anyone reported to have sexually abused a minor or dependent adult. The policies and procedures 
shall involve the people of the Church in a substantive role. 
 
The primary purpose of these policies and procedures are the safety of children and dependent adults, the well-
being of the community and the integrity of the Church. These policies and procedures shall be fair and 
responsive to the pastoral needs of the victim, the victim’s family, the community and the person whom the 
report is against. These policies and procedures shall facilitate cooperation and avoid interference with civil 
authorities responsible for investigating reports of sexual abuse. 
 
The Diocese shall continue to make its policies and procedures related to sexual abuse available in published 
form and as the subject of periodic public announcements so that those affected can readily seek and receive the 
assistance which the policies provide. (see USCCB Charter, art. 2) 

II-7001.1 Policy 
It is the policy of the Diocese of Davenport that sexual abuse of minors and dependent adults by personnel of the 
Diocese of Davenport while employed by or volunteering for the Diocese of Davenport is contrary to Christian 
principles. Sexual abuse of minors is clearly contrary to the duties, responsibilities and employment of all 
personnel of the Diocese of Davenport.  It is not to be tolerated and is grounds for immediate termination of 
employment/assignment and may necessitate canonical proceedings regarding continued ministry by clergy.  All 
clergy, staff and volunteers of the Diocese of Davenport must comply with (1) this policy and (2) all applicable 
federal and state law pertaining to actual or suspected sexual abuse of minors. 
 
The Diocese of Davenport will not tolerate retaliatory acts of any nature against persons who in good faith make 
reports and provide information implementing these policies. 
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§II-7001.3 Application to Personnel 

 
 
§II-7001.4 Distribution of Policies  
 

 
  

II-7001.3 Policy 
The following policies will apply to all personnel of the Diocese of Davenport to include:  

a) All bishops and incardinated clerics;  
b) All religious priests and deacons who have received faculties in the Diocese of Davenport and are 

working in a Diocesan assignment;  
c) All those non-ordained persons to whom a participation in the exercise of the pastoral care of a parish 

is entrusted according to Canon 517, Section 2, of the Code of Canon Law;  
d) All clerics incardinated in other dioceses who are working solely in the Diocese. Visiting clerics must 

comply with their home diocese’s policies where they maintain residence. 
e) All male and female religious working in the Diocese;  
f) All paid personnel in the offices and parishes of the Diocese;  
g) All volunteers in the offices and institutions who work with minors and dependent adults; 
h) Volunteers completing court-ordered community service requirements must i) be checked for non-

inclusion on the abuse registry, ii) be cleared by their probation officer for work at the parish or school, 
and iii) be included in the procedures used for adults who have regular contact with children and 
dependent adults.  If the volunteer refuses to comply with this policy the volunteer cannot work at the 
parish or school.  

i) Such other personnel as designated by the Bishop of Davenport. 
j) Unless specifically included above, Catholic corporate entities within the Diocese of Davenport which 

are listed in the Official Catholic Directory or the Diocesan Directory that do NOT have the Bishop 
of Davenport as their President are NOT covered by these policies. (St. Ambrose University, for 
example, while following the general outline of these policies, has its own policy regarding these issues 
which are particularly appropriate to these concerns in higher education.) 

II-7001.4 Policy 
These policies are to be distributed to all personnel listed above and to the following:  

a) All those who seek ordination in the Diocese at the time they are admitted into an ordination formation 
program and  

b) All clerics of other jurisdictions who seek assignment or appointment for work in the Diocese.  
c) The Diocese will promulgate its relevant policies to all members of the community through 

dissemination to its parishes, the diocesan newspaper, The Catholic Messenger, and through the 
diocesan web-site, www.davenportdiocese.org.  References will also be available there.  

d)  A copy of this policy will be offered to any person coming forward with a report of sexual abuse of a 
minor or dependent adult. 
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§II-7001.5 Acknowledgement by Personnel 
 

 
Acknowledgements are forwarded as follows:  

 
Personnel  Recipient  

a) Bishops and incardinated clerics  Chief of Staff  

b) Extern clerics with faculties working in the Diocese Chief of Staff 

c) Religious clerics with faculties working in the Diocese Chief of Staff 

d) Parish Life Administrator per Canon 517  Chief of Staff  

e) Seminarians Director of Vocations  

f) Principals and School Presidents Superintendent  

g) All school employees and volunteers  Principal  

h) Diocesan employees and volunteers  Chief Financial Officer 

i) Non-ordained parish personnel (employee or volunteer) 
not associated with a parish school  

Pastor or parish/school 
designee  

j) Anyone not listed above  Chief of Staff  

 
 
§II-7001.6 Funding, Staff and Facilities 
 

 
  

II-7001.5 Policy 
All personnel are asked to complete a brief questionnaire and electronically sign an acknowledgment of receipt 
that signifies the understanding and acceptance of these policies. To protect members of the Church, waivers 
allowing background checks are also included for screening of those who would work with certain vulnerable 
populations.  Compliance with this policy shall be verified through random checks during audits conducted by 
the Chief Financial Officer, the Safe Environment Coordinator or his or her designee. 
 
Acknowledgment of receipts are forwarded to the Chief of Staff of the Diocese or his/her designee each quarter.  

7001.6 Policy 
The Diocese shall provide sufficient funding, staff and facilities to assure the effective implementation of the 
programs established by these provisions. 
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§II-7001.7 Education of Seminarians, Clerics and other Church Personnel 
 

 
§II-7001.8 Review and Amendment 
 

 

II-7001.7 Policy 
The Diocese shall develop and maintain “safe environment” programs and programs for outreach to 
communities affected. The programs shall promote healing and understanding. They are to be conducted 
cooperatively with parents, civil authorities, educators and community organizations to provide education and 
training for children, youth, parents, ministers, educators and others about ways to make and maintain a safe 
environment for children. The Diocese will make clear to clergy and all members of the community the 
standards of conduct for clergy and other persons in positions of trust with regard to sexual abuse. (see USCCB 
Charter, art. 12) 
 
The seminary of the Diocese shall provide programs about the nature and effect of sexual abuse of a minor for 
the education of seminarians. 
 
The Diocese will provide programs which include knowledge or training regarding this policy. Some personnel 
of the Diocese of Davenport, such as principals, licensed school employees, counselors, etc., are governed by 
special training requirements (e.g., mandatory reporting laws).   
 

II-7001.8 Policy 
The Diocesan Review Board [hereafter referred to as Review Board] established in Section II-7003.4 shall 
periodically review these policies and procedures and make any recommendations for amendment to the 
Bishop. The Bishop may amend these policies and procedures at any time upon the recommendation of the 
Review Board or at his own initiative. (see USCCB Essential Norms, 4.B) 
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§II-7002 CODE OF CONDUCT FOR CLERGY, ADMINISTRATORS, STAFF AND VOLUNTEERS 
 
The private and public conduct of priests, deacons, administrators, staff and volunteers in the Catholic Church 
must uphold Christian values and conduct.  This Code of Conduct sets these standards.   
 
§II-7002.1 Conduct for Pastoral Counseling and Spiritual Direction 
 

Procedures 
All staff and volunteers who work with children and dependent adults who in any way are engaged in pastoral 
counseling or spiritual direction (to be broadly interpreted): 
 
a) Shall not step beyond their competence in counseling situations and shall refer clients to other 

professionals when appropriate. 
 
b) If possible, should avoid entering into an ongoing counseling relationship with someone with whom they 

have a pre-existing relationship (i.e., employee, professional colleague, friend or other pre-existing 
relationship). 

 
c) Should not create video or audio recordings of sessions without the written consent of the client. 
 
d) Must never engage in sexual intimacies with the persons they counsel.  This includes consensual and 

nonconsensual physical contact as well as forced physical contact and inappropriate sexual comments. 
 
e) Shall not engage in sexual intimacies with individuals who are close to the client – such as relatives or 

friends of the client – when there is a risk of exploitation or potential harm to the client.  They should 
presume that the potential for exploitation or harm exists in such intimate relationships. 

 
f) Assume the full burden of responsibility for establishing and maintaining clear, appropriate boundaries 

in all counseling and counseling-related relationships. 
 
g) Physical contact should only be public, appropriate and nonsexual between the counselor and the persons 

they counsel. 
 
h) Should conduct sessions in appropriate settings at appropriate times. 
 
i) Avoid conducting sessions in private living quarters. 
 
j) Sessions should not be held at places or times that would tend to cause confusion about the nature of the 

relationship for the person being counseled. 
 
k) Shall maintain reasonable records as appropriate respecting privacy and confidentiality. 
 
 

II-7002.1 Policy 
Clergy, staff and volunteers who provide pastoral, spiritual and/or therapeutic counseling services to 
individuals, families or other groups must respect the rights and advance the welfare of each person. 
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§II-7002.2 Ministry to Minors and Dependent Adults 
 
Because of its extensive ministries to minors and dependent adults, the Church perhaps has more involvement 
with these individuals than many other organizations.  These individuals have no choice but to be dependent upon 
adults, particularly those adults in positions of trust and leadership. 
 

 Procedures 
a) Avoid inappropriate physical contact when alone with minors and dependent adults.  In other situations 

where physical contact is necessary and proper, such as in certain moments in the celebration of the 
sacraments, use sound discretion and moderation.  If a person initiates physical contact out of affection, a 
response is appropriate if it is not prolonged. 

 
b) Do not be alone with a minor in a residence, sleeping facilities, a locker room, restroom, a dressing facility 

or other closed rooms that are less desirable to a ministry relationship. 
 
c) Seek responsible adults to be present at events involving minors, such as games and athletic activities. 
 
d) Groups of minors should rarely be left alone.  Youth group trips must have enough adult chaperones to 

provide adequate supervision based upon the type of activity.  
 
e) Do not take an overnight trip alone with a minor or minors. 
 
f) Inappropriate language (including profanity) or inappropriate conversation topics should not be used.  

When people initiate such conversations or use such language in order to seek help or because they lack 
appropriate vocabulary, you should remain prudent and sensitive. 

 
g) Do not provide alcohol to anyone under the age of 21.  (Wine appropriately used in the celebration of the 

Eucharist is an exception to this directive.) 
 
h) Avoid inviting a minor by himself or herself into your house or automobile. 
 
i) Always maintain a professional posture in dealing with people, avoiding emotional attachment and being 

aware of the powerful attraction of adults in positions of authority and trust.  If one recognizes personal 
or physical attraction developing, consult a supervisor or refer the person to another qualified adult, 
particularly in counseling situations. 

 

II-7002.2 Policy 
It is vitally important that prudence be exercised by all adults in both ministerial and social relationships with 
minors and dependent adults.  In the case of at-risk individuals who are extremely vulnerable, adults should be 
particularly cautious and sensitive.  It is expected that those who deal with these individuals consult regularly 
with appropriate supervisors. 
 
Following is a set of procedures for all clergy, religious, lay employees and volunteers of the Diocese of 
Davenport in dealing with minors and dependent adults.  These guidelines are not meant to be exhaustive but 
rather to serve as some general principles.  At the same time, they are not intended to prevent the performance 
of ministry but rather to assist in employing good sense in dealing with minors and dependent adults.  If it is 
necessary to depart from these guidelines, adults should be aware of any departure and be able to justify their 
actions.  There are times when one-on-one involvement is unavoidable.  In these cases, extreme discretion 
should be used in relationships with these individuals.  Proceed as a prudent person would in similar 
circumstances. 
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j) If one-on-one pastoral care of a minor should require frequent or regular appointments, parents should be 
notified that these appointments are occurring.  If the subject matter precludes such notification, the 
minister should consult his or her supervisor. 

 
k) When practical, two adult supervisors should be present for any church activity outside the classroom 

situation.  Whenever two adults are not present, the adult should refrain from being alone with a minor 
unless necessary for the nature of the ministry.  In those instances, the adult should be in clear view, e.g., 
through a window or an open door. 

 
l) Volunteers should be invited to work with minors or dependent adults only after they are known to some 

degree within the parish or Diocese.  For those volunteers not known, a six-month time period to get to 
know that person would be required.  Background checks will also be done in accordance with these 
policies. 

 
m) No person should ever strike, bully or purposely humiliate, ridicule, threaten, harm or degrade anyone. 
 
n) Drivers on trips must be 21 years of age or older with vehicle insurance and a valid driver’s license.  They 

must complete a Driver Information Sheet and attach to it a copy of their driver’s license and vehicle 
declaration page listing insurance coverage annually or if information changes.  The Driver Information 
Sheet is retained locally. 
 

o) All people have an obligation to protect minors and dependent adults, particularly when they are in the 
care of the Church.  

 
p) If there is reason to believe that anyone is violating these directives, the person should be challenged in a 

forthright manner or reported to a supervisor.  If there is reason to suspect that child abuse has occurred 
in a diocesan related entity, this matter must be reported to the supervisor or to the Victim Assistance 
Coordinator of the Diocese.  Mandatory or permissive reports must also be made to the proper authorities. 
(see Appendix C) 

 
 
§II-7002.3 Confidentiality 
 

Procedures 
a) Information obtained in the course of sessions shall be confidential, except for compelling professional 

reasons or as required by law. 
 
b) If there is clear and imminent danger to the client or to others, they may disclose only the information 

necessary to protect the parties affected and to prevent harm. 
 
c) Before disclosure is made, if feasible, they should inform the person being counseled about the disclosure 

and the potential consequences. 
 
d) They should discuss the nature of confidentiality and its limitations with each person in counseling. 

II-7002.3 Policy 
Information disclosed to a person providing pastoral counseling or spiritual direction during the course of 
counseling, advising or spiritual direction shall be held in the strictest confidence possible.  Under no 
circumstances whatsoever can there be any disclosure – even indirect disclosure – of information received 
through the Sacrament of Reconciliation.  Additional rights of confidentiality are found in the State Code of 
Iowa (Ch 622.10.1). 
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e) Knowledge that arises from professional contact or communication should not normally be used in 
teaching, writing, homilies or other public presentations unless effective measures are taken to absolutely 
safeguard both the individual’s identity and the confidentiality of the disclosures. 

 
f) While counseling a minor, if it is discovered that there is a serious threat to the welfare of the minor, 

communication of any confidential information to a parent or legal guardian should disclose only the 
information necessary to protect the health and well-being of the minor.  Consultation with the appropriate 
Church supervisory personnel is required. 

 
g) When a report of sexual abuse of a minor is received, the person receiving the report must inform the 

person making the report that confidentiality may not be guaranteed if required by the judicial system.  It 
is important that this be documented on the appropriate form. 

 
 
§II-7002.4 Sexual Conduct 
 

Procedures 
a) All Christ’s faithful are called to lead a chaste life in keeping with their particular states of life. 
 
b) Clergy, staff and volunteers who provide counseling or spiritual direction services must avoid developing 

inappropriately intimate relationships with minors, other staff, or parishioners.  These personnel must 
behave in a professional manner at all times. 

 
c) No clergy, staff or volunteer may exploit another person for sexual purposes. 
 
d) Reports of sexual misconduct should be taken seriously and reported in accordance with the appropriate 

policy, which will include reporting to civil authorities if the situation involves a minor or dependent 
adult. 

 
e) Following diocesan policy and procedures, care will always be taken to protect the rights of all parties 

involved, particularly those of the person reporting to have been sexually abused and of the person against 
whom the report has been made. When a report has been shown to be unfounded, every step possible will 
be taken to restore the good name of the person whom the report has named. (see USCCB Essential 
Norms, 13) 

 
f) Clergy, staff and volunteers should review and know the contents of the child abuse regulations and 

reporting requirements for the State of Iowa and should follow these mandates.  
(see www.davenportdiocese.org for links)  

 
 

 
 
 
 
 
 

II-7002.4 Policy 
Clergy, staff and volunteers must not, for any reason, but especially for sexual gain or intimacy, exploit the 
trust placed in them by the faith community. 
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§II-7002.5 Harassment 
 

Procedures 
a) Harassment encompasses a broad range of physical, written, electronic or verbal behavior, including but 

not limited to the following: 
1. Physical or mental abuse. 
2. Racial insults. 
3. Derogatory ethnic slurs. 
4. Unwelcome sexual advances or touching. 
5. Sexual comments or sexual jokes. 
6. Requests for sexual favors used as: 

- a condition of employment, or 
- to affect other personnel (or educational) decisions, such as promotion or compensation, (or 

grades). 
7. Display of offensive materials. 
8. Demeaning or belittling statements or actions 

 
b) Harassment can be a single, severe incident or a persistent pattern of behavior where the purpose or the 

effect is to create a hostile, offensive or intimidating work environment. 
 
c) Reports of harassment should be taken seriously and reported immediately in accordance with the 

appropriate policy.  
 
d) Following diocesan policy and procedures, care will always be taken to protect the rights of all parties 

involved, particularly those of the person reporting to have been sexually abused and of the person against 
whom the charge has been made. When a report has been shown to be unfounded, every step possible will 
be taken to restore the good name of the person against whom the charge has been made. (see. USCCB 
Essential Norms 13) 

 
 
§II-7002.6 Conflicts of Interest 
 

Procedures 
a) Clergy, staff and volunteers should disclose all relevant factors that potentially could create a conflict of 

interest. 
 
b) Clergy, staff and volunteers should inform all parties when a real or potential conflict of interest arises.  

Resolution of the issues must protect the person receiving ministry services. 
 
c) No personnel should take advantage of anyone to whom they are providing services in order to further 

their personal, religious, political or business interests. 
 

II-7002.5 Policy 
Personnel must not engage in or tolerate physical, psychological, written or verbal harassment of anyone.  Any 
personnel subject to the Policies for Diocesan Faith Formation and Education Programs must also abide by 
that Handbook.  Clergy, staff and volunteers shall provide a professional work environment that is free from 
physical, psychological, written or verbal intimidation or harassment. 

II-7002.6 Policy 
Personnel should avoid situations that might present a conflict of interest.  Even the appearance of a conflict 
of interest can call integrity and professional conduct into question. 
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d) Generally, counseling services should not be provided to anyone with whom one has a business, 
professional or social relationship.  When this is unavoidable, and it may well be in Church-related 
situations, the client must be protected.  The counselor must establish and maintain clear, appropriate 
boundaries. 

 
e) When counseling or spiritual direction services are provided to two or more people who have a 

relationship with each other, it would be advisable to anticipate any conflict of interest, take appropriate 
actions to eliminate the conflict, and obtain from all parties consent to continue services, preferably in 
writing. 

 
f) Conflicts of interest may arise when independent judgment of a person providing pastoral counseling or 

spiritual direction is impaired by prior dealings, becoming personally involved or becoming an advocate 
for one person against another.  In these circumstances, the person shall advise the parties that he or she 
can no longer provide services and refer them to another for counseling or spiritual care. 

 
 
§II-7002.7 Internet Safety 
 

Procedures 
To safeguard the Internet and its users the Diocese requires that the following regulations be enforced by the 

system administrators of each Internet access site in the Diocese: 
 
a) Transmission or intended reception of any material in violation of any national, state or local regulation 

is prohibited.  This includes, but is not limited to: copyrighted material (without appropriate permission), 
threatening or obscene material or material protected by trade secret.  Use for commercial activities, 
product advertisement, or partisan political lobbying is prohibited.  Intended transmission or reception of 
materials that would tend to violate the moral teaching of the Catholic Church or be scandalous to the 
Church is also prohibited.  Any child pornography discovered shall be reported to law enforcement 
authorities and the offender removed from ministry. 

 
b) Any network or computer may be monitored for improper use, network diagnosis and virus detection.   
 
c) The Diocese requires the use of filtering software or services on all school computers with access to the 

Internet.  This particular filtering and monitoring may also be done on all other computers without 
previous notice.  Computers and networks that access the Internet must maintain a firewall that limits 
access to required services.  Firewall and wireless access points shall not use vendor-supplied defaults for 
system passwords and other security parameters.  Network logging is maintained.  Security assessments 
shall be performed on a regular basis to ensure network integrity. 

 
d) When minors are using the Internet, access to visual depictions must be blocked or filtered if they are (a) 

obscene, as that term is defined in section 1460 of title 18, United States Code; (b) child pornography, as 

II-7002.7 Policy 
 
The Diocese of Davenport recognizes and promotes the increasing availability of Internet access in schools 
and parishes throughout the Diocese.  The Internet is an electronic highway connecting thousands of 
computers all over the world with access to electronic mail, public domain software, discussion groups, 
libraries of information and other forms of direct electronic communication. 
 
Along with the inherent freedom of the Internet comes the possibility of accessing material that is not 
consistent with the Catholic faith.  Although precautions should be taken to restrict access to controversial 
materials, such access may still be possible. 
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that term is defined in section 2256 of title 18, United States Code; or (c) harmful to minors.  Staff may 
not disable the filters when minors are using them, even with parental or teacher permission and 
supervision.  Appropriate staff may disable filters only for adults who are using filtered computers for 
bona fide research purposes.  Minors’ use of the Internet should be monitored.  Appropriate language 
shall be used while respecting the rights of others.  Minors should sign and a guardian co-sign the Internet 
Use Policy for minors found in the Policies for Faith Formation and Education Programs, Policy 615.1. 

 
e) Appropriate language shall be used while respecting the rights of others. 
 
f) In general, personal addresses and personal phone numbers should not be made public over the Internet 

without special permission.  Personal addresses and phone numbers of minors should never be given out 
over the Internet.  Illegal activities should be reported to law enforcement. 

 
g) Internet information is not guaranteed to be confidential.  The dissemination of credit card information is 

prohibited unless a secure system of encryption is available. 
 
h) Attempts to disrupt the use of the network by destroying data of another user or of the network is 

prohibited.  Attempts to use system administrator access rights or another user’s account without written 
permission are prohibited.  Any user identified as a security risk may be denied access to the network. 

 
i) All computers should continuously run anti-virus/malware software while in operation.  Computer 

equipment used in home offices that exchange data with Diocesan or Diocesan entity computer networks 
shall use anti-virus/malware software approved by the Diocesan Director of Technology.  Any 
information downloaded from the Internet should be scanned for viruses before use.  Computers and 
network equipment should utilize current service pack or firmware versions with all applicable current 
security patches installed. 

 
j) The Diocese of Davenport makes no warranties of any kind, whether expressed or implied, for Internet 

service including loss of data, delays, non-deliveries, miss-deliveries or service interruptions.  Use of any 
information obtained is at the operator’s risk.  It is up to the user to verify or validate all of the information 
obtained.  Users are responsible for backing up data not stored on the network. 

 
§II-7002.8 Administration 
 

 

 
 
 

 
 

II-7002.8 Policy 
Employers and supervisors shall treat clergy, staff and volunteers justly in the day-to-day administrative 
operations of their ministries. 

II-7002.8.2 Policy 
No clergy, staff or volunteer shall use his or her position to exercise unreasonable or inappropriate power and 
authority. 

II-7002.8.1 Policy 
Employment-related and other administrative decisions made by clergy, staff or volunteers shall meet civil and 
canon law obligations and also reflect Catholic social teachings and diocesan policies. 



§II-7000 Policies Relating to Sexuality and Personal Behavior 

 14

 

 
§II-7002.9 Clergy, Staff and Volunteer Well-Being 
 

Procedures 
a) Clergy, staff and volunteers should be knowledgeable and informed of the warning signs that indicate 

potential problems with their own spiritual, physical, mental and/or emotional health. 
 
b) Clergy, staff and volunteers should seek help immediately whenever they notice behavioral or emotional 

warning signs in their own professional and/or personal lives. 
 
c) Support from a spiritual director is highly recommended. 
 
d) Inappropriate or illegal use of alcohol or drugs is prohibited. 
 

 
§II-7002.10 Parish, Religious Community/Institute, and Organizational Records and  
          Information 
 

Procedures 
a) Sacramental records shall be regarded as confidential.  When compiling and publishing parish, religious 

community/institute, or organization statistical information from these records, great care must be taken 
to preserve the anonymity of individuals. 

 
b) Personnel records of parishes, religious community/institute, schools or entities are confidential unless 

review is required by the Diocese or an appropriate government agency.  
 
c) Individual contribution records of the parish, religious community/institute or organization shall be 

regarded as private and shall be maintained in strictest confidence. 
 
 
 
 
 

II-7002.8.3 Policy 
Prudent fiscal management as well as diocesan policies regarding Internal Controls, Accounting Guidelines 
and civil and canon law should be observed. 

II-7002.8.4 Policy 
All unsupervised volunteers providing services to minors and dependent adults, all clergy and all staff must 
read the Policies Relating to Sexuality and Personal Behavior, understand its meaning, agree to conduct 
themselves in accordance with the policy and electronically sign his or her agreement before providing 
services. 

II-7002.10 Policy 
Confidentiality will be maintained in creating, storing, accessing, transferring and disposing of parish, religious 
community/institute, or organizational records.

II-7002.9 Policy 
Clergy, staff and volunteers have the duty to be responsible for their own spiritual, physical, mental and 
emotional health. 
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§II-7002.11 Code of Conduct 
 

 
§II-7002.12 Whistle Blower 
 

 
 

II-7002.11 Policy 
Those reported of disregarding the policies of this document will be subject to remedial action, which 
may take various forms, from verbal reproach to removal from ministry for clergy and termination 
for laity depending on the specific nature and circumstances of the offense and extent of the harm. 
When a report of sexual abuse is made against clergy or laity, the reported abuser will be put on leave 
while an investigation is made to determine if the report is credible. 

II-7002.12 Policy 
It is the intent of Diocese to adhere to all laws and regulations that apply to it.  The Diocese will not retaliate 
against any person who in good faith, has made a protest or raised a complaint against some practice of the 
Diocese, or of another individual or Diocesan entity with whom the Diocese has a relationship, on the basis of 
a reasonable belief that the practice is in violation of law. 
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§II-7003 SPECIFIC POLICIES REGARDING CLERGY 
 
Section 7003.1 recognizes the Church’s pastoral responsibility to assist all those affected by sexual abuse of 
clerics with minors: the victim and the victim’s family, the community, and the cleric.  Section 7003.1 establishes 
a Victim Assistance Coordinator whose duties will include the identification of pastoral and professional 
resources which will be made available to assist the victims of abuse.  In addition, the Church’s outreach to 
communities affected will be organized to promote understanding and healing.  Finally, the role of Vicar for 
Priests as pastor to the clergy of the Diocese is addressed. 
 
§II-7003.1 Assistance to Those Affected 
 

 
§II-7003.1.1 Assistance to Victim/Survivor 

 
Procedures 
a) Upon referral to the Victim Assistance Program the Victim Assistance Coordinator shall explain the 

Counseling Services Policy, Obtaining Providers of Counseling Services Policy, Medication and 
Counseling Reimbursement and Chart Review Policy to the victim. 

 
b) The Victim Assistance Coordinator shall work in a cooperative effort with the victim to locate a choice 

of three providers of service within the preferred provider list provided by the victim’s primary insurance 
company that also has the appropriate credentials to counsel those who have been sexually abused.  In 
order for consideration of reimbursement by the Diocese of Davenport this preferred provider must also 
be on the approved provider of services list that the Diocese of Davenport Victim Assistance Program 
maintains. 

 
c) If the preferred provider is not on the approved provider of service list the Victim Assistance Coordinator 

shall call the licensed mental healthcare professional and explain the process of paperwork that needs to 
be completed to become a provider of service for the Diocese of Davenport. 

II-7003.1 Policy 
The Diocese shall make appropriate assistance available to those who have been the victim of sexual abuse as 
a minor, whether the abuse was recent or occurred years in the past. This outreach will include provision for 
counseling, spiritual assistance, support groups, and other social services agreed upon by the victim and the 
Diocese. In cooperation with social service agencies and other churches, support groups for victims/survivors 
and others affected by abuse are to be fostered and encouraged by the Diocese and in local parish communities. 
(USCCB Charter, art. 1)   

II-7003.1.1 Policy 
The first obligation of the Church with regard to the victims is for healing and reconciliation. The Diocese 
shall designate a Victim Assistance Coordinator (VAC) who shall minister to the victim, victim’s family or 
other persons affected, doing so with a sincere commitment to their spiritual and emotional well-being. The 
VAC shall identify professional and other resources and make them available to aid in the pastoral care of a 
victim or other person. In the case of any disclosure of sexual abuse of a minor, the VAC shall report the fact 
to the Chief of Staff. (see USCCB Charter, articles 1 & 2, and USCCB Essential Norms, 3) The Diocese will 
not enter into confidentiality agreements except for grave and substantial reasons brought forward by the 
victim/survivor and noted in the text of the agreement. (see USCCB Charter, art. 3) Through pastoral outreach 
to victims and their families, the Bishop or his representative will 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 our Holy Father in his Address to the Cardinals of the United States and Conference 
Officers. This pastoral outreach by the Bishop or his delegate will also be directed to faith communities in 
which the sexual abuse occurred. (see USCCB Charter, art. 1) 
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d) Once appropriate providers have been located, the Victim Assistance Coordinator shall discuss the 

appropriate providers with the victim to determine which provider he/she would like to make an 
appointment with for an initial evaluation.   

 
e) The Victim Assistance Coordinator shall encourage the victim/survivor to make the appointment, 

requesting that he/she submit his/her insurance information to the provider of service as primary payer 
and the Victim Assistance Coordinator’s name, address and phone number so that the Diocese of 
Davenport will be regarded as the secondary payer.  

 
f) The recipient of care will provide the Victim Assistance Coordinator with the following information 

regarding the pharmacy of his/her choice: pharmacy name, address and telephone number.  The pharmacy 
can direct bills to the Diocese of Davenport. 

 
g) Prior to authorization of reimbursement, full initial referral procedures must be met: 
 

1. The Diocese requires abiding by any pre-authorization requirements of the insurance company.  All 
other available avenues of reimbursement will be utilized first and considered the primary payer.  
Diocese reimbursement will be regarded as the secondary payer. 

2. Compliance with the psychological/psychiatric treatment plan is required. 
3. Medical chart review may occur on a scheduled or random basis. 
4. The recipient of care shall provide the Victim Assistance Coordinator with a copy of member ID 

numbers to confirm his/her primary insurance with respect to mental health coverage and preferred 
providers. 

5. If the ordering physician and recipient of care are in agreement then generic medications may be 
ordered. 

6. A background check of the mental health provider shall be completed. 
 
h) A medical record review may consist of professional discussion between reviewers and the care provider.  

The medical review may consist of a psychiatrist, social worker, psychologist and/or other appropriate 
medical professionals. 

 
i) The Victim Assistance Coordinator will notify the recipient of care either by phone or mail that the medical 

review will take place to be scheduled according to acceptable standards of care.  Every attempt will be 
made to have the review completed within a reasonable amount of time upon receiving the chart/medical 
documentation. 

 
j) The reviewer’s determination will be sent to the Victim Assistance Coordinator to summarize and forward 

to the recipient of care and provider of service by phone and by mail. 
 
k) If determination is made that care is outside the acceptable Standards of Care in the Behavioral Health Field 

then the Victim Assistance Coordinator will work with the provider and recipient of care for safety and best 
outcomes.  This may include referring to alternative providers if necessary. 

 
l) If the current provider is unable to work within the acceptable Standards of Care in the Behavioral Health 

Field, reimbursement from the Diocese of Davenport may be terminated.  Notification would be by phone 
and in writing to the provider and the recipient of care.  The Victim Assistance Coordinator and recipient 
of care would work together to identify another provider of service within a reasonable amount of time. 
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§II-7003.1.2 Assistance to Community 
 

 
§II-7003.1.3 Assistance to Clergy 
 

 
§II-7003.2 Screening for Formation, Education & Assignment to Ministry 
 
Section II-7003.2 contains provisions confirming the Diocese’s responsibility to screen candidates for the 
ordination and enhance educational programs regarding sexuality and sexual abuse. The Diocese’s cooperative 
relationships with religious communities and clerics of other dioceses are clarified and the authority to review 
the fitness of clerics seeking assignments is confirmed. 
 

Procedures 
a) Psychological Profile. Consistent with applicable ethical, canonical and legal principles and as soon as 

may be appropriate, a full psychological profile of each seminarian and deacon candidate shall be 
obtained. In addition to general psychological fitness for ordination and ministry, the profile should seek 
to identify tendencies of pedophilia or ephebophilia. The psychological profile shall be maintained as part 
of the seminarian’s or deacon candidate’s permanent personnel file. The profile may be updated as 
necessary or appropriate. 

 
b)  Developmental Programs. The Diocesan seminary and formation programs shall offer, as part of their 

formation programs, age appropriate courses and components that deal in depth with psychological 

II-7003.1.2 Policy 
The Diocese shall develop and maintain “safe environment” programs and programs for outreach to 
communities affected. The programs shall promote healing and understanding. They are to be conducted 
cooperatively with parents, civil authorities, educators, and community organizations to provide education and 
training for children, youth, parents, ministers, educators, and others about ways to make and maintain a safe 
environment for children and dependent adults. The Diocese will make clear to clergy and all members of the 
community the standards of conduct for clergy and other persons in positions of trust with regard to sexual 
abuse. (see USCCB Charter, art. 12) 

§II-7003.1.3 Policy 
In the case of any disclosure of sexual abuse of a minor by a cleric, a report shall be made to the Chief of Staff 
or the Victim Assistance Coordinator.  The Vicar General, with assistance from the Vicar for Priests and the 
Director of the Diaconate, ministers to the priests and deacons of the Diocese by providing assistance, advice, 
support, and by facilitating referrals to resource persons and other professionals. An offending cleric will be 
offered professional assistance for his own healing and well-being, as well as for the purpose of prevention. 
(see USCCB Charter, art. 5) 
 
He 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 and to the cleric in question. (see 
USCCB Essential Norms art. 7) 

II-7003.2 Policy 
The Diocese shall evaluate the background of all Diocesan personnel. Specifically, they will utilize the 
resources of law enforcement and other community agencies. In addition, they shall employ adequate screening 
and evaluative techniques in deciding the fitness of candidates for ordination (see National Conference of 
Catholic Bishops, Program of Priestly Formation, 1993, no. 513). The Diocese shall review and augment on-
going programs for the screening and education of seminarians and deacon candidates and the continuing 
education of clerics in matters related to sexuality and sexual abuse. (see USCCB Charter, art. 13) 
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development, including both moral and deviant sexual behavior, with emphasis on the implications of 
making moral choices in accord with Church teaching and priestly commitment. While the priestly 
commitment to the virtue of chastity and the gift of celibacy is well known, there  are clear and well-
publicized Diocesan standards of ministerial behavior and appropriate boundaries for clergy and for any 
other Church personnel in positions of trust who have regular contact with children and young people 
(see §II-7002 Code of Conduct). (USCCB Charter, art. 6) 

 
d) Seminary programs will focus on the question of human formation for celibate chastity based on the 

criteria found in Pastores Dabo Vobis (1992). (see www.vatican.va/) 
 
e) The Diocese will develop systematic ongoing formation programs in keeping with the recent Conference 

document Basic Plan for the Ongoing Formation of Priests (2001) so as to assist priests in their living 
out of their vocation. (USCCB Charter, art. 17. see www.usccb.org) 

 
 
§II-7003.3 Assignment and Transfer of Clergy outside their Jurisdiction 
 

 
  

II-7003.3 Policy 
Clerics of the Diocese who exercise ministry in another diocese are required to request a letter in good 
standing (celebret) be sent by the office of the Bishop to the ordinary of the diocese or religious superior 
where ministry will be exercised.  Copies of the letter are sent to the parish being visited and to the cleric 
requesting the letter. (see c.903, USCCB Essential Norms, 12) 
 
Any cleric coming to the Diocese of Davenport to perform any ministry, even for only one event, is required 
to provide a letter of good standing (celebret) to the office of the Bishop from his own diocese or religious 
superior. 
 
For clerics who have established residence outside of the Diocese but remain incardinated in the Diocese, a 
request for verification of compliance with the USCCB safe environment requirements will be sent to the 
diocese of the cleric’s residence annually.  
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§II-7003.3.1 Priests and Deacons of the Diocese of Davenport 
 

 
§II-7003.3.2 Religious Communities and Clergy of Other Dioceses 
 

 
§II-7003.3.3 Relationship with Religious Communities 
 

Procedures 
a) The community must provide a copy of its own policies and procedures to the Bishop's delegate. 
 
b) The presenting community shall provide a written statement about the status, background, character and 

reputation of each cleric presented for faculties in the Diocese, as provided in the model promulgated by 
the Conference of Major Superiors of Men. In the case of any incident of sexual abuse of a minor, the 
presenting community shall submit to the Bishop's delegate a comprehensive narrative of the report and 
its disposition. (see II-7003.3.1). 

 
c) If a religious cleric exercising public ministry or an apostolate in the Diocese of Davenport is named in a 

report of sexual abuse of a minor, the Bishop's delegate and the competent religious superior shall confer 
with each other. Concerning withdrawal from ministerial functions, the Diocese will determine whether 
or not the cleric may continue to exercise a ministry which involves the care of souls, the public exercise 
of divine worship, or some other work of the apostolate (see. cc. 392 and 678, 1). If the Diocese determines 
that a religious cleric may no longer exercise such ministry in the Diocese, his faculties will be revoked, 
and his proper Ordinary will be requested to recall the cleric immediately. The religious community 
retains its rightful autonomy and responsibility to address issues pertaining to its internal affairs, such as 
psychological assessment, treatment and aftercare for the cleric named in the report. 

 
d) If sexual abuse of a minor is reported involving a religious priest or deacon ministering in a parish, school 

or other entity under the auspices of the Diocese of Davenport, the Diocese retains the right to initiate the 

II-7003.3.1 Policy 
No Diocesan priest or deacon who has committed an act of sexual abuse of a minor may be transferred for 
ministerial assignment to another diocese/eparchy or religious province. 
 
When it is learned that a priest or deacon from the Diocese of Davenport has changed residence to another 
diocese/eparchy, the Bishop or his delegate (Chief of Staff) shall forward, in a confidential manner, to the local 
Bishop/eparch of the place of residence 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. This also applies 
to the priest or deacon who will reside in a local community of an institute of consecrated life or society of 
apostolic life. In proposing a priest or deacon for residence outside the Diocese, the bishop or his delegate 
(Chief of Staff) shall provide the receiving bishop/eparch or religious ordinary with the necessary information 
regarding any past act of sexual abuse of a minor by the priest or deacon in question. (see USCCB Charter, 
art. 14, and USCCB Essential Norms, 12) 

II-7003.3.2 Policy 
No religious or extern priest or deacon who has committed an act of sexual abuse of a minor may be transferred 
for ministerial assignment into the Diocese of Davenport. (see USCCB Charter, art. 14), and USCCB Essential 
Norms, 12) 

II-7003.3.3 Policy 
Religious communities whose cleric members maintain or seek faculties to minister in the Diocese of 
Davenport shall abide by the Diocesan policies and procedures relating to sexual abuse of minors. 



§II-7000 Policies Relating to Sexuality and Personal Behavior 

 21

process of investigation and follow-up with the Review Board and take whatever action it deems 
appropriate. Since religious are also subject to their own proper superiors and to the discipline of their 
institute (c. 678, 2), the religious community may also choose to review the report in keeping with its own 
policies and procedures. If the religious superior removes the religious cleric from the office entrusted to 
him after having informed the Bishop (c. 672, 2), the cleric’s Diocesan faculties will be revoked. However, 
any determination about return to ministry in the Diocese and restoration of Diocesan faculties will be 
made according to Diocesan policies and procedures in this regard. 

 
e) The Scott County Attorney shall be notified of any report of sexual abuse of a minor in accordance with 

the Memorandum of Understanding. 
 
 
§II-7003.3.4 Extern Clerics 

 

 
§II-7003.3.5 Sexual Misconduct of a Minor by an Extern Cleric 
 

Procedures 
a) If an extern cleric exercising public ministry or an apostolate in the Diocese of Davenport is reported to 

have been involved in the sexual abuse of a minor, the Diocese must confer with his bishop or superior. 
The Diocese will determine whether or not the cleric may continue to exercise a ministry which involves 
the care of souls, the public exercise of divine worship, or some other work of the apostolate (see. cc. 392 
and 678, 1). If the Diocese determines that an extern cleric may no longer exercise any ministry in the 
Diocese, his faculties will be revoked, and his bishop or superior will be requested to recall the cleric 
immediately. 

 
b) If sexual abuse of a minor is reported, the Diocese retains the right to initiate the process of investigation 

and follow-up with the Review Board and take whatever action it deems appropriate. Any determination 
about return to ministry and restoration of faculties will be made according to Diocesan policies and 
procedures. 

 
c) The Scott County Attorney shall be notified of any report of sexual abuse of a minor in accordance with 

the Memorandum of Understanding. 
 
 

II-7003.3.4 Policy 
With due regard for the faculties granted to clerics according to canon law, all clerics who are not incardinated 
in the Diocese of Davenport shall be required to obtain the permission and faculties from the Bishop in order 
to exercise a ministry which involves the care of souls, the public exercise of divine worship, or some other 
work of the apostolate. He must present a valid celebret issued by his bishop or superior according to the 
standards set by the Bishop of Davenport, certifying that he is a cleric in good standing with faculties granted 
by the Code of Canon Law (c. 903). 
 
Extern clerics shall abide by the Diocesan policies and procedures relating to sexual misconduct with minors. 

II-7003.3.5 Policy 
The Diocese shall maintain and periodically review its policies affecting extern clerics who seek or maintain 
faculties in the Diocese. The cleric’s bishop or superior shall certify whether he is aware of anything in the 
cleric’s background which would render him unsuitable to work with minors. In the case of any report or 
incident of sexual abuse of a minor, the cleric’s bishop or superior shall submit to the Bishop a comprehensive 
narrative of the report and its disposition. 
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§II-7003.3.6 Diocesan Deacon 
 

 
§II-7003.3.7 Extern Deacon 
 

 
§II-7003.3.8 Vicar for Priests 
 

 
§II-7003.4 Review Process for Continuation of Ministry 
 
Section §II-7003.4 establishes the process by which the fitness for ministry of a cleric named in a report of sexual 
abuse of a minor can promptly and credibly be determined and appropriate recommendations made to the Bishop. 
 
The Diocese of Davenport has contracted with a Victim Assistance Coordinator to receive reports of sexual abuse 
by a cleric with a minor.  Reports of sexual abuse by a cleric with a minor will initially be received by the Victim 
Assistance Coordinator who will notify the Chief of Staff, who in turn will make a recommendation to the Bishop.  
A Diocesan Review Board shall be composed of at least five persons of outstanding integrity and good judgment 
in full communion with the Church.  The Review Board will review the initial recommendations of the Vicar 
General and Chief of Staff as well as all subsequent issues regarding the fitness for ministry of the cleric named 
in the report.  The Vicar General, Chief of Staff and Review Board serve as advisors to the Bishop.  The process 
is declared to be consultative and advisory, not adversarial and adjudicative, and is directed toward pastoral 
reconciliation and healing.  In this context the safety and well-being of the community is of primary concern.  Of 
equal concern is protecting the reputation of clerics who may be subject to inaccurate or false reports.  The 
responsibility of the Chief of Staff to cooperate with civil officials is confirmed as is the Church’s pastoral 
responsibility to take action with respect to religious, pastoral and administrative matters that are beyond the 
authority of government.  
 
 
 
 
 
 
 
 

II-7003.3.6 Policy 
The Diocese shall maintain and periodically review its policies affecting deacons who seek or maintain 
faculties in the Diocese. In the case of any report or incident of sexual abuse of a minor, the Bishop's delegate 
shall refer the matter to the Chief of Staff, who shall follow the policies and procedures established in II-7003 
in so far as they apply to deacons and the case under review including the Memorandum of Understanding. 

II-7003.3.7 Policy 
When a deacon relocates into the Diocese and requests faculties to minister, his bishop or superior shall certify 
whether he is aware of anything in the deacon’s background which would render him unsuitable for ministry. 
In the case of any report or incident of sexual abuse of a minor, his bishop or superior shall be notified, and 
the policies and procedures in II-7003 shall be followed in so far as they apply to deacons and the case under 
review, including the Memorandum of Understanding. 

II-7003.3.8 Policy 
The Vicar General shall work together with the Vicar for Priests when a deacon is involved in any incident or 
report of sexual abuse of a minor. 



§II-7000 Policies Relating to Sexuality and Personal Behavior 

 23

§II-7003.4.1 Establishment of Process 
 

 
§II-7003.4.2 Reporting Requirement, Compliance and Cooperation 
 

 
Procedures 
 
a) 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. (See. USCCB Essential Norms, endnote 7) 

 
b) Reports that a cleric of the Diocese of Davenport engaged in sexual abuse of a minor may be reported 

either by telephoning, writing, or by meeting in person with the Victim Assistance Coordinator (VAC) or 
Chief of Staff. 

 
 The VAC may be reached by calling (563) 349-5002, e-mailing: vac@diodav.org or writing to: Victim 

Assistance Coordinator, PO Box 232, Bettendorf, Iowa 52722-0004. 
 
c) To the extent possible, the person making the report should provide the VAC or Chief of Staff with: the 

name of the cleric who is the subject of the report, the name or names of the victim or victims, and the 
basic facts of the report of abuse, the relevant dates, and the circumstances in which the abuse occurred. 

 
d) If the VAC or Chief of Staff learns of a report through the media or in some other fashion, the VAC or 

Chief of Staff shall make appropriate inquiries and proceed substantially in the same manner as with any 
other report. 

II-7003.4.1 Policy  
Determinations and recommendations regarding the continuation of ministry of any cleric who is the subject 
of a report of sexual abuse of a minor shall be made to the Bishop according to the consultative and advisory 
process established in Section II-7003. 

II-7003.4.2 Policy 
Diocesan personnel will comply with the current state and federal reporting requirements and will cooperate 
with any investigation.  As a reference at the time of this revision, Iowa Code Section 232.69 defines mandatory 
reporters.  Iowa Code Section 232.70 requires mandatory reporters to file a report with the Department of 
Human Services if they reasonably believe a child has suffered abuse.  Iowa Code 232.70 requires those who 
are mandatory reporters to make an oral report within 24 hours to the Department of Human Services to be 
followed by a written report within 48 hours if they reasonably believe a child has suffered abuse.  (See 
www.davenportdiocese.org for some helpful links.) 
 
In every instance, the Diocese of Davenport will advise and support a person’s right to make a report to public 
authorities. (see USCCB Essential Norms, 11 and II-7003.4.16 and II-7003.4.19 of these Diocesan policies) 
In addition, all Diocesan clergy and all religious, employees, and volunteers working for the Diocese shall 
comply fully with the letter and spirit of this process.  These personnel are expected to promptly notify reports 
of a cleric’s sexual abuse of a minor to the VAC or Chief of Staff unless prohibited by applicable Church law. 
Other clerics and religious working in the Diocese of Davenport are expected to cooperate with the process 
consistent with their particular status within the Diocese. All people of goodwill who may have to relate to the 
process are asked to do so with understanding and sensitivity for its goals. The Diocese will take all appropriate 
steps to protect the good name and reputation of all persons involved in this process. (see Canon 220 and 
USCCB Essential Norms, 6). 
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e) Anonymous Reports: The VAC or Chief of Staff ordinarily will not process anonymous reports or reports 

that do not contain enough information to permit reasonable inquiry. The VAC or Chief of Staff shall 
notify the Scott County Attorney through the diocesan attorney regarding all such reports.  The Review 
Board shall be notified of these reports at its next regularly scheduled meeting and they shall review the 
VAC or Chief of Staff’s actions. 

 
f) Resigned Clerics: a report against a cleric who has resigned from active ministry shall be processed in the 

same manner as all other reports.  The Diocese will facilitate the outreach to those affected. The Vicar 
General will determine whether the resigned cleric is still ministering or employed in an ecclesial setting 
where minors may be at risk.   

 
g) Deceased Clerics: A report against a cleric who is deceased shall be received by the VAC or Chief of 

Staff, who shall make a written summary of the report.  The VAC will offer appropriate pastoral care. The 
VAC will consult with other qualified persons in identifying the nature and extent of pastoral care that 
would be appropriate under the circumstances. Reports involving deceased clerics will be reviewed by 
the Diocesan Review Board, but may not be sent to the Scott County Attorney in accordance with the 
Memorandum of Understanding.  

 
h) Retired Clerics: Since retired clerics often continue to exercise ministry and administer the sacraments, a 

report against a cleric who has retired from an official assignment shall be processed in the same manner 
as any other report to the extent necessary to make a determination whether minors are currently at risk 
and whether there is reasonable cause to suspect that the retired cleric did engage in sexual abuse of a 
minor. 

 
i) Cleric Who Has Been Laicized: The Diocese of Davenport has no jurisdiction over a cleric who has been 

laicized. 
 
j) Compliance with the Memorandum of Understanding will be maintained regarding all reports. 
 
k) Bishops: If a bishop is reported to have abused a minor, the reported bishop is obliged to inform the 

Apostolic Nuncio.  If another bishop becomes aware of such a report 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.  In cases 
of financial demands for settlements involving reports of any sexual misconduct by a bishop, he, or any 
bishop who becomes aware of it, is obliged to inform the Apostolic Nuncio. The VAC conveys the report 
received to the Chief of Staff who forwards it to the Diocesan attorney.  The report to the Scott County 
Attorney is made by the Diocesan attorney.  After approval by the Scott County Attorney, the Chief of 
Staff notifies the nuncio and the diocesan attorney notifies the Archbishop of Dubuque (metropolitan of 
the Province).  The report to the nuncio is made by the bishop who has been named or by another bishop 
and by the Archbishop of Dubuque.  The Review Board may be requested by the nuncio to investigate 
the report. 

 
§II-7003.4.3 Diocesan Review Board 
 

 
 
 

II-7003.4.3 Policy  
The recommendations described in II-7003.4.1 shall be made to the Bishop by the Diocesan Review Board, 
which will function as a confidential consultative body to the Bishop in discharging his responsibilities; see 
USCCB Charter, art. 2, and USCCB Essential Norms 4):  
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§II-7003.4.4 Membership of the Review Board 
 

Procedures 
a) Nominating Committee: The Bishop may appoint a Nominating Committee to propose the names of 

candidates for the Review Board.  The Nominating Committee should be composed of respected persons 
with sound judgment.  For the nomination of the clerical members of the Review Board, the Nominating 
Committee could consult with the Vicar for Priests, the Presbyteral Council, the Diocesan Directors, and 
the VAC. 

 
b) Review Board Member Orientation: In order to familiarize Review Board members with their duties as 

well as with the pertinent policies and procedures, there should be a Review Board Member Orientation 
conducted periodically with input from appropriate Diocesan officials and outside consultants. 

 
c) Compensation: None of the members of the Review Board shall receive compensation for their services, 

but all members shall be reimbursed for their necessary expenses. 
 
 
§II-7003.4.5 Term 

 

 
 
§II-7003.4.6 Officers of the Review Board 

 

Procedures 
a) The chairperson will ordinarily convene and preside at meetings of the Review Board.  The vice-

chairperson will perform these functions when the chairperson is unable to do so.  The Review Board 
will meet at least quarterly. 

 
 

II-7003.4.4 Policy  
The Diocese of Davenport will have a Review Board functioning as a confidential consultative body for the 
Bishop.  The majority of its members will be lay persons not in the employ of the Diocese.  The Review Board 
will consist of at least five members of outstanding integrity and good judgment who are in full communion 
with the Church.  At least one member should be a priest who is an experienced and respected pastor of the 
Diocese and at least one member should have expertise in the treatment of sexual abuse of minors.  It is 
desirable that the Promoter of Justice participate in the meetings.  The functions of this Board may include: 
 

a) advising the Bishop in assessment of reports of sexual abuse of minors and in his determination of 
suitability for ministry, 

b) reviewing policies and procedures dealing with sexual abuse of minors and  
c) offering advice on all aspects of responses required in connection with these cases. 
 
(see USCCB Charter, art. 2, and USCCB Essential Norms 5) 

II-7003.4.5. Policy  
Appointments shall serve terms of five years, which can be renewed, and shall continue until a successor is 
appointed. (see USCCB Essential Norms, 5) 

II-7003.4.6 Policy  
The Bishop or the Board shall designate one board member as chairperson and one board member as vice 
chairperson for one-year terms. 
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§II-7003.4.7 Relationship with the Bishop 
 

 
§II-7003.4.8 Quorum and Majority for Doing Business 
 

 
§II-7003.4.9 Meetings of the Review Board 
 

Procedures 
a) Generally: The Review Board ordinarily will meet in person but by exception may meet by telephone 

conference call. The members of the Review Board shall not discuss the business of the Review Board or 
information presented to the Review Board outside Review Board meetings, except that the Bishop, Vicar 
General and Chief of Staff may communicate with Review Board members as required by this process or 
as otherwise appears appropriate. 

 
b) Attendance: The Bishop, Vicar General, Chief of Staff and other persons designated by the Bishop may 

attend those portions of meetings during which information is presented to the Review Board and the 
Review Board makes their recommendation. They may attend other portions of the meetings subject to 
the discretion of the Review Board and the Bishop.  Other than the person making the report or the cleric 
who is the subject of the report, all other persons may attend meetings only upon the invitation or with 
the consent of the Review Board and subject to such limitations as the Review Board might require. It is 
desirable that the Promoter of Justice participate in the meetings of the Review Board if not a member of 
the Review Board. (see USCCB Essential Norms, 5) Since the Promoter for Justice is involved in any 
penal process, he may attend the Review Board meetings with voice in the discussions, but with no vote 
in the Review Board’s determinations and recommendations unless he or she is a member of the Review 
Board. After the Review Board process is completed and, if warranted by the outcome, after the 
Congregation for the Doctrine of the Faith is notified, the Promoter for Justice will proceed as instructed 
by the Bishop in accord with directions from the Congregation for the Doctrine of the Faith, unless the 
Congregation calls the case to itself because of special circumstances. (see USCCB Essential Norms, 8A) 

 
c) Committees: The Chairperson with the consent of the Review Board may appoint such standing or 

temporary committees as deemed necessary, and may delegate to such committees any powers necessary 
to fulfill their purpose, except that the power to make a definitive recommendation following a review 
meeting may not be delegated to any such committee. 

II-7003.4.7 Policy  
The Review Board shall serve as the principal advisor to the Bishop in his assessment of reports of sexual 
abuse of minors and in his determination of suitability of ministry. They are not accountable to other officials 
of the Diocese except as may be necessary for the efficient administration of its business. (see USCCB Charter, 
art. 2, and USCCB Essential Norms, 4) 

II-7003.4.8 Policy  
Half of the total membership of the Review Board plus one member constitutes a quorum. The concurrence of 
half of the total membership of the Review Board plus one member shall be necessary for a determination or 
recommendation. 

II-7003.4.9 Policy  
The Board shall conduct its business at meetings, which shall be scheduled to occur quarterly or as often as 
necessary to perform its duties. The meetings shall reflect the pastoral character of this process which is 
consultative and advisory, not adversarial and adjudicative. The meetings are not hearings. They are sessions 
at which the Board receives and considers information, deliberates, and formulates its determinations and 
recommendations. The Board may, in its discretion, limit the information it receives or considers, and the rules 
of evidence shall not strictly apply. 



§II-7000 Policies Relating to Sexuality and Personal Behavior 

 27

§II-7003.4.10 Duties of the Review Board 
 

 
 
§II-7003.4.11 Right to Appear Before the Review Board 
 

Procedures 
a) When a person making a report or the cleric who is the subject of the report meets with the Review Board, 

the Review Board shall schedule their appearances in such a way that they not meet each other, even 
inadvertently, unless such contact is expressly approved by the Review Board. 

 
 

§II-7003.4.12 Right to Counsel 
 

Procedures 
a) For the sake of due process, the party who is the subject of the report will be encouraged to retain the 

assistance of civil and canonical counsel and will be promptly notified of the results of the investigation. 
When necessary, the Diocese will supply canonical counsel to the priest or deacon. (USCCB Charter, art. 
5, and USCCB Essential Norms 6 and 8.A) Any person appearing before the Review Board may do so 
with counsel or in the Review Board’s discretion which shall be exercised liberally, with such other 

II-7003.4.11 Policy 
The person making a report and the cleric who is the subject of the report each have a right to meet with the 
Board before the Review is concluded.  The Board shall exercise reasonable discretion in permitting such 
appearances and in establishing reasonable time limitations for such appearances. 

§II-7003.4.12 Policy 
Nothing in these policies and procedures shall be interpreted as to abridge an individual’s right to legal or 
canonical counsel. 

II-7003.4.10 Policy  
The Review Board shall have the duty to: 

a) advise the Bishop in his assessment of reports of sexual abuse of minors and in his 
determination of suitability for ministry (see USCCB Charter, art. 2, and USCCB Essential 
Norms, 4. A.) 

b) offer advice on all aspects of these cases, whether retrospectively or prospectively (see 
USCCB Essential Norms, 4.C.) 

c) make such other recommendations which the Board in its sole discretion determines to be 
appropriate to reduce the risk to children. 

d) recommend guidelines for the proceedings of the Board and programs for treatment, 
rehabilitation and supervision of clerics consistent with these provisions; 

e) submit, with the assistance of the Chief of Staff, an annual budget proposal. The budget 
proposal shall be incorporated into the Diocesan budget process. 

f) review these policies and procedures for dealing with sexual abuse of minors; (see USCCB 
Essential Norms, 4.B) 

g) cooperate with the Vicar General, Chief of Staff and the Vicar for Priests in developing and 
implementing educational programs for themselves and those participating in this process; 
and 

h) seek the advice of such experts and consultants as the Board deems necessary and 
appropriate. 
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advisor for whom the person may, in advance of the meeting, request the Review Board’s consent. The 
Review Board shall not permit the participation of counsel or other advisor unduly to delay this process. 
Attorneys licensed to practice civil law, but not canon law, serving as counsel to the person making the 
report or the person who is the subject of the report, may attend such meetings and advise their clients 
involved in these ecclesiastical processes, with the understanding that such proceedings are conducted 
according to those policies and procedures and the provisions of canon law; they are not hearings subject 
to the rules of civil law. 

 
 
§II-7003.4.13 Victim Assistance Coordinator 
 

 
 
§II-7003.4.14 Qualifications 
 

 
§II-7003.4.15 Appointment 
 

Procedures 
a) The VAC shall be compensated and evaluated according to the standards of the profession as an 

independent contractor. 
 
 
  

§II-7003.4.13 Policy  
The Diocese of Davenport shall contract to have a victim assistance coordinator (VAC) to receive reports and 
reach out to victims with provision of counseling, spiritual assistance, support groups or other services.  The 
VAC will listen with compassion and concern, facilitate any additional meetings between the Bishop or another 
designee and the victim. 

II-7003.4.14 Policy 
The VAC shall be a competent Catholic professional who maintains appropriate qualifications.  This person 
shall be responsible for coordinating assistance for the immediate pastoral care of persons who report having 
been sexually abused as minors by clergy. 

II-7003.4.15 Policy 
The Bishop shall appoint and may remove the VAC with the advice of the Review Board. 
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§II-7003.4.16 Duties  
 

 
§II-7003.4.17 Receipt of Information 
 

Alicia Owens, LBSW, Victim Assistance Coordinator 
PO Box 232  

Bettendorf IA 52722-0004  
Phone: 563-349-5002 - vac@diodav.org  

§II-7003.4.18 Confidentiality and Disclosure of Information 
 

Procedures 
a) The Chancellor is the custodian of all information described in Sections 7003 and shall develop an 

appropriate record keeping system to ensure accountability for and security of the information. 
 
b) The Chancellor shall maintain the information in a confidential fashion, in order to protect the rights of 

all concerned, and may not disclose such information except as follows: 
 

1) the Vicar General shall provide the cleric who is the subject of the report with information sufficient 
to enable him to respond to the report; either party shall have access to his or her own statements 

II-7003.4.16 Policy 
Under the supervision of the Chief of Staff, the VAC shall have the duty to: 

a) receive information and reports of sexual abuse by a cleric with a minor; promptly and objectively 
interview the person making the report, which includes committing the information to written form 
and allowing the person interviewed to review and sign what has been committed to writing.  If the 
person making the report is a minor, the minor’s guardian will review and sign what has been 
committed to writing; 

b) notify the Chief of Staff any report of sexual abuse of a minor or adult, comply with all applicable civil 
laws with respect to the reporting of  sexual abuse of minors to civil authorities and cooperate in their 
investigation in accord with the Memorandum of Understanding. In every instance, the VAC will 
advise victims of their right to make a report to public authorities and will support this right. (Cf. 
USCCB Charter, art. 4, and II-7003.4.16 and II-7003.4.19 of these Diocesan policies). Specifically, 
the VAC will comply with the current state and federal reporting requirements.   As a reference at the 
time of this revision, Iowa Code Section 232.69 defines mandatory reporters.  Iowa Code Section 
232.70 requires mandatory reporters to file a report with the Department of Human Services if they 
reasonably believe a child has suffered abuse.  Iowa Code 232.70 requires those who are mandatory 
reporters to make an oral report within 24 hours to the Department of Human Services to be followed 
by a written report within 48 hours if they reasonably believe a child has suffered abuse; 

c) perform such other duties as may be prescribed by the Bishop, his delegate, or Review Board from 
time to time. 

II-7003.4.17 Policy 
To assist the VAC in implementing this process, the Diocese shall establish and publicize a separate telephone 
number and e-mail address to facilitate receipt of information. The VAC will answer calls during business 
hours and an appropriate recording device shall be used at other times.  

II-7003.4.18 Policy 
Information generated in connection with the process set forth in II-7003 shall be maintained in a confidential 
manner, in order to protect the rights of all concerned, and may be disclosed only in accordance with this 
section. 
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and the statements of the other party pertaining to the report. The Vicar General may provide both 
the person making the report and the cleric who is the subject of the report with such additional 
information as necessary to process the report; 

 
2) after the Bishop has made a decision in a matter brought before the Review Board, the Vicar General 

shall provide the person making the report and the cleric who is the subject of the report with 
appropriate and timely information about the Review Board’s determinations and recommendations 
and the Bishop's actions; 

 
3) the Chancellor shall provide access to information to the Review Board, the Bishop, and other persons 

the Bishop may designate; 
 
4) the Chief of Staff shall provide access to information to the competent superior in connection with 

reports about a member of a religious community or another Diocese; 
 
5) the Chancellor shall disclose such information as may be required by law and the Memorandum of 

Understanding; 
 
6) the Diocese will develop a policy that reflects a commitment to transparency and openness. Within 

the confines of respect for the privacy and the reputation of the individuals involved, the Diocese will 
deal as openly as possible with members of the community. This is especially so with regard to 
assisting and supporting parish communities directly affected by ministerial misconduct involving 
minors. (USCCB Charter, art. 7) 

c) The Diocese will not enter into settlements which bind the parties to confidentiality unless done for grave 
and substantial reasons requested by the victim/survivor and noted in the text of the agreement. (USCCB 
Charter, art. 3) 

 
 
§II-7003.4.19 Preliminary Actions and Investigation 
 

Procedures 
a) Upon receipt of the report, the Chief of Staff shall promptly notify the Scott County Attorney through the 

diocesan attorney of any report of sexual abuse of a minor, will cooperate in their investigation in accord 
with the law of the jurisdiction in question, and will cooperate with the Scott County Attorney about 
reporting in cases when the person is no longer a minor.  A written statement containing information about 
the right to notify public authorities of a report will be provided to the person making the report. (see. 
USCCB Charter, art. 4, USCCB Essential Norms, 11) 

 
b) If the Scott County Attorney determines after initial investigation that the report of sexual abuse are 

unfounded or elects not to pursue a criminal charge for any reason or reasons, it will return to the Diocese 
of Davenport any reports, documents or other materials that were forwarded to it by the Diocese during 
the course of investigation, shall turn over to the Bishop and the Diocese all information and results of its 
investigation, and shall hold the report and all information and materials generated by such report and 
investigation confidential without releasing such report and the names of anyone involved, information 
and materials, to others. The Scott County Attorney's Office will also provide a document identifying all 
materials returned to the Diocese. (Memorandum of Understanding #6) 

 

II-7003.4.19 Policy 
The Diocese of Davenport will take all reports of sexual abuse seriously.  The starting point for processing 
every report is the Memorandum of Understanding. 
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c) If the Scott County Attorney's Office finds that the report of sexual abuse is well founded and elects to 
pursue criminal charges, it should do so in the normal course and at its discretion. (Memorandum of 
Understanding #7) 

 
 
§II-7003.4.20 Actions by the Chancery Staff 
 

 
Procedures 
a) Interim action can include temporary withdrawal from ministry, monitoring, restrictions or other actions 

deemed appropriate by the Bishop for the sake of the common good. (see canon 223, 2 of the Code of 
Canon Law and Diocesan Policies II-7003.4.28 and II-7003.4.33). 

 
b) In making such assessments and recommendations, the Vicar General and Chief of Staff may consult with 

the Bishop, his delegate, and persons designated by the Bishop. 
 
c) Before initiating a judicial or administrative process to impose or declare penalties, the Bishop should 

seek the cleric’s voluntary cooperation to restore justice and reform the offender through various means 
of pastoral solicitude. (see c.1341) 

 
d) The person named as the offender may be requested to seek, or urged voluntarily to comply with, an 

appropriate medical and psychological evaluation at a facility mutually acceptable to the Diocese and the 
person named as the offender, so long as this does not interfere with the investigation by civil authorities. 
(see USCCB Charter, art. 5, and USCCB Essential Norms, 7) 

 
§II-7003.4.21 Diocesan Investigation 
 

Procedures 
a) Whenever the Bishop determines that the information of an offense at least seems to be true, the Bishop 

shall contract with an auditor (see. canon 1428) to conduct the investigation in accord with canon 1717. 
 
b) The auditor may retain whatever professional assistance necessary and appropriate to conduct a thorough 

investigation of the report. 
 
c) The auditor conducting the investigation shall prepare oral and written reports of these inquiries 

containing the findings of such investigations within sufficient time for the appropriate canonical process.  
The auditor will present the findings of the investigation to the Review Board for its consideration. 

 
 
  

§II-7003.4.21 Policy 
After a case is returned by the Scott County Attorney, an investigation by the Diocese in harmony with canon 
law will be conducted promptly and objectively (c. 1717). All appropriate steps shall be taken during the 
investigation to protect the reputation of everyone involved. (Cf. USCCB Charter, art. 5, and USCCB Essential 
Norms, 6)  The canon law investigation may be delayed for good reason, such as to await the completion of 
action by public bodies. 
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§II-7003.4.22 Questions for the Review Board 
 

 
Procedures 
a) The Review Board shall consider the auditor’s report and any other information which the Review Board 

believes helpful and is able to obtain. 
 
 
§II-7003.4.23 Determinations and Recommendations 
 

 
§II-7003.4.24 Administrative Leave: Temporary Withdrawal from Ministry  
 

 
§II-7003.4.25 Supplementary Reviews 
 

Procedures 
a) The Review Board may consider the application for review, the Auditor’s reports and any additional 

information which the Review Board believes helpful and is able to obtain. 
 

II-7003.4.22 Policy 
At the Review for Cause, the Review Board shall determine  

a) whether there is reasonable cause to suspect that the person named as the offender engaged in sexual 
abuse of a minor; 

b) whether prior determinations as to ministry by the cleric should be altered; and 
c) what further action, if any, should be taken with respect to the report. 

II-7003.4.23 Policy 
The Review Board shall determine whether it is reasonable to return the cleric to ministry or keep the cleric in 
ministry in view of all the facts and circumstances, giving appropriate consideration to the safety of children 
and the rights of the cleric. They shall make appropriate recommendations to the Bishop about the following: 

a) if the cleric has already been withdrawn from ministry pending inquiry, whether such withdrawal 
should continue; if it should not continue, whether any restrictions should be imposed on a cleric 
returning to ministry; 

b) if the cleric has not been withdrawn from ministry, whether he should remain and, if so, whether any 
restrictions should be imposed on him; 

c) whether the investigation should be held open for some reason; 
d) if the cleric’s conduct does not constitute sexual abuse of a minor but is otherwise inappropriate, 

whether further action appears desirable and suggestions as to possible action, and 
e) such other matters as the Review Board deems appropriate. 

II-7003.4.24 Policy 
When there is sufficient evidence that sexual abuse of a minor has occurred, the Congregation for the Doctrine 
of the Faith shall be notified. The Bishop shall then apply the precautionary measures mentioned in canon 
1722, i.e., remove the person named in the report from sacred ministry or from 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. (Cf. USCCB Essential Norms, 6) 

II-7003.4.25 Policy 
The Review Board may conduct such Supplementary Reviews as necessary to discharge its duties.  They may 
consider new information about a determination or recommendation made in connection with a prior review. 
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§II-7003.4.26 Initiation 
 

 
§II-7003.4.27 Determinations and Recommendations of Supplementary Review 
 

 
§II-7003.4.28 Monitoring 
 

Procedures 
a) Monitoring programs need to be flexible to recognize individual circumstances and the fact that 

knowledge and insight continue to develop. They should be evaluated periodically for this reason. These 
programs should also recognize, in an appropriate way, redemption and forgiveness and seek to provide 
hope for those dealing with the dysfunction that causes sexual abuse. They must be consistent and fair, 
and the application in a given case not be arbitrary, but recognize individual circumstances. 

 
b) The Vicar General and the Vicar for Priests shall work cooperatively in the treatment, rehabilitation and 

monitoring of clerics. They shall be primarily responsible for the development, implementation, and 
operation of the program for monitoring clerics. They shall work cooperatively in the selection of 
professionals and institutions to evaluate, diagnose and treat clerics as well as pastoral and spiritual life 
concerns and treatment questions.  

 
 
§II-7003.4.29 Monitoring Following Removal from Ministry 
 

Procedures 
a) Recovery from the dysfunction which causes sexual abuse of minors is considered, in the light of the 

experience and research presently available, an ongoing and lifelong process. Therefore monitoring in 
such cases is a lifelong process. 

 

II-7003.4.26 Policy 
A Supplementary Review may be initiated by the Review Board, Vicar General, Chief of Staff, Bishop, or the 
Bishop's delegate. In addition, an affected cleric or his family, a person who made a report, or a victim or the 
family of a victim may apply to the Review Board in writing for such a review and shall include in the 
application a statement of the question or point for review, the applicant’s position with respect to the matter, 
and any supporting explanation or information. 

II-7003.4.27 Policy 
The Review Board may make the same kinds of determinations and recommendations as in a prior review or 
make other determinations and recommendations as it deems appropriate. 

II-7003.4.28 Policy 
Monitoring protocols and programs for those who have been reported to have or have engaged in sexual abuse 
of minors must reflect the primary goals of protecting children and the integrity of the Church. Monitoring is 
deemed appropriate when a cleric has been temporarily withdrawn from ministry pending further investigation, 
or when a cleric has been permanently removed from ministry but allowed to remain a cleric, when sexual 
abuse by the cleric is admitted or is established after an appropriate investigation in accord with canon law. 

II-7003.4.29 Policy 
A cleric who has been reported to have or has engaged in sexual abuse of a minor will be subject to appropriate 
monitoring for the remainder of his life as a cleric of the Diocese and his files shall remain open. 
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b) The Diocese of Davenport has no jurisdiction over a cleric who has been laicized. 
 
§II-7003.4.30 Elements of Monitoring 
 

Procedures 
a) While the monitoring protocol approved by the Review Board in a given case might include controls or 

restrictions that have proven helpful, all cases must include certain essential elements. They may include 
the following:  
1) continuing oversight by the Review Board or its delegate with periodic reports to the Bishop; 
 
2) a written protocol signed by the cleric which sets forth the particular requirements applicable to him; 
 
3) restrictions from being alone with anyone under the age of 18; 
 
4)  periodic physical evaluation and psychological reports as recommended by the Review Board; 
 
5) regular individual spiritual direction; 
 
6) communication with Diocesan officials as to changes in residence, approval of vacations or overnight 

stays away from his residence; 
 
7) prohibition from the public celebration of the sacraments;  
 
8) submitting reports of activities; 
 
9) meeting with Diocesan officials on a regular basis; 
 
10) prohibition from wearing a Roman collar or presenting himself as a priest to the public; 
 
11) submission to random visits from Diocesan officials or persons retained by the Diocese; 
 
12) any other requirements as directed by the Congregation for the Doctrine of the Faith. 

 
 

II-7003.4.30 Policy 
Monitoring programs and protocols should be applied on a case by case basis but must include certain essential 
components. 



§II-7000 Policies Relating to Sexuality and Personal Behavior 

 35

§II-7003.5 Canonical Considerations 
Section 7003.5 recognizes that a cleric who has admitted or been found to have engaged in sexual abuse 
of a minor may never return to ministry. We repeat the words of our Holy Father 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.” 
 
 
§II-7003.5.1 Removal from Ministry, Penalties and Restrictions 
 

 

II-7003.5.1 Policy 
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 permanently from 
ecclesiastical ministry, not excluding dismissal from the clerical state, if the case so warrants (c. 1395, 2).  
While affording every opportunity to the offender for conversion of heart and forgiveness through sacramental 
reconciliation, and recognizing an abundant mercy of God’s infinite graces, the Church also acknowledges the 
need to do penance for one’s sins, that there are consequences for wrongful actions, and that the safety of 
children requires certain measures to be taken even after there is forgiveness. 
 

a) In every case involving canonical penalties, processes provided for in the Code of Canon Law must be 
observed, and the various provisions of canon law must be considered. (see Canonical Delicts 
Involving Sexual Misconduct and Dismissal from the Clerical State, 1995; Graviora Delicta, 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 Bishop how to proceed (see Article 13, “Procedural Norms” for Motu proprio 
Sacramentorum sanctitatis tutela, AAS, 93, 2001, p. 787, www.vatican.va). If the case would 
otherwise be barred by prescription, because sexual abuse of a minor is a grave offense, the Bishop 
shall apply to the Congregation for the Doctrine of the Faith for a dispensation from the prescription, 
while indicating appropriate pastoral reasons. For the sake of due process, the person named in the 
report is to be encouraged to retain the assistance of civil and canonical counsel. When necessary, the 
Diocese will supply canonical counsel to a priest. The provisions of canon 1722 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 is 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. (see USCCB Charter, art, 5, and USCCB Essential 
Norms 8) 

 
c) The cleric is to abide by the precept presented to him. 
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§II-7003.5.2 Executive Power of Governance 
 

Procedures 
a) The Bishop may exercise his executive power of governance to take one or more of the following 

administrative actions (cc. 381 and 129ff): 
 

1) He may request that the person named in the report freely resign from any currently held 
ecclesiastical office (cc. 187-189); 

 
2) Should the person named in the report decline to resign and should the Bishop judge the person 

named in the report to be truly not suitable (c.149, 1) at this time for holding an office previously 
conferred (c.157), then he may remove that person from office observing the required canonical 
procedures (cc. 192-195, 1740-1747); 

 
3) For a cleric who holds no office in the Diocese, any previously delegated faculties may be 

administratively removed (cc. 391, 1 and 142, 1), while any de jure faculties may be removed or 
restricted by the competent authority as provided in the law (c. 764); 

 
4) The Bishop 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 
(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. 

 
5) Depending on the gravity of the case, the Bishop may also dispense the cleric from the obligation of 

wearing clerical attire (c. 284) and may urge that he not do so, for the good of the Church and for 
his own good. 

 
6) These administrative actions shall be taken in writing and by means of decrees (cc. 47-58) so that 

the cleric affected is afforded the opportunity of recourse against them in accord with canon law (cc. 
1734ff). 

 
(The above procedures are outlined in USCCB Essential Norms, 9, footnote 6.) 

 
 

II-7003.5.2 Policy 
At all times, the Bishop has the executive power of governance, through an administrative act, to remove an 
offending cleric from office, to remove or restrict his faculties, and to limit his exercise of priestly or diaconal 
ministry. Because sexual abuse of a minor by a cleric is a crime in the universal law of the Church (c. 1395, 2) 
and is a crime in all jurisdictions in the United States, for the sake of the common good and observing the 
provisions of canon law, the Bishop shall exercise this power of governance to ensure that any priest who has 
committed even one act of sexual abuse of a minor as described above shall not continue in active ministry. 
(USCCB Essential Norms, 9) 
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§II-7003.5.3 Dispensations and Dismissals from the Clerical State 
 

Procedures 
a) A cleric described in Section II-7003.5.1 and who has not been dismissed from the clerical state may 

either live in a supervised setting designated by the Diocese in accord with Section II-7003.4.33 or resign 
from active ministry as a cleric and petition for laicization. The Diocese ordinarily will offer such resigned 
clerics an opportunity for continuing therapy as part of an appropriate severance program. If the cleric 
does not express a desire to live in such a supervised setting or petition for laicization, the Diocese may 
pursue appropriate courses of action permitted under the Code of Canon Law. 

 
b) A cleric who is assigned to live in a supervised setting as described above must sign a written agreement 

with the Diocese. The agreement must include such provisions as to his restrictions, residence, therapy, 
supervision and other matters as may be recommended by his therapists or the Review Board, or required 
by the Bishop. The cleric’s compliance with the terms of the agreement and overall performance will be 
monitored from time to time by the Vicar General or Vicar for Priests. The Vicar General will present 
written reports of the monitoring to the Review Board at least annually. The Review Board, the Bishop 
or cleric may initiate a Supplementary Review of the situation in accordance with the procedures in 
Section II-7003.4.25 

 
 
§II-7003.5.4 Protection of Rights and Unfounded Reports 
 

 
§II-7003.5.5 Cleric’s Failure to Comply 
 

II-7003.5.3 Policy 
The priest or deacon may at any time request a dispensation from the obligations of the clerical state. In 
exceptional cases, the Bishop may request from the Holy See the dismissal of the priest or deacon from the 
clerical state ex officio, even without the consent of the priest or deacon. (USCCB Essential Norms, 10) 

II-7003.5.4 Policy 
Care will always be taken to protect the rights of all parties involved, particularly those of the person reporting 
to have been sexually abused and the person against whom the charge has been made. When the report has 
been proven to be unfounded, every step possible will be taken to restore the good name of the person who 
was named in the report. (USCCB Essential Norms, 13) 

II-7003.5.5 Policy 
A cleric’s failure to comply with the agreement he has signed or any of the relevant conditions or restrictions 
imposed shall be the basis for the initiation of a Supplementary Review which may result in other appropriate 
recommendations by the Review Board for action by the Bishop. 
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§II-7003.6 Clergy Personnel Records 
 
Section II-7003.6 requires the Diocese to maintain a unified clergy personnel record keeping system to 
enable those responsible for ministerial assignments to consider the full record of a cleric. Under the 
unified system, the record of a cleric will commence upon his entry into seminary training or diaconate 
formation and continue to be maintained throughout his career. 
 
§II-7003.6.1 Clergy Personnel Record Keeping 
 

Procedures 
a) Diocesan policies and procedures shall provide for the administration of the unified cleric personnel 

record keeping system consistent with law and sound personnel records management. For the purposes 
enunciated in these policies and procedures, the record shall include records of formational assessment, 
psychological evaluation, the record and disposition of any proceedings of the Review Board and any 
other information suggesting a propensity for sexual abuse of minors. 

 
 
§II-7003.6.2 Seminary Reports and Evaluations 
 

 
§II-7003.6.3 Confidentiality of Records 
 

Procedures 
a) Secure provision for the records shall be approved by the Chancellor and an appropriate file system 

established. 

II-7003.6.1 Policy 
The Diocese shall maintain a unified clergy personnel record keeping system to enable the Bishop and other 
responsible persons to consider the full record of a cleric in the making of ministerial assignments. The record 
of each cleric shall commence upon entering seminary training and continue to be maintained throughout the 
career of the cleric.  

II-7003.6.2 Policy 
Periodic reports and annual evaluations from the seminary shall be sent to the Bishop for review with the 
Director of Vocations for incorporation into the priest personnel record keeping system. 

II-7003.6.3 Policy 
All records maintained pursuant to this Section shall be confidential. Information contained in a priest’s 
personnel record may be disclosed by the Chancellor to the Bishop and his delegate, and in the following 
instances: 

a) upon request of the Priests’ Personnel Board for consideration by the Board in making assignments; 
b) upon request of the Vicar General as contemplated in Sections II-7003.4 and II-7003.5 of these 

policies and procedures; 
c) upon request of a priest subject to conditions and limitations set forth in applicable policies and 

procedures; and 
d) to the Scott County Attorney in accordance with the Memorandum of Understanding; 
 

All such disclosures shall be made in a manner consistent with applicable law and sound personnel records 
management. 
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§II-7003.7 Openness and Transparency in Communications Regarding Sexual Misconduct 
 
It is important to be open and credible with parish leadership and parish communities when a cleric serving there 
has been withdrawn from ministry for the safety of children as well as when a cleric is returned to ministry due 
to a finding that such a report cannot be substantiated. Therefore, the Diocese of Davenport has developed a 
policy and procedure that will foster openness while still respecting the privacy and reputation of the individuals 
involved. 
 
Matters under litigation, unsubstantiated reports, and information that an adult victim has asked the Diocese to 
keep private are examples of circumstances necessitating confidentiality.   
 
 
§II-7003.7.1 Communication with Parish Leadership and Parish Communities 
 

Procedures 
a) The Chief of Staff will inform the Director of Communication as soon as possible when the Bishop has 

approved the recommendation of the Review Board regarding the withdrawal from or return to ministry 
of any cleric. 

 
b) The Bishop or his delegates will meet with the leadership of any parish or entity affected by a cleric’s 

withdrawal from ministry to review the communication materials and to receive input on the distribution 
of these materials. A team will be formed to assess the immediate needs of the parish or entity and other 
issues of healing that may arise.  It should meet with the Bishop or his designee at least quarterly for the 
first year following the parish meeting.  In the instance of a cleric returned to ministry due to a finding 
that such report cannot be substantiated, the Bishop or his delegates will meet with, and provide necessary 
communications materials to, the leadership of any parish involved. 

 
c) Communication materials will first be shared with parishes or entities involved, then with The Catholic 

Messenger for publication in its next edition. The same material will be posted on the Official Web Site 
of the Diocese of Davenport. 

 
d) The Director of Communication or a designated representative will disseminate the announcement of the 

cleric’s withdrawal from or return to ministry to the public through the media and provide a brief 
biographical sketch including the cleric’s ministerial assignments. 

 
e) The Diocese may inform members of former parishes or other entities of a cleric who had been assigned 

to the parish or entity who is the subject of a credible report of sexual misconduct so that persons who 
may have been victims of misconduct in those other settings will know that they may come forward for 
assistance. Diocesan officials will assess the applicability of this procedure to each former parish or entity. 
Generally speaking, the current pastor or administrator will be consulted in making this determination. If 
disclosure is called for, then the following steps will be taken: 

II-7003.7.1 Policy  
The Diocese of Davenport will notify parish leadership and parish communities as soon as reasonably possible 
when a cleric serving there has been withdrawn from ministry by the Bishop after he has accepted the 
recommendation of the independent Review Board that the safety of minors or dependent adults requires the 
withdrawal of the cleric from ministry. Parishes will also be notified when the Bishop accepts the 
recommendation of the pertinent canonical authority in the case of the return of a cleric to ministry due to a 
finding that such report cannot be substantiated.  Parishes and other entities where a deceased or incapacitated 
cleric or clergy served will be notified after the Bishop has accepted a recommendation from the Review Board 
following the finding of the existence of a credible report. 
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1) Leadership of the parish or entity will be informed of the report, the follow-up steps that are planned, 
and the potential impact of the news on their own parish or other entity. They will work with Diocesan 
officials to plan for the best way to inform the people at large, or others who may be affected by the 
news. 

 
2) The pastor or administrator, after consulting with Diocesan officials and the parish leadership, will 

announce the report against their former cleric.  The announcement of disclosure also indicates that 
some process for immediate follow-up has been put in place. This is generally a meeting of the parish 
or other group impacted, but other options may be used. 

 
3) A team will be formed by the Bishop to assess the ongoing impact of the disclosure in the 

parish/entity. The team should meet at least once with the Bishop or his designee within a month after 
the initial disclosure. Additional meetings may be scheduled if needed. 

 
 
§II-7003.7.2 Concern for the People of the Diocese 
 

 
§II-7003.7.3 Spokesperson for the Diocese 
 

 
§II-7003.7.4 Media Interviews 
 

 
§II-7004 SPECIFIC POLICIES REGARDING LAITY 
 
Specific policies regarding laity can be found in the Policies for Diocesan Faith Formation and Education 
Programs (see www.davenportdiocese.org/), as well as employee handbooks for individual Diocesan entities. 

§II-7003.7.2 Policy 
Of primary concern of the Diocese of Davenport is the pastoral care of all people who are affected by sexual 
misconduct and ways to prevent others from being victimized. The Diocese will continue to promote the work 
of the Diocesan VAC, the Safe Environment Program and other resources available to victims through notices 
in the diocesan newspaper, the diocesan website and electronic mail. 

II-7003.7.3 Policy 
The spokesperson for the Diocese on matters concerning sexual abuse and misconduct is normally the Director 
of Communication.  Inquiries concerning matters in litigation may be referred to counsel. 

II-7003.7.4 Policy 
All communication from the Diocese to the public through the media will be approved by the Chief of Staff or 
Director of Communication in consultation with the Bishop.  Diocesan responses to inquiries from the media 
will be as responsive as possible.  Requests from the media for interviews on these issues shall be made through 
the Diocesan Spokesperson who for these matters will be the Director of Communication.  No interviews will 
be given without scheduled appointments. 
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Appendix A: Definitions 
 
For the purposes of this policy only, the following definitions apply: 
 
“Report”: a report of abuse or sexual misconduct. A report needs to have the following ingredients: (1) a named 

victim; (2) a named perpetrator; (3) a time (as specific as can be reasonably determined); (4) a place (as 
specific as can be reasonably determined); (5) a specific act or acts of abuse or misconduct. 

 
“Apostolic Nuncio”: the ambassador of the Pope as head of State of Vatican City to the President of the United 

States, and delegate and point-of-contact between the Catholic hierarchy in the United States and the Pope. 
 
“Bishop”: the Bishop of the Diocese of Davenport 
 
“Celebret”: A letter from a bishop or superior certifying that a priest is in good standing with faculties granted 

by the Code of Canon Law, and for this purpose bears testimony that he is free from canonical censures.  
 
“Cleric” or “Clergy”: 

a) Priests incardinated in the Diocese. 
b) Religious Order priests residing or working in the Diocese. 
c) Priests and deacons of other jurisdictions who seek assignment for work in this Diocese or who seek 

incardination in this Diocese. 
d) Permanent and transitional deacons incardinated in this Diocese. 
e) Bishops in the Diocese 

 
“Community Service”: individuals who have been court-ordered to complete community service hours 
 
“Credible report”: a report that, based on the facts of the case, meets one or more of the following criteria:  

a) more likely than not to have occurred; 
b) corroborated with other evidence or other sources; 
c) acknowledged or admitted to by the person named as the offender.   
d) With regard to a deceased or incapacitated cleric or clergy, a report in which the evidence is clear and 

convincing because there is no serious or substantial uncertainty about the conclusion to be drawn from 
it. 

 
"De jure": by right according to the law 
 
"Delict": an offense 
 
“Dependent adult”: a person eighteen years of age or older who is unable to protect the person's own interests or 

unable to adequately perform or obtain services necessary to meet essential human needs, as a result of a 
physical or mental condition which requires assistance from another as defined by the Iowa Department of 
Human Services.  A person who habitually lacks the use of reason is to be considered equivalent to a minor.  

 
“Diocese” or “Diocesan”: includes the Diocese of Davenport as a corporate entity. 
 
“Minor”: anyone under age 18 unless otherwise defined. 
 
“Personnel”: includes but is not limited to the following categories:  

a) all bishops and incardinated clerics (including all incardinated permanent deacons and all incardinated 
transitional deacons of the Diocese);  

b) all religious priests, deacons, and brothers working for the Diocese, its institutions or offices; 
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c) all those non-ordained persons to whom a participation in the exercise of the pastoral care of a parish is 
entrusted according to Canon 517, Section 2, of the Code of Canon Law; 

d) all clerics of other jurisdictions who are working solely for the Diocese; 
e) all women religious working for the Diocese, its parishes, schools, institutions or offices;  
f) all personnel of Catholic schools of the Diocese (administration, faculty, and support staff); 
g) all religious education directors or coordinators and teachers in the parishes and schools of the Diocese; 
h) all youth ministers in the parishes, schools and institutions of the Diocese; 
i) all personnel of diocesan campus ministries;  
j) all paid personnel in the offices of the Diocese, in the parishes of the Diocese and other Diocesan 

corporations as determined by the Bishop. 
k) all unsupervised volunteers (not in the presence of a person who is compliant with safe environment and 

background check policies) who work with children and youth and other vulnerable persons;  
l) such other personnel as designated by the Bishop. 

 
“Promoter of Justice”: provides for the public good in Church courts. 
 
“Review Board”: the Diocesan Review Board. 
 
“Sexual abuse of an adult”: a sex act done by force, coercion, manipulation, or against the will of the other.  (See 

earlier policies regarding minors or dependent adults.) 
 
“Sexual abuse of a minor”: includes sexual molestation or sexual exploitation of a minor and other behavior by 

which an adult uses a minor as an object of sexual gratification.  The transgressions in question relate to 
obligations arising from divine commands regarding human sexual interaction as conveyed to us by the 
sixth commandment of the Decalogue.   

 
In addition to the definitions above, the Charter states as follows: 
*"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 as defined 
by sections 728.1 of the State Code of Iowa and 18 U.S.C. §2256; §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.  In view of the Circular Letter from the Congregation for the Doctrine of the Faith, dated May 3, 
2011, which calls for making 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 and the Code of Canons of the Eastern Churches, c. 1453 §1 (“A 
cleric who lives in concubinage or gives permanent scandal by publicly sinning against chastity is to be 
punished with a suspension, to which other penalties can be gradually added up to deposition, if he persists 
in the offense”)." 
 
Thus the norm to be considered in assessing a report of sexual abuse of a minor is whether conduct or 
interaction with a minor qualifies as an external, objectively grave violation of the sixth commandment. 
(USCCB, Canonical Delicts Involving Sexual Misconduct and Dismissal from the Clerical State, 1995, p. 6)  
A canonical offense against the sixth commandment of the Decalogue need not be a complete act of 
intercourse.  Nor, to be objectively grave, does an act need to involve force, physical contact or a discernible 
harmful outcome.  Moreover, “imputability (moral responsibility) for a canonical offense is presumed upon 
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external violation…unless it is otherwise apparent” (CIC, c. 1321 Sec. 3; CCEO c. 1414 Sec. 2) (Cf. CIC 
canons 1322-27and CCEO canons 1413, 1415 and 1416).  
 
"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." 
 
*This definition is taken from the Charter and should be understood in the context of the Church’s moral 
teaching on sexual matters.  Sexual abuse will include definitions applicable under the laws of the State of 
Iowa and Federal statutes.  (see www.davenportdiocese.org.) 

 
“Sexual exploitation”: any kind of sexual conduct, whether verbal or non-verbal, between counselor and client or 

in any other relationship which involves an imbalance of authority between the parties as further defined by 
Iowa law. 

 
“Sexual harassment”: defined by state and federal law and includes unwelcome sexual advances, requests for 

sexual favors, sexually-motivated physical contact, or other verbal or physical conduct or communication of 
a sexual nature when: 
1) Submission to that conduct or communication is made a term or condition, either explicitly or implicitly, 

of obtaining employment, public accommodations or public services, education or housing; 
 
2) Submission to or rejection of that conduct or communication by an individual is used as a factor in 

decisions affecting that individual’s employment, public accommodations or public services, education 
or housing; or 

 
3) That conduct or communication has the purpose or effect of substantially interfering with an individual’s 

employment, public accommodations or public services, education or housing, or of creating an 
intimidating, hostile, or offensive employment or housing environment. 

 
“Sexual Misconduct”: any sexual conduct which is unlawful as described by federal law, the laws of the State of 

Iowa or these policies or is contrary to the moral instructions, doctrines and Canon Law of the Catholic Church 
and causes injury to another.  (see www.davenportdiocese.org for helpful links.) 

 
“Victim Assistance Coordinator”: a self employed individual, contracted by the Diocese, who oversees and 

coordinates the pastoral care and outreach offered to victims and their families.  
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Appendix B: Memorandum of Understanding 
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Appendix C: Forms 

 

 

 
Effective July 1, 2013 the Diocese of Davenport implemented a new procedure for performing background 

checks.  Completion of the background information is now done electronically through the VIRTUS Program 

instead of paper forms. 

 

Go to the diocesan Safe Environment webpage for complete information on this process: 

http://www.davenportdiocese.org/safe-environment 

 

The Safe Environment Library contains instructions on how to complete the online forms as well as an 

instruction manual for the Safe Environment Local Designee.

http://www.davenportdiocese.org/safe-environment
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Appendix D: Flow Charts 
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Appendix E: Registered Sex Offenders Attendance at Mass and Parish Activities 
in the Diocese of Davenport 

 



Original October 2010, Revised February 2013 

REGISTERED SEX OFFENDERS 
 

ATTENDANCE AT MASS AND PARISH ACTIVITIES IN THE 
 

DIOCESE OF DAVENPORT 
 
 
 When a pastor or Parish Life Coordinator (“PLC”) becomes aware of someone 
who is a Registered Sex Offender who wishes to participate in Mass and other parish 
activities, there is a need to strike a balance between their desire to be reconciled to 
Christ within the Church community and the need to protect children and the parish 
community. 
 
 While a Catholic’s access to the sacraments must be respected, access to other 
events and activities may need to be restricted or even prohibited altogether as a 
precaution to protect children and the parish community. 
 
 The individual may be allowed to attend Mass and certain events or activities, but 
only if other adults are present.  The individual must inform the pastor or PLC and 
provide his or her name, address, and phone number.  If the individual is on probation, 
the probation officer should be contacted and the individual must authorize that any 
probation orders in effect are provided to the pastor or PLC.  If the probation orders do 
not prohibit the offender from attending the Church, the offender is subject to the 
following conditions: 
 

 The exclusion zones listed in Iowa Code Section 692A.113 apply to all 
individuals (see attached). 

 The individual may not serve in any ministerial capacity, including but not 
limited to:  usher, lector, communion distributor, choir member, member of 
church councils or committees, or volunteering at church functions or 
festivals. 

 Written permission from the pastor or PLC is required before the individual 
may appear on parish grounds. 

 The individual may not be employed by a parish or parish school. 
 The individual may not appear on parish grounds unless accompanied by 

a same-sex chaperone (in case restroom is needed) who has been 
identified and cleared by criminal background check. 

 The individual should attend Mass that has the fewest children present.  
The pastor or PLC should specify the time of the Mass. 

 If at all possible, the individual is to be seated away from children. 
 The individual may drive to church with her or her children as passengers, 

but no other children may be transported. 
 The individual may be in the Church no more than 15 minutes prior to 

Mass and must depart within 15 minutes after Mass has concluded.  
Attendance at coffee and donuts events is not allowed. 
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 The individual may be allowed to attend certain events or activities but 
only if solely adults are present.  The individual must inform the pastor or 
PLC if he or she would like to attend a particular event or activity, e.g., a 
men's prayer breakfast.  The pastor or PLC has final say over which 
events or activities the individual may or may not attend.   

 These restrictions also apply to any parish facilities that provide services 
to dependent adults or events where dependent adults participate in 
programming (persons eighteen years of age or older who cannot protect 
their own interests or perform or obtain services to meet essential needs 
as a result of physical or mental condition). 

 The individual may not attend any parish events if they are held on school 
premises or child care premises, even if school activities are not involved. 

 A violation will mean loss of privileges if an individual is unwilling to abide 
by these requirements. 

 
These requirements do not envision every situation that might arise nor do they foresee 
particular circumstances that would call for a different pastoral approach.  Any deviation 
from this policy must be discussed with the Victim Assistance Coordinator.  The 
Diocese understands that these restrictions may seem severe.  However, it is important 
that these measures are taken to protect all children, in accordance with the United 
States Bishops' Charter for the Protection of Children and Young People and the 
Diocese's policies. 
 
 A separate School Safety Plan has been promulgated by the schools and faith 
formation programs of the Diocese of Davenport with regard to parents of children in 
these programs who are Registered Sex Offenders.  The School Safety Plan is as 
follows: 
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School Safety Plan 
(School Name/ Faith Formation Program) 

 
(Person’s name)  is  the  (relationship) of  (child’s name) who  is  currently enrolled  in  (School/FF 
Name)  (Person’s  name)  is  currently  on  the  Sex Offender  Registry  in  the  State  of  Iowa.    This 
Safety  Plan  is  designed  to  protect  the  children  and  family members  of  the  (School  Name) 
community as well as (Person’s name) interests and those of (child’s name). 
 

1.  (Person’s name)  shall not enter the (School Name) premises for reasons other than 
Parent‐Teacher  Conferences,  Special  Events,  i.e.,  Christmas  Programs,  Athletic  or 
Social Events  in which  (Child’s Name)  is a participant, or as otherwise directed by 
the Principal, faculty and/or staff. 

 
2.  When attending Special Events,  (Person’s Name) shall be accompanied by another 

family member or adult who is aware of his status on the Registry, at all times. 
 

3.  For  other  activities/clubs/organizations,  such  as  Brownies,  Boy  Scouts,  etc., 
(Person’s Name) will drop (Child’s Name) off and pick (Child’s Name) up at the end 
of  each  session.    Again,  if  there  are  any  events  associated  with 
activities/clubs/organizations,  (Person’s  Name)  shall  be  accompanied  by  another 
family member or adult who is aware of his/her status on the Registry, at all times. 

 
4.  (Person’s Name) will arrive shortly before and  leave  immediately after any Special 

Event, activities/clubs/organizational events. 
 

5.  (Person’s  Name)  shall  refrain  from  interacting with  the  other  school  children  at 
(School/FF Name) at all times.  At no time will he/she be in a position where he/she 
is alone with any child. (Person’s Name) is limited to greeting others as appropriate 
but  is  restricted  from  carrying  on  any  conversation  with  students  of  (School/FF 
Name). 

 
6.  (Person’s Name) will not enter any  room of  (School/FF Name) unattended, where 

children are present. 
 

7.  (Person’s  Name) will  not  be  allowed  to  volunteer  for  any  activities  that  require 
him/her to be around, supervise or chaperone any students of (School/FF Name). 

 
8.  (Person’s Name) shall continue to follow any and all other existing Code of Conduct 

Rules currently established by (School/FF Name). 
 

9.  While  in  the  school  for  reasons  other  than  Special  Events  or Activities,  (Person’s 
Name) is to be escorted by a staff member while moving throughout the school.  For 
example, if (Person’s Name) is entering the school for a Parent‐Teacher Conference, 
he/she  is  to be accompanied  to and  from  the  classroom where  the  conference  is 
occurring. 
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10.  If  there  should  ever  be  a  circumstance  under  which  this  Safety  Plan  does  not 
address  but  appears  to  need  to  be  addressed,  (Person’s  Name)  will  review  the 
circumstance with the School Administration prior to taking any action. 

 
11.  (Person’s  Name)  shall  make  himself/herself  available  to  the  Principal  to 

discuss/review the terms and conditions of this School Safety Plan at any reasonable 
time. 

 
 
This Safety Plan may be modified or otherwise altered at a later date at the direction of School 
Administration  and  upon  the  agreement  of  both  parties.    The  parties  shall  continue  to  have 
open communication with the (School) staff on all related issues. 
 
Willful violation of this Safety Plan may result in (School/FF Name) dismissing (Child’s Name) as a 
student from school permanently. 
 
 
________________________________________  _____________ 
Parent’s Signature  Date 
 
 
 
_______________________________________  _____________ 
Principal’s Signature    Date 
 
 
 
________________________________________  _____________ 
Director of Faith Formation and Education Signature    Date 
 
 
 
 
 

 
2/20/09 
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1 SEX OFFENDER REGISTRY, §692A.113

692A.113 Exclusion zones and prohibition of certain employment-related activities.
1. A sex offender who has been convicted of a sex offense against a minor or a person

required to register as a sex offender in another jurisdiction for an offense involving a minor
shall not do any of the following:
a. Be present upon the real property of a public or nonpublic elementary or secondary

school without the written permission of the school administrator or school administrator’s
designee, unless enrolled as a student at the school.
b. Loiter within three hundred feet of the real property boundary of a public or nonpublic

elementary or secondary school, unless enrolled as a student at the school.
c. Be present on or in any vehicle or other conveyance owned, leased, or contracted by

a public or nonpublic elementary or secondary school without the written permission of the
school administrator or school administrator’s designeewhen the vehicle is in use to transport
students to or from a school or school-related activities, unless enrolled as a student at the
school or unless the vehicle is simultaneously made available to the public as a form of public
transportation.
d. Be present upon the real property of a child care facility without the written permission

of the child care facility administrator.
e. Loiter within three hundred feet of the real property boundary of a child care facility.
f. Be present upon the real property of a public library without the written permission of

the library administrator.
g. Loiter within three hundred feet of the real property boundary of a public library.
h. Loiter on or within three hundred feet of the premises of any place intended primarily

for the use of minors including but not limited to a playground available to the public, a
children’s play area available to the public, a recreational or sport-related activity area when
in use by a minor, a swimming or wading pool available to the public when in use by a minor,
or a beach available to the public when in use by a minor.
2. A sex offender who has been convicted of a sex offense against a minor:
a. Who resides in a dwelling located within three hundred feet of the real property

boundary of public or nonpublic elementary or secondary school, child care facility, public
library, or place intended primarily for the use of minors as specified in subsection 1,
paragraph “h”, shall not be in violation of subsection 1 for having an established residence
within the exclusion zone.
b. Who is the parent or legal guardian of a minor shall not be in violation of subsection 1

solely during the period of time reasonably necessary to transport the offender’s own minor
child or ward to or from a place specified in subsection 1.
c. Who is legally entitled to vote shall not be in violation of subsection 1 solely for the

period of time reasonably necessary to exercise the right to vote in a public election if the
polling location of the offender is located in a place specified in subsection 1.
3. A sex offender who has been convicted of a sex offense against a minor shall not do

any of the following:
a. Operate, manage, be employed by, or act as a contractor or volunteer at any municipal,

county, or state fair or carnival when a minor is present on the premises.
b. Operate, manage, be employed by, or act as a contractor or volunteer on the premises

of any children’s arcade, an amusement center having coin or token operated devices for
entertainment, or facilities providing programs or services intended primarily for minors,
when a minor is present.
c. Operate, manage, be employed by, or act as a contractor or volunteer at a public or

nonpublic elementary or secondary school, child care facility, or public library.
d. Operate, manage, be employed by, or act as a contractor or volunteer at any place

intended primarily for use by minors including but not limited to a playground, a children’s
play area, recreational or sport-related activity area, a swimming or wading pool, or a beach.
2009 Acts, ch 119, §13; 2010 Acts, ch 1104, §10, 23; 2011 Acts, ch 34, §144
Referred to in §692A.107, 692A.109, 692A.111, 692A.121, 692A.129

Fri Dec 07 21:32:40 2012 linc_system Iowa Code 2013, Section 692A.113 (9, 2)
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To report child sexual abuse contact 

 
Iowa Department of Human Services 
Child Abuse Hotline: 800-362-2178 

 
Current reporting forms for:  

1) Report of Suspected Child Abuse 
2) Suspected Dependent Adult Abuse Report 

 
can be found at 

http://www.dhs.state.ia.us/DHSForms.html 
 
 

and if it involves clergy or church personnel also notify 
 

the diocesan Victim Assistance Coordinator 
Alicia Owens, LBSW 

PO Box 232 
Bettendorf, IA  52722-0004 

Phone: 563-349-5002        vac@diodav.org 

 

 
Other Resources Available:  

 
 

 Office of Child and Youth Protection 

United States Conference of Catholic Bishops 

www.usccb.org/issues-and-action/child-and-youth-protection/ 

 

 The Diocese of Davenport website: www.davenportdiocese.org 
 

Copies of this policy may be made from this booklet or by downloading from the        
Diocese of Davenport website: www.davenportdiocese.org  
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§IV-700 SACRAMENTAL RECORDS HANDBOOK OF POLICIES AND PROCEDURES 
 

Introduction 
 
The Sacramental Records Handbook provides the policies and procedures required to accurately and 
consistently preserve the sacramental records of the Christian faithful in the Diocese of Davenport while 
protecting their privacy. 
 
The Handbook does not cover every situation regarding sacramental record keeping. Questions may be 
directed to the Chancellor’s Office, 563-888-4225 (archives). 
 
We are grateful to the Archdiocese of Cincinnati, the Diocese of Dallas, the Diocese of Charleston, and the 
Archdiocese of Baltimore for the use of their resources in preparing this handbook. 
 
Deacon David Montgomery, Chancellor 
Tyla Cole, Archivist 
 
 
 
§IV-701 General Norms 
 
The general norms regarding sacramental records are provided in canon law. 

§IV-701 Policy 

C. 491 - §1. A diocesan bishop is to take care that the acts and documents of the archives of cathedral, collegiate, 
parochial, and other churches in his territory are also diligently preserved and that inventories or catalogs are made in 
duplicate, one of which is to be preserved in the archive of the church and the other in the diocesan archive. 
 
§2. A diocesan bishop is also to take care that there is an historical archive in the diocese and that documents having 
historical value are diligently protected and systematically ordered in it. 
 
§3. In order to inspect or remove the acts and documents mentioned in §§1 and 2, the norms established by the 
diocesan bishop are to be observed. 
 
C. 535 - §1. Each parish is to have parochial registers, that is, those of baptisms, marriages, deaths, and others as 
prescribed by the conference of bishops or the diocesan bishop. The pastor is to see to it that these registers are 
accurately inscribed and carefully preserved. 
 
§2. In the baptismal register are also to be noted confirmation and those things which pertain to the canonical status of 
the Christian faithful by reason of marriage, without prejudice to the prescript of c. 1133, of adoption, of the reception 
of sacred orders, of perpetual profession made in a religious institute, and of change of rite. These notations are always 
to be noted on a baptismal certificate. 
 
§3. Each parish is to have its own seal. Documents regarding the canonical status of the Christian faithful and all acts 
which can have juridic importance are to be signed by the pastor or his delegate and sealed with the parochial seal. 
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§IV-702 Ownership and Responsibility 
 
Ownership 
The ownership of the registers and the ownership of copyrights of all parish sacramental records and those of 
agencies or institutions within the jurisdiction of the Diocese of Davenport reside with the Bishop of 
Davenport. Any decisions or issues relate to publishing, microfilming, scanning, replacement, rebinding, 
repair, or disposal of registers is determined by the chancellor. 
 
 

§4. In each parish there is to be a storage area, or archive, in which the parochial registers are protected along with 
letters of bishops and other documents which are to be preserved for reason of necessity or advantage. The pastor is to 
take care that all of these things, which are to be inspected by the diocesan bishop or his delegate at the time of 
visitation or at some other opportune time, do not come into the hands of outsiders.  
 
§5. Older parochial registers are also to be carefully protected according to the prescripts of particular law. 
 
C. 876 - To prove the conferral of baptism, if prejudicial to no one, the declaration of one witness beyond all exception 
is sufficient or the oath of the one baptized if the person received baptism as an adult. 
 
C. 877 - The pastor of the place where the baptism is celebrated must carefully and without any delay record in the 
baptismal register names of the baptized, with mention made of the minister, parents, sponsors, witnesses, if any, the 
place and date of the conferral of the baptism, and the date and place of birth.  
 
§2. If it concerns a child born to an unmarried mother, the name of the mother must be inserted, if her maternity is 
established publicly or if she seeks it willingly in writing or before two witnesses. Moreover, the name of the father 
must be inscribed if a public document or his own declaration before the pastor and two witnesses proves his paternity; 
in other cases, the name of the baptized is inscribed with no mention of the name of the father or the parents. 
 
§3. If it concerns an adopted child, the names of those adopting are to be inscribed and, at least if it is done on the civil 
records of the region, also the names of the natural parents according to the norm of §§1 and 2, with due regard for the 
prescripts of the conference of bishops. 
 
C. 878 - If the baptism was not administered by the pastor or in his presence, the minister of baptism, whoever it is, 
must inform the pastor of the parish in which it was administered of the conferral of the baptism, so that he records the 
baptism according to the norm of c. 877 §1. 
 
C. 894 - To prove the conferral of confirmation the prescripts of c. 876 are to be observed. 
 
C. 895 - The names of those confirmed with mention made of the minister, the parents and sponsors, and the place and 
date of the conferral of confirmation are to be recorded in the confirmation register of the diocesan curia, or where the 
conference of bishops or the diocesan bishop has prescribed it, in a register kept in the parish archive. The pastor must 
inform the place of baptism about the conferral of confirmation so that a notation is made in the baptismal register 
according to the norm of canon 535 §2. 
 
C. 896 - If the pastor of the place was not present, the minister either personally or through another is to inform him as 
soon as possible of the conferral of confirmation.  
 
C. 1573 - The testimony of one witness cannot produce full proof unless it concerns a qualified witness making a 
deposition concerning matters done ex officio, unless the circumstances of the things and persons suggest otherwise. 
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Responsibility 
The creation, preservation, and use of sacramental records are the responsibility of the pastor or the person 
assigned to fulfill certain roles of the pastor (e.g., administrator, chaplain, etc.). The pastor may choose to 
delegate the day-to-day administration of sacramental records to another responsible person who should have 
knowledge of the parish history and parishioners. 
 
Inspection  
It is the responsibility of the pastor to ensure that entries in registers are complete and accurate. Quality 
control procedures that double-check entries on a regular basis will ensure accuracy.  
 
Non-Transferable 
Under no pretext may anyone remove or take any parochial records, including sacramental registers, when 
leaving the parish or transferring to another assignment. Outside of the legitimate access described in the 
section below, neither the originals nor any copies of sacramental registers, nor the data they contain, whether 
on microfilm or otherwise, can ever be given, loaned, or sold to any person or institution without the written 
permission of the Bishop of Davenport. Such permission shall specify the conditions for use, duplication, and 
publication. 
 
Parishes and Other Institutions 
Generally only parishes are to maintain sacramental records and registers. Non-parochial institutions must 
obtain the written approval of the chancellor to maintain sacramental records and registers. If a chapel or 
pastoral center operates under the authority of the local pastor, its sacramental records should be kept in the 
parish registers rather than separately. 

 
Other establishments or institutions require explicit permission of the Bishop of Davenport to maintain 
separate sacramental registers.  
 
Persons assigned as chaplains or clergy with sacramental responsibilities for Catholic or non-Catholic 
institutions, such as schools, campus ministries, hospitals, etc., that maintain no distinctly Catholic 
sacramental registers should ensure that the reception of the sacraments are recorded in the sacramental 
registers of the territorial parish in which the institution is located. Such sacraments may not be recorded in 
the parish where the priest is assigned if it is not the territorial parish. 
 
A pastor or other clergy who also have charge of a mission church are obliged to maintain for that church a 
separate set of sacramental registers. Since many missions eventually become parishes, the complete record 
of those particular parishioners can be transferred and then located and maintained in one place. 
 
Older or Distressed Registers 
The usual repository for sacramental registers is the parish or mission that created them. Since parishes and 
missions often do not have the appropriate facilities or the means to preserve their older books, the pastor 
should contact the diocesan archives for assistance when needed. 
 
Records of Closed/Suppressed Parishes 
After the last entry in the sacramental register, the registers are to be transferred to the parish that assumed the 
territory of the closed parish for future issuance of sacramental certificates. Contact the chancellor for 
information regarding this transfer. 
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§IV-703 Confidentiality 
 
Nature of Information 
Sacramental records shall be regarded as confidential. When compiling and publishing parish, religious 
community/institute, or organization statistical information from these records, great care must be taken to 
preserve the anonymity of individuals.   
 
Access to Registers 
Sacramental registers are maintained for the good of the Christian faithful; but they are private documents, 
not public ones. No one other than the pastor, his delegate or the bishop or his representative can claim a right 
to direct access to the registers. 
 

Personally identifiable information in sacramental records includes but is not limited to a person’s: social 
security number, date of birth and mother’s maiden name. 
 

Records containing personally identifiable information should not be copied or shared without the written 
request or consent from the person whose record is being requested or their legal personal representative unless 
allowed or required by law.  The written request or consent must include contact information so that the request 
can be verified.  This includes genealogy requests.  After a person has died there is less expectation of privacy.  
However, the privacy of persons still living who are related to the deceased must be considered. See Appendix 
3. 
 
If the inquiring person is not known to parish personnel, a written request with proof of identification (picture 
ID) is required. The request must be signed and include the name of parents, date of birth, and other pertinent 
information so that there is no doubt that the person requesting the information is entitled to receive it. The 
request should be permanently retained in the sacramental records file separately from the sacramental 
registers.  Personally identifiable information should be communicated and stored according to diocesan 
policy. 
 
If a person is seeking his own record or has a legitimate reason to request family records (i.e., a parent or legal 
guardian of a minor child under 18 years of age, or a legal guardian of an adult), the pastor or appointed parish 
personnel can examine the registers and issue or transcribe the required information.  
 
Access Authorization to Government or Corporate Agencies 
Requests made by government or corporate agencies (e.g., Social Security Administration, Immigration, 
insurance companies, etc.) should be accompanied by a signed release of the person whose record is 
requested or a legal guardian. Subpoenas and other court orders demanding access to sacramental records 
should be accepted. The chancellor should be notified of this action as soon as possible.  A copy of the 
subpoena or other court order should be sent to the chancellor.  
 
Authorized Personnel 
The pastor is always and ultimately responsible for the care and confidentiality of the sacramental registers 
themselves as well as any reproductions. He may designate other persons to make entries in the registers and 
to prepare certificates. These may be employees or volunteers, but their number should be small. These 
designated persons must be known well to the pastor, must be capable of careful work and protecting 
confidentiality, and must be adequately trained to work with the registers. Their work with the registers is not 
to exceed their mandate from the pastor. 
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Genealogical Research 
Actual sacramental registers should never be made available to genealogical researchers. The pastor or other 
regularly designated person may research information as requested and as time permits and make the 
information available on separate paper. Care must be taken not to disclose confidential information or 
personally identifiable information that is restricted. The procedure to access sacramental records provided 
above must be followed. See Appendix 3. 
 
Access Fees 
Parishes should not charge any fees for providing information from sacramental registers. The costs for 
materials and mailing may be reimbursed. 
 
 
§IV-704 Registers 
 
Required Records 
Each parish is required to maintain records of baptisms, confirmations, marriages, deaths and (cans. 535-§1, 
895) First Communions. When a priest serves as pastor of more than one parish, separate registers are to be 
maintained for each parish. For security and convenience, however, the registers may all be stored at one of the 
parishes. 
 
Those Belonging to Eastern Catholic Churches sui iuris 
Special attention must be given to sacramental situations involving individuals who belong to one of the 
Eastern Catholic Churches sui iuris (e.g. Chaldean, Maronite, Melkite, Ruthenian, Syro-Malabar, Ukranian, 
etc.) as these Catholics are subject to the 1990 Code of Canons of the Eastern Churches. 
 
Whenever Latin Catholic (Roman Rite) ministers celebrate a sacrament involving a member of a Catholic from 
one of the Eastern Churches, the sacrament is entered into the appropriate register of the Latin Catholic parish. 
 
The name of the particular Eastern Catholic Church (Chaldean, Maronite, etc.) is to be noted in the 
remarks/notations column of the sacramental register. 
 
The Diocesan Tribunal should be consulted regarding questions concerning the valid and licit celebration of a 
Roman Rite sacrament for a Catholic from one of the Eastern Churches. 
 
Format 
Sacramental records for each parish are to be maintained in separately bound paper registers that are available 
from private vendors. A parish may retain separate Baptismal, First Communion, Confirmation, Marriage, 
and Death Registers or combined registers, depending on the needs of the parish. 
 
Acid Free Paper/Ink 
The pages of the registers should be made of permanent and durable acid-free paper and permanently bound so 
that pages cannot be removed. The ink that is used must also be of a permanent quality. Only black ink should 
be used. The best types of inks are those made for art work or India inks. A black ball-point or roller-ball pen is 
acceptable. Felt-tip pens and pencils are not acceptable.  
 
Computer Reproductions 
Sacramental records may be duplicated on computers. But a complete record must be maintained in the 
registers, and the registers themselves are never to be destroyed or discarded. The registers are considered the 
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only authentic copy of sacramental records. 
 
Annual Reports to the Chancery 
The Office of the Chancellor will provide parishes with electronic forms to use for reporting additions and 
changes to sacramental records made in the previous year. These forms are available on the diocesan website: 
www.davenportdiocese.org.  
 
Repair of Old Registers 
As registers become worn, they are to be rebound by a professional binder with the approval of the 
chancellor. Only if a register is beyond repair may the records be transferred to a new register. The original 
register is to be retained in as safe a condition as possible.  
 
Safe Storage 
The sacramental registers are to be stored in a locked place, preferably one which is fire-proof or fire-
resistant and safe from damage by insects and animals. Ideally the records will be stored at a constant 
temperature of 69 degrees and a constant relative humidity of 40% - 50%. or less. 
 
Registers may be removed only by authorized personnel and only for legitimate purposes. The registers may 
never be taken from the parish premises except for microfilming or rebinding after approval by the 
chancellor. 
 
If the books are stored on shelving, they should stand upright on their bottom edge. If the books are stored in 
a file cabinet where they cannot stand upright, they should be stored on their spine, not on the edge opposite 
of the spine. The books should be properly supported and not allowed to sag or lean against each other. Nor 
should they be stored tightly together. If the registers are too large to be stored upright or on their spines, they 
can be stored flat. However, no more than 3 volumes should be stacked upon one another. 
 
Do not use pressure sensitive tape (Scotch tape). This tape is highly acidic and destructive to paper. Do not 
laminate any pages. The process involves driving plastic into the paper through heat. It will ultimately 
destroy the paper and is virtually irreversible. Do not staple, glue, or paper clip any documents to the pages of 
the registers. 
 
Reporting Loss or Destruction 
The loss or destruction of any sacramental register should be reported immediately to the chancellor. 
 
 
§IV-705 Entries 
 
Type of Data 
Only that data required by canon law and otherwise necessary for the complete and accurate maintenance of 
sacramental records is to be entered in the sacramental registers. 
 
Timeliness Place of Entry 
Entries should be made as soon possible after the event to be recorded. As a general rule, the proper parish for 
the recording of sacraments and deaths is the parish in whose territory the sacraments or rites of Christian 
burial were celebrated.  For exceptions, see the individual register sections below. 
 
  



 

8  

Chronological Order 
Entries should be made in chronological order. If the chronological order cannot be kept in some particular 
case, a small note should be made in the proper chronological location in the register, cross-referencing the 
actual entry, e.g., "See Jones, page 37". 
 
Specific Columns 
Each page of the register has several columns and each column is titled. It is important to enter the data in the 
proper columns. At least the Baptismal Register will have a column titled "Remarks", "Notations", or 
something similar. There are many references to this column throughout this handbook. 
 
Index 
Every entry is to be listed alphabetically in the register's index, according to the person's last name. 
 
Excess Data 
If there is inadequate space for all the data to be entered, the excess data may be entered elsewhere on the 
same page or even on a different page of the register. Clear cross-referencing is essential, e.g., "See Smith, 
bottom of page". 
 
Sacramental Records File 
Discursive material should not be written or stored in sacramental registers. Such material or related 
documents (e.g., civil records, correspondence) should be retained securely in a file in the parish archives. 
However, discretion must be exercised in deciding which material to place in this file; not everything has to 
be retained. This file should be marked "Sacramental Records - Confidential," and the words "See 
Sacramental Records File" should be printed in the "Notations" column of the sacramental register as needed. 
 
Printing/ Ink 
Entries should be neatly printed instead of written in script.  
 
Style for Names and Dates 
In registers, use the name as verified on the birth certificate, even if it includes a hyphenated last name. 
Although verification with a birth certificate should be standard practice, inability to provide a birth 
certificate or other document that verifies names, birth date, and place of birth should not be cause for denial 
or delay of baptism. Presentation of a birth certificate is not required if the person or parents/legal guardian of 
the person is known to the minister celebrating the rite or the pastor of the parish.  Printing the abbreviated 
name of the month is preferred to using the number of the month (e.g. “Aug” rather than "8"). 
 
Confidential Data 
Data which is confidential and which is not to be included on certificates is to be so marked when entered in 
the register, e.g., "Confidential-do not include on certificate". However, the provisions of c. 535, §2 are to be 
observed. 
 
Minister of Sacrament 
The actual minister of a sacrament does not need to sign the register if the person making the entry personally 
witnessed the event or has available a document (e.g., Sacristy Record of Baptism) signed by the minister 
which certifies the conferral of the sacrament. In these cases the name of the minister is printed in the 
register. 
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Celebrations Outside a Parish Church Building 
When sacraments are administered in places other than a parish church building (e.g., campus chapel, a private 
home), it is important that the record is retrievable for future reference: 
 

Baptism - Baptisms shall be recorded at the parish whose territory encompasses the location at which the 
sacrament was celebrated, unless the place of baptism is a Catholic institution which has received 
permission from the bishop to maintain its own sacramental records. 
 
Marriage - When the wedding takes place according to canonical form, the sacramental records are 
entered and kept at the territorial parish within the boundaries of which the wedding was celebrated, unless 
the place of marriage is a Catholic institution which has received permission from the bishop to maintain 
its own sacramental records. In the case of a wedding celebrated with a dispensation from canonical form, 
the marriage shall be recorded in two places: (1) in the parish of the Catholic party whose clergy prepared 
the couple for marriage and requested the dispensation from canonical form. (2) at the chancery of the 
diocese which granted the dispensation from canonical form.  The pre-nuptial files are to be kept in the 
first location. The minister or the pastor’s delegate who requested the dispensation is responsible for 
sending the usual notification of marriage to the parish of baptism of the Catholic party or parties.  See 
Appendix 5.  He is also responsible for notifying the chancery that granted the dispensation from canonical 
form if the marriage was not celebrated. 
 
Death The appropriate entry is to be made in the register of the territorial parish in which the funeral 
liturgy is celebrated, not necessarily in the register of the person’s own parish church. It is recommended 
that the place of baptism be notified of the death and burial.  The person’s parish church should be notified 
so that a notation can be made in the baptismal register. See Appendix 5. 

 
 
§IV-706 Certificates 
 
Definition 
A certificate is an official document certifying that a particular individual has received a sacrament. It is an 
exact duplicate of data already entered in a sacramental register. 
 
Church Use Only 
Certificates of sacraments are intended primarily for internal church use, not for civil purposes. However, 
certificates may be used for identification purposes by government agencies such as for passport applications. 
 
Authorized Source of Records 
Only the parish or other location holding the original sacramental record may issue a certificate. Only the actual 
register should be used in preparing certificates.  
 
Procedure for Requests 
Requests for certificates should be submitted in writing, although telephone and electronic requests from a 
Catholic parish or agency are acceptable. The procedure for access to sacramental records provided above 
must be followed. No information from sacramental registers should be provided by telephone or other 
electronic means except to another Catholic parish or other Catholic agency. Even then care for the privacy of 
persons is to be exercised. See Appendix 3. 
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Format 
Certificates should have an official appearance and should be issued in a consistent format. Parishes may 
obtain blank certificates from commercial vendors or may have them printed locally. All certificates must 
bear the name and address of the parish. 
 
Authentication 
Certificates must be typed, printed by computer or hand-printed in ink. They are to be signed by the pastor or 
his delegate and impressed with the parish seal. Photostatic and facsimile copies of certificates are not 
considered authentic documents. 
 
Required Data 
Certificates are to include all data contained in the sacramental register, except that which is marked 
confidential or which is extraneous to the person's canonical status. Data in the "Notations" column are to be 
included. If there is no data in the "Notations" column, the words "No Notations" should be printed on the 
certificate. 
 
Missing Record 
Sometimes when a certificate is requested, the record in question cannot be found. If there is any possibility 
that the sacrament may have been conferred in some other parish, the inquirer should be encouraged to check 
the sacramental records of that other parish or parishes.  If the record cannot be found the diocesan archivist 
should be consulted. If such a search is unwarranted or fails, cc. 876 and 1573 can be applied. Only that data 
which can be vouched for with certainty should be entered in the register, even though this may leave an 
incomplete entry. The name of the witness or witnesses, the date of his or her testimony and the words 
"Based on the testimony of” should be printed in the "Notations" column of the register.  See Appendix 4. 
 
 
§IV-707 Changes To Entries 
 
Caution About Changes 
Once entered into a sacramental register, data is considered official and permanent. It may not be modified 
except under special conditions, as detailed below. Original data should never be scratched out, erased, 
"whited out" or otherwise destroyed or obliterated. The change should be dated and initialed by the one 
making the modification. 
 
Style for Minor Changes 
Minor changes (e.g., correcting a misspelling) may be made directly to the original entry. Such changes are to 
be made by drawing a straight, simple line through the word, number or letter to be changed and printing the 
change immediately above or below it. 
 
Style for Major Changes 
Major changes (e.g., to record an adoption after baptism) may require that a new entry be created. In these 
cases, the original entry is to be preserved without change; a new entry, with all the data from the original 
entry reproduced (except the relevant change or changes), is to be made in the same register as close to the 
original entry as possible; both entries, as well as listings in the index, are to be cross-referenced; "Do Not 
Issue Certificate From This Record" is to be printed carefully across the face of the original entry. 
 
Authorization for Minor Changes 
An insubstantial error (e.g., misspelling) may be corrected upon request of those persons who have a right to 
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a certificate, as mentioned in the Certificates section above. 
 
Authorization for Major Changes 
More significant errors and other changes require authentic supporting documentation. Such documentation 
will ordinarily consist of an original, "raised seal" certificate from a civil or ecclesiastical office, court, 
agency, etc. and should be kept in the sacramental records file. The issuing agency, date of the certificate and 
any protocol number should be printed in the "Notations" column of the register. When an error involves data 
pertaining directly to the celebration of a sacrament or rite of Christian burial (e.g., date, identity of sponsor) 
such that no external verifying documentation exists, the written or oral testimony and signature of a 
reputable witness will suffice. 
 
Permitted Changes 
Some permitted changes: 

1. correct name 
2. correct date 
3. correct spelling 
4. new legal name 
5. adoptive parent(s) 

 
Non-Permitted Changes 
Some non-permitted changes: 

1. new godparents or sponsors  
2. non-adoptive stepparents 
3. customary name or nickname 

 
Data on Certificates After Changes 
Once specific data has been changed in the sacramental register, the original data is not transcribed onto 
certificates (e.g., the natural parents’ names after adoption).  
 
Most Changes Occur in Baptism Register 
The baptismal record is the primary sacramental record for Catholics. It serves as a log for all the significant, 
public developments in one's relationship with the Church. As a result, most changes to entries in the 
sacramental registers will be made in the Baptismal Register. 
 
Some of these changes are actual modifications of the original data entered for baptism, for example, change 
of name or change of parent. Directions for making such changes can be found in the General Norms section 
of this handbook. The names of godparents or sponsors are not to be changed because they have died or 
because parents feel they are no longer suitable. In these situations, parents can ask someone else to serve in 
this role without making a change in the permanent record or on certificates. 
 
Additions to "Notations" Column 
Some of the changes are additions to the "Notations" column. For example, when a Catholic is confirmed, 
married or ordained, the churches where these sacraments are celebrated notify the church of baptism so that 
the new sacraments can be noted in the Baptismal Register. See Appendix 5.  When a marriage is declared 
invalid by an ecclesiastical tribunal or when an individual is returned to the lay state, the tribunal will notify 
the church of baptism so that a notation can be made in the person's baptismal record (See c. 1685). 
Notification documents should be acknowledged in writing in order to verify that the notations have been 
recorded. 
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Defection from the Church 
A parish may receive a notification from an individual or a church indicating that the person is no longer a 
Catholic or requesting that her/his name be removed from the records of the Catholic Church. While it is 
appropriate to remove the person's name from the parish membership rolls, no changes are made to the 
sacramental records except for a notation in the "Notations" column of the Baptismal Register: "Formal 
defection from Catholic Church, [date]". Reunion with the Church should also be noted if the parish of 
baptism is made aware of the reunion. 
 
Style for Notations 
The notations mentioned in the two preceding paragraphs should be made neatly and succinctly in the 
"Notations" column. Names, dates, places and protocol numbers are usually the only information needed. 
These notations are not confidential and should ordinarily be included on certificates. 
 
 
§IV-708 Baptismal Register 
 

 

§IV-708 Policy 
 
C. 296 - §2. (Code of Canons of the Eastern Churches) in the register of baptisms, a note is to be made of the 
ascription of the baptized person to determine church sui iuris in accord with the norm of c. 37, of the administration 
of chrismation with holy myron as well as what pertains to the canonical status of the Christian faithful by reason of 
marriage, with due regard for c. 840, 3, of adoption, of sacred orders or of perpetual profession in a religious 
institute. These annotations are always to be reported on the baptismal certificate. Are also to be noted the 
enrollment of the baptized into a determined church sui iuris; these notations are always to be noted on the 
certificate of baptism 
 
C. 852 - §1. The prescripts of the canons on adult baptism are to be applied to all those who, no longer infants, have 
attained the use of reason. 
 
C. 869 - §2. Those baptized in a non-Catholic ecclesial community must not be baptized conditionally unless, after 
an examination of the matter and the form of the  words used in the conferral of baptism and a consideration of the 
intention of the baptized adult and the minister of the baptism, a serious reason exists to doubt the validity of the 
baptism. 
 
C. 870 - An abandoned infant or a foundling is to be baptized unless after diligent investigation the baptism of the 
infant is established. 
 
C. 873 - There is to be only one male sponsor or one female sponsor or one of each. 
 
C. 874 - §2. A baptized person who belongs to a non-Catholic ecclesial community is not to participate except 
together with a Catholic sponsor and then only as a witness of the baptism. 
 
C. 876 – To prove the conferral of baptism, if prejudicial to no one, the declaration of one witness beyond all 
exception is sufficient or the oath of the one baptized if the person received baptism as an adult. 
 
C. 877 - §1. The pastor of the place where the baptism is celebrated must carefully and without delay record in the 
baptismal register the names of the baptized, with mention made of the minister, parents, sponsors, witnesses, if any, 
the place and date of the conferral of the baptism, and the date and place of birth. 
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Entries 
For baptism celebrated under normal circumstances, the following information is to be entered in the 
Baptismal Register (c. 877, §1): 
 

1. the Christian name(s) of the child as designated by the parent(s)/adoptive parents; or the legal name of 
the adult. Include the adult woman’s maiden name, preceded by “nee,” in parenthesis; 

2. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 
any, legal surname, and maiden name, preceded by “nee,” in parenthesis); or names of adoptive 
parents; 

3. the date and place of birth; 
4. the name(s) of the sponsor(s); 
5. the place and date of the baptism;  
6. the name of the minister performing the baptism. 

 
Source of Data 
Ordinarily, the data used to create a record of baptism (as required by c. 877, §1) originates on a "Sacristy 
Record of Baptism". A birth certificate is normally required in order to verify information unless the person 
or parents/legal guardian of the person is known to the minister celebrating the rite or the pastor of the parish.  
The Sacristy Record is filled out by the parish staff at the time the baptism is scheduled, during the 
catechetical program, or by the minister of baptism at the time of the baptism. Before the data is transferred to 
the Baptismal Register, a parent, guardian or adult candidate should verify the data written on the Sacristy 
Record, and the minister must sign the Sacristy Record verifying that the sacrament was conferred. There 
should be a clear procedure in place for assuring that the data is accurately transferred from the Sacristy 
Record to the Baptismal Register as quickly as possible. 
 
Recipients from More than One Parish - RCIA 
When persons from more than one parish are baptized or received into full communion with the Catholic 
Church at a single ceremony, the record for all the persons shall be recorded at the parish where the rites are 
celebrated. 
 
In order to keep accurate parish statistics, each parish at which baptism or reception into full communion did 
not take place is to make a notation in its baptismal register to include the names of their recipients, the place 

§2. If it concerns a child born to an unmarried mother, the name of the mother must be inserted, if her maternity is 
established publicly or if she seeks it willingly in writing or before two witnesses. Moreover, the name of the father 
must be inscribed if a public document or his own declaration before the pastor and two witnesses proves his 
paternity; in other cases, the name of the baptized is inscribed with no mention of the name of the father or the 
parents.  
 
See also complementary legislation for canon 877 §3 of the Code of Canon Law for the Latin Rite dioceses of the 
United States. 
 
Can 878 - If the baptism was not administered by the pastor or in his presence, the minister of baptism, whoever it is, 
must inform the pastor of the parish in which it was administered of the conferral of the baptism, so that he records 
the baptism according to the norm of C. 877, §1. 
 
C. 1685 - As soon as the sentence is executed, the judicial vicar must notify the local ordinary of the place in which 
the marriage was celebrated. The local ordinary must take care that the declaration of nullity of the marriage and any 
possible prohibitions are noted as soon as possible in the marriage and baptismal registers. 
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and date of baptism or reception into full communion. The entry must include the following heading: “Notation 
– for statistical purposes only.” 
 
“On [date] the following parishioners were baptized (or received into full communion with the Catholic 
Church) at [parish name], [city name]: 
[List of names] 
 
This provides enough information for a certificate of baptism or reception into full communion to be requested 
from the place where the official record is held and to provide the necessary statistical information.  
The same procedure should be used for recording and noting the reception of first communion within the 
context of RCIA. 
 
Baptism outside Parish Church 
When baptism is conferred in a chapel, hospital or home (cc. 877, §1 and 878), the minister is to see to it that 
the requisite data is transmitted in writing to the territorial parish in which the chapel, hospital or home is 
located for recording in the Baptismal Register. 
 
Emergency Baptism 
When a Catholic baptism (with or without confirmation) is conferred in an emergency situation, the baptism is 
to be recorded properly in the territorial parish of the place where the baptism occurred. If the “Rite of Bringing 
a Baptized Child to the Church” is celebrated at a later date (cf. 1973 Rite of Baptism for Children #31.3), a 
notation should be made in the margin of the baptismal entry of the territorial parish indicating the date and 
place the rite is celebrated. 
 
After the conferral of the emergency baptism, (with or without emergency confirmation), the minister of 
baptism gives a duplicate of the Record of Emergency Baptism to the one who is baptized or, in the case of 
minor, to the parents. 
 
The entry in the baptismal register and, if appropriate, the confirmation register, of the territorial parish in 
which the emergency baptism (and or confirmation) occurred is the official entry for this sacrament. 
Certificates of baptism are to be issued from this parish only. 
 
Conditional Baptism 
When conditional baptism is conferred, "Baptized conditionally" is to be written in the "Notations" column. 
Otherwise the entry is the same as for any other baptism. By virtue of c. 869, §2, baptisms in other faiths are 
presumed valid until the contrary is demonstrated. Therefore, only after careful investigation and with a positive 
doubt remaining as to the fact of a baptism or its valid celebration, a person is conditionally baptized. In such 
cases the date and place of the conditional baptism should be noted instead of the purported earlier baptism.  
 
Reception Into Full Communion 
When persons are received into full communion with the Catholic Church, after having been baptized 
previously in another Christian communion, an entry must be made in the Baptismal Register. The data 
concerning the Rite of Reception should be entered in the spaces provided for baptism, and the data 
concerning the original baptism should be entered in the "Notations" column, especially the date and place. 
 
Special care must be taken to follow this procedure when young children along with their parents are received 
into full communion. For further details, see the section, “Bringing a Baptized Child into the Church.” 
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The date of reception should be noted in the spaces provided for Baptism. The data concerning the original 
baptism should be entered in the Notations column, including the date and place. 
 
For the "full reception into the Church" celebrated for a baptized adult (RCIA), the following information is 
to be entered in the Baptismal Register: 
 

1. the legal name. Include the adult woman’s maiden name, preceded by “nee,” in parenthesis; 
2. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 

any, and the legal surname name. Include the adult woman’s maiden name, preceded by “nee,” in 
parenthesis;) 

3. the date and place of birth; 
4. the name of the sponsor; 
5. the date and place of the Rite of Reception are noted in the space provided for baptism; 
6. marginal notations giving the date and place of the original baptism, reception of Eucharist and 

confirmation, and marital status (either current valid marriage or the convalidation of the current 
marriage). Any declaration of invalidity (including where granted and protocol number) should be 
noted. 

 
Whenever an already baptized person is brought into full communion with the Catholic Church, whether an 
adult or child, a profession of faith certificate is issued rather than a baptismal certificate. This profession of 
faith certificate indicates when and where the person received Christian baptism and when and where the person 
made a profession of faith to come into full communion with the Catholic Church. 
 

Celebration of Baptism of an Adult 
For baptism celebrated for a nonbaptized adult (RCIA) the following information is to be entered in the 
Baptismal Register (c. 877, §1): 
 

1. the legal name. Include the adult woman’s maiden name, preceded by “nee,” in parenthesis; 
2. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 

any, and legal surname. Include the adult woman’s maiden name, preceded by “nee,” in parenthesis); 
3. the date and place of birth; 
4. the name of the sponsor(s) 
5. the place and date of the baptism; 
6. the name of the minister performing the baptism; 
7.  marginal notation of reception of Eucharist and confirmation and marital status (either current valid 

marriage or the convalidation of the current marriage). Any declaration of invalidity (including where 
granted and protocol number) should be noted. 

 
Bringing a Baptized Child into the Church 
In the case of adults who have been received into full communion and have children below the age of seven 
who have been validly baptized in another denomination, the children enter the Church through the reception of 
their parent(s). Information regarding their baptismal data should be noted in the baptismal register - along with 
the note "received into the Church with (parent name) on (given date)". This record will function as proof that 
they are Catholic. They must be issued a certificate with an explanation to the parents that this is the certificate 
to be presented when a baptismal certificate is requested in the future.  The “Rite of Bringing a Baptized Child 
to the Church” may be used to ritualize the occasion. 
 
In the case of adults who have been received into full communion and have children over the age of seven but 
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under the age of fourteen who have been validly baptized in another denomination, the children  must make 
their own profession of faith. Information regarding their baptismal data should be noted in the baptismal 
register – along with the date of reception in the Catholic Church, name(s) of sponsor(s) and minister who 
officiated. They must be issued a certificate with an explanation to the parents that this is the certificate to be 
presented when a baptismal certificate is requested in the future. 
 
Children over the age of fourteen are treated as any other adult. 
 
The following information is to be entered in the Baptismal Register: This procedure also is to be followed 
when the child is being received, along with the parents, into full communion with the Catholic Church. 
 

1. the Christian name(s) of the child as designated by the parent(s); 
2. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 

any, and legal surname.  Include the maiden name, preceded by “nee,” in parenthesis); 
3. the date and place of birth; 
4. the name(s) of the sponsor(s) now selected by the parents; 
 the date and place (church and town) ceremonies are supplied to effect formal reception into the 

Church are noted in the spaces provided for Baptism (cf. 1973 Rite of Baptism for Children #31.3); 
5. data concerning the original baptism should be entered in the Notations column, especially the date 

and place (cf. 1973 Rite of Baptism for Children #31.3). 
 
Unmarried Parents 
It is important that the provisions of c. 877 concerning unmarried parents be followed. It is unjust to enter 
unauthorized names of parents in the Baptismal Register. 
 
Children of Unknown Parentage 
For children whose parentage cannot be known (c. 870) or is unknown (c. 877, §2), the following information 
is to be entered in the Baptismal Register: 

1. the Christian name(s) of the child as designated by the mother or guardian(s); 
2. the name of the mother (first, middle if any, and legal surname. Include the maiden name, preceded by 

“nee,” in parenthesis), if publicly known or requested by her before two witnesses; 
3. the name of the natural father (first, middle if any, and surname) only if paternity is established by a 

legal document or he makes a declaration before the pastor and two witnesses; otherwise leave blank; 
4. the date and place of birth, if known, or of being found or placed under guardianship; 
5. the name(s) of the sponsor(s) selected by the parent or guardian; 
6. the place and date of the baptism; 
7. the name of the minister performing the baptism. 

 
Adoption 
On October 20, 2000, the USCCB issued Complementary Norms under c. 877, §3 for the purpose of assisting 
those with the responsibility of recording the baptism of children who had been adopted or who later are 
adopted. 
 
Baptism Before Adoption 
For children baptized before adoption, the following information shall be added in the Baptismal Register 
after the adoption is finalized. (c. 877, §3): 
 

1. parentheses ( ) shall be placed around the names of the natural parents; 
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2. the name(s) of the adoptive parent(s) shall then be added; 
3. the child's former surname shall also be parenthesized ( ) and the new surname added; and 
4. a notation shall be made that the child was legally adopted. 

 
Baptismal certificates issued by the parish for these individuals should give the name(s) of the adoptive 
parent(s), the child's new legal surname, the date and place of birth, the date and place of baptism, and the 
name of the minister who administered the sacrament. The name(s) of the natural parents and the sponsor(s) 
shall not be given, and no mention of the fact of adoption shall be made on the baptismal certificate. 
A new entry should be made, and in the index cross-reference should be made to the old entry, with the 
following information: 
 

1. the new legal, Christian name of the child as designated by the adoptive parents; 
2. the names of the adoptive parents; 
3. The date and place of birth; 
4. The date and place of the baptism; 
5. The name of the minister performing the baptism 

 
Any certificate for this person should be issued from the record created after the adoption; No certificate 
should be issued from the record created before adoption. 
 
Baptism After Adoption 
For children baptized after adoption, no reference to the adoption or the natural parents is to be made in the 
Baptismal Register. Any such data which has been recorded is to be treated as confidential and is not to be 
included on any certificate. 
 
The following information shall be entered in the register (c. 877, §3): 
 

1. the Christian name(s) of the child as designated by the adoptive parent(s); 
2. the name(s) of the adoptive parent(s); 
3. the date and place of birth; 
5. the names of the sponsors selected by the adoptive parent(s);the place and date of the baptism; 
6. the name of the minister performing the baptism. 

 
Baptismal certificates issued by the parish for adopted children will be no different from other baptismal 
certificates. No mention of the fact of adoption shall be made on the baptismal certificate. 
 
Same Sex Couples Presenting an Adopted Child for Baptism 
For instances in which a same sex couple present an adopted child for baptism, the parish should follow the 
above norms. Only the parent name (s) listed on the child’s post-adoption, amended birth certificate shall be 
entered in the register. If both adoptive parents are listed on the birth certificate, the entry will only indicate the 
word “parent,” rather than “mother” or “father.” 
 
Surgical Gender Change 
The Vatican Congregation for Doctrine of the Faith holds that no changes should be made to a baptismal record 
to reflect the “new” sex of an individual who has undergone what is commonly referred to as a sex change 
operation. An October 15, 2002 letter from the United States Conference of Catholic Bishops further clarifies: 
 
“Therefore, even in cases of such (sex reassignment) operations the records are not to be altered. Specifically, 
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the altered condition of the faithful under civil law does not change one’s canonical condition which is male or 
female as determined at the moment of birth. However, should a situation rise in which some sort of notation is 
determined to be necessary, it is possible, in the margin of the entry for baptism, to note the altered status of the 
person under civil law. In such cases, the date and relevant protocol number of the civil juridic act or document 
should be included along with, where possible, a copy of the document itself at that page of the baptismal 
registry.” 
 
Number of Sponsors (Godparents) 
No more than two names may be entered in the "Godparents" or "Sponsors" column. Church law (c. 873) 
permits one and no more than two sponsors (one female and one male) of baptism. Church law (c. 874, §2) 
allows a baptized person, who is not a member of the Catholic Church, to serve as "a Christian witness." The 
designation "CW" might be useful for clarity. Church law (Ecumenical Directory # 98b) holds that a baptized 
Eastern Orthodox is properly a godparent and not a Christian witness. 
 
Proxy Sponsor 
When a sponsor appoints a proxy to participate in the rite of baptism, both names should be entered in the 
register, with "Proxy" written after that person's name. The sponsor should sign a mandate for this specific 
person to serve as proxy. 
 
Ascription to Proper Church Sui Iuris 
When a Latin priest baptizes someone who is ascribed to an Eastern Church sui iuris, a notation should 
be made in the “Notations” column.  The diocesan tribunal should be consulted. 
 
Registers for Ritual Use 
A register used as part of the Church's ritual (e.g., Book of Catechumen, Book of the Elect) should be 
completely distinct from the regular sacramental registers. The data from the ritual register should be 
transferred to the Baptismal and Confirmation Registers as soon as possible after the conferral of sacraments 
or the reception into full communion. 
 
 
§IV-709 First Communion Register 
 
Entries 
For First Communion in the Diocese of Davenport, the bishop has determined that the following information is 
to be entered into the Communion Register: 
 

1. the legal and Christian names of the child; 
2. the date and place of baptism; 
3. the church and date of the first Communion;  
4. the name of the main celebrant of the Mass. 
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§IV-710 Confirmation Register 

 

 
Entries 
For confirmation celebrated under normal circumstances, the following information is to be entered in the 
Confirmation Register (c. 895): 
 

1. the legal and Christian names of the child or adult (use legal surname  name of a woman.  Include the 
maiden name, preceded by “nee,” in parenthesis); 

2. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 
any, legal surname.  Include the maiden name, preceded by “nee,” in parenthesis); 

3. the date and place of baptism; 
4. the name of the sponsor selected by the person; 
5. the place and date of the confirmation; and 
6. the name of the minister performing the confirmation. 

 
Emergency Confirmation 
As in the case of emergency baptism, the record of an emergency confirmation is to be kept in the territorial 
parish in which the confirmation occurred.  
 
Large Group of Recipients 
When several persons are confirmed at the same ceremony by the same minister, the date of conferral and the 
name of the minister may be written only once in the register, so long as it is clear that the references apply to 
all the confirmed. If there is more than one minister at a single ceremony, the record should show clearly which 
ministers confirmed which recipients. 
 
Recipients from More Than One Parish 
When persons from more than one parish are confirmed at a single ceremony, the record for all the persons shall 
be made at the parish where the rite is celebrated. This official record should include a notation of the name and 
city of the parish that sent the confirmands to be confirmed. The parish of the confirmand is to supply this 
information to the place where the rite is celebrated. In order to keep accurate parish statistics, each parish at 
which confirmation did not take place is to make a notation in its confirmation register to include the names of 
their recipients, the place and date of confirmation. The actual minister of the sacrament for each individual 
must be identified if more than one minister is celebrating the rite. The entry must include the following 
heading: “Notation – for statistical purposes only.” 

§IV-709 Policy 
 
C. 894 - To prove the conferral of confirmation the prescripts of c. 876 are to be observed. 
 
C. 895 - The names of those confirmed with mention made of the minister, the parents and sponsors, and the place 
and date of the conferral of confirmation are to be recorded in the confirmation register of the diocesan curia or, 
where the conference of bishops or the diocesan bishop has prescribed it, in a register kept in the parish archive. The 
pastor must inform the pastor of the place of baptism about the conferral of confirmation so that notation is made in 
the baptismal register according to the norm of c. 535, §2. 
 
C. 896 - If the pastor of the place was not present, the minister either personally or through another is to inform him 
as soon as possible of the conferral of confirmation.
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“On [date] the following parishioners were confirmed at [parish name], [city name]: [List of confirmands 
names] 
 
This provides enough information for a certificate of confirmation to be requested from the place where the 
official record is held and to provide the necessary statistical information. A notation is also to be made in each 
parishioner’s baptismal record wherever the record is held. According to canon law, the pastor of the place 
where the confirmation rite occurred is responsible for informing the parishes of baptism of all the confirmands. 
In order to relieve some of this work, the confirmand’s parish should prepare the reporting form for the pastor 
of the place where the confirmation occurred to send to the parishes of baptism. This requirement is waived if 
the place of baptism is the same as the confirmand’s parish. 
 
The annual Statistics Census Report should record the number of a) your parishioners confirmed at your parish, 
b) persons from other parishes confirmed at your parish, c) your parishioners confirmed at another parish, d) the 
total number of all persons confirmed at your parish, and e) the total number of your parishioners confirmed, 
regardless of which parish the Confirmation took place. 
 
Baptismal Certificate 
A baptismal certificate for each candidate for confirmation should be obtained in advance of the celebration 
of confirmation. 
 
Notification of Church of Baptism 
The place of baptism should be notified of the confirmation. In the case of a baptized person who was brought 
"into full communion in the Church," the place of reception ("Profession of Faith") is to be notified instead of 
the place of baptism.  Notice of confirmation is not required to be sent to a Protestant church of baptism, but is 
recommended in order for the person’s baptismal record to be complete.  See Appendix 5.   
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§IV-711 Marriage Register 
 

 
Entries 
For weddings celebrated with recognition by the Catholic Church, the following information is to be entered 
into the Marriage Register (c. 1122-1123): 

 
1. the legal name of the groom; 
2. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 

any, legal surname; include the  maiden name, preceded by “nee,” in parenthesis) of the groom; 
3. the legal name of the bride (Include the maiden name, preceded by “nee,” in parenthesis, even if a 

second marriage); 
4. the name of the father (first, middle if any, and surname) and the name of the mother (first, middle if 

any, legal surname, and maiden name, preceded by “nee,” in parenthesis) of the bride; 
5. the date and place of baptism of each party; 
6. the date and place (actual church and town) of the wedding; 
7. the names of the witnesses; 

8. the name of the minister asking for and receiving the couple’s vows; and 

§IV-710 Policy 
 
C. 1079 - §1. In urgent danger of death, the local ordinary can dispense his own subjects wherever they are staying as 
well as all persons who are actually present in his territory both from the form prescribed for the celebration of 
matrimony and from each and every impediment of ecclesiastical law, whether it be public or occult, except the 
impediment arising from sacred order of the presbyterate. §2. In the same situation mentioned in §1 and only for cases 
in which the local ordinary cannot be reached, the pastor, the properly delegated sacred minister and the priest or 
deacon who assists at matrimony in accord with the norm of can. 1116, §2, also possess the same faculty to dispense. 
§3. In danger of death a confessor enjoys the faculty to dispense from occult impediments for the internal forum, 
whether within or outside the act of sacramental confession. §4. In the case mentioned in §2, the local ordinary is not 
considered to be accessible if he can be contacted only by means of telegraph or telephone.  
 
C. 1081 - The pastor or the priest or deacon mentioned in c. 1079, §2 is to notify the local ordinary immediately about 
a dispensation granted for the external forum; it is also to be noted in the marriage register. 
 
C. 1121 - §1. After a marriage has been celebrated, the pastor of the place of the celebration or the person who takes 
his place, even if neither assisted at the marriage, is to note as soon as possible in the marriage register the names of 
the spouses, the person who assisted, and the witnesses, and the place and date of the Celebration of the marriage 
according to the method prescribed by the conference of bishops or the diocesan bishop. 
 
C. 1122 - §1. The contracted marriage is to be noted also in the baptismal registers in which the baptism of the spouses 
has been recorded. 
 
C. 1123 - Whenever a marriage is either convalidated in the external forum, declared null, or legitimately dissolved 
other than by death, the pastor of the place of celebration of the Marriage must be informed so that a notation is 
properly made in the marriage and baptismal registers. 
 
C. 1685- As soon as the sentence is executed, the judicial vicar must notify the local ordinary of the place in which the 
marriage was celebrated. The local ordinary must take care that the declaration of the nullity of the marriage and any 
possible prohibitions are noted as soon as possible in the marriage and baptismal registers. 
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9. notation of any permissions, dispensations and delegations obtained for the valid celebration of the 
wedding (including protocol number if existing). 

 
The informational facts in the prenuptial file are the source for the Marriage Register. The marginal notation 
column is for the purpose of noting any permission or dispensation, regardless of the source for the 
permission/dispensation, and other significant factors (for instance, delegation for the minister or sanation). 
 
Source of Data 
The pastor is responsible for seeing that the necessary information is recorded in the parish where the 
marriage was celebrated. The prenuptial file ordinarily contains all the necessary information. However, the 
celebrant should be alert to any last minute changes or corrections to the information contained in the 
prenuptial file and so notify the pastor. 
 
Marriage Outside Parish Church 
When a marriage is celebrated in a location other than a parish church, the proper parish for the marriage 
record is the territorial church in which that location stands. The only exception is with a dispensation from 
the Catholic form of marriage. In that situation, the proper parish for the marriage record is the parish which 
prepared the couple for marriage and requested the necessary dispensation. This is normally the parish of the 
Catholic party. 
 
Convalidation 
When a marriage is convalidated, the data concerning the convalidation are to be placed in the usual columns. 
The date, place and official of the original ceremony are to be noted in the "Notations" column. 
 
Sanation 
When a marriage is convalidated by radical sanation, the data concerning the original ceremony are to be 
placed in the usual columns. The date, diocese and protocol number of the sanation are to be noted in the 
"Notations" column. 
 
Marriages of persons who are baptized or received into full communion in the Catholic Church are not to be 
recorded in the Marriage Register, unless the marriage now is being convalidated or sanated. A notation 
concerning the marriage is to be placed in the person's baptismal record, in the "Notations" column. 
 
Notation of Dispensations and Annulments 
When a dispensation is granted prior to marriage, or an annulment is granted after marriage, the date, diocese 
and protocol number, along with the type of dispensation (e.g., "Dispensation from Disparity of Cult") or the 
word "Annulment" (with the diocese granting and protocol number), are to be noted in the "Notations" 
column (See c. 1081). Any special recording directions contained in the dispensation or annulment document 
are to be followed. 
 
Notification of Church of Baptism 
When the marriage of a Catholic is celebrated, convalidated or sanated, the pastor of the parish where the 
record of marriage is retained must notify the church of baptism as soon as possible. This notification is to 
include the names of the spouses and the date and place of the wedding, convalidation or sanation; the names 
of the official and witnesses are not required. See Appendix 5. 
 
Prenuptial Files 
Each parish is required to maintain a confidential file of the papers collected during the period of marriage 
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preparation. The file typically will include prenuptial forms, questionnaires, correspondence, notes and 
dispensation documents. A copy of the civil license also is retained in this file. 
 
Ordinarily, the prenuptial file for each couple should be retained by the parish where the marriage is recorded 
in the Marriage Register. 
 
The file for each couple is to be kept in its own envelope or folder, clearly marked with the parties' names and 
the date of the marriage. The files should be arranged in alphabetical or chronological order and kept together 
in a locked file cabinet or safe due to its confidential nature including personal identifiable information. 
The prenuptial files are to be permanently retained.   
 
If a request for the copy of the file is made by an ecclesiastical tribunal, a photostatic copy of the file should 
be sent. The original file should remain in the parish's archive. If the photocopy of the original file is later 
returned, it should be destroyed. 
 
 
§IV-712 Death Register 
 

 
Entries 
For deaths where the funeral is celebrated in the parish or in the parish boundaries, the following information 
is to be entered into the Death Register (c. 1182): 
 

1. the legal and Christian names of the person; 
2. the residential address of the deceased person; 
3. the date and place of death; and 
4. the church and date of burial. 

 
The names of the father, mother and spouse should be recorded if possible and applicable, even if deceased.  
 
Source of Data 
The data needed for the Death Register is ordinarily provided by the funeral director. 
 
Cremation 
When the body has been cremated, no reference to the date or place of cremation is made in the Death 
Register. However, the fact of cremation should be noted in the “Notations” column as well as the date and 
place of the ashes’ interment. 
 
Notification of Church of Baptism 
Notice of death is not required to be sent to the church of baptism, but is recommended in order for the person’s 
baptismal record to be complete.  See Appendix 5. 
  

§IV-710 Policy 
 
C. 1182 – When the burial has been completed, a record is to be made in the register of deaths according to the norm 
of particular law. 
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Appendix 1: Definition of Terms 
 
Canonical Form: The means of celebrating marriage in the Catholic Church by which a man and a woman 
exchange their consent according to the prescribed ritual, before two witnesses, in the presence of the competent 
minister of the Catholic Church. (CIC, c. 1108). 
 
Catechumen: A non-baptized person who has "manifested a willingness to embrace faith in Christ," and who, 
therefore, prepares through suitable instruction and liturgical rites to celebrate the sacraments of initiation in the 
Church (CIC, c. 788).  
 
Candidate: See: Reception into Full Communion  
 
Conditional Baptism: Baptism celebrated "if there is a doubt whether one has been baptized or whether baptism 
was validly conferred" (CIC, c. 869). 
 
Confirmation: One of the sacraments of initiation by means of which the baptized Christian is "enriched by the 
gift of the Holy Spirit and bound more perfectly to the Church." Through it the person is strengthened to 
witness to Christ" (CIC, c. 879). 
 
Convalidation: A legal remedy by which the original consent of a man and a woman, invalid in some way, is 
subsequently made valid through observance of canonical form. The two types of convalidation are 1) renewal 
of consent or 2) radical sanation (CIC, c. 1156-1165). 
 
Decree of Nullity: The declaration by a tribunal of the Catholic Church which, after the completion of the 
prescribed process, affirms that the consent given in the marriage in question was in fact invalid. 
 
Delegation: The means by which the power to govern or perform an act is granted to a qualified person by 
someone who has the power by virtue of his office. In the context of this document delegation refers to the act 
by which power to witness a marriage is given to a specific person (CIC, c. 1111-1114). 
 
Disparity of Cult: An impediment to contracting a valid marriage in the Church, which arises because one of the 
parties is not baptized (CIC, c. 1086). 
 
Dissolution: The means by which the Church through one of its Tribunals dissolves a valid bond of marriage for 
a just cause. There are usually only three causes considered: 1) a marriage never consummated (CIC, c. 1142), 
2) when one of two non-baptized parties to a marriage wishes to be baptized in the Catholic Church and the 
other party departs (CIC, c. 1143-1147), or 3) in favor of the faith when, in the marriage of a baptized and a 
nonbaptized person, either becomes a Catholic or wishes to marry a Catholic. 
 
Express Permission: Required of the competent authority for the licit celebration of marriage between a 
Catholic and a baptized Christian not in full communion with the Catholic Church (CIC, c. 1124). 
 
First Communion/First Eucharist: One of the sacraments of initiation by which a baptized person participates 
for the first time in the Eucharistic Sacrifice (CIC, c. 897)/ Eucharistic Banquet (CIC, c. 899). 
 
Holy Orders/Ordination: The sacrament by which men are "constituted sacred ministers" in the Church and 
"deputed to shepherd the people of God" (CIC, c. 1008). 
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Lack of Form: The term used to describe a marriage which, when so required, failed to follow the prescribed 
canonical form for its valid celebration. When a petitioner submits documentary proof and other required 
information, a tribunal can issue a Declaration of Freedom to Marry.  
 
Marriage: The sacrament by which a man and a woman "establish between themselves a partnership of the 
whole of life" through consent that is freely given (CIC, c. 1055, 1057). 
 
Mixed Marriage: The term employed by the Catholic Church to describe the union established between a 
Catholic and a baptized non-Catholic (CIC, c. 1124). 
 
Professed Religious/Vowed Religious: A man or woman who is incorporated into a religious institute by means 
of public vows, which oblige the observance of the evangelical counsels of poverty, chastity and obedience 
(CIC, c. 654). 
 
Profession of Faith: See: Reception into Full Communion  
 
Radical Sanation: A means by which competent ecclesiastical authority renders an invalid marriage valid 
without the renewal of consent. Through this process the marriage consent is made valid from the time it was 
given, the impediment that had made the consent invalid is dispensed, and all canonical effects of a valid 
marriage are applied retroactively to the beginning of the union. The presumption is that the consent given from 
the start is still enduring (CIC, c. 1161). 
 
Reception into Full Communion: Usually, the means by which an already baptized person affirms through a 
credal formula the truths of the Catholic Church and thereby becomes a member of the Catholic Church. [use 
for term "profession of faith"] 
 
RCIA: (Rite of Christian Initiation of an Adult), the process by which an adult is received into the Catholic 
Church, usually through reception of the three sacraments: Baptism, Confirmation and Eucharist. 
 
Rescript: An administrative act issued in writing by competent executive authority by which through its very 
nature a privilege, dispensation, or other favor is granted in response to someone's request" (CIC, c. 59). An 
example of this is permission for a priest to be returned to the lay state.  
 
Rites Supplied: The completion of Baptism—usually in parish church—for infants already baptized when in 
danger of death. 
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Appendix 2: Latin Terms 
 

 
Adnotatio: Notation or remark 

Adoptio: Adoption 

Confirmatio recepta: Confirmation received 

Convalidatio matrimonii: Convalidation of 

 Marriage 

Declaratio nullitatis concessa: Declaration of nullity 

 granted 

Defunctus: Deceased 

Delegatus: Delegate 

Delegatus: Delegated 

Diaconatus: Diaconate 

Dispensatio a tribus bannis: Dispensation from the 

 three banns 

Dispensatio consanguinitatis: Dispensation from 

 Consanguinity 

Dispensation affinitatis: Dispensation from Affinity 

Extra matr. Natus: Born outside wedlock 

Filius Illegitimus: Child is illegitimate 

Impedimentum: Impediment 

Ubrum infirmorum: Book of the Sick 

Matrimono contraxit cum_____________: 

 Contracted marriage with____________ 

Pater Ignotus: Father unknown 

Patrini: Sponsors 

Patrinus: Sponsor 

Presbyteratus: Priesthood 

Presbyter: Priest 

Procurator: Proxy 

Professio Solemnis: Solemn profession (in a 

 religious order of men or women) 

Prohibitio: Prohibition 

Proles: Offspring 

Sacerdos: Priest 

Sacrum ordinem Presbyteratus receptum: Sacred 

 Order of Priesthood received 

Sacrum ordinem Subdiaconatus receptum: Sacred 

 Order of Subdiaconate Received 

Subdiaconatus: Subdeaconate 

Testes: Witnesses 

Testis: Witness 

Validatlo matdmoni: Convalidation of Marriage 

Ritus Suppleti: Rites Supplied 
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Appendix 3: Request for Sacramental Record Information 
 

See next page for form. 

 



Form provided by Diocese of Davenport    December 22, 2015 
 

  

Request for Sacramental Record Information 
 
Records containing personally identifiable information should not be shared without the written request from the person whose record is being requested or 
their legal representative. After a person has died there is less expectation of privacy.  However, the privacy of persons still living who are related to the 
deceased must be considered. See Sacramental Records Handbook of Policies and Procedures, §IV-703 - Confidentiality 
 

Parish requests may be submitted electronically without signature.  The parish will be contacted for verification.  Personal 
requests must be signed and sent to the parish of record.  If the parish cannot locate the record contact the diocesan archivist: 
780 W. Central Park Ave., Davenport, IA 52804-1901; 563-324-1911; communication@davenportdiocese.org 
 
Name of requester:         Date:     

               
Address        

               
City       State     Zip 

               
Day Phone      Email 

               
Signature (if the record requested is not your own)  Relationship to person being researched 

Person to be researched: 

               
Last name     First name   Maiden name (if applicable) 

Address:               

               
City       State     Zip 

               
Date of birth      Email 

               
Father’s first name     Father’s last name 

               
Mother’s first name    Mother’s last name  Mother’s maiden name 

               
Signature (if not the requester.  If the person being researched is a minor, a parent or guardian signs above under “requester”) 

Record requested:    Baptism   Confirmation     Marriage     Death/Burial 

               
Date of the sacrament (approximate if not known) 

               
Name of church where the sacrament occurred  City     State 

Reason for request:  

  Confirmation    Marriage    Holy Orders    Genealogy    Personal/Other:       

Do you need a notarized certificate?     Yes    No 

Please allow at least 30 days for request to be completed.
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Appendix 4: Affidavit of Witness for Baptism 

 

The Witness Affidavit form can be downloaded from the diocesan website, 

http://www.davenportdiocese.org/tribunal-library  

 

 

 

 

 

  

http://www.davenportdiocese.org/tribunal-library
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Appendix 5: Notification to the Church of Baptism 

 

See next page for form. 
 
 
 



Form provided by Diocese of Davenport    December 10, 2015 

 

  

NOTIFICATION TO THE CHURCH OF BAPTISM 

 
This serves as notification to:   __________________________________________________________  
 (Catholic church of baptism) 

 

   ________________________________________________________  
 (street address) 

 

   ________________________________________________________  
 (city, state, zip) 

 

That _____________________________________       ______________________________________  
 (name)   (maiden name if applicable) 

 

Baptized at your parish on  ____________________________________________________________  
 (date) 

 

Was   Confirmed    Received Holy Orders    Funeral Rites Celebrated 

 

Joined in Marriage to  _____________________________________________________________ 

 

by __________________________________________________________________________________  
 (minister name) 
 

on __________________________________________________________________________________  
 (date) 
 

at:   _________________________________________________________________________________  
 (Catholic church) 

 

   ________________________________________________________  
 (street address) 

 

   ________________________________________________________  
 (city, state, zip) 

   

   ________________________________________________________  
 (phone) 
Parish seal 
 

 _____________________________________________     ___________________________________  
(signature of priest, deacon, or delegate) (date signed) 
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