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INTRODUCTION 
 
The Archdiocese of Kingston recognizes the dignity and rights of all minors and vulnerable 
persons and is committed to ensuring their safety and well-being in a way that promotes their 
human dignity, integrity, and worth as People of God.   

In keeping with our commitment to ensure a safe environment, the Archdiocese has 
implemented a Screening Policy and a Code of Pastoral Conduct to address issues of 
misconduct and to protect all those whom we serve through our programs and in our facilities, 
particularly the young and the vulnerable, as well as those who serve: that is, clergy, religious, 
lay employees, and volunteers.   

Furthermore, the Archdiocese of Kingston, recognizing the reality that there is always the 
possibility of misconduct, and being sensitive to the needs and concerns of victims, has 
developed policies to assist the Archdiocese in responding with charity, justice, and healing to 
any allegations of sexual misconduct.  

The following protocols comprise the Safe Environment Policy of the Archdiocese of Kingston: 

1. Protocol for Creating a Safe Faith Community and Responding to Cases of Alleged 
Sexual Misconduct; 

2. Code of Pastoral Conduct for Priests, Deacons, Seminarians, Employees, and Volunteers 
Engaged in Ministries and Services in the Roman Catholic Archdiocese of Kingston; 

3. Screening Policy for Clergy, Religious, Lay Employees, and Volunteers in the Roman 
Catholic Archdiocese of Kingston. 

These protocols apply to all priests and deacons serving in the Archdiocese of Kingston, whether 
incardinated in this Archdiocese or another diocese, or a member of a religious order.  These 
protocols also apply to religious sisters and brothers and lay employees and volunteers serving 
in the Archdiocese of Kingston and its parishes. 

These protocols do not apply to other corporate bodies that have a Catholic identity, such as 
schools and school boards, social welfare agencies, or hospitals. Staff and volunteers of these 
entities are subject to the policies of these institutions.  
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PREAMBLE:  THE MISSION OF THE CHURCH 
     

1. The Gospels describe the compassion of Jesus for all people, but especially for the 
vulnerable and those in need:  the poor, the widow, and the orphan.  Children were also 
the object of special concern of Jesus, as reflected in the following passages: “Let the 
little children come to me and do not stop them...”;1 and “Unless you become like a little 
child, you cannot enter the kingdom of heaven...”2  While the mission of the Church must 
be to continue the work of Christ on earth by reaching out to all human beings, she must 
have a special concern for the most vulnerable of society.  

 

2. It is important for the Church to reaffirm, in light of the Gospel, her concern for the victims 
of sexual misconduct.  That is the first priority of this Protocol, by which the Archbishop 
of Kingston commits himself to providing a safe environment for the practice of the faith 
and, in particular, to safeguarding children and vulnerable persons.  
 

3. The aim of Section One of this document is to prevent sexual misconduct and to protect 
the vulnerable of society by calling all members of the Church in the Archdiocese of 
Kingston to create and sustain a nurturing environment in every parish.  The purpose of 
Section Two is to facilitate a procedure for the just resolution of complaints of sexual 
misconduct and to provide assistance to those involved. The goal of Section Three is to 
provide guidelines for implementing the policy and conducting an investigation, so that 
the goal to achieve justice and healing is achieved. 

SECTION ONE - TO PREVENT AND PROTECT 

A. Creating and Sustaining a Nurturing Environment  
 

1. A major element in creating a safe and nurturing environment of faith is the development 
of a comprehensive program of screening, by which the Church ensures that those 
ordained, employed by the Church, or who exercise a ministry as a volunteer are people 
of integrity.  
 

2. Aware that a small number of people take advantage of organizations that have lax or 
non-existent screening procedures, the Archdiocese of Kingston has undertaken a 
screening initiative whereby it can better protect those who are served, as well as those 
who serve, in this Archdiocese and its parishes, through the development, adoption, and 
implementation of thorough, appropriate, consistent, and ongoing screening measures 
for clergy, lay employees, and volunteers.  
 

3. Recognizing the importance of these screening initiatives, the Archdiocese will appoint a 
Screening Coordinator to supervise and monitor the screening and monitoring of clergy, 
lay employees, and volunteers.  
 

 

1 Matthew 19.14. 

2 Matthew 18.3. 
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4. Sensitive to the needs and concerns of victims, the Archdiocese of Kingston will take 
every measure to ensure that individuals who come forward with allegations of sexual 
misconduct are treated with respect, dignity, and compassion. 
 

B.  Clergy 
    

1. A Police Records Check, including a Vulnerable Sector Check, is required for all bishops, 
priests, and deacons before they undertake ministry in the Archdiocese of Kingston.  In 
addition, formation and professional development are provided on a continuing basis, and 
an Offence Declaration is to be signed each subsequent year. 

 

2. Acceptance for ministry in the Archdiocese of Kingston of clergy from other dioceses and 
religious communities in Canada is preceded by the submission of a Statement of 
Suitability from the Bishop or Major Superior of the respective Order or Diocese and a 
Police Records Check, including a Vulnerable Sector Check.  In the case of clergy coming 
from outside of Canada, a Statement of Suitability must be provided by the Bishop or 
Major Superior of the Order, prior to the priest’s or deacon’s arrival in Canada. 

 

3. No clergy from another Diocese/Eparchy or religious community who have been the 
subject of a confirmed allegation of sexual misconduct will be admitted for ministry in 
the Archdiocese of Kingston.  

 

4. All bishops, priests, and deacons are bound by this Protocol and the Code of Pastoral 
Conduct. 
 

C.  Candidates for Ordained Ministry      

1. As required by their respective seminaries, all potential seminarians undergo 
psychological screening before being accepted as candidates for the priesthood.  In 
addition, regular evaluations of maturity and commitment to celibacy, as well as education 
about boundary issues, are an integral part of the formation process throughout the 
candidates’ years of training and study.  A formal assessment of the progress and 
development of the candidate in these areas is required at the completion of each year 
of formation and prior to ordination. 
 

 

2. In the case of applicants for the permanent diaconate, psychological screening is 
arranged by the Archdiocesan Office of the Permanent Diaconate.  Evaluations of 
maturity, commitment to celibacy for unmarried candidates, as well as education about 
boundary issues, are an integral part of the formation process throughout the candidates’ 
years of study and training.  A formal assessment of the progress and development of the 
candidates in these areas is required at the completion of each year of formation and 
prior to ordination. 
 

3. In addition, a Police Records Check, including a Vulnerable Sector Check, is required by 
the Archdiocese for all candidates prior to study for ordained ministry. 
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D. Lay Employees and Volunteers   

A screening process shall apply to all paid staff and volunteers, both those currently 
serving and those seeking to do so at the Archdiocesan and parish levels.  This screening 
initiative is administered by the Archdiocesan Office for Screening under the direction of 
the Coordinator.  A Protocol, entitled Screening Policy for Clergy, Religious, Lay 
Employees, and Volunteers, was promulgated in January 2005 (revised November 2011, 
and September 2016).  Every parish in the Archdiocese of Kingston is to have in place a 
screening committee, which is to implement this Protocol.  
    

SECTION TWO - TO SEEK JUSTICE AND HEALING 
 

A. Sexual Misconduct 
               

1. Sexual Misconduct includes any act which compromises, or has the potential to 
compromise, the sexual, physical, or psychological integrity of another person and 
includes, but is not limited to, touching, seduction, influence/grooming, using one’s 
position of power or trust, harassment, interference, intimidation, and pornography.  Such 
acts need not include force.3 
 

2. Sexual misconduct is always a tragedy which touches and devastates the whole Church 
community.  Its prevention requires that all members of the Church work together to 
prevent it and to respond to victims with justice and compassion.  The primary concern 
must be the victim, especially when that victim is a minor. 

    

B.  Obligation to Report 
   

1. Since the Archdiocese of Kingston holds sacred the sexual integrity of all persons within 
its sphere of influence and ministry, it is important that all suspicion of sexual misconduct 
be reported.  All cases, however old, should be reported in order that healing may 
commence and future incidents may be prevented. 
    

In the case of the sexual abuse of a minor who has not yet completed 
his or her sixteenth year:  

2. All clergy – including bishops, priests, and deacons incardinated in, working in, and 
associated with or employed by the Archdiocese of Kingston – and religious and lay 
employees and volunteers of the Archdiocese who have reasonable grounds to  suspect 
an offence has been committed, or receive an allegation, concerning a minor who has 
suffered or may be suffering from sexual abuse and who has not yet completed his or her 
sixteenth year, must comply with the legal obligation and immediately inform the 
Children’s Aid Society and continue to report if new or additional information should come 
to their attention. (Family and Children’s Services – see Appendix 5) They must also 
immediately inform the Archbishop’s Delegate if the alleged perpetrator is a member of 

 
3 Sexual Abuse in the CCCB document, From Pain to Hope, is described as "Contacts or interactions between a child and an adult when the 
child is being used as an object of sexual gratification for the adult. A child is abused whether or not this activity involves explicit force, 
whether or not it involves genital or physical contact, whether or not it is initiated by the child, and whether or not there is discernible harmful 
outcome.” (WINTER Report, Vol. II, p. A-20). 
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the clergy, a religious or lay employee, or a volunteer of the Archdiocese. 
In the case of sexual misconduct involving a person who has completed 
his or her sixteenth year of age: 

3. All of those, mentioned above (in B.2), who have reasonable grounds to suspect sexual 
misconduct or who receive an allegation of sexual misconduct by a member of the clergy, 
a religious or lay employee, or a volunteer of the Archdiocese, may inform the Children’s 
Aid Society. They must also immediately report the allegation to the Archbishop’s 
Delegate, who, after consulting legal counsel, will follow the norms of civil law regarding 
the notification of civil authorities.  The Delegate shall also immediately advise the 
Archbishop. 
 

C. Creating and Sustaining an Environment of Awareness and Prevention 
 

The Archdiocese of Kingston is committed to preventing misconduct by all possible 
means and to ensuring that all volunteers, lay employees, seminarians, diaconate 
candidates, deacons, and priests are aware of their duty to report.  In order to achieve 
this goal, information, educational materials, and training will be provided on a regular 
basis.  

 
 

SECTION THREE -                                                                             
ACTING ON COMPLAINTS OF SEXUAL MISCONDUCT 

 

A. Archdiocesan Personnel Responsible for Implementing this Protocol  

1. The Archbishop 

In order to implement this Protocol, the Archbishop of Kingston shall appoint officials to 
carry out its provisions.  These shall include:  a Delegate, an Associate Delegate, and 
an Advisory Committee. 

2. The Delegate and Associate Delegate 

All complaints or allegations are to be reported to the Archbishop’s Delegate or Associate 
Delegate who will: (a) facilitate, monitor and document the investigation of the complaint 
of sexual misconduct; (b) cooperate with civil authorities, if there is a criminal or civil 
investigation; (c) initiate and guide a Church investigation, if there is no criminal civil 
investigation or at the conclusion of the criminal or civil investigation; (d) keep the 
Archbishop and, as needed, other Archdiocesan officials, informed of the progress of the 
case and investigation; (e) arrange and coordinate pastoral and professional care for the 
complainant, the family, and the parishes affected, as well as the accused; and, (f) be 
responsible for documenting and maintaining the files and records of cases of sexual 
misconduct. 
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3. The Advisory Committee 

An Advisory Committee for Sexual Misconduct shall be in place to review the details of 
the complaint and to advise the Archbishop and Delegate on formulating a response to 
the allegations of misconduct.  The Committee shall also recommend a plan of support 
for the victims of sexual misconduct, their families, and the parishes impacted by the 
complaint, as well as the accused, and review from time to time the various Protocols and 
Policies related to screening and sexual misconduct. 

4. The Investigator and the Notary 

To the degree that a criminal or civil investigation permits, the Archbishop’s Delegate may 
act personally or through an individual appointed by the Archbishop to investigate the 
matter. The Delegate or the Investigator appointed will interview the complainant with a 
Notary (Scribe), who shall be appointed by the Delegate to record the interview with the 
complainant, and to provide a complete record of the interview to the Delegate.  The 
complainant shall never be interviewed alone.  

 
5. The Communications Officer 

The Archbishop shall appoint one person, when necessary, to communicate with the 
media and public.  No other persons will be authorized to give any information to the 
media or public.  No information that would prejudice the investigation or court 
proceedings shall be given.  The legal rights, both civil and canonical, of the complainant 
and the accused shall be protected. 
 

B. PROCESS OF INVESTIGATION 

1. When a Civil Investigation has been commenced 

a) To the degree that a criminal or civil investigation permits, the procedure outlined below 
shall be followed, as appropriate. 
 

b) During any court proceeding involving a priest or deacon, the Archbishop shall appoint a 
representative of the Archdiocese to monitor and observe the criminal or civil trial.   

 

2. When no Civil Investigation has been commenced    

a) When no civil investigation is commenced, the Delegate shall confirm immediately and, 
where possible, in writing to the complainant and the accused, the receipt of the allegation 
and the intention to implement this Policy. 
 

b) The Delegate shall further confirm to the complainant and to the accused their right to be 
instructed by legal counsel, both civil and canonical.  Further, the accused and the 
complainant shall be offered psychological counselling.  In respect of any allegation 
relating to criminal behaviour, the complainant will always be advised to contact civil 
authorities.  At no time should a complainant be discouraged or impeded from reporting 
the complaint to the police.  In addition, any individuals who come forward with allegations 
of sexual misconduct will be treated with respect, dignity, and compassion. 
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c) The Delegate, or Investigator, and a Notary shall interview the concerned parties, and the 
Notary shall prepare a written report.  
 

d) If a preliminary investigation of any allegation determines that there is some credibility or 
substance to the allegation of sexual misconduct, the Delegate will convene a meeting of 
the Advisory Committee.  When the Delegate is unable to act, the meeting shall be at the 
call of the Associate Delegate.  The Advisory Committee shall meet within 48 hours of 
completion of the investigation by the Delegate, or Investigator, and the Notary.  

 

C. ACHIEVING JUSTICE AND HEALING  

1. The Victim and Family 
 

When a complaint is made and found to have substance, the Delegate shall immediately 
contact the Archdiocesan Financial Administrator, who will arrange for professional 
psychological counselling for the victim and, if necessary, for the members of the family.  
If the allegations are shown to be false, the Delegate may terminate the counselling.  If 
the allegations are proven in a court of law, the duration of the counselling will be 
dependent on the recommendation of the counselling professional. 

 

2. The Parish 
When allegations are made against a priest or deacon, the Archbishop shall arrange 
suitable support for the parishioners affected.  Such support must respect the nature of 
any civil or police investigation, the civil and canonical rights of the victim and accused, 
and the desire for confidentiality on the part of either party.  The Archbishop himself, or a 
person whom he delegates, may visit the parish for Sunday Masses and/or for an 
information session. 

 
3. The Accused    
 

a) In the interests of safeguarding justice and preventing scandal, the Archbishop, with the 
advice of the Archbishop’s Delegate and the Advisory Committee, may, during any stage 
of the inquiry, decide to take one or more of the following actions:  
 

(i) After summoning the accused priest or deacon to appear, he may prohibit him from 
the exercise of his sacred ministry or of any other ecclesiastical office and position, 
or impose or forbid residence in a certain place or territory, or even prohibit public 
participation in the Most Holy Eucharist.  If, however, the reason for these 
restrictions ceases, all these measures must be revoked; they also end by the law 
itself when the penal process ceases (can. 1722). 

 

(ii)  Where a lay employee or volunteer is the subject of a criminal investigation, that 
person will be suspended, pending the outcome of the investigation.  

 

(iii) In the case of a priest or deacon, a psychological assessment may be ordered.  
 

(iv) The accused may be instructed to have no further contact, direct or indirect, with 
the complainant or any other person involved in the matter. 

 

(v) Psychological counselling will be offered to assist the accused during an extended 
time of inquiry or while awaiting court action. 
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b) A priest placed on administrative leave shall continue to receive his salary during the 
process of inquiry.  In the case of a lay employee, he or she shall continue to receive a 
salary during the process of inquiry only if an allegation is church-related. 

 
 

c) The Archdiocese may offer financial assistance for the legal fees of the accused, if it 
seems appropriate; however, the accused should assume some share of the financial 
burden, if at all possible. 

 

d) If the accused is found guilty in a criminal action, or if responsibility is assessed in a civil 
action, the person, if a priest or deacon, will not be returned to ministry, and the penalty 
may include a petition for dismissal from the clerical state, in accordance with the Code 
of Canon Law.  If the accused found guilty is a lay employee or volunteer, his/her position 
will be terminated.  
 

e) If the accused is found not guilty in a criminal action, and if no responsibility is assessed 
in a civil action, the Advisory Committee shall review the matter and make 
recommendations to the Archbishop concerning the future course of action.  The accused 
may be reinstated to previous responsibilities, and steps will be taken to restore the good 
name of the accused.  If the innocence of the accused is still in doubt because of facts 
not entered into evidence or inadmissible as evidence, but documented by other sources, 
the Delegate or Advisory Committee may recommend a course of action other than 
reinstatement. 

 

f) A canonical inquiry, if deemed appropriate by the Archbishop, will begin only after criminal 
and civil proceedings have been concluded.  Such an inquiry could also be recommended 
by the Advisory Committee. 
 

g) No cleric incardinated in the Archdiocese of Kingston who has had a credible allegation 
of sexual abuse will be transferred to another Diocese/Eparchy or religious order – even 
temporarily - without a full disclosure of the facts surrounding the allegation. 
 

D. OTHER MATTERS 

 

1. In all cases and without exception, the Seal of the Sacrament of Confession is inviolable.  
However, the penitent should be strongly encouraged by the confessor to report the 
misconduct outside the confessional and preferably to a person other than the confessor. 
 

2. The Archbishop, the Delegate or Associate Delegate (if a priest), or any other priest 

involved in this procedure shall not hear the sacramental confession of the complainant 

or the accused.  
 

3. At no time in the above process shall any Archdiocesan official impede or withhold 
information from a police or civil investigation. They shall comply with all current provincial 
and federal legislation, with the exception of those that would violate the Seal of 
Confession. 

4. At the beginning of the process and as appropriate, the Delegate shall inform the 
Archdiocesan Financial Administrator that a complaint has been received. The 
Administrator shall inform the Insurance Company and confirm with the Delegate the 
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arrangements for legal counsel and pastoral counselling.  The Delegate shall also, when 
necessary, provide the appropriate information to the person who is to communicate with 
the media. 
 

5. A newly appointed Administrator or Archbishop, with the assistance of the outgoing 
Archbishop, or the Archbishop’s Delegate, will acquaint himself with all allegations of 
sexual misconduct allegedly or actually perpetrated in the Archdiocese of Kingston by 
any member of Church personnel, including clergy, employees, or volunteers. 
 

6. If the accused wishes to admit guilt and will not contest the allegations, the accused shall 
be advised of the right to counsel and will be told to report to the local civil authorities – 
with the obligations outlined in this Protocol. 

 

7. If the allegation of sexual abuse is brought against a religious or priest incardinated 
outside the Archdiocese of Kingston, the Archbishop shall place the person on 
administrative leave and inform the person’s Major Superior or Bishop; if the religious is 
not under Archdiocesan appointment, the matter should be transferred to the person’s 
Major Superior.  If this is not possible within a reasonable amount of time, the matter 
should be dealt with under this Policy, and the Superior will be informed.  If the priest or 
religious has returned to the Religious Community or another Diocese, the Archbishop 
shall inform the Superior or Bishop and cooperate in the management of the case. 
 

8. Where an incardinated priest or deacon of the Archdiocese of Kingston is currently 
assigned outside the Archdiocese and becomes the subject of an allegation of sexual 
misconduct, the Archdiocese will notify the Ordinary or Religious Superior that an 
allegation has been made against that priest or deacon presently serving within his 
jurisdiction.  
 

9. Written reports of each stage of the process shall be kept in the Archdiocesan Archives 
indefinitely.  Files and documentation shall not be destroyed or purged at the death of an 
accused individual, even if he or she is found not guilty or proven innocent. 
 

10 Anonymous complaints will be investigated to the extent possible; however, when an 

anonymous complaint is very general in nature and deemed not credible by the Delegate, 

the complainant shall be instructed to contact the police; and, while the information will 

be documented and retained in the permanent files, it will not be investigated, and no 

additional action will be taken by the Delegate.  
 

11 The Archdiocese will not enter into a settlement agreement which includes a 
confidentiality clause, unless the clause is requested by the victim; if the insurers of the 
Archdiocese require a confidentiality clause to be used in the settlement of a claim, the 
insurer must provide written documentation that the confidentiality clause is requested by 
the insurers as part of the settlement agreement. 
 

12. The Archdiocese will imitate an independent audit of this protocol and its implementation 
every five years.  
 

May 23, 2021 
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APPENDIX 1 

COMMUNICATIONS POLICY 
 

1. The Communications Policy of the Archdiocese of Kingston is intended to reflect the spirit 
of “transparency and openness” referred to in Appendix 7 of the Canadian Bishops’ 
document, From Pain to Hope, while maintaining respect for privacy and the reputation 
of those individuals involved.  

 

2. This principle of “transparency and openness” is intended to foster a spirit of 
understanding among clergy and religious, the laity of the Archdiocese, and the larger 
community, by communicating, as openly as possible, whether or not the information is 
positive or reflects new complaints.  
 

3. This spirit of “transparency and openness” is guided by the following principles:  
a. acknowledging the importance of keeping the Archdiocesan clergy and laity 

informed when allegations of sexual misconduct have been reported regarding any 
member of the clergy, a lay employee, or a volunteer; 

b. showing special diligence in providing information to any parish community or 
church institution that may be directly involved; 

c. acknowledging the right of the public to know available information of a general 
nature;  

d. protecting the right of the accused to a fair inquiry and acknowledging presumed 
innocence and the right to one’s reputation; 

e. safeguarding the right to privacy for all parties, including the complainant and the 
accused;  

f. respecting the right of civil authorities to initiate legal proceedings. 
 

4. As directed in the Protocol for Creating a Safe Faith Community and Responding to Cases 
of Alleged Sexual Misconduct, the person appointed as the Archdiocesan Spokesperson 
will provide to the public appropriate information regarding an allegation. 
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APPENDIX 2 

PRINCIPLES FOR ACHIEVING JUSTICE AND HEALING 

Introduction 

Where allegations of sexual misconduct are reported to the Archdiocese of Kingston and found 
to have substance, the following principles are intended to serve as a guide in the care of the 
complainant and the accused. 

Complainant 

When a complaint is made and found to have substance, the Archdiocese will make it a priority 

1. to preserve the safety and well being of a complainant, or others who might be affected;  
 

2. to arrange psychological counselling for any complainants, or others directly affected within 
the community. 

Accused 

Where an accusation of sexual misconduct has been made against a member of the clergy and 
found to have substance, 

1. the accused person is presumed innocent until proven guilty The fact that either formal or 
informal procedures have been initiated does not create an inference of guilt. 
 

2. the Archbishop, acting on the advice of the Advisory Committee, will arrange to meet with 
the accused cleric and: 

a. offer him emotional and spiritual support; 
b. advise him of his status: removal from ministry, suspension of faculties, psychological 

assessment; 
c. arrange regular contact to ensure the well-being of the cleric.  

 
3. The Archdiocese may choose to offer financial assistance for the legal fees of the 

accused, if it seems appropriate; however, the accused is expected to finance his legal 
costs personally, if at all possible.  If his personal finances are not sufficient, he should 
contact Legal Aid.  If he is ineligible for Legal Aid and his personal funds are not sufficient, 
then the accused cleric may contact the Financial Administrator and make application for 
financial assistance.  Such application will include: 
 
a. projected total amount of legal expenses; 
b. full disclosure of personal assets; 
c. a contribution agreement detailing how the cleric will repay the Archdiocese. 

 

The Financial Administrator will review the application.  If the above conditions are met, 
and if the lawyer involved is acceptable to the Archdiocese, the Financial Administrator 
may recommend to the Archbishop that the cleric receive financial assistance. 
 
 



Safe Environment Policy   Page 14 of 33 
 

APPENDIX 3 

LIST OF SCREENING DOCUMENTS 
 

The following documents can be found under ‘Screening’ on the website of the Archdiocese of 
Kingston, www.romancatholic.kingston.on.ca: 

 
1) Screening Policy for the Archdiocese of Kingston; 
 
2) Screening In Faith -- Basic Information;  
 
3) Screening In Faith -- Guidelines for Parish Volunteers and Lay Employees. 
  

 

http://www.romancatholic.kingston.on.ca/
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APPENDIX 4   

INCIDENT REPORT FORM 
 

 
Date and Time: 

____________________________________________________________________________ 

 

Name of Person Reporting Incident:   

____________________________________________________________________________ 

 

Contact Information:    

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Location of Incident:  
 
____________________________________________________________________________ 
 
Parties Involved in Incident: 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Summary of Incident: 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Actions Taken and/or Follow-up Necessary:  

 

 

 

 

 
 
 

Guidelines for Parish Volunteers Revised November 2011  
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APPENDIX 5  

CONTACT INFORMATION FOR THE ARCHDIOCESE OF KINGSTON AND 
CHILDREN’S AID SOCIETIES WITHIN THE ARCHDIOCESE 

 
Archdiocese of Kingston 
Archbishop’s Office and Pastoral Centre 
   
390 Palace Road 
Kingston, ON   K7L 4T5 
(613) 548-4461 
    
------------------------------------------------------- 
   
Hastings County and Prince Edward County: Belleville, Marmora-Madoc, Tweed-Stoco, 
Frankford-Stirling-Batawa, Trenton, Marysville-Read-Deseronto, Flinton-Ardoch, and Picton: 
   
Highland Shores Children’s Aid 
363 Dundas St. W. 
Belleville, Ontario K8P 1B3 
(800) 267-0570 or (613) 962-9291 
www.highlandshorescas.org 
   
------------------------------------------------------- 
   
Frontenac County, City of Kingston, and Lennox and Addington County: 
Kingston, Kingston-Mills, Bedford-Sharbot Lake, Eastern part of Railton (Sydenham area), East 
of Deseronto, Amherstview-Bath, Railton (western part)-Odessa, Enterprise-Centreville-
Erinsville: 
   
Family and Children’s Services  
   of Frontenac, Lennox and Addington 
817 Division Street           
Kingston, Ontario         
K7R 3Y5 
(613) 545-3227 
www.facsfla.ca  
 
 
------------------------------------------------------- 
 
Lanark County and Leeds and Grenville County: 
Perth, Smiths Falls, Carleton Place, Lanark-Stanleyville-Bathurst; Brockville, Prescott-Cardinal, 
Kemptville, Spencerville-North Augusta, Toledo-Athens, Lansdowne-Rockport, Elgin, Westport 
 
Family & Children’s Services of Lanark, Leeds and Grenville 
438 Laurier Blvd. 
Brockville, Ontario K6V 6C5 
Monday – Sunday (24 hours) 
1-855-667-2726 
FAX 613-498-2109 
(613) 264-9991  (Perth) 
www.fcsllg.ca  

http://www.hastingscas.org/
http://www.facsfla.ca/
http://www.casbrock.com/


Safe Environment Policy   Page 17 of 33 
 

Ottawa-Carleton Area 
    
The Children's Aid Society of Ottawa 
1602 Telesat Court 
Ottawa, Ontario K1B 1B1 
(613) 747-7800    www.casott.on.ca  
   
------------------------------------------------------- 
   
Stormont, Dundas and Glengarry Counties:  
Chesterville-South Mountain, Morrisburg and Iroquois 
     
The Children’s Aid Society of the  
   United Counties of Stormont, Dundas, and Glengarry 
150 Boundary Road 
Cornwall, Ontario K6H 6J5 
(613) 933-2292 or (866) 939-9915 
www.cassdg.ca 
 

  

http://www.casott.on.ca/
http://www.cassdg.ca/
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CODE OF PASTORAL CONDUCT 
 

FOR PRIESTS, DEACONS, SEMINARIANS, EMPLOYEES, and VOLUNTEERS 
ENGAGED IN MINISTRIES AND SERVICES  

IN THE ROMAN CATHOLIC ARCHDIOCESE OF KINGSTON 
 

1. Preamble 
 

Priests, deacons, seminarians, employees, and volunteers in our parishes must uphold Christian 
values and conduct as they minister to, or work with, the People of God. Imitating Christ, the 
servant-leader, all who serve in these ministries will employ practices that meet the needs of 
God’s people and promote the highest respect for the dignity of individuals, especially the most 
vulnerable members of our community. 

All who minister within our Church family must be aware that their public and private conduct 
can inspire others, and that their misconduct can lead to scandal which could seriously 
undermine the faith of the people they serve.  With the help of the Holy Spirit, they must be 
constantly aware of the responsibilities that accompany their role in the Church. 

This document will provide clear directives to protect our clergy, staff, and volunteers, and those 
individuals with whom they interact. 

 

2. General Directives 

A. Living Arrangements      

1) Residence in rectories4 and buildings operated by the Archdiocese of Kingston is limited 
to pastors, parish administrators, priest associates, and seminarians.5  
  

2) With the Archbishop's written permission, close family members may live with the pastor6 
/ administrator.  The same arrangement applies to housekeepers who have lived in the 
rectory for some time.  

 
3) Guests are welcome to stay in the rectory for only a brief period of time.  The Archbishop 

is to be notified if residency is longer than two weeks.  

B.    Work Environment and Boundaries 

1) Clergy, staff, and volunteers shall provide a professional work environment that is free 
from physical, sexual, psychological, written, or verbal intimidation or harassment. 
 

 
4 The term “rectory” includes residences operated or supported by the Church to accommodate a priest. 
5  A student in a theological seminary.  
6 The term “pastor” includes parochial administrator 
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2) Clergy, staff, and volunteers assume the full burden of responsibility for establishing and 
maintaining clear, appropriate boundaries in all pastoral relationships, including 
counselling and counselling-related ministry. 
 

3) One-on-one private meetings must be held in an area with glass openings offering 
unobstructed vision or in a room with the door open. 
 

4) Illegal possession and/or illegal use of drugs are prohibited at all times. 
 

5) Use of aggressive, profane, humiliating, threatening, intimidating, sexist, or racist 
language and conduct is always unacceptable. 

C.  Proximity 

1) Physical contact of any kind can be misconstrued.  It is to occur only when it is clearly 
nonsexual and otherwise appropriate, and never in private. Physical discipline such as 
spanking, shaking, or slapping is prohibited. 
 

2) Discussions of a sexual nature must only occur in response to a specific question, and 
only if necessary.  Any such discussion must use appropriate and professional language. 
 

3) Should one discover an inappropriate attraction or attention being shown to him or her in 
a pastoral relationship, one must make every effort to defuse the situation.  One must 
cease the relationship if the attraction or attention continues. 

D. Counselling and Spiritual Direction 

1)  In counselling and spiritual direction, one shall not step beyond one’s competence. One 
must refer individuals to other professionals when necessary or appropriate. It is never 
appropriate that a pastoral counselling relationship be considered a clinical relationship, 
or psychotherapy.   
 

2)  No interview, session or other conversation of a personal nature should ever be recorded 
(either digitally or by audiotape or videotape). 
 

3)  In order to avoid confusion about the nature of the relationship, pastoral sessions (e.g., 
interviews, formal or informal conversations, counselling) must be conducted in 
appropriate settings at appropriate times that ensure accountability.  One must also be 
concerned about the number and frequency of such sessions to avoid possible 
inappropriate attachments. 

E.  Financial Directives       

1) Ministry is part of pastoral service, and one must not ask for, nor expect, financial 
compensation other than that outlined in other diocesan policies and protocols. 
 

2)  It is forbidden for anyone to solicit, in any way, directly or indirectly, by word or action, 
any personal gift, bequest, or endowment from a person with whom he or she has, or has 
had, a pastoral relationship. 
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3) It is forbidden for anyone to request or obtain a personal loan, or other financial benefit 
or consideration, from a person with whom he or she has, or has had, a pastoral 
relationship. 
 

4) In the case of clergy, one must not act as a financial advisor, take on the responsibility 
for power of attorney, draw a will, or serve as the executor or as a witness for a will for a 
vulnerable person without the express permission of the Chancery Office. 
 

5) Clergy, staff, and volunteers who are involved in the financial administration of a parish 
must review and know the contents of the Archdiocesan Protocol for Parish Financial 
Administration, which can be found in the Archdiocesan Financial Guidelines. 
 

 
 

3. Additional Directives when dealing with 
Children, Youth, and Other Vulnerable Persons 

Clergy, staff, and volunteers are encouraged to develop transparent and trustworthy 
relationships with children, youth, and other vulnerable persons, while maintaining clear 
professional boundaries. 

Particular care and attention must be taken in dealing with vulnerable persons. 

A vulnerable person is anyone of any age or gender who might easily be exploited by 
another.  Children, youth, and some adults fall into this category of individuals.  Some may 
be physically or mentally challenged or emotionally susceptible.  Others may be socially 
isolated, in need socially or materially, or unable to communicate adequately, or even unable 
to understand or speak the languages of our area.  Others may live in fear, real or imagined, 
or in awe of authority figures.  Others, such as immigrants and refugees, may be 
disadvantaged in a variety of ways. 

A.  Ministerial Environment and Boundaries 

1) Meetings, wedding rehearsals, liturgical training, and other such activities must take place 
in groups, in a public setting, such as the church or parish hall, and be supervised by at 
least two adults who are not related. 
 

2) Interaction with children, youth, and other vulnerable persons must never take place in 
the residential part of the church property, or in any private residence owned by members 
of the clergy. 
 

3) One must never provide overnight accommodation for children, youth, or other vulnerable 
persons where there is not another, unrelated adult present and actively engaged in 
supervision. Under no circumstances shall such accommodation be provided in the 
residential part of church property. 
 

4) Where an adult chaperone occupies a sleeping facility with a group of children, youth, or 
vulnerable persons, the chaperone must always sleep in a separate bed.  
 

5) Family members of priests who are still minors can be guests in a church residence on 
the condition that they are accompanied by one of their parents. 
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6) While in the presence of children, youth, or other vulnerable persons, one shall refrain 
from the use of alcohol, drugs and tobacco products. 
 

7) One must never purchase or provide access to alcohol, drugs, tobacco products, 
inappropriate videos, media, or reading material for children, youth, or other vulnerable 
persons. 
 

8) Transportation of minors or other vulnerable persons may take place only with the 
permission of a parent or guardian and in the presence of another adult.  Everyone should 
be aware of the exclusion clauses in his or her personal insurance policy which may affect 
coverage in such cases.  Every consideration should be given to the use of public 
transportation or rented vehicles, especially when dealing with groups. 
 

9) The Sacrament of Reconciliation with minors or other vulnerable persons should be 
celebrated in an open space which allows both priest and penitent to be in full view of 
others.   
 

B.  Proximity 

1) One must never be alone with children, youth, or other vulnerable persons.  A parent or 
other adult must always be present or in close vicinity.  Use a team approach to managing 
activities. 
 

2) One must not accept gifts from individual children, youth, or other vulnerable persons.  
Similarly, one must not buy gifts for individual children, youth, or other vulnerable persons. 
 

3) One shall not take overnight trips alone with children, youth, or other vulnerable persons. 
An appropriate number of adult chaperones are to accompany participants in such 
activities organized through the parish or diocese. 
 

4) Topics of a sexual nature that could not be comfortably discussed with parents or other 
adults must not be discussed with children. 
 

C.  Implementation 

1) Responsibility for compliance with this Code rests with the individual engaged in pastoral 
ministry or service. 
 

2) Clergy, staff, and volunteers must hold one another accountable for maintaining the 
highest ethical and professional standards. 
 

3) Clergy, staff, and volunteers must review and familiarize themselves with the contents of 
the Protocol for Creating a Safe Faith Community and Responding to Cases of Alleged 
Sexual Misconduct, and act accordingly.  The Protocol can be found on the Archdiocesan 
website, www.romancatholic.kingston.on.ca. 
 

4) Allegations of sexual misconduct must be taken seriously and reported immediately to 
the Pastor, or to the Archbishop or his Delegate. 
 

5) When uncertainty exists about whether or not a situation violates this Code of Pastoral 
Conduct, the matter is to be referred to the Pastor, or to the Archbishop or his Delegate. 
 

http://www.romancatholic.kingston.on.ca/
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6) When it appears that a member of the clergy, a staff member, or a volunteer has violated 
this Code of Pastoral Conduct, the issue is to be reported immediately to the Pastor, or 
to the Archbishop or his Delegate. 
 

7) Any request for derogation from the provisions of this Code must be submitted in writing 
to the Archbishop or his Delegate. 
 
  

September 30, 2016 
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Introduction 
 
Screening is an essential aspect of creating and sustaining a safe faith environment.  The goal 
of this policy is the protection and safety of our children, our vulnerable people, our volunteers, 
our clergy, our religious, our employees and the Church.  Thus, it is a permanent policy of the 
Roman Catholic Archdiocese of Kingston that all positions be assessed and assigned 
appropriate risk levels, and that appropriate screening and management practices be maintained 
consistently throughout the Archdiocese. 
 
In addition to the screening process, the safe environment program of the Archdiocese includes 
the use of a CMG video: ‘Safe Haven’, which is intended to educate clergy, religious clerics, 
employees and volunteers on the identification of symptoms and markers associated with a child 
or vulnerable person who may be suffering from an abusive situation.  
 

Furthermore, the Archbishop has mandated that the screening of volunteers and lay employees 
be implemented in every parish of the Archdiocese of Kingston.  This policy is divided into two 
parts:  Part One: Clergy and Religious; Part Two: Volunteers and Lay Employees. 
 
 
 

Part One:   Clergy and Religious 
 
A. Candidates 
 

Candidates preparing for ordination to the ministerial priesthood or permanent diaconate are 
required to undergo a rigorous screening program which includes: 
 

1) Criminal Record and Vulnerable Sector Check; 
2) Personal reference checks; 
3) Personal interviews; 
4) Completion of a comprehensive psychological assessment, including an integrated report 

by a registered psychologist; 
5) Recommendation by a seminary formation team, including observations regarding the 

candidate’s suitability for ministry; 
6) Recommendation by a priest overseeing the candidate’s pastoral year(s), including 

observations regarding the candidate’s suitability for ministry; 
7) Review of the Safe Environment Policy and education in the identification of symptoms 

and markers associated with a child or vulnerable person who may be suffering from an 
abusive situation.  
 

B. Incardinated Clergy  
 

All clergy and religious, in addition to their appointment requirements, must satisfy the 
following requirements to be approved for parish or diocesan ministry: 

 

1) Criminal Record and Vulnerable Sector Check; 
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2) Acknowledgment in writing that they have received and read the Code of Pastoral 
Conduct; that they are familiar with the requirements and responsibilities associated with 
the Safe Environment Policy established by the Archdiocese of Kingston; and that they 
have received training in the identification of symptoms and markers associated with a 
child or vulnerable person who may be suffering from an abusive situation.  
 

C. Non-Incardinated Clergy 

1) A priest from another diocese, or a priest of a religious order, who wishes to minister in 
the Archdiocese of Kingston, must provide a Statement of Suitability from his bishop or 
religious superior prior to his arrival in the Archdiocese of Kingston; 

2) A Religious Brother or Sister applying to minister in the Archdiocese of Kingston must 
provide a Statement of Suitability from his bishop or religious superior prior to his or her 
arrival in the Archdiocese; 

3)  All clergy and religious, in addition to their appointment qualifications, must satisfy the 
following requirements to be approved for parish or diocesan ministry: 

a) Complete a Criminal Record and Vulnerable Sector Check and provide a 
Statement of Suitability, where possible;   

 
b) Attend a mandatory orientation session on “Safe Environment Guidelines”, which 

includes education in the identification of symptoms and markers associated with 
a child or vulnerable person who may be suffering from an abusive situation; 

 
c) Acknowledge in writing that they have received and read the Code of Pastoral 

Conduct and are familiar with the policies and responsibilities associated with the 
Safe Environment Policy established by the Archdiocese of Kingston.  

 
4) ALL CLERGY are required to provide an Offence Declaration every year. 

Documentation related to Criminal Record and Vulnerable Sector Checks and Offence 
Declarations are kept in a confidential file with the Archdiocese of Kingston. 

 
 

Part Two: Volunteers and Lay Employees 
 
A.  Screening expectations 

1) All parish volunteers and lay employees, as well as staff of the Catholic Pastoral Centre, 
shall be screened according to the procedures and guidelines of the Archdiocese of 
Kingston and provided education in the identification of symptoms and markers 
associated with a child or vulnerable person who may be suffering from an abusive 
situation.  
 

2) Each pastor is to establish a screening committee in his parish.  A screening committee 
ranges in size from a minimum of two to a maximum of five people. 
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3) Standardized forms, provided by the Archdiocese to each parish, are to be used in the 

implementation of a uniform screening process, as are Criminal Record and Vulnerable 
Sector Checks, if appropriate. 
 

B.  Ministry Position Descriptions 

1) A ministry position description outlines the responsibilities and duties of volunteers, as 
well as the screening measures to be applied. 
 

2) The basic outline of position descriptions is to follow the same format in all parishes of 
the Archdiocese. 
 

3)  Ministry position descriptions are developed and signed by the ministry leader, pastor, or 
the screening committee.  They are to be reviewed as needed and updated when 
necessary.  If there is a change to the position, then the position description should be 
revised at the same time. 
 

C.   Determining levels of trust and risk 

1) Three categories will be used to assess a ministry position based on the level of trust 
afforded the volunteer or paid staff member.  These are:  GENERAL TRUST, 
INCREASED TRUST, HIGH TRUST.  These ‘trust’ categories correspond to the levels of 
risk for potential harm to participants, the vulnerable, or church resources through the 
position.  Risk levels are categorized as low, medium, and high. 
 
 

2) All positions within a given ministry are to be assessed for the level of trust involved and 
the level of risk associated with the position.  The level of screening of a volunteer or staff 
position must meet the level of trust assigned to that ministry.  When there is doubt as to 
the evaluation of a position, the position will be deemed HIGH TRUST. 
 

3) All ministries involving children or youth, as well as ministries that require volunteers to 
do home visits, are to be categorized as HIGH TRUST.  All employees are to be 
categorized as HIGH TRUST.     
 

4)  When drawing up position descriptions for volunteer ministries that involve finances, the 
most current Diocesan Financial Guidelines are to be followed.  Positions where 
volunteers work directly with money are to be considered HIGH TRUST.   
 

D. Screening forms  

1) Each volunteer and employee is to receive a copy of Screening in Faith:  Guidelines for 
Parish Volunteers, along with a Ministry Position Description.  Each volunteer and 
employee is required to complete a Volunteer/Employee Information Form (as 
applicable), and is to sign a Ministry Covenant.  After the initial Police Record Check, all 
Employees and High Trust Volunteers are to complete and sign an Offence Declaration 
Form each subsequent year.  
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2) For GENERAL TRUST ministry positions, ministry leaders or coordinators of the 
particular ministry may be asked to be responsible for the completion and collection of 
these forms. 
 

3) For INCREASED and HIGH TRUST positions, the screening committee is responsible for 
the completion and collection of all applicable forms. 
 

4) All forms are to be maintained in a confidential file and updated annually.  Completed files 
are kept on parish property.  

 
E.      Interviews  

 

1) An interview is to be conducted for all volunteers and staff in INCREASED and HIGH 
TRUST positions. 
 

2) A minimum of two people from the screening committee shall conduct the interview.  A 
record of the interview is to be documented on a form provided and kept in a confidential 
file. 
 

F. Reference checks 

1) At least two reference checks are to be conducted by the screening committee for all 
volunteers and paid staff in INCREASED and HIGH TRUST positions. 
 

2) The volunteer or employee is to sign a permission form permitting the screening 
committee to contact references.  Only the persons named as references are to be 
contacted. 
 

3) The details of a reference check are to be documented in a confidential file.  Reference 
check information can only be disclosed to the volunteer or employee concerned with the 
permission of the reference. 
 

G.     Police Records Check 

1) A police records check (PRC) is required for all volunteers in HIGH TRUST positions and 
for all employees.  If the volunteer or employee is to work with vulnerable individuals, the 
PRC is to include a Vulnerable Sector screen. 
 

2) The police records check must be an original, no more than 60 days old, and requested 
by the parish.  A certified police detachment copy is acceptable. 
 

3) The police records check is to be reviewed by the parish screening committee.   The 
completed form is to be kept in a confidential file. 
 

4) If the volunteer/employee decides not to present the PRC report to the screening 
committee, the parish cannot accept this person for a HIGH TRUST position. 
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5) A criminal conviction does not automatically exclude an applicant from volunteering in a 
particular ministry or from applying for a full- or part-time position.  If a police records 
check confirms a prior conviction, or presents a cause for concern, the parish screening 
coordinator will consult with the pastor, who will forward the police records check to the 
Diocesan Screening Coordinator.  The Coordinator will then review the application with 
the Chancellor. 
 

6) The Archdiocese of Kingston does not assume the cost of conducting a police records 
check when police departments charge for this service.  When there are fees attached to 
the records check, the parish will assume this cost upon receipt of the document. 
 

7) A volunteer who leaves a ministry for one year or longer is required to provide a new 
police records check. 
 

8) Offence Declarations are to be completed every year for volunteers and employees 
involved in HIGH TRUST ministries and positions.  They are to be treated as confidential 
and stored with the police records check. 
 

H.   Record-keeping and confidentiality 
 

1) Personal information obtained either verbally or in writing will be kept confidential. 
 

2) Information gathered for the purpose of screening is accessible only to the volunteer or 
staff applicant, the pastor, and the members of the parish screening committee.  
Information is to be kept in a secured file at the parish. 
 

3) Should the pastor and/or members of the screening committee have serious concerns, or 
a difference of opinion, about a volunteer or staff member’s acceptance; or should a 
conflict of interest arise, the Diocesan Screening Coordinator must be consulted to assist 
with the deliberative process. 
 

 

I.  Orientation and training 

1) All current and new volunteers must participate in an orientation session based on the 
requirements of the ministry position description and the Archdiocesan Safe Environment 
Policy.  These orientation sessions are to be offered at least once a year. 
 

2) All volunteers and employees are to receive a copy of Screening in Faith: Guidelines for 
Parish Volunteers and Lay Employees.  Although principally addressed to volunteers, the 
booklet contains useful information that applies to employees, particularly the section on 
pages 12 and 13, Reporting Abuse and/or Inappropriate Conduct of a Volunteer, Staff or 
Faith Community Member.  The screening committee is responsible for providing every 
volunteer and employee with a copy of the Guidelines. 
 

3) When orientation and training have been completed, the screening committee will 
document this on the Screening Checklist (Form D) (see list of Screening Documents). 
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J. Supervision and evaluation 

1) The level of supervision is to be based on the level of trust involved with the position. 
 

2) The screening committee will work with the ministry and group leaders to assess the level 
of supervision currently in place in each ministry or group and to determine what 
supervision will be needed where none exists. 
 

3) Evaluations are to be performed once a year for positions of HIGH TRUST.  The 
evaluations are to be filed in the volunteer’s or employee’s file. 
 

4) When supervision and evaluation have been completed, the screening committee will 
document this in the volunteer’s or employee’s file on Form D. 

 

K. Participant follow-up 

Participant follow-up is to be a regular process for HIGH TRUST positions. 
 

 

L. Acknowledgement  
 

In addition to appointment and screening requirements, which are described above, all 
volunteers and employees must acknowledge in writing that they have received and read 
the Code of Pastoral Conduct, and that they are familiar with the requirements and 
responsibilities associated with the Safe Environment Policy established by the 
Archdiocese of Kingston. 

 

 

Revised May 23, 2021 


