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PREFACE  
Recognizing the need to support and guide the multitude of special 
interest groups and organizations that exist and continue to form 
within the Diocese of Fresno, the Diocesan Pastoral Center is 
striving to work collaboratively to offer support and guidance to the 
best of our ability. This is achieved at the Diocesan level under the 
authority of the Bishop and Vicar General in cooperation with the 
authority of the Pastor/Administrator at the parish level.  

The goal of this resource is to provide basic information and 
directives. It gleans from more substantial resources such as the 
Clergy Handbook; Diocesan Risk Management Binder and the Safe 
Environment Step by Step Guide. With the assistance of parish 
leadership, these resources should be made known to all group 
and organization leaders.  

Pastoral Center Staff are here to assist you to ensure that your 
meetings and special events accomplish the intended faith-based 
goal in conformity with Catholic Teaching in a manner that 
protects the dignity and safety of all involved; especially, the young 
and vulnerable.  

All groups and organizations that claim a “Catholic” identity must 
function within a well defined relationship with a “home parish” or 
be recognized at a Diocesan level by the Bishop. The Code of 
Canon Law states that the name Catholic not be assumed “without 
the consent of the competent ecclesiastical authority (cc.216, 300; 
cf. also c. 312).”  

Organizations that have any measure of a financial component 
must either be under the Diocesan Tax Identification Number (TIN) 
or be established under their own Non-Profit (IRS 501 C 3) or other 
appropriate identification according to the nature of their group.  

Groups and organizations under the Diocesan TIN must provide 
financial reports regularly to the local parish or the Diocesan 
Finance Department if they are recognized as a Diocesan group or 
organization.  

Non-Diocesan groups and organization follow the same directives 
as parish groups when sponsoring an event at a parish, or for 
events that will be advertised through parish or Diocesan 
communications.  

Remember, we are here to guide and support you. Please allow us 
the opportunity to be of service.  
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Section One:  
Risk Management and Insurance  
PRE-APPROVAL OF PARISH  
AND DIOCESAN EVENTS  

All events, whether organized by a parish, a group, or an 
organization, must have prior approval from the Diocese of Fresno. 
Large parish events, such as carnivals, silent auctions, dinners or 
other fundraisers, should have approval several months in 
advance. This is to ensure that all details of the event are 
prepared. Financial, insurance, and safety issues must be reviewed 
very carefully and appropriate plans made for the success of the 
event.  

When an event is being planned, a Trip and Function Form (see 
Appendix 1) must be submitted to the Risk Management Office. 
This form should include all pertinent information, and be signed 
by the Pastor/Administrator. If the event is to be held at a location 
that is not Diocesan property, the contract for the location should 
also be submitted for review before it is signed.  

Any events that are held on Diocesan property are covered through 
our insurance. Any vendors that are contracted to be on-site 
during an event must provide a Certificate of Proof of Insurance.  

In the cases of food sales, all government health and safety 
guidelines should be followed. Food must be either pre-packaged 
or prepared on-site; no food that is prepared in private homes and 
then brought to the site should be sold to or consumed by the 
public.  

PRE-APPROVAL OF GROUP/ORGANIZATION 
SPONSORED EVENTS  

Groups or organizations approved by the Diocese may plan events 
with the permission of the Pastor/Administrator. The Trip and 
Function Form (Appendix 1) must be submitted for approval, and 
include the signature of the Pastor/Administrator.  

PROCESSIONS AND OTHER ACTIVITIES ON 
PUBLIC PROPERTY  

Activities which will take place on public property must follow all 
regulations of the property and any relevant laws. In addition to 
the Trip and Function Form (Appendix 1), Please see safety 
precautions for Processions (Appendix 8). 
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Section Two: Invitation of Visiting 
Clergy or Presenters  
When planning an event that will involve a priest, presenter, or 
musician from within the Diocese of Fresno, permission must be 
obtained from the Pastor/Administrator of the hosting parish 
before an invitation is extended, whether the event will take place 
on the Parish grounds or at an alternate location.  

CLERGY PRESENTERS  

From Within the Diocese of Fresno  

Any clergy who currently have faculties from the Bishop of the 
Diocese of Fresno has automatic approval to serve as a presenter 
or retreat director, speaker, etc. After permission from the Parish 
Pastor/Administrator is granted, no further written approval is 
needed unless requested by the Pastor/Administrator. Members of 
a religious order residing within the Diocese do not need prior 
approval, unless it is a condition of their Superior.  

Any clergy without a current assignment and not in good standing 
in our Diocese or in their religious community is not to be given 
hospitality nor be allowed to exercise their ministry.  

From Outside the Diocese of Fresno  

All priests and deacons invited into the Diocese of Fresno for any 
ministerial purpose, including radio and television broadcasts, 
must have the permission of their Bishop or Religious Order 
Superior and be approved through the Office of the Vicar General.  

The Vicar General’s Office must receive a letter from the priest or 
deacon with the following information:  

 Dates he will be staying and leaving the Diocese of Fresno  

 Where he will be staying (i.e. Rectory or Hotel)  

 Dates and locations he will be engaging in ministry 

If from outside the country, present a copy of his travel visa  

A Testimonial of Suitability Form (Appendix 3) must be received 
prior to coming into the Diocese of Fresno from the priest’s or 
deacon’s diocese or Religious Order. Once the form is received 
directly from their Bishop/Superior (no third party should be 
involved), it will be reviewed and permission or denial will be either 
faxed or emailed to the hosting parish.  

Please note that no clergy, from outside our Diocese of Fresno, 
without a current assignment and not in good standing in his 
diocese or religious community is to be given hospitality or be 
allowed to exercise their ministry in a parish within the Diocese of 
Fresno.  
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No advertisements or flyers for the event should be sent out until 
the clergy member has been approved through the Bishop’s Office 
of the Vicar General. Faculties within the Diocese of Fresno will 
only be granted for the dates and locations listed in the 
Testimonial of Suitability Form.  

Refer to the section on Financial Concerns (Section Three) for 
information on stipends, collections and donations. Be aware that 
if the priest’s immigration status is not sponsored by the Diocese of 
Fresno, he cannot receive any financial compensation or payment 
for his work. A priest who travels and relies on the general public 
to sustain him is not permitted, and may jeopardize his ability to 
minister in our Diocese in the future.  

Refer also to the section on Safe Environment Clearance (Section 
Two) for requirements, especially for those who will have contact 
with minors.  

RELIGIOUS/LAY PRESENTERS OR MUSICIANS  

Any non-clergy religious/lay guest speaker, presenter, or musician 
invited to participate in an event within the Diocese of Fresno must 
follow the guidelines below in order to ensure that the content they 
will provide will be compatible with the teachings of the Catholic 
Church.  

From Within the Diocese of Fresno  

The invitation of a non-clergy religious/lay guest speaker, 
presenter or musician who resides within the Diocese of Fresno 
must be preapproved by the Pastor/Administrator.   

If the person is an employee of the Diocese of Fresno, no additional 
permission is needed. A person who is not employed by the Diocese 
must submit a letter of good standing from his/her Pastor/
Administrator.  

From Outside the Diocese of Fresno  

The invitation of a non–clergy religious/lay guest speaker, presenter, 
or musician must be preapproved by the Pastor/Administrator and 
the Office of Ministries before an official invitation is made. The 
sponsoring ministry or person should present the name and location 
of the speaker (parish, diocese, or organization), along with the 
reason for the invitation and the theme they wish the speaker to 
address, using the Speaker/Musician Approval Form (Appendix 4).  
If the Speaker / Musician is from outside the United States, a copy of 
their passport and visa may also be required 

A non–clergy religious/lay guest speaker, presenter, or musician 
who does not reside within the boundaries of the Diocese of Fresno 
must obtain a résumé, official biography, or curriculum vitae to 
submit with the Approval Form. It should include the person’s 
current certifications or educational degree with the year of 
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reception. These must be from an accredited Catholic program or 
school, to ensure that all content in the presentation will be of 
sound Catholic Doctrine.  

A letter of good standing is needed from any non–clergy religious/
lay guest speaker, presenter, or musician. Those who reside 
outside the Diocese of Fresno must submit a letter from his or her 
Bishop’s Office.  

No advertisement or flyer may be sent out until approval is granted 
by the Office of Ministries.  

Refer to the section on Financial Concerns (Section Three) to be 
aware of requirements for stipends, collections and donations. 
Individuals coming from outside the U.S. must follow the 
regulations set forth for their travel. They must have the 
appropriate work and travel documents. If the speaker is to receive 
a stipend, an IRS W-9 form  must be submitted before the event.  
Address any concerns or questions to the Parish Financial 
Reporting office. 

For presenters who will have contact with children or youth, be 
sure to read the Safe Environment Clearance (Section Two) for 
more detailed information.  

CATECHETICAL CONTENT AND CERTIFICATIONS  

When making arrangements for presentations, it must be ensured 
that the content of the presentation is in full agreement with 
Catholic Doctrine. In cases of catechetical training, content must 
be in compliance with Diocesan guidelines. For example, a 
workshop on the topic of preparation for Confirmation should 
include and follow the Diocesan guidelines for Confirmation, even 
if the presenter is not from the Diocese of Fresno.  

Certifications listed in the résumé or curriculum vitae must be 
current and the person must be in good standing with their parish, 
diocese, or organization.  

If the speaker is not Catholic, he/she must submit a written 
assurance that the presentation will not conflict with Catholic 
Teaching in any way. If the speaker teaches at a Catholic college or 
university, he/she must have a mandatum from their local Bishop.  

PUBLICITY  

Only after approval in writing for an event has been secured may a 
flyer or advertisement with all pertinent information be sent out to 
publicize the event. Approval will be sent by email or letter to the 
sponsoring parish or organization from the Office of Ministries.  
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A preliminary copy of the flyer or advertisement should be sent to 
the Office of Ministries before it is publicized, and if the event 
includes the participation of the Bishop, a copy sent to the 
Bishop’s Executive Assistant.  

The Office of Ministries is happy to support and help publicize any 
events that have completed the approval process. See Event 
Checklist (Appendix 5); for more resources on planning an event, 
contact the Office of Ministries.  

Any further questions should be addressed to the Director of the 
Office of Ministries.  

SAFE ENVIRONMENT CLEARANCE  

Clergy  

All clergy from outside the Diocese of Fresno must obtain Faculties 
from the Bishop’s Office of the Vicar General in order to minister 
within the Diocese of Fresno, regardless of their length of stay. 
Clergy may not stay overnight at a private residence other than the 
home of a relative. Visiting clergy are expected to stay at the 
rectory; if not, the hosting parish is to make other appropriate 
accommodations, such as a hotel.  

Laity  

All lay guest speakers or presenters must read and sign the 
Diocesan Code of Conduct, which is to be kept on file at the parish 
or school hosting the event. Overnight accommodations for guest 
speakers should be made at a hotel and not involve staying at a 
private residence, unless it is a relative of the guest speaker.  

Issues with Children and Youth  

If the guest speaker is to have contact with minors, they must 
provide verification of compliance with the safe environment 
policies of their home diocese. If from the Diocese of Fresno, 
verification of background clearance and date of Safe Environment 
training can be obtained from the Diocese of Fresno Safe 
Environment Office at 559-493-2882.  

If the guest speaker is not verifiably fingerprint cleared and Safe 
Environment trained by the Diocese of Fresno or from their home 
diocese, the hosting parish/school must provide direct, constant 
supervision for the guest speaker during the event by an adult who 
does meet all Diocesan Safe Environment requirements. It is the 
responsibility of the hosting parish/school to inform the guest 
speaker that he/she may not have unsupervised contact with 
minors who are attending the event.  
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Section Three: Financial Concerns 
STIPEND, COLLECTION & DONATION REPORTING 
PRACTICES  

U.S. resident speakers shall submit a signed IRS Form W-9 
(Note: possible IRS Form 1099-MISC to be issued.)  

If the speaker is from another country and he/she is to receive the 
payment in his/her name, the speaker shall submit a copy of their 
passport, including their visa, and a signed IRS Form  
W-8BEN or IRS Form 8233 for possible exemption from withholding. 
(Note: separate forms to be submitted each calendar year.)  

If the speaker is from another country and payment is to be 
made to the foreign diocese or religious order, the legal name 
and address of the foreign payee organization is to be supplied 
by submitting a signed IRS Form W-8BEN-E.  

If the speaker will receive a stipend at the conclusion of the event, 
it shall be in the form of a check, money order or cashier’s check 
made payable to the name listed on the IRS Forms W-9, W-8BEN 
or W-8BEN-E less any required tax withholding. Proceeds from 
collections, donation baskets, raffles, etc. shall not be used to 
compensate the speaker. No cash payments are ever permitted.  

Reminders – As a non-profit organization we are required to 
show financial transparency when handling cash. This is the 
reason why all parishes and groups should compensate with a 
check from the parish to those presenters/speakers/musicians 
who offer their services here in our diocese. The date on all 
documentation should reflect the current calendar year and 
shall be updated annually (January – December).  

For speaker approval, please send the required information four 
weeks prior to the event.  

Any speaker, presenter, or musician who wishes to sell their own 
products at the event has financial responsibility for their own 
business. They are responsible for all regulatory compliance (i.e. 
having a business license and a Seller’s Permit) and for filing of 
their Sales and Use Tax return, as well as the handling of the 
sales and issuing of receipts.  

Questions regarding stipends and permits should be addressed to 
the Parish Financial Reporting Office. 

FUNDRAISING  

All means of fundraising must be preapproved by the Pastor/
Administrator, then cleared and guided through the Diocesan 
Parish Financial Reporting Office that oversees this component of 
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the group or organization activity to ensure that Diocesan policies and 
procedures are followed within the parameters of Federal, State, and 
Local Law. Noncompliance can lead to serious legal penalties. 
Some of the most common means of raising funds include:  

Raffles  

There are two types of raffles, pay-for-ticket and free-on-request. 
Both are considered gambling. ALL raffles must be preauthorized 
by the Parish Financial Reporting Department.  

The Diocese has an obligation to report all reportable winners 
and withhold any required gambling withholding as needed.  

All raffle forms, tickets, advertisements, mailings, and official 
rules should be cleared ahead of time through the Parish 
Financial Reporting Department.  

Raffles where every participant is guaranteed a prize (i.e. reverse 
raffles) are subject to sales tax and require a Seller’s Permit with 
the California State Board of Equalization. This is done through 
the Parish Financial Reporting Department. The Parish or school 
affiliated with the group/organization is responsible for filing 
sales and use tax returns and remitting taxes collected as 
specified by the state on a case-by-case basis.  

Bingo  

Only Parish schools can have bingo without jeopardizing the 
property’s welfare exemption.  

A bingo license is required with either the City or County of the 
school, done through the Parish Financial Reporting Department.  

A separate bank account is required, which is also done through 
Parish Financial Reporting Department.  

NOTE: Parish property used for bingo will jeopardize the 
property’s religious exemption.  

Food Fundraisers  

Selling certain types of food items will trigger the need to charge 
sales tax.  

● A Seller’s Permit is required with the California State Board of 
Equalization. This is done through Parish Financial Reporting 
Department.  

● Must file Sales and Use Tax Returns and remit taxes 
collected as specified by the state on case-by-case basis 
(Parish or school affiliated with the group/organization is 
responsible for taking care of this task.)  
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Meal/Food Events  

● The way the event is structured may trigger the need to 
charge sales tax on the meals.  

● A Seller’s Permit is required with the California State Board of 
Equalization. This is done through Parish Financial Reporting 
Department.  

● Must file Sales and Use Tax Returns and remit taxes 
collected as specified by the State on case-by-case basis 
(Parish or school affiliated with the group/organization is 
responsible taking care of this task.)  

Auctions  

Sales tax must be charged on ALL auction items at the final 
auction bid prices.  

A Seller’s Permit is required with the California State Board of 
Equalization. This is done through Parish Financial Reporting 
Department.  

Must file Sales and Use Tax Returns and remit taxes collected as 
specified by the State on case-by-case basis. (Parish or school 
affiliated with the group/organization is responsible for taking 
care of this task.)  

PROCESSING COLLECTIONS,  
DONATIONS AND FEES  

To ensure accounting accuracy, transparency and to protect those 
who accept the responsibility of receiving and depositing money 
associated with the activities of a diocesan group or organization, 
the following step should be observed:  

At least two adults should be designated to oversee the reception 
of monies in a specific location.  

At least two other adults should be designated to place the 
money in safe storage.  

All monies received need to be counted twice and recorded on a 
report that accounts for a cash breakdown ($1’s, $5’s, $10’s, $20’s, 
total coin, etc.). The date and time of counting should be recorded 
and by whom. (During a parish festival, there will likely be more 
than one counting session. A rotation of counters is encouraged.)  

If the group or organization is receiving funds on an ongoing basis, 
a financial record of income and expenses must be submitted to 
the Pastor/Administrator and Finance Council that is providing 
oversight.  

A Guest Speaker is never to be paid directly from unprocessed 
donations/collections/fees. All stipends, donations, 
reimbursements to the guest speaker and any support staff 
must be paid through the hosting parish.  
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Appendix 1: Trip and Function Form  
Online: www.dioceseoffresno.org 

 Ministries 
 Resource and Media Center 
 Department Forms 
 R3  Request for Trip and Function Form 
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Appendix 2: Safety and Planning Checklist 
For Parish/School Events, Fundraisers that are on 
Church Property or at an outside location 

This checklist is to be reviewed when planning any parish/school 
events, such as fundraisers, or any events that involve outside 
vendors or food sales. 

**Submit a Trip/Function request to the Diocese Risk 
Management office at least 2-3 weeks prior to the event.  
Risk Manuel Form R-3 

Supervision/ Management of the Event: 

Assign a designated Chairperson (overseen by a church/school 
administrator; employee or pastor/principal) 

Assign a designated Supervisor for each area of the event 
(overseen by Chairperson). The following is a list of suggested 
supervisors; others might be necessary depending on the event. 
Each area has a unique responsibility and safety requirements. 

 Food Vendor supervisor (food safety & contracts, if necessary) 

 Games/Booths supervisor (high risk activities) 

 Money/Ticket sales supervisor (money security and money 
collection safety) 

 Parking/Transportation supervisor (auto-parking area (s) and 
participant safety) 

 Safety-Security/First Aid Supervisor (security for the event- 
first aid station) 

 There should always be a designated Safety Coordinator to 
ensure all safety recommendations are met (overseen by 
Chairperson) 

Volunteers 

Volunteers are 18 years or older OR supervised by adult with 
parent permission. 

Volunteers have been selected and matched to tasks according 
to training and/or skills. 

Volunteers have a clear understanding of duties and risks 
associated with assigned task. 

Volunteers have been provided with personal protective 
equipment, if needed. 
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MAKE SURE ALL AREAS ARE CLEARLY MARKED WITH 
HIGHLY VISIBLE SIGNS: TICKET SALES, FIRST AID BOOTH, 
FOOD SALES, ETC. 

Event and Premises Safety 

Electrical cords and hoses have been rerouted, taped down or 
covered. 

Adequate lighting has been provided. 

Alternate plans are in place for inclement weather. 

Emergency response procedures/evacuation plans have been 
developed. 

Adequate number of trained security guards has been hired, if 
needed. 

Food 

There is a Certified Food Handler (please get a copy of the 
current certification) available when food is prepared on site. 

Employees and volunteers handling food have been informed of 
safety regulations. 

Appropriate food temperatures will be maintained and tested 
throughout the event. 

Hand wash stations need to be onsite per city or county health 
department codes. 

Alcohol 

If alcohol is being sold an ABC- Alcohol Beverage and Control 
Board License needs to be obtained. All ABC license 
requirements are MANDATORY. Please read all rules of the ABC 
License for safety and sobriety of our parishioners. 

Identification checkpoints are in place. 

Colored bracelets will be provided for legal age individuals 
wishing to consume alcohol. 

Trained/experienced bartenders will be used. 

-5 sober adults must be present and security procedures in 
place to identify intoxicated persons and have them safely 
escorted from the church/school event. 
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Money/Cash Handling 

Consideration should be given to using a ticket system.  

Individuals working with money are chosen carefully and vetted. 

Tamper-proof bags will be utilized. 

Three or more individuals will be involved in collecting cash. 

Money will be counted by two or more people. 

Cash will be kept locked in a safe in the parish/school; never to 
be taken home. 

Parking 

Adequate parking is provided with adequate lighting. Plan for 
extra parking and have an overflow area for additional parking. 

Space for pedestrian traffic has been provided throughout the 
parking lot. 

Proper fire lanes are upheld for emergency vehicles. 

Medical Services 

A First Aid station and supplies are available. Try to arrange for a 
registered nurse to help in this area. Make sure the First Aid area 
has a cell phone and procedures in place to call 911 if an 
emergency. 

Have chairs and a cot available for rest and this area should be 
covered with a tent or canvas cover. 

Local police and hospitals have been notified about larger events 
(i.e. parish carnivals). 

Hand washing stations and bathroom facilities are available. 

Activities/Equipment 

Activities cannot include high risk activities (see the Risk 
Management Manual for the complete list). 

All activities using rented or built items from home or an outside 
business must be approved by the Diocese prior to the event (this 
includes inflatable items such as bounce houses, obstacle 
courses, water slides, in addition to gas grills, dunk tanks, 
shooting games, miniature vehicles, trailers or other such items). 

All silent auctions or raffles MUST BE PRE-APPROVED BY THE 
DIOCESE.  
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Outside Vendors  

Call Risk Management at the Diocese for further instruction  
(559) 488-7473 

Vendor contracts/agreements have been reviewed by Diocese of 
Fresno Risk Management prior to signing. 

Vendor Hold Harmless/Indemnity Agreement should be obtained 
by each vendor (i.e. game, food, security vendors. When in 
doubt, see policy manual). 

Certificates of Insurance need to be obtained by vendors – see 
Diocese Certificate of Insurance instructions (call Risk 
Management office). 

Transportation  

If the Church/School is traveling to an approved event: 

The Diocese has an “Approved Bus Company List.”  These bus 
companies have been cleared for proper insurance and licensing. 
Please call the Risk Management office for a current list of 
approved bus companies. Do not contract with a bus company 
that is not on the approved bus list - please. 

Drivers need to submit a “Volunteer Driver Statement” or 
“Employee Driver Statement” for those who are transporting 
minors or others that are not their family member in their car. 
Driving duties should be limited to a select number of properly 
screened individuals. 

Drivers have taken “Be Smart-Drive Safe” online defensive 
driving course available on main page of Catholic Mutual’s 
website, www.catholicmutual.org. 

All safe environment rules apply. Please make sure all drivers 
are fingerprint cleared, Safe Environment trained and have a 
current diocesan Code of Conduct on file. 

Speakers/Musicians 

Incoming presenters have been approved by the Diocese, for 
clergy, submit to Vicar General’s Office; for religious and laity, 
submit to Office of Ministries. 

Financial agreement clearly written and approved. 

Sales of presenter’s materials are approved and follow proper 
procedure. 

Claim Procedure 

Accident Report forms are on hand. 

Staff is aware of claim reporting procedures. 

http://www.catholicmutual.org/
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Appendix 3:  
Testimonial of Suitability for Clergy 
Online: www.dioceseoffresno.org 

 Ministries 
 Resource and Media Center 
 Department Forms 
 Testimonial for Suitability for Priestly Ministry 
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Appendix 4:  
Speaker / Musician Approval 
Online: www.dioceseoffresno.org 

 Ministries 
 Resource and Media Center 
 Department Forms 
 Speaker / Musician Approval 
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Appendix 5: Event Checklist 
EVENT CHECKLIST  

FOR PARISH-SPONSORED EVENT WITH INVITED CLERGY/
PRESENTER/MUSICIAN  

Step One: (at least 90 days before event)  

Decide on goal of event and type of event  

Receive approval from Pastor/Administrator  

Set Committee(s)  

Review Event Checklist(s)  

Step Two: (at least 60 days before event)  

Seek approval for event, sending forms to the departments listed 
below:  

Trip and Function Form – Risk Management  

Clergy Approval (Priests or Deacons from outside the Diocese) – 
Vicar General’s Office  

Speaker/Musician Approval – Office of Ministries  

Step Three: (at least 30-45 days before the event)  

Once approval has been granted, be sure to submit the following, 
as needed:  

Insurance Certificate Request, for events at a location other than 
Diocesan property – Risk Management  

Letter of Suitability – Vicar General for Clergy – Office of 
Ministries for Laity  

Event Permission Forms, if minors are involved – for help, 
contact Diocesan Catechetical or Youth Ministry Coordinator  

Step Four:  

Once flyers are done, send a copy to the Office of Ministries for our 
files. If the Bishop is participating in the event, send a copy to the 
Bishop’s Office as well.  

For more information on the above guidelines, please see the 
Diocesan Directives for Special Events, Groups and Organizations, 
available on the diocesan website at www.dioceseoffresno.org. 
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Appendix 6:  
Counting Money Sample Worksheet 
Online: www.dioceseoffresno.org 

 Ministries 
 Resource and Media Center 
 Department Forms 
 R11  Money Handling “Coin and Currency Count  
            by Service” Form 
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Appendix 7:  
Health Code Requirements 
Online: www.dioceseoffresno.org 

 Ministries 
 Resource and Media Center 
 Department Forms 
 R28  Food Safety Certificate Requirements for Schools,  
            Retreat Center and Soup Kitchens 
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Appendix 8:  
Processions 
The Diocesan Risk Management office needs to approve all 
processions at least one month prior to the event. Please utilize the 
following safety precautions when organizing a procession using 
city streets or walking outside of the church property with any 
group of parishioners and/or children. 

Contact your local city or county office to inquire about a local 
street permit. A local city/county street permit is required by the 
diocese to make sure all city/county personnel are notified PRIOR 
to any procession utilizing city/county streets/sidewalks or 
entering any area where motor vehicles travel. Please ask for a 
police car escort if at all possible. Please follow and note the below 
safety precautions and procedures: 

Motor vehicles have the right of way on all streets and roads. 
Presume that all motor vehicles CANNOT SEE YOU. For the 
safety of the participants in the procession and the leaders, please 
follow the below safety precautions. 

 No processions are allowed in rain or fog/ hazy conditions or 
if lightning occurs.  

 Take into account the time of year; potentially you might have 
intermittent heat/cold/FOG-hazy-rainy weather/high winds/
lightning. Please plan for emergencies! 

 No Processions are to take place in darkness, early morning 
or evening hours, unless an auto leads the procession group 
with the auto lights on and flashing emergency lights that 
are clearly visible.  Also, a second auto is to follow the group 
at the end of the procession with its lights on and flashing 
emergency lights. 

 A car should be available case of injury, turned ankles, fainting, 
etc. The car should contain a first aid box with bandages and 
other items as needed and plenty of bottled water on hand. 

 Make sure all leaders have cell phones and an emergency 
procedure in place for communication (exchange cell phone 
numbers)- calling each other for back up-or help and calling 911 
for help. 

 Remember the diocese/your church is responsible for the safety 
of all participants -especially minors participating in this event. 
The safety of the participants and all property on the route is very 
important. 

 For every 25 participants there should be 2-3 leaders in front of 
the procession; 2 leaders on each side; 2-3 leaders in the rear - 
directing the procession and watching for potential hazards and 
assuring the safety of the procession participants.  
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 Have 2-3 leaders complete the entire walk/procession prior to the 
actual event looking for potential hazards that the group could 
encounter; such as pot holes on the road/sidewalk; raised cracks 
in the sidewalks/street- trees in the sidewalk area with dug out 
areas that a participant could trip and fall in; low hanging objects; 
bad neighborhoods; busy intersections; industrial areas with 
exposed equipment.  

 All leaders should wear reflective vests and be carrying a 
flashing bright light/ red light and or high powered flashlight. 

 On HOT days (over 85 degrees) make sure there are rest areas with 
shade and water for the participants at different points of the 
procession.  Please encourage all participants to dress 
appropriately (NO FLIP-FLOPS or sandals – tennis shoes or the 
like are encouraged).  Ask participants to wear hats and 
sunscreen. 

If there are further questions, contact the Risk Management 
Department. Remember safety is a very important concern. 
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 Appendix 9:  
Pilgrim Images or Relics 
GUIDELINES FOR THE RECEIPT AND VISIT OF A 
“PILGRIM STATUE” OR “RELIC” INTO THE 
DIOCESE OF FRESNO  

I. A letter must be sent from the Bishop of the diocese of origin to 
the Bishop of the Diocese of Fresno informing him of the desire to 
have a statue/relic visit our Diocese. In the letter the Bishop 
would explain who initiated the visit and introduce the individual
(s) in charge of the statue/relic and the primary objectives of the 
visit.  

II. Once the letter is received, the Bishop of the Diocese of Fresno 
would appoint a contact person or committee to continue the 
investigation by contacting the individual(s) in charge of the 
statue/relic. No plans or advertisement can be made until written 
approval from the Bishop’s Office has been received. 

The following information is required to properly discern approval by 
the Bishop of the Diocese of Fresno:  

A. What are the conditions for a visit to the Diocese of Fresno?  

1. What is the length of the visit in our Diocese?  

2. What is the obligation of the sponsoring Diocese and Parishes?  

B. Will a “custodian” travel with the statue/relic?  

1. A letter of good standing is required from the custodian’s 
Parish Pastor/Administrator and Bishop.  

2. The custodian must fulfill all Safe Environment requirements 
upon arrival. If this is not complete, presentations may be 
halted.  

3. If the custodian is making a formal presentation, what is the 
length of that presentation?  

4. Will the custodian be prepared to answer questions from 
parishioners?  

C. What is the financial responsibility of the Parish?  

1. Who will cover the expenses of the custodian’s lodging? Will 
the parish have to provide this?  

2. Will “free will” collection or “love” offerings be taken at services 
held in parishes? The policy of the Diocese of Fresno is that 
any collections of this nature will be split 50%/50% with the 
parish. The funds are to be issued with a parish check only 
when all required financial documents are received by the 
Parish Financial Reporting Office. 
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3. NO CASH is to be given out. NO STIPEND is to be given to 
the custodian if traveling with a Tourist’s Visa (B-1/B-2).  

4. Parish checks for 50% of any funds collected will be either 
given to the custodian or mailed to the Host Diocese/Parish 
upon departure from the Parish. This arrangement must be 
clear and in writing prior to arrival.  

D. Any materials planned to be distributed must be cleared by the 
Bishop of the Diocese of Fresno.  

E. Any sales of items may be subject to a city license.  


