
SAFE  
ENVIRONMENT 

POLICY 

Office of Child and Youth Protection 

CREATED SEPTEMBER 2020 |  EFFECTIVE NOVEMBER 1 ,  2020  



SA FE  E N V IRONM EN T  POLICY  Official Policy of 
the Diocese of Jefferson City

P AGE  2 O F 10 

INTRODUCTION 
The following policies and procedures of the safe environment program of the Diocese of Jefferson City 
(Diocese) govern the practices of employees, volunteers, religious brothers and sisters, priests, and deacons in 
fulfillment of the United States Conference of Catholic Bishops (“USCCB”) Charter for the Protection of Children 
and Young People and its Essential Norms.  In addition to the schools and parishes of the Diocese, these policies 
also pertain to all Catholic institutions for which the Diocesan Bishop is a Member of the Corporation 
(collectively, “Catholic Institutions”).  The primary goal of these policies is to provide a safe environment for our 
children by preventing the opportunity for the abuse of minors.   

DEFINITIONS 
“ABU SE”  
The Diocese is committed to the prevention of abuse of minors.  For purposes of this policy, abuse refers to 
physical and emotional abuse inflicted on a minor, other than by accidental means, as well as all forms of sexual 
abuse, including child pornography. 

“ADU LT” 
For the purpose of these policies, “adults” include anyone who has turned 18 years old and is not a student in 
high school.   

“MINO R” 
For the purpose of these policies, any person under 18 years of age is a minor. However, the term “minor” also applies 
to any person who is significantly impaired in the ability to, or otherwise unable to, protect his/her own rights and 
vital interests, or to report abuse or neglect without assistance because of physical or mental impairment.   

“VO LU NTEER” 
For the purpose of these policies, the definition of a volunteer is anyone who serves the mission of the Church 
with no expectation of being paid.  For these policies, there are three categories of volunteers:  

a) those whose volunteer duties involve contact with minors;
b) those whose volunteer duties will not involve contact with minors; and
c) those whose duties will not involve contact with minors and who volunteer no more than one time per

calendar year.
There are different requirements for these three groups of volunteers, as you will see in sections 1.2, 1.3, and 1.4.  
Volunteers who do not work with minors may be members of a council or committee (e.g., parish and finance 
councils, or stewardship committee), the officers of a Church organization (e.g., Altar Society or Men’s group), or 
certain volunteers for an event (e.g., at a parish picnic or fish fry when there is no involvement with minors during 
their service in the kitchen). Please keep in mind that involvement in church-related activities is not defined as 
volunteering (e.g., participating in a quilting group, altar society meetings, or attending Mass or devotions). These 
forms of participation may be contributing to the mission of the church, but they are not strictly forms of 
volunteering. 

“VENDO RS” 
Vendors are those who provide specific services (e.g., food service, maintenance providers, or after-school care) 
and who are not directly employed by the Diocese. 



SA FE  E N V IRONM EN T  POLICY  Official Policy of 
the Diocese of Jefferson City

P AGE  3 O F 10 

SAFE ENVIRONMENT POLICY 

The Diocese has developed the Safe Environment Policy to ensure the safety of our minors, as required 
by the USCCB’s Charter for the Protection of Children and Young People. This program provides a 
framework for the Diocese to cooperate with parents, civil authorities, educators and community 
organizations to make and maintain a safe environment for children. 

The Safe Environment Program has distinct requirements, for parents, employees, volunteers, religious, 
priests, deacons, and third-party contractors doing business with a Catholic Institution.   

The Safe Environment Program of the Diocese is administered by the Office of Child and Youth 
Protection of the Diocese. 

O FFICE O F CH ILD AND YO U TH PRO TECTIO N CONTACTS 

Mrs. Constance Schepers, Director 

(573) 635-9127 ext. 224

cschepers@diojeffcity.org

Mrs. Nancy Hoey, Victim Assistance Coordinator 

(573) 694-3199

reportabuse@diojeffcity.org
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SAFE ENVIRONMENT POLICIES 

I .  PREVENTIO N O F ABU SE 

1.1. Safe Environment Requirements for Adult Employees, Priests, Deacons, Religious 
Brothers and Sisters, Seminarians, and Deacon Candidates 
All adult employees, priests, deacons, religious brothers and sisters, and seminarians must 
accomplish the following prior to engaging in any Church related activities or employment: 

4 complete a Protecting God’s Children (Virtus) workshop in person or online and agree to 
ongoing online training; 

4 agree to a national background screening that evaluates any history related to criminal 
charges, and agree to regular screening every three months; 

4 complete the state Child Abuse or Neglect Registry background check form; and 
4 read and consent to the Code of Pastoral Conduct by providing an electronic signature. 

1.1.1. Sexual Abuse Prevention Training for Adults: Protecting God’s Children 
This program provides education regarding how to detect possible abuse, both in 
circumstances and events, which might indicate grooming behavior as well as signs of 
abuse displayed by minors themselves.  All employees, priests, deacons, religious 
brothers and sisters, seminarians, and deacon candidates must keep current on their 
continuing training video modules and other additional renewals as requested. 

Alternative safe environment educational materials are available for those who are victims 
of sexual abuse. For inquiries, please contact the Director of the Office of Child and Youth 
Protection (573) 635-9127.  

1.1.2. Background Screenings 
Fastrax/SELECTION.COM is used by the Diocese to screen employees, priests, deacons, 
religious brothers and sisters, and seminarians.  Screenings to review criminal history and 
an update are performed every three months or more frequently if appropriate. 

The Child Abuse or Neglect Registry Background Check form is web-based. A completed 
form is to be printed and sent to the Director of the Office of Child and Youth Protection. 

1.1.3. Code of Pastoral Conduct 
Employees, priests, deacons, religious brothers and sisters, seminarians, and deacon 
candidates must agree to comply with and sign the Code of Pastoral Conduct. 
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1.1.4. Continuing Education Requirement for Adult Employees, Priests, Deacons, 
Religious Brothers and Sisters, Seminarians, and Deacon Candidates 
All adult employees, priests, deacons, religious brothers and sisters, seminarians, and 
deacon candidates are required to complete ongoing education related to child 
protection issues.  They must view a training module once every three years through the 
online Virtus system.  Personal Virtus accounts are monitored by the Director of the Office 
of Child and Youth Protection.  Regular reports are provided to the Diocesan Bishop for 
his review when this requirement is not met.   

Priests, deacons, religious brothers and sisters, seminarians, and deacon candidates may, 
at times, be excused from certain continuing education requirements due to illness, 
aging, or other compelling reasons.  Exceptions for clergy may be granted by the Vicar for 
Priests or Vicar for Deacons in partnership with the Director of the Office of Child and 
Youth Protection.  

Priests and deacons who fail to comply with the continuing education requirements may, 
after a warning, have their faculties rescinded or another penalty at the discretion of the 
Diocesan Bishop. 

1.1.5. Safe Environment Requirements for Extern Clergy and Religious 
In addition to Safe Environment Program compliance, extern clergy and religious require  a 
letter from their superior upon their arrival to the Diocese stating there is nothing in their 
past that would prevent them from working with minors.  Those clerics or religious who 
provide ministry or who reside in the Diocese are to be cleared through the Vicars for 
Priests and Deacons or the Bishop’s delegate for religious in partnership with the Director 
of the Office of Child and Youth Protection. 

The continuing education required by this policy is necessary for active and retired clergy 
who hold faculties for ministry from the Diocesan Bishop.  All religious brothers and 
sisters who are providing any ministry in a Catholic Institution must also comply with 
these continuing education requirements. Exceptions for non-clergy religious brothers 
and sisters within the Diocese may be granted by the Bishop’s Delegate for Religious in 
consultation with the Director of the Office of Child and Youth Protection. 

Religious brothers and sisters who fail to comply with the continuing education 
requirements may, after a warning, be asked to cease ministry and their religious superior 
will be notified. 
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1.2. Safe Environment Requirements for Volunteers Whose Duties Involve Contact with 
Minors 
All volunteers whose duties involve contact with minors must accomplish the following prior 
to volunteering:   

4 complete a Protecting God’s Children (Virtus) workshop in person or online; 
4 complete a check through the National Sex Offender Registry;  
4 complete the Child Abuse or Neglect Registry background check form;  
4 read and consent to the Code of Pastoral Conduct. 

If the person wishing to volunteer does not have a Social Security Number, a copy of the 
individual’s passport or visa must accompany the Child Abuse or Neglect Registry background 
check form.  If the individual does not have a passport or visa, then the Director of the Office of 
Child and Youth Protection must be informed of the individual’s non-citizenship status.  This 
information will accompany the form when submitted to the State of Missouri. 

Effective July 1, 2021, all K-8 Catholic School parents will be required to complete the 
requirements in 1.2. In some instances, parents may be exempt from some requirements. These 
instances must be approved through the Catholic Schools Office and the Office of Child and 
Youth Protection. 

1.3. Safe Environment Requirements for Volunteers Whose Duties Do Not Involve Contact 
with Minors 
All volunteers whose duties do not involve contact with minors must accomplish the following 
prior to volunteering in any Church Related activities: 

4 complete a Protecting God’s Children (Virtus) workshop in person or online; 
4 complete a check through the National Sex Offender Registry;  
4 read and consent to the Code of Pastoral Conduct. 

1.3.1. This category of Volunteer must be accompanied at all times by someone who has 
completed all requirements for volunteers who work with minors (group 1.2) 

1.4. Safe Environment Requirements for Volunteers Whose Duties Do Not Involve Contact 
with Minors and Who Volunteer No More Than Once Time Per Calendar Year 
All volunteers whose duties do not involve contact with minors and who volunteer no more 
than one time per calendar year must accomplish the following prior to volunteering in any 
Church Related activities: 

4 complete a check through the National Sex Offender Registry;  
4 read an consent to the single use control coded Code of Pastoral Conduct to indicate 

single occasion volunteer 
1.4.1. This category of Volunteer must be accompanied at all times by someone who has 

completed all requirements for volunteers who work with minors (group 1.2) 
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1.5. Safe Environment Requirements for Employees of Vendors Who Have Contact with 
Minors 
It is important to make sure that contracted employees of vendors are screened for any past 
criminal history.  The responsibility for such screening rests with the vendor, not with the 
administrator of the Catholic Institution.  The administrator is responsible for ensuring that the 
vendor completes the screening at the appropriate time.  Administrators must require 
evidence that the background screening has been completed.  Vendors must provide a letter 
stating the date the vendor’s employee was screened as well as a statement indicating the 
date and that the individual has nothing in his or her history that would prevent them from 
working with or near minors.  Vendors may also supply a copy of their employee’s screening 
form from the State of Missouri.  If a vendor does not cooperate in this screening effort, 
another vendor shall be sought.  The Director of the Office of Child and Youth Protection will 
assist the vendor in setting up an account with potential screening providers if necessary. 

Employees of vendors who have contact with minors shall have ongoing evaluations 
conducted by their employers. 

I I .  SAFE ENVIRO NMENT CO MPLIANCE FO R YO UTH 

2.1 Sexual Abuse Prevention Training for Children and Youth – Teaching Touching Safety 
Students in Diocesan day schools and parish schools of religion (grades K-12) receive an age-
appropriate curriculum annually.  The Teaching Touching Safety Program has been approved 
by the Diocese.  The curriculum aims to teach children about healthy and appropriate 
boundaries, how to identify safe adults in whom they can confide, and teaches applicable 
steps they can take if they find themselves in an uncomfortable situation. 

If a parent or guardian has concerns or objections about such material, these are to be 
addressed at the school and/or parish level, as appropriate. 

Child(ren) may be excused from the curriculum at the request of their parent or guardian.  If 
the parent or guardian does request that their child be excused, they will be provided with the 
curriculum to teach at home.  If a parent or guardian declines and chooses not to provide the 
curriculum at home, they will be asked to complete and sign the “opt out” form provided by 
the school or parish school of religion.  The Teaching Touching Safety Program for children and 
youth will be coordinated and taught by a teacher designated by the principal or pastor. 

Note: While the Teaching Touching Safety Program is designed for two lessons per year, the 
Diocese believes the training objectives can be accomplished in one session per year.  The focus 
should be on the training objectives and the lesson plans are suggestions only. 
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2.2 Safe Environment Requirements for Student Employees and Volunteers 
For the purposes of this Policy, students include anyone who has not turned 18 years old 
and/or who has turned 18 years old and is a student in high school. 

2.2.1 Code of Ethical Conduct for Minors Volunteering or Working with Younger Children 
    Young people under the age of 18 (or are 18 and in high school) who volunteer or work 
    with or near minors as part of a high school service project or any other parish program or 
    activity must sign the Code of Ethical Conduct for Minors Volunteering or Working with 
    Younger Children.  Parents or guardians must also sign this form and attest that the young 
    person has nothing in his or her history that would render them not suitable to work with 
    or near minors. 

2.2.2 Minimum Age for Lead Chaperones for Events Involving Minors 
     For purposes of compliance, someone who is 18 years old and out of high school is  
     considered an adult.  However, when someone is serving as the lead chaperone for an 
     event involving minors, he or she must be at least 21 years old, and possess leadership  
     ability as determined by the institution sponsoring the youth event. 

I I I .  SAFE ENVIRO NMENT CO MPLIANCE FO R O TH ERS 

3.1 Safe Environment Requirements for Visiting Clergy, Lay Ministers and Speakers 
Individuals who provide temporary ministry in the Diocese must provide written 
documentation from their home diocese confirming they have met all applicable Safe 
Environment compliance requirements.  

Clergy must provide a letter attesting to suitability for ministry, written by the Ordinary or his 
delegate (according to Art. 13 of the Charter for the Protection of Children and Young People).  
The letter, which must be received prior to the visit, should contain the location of their 
ministry and the date(s) of the visit. 

Lay Ministers and Speakers shall provide a letter outlining their suitability written by either their 
pastor, chancery, or local Safe Environment Director on letterhead and shall include the 
signature of the appropriate authority. The letter, which must be received prior to the visit, shall 
contain the location of their ministry and the date(s) of the visit. If they are not associated with a 
parish, the diocese or other Church organization, references must be checked before the visit. 

IV. MONITO RING SAFE ENVIRONMENT CO MPLIANCE

4.1 Parish Audits and Diocesan Audit 
The Office of Child and Youth Protection as well as independent auditors hired by the USCCB 
will audit parishes and the Diocese respectively on a regular basis to ensure that all 
requirements of the Charter for the Protection of Children and Young People have been met. 
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IV. CO MMU NICATIO N O F REPO RTING INFO RMATIO N

5.1 All Catholic Institutions in the Diocese must make Safe Environment compliance requirements 
and the following information readily available to employees, volunteers, and all other 
individuals.     

MISSOURI DEPARTMENT OF SOCIAL SERVICES CHILD ABUSE AND 
NEGLECT HOTLINE NUMBER 

4 1-800-392-3738 (for Missouri residents) 

4 1-573-751-3448 (for those outside Missouri) 

TO REPORT PA ST OR CUR RENT ALLEGAT ION S OF SEXUAL ABUSE BY A MEMBER OF 

THE CLERGY OR BY LAY EMPLOYEES O R VOL UNTEERS OF THE DIOCESE, CONTACT:  

Mrs. Nancy Hoey, Victim Assistance Coordinator 

(573) 694-3199

reportabuse@diojeffcity.org
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DIOCESE OF JEFFERSON CITY 
PRO CESS FO R ALLEGATIO NS O F SEX U AL ABU SE O F A MINO R 

 
The flow chart below explains the process or allegations of sexual abuse of a minor: 
 
 
 

 
 
 
 
 

Those wishing to make a report of sexual abuse of a minor contact the Victim Assistance 
Coordinator (VAC).  

4 The person will be informed of their right to contact law enforcement 
4 If the person alleged to have been abused is presently a minor, a hotline call will be made to 

the Missouri Children’s Division 
 

The VAC sends the report to the Review Administrator and 
the Chancellor. 
 

The Chancellor informs the Bishop, who consults with his 
advisors and determines whether there is a semblance of truth. 
 

If there is a semblance of truth, the Bishop automatically 
initiates an investigation. 
 

The accused is placed on a 
temporary administrative leave 
 

The findings of the investigation are communicated to the 
Diocesan Review Board. 
 

The Diocesan Review Board makes a recommendation to the 
Bishop. 
 

The Bishop determines whether the accusation is credible. 
 

If credible, the Bishop refers the 
case to the Holy See. 
 

If not credible, the Bishop takes steps to restore the good name of the 
accused, should it have been harmed. 
 


