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SOPC | VOLUNTEER ENGAGEMENT MANUAL

STRENGTHENING OUR PARISH COMMUNITIES (SOPC) was introduced
throughout the Diocese of Calgary in 2010 as a program to focus on the engagement of
volunteers within Diocesan ministries. |t establishes the policies, procedures, and core standards
of care that guide employees and volunteers in ministries that serve vulnerable people (minors
and vulnerable adults). It also establishes guidelines for risk management in areas where
individuals are in positions of “high trust” (i.e.,, access to confidential records, money, or
property). This manual is intended to be used as a resource for those individuals assigned the
responsibility for oversight of volunteers and/or volunteer screening within a Parish, the Catholic
Pastoral Centre or other diocesan program or service.

The goals of the program are:

To ensure that we fulfill our Duty of Care and obligation as a faith community.
To safeguard, in all respects, all of those whom we minister.
To safeguard Diocese financial and physical resources.
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To support the parishes, employees, and volunteers, and preserve their safety, integrity, and
reputation.
1 To provide an opportunity for parishioners to share their gifts through volunteering in
ministries.

These core standards of care apply to all clergy, religious orders of clerics, sisters and brothers,
employees and volunteers working in the parishes, ministries,, and programs of the Diocese of
Calgary. Lay Associations providing ministry within the Diocese to vulnerable people (minors and
vulnerable adults) are required to have a similar program in place or, in its absence, adhere to the
SOPC program of the Diocese.

The standards of care include identifying activities within the Diocese which could put children,
youth or other vulnerable adults at risk of being harmed or put other Diocese resources (i.e.,
financial or physical) at risk. The Diocese of Calgary is committed to ensuring that all positions
are assessed and assigned the appropriate risk level and, that appropriate screening and
management practices are maintained consistently throughout the Diocese.

Acknowledgment

This manual was prepared by the RC Diocese of Calgary (Alberta) to be used in its parishes and
the Pastoral Centre. A portion of this manual is compiled from the Volunteer Screening Program
of the Archdiocese of Toronto and from the Archdiocese of Edmonton. It is to be noted that the
RC Diocese of Calgary and these two Archdioceses; do not share pastoral responsibilities or
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duties and are not legally bound to each other. We wish to thank both the Archdiocese of
Toronto and the Archdiocese of Edmonton, for their excellent work in developing their Volunteer
Screening Program and for allowing us to adapt their well thought out and concise resources for
our Diocese. Acknowledgement and thanks also go out to all those within the RC Diocese of
Calgary for lending their hearts and hands to researching, compiling, revising, reviewing, and
vetting the documents that make up the Volunteer Screening Program for the RC Diocese of
Calgary. The documents in the Strengthening our Parish Communities Volunteer Screening
Policies and Procedures are works in progress and are therefore subject to change.

The policies and procedures described in this manual are also in alignment with the best practices
of Volunteer Canada, Volunteer Alberta, the Canadian Centre for Child Protection and Public
Safety Canada.
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The Church at Work

The Church at work calls clergy and laity to respond actively and cooperatively to the challenges of life in
Christ. In the Dogmatic Constitution of the Church, Lumen Gentium, there is a call to all who are baptized in
Christ to cooperate in the “common understanding with one mind.”

We are committed, as a Christian community, to declaring and safeguarding the dignity of each person. The
Church has consistently affirmed that dignity by recognizing the value and the worth of work. Pope John Paul
Il writes in the Encyclical Laborem Exercens

“Work is a fundamental dimension of human existence on earth...the basis for determining the value of work
is not primarily the work being done but the fact that one doing it is a person. However true it may be that the
human person is...destined for work and called to it, in the first place, work is ‘for persons’ and not ‘persons for
work.”

The Diocese of Calgary, and by extension, its parishes, strives to create and maintain a just work environment
that encourages and supports all its employees in sharing the mission of the Church to grow in awareness of
the presence of the Kingdom of God.

The Diocese of Calgary values the contributions of its employees and volunteers. It is important that we
recognize and appreciate the talents and skills that everyone brings to our workplaces. The Diocese is
committed to providing volunteer opportunities for its parishioners, young and old, whose hearts lead them to
service. The engagement of volunteers should not be viewed as the displacement of paid employees from
their positions but rather, as an extension of the work performed by employees. Volunteers and employees are
considered to be partners in implementing the mission and programs of the Diocese, with each having equal
but complementary roles to play. Employees are encouraged to consider creative ways in which volunteers
might be of service within the Diocese.

Ministering & Volunteering in the Roman Catholic Diocese of
Calgary

Every organization has a responsibility, which is at once moral, spiritual, and legal. This is not only the right
thing to do but it is legally required under the concept of “Duty of Care”. Duty of Care is a legal principle that
identifies the obligations of individuals and organizations to take reasonable measures to care for and protect
those who participate in their programs.

It is impossible to anticipate every ministry or volunteer position needed in parishes and program in the
Diocese. Catholic stewardship must reflect the unique combination of gifts and charisms that makes up a
parish community. As a community, we are individuals made in the image and likeness of God. Therefore, our
communities are patterned after the most Holy Trinity, the ultimate model of belonging and ministry. The U.S.
Bishop’s Pastoral Letter on stewardship states: God wishes human beings to be His collaborators in the work
of creation, redemption, and sanctification (Stewardship: A Disciple’s Response, 25).

In the spirit of stewardship and Strengthening Our Parish Communities, the Diocese provides leadership and
resources to its parishes and programs for collaborative ministries to thrive in vibrant, respectful, and safe
environments.
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Volunteer Engagement - Policies, Procedures and Standards
Manual

This manual has been designed for the use of Pastors, Ministry leaders and those individuals responsible for
volunteer screening in the parishes, the Catholic Pastoral Centre, volunteer committees, parish community
leaders, volunteers, parishioners, participants, clients, and all members of the various Parish communities of
the Diocese of Calgary. It contains volunteer policies developed with a view to creating safe and caring
environments for all who are serving and those being served in the Diocese. The resources provide step-by-
step instructions for assessing volunteer/ministry positions and for conducting appropriate screening
procedures. The appendices provide all related policies, forms, and templates for the variety of documents
required for screening volunteers.

Those who are responsible for volunteer engagement as well as those who plan and organize activities and
events involving minors and/or vulnerable adults need to familiarize themselves with those policies,
procedures and standards that apply to their role and ministry.

The policies in this manual apply to all volunteers within the Diocese of Calgary in a parish, the Catholic
Pastoral Centre and other diocesan program or service (i.e., Elizabeth House, etc.). When a policy applies to a
specific group of volunteers this will be noted within the ‘scope’ of the policy. Unless otherwise stated, the
policy applies to all volunteers.

However, no policy manual can anticipate every circumstance or every question about policy and/or
procedure. Questions about any aspect of this manual can be raised with the parish Pastor, individual
responsible for volunteer screening, or the Human Resources Office at humanresources@calgarydiocese.ca.

The Diocese, at its own discretion may determine, alter, or modify policies, procedures, benefits, or other
statements made in the manual. Notice of changes will be provided through email and the latest version,
including updates, will be made available to all employees
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Glossary

Clergy - priests and deacons.
Diocese - refers to the Roman Catholic Diocese of Calgary.

Duty of Care - is the Diocese obligation to take reasonable measures to care for and protect employees,
clients, participants, volunteers and the Diocese to an appropriate standard. The appropriate standard of care
is dependent on the situation and assessed risk to vulnerable people.

Employee - refers to individuals within the Diocese of Calgary who receive remuneration for their work.

Guideline - a statement by which to determine a course of action. A guideline aims to streamline particular
processes according to a set routine or sound practice.

Minor - individual under the age of 18

Personnel - refers to any individual, paid or unpaid, working within the Diocese of Calgary including
employees, volunteers, and clergy

Policy —is a statement of intent and is implemented as a procedure or protocol. Policies are promulgated by
the Bishop of the Diocese and adherence to policy is mandatory.

Position of Trust/Authority - is someone who has:
1 Asignificant degree of authority or decision-making power over a vulnerable adult; and/or
1 Unsupervised access to a vulnerable adult and their property; and/or
1 The ability to develop a close, personal relationship with a vulnerable adult; and/or
1 Access to financial records; confidential information involving the Diocese, employees, volunteers or
parishioners; money or Diocesan property.

Procedure - refers to an established way of doing something based on best practice.
Standard - refers to a minimum level of quality or attainment that is considered acceptable.

Standard of Care - refers to the watchfulness, attention, caution, and prudence that a reasonable person in the
circumstances would exercise. If a person’s actions do not meet this standard of care, then his/her acts fail to
meet the duty of care which all people (supposedly) have towards others. Failure to meet the standard is
negligence, and any damages, resulting therefrom may be claimed in a lawsuit by the injured party. (The Free
Dictionary. Retrieved from https://legal-dictionary.thefreedictionary.com).

Volunteer - refers to anyone who without compensation or expectation of compensation performs a task at
the direction of and on behalf of the Diocese.

Volunteer Screening Coordinator — individual assigned responsibility within a Parish or the Pastoral Centre for
screening volunteers as required under the Strengthening Our Parish Communities (SOPC) program.

Vulnerable Adult - those who are not able to defend themselves, protect themselves, or get help for
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themselves when injured or emotionally abused. A person may be vulnerable because of a physical condition
orillness, such as weakness in an older adult or physical disability, or a mental or emotional condition.

Youth - Individual between the ages of 15 and 18
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Volunteer Engagement | Policy #810-050

Volunteer Screening

Scope

All parishes, ministries and programs of the Diocese of Calgary that engage volunteers within ministry
programs.

Policy

The Ten (10) Step Volunteer Screening process and procedure must be followed by all parishes, ministries and
programs within the Diocese of Calgary when recruiting to fill volunteer roles and screening potential
volunteer candidates. The success of the program requires due diligence by everyone responsible for
volunteers whether in a parish or at the Pastoral Centre. Consistency in messaging regarding the importance
of the program is paramount to its success as is consistency in completing the steps with every volunteer.

Purpose

Screening practices are ongoing and go beyond the selection process. Screening promotes better volunteer
matching, improved quality and safety of programs and reduced risks and liabilities. The process ensures that
volunteer involvement is meeting the needs of the ministry and/or program, as well as the population served
and the volunteers themselves. In addition, these screening practices play a role in fulfilling the Diocese moral,
legal and ethical responsibilities to the people it serves. This includes parishioners, clients, participants, staff,
and volunteers. This obligation is even greater when serving vulnerable people, including children, youth,
people with disabilities and senior adults.

Procedure
STEP 1 - Risk Assessment of Ministry Positions

An assessment of all ministry positions will be completed to determine the level of risk and/or trust associated
with the role. This information will dictate the degree of screening required of every individual who serves in
therole.

When there is doubt as to the degree of risk, the position will be assessed at the highest level.

In cases where the risks cannot be mitigated by appropriate screening, commitment to the Code of Pastoral
Conduct and Accountability for Volunteers, change in the physical facilities or other prevention method (i.e.,
Two Adult Rule), the activity that the position is being assessed for must be stopped until a full evaluation is
completed in consultation with the Human Resources Office.
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Process:
Positions will be assessed using the Risk Assessment Matrix. The matrix takes into consideration the following:

1. The Participant - the vulnerability of the person(s) served. Young children, at risk teens, the
physically, socially, or psychologically challenged, and vulnerable adults (elderly and adults with
disabilities) are the most vulnerable.

Factors about the participants to consider are: age, emotional distress, level of maturity, history of
abuse, language and communication skills, physical or mental disability, and dependency on others.

2. The Setting - this is the environment in which the activity and/or interaction with others occurs.
Questions to ask include:
1 Where will the activity take place (i.e., open space, high visibility, closed door meeting
space)?

bl Does the position work in an isolated location?

1 Does the position have any unsupervised contact with a vulnerable adult or limited
supervision?

bl Who else might have access to a vulnerable adult while with this volunteer?

1 Does the position involve transportation of vulnerable people/person?

3. The Nature of the Activity - factors to consider include the following:
1 The amount of physical contact the volunteer will have with vulnerable people
1 How much interaction will the volunteer have with a vulnerable adult (limited, constant, one-
on-one)?
1 Istheactivity conducted in a large group setting?
1 Does the role engage in overnight activities (i.e., retreats, camps)?
1 Does the role involve physical contact with vulnerable people (i.e., changing diapers,
toileting of young children, lifting, touching)?
Does it involve helping participants change clothes, bathe, or move around?
Does the position involve access to confidential information regarding program participants,
parishioners, the parish, or the Diocese?
1 Does the position involve handling or managing money or funds, have access to
parish/Diocese finances, or donations?
1 Does the position have access to parish facilities or property (i.e., keys, computers)?

E R |

4. The Level of Supervision - this refers to the amount of supervision that the volunteer receives in the
role.
1 Do they have limited or no supervision by another volunteer or staff member?
1 Arethe activities in a location where activities are not observed or monitored?
1 Isfeedback provided to the volunteer on a regular basis?
1 Does the volunteer have access to a supervisor when needed?

5. Nature of the Relationship - refers to the “perceived authority” of the volunteer delivering the service.
The frequency and intimacy of encounters is very important when determining the level of risk or
trust associated with the role.

1 Istherelationship between the volunteer and the participant casual, non-intimate, occurring
in brief interactions or over short periods of time?
1 Isthe volunteer in a position to exert influence over a vulnerable adult or any other volunteer
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or member of staff?
1 Does the position have the ability to develop a close, personal relationship with a vulnerable
adult?

STEP 2 — Development of Position Descriptions

Position descriptions will be developed for all volunteer roles within the Diocese with a copy being provided to
volunteers on their first day. The position description will include the primary duties and responsibilities of the
role as well as the skills, knowledge, education, and experience required to be successful in the role. Clearly
defined duties and responsibilities allow supervisors to hold their volunteers accountable for their
performance.

In addition, each description will also include the level of risk assigned to the role based on the completed Risk
Assessment (low-high) and the corresponding volunteer screening requirements specific to the role.

The Diocese has developed generic position descriptions for common volunteer roles. This position
descriptions can be accessed through our website: https://www.catholicyyc.ca/volunteerscreening.html.

Process:
1 Determine volunteer positions required for each ministry.

1 Volunteers who have not reached the age of 18 must have the written consent of a parent or guardian
prior to volunteering. The volunteer services of a minor should be performed in a non-hazardous
environment.
Review existing Diocese volunteer position descriptions (located on Diocese website)
Create a position description for any roles that are unique using the standard Diocese template.
A Be specific about duties associated with the position, including key responsibilities and
performance criteria.
A Determine specific qualifications potential volunteers must possess if they wish to work with
vulnerable people:
V Knowing how to interact with children in a healthy way
V Demonstrated skills working with children
V Values, attitudes, and beliefs towards working with children that are in line with
Catholic beliefs and teachings
V Demonstrated knowledge of appropriate and inappropriate behaviour between adults
and children.
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STEP 3 - Establish a Recruitment Process

Everyone who applies for a volunteer position in a high risk ministry must be interviewed for the role either by
the volunteer screening coordinator or other designate (i.e., ministry coordinator). When the position is to be
supervised by someone other than the volunteer screening coordinator, that individual should be involved in
the interview.

Those within the Diocese responsible for recruiting and placing volunteers into roles will select the most
suitable candidate based on the requirements of the role and will not discriminate against any applicant
pursuant to the provisions of the Alberta Human Rights Act. However, for certain positions, the Diocese has
the right to accept only those volunteers who are practicing Catholics and who live in accordance with the
teachings of the Catholic Church.
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Process:

1 Create a brief posting for the role defining the position, its duties, and responsibilities. The position
description must also include the skills, qualities, and education required as well as the time
commitment. This information should be taken from the Position Description. Post the available
position in weekly bulletins and on parish/Diocese websites, giving enough time for all qualified
individuals to apply for the opportunity (i.e., minimum one week).

STEP 4 - Candidate Documents

All candidates wishing to volunteer within the Diocese, regardless of the role, must complete the following
documents as part of the application process:
1. Volunteer Information Form. Those considering positions assessed as high risk must also include
references on their form.
2. Agreement: Code of Pastoral Conduct and Accountability for Volunteers (2 page document if low risk
Ministry)
3. Code of Conduct and Accountability for Youth Working with Younger Children (if applicable)

STEP 5 - Interviewing Potential Candidates

An interview provides an opportunity to talk with candidates about their skills, interests, qualifications, and
personal goals and assists with determining if there is a potential match to the available role. In considering a
volunteer for a position, attention shall be paid to the interests and capabilities of the volunteer and to the
requirements of the volunteer position. No placement shall be made unless suitability is established from the
point of view of the volunteer as well as the requirements of the role. No volunteer should be assigned to a
‘make-work’ position and no position should be given to an unqualified or uninterested volunteer.

Process:

1 Prepare a standard set of interview questions for each role

1 Candidates being considered for high risk ministry positions must be interviewed by two
representatives of the Parish/Diocese (i.e., Pastor and volunteer screening coordinator, ministry
coordinator and volunteer screening coordinator)
Establish a comfortable environment to meet with the candidates
Explain the interview and selection process
Describe the position or assignment based on the position description
Outline the screening process
Document each candidates’ response to the interview questions
The interviewer must assess the reasons when turning down a candidate when it is clear they are not
appropriate for a specific role. If an applicant must be turned down, be clear about the reasons behind
the decision. Consider if there is another volunteer opportunity available that they are better suited
for. Make sure that there is a number of low risk ministry positions available for volunteers who are not
qualified for high risk roles.
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STEP 6 — Check References

References must be checked for all volunteers applying for roles that are considered high risk or assigned a
high level of trust due to the nature of the responsibilities (i.e., engaging with vulnerable adults or having
access to confidential information, financial records, or diocesan property). All reference checks must be
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conducted in accordance with the requirements of the position or assignment and in compliance with relevant
legislation including human rights, protection of privacy, and access to information.

Process:

1 References provided by candidates should have direct knowledge of their performance in the area that
they are applying to volunteer. For example, an individual applying to work with children must provide
references who can confirm how they relate to children because they have either worked with them in
that environment or observed them engaging with children.

Confirm with the candidate those references that you will be contacting.

Three reference checks must be conducted for positions assessed as high risk.

The Diocese Reference Check Questionnaire should be used when confirming the suitability of the

candidate for the ministry position.

1 If you are unable to obtain references, contact the candidate and ask them to provide substitute
references.

= =4 =4

STEP 7 —Police Information Check (PIC), Vulnerable Sector Police Information Checks (VSPIC) and
Intervention Record Checks (IRC)

Only those positions assessed as high risk or having a high level of trust associated with them require a police
record check to help assess the suitability of the applicant for the role.

Police Information Check (PIC) - required if a volunteer will be working in a position of trust but is not solely
responsible for the well-being of vulnerable adults. A volunteer role like this does not necessitate a Vulnerable
Sector Police Information Check, but for other risk considerations (i.e., access to financial information,
property, cash) it is necessary to conduct one. Police Information Checks include existing criminal convictions,
upcoming criminal court appearances, and a scan of the local police records in the jurisdiction in which the
applicant resides. They may also include information on alleged crimes in which the person was not charged or
convicted.

Vulnerable Sector Police Information Check (VSPIC) - required as part of a Police Information Check
when a volunteer is responsible for the well-being of children under the age of 18, elderly persons over the age
of 65, or people with physical or mental disability (whether temporary or permanent). A VSPIC is also required
for volunteers in a position with a significant degree of trust or authority and with unsupervised access to
vulnerable adults.

Intervention Record Check (IRC) - required for overnight activities (i.e., retreats, camps) involving minors or
vulnerable adults. An IRC must be completed on every person aged 18 or older who will be staying overnight
during the activity. The IRC determines if an applicant has caused a child to need intervention by Child
Intervention Services.

A Vulnerable Sector Police Information Check determines if an applicant is a pardoned sex offender, and it
also includes a scan of local and national police databases to ensure that the applicant in no way presents a
threat to any vulnerable adult.

Process:
1 Requests for a candidate to provide a Police Information Check (PIC or VSPIC) should only be made
when they are the final candidate for the volunteer role.
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1 Application process:

0 Volunteers residing in Calgary may apply through the City of Calgary Police Services online
ePIC system.

0 Other cities (i.e., Lethbridge and Medicine Hat) will have their own process for application

0 Rural parishes — volunteers can obtain their police check through the local RCMP detachment

1 A volunteer letter must be provided to the individual as it will inform Police Services as to the type of

Police Information Check required (PIC or VSPIC). The letter must include the following information:
0 Volunteer name;
0 Full name and person requiring the check, parish name, address and phone number;
0 Position that the volunteer will hold and ministry, if applicable; and
0 Verification that the applicant is volunteering and will not receive any remuneration or
consideration for their work if the position is not a paid position
0 For positions requiring a VSPIC - the following must also be provided:

A Which of vulnerable children and/or adults the applicant will be working with
explaining why these people are classified as Vulnerable Sector and how the applicant
has authority over them.

1 The original Police Information Check must be presented to the Parish/Diocese and a record kept in
Parish Friendly Solutions. The date on the letter should be used as the ‘Clearance’ date and the ‘Expiry’
date added into the record (5 years from the clearance date).

1 The Police Information Check must be obtained prior to the individual starting their volunteer role as
these positions are considered high risk/high trust. We must always do our due diligence to mitigate
any risks to vulnerable individuals (minors and vulnerable adults) as well as church resources and
property.

1 Acurrent and original Police Information Check must be provided by individuals in high risk/high trust
positions every 5 years.

1 When a volunteer moves from a position of low risk to one of high risk, they must obtain the required
Police Information Check before engaging in their new role.

1 Copies of Police Information Checks and/or the information on them must not be shared with other
parishes or organizations without the written consent of the volunteer, with the exception of the
Human Resources Office.

1 Theinformation shared in a Police Information Check is highly sensitive and must be treated with due
care in order to protect the privacy and rights of people who volunteer. They should only be reviewed
by the Pastor, Volunteer Screening Coordinator and/or the Human Resources Office.

WHAT TO DO WHEN A PIC INDICATES CONVICTIONS/CHARGES/FURTHER ACTION REQUIRED

1 Occasionally an individual will receive a letter to “attend” from police services. In this case, the
individual is required to make an appointment with police services. This request can be due to a
variety of reasons (i.e., another person with the same name).

1 The Pastor, Volunteer Screening Coordinator or Human Resources representative will speak with
the person about the issue and have them attend their local Police Services for further screening
and await receipt of the report in order to be placed in their high risk ministry. The individual is
under no obligation to provide information if the follow-up request was due to a
conviction/charge. However, if they do not or are unwilling to undergo additional screening or
provide the Diocese with information on the nature of the conviction/charge their application to
volunteer cannot be considered further.

1 Ifthe second report comes back Negative the individual continues in the screening process. If
the report comes back Positive the Pastor, in consultation with the Human Resource Office, will
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determine whether or not the conviction/charge is relevant to the position to which they are
applying to volunteer. The decision will be based on the following:

0 The character and degree of vulnerability of the participant group served and the duty of
care to the participants, volunteers, staff, community, and the Diocese

0 Therelevant ethical, spiritual, and legal issues and principles involved

0 The potential risks involved in the ministry position that the person wishes to do, based on
the nature of the ministry, its activities, the setting, and the way in which it is supervised;
and

0 The nature of the conviction if there is one and its impact on the parish ministry applied
for.

1 The final decision will be one of the following:

0 The nature of the conviction/charge is such that the individual cannot volunteer in that
particular position;

0 Theinformation may prove to be entirely irrelevant to the ministry position; or

0 The volunteer will have a six-month probationary period with close supervision and
documented evaluations throughout the probationary period.

1 The cost for volunteers to obtain their VSPIC is to be reimbursed by the Parish/Diocese.
0 Processin parishes:

1 Parish reimburses the volunteer when they submit their original receipt
1 Twice per year (June and December), parishes can submit an invoice to Human
Resources to recover the cost of reimbursing their volunteers.

STEP 8 — Orientation and Training Procedures

In fairness to volunteers, it is essential that orientation and training be provided to ensure that they are able to
perform his/her ministry effectively. This will give confidence to the person undertaking the task and maintain
a high level of service to the community.

The individual responsible for orienting and training each volunteer may be different depending on the
volunteer role and ministry in which they will be serving. It is important that the individual responsible for
supervising the volunteer be involved in their training.

1.  Orientation of Volunteers

All volunteers must be provided with an onboarding package. The package should be reviewed
with the new volunteer prior to them starting in their role and include the following:

A Position Description for their Role

Code of Pastoral Conduct and Accountability for Volunteers

Volunteer Agreement

Confidentiality Agreement for Volunteers (depending on risk level)

Praesidium Academy Information Guide (depending on risk level)

> > > > >

Volunteers in ministries involving minors and/or vulnerable adults will also receive:
A Working with Minors and Vulnerable Adults: Standards & Boundaries
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Whenever a volunteer changes their role or assumes additional roles they should be provided
with an orientation and training on their new role. Especially in the case where a volunteer
moves from a low risk role to one that is considered high risk as the requirements for the role will
be different. They must complete the screening requirements assessed for the new role prior to
starting in it. Even if they have been volunteering in the parish, they are required to complete
the screening process. This includes:

i Interviewing for the new role

1 Conducting reference checks if moving from a low risk role to one considered high risk;

1  Obtaining a PIC or VSPIC if the new role has been assessed as high risk/high trust

2. Training Volunteers

Training must be provided for all volunteer positions to ensure that volunteers are capable of
performing the requirements of their role and to be sure that they have been given every
opportunity to feel informed. Training should be done before the person starts and whenever
there are any changes in the ministry. Training provides an opportunity to reinforce the Diocese
mission, goals and inspire volunteers to help achieve them. Other benefits:

1 Helps new volunteers get to know the people, the program, and the job quickly and
efficiently.

1 Establishes that there is a minimum competency that all volunteers are expected
to obtain.

1 Training teaches them skills that may be helpful to them elsewhere and may help
them get a paying job in some cases.

1  Training publicly acknowledges a necessary level of proficiency. By training, you
are making the statement that the Diocese is professional and capable of doing
important work and doing it well.

T Canbeusedto “weed out” those volunteers who aren’t prepared to make the
commitment necessary to ensure that your program is a success.

There are two components to volunteer training.
1. Praesidium’s Sexual Abuse Prevention training

These online training modules are offered through Praesidium Academy. All high risk
volunteers are required to complete the following four modules within thirty (30) days
of starting their new role.

1 Meet Sam

1 It Happened To Me

1 Keeping Your Church Safe

1 Your Policies

Low risk volunteers are required to complete the 4 modules listed above or Praesidium
C.AS.E. program (Creating a Safe Environment) within 1 year of ministry. The CA.S.E
training will occur multiple times in a year. Only trained personnel (determined by the
Diocese) will facilitate the C.A.S.E. program.

1 Volunteers who will be engaging with children under the age of 18 are required to
complete three additional modules:
1 Duty to Report Mandated Report
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1 Bullying

1 Social Media
Volunteers engaging with vulnerable adults are required to complete two additional
modules:

1 Preventing Elder Abuse and Neglect

1 Preventing Abuse Against Adults with Disabilities
Volunteers participating in overnight activities (i.e., retreats, camps) involving minors
and/or vulnerable adults must complete: Keeping Your Camp Safe
Volunteers participating in Day Camps must complete: Keeping Your Day Camp Safe
All volunteers are required to complete the Abuse Prevention Refresher module or an
equivalent Praesidium course (as determined by the Diocese) every 2 years.

Role specific training

Volunteers appreciate the time and effort that goes into an organized and effective
training experience. Training on their specific role not only helps to prepare them for
their job responsibilities but also makes them feel valued. A great training experience
is created by proactively sharing information that will help the volunteer be successful.
Consider using one of the two training methods:

9 Buddy System — the volunteer works with an experienced person at first. The
experienced person answers questions and makes suggestions as the new
volunteer performs their tasks.

1 Shadowing - the volunteer watches as the experienced person performs the
tasks assigned to the role.

Either method is appropriate for training volunteers. The decision of which to use
should be based on the complexity of the role, skills, and knowledge that the volunteer
brings to the role and, skills of the individual providing the training.

Additional training and educational opportunities should be made available to
volunteers. They should be encouraged to attend any diocesan offered workshops or
training relevant to their volunteer role.

STEP 9 - Supervision and Evaluation

Although volunteers are not paid for their contributions, we must invest time and other resources towards
what they do to ensure that they are effective in their contribution to our programs and that they are
motivated and feel like they are contributing in a meaningful way.

1

Each volunteer who is accepted to a position must have a clearly identified supervisor who is
responsible for direct management of that volunteer.

This supervisor will be responsible for day-to-day management and guidance of the work of the
volunteer and will be available to the volunteer for consultation and assistance.

A volunteer may act as a supervisor of other volunteers, provided that the supervising volunteer is
under the direct supervision of a paid staff member.
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Supervision is about forming and maintaining relationships. This includes training, coaching, and providing
feedback. Those relationships can be characterized by mutual trust, respect and recognition of competency
and professionalism. Supervising your volunteers includes the following:

1 Honesty - providing your volunteers with clear expectations of their role from the beginning.
Provide honest, fair feedback including things they do well and areas they can improve.
Address any problematic issues with open discussion. Be authentic and candid in your
communications and provide explanations. In the words of Brene Brown, “Clear is Kind”.

1  Forward-thinking — making sure volunteers understand the Diocese mission, vision, and
values from the outset. Explain where you want the program to go, and the role volunteers
play to get there. Continually observe the unique skills each volunteer brings to the program
and think about how you can offer them their next goal.

1  Collaboration — promoting collaboration between and with your volunteers. Coach them
when needed. Delegate responsibilities when you can and promote buy-in by sharing the
decision-making on changes that might affect them.

1 Inspiring — modeling the behaviours you want to see in your volunteers. Make sure your
actions match the steps to accomplish your vision. Set goals with your volunteers and plan
to get them there. Make them true contributors to the success of the program.

What is involved in Supervision

This involves a more “senior or experienced” person in the ministry spending time with the volunteer as they
are doing their ministry and observing their interactions with others.

The nature of supervision will be more intensive with high risk ministries involving vulnerable adults. It is our
responsibility to ensure that volunteers are not left alone in situations that could compromise their integrity. It
is appropriate and necessary for the ministry supervisor to conduct random spot checks by visiting the location
where volunteers and participants spend time together.

It should be made clear when a volunteer joins a ministry that supervision in the form of visits and spot checks
will be conducted.

Reviews

Performance reviews provides volunteers an opportunity to give feedback regarding the program they are
involved with and receive feedback on their contribution to ministry. They are also one component of a strong
screening process. These get-togethers should be a more informal, friendly, and positive experience for the
volunteer. This is an opportunity for you to invest in them by discussing their service and the areas of ministry
they are passionate about. Consider reviewing high risk volunteer positions 2-3 times per year.

Procedure:

1. Supervisor provides the volunteer with a copy of the Volunteer Self Review form and requests that
they complete it within a specified period of time (typically one week is sufficient). If you give the
volunteer too long, it tends to get lost in the day-to-day tasks.

2. Once completed, the volunteer will provide the supervisor with a copy of the Self-Review as it will

form the basis of the discussion with their supervisor.

The supervisor completes the section of the Self Review form designated for them.

A meeting time will be scheduled with the volunteer to discuss areas of success and challenges.
5. Both the volunteer and supervisor sign the form and provide it to the individual responsible for

Hw
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maintaining volunteer files.

6. There are times when it becomes apparent that the volunteer is not an appropriate fit for the role, and
they may need to be asked to step-down. This should be handled with sensitivity and awareness that
the volunteer entered into their role with the best of intentions. If possible, place the volunteer in a
role that they are better suited for.

STEP 10 - Participant/Client Follow-Up Report

Itis important that volunteers are aware of any follow-up that is conducted with program or event participants
receiving their services as part of the Diocese risk management procedures. Regular contact can be an
effective safeguard against potential harm and inappropriate behaviour towards vulnerable adults.
Conducting random surveys throughout the program year provides the opportunity to stop inappropriate
behaviour quickly. Surveys also provide valuable information on the effectiveness of the program or event as
well as whether the program is meeting participants needs and expectations.

For each ministry program or event, it should be determined who will be responsible for requesting program
participants complete a Follow-up Survey. That individual will send the survey out to participants and receive
the completed forms. They will also be responsible for collating the information in such a way that it is
impossible to connect the feedback to the individual participant. Ensuring that the individual responses are
held in the strictest of confidence is important to securing honest feedback.

Related Policies & Applicable Documents:
i Human Resources - Strengthening Our Parish Communities Policy #810-034; HR Policies, Procedures
and Guidelines Manual
Risk Assessment Checklist
Ministry Risk Levels (Diocesan Assessment)
Position Description Template
Volunteer Information Form
Code of Pastoral Conduct & Accountability for Volunteers
Code of Conduct for Youth Working with Younger Children
Interview Questionnaire (High Risk)
Reference Check Questionnaire
Letter Requesting PIC or VSPIC Template
Orientation Checklist (Low Risk, High Risk)
Volunteer Agreement
Confidentiality Agreement
Working with Minors and Vulnerable Adults: Boundaries and Standards
Praesidium Academy Information Guide
Volunteer Self-Review
Participant Follow-Up Survey
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Volunteer Engagement | Policy #810-051

Code of Conduct and Accountability for Youth
Working with Younger Children

Scope

Volunteers who are under the age of 18 working with younger children.

Policy

Volunteers under the age of 18 who work in ministries providing service to children younger than themselves
must review and agree to adhere to the Code of Conduct and Accountability for Youth Working with Younger
Children.

Purpose

To ensure that volunteers who are themselves considered ‘minors’ (17 years of age and younger) are aware of
the responsibilities and conduct expected of them when engaging with younger children.

Procedure

1 A copy of the Code of Conduct and Accountability for Youth Working with Younger Children must be
given to the youth volunteer candidate as part of the screening process.

1 The volunteer candidates’ parent/guardian is required to review the Code of Conduct and
Accountability for Youth Working with Younger Children with the candidate and are required to sign the
document along with the candidate.

1 The original copy of the document is to be kept in the volunteers file with a copy being provided to the
youth volunteer.

Related Policies & Applicable Documents:
1 Code of Conduct and Accountability for Youth Working with Younger Children
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Volunteer Engagement | Policy #810-052

Roles & Responsibilities

Scope

Volunteers, representatives from the Human Resources office, parish and ministry representatives who
engage with volunteers.

Policy

Volunteers, as well as individuals who engage with volunteers, are expected to observe all policies, procedures
and standards that apply to volunteer engagement in the Diocese and know the responsibilities assigned to
their level of engagement.

Purpose

Written roles and responsibilities help clearly define the level of accountability for each position participating
in the volunteer program.

Responsibilities:

Human Resources Office
1 Maintains oversight for the Volunteer Engagement and Strengthening our Parish Communities
(SOPC) programs including responsibility for:

0 Policy development and implementation

0 Partnering with staff and supervisors to resolve conflict or performance issues with volunteers

0 Partnering with parish staff and ministry leads to ensure that screening requirements are
complete

0 Providing clarification on screening requirements when needed

0 Advising external organizations and lay associations of screening requirements for their
activities and events

Parish or Ministry
1 Responsible for implementing the 10-Step volunteer screening program
1 Ensuring that all volunteers are screened according to established policies and procedures
1 Retaining all volunteer records in a secure location and locked filing cabinet
1 Providing a meaningful orientation for all volunteers that includes a review of policies, procedures, and
guidelines
1 Providing the Diocese with volunteer screening records if requested
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Volunteers have the right to:
1 Workin a safe and healthy workplace, to know about unsafe work and to refuse unsafe work
1 A supportive environment in which to work and contribute

1 Have their say about their work and ideas regarding their role or the program in which they are
volunteering

1 Provide feedback and receive feedback when requested and at regular intervals
1 Ask for and receive support from their supervisor when required
Volunteers have the responsibility to:

9 Actresponsibly and with integrity

9 Fulfill the duties of the role as defined in the position description, efficiently and effectively

1 Respectall policies in place and adhere to the Code of Pastoral Conduct & Accountability for
Volunteers
Notify their supervisor if they are unable to fulfill their duties or will miss a scheduled shift
Make recommendations and suggestions for change in the program which they volunteer
Provide the applicable screening documentation (i.e., Police Information Check) and complete all
applicable training assigned to their volunteer role (i.e., Sexual Abuse Prevention)

= =4 =
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Volunteer Engagement | Policy #810-053

Volunteer Records

Scope

Individuals who are responsible for volunteer screening within the Diocese.

Policy

Volunteer records are highly confidential and are to be kept in a secure, locked filing cabinet with access

restricted to the individual responsible for volunteer screening and that individuals’ direct supervisor and/or
the Human Resources Office.

Purpose

This policy provides guidelines for the management and disposition of Volunteer Records that are created
during the course of volunteer activities, whether paper or electronic.

Procedure

1.

The individual responsible for volunteer screening will ensure all of the required documents are
gathered once the screening process is complete and set-up an individual file for the volunteer.
Information regarding the volunteer should be held in the ‘active’ volunteer files until that individual is
no longer active. The file will then be moved to the ‘inactive’ volunteer files area.

If a volunteer application is declined, the volunteer documents submitted will be filed in a separate
area designated for ‘rejected or declined’ volunteer applications with notes indicating why the decision
was made to not accept the individual in the role which they applied.

Volunteer files should be kept for six years after the volunteer is no longer involved. At the end of that
time, the record must be destroyed (i.e., shredded).

If a Volunteer is moving to a different parish, they can request their volunteer documents from their
former parish (including copies of Police Information Checks) be shared with the new parish.

Guidelines

1

1

There should be three sections of volunteer files:

o] Active Volunteers

o] Inactive Volunteers

0 Rejected or declined volunteers
Volunteer files will include the following:

o] Volunteer Information Form
Volunteer Checklist (Low or High Risk)
Reference Checks (if applicable)
Volunteer Agreement

(0]
(0]
(0)
0 Confidentiality Agreement
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o] Agreement to Code of Pastoral Conduct & Accountability

o] Police Information Check or Vulnerable Sector Police Information Check (if
applicable)

o] Intervention Record Check (if applicable)

0 Training Records

1

Applicants may have access only to materials that they have completed during the application
process. Do not share information provided by others with the applicant (i.e., reference checks,
interview notes, notes regarding the background check, etc.).
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Volunteer Engagement | Policy #810-054

Volunteer Expenses

Scope

Individuals volunteering within the Diocese.

Policy

Volunteers may be eligible for reimbursement of pre-approved, actual out-of-pocket, expenses incurred while

engaging in volunteer service for the Diocese.

Purpose

To ensure that volunteers are aware of reimbursement entitlements based on the work of their volunteer role.

The policy establishes procedures for reimbursement of expenses incurred by volunteers that have been pre-

approved by their direct supervisor.

Procedure
1 Prior to incurring any expense, the volunteer must obtain approval for reimbursement from their direct
supervisor.
1 Toreceive reimbursement, the volunteer must submit a Cheque Request (Volunteer Expense Claim)
along with the original receipt(s) to their direct supervisor for approval.
1 Reimbursement should be made as soon as possible to the volunteer.
1 A volunteer who is required to use their own car may be eligible for reimbursement of their mileage at

the current rate established by the Diocesan Finance & Administration Office. A Mileage Claim form
must be completed and submitted to the volunteers’ supervisor for approval prior to reimbursement.

Related Policies & Applicable Documents:

1
)l

Mileage Claim
Volunteer Expense Claim
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Volunteer Engagement | Policy #810-055

Employees as Volunteers

Scope

Allindividuals considered ‘employees’ of the Diocese whether they work within a parish, at the Pastoral Centre
or other diocesan sponsored program for which they are paid.

Policy

The Diocese encourages employees to volunteer within the parishes or with diocesan programs. However, the
employee, in their volunteer capacity, can not assume responsibilities or tasks that are “the same as, similar, or
related to” their normal job duties for which they are paid. In addition, volunteer services cannot be provided
by the employee during the employee’s normal working hours, even if the duties being performed are
dissimilar from the employee’s regular job duties.

Purpose

This policy provides guidelines for when employees volunteer within the Diocese.

Procedure

1 Theonusis on the parish/Diocese to make sure the role available meets the criteria to be considered a
volunteer position and cannot be misconstrued as an employee position.
0 A volunteer agreement that clearly indicates that the work being done is
unpaid needs to be signed by the employee prior to them starting in their volunteer

role.

o] The volunteer should have flexibility in scheduling days and hours worked (although
reasonable to establish shared expectations)

o] The role should not be given critical tasks that would otherwise be done by an
employee

1 When family members of an employee are enrolled as volunteers, caution must be taken if placing
them within the same area or under the direct supervision of the employee.
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Volunteer Engagement | Policy #810-056

Volunteer Discipline and Dismissal

Scope

All volunteers within the Diocese of Calgary.

Policy

Volunteers who do not adhere to the rules and procedures of the Diocese or who fail to satisfactorily perform
their volunteer assignment are subject to corrective action and dismissal depending on the nature of the
incident. No volunteer shall be terminated until the volunteer has had an opportunity to discuss the reasons
for possible dismissal with their direct supervisor and/or the Human Resources Office.

Purpose

To ensure that corrective action taken with volunteers and dismissal of volunteers is fair, equitable and
reasonable based on the procedures outlined in this policy and the expectations, responsibilities, and
consequences of volunteer actions.

Guidelines
1 The following are considered grounds for immediate dismissal:
0 lllegal, violent and/or unsafe acts
0 Theft of property or misuse of volunteer funds, equipment, program participant or parishioner
information or materials

0 Beingunder the influence of alcohol or drugs while performing volunteer duties

0 Any action or behaviour that causes harm to a program participant, parishioner, or employee
of the Diocese

0 Disclosure of confidential information

o Convictions of a criminal offence that undermines a person’s suitability for volunteering

0 Provision of false information relevant to a person’s volunteering position

0 Use of abusive or offensive language or behaviour

0 Failure to abide by policies and procedures
1 Inappropriate situations, corrective action may be taken following an evaluation. Examples of
corrective action may include the requirement of additional training, re-assignment of a volunteer to a
new position that is considered more appropriate, suspension of their volunteer duties, or dismissal
from volunteer service depending on the situation.
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Procedure

1 Formal Verbal Warning
0 Givenif, despite informal discussions or training, the conduct or performance still does not
meet acceptable standards.
0 The warning must address the following:
A Action or behaviour that is not meeting standards
A Expectations of the volunteer and actions that must be taken in order to meet those
expectations
A Timeframe in which expectations must be met
0 A brief note of the warning should be kept with a copy being provided to the Human
Resources Office.
1 Written Warning
0 Ifthereis noimprovement in standards within the prescribed time, or if a further offence
occurs, the volunteer should receive a letter from their supervisor inviting them to attend a
further disciplinary meeting.
0 Where a written warning is to be given, the Human Resources Office will work with the
Supervisor to write the warning.
1 Final Written Warning
0 Ifthe conduct or performance still remains unsatisfactory, or if the misconduct is sufficiently
serious to warrant only one written warning, a further disciplinary meeting (where a
representative from the Human Resources Office will be present) should be called.
0 If this meeting establishes that there has been a failure to improve or change behaviour, a final
written warning will be given to the volunteer.
9 Dismissal
0 If the volunteer’s conduct or performance still fails to improve after appropriate timelines have
been established and not met, or if further serious misconduct occurs, the final stage in the
disciplinary process may be instituted and the volunteer dismissed.

REVISION: APRIL 2023 | Roman Catholic Diocese of Calgary
26|Page



Volunteer Engagement | Policy #810-057

Volunteer Drivers

Scope

Volunteers whose roles require them to drive program participants or parishioners as well as individuals who
may be asked to drive program participants or parishioners on a one-off or occasional basis.

Policy

Volunteers who agree to use their personal vehicle for transporting program participants, parishioners or
others engaged in program support. Volunteer drivers support Diocesan activities including events within the
parish/Diocesan community.

Purpose

The purpose of the policy is to ensure that those volunteers who use their personal vehicles have provided the
documents and liability insurance required prior to transporting individuals.

Guidelines

T Drivers must be a |

1
0
(o] ie., -
(0]
0

1 vulnerable adult )
O -

T
0
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