Catholic Diocese of Jackson

Protection of Children Program
Training and Record-Keeping Procedures
SCREENING

●
The Catholic Diocese of Jackson appreciates your willingness to share your faith, gifts and skills.  Providing safe and secure programs for our members is of utmost importance to us.  A criminal background check will be conducted prior to and during an applicant’s service.  A criminal background rescreening will be initiated every five years on the anniversary date of an applicant’s active service in the Protection of Children Program.

●
All clergy and religious must complete the Diocese of Jackson Application for Employees and Volunteers.  Employees and significant volunteers who have regular contact with children (at least two or more times in a year) must complete this form as well.  The applicant is provided a copy of the Protection of Children Policy Book.  An acknowledgement form must be signed by the applicant indicating the policy has been read and they understand the policy before beginning a ministry.
TRAINING

●
Each school, church and other diocesan sponsored program will provide an initial training for all new employees and significant volunteers on providing a safe environment for children.  The Protection of Children DVD/VHS program is to be used with the initial training.  Each new person is required to sign an attendance record of the training attended. Copies of the signed attendance record should be forwarded to the Diocesan Protection of Children Office as soon as the training is completed.  (The copies must be a signed attendance record.  This attendance record must be signed by each employee/ significant volunteer in order to serve as accurate documentation and proof of actual attendance at your required initial training meeting.)   A Protection of Children initial training is required within 60 days of employment/volunteer services.  

●
The Diocese of Jackson has designated that all active employees/ significant volunteers complete the online review each odd-number year (example…2009, 2011, 2013, etc.).  The web-based online program is accessed through the diocesan website.  When an applicant completes the online program, the Protection of Children database is automatically updated with the applicant’s online review completion date.
●
An Adult Hispanic Safe Environment Review Program in PowerPoint format is located on the diocesan website.  The Hispanic review program requires a meeting with active employees/significant volunteers.  A trainer is required to facilitate this meeting.  An attendance record must be signed by each employee/significant volunteer in order to serve as accurate documentation and proof of attendance at the required review meeting. Copies of the signed attendance record should be forwarded to the Diocesan Protection of Children Office.
●
Children/youth in the churches and schools are required to receive an annual safe environment lesson.  If a child is absent on the date the lesson is presented, the lesson material is to be sent home so that the parent may review the material with their child/children.  Each school homeroom and parish education class must document the number of students that have been instructed in child protection catechesis.  A copy of the catechesis session document must also be forwarded to the Protection of Children Office.  The catechesis safe environment lesson is to be presented prior to November 30 each year.
●
The parent information meeting is required annually.  It is important the parent meeting be scheduled and held prior to the presentation of the catechesis session.  The information presented in the parent meeting consists of the lesson material presented to the children.  The attendance sheet for the parent meeting should be forwarded to the Diocesan Protection of Children Office.
●
Any employees/significant volunteers which are no longer working with children/youth must be archived in the Protection of Children Database.  Please contact Vickie Carollo at vickie.carollo@jacksondiocese.org for assistance with the archival procedure.  
All reporting documents and safe environment resources relating to the Protection of Children Program are located on the Office of Child Protection page of the Diocesan Website.

For additional information contact:

Vickie Carollo

Catholic Diocese of Jackson

Office of Child Protection

P. O. Box 2248

Jackson, MS  39225-2248

601/960-8471

601/326-3327 (fax)

vickie.carollo@jacksondiocese.org

