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Safe Environment
The Safe Environment Program of the Diocese of Fort Worth provides education, 
screening, training, and procedures for safeguarding the physical, emotional, and 
spiritual well-being of all members of the communities of the Diocese.

All clergy, religious men and women, employees and volunteers of the Diocese of 
Fort Worth are required to fulfill all mandatory steps PRIOR TO THE START OF 
SERVICE. Employees must successfully complete the required ongoing training and 
an acceptable criminal background check as a condition of continued employment.

Mandatory Safe Environment Steps prior to Employment:

1. Completion of the Application for Employment, including the names and contact 
information of 3 (non family member) references, who will be contacted. 

2. Signed Authorization for Release of Information form.
3. Completion of the National Criminal Search including Sex Offender background 

check, which must be completed within 45 days prior to commencing employment.
4. Successful completion of the Safe Environment Training. 
5. Signed Code of Conduct Agreement form upon review of the Diocesan Code of 

Conduct & Behavior Standards for All Clergy, Religious and Lay Ministers.

 
All employees must sign and comply with the Code of Conduct.  

Failure to comply with the Code of Conduct may result in  
disciplinary action up to and including termination.

Background/Reference Checks
It is the policy of the Diocese to check the employment references of all applicants.  
Background checks may include verification of any information on the applicant’s 
resume or application form.

All offers of employment are conditioned on receipt of a background check report that 
is acceptable to the Diocese. Reports are kept confidential and are only viewed by 
individuals involved in the selection process.

Safe Environment

Page 3Diocese of Fort Worth



Background/Reference Checks (Cont.)
A previous conviction does not automatically disqualify an applicant from consideration 
for employment with the Diocese, but it is one of several factors considered. For 
example, the nature of the crime and its relationship to the position; how much time 
has elapsed since the conviction(s), and whether hiring, transferring or promoting the 
applicant would pose an unacceptable risk to the Diocese are some of the factors that 
may be considered. The applicant will be given an opportunity to review the criminal 
background check results and submit an explanation. If a discrepancy arises from 
information provided by an applicant regarding background check results, the applicant 
will be required to obtain written documentation to verify the information they provided.  
The falsification of any information will result in the applicant not being considered for 
employment. If an employee is found to have falsified any background information, the 
employee may be immediately discharged.

The applicant will have the opportunity to dispute the report’s accuracy. Employees 
must report any conviction occurring during the course of their employment to their 
Human Resources Representative immediately.  The Diocese also reserves the 
right to conduct a background check for current employees to determine eligibility for 
promotion or reassignment.

Driving record or credit report and/or an educational/credential verification will be 
conducted on new employees when the report is a requirement of the position.  
Credit checks must be completed on those employees and volunteers who 
handle Diocesan money or funds every 3 years.  Driving record checks must be 
completed annually on those employees and volunteers who drive their own or 
Diocesan vehicles during the regular course of their employment or ministry. 
Employees and volunteers must meet the minimum insurance requirements 
outlined in the Risk Management Handbook.

Workplace Bullying
The purpose of this policy is to communicate to all employees and volunteers that the 
Diocese will not in any instance tolerate bullying behavior. Employees found in violation 
of this policy will be disciplined, up to and including termination.
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Workplace Bullying (Cont.)
The Diocese defines bullying as repeated inappropriate behavior, either direct or 
indirect, whether verbal, physical or otherwise, conducted by one or more persons 
against another or others, at the place of work and/or in the course of employment. 
Such behavior violates the Diocese’s Code of Conduct, which clearly states that all 
employees will be treated with dignity and respect. Such behavior includes:

 ♦ Verbal bullying: Slandering, shouting, ridiculing or maligning a person or his or her 
family; persistent name calling that is hurtful, insulting or humiliating; or abusive or 
offensive remarks.

 ♦ Physical bullying: Pushing, shoving, kicking, poking, tripping, assaulting or 
threatening to physically assault, or damaging to a person’s work area or property.

 ♦ Gesture bullying: Nonverbal threatening gestures that can convey threatening 
messages.

 ♦ Exclusion: Socially or physically excluding or disregarding a person in work-related 
activities.

Violence and Weapons in the Workplace 
Violence of any type committed by or against employees is prohibited. Employees are 
prohibited from making threats, threatening conduct, or any other acts of aggression or 
violence, including:

• Causing physical injury to another person; 
• Making threatening remarks; 
• Aggressive or hostile behavior; 
• Damaging Diocesan property or property owned by another employee; 
• Possession of a weapon in the course of conducting business or while on Diocesan 

property    ; and 
• Threatening comments regarding violent behavior, even if made in a joking manner 
An employee witnessing or hearing of any potentially dangerous situation is expected 
to execute good judgment in assessing the seriousness of and appropriate response 
to the situation in order to eliminate the threat and/or reduce possible harm, and to 

*  
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Violence and Weapons in the Workplace (Cont.)
alert the proper authorities (e.g., emergency personnel, supervisor, Director of Security, 
Director of Safe Environment, or the Chief Human Resources Officer) while remaining 
as safe as possible and acting as quickly as possible. An employee who engages in 
any prohibited activities is subject to disciplinary action, up to and including termination. 

Any employee who has procured or is the subject of a restraining or protective order 
is required to notify his/her supervisor, the Director of Security, and the Chief Human 
Resources Officer as soon as possible.

    Certain employees or volunteers who have successfully completed the Diocesan-
approved screening and training program, and who have been certified and approved 
to possess weapons by the Director of Security, are permitted to possess weapons 
on Diocesan property or while in service to the Diocese. An employee who wishes 
to attain this certification and approval may contact the Director of Security for more 
information. The Diocese retains the right to disapprove or disallow any employee or 
volunteer from being certified or approved to possess a weapon for any reason or no 
reason whatsoever, in its sole discretion.   

Workplace Safety
It is the policy of the Diocese to provide a safe and healthful workplace.  Each 
employee:

• Is responsible for remaining aware of and following safe working practices and 
applicable safety procedures.

• Is to report all unsafe practices and safety or fire hazards to the pastor and/or 
supervisor immediately.

• Is to observe all safety rules and regulations.
• Is expected to avoid unnecessary or unwarranted risks while performing his/her job.
• Must obtain and properly use appropriate safety equipment and/or personal 

protective apparel required for the job he/she is performing.
• Is to report all work related injuries to the pastor and/or supervisor immediately after 

an accident occurs, even though the injuries may not require medical attention.

*
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• A supervisor’s First Response of an Injury Report must be filed with the Diocese, 
regardless of the extent of injury.

In the event of an accident involving employees, parishioners, volunteers, or visitors 
to the Diocese premises, the pastor and/or supervisor must be immediately notified, 
regardless of the severity of the injury.  The location is responsible for completing an 
Incident Report for the Diocese within 24 hours or the next business day.

Call 911 in the event of an existing or imminent health or safety threat, serious 
injury or illness, or if symptoms require immediate medical attention.  If unsure 
whether the situation requires emergency assistance, call 911 to have them determine 
whether emergency help is warranted.  An injured or seriously ill individual should not 
be moved until appropriately trained professionals have had an opportunity to appraise 
the extent of the illness or injury.

Workplace Safety (Cont.)

Sexual Abuse and Sexual Misconduct 
All employees are required to follow current policies on sexual abuse and misconduct, 
participate in mandatory training, and report any suspected sexual abuse or 
misconduct immediately as provided by the applicable Safe Environment policies and 
procedures.

Sexual misconduct is a serious breach of the trust that should exist among all the 
members of the Church, and especially those who serve others as church ministers 
and employees.  Sexual misconduct is always a tragedy and calls for the Church to 
respond with compassion toward all persons involved.

Inappropriate sexual activity abuses the power and authority of the pastoral role.  
Sexual misconduct by church personnel is contrary to Christian morals and civil law 
and will not under any circumstances be tolerated in the Diocese of Fort Worth.

U. S. Conference of Catholic Bishops’ Charter for the Protection of Children and Young 
People, requires that every Diocese has procedures in place to respond promptly to 
reports of sexual misconduct.  It also mandates that each Diocese employ a Victims’ 
Assistance Coordinator to provide pastoral care for those who report they have been 
sexually abused, and that there be a review board that will function as a consultative 
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• Call CPS, 1-800-252-5400; Request a case number or copy of the report.
• Call the Police; Request a case number or copy of the report.
• Report the alleged abuse to their supervisor, Priest or Principal (who will report 

to the diocese) with a copy of CPS report made or written report with contact 

Sexual Abuse and Sexual Misconduct (Cont.)
body to the bishop to advise him in handling these reports.  The Diocese of Fort Worth 
has these provisions in place.

The State of Texas requires that every case of the sexual abuse of a minor be reported 
immediately to the proper authorities; therefore, all personnel of the Diocese, its 
parishes, schools, and other agencies must comply with state law regarding reporting 
the sexual abuse of minors.  In addition, they must also follow the procedures stated 
below in this policy.

Any proven allegation of sexual abuse of a minor will permanently disqualify any 
individual from ministry in the name of the church.  Other forms of sexual misconduct 
may also result in termination of service in the church.  The Conduct Review Board 
will make recommendations to the bishop regarding cases of sexual abuse and sexual 
misconduct. 

Reporting Suspected Child or Vulnerable Adult Abuse 

Reporting Abuse 

All employees are required to personally report any suspected child, vulnerable adult, 
or elder abuse to the proper law enforcement agency or the Texas State hotline at first 
opportunity, but no later than 48 hours. If the abuse involves a Diocesan priest, clergy, 
employee, or volunteer, also report to the Diocesan victims’ assistance hotline. 

If any employee has any reasonable suspicion of abuse or exploitation of 
children they should: 
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information on all concerned, description of abuse, dates if known and how 
knowledge of the abuse was obtained.

• In the case of alleged abuse by clergy or Church personnel, contact a 
diocesan authority directly.

• If this is an emergency situation, please call 911.

Additional Contacts

Reporting Abuse (Cont.)

Victims’ Assistance Coordinator

Direct Line: 817-602-5119

Voicemail: 817-945-9345

Director of Safe Environment

817-945-9334

Chancellor / Moderator of the Curia

817-945-9315

A. Procedures When Sexual Abuse is Reported

The Victims’ Assistance Coordinator will offer assistance to the person reporting the 
misconduct.  The Conduct Review Board will take the necessary steps to ensure an 
appropriate investigation of the allegation, which may include investigation by a third 
party.  Once the investigation is completed, the board reports its recommendations 
to the bishop who will take appropriate action.

B. Care of the One Who Reports Sexual Misconduct

The Diocese will respond immediately to any accusation of sexual misconduct.  
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This response is not a judgment of the person being accused, and innocence is 
presumed unless facts indicate otherwise.  It is expected that an allegation will be 
brought by the one directly involved or by that person’s parent or legal guardian, 
that it be based on a good faith or reasonable suspicion, and that it be an honest 
representation of the truth.  It is important for members of the Church to be sensitive 
to those who allege sexual misconduct.

The Diocese will cooperate with civil authorities and will follow the reporting 
requirements of Texas law.  The Diocese will report all cases of sexual abuse that 
involve a minor or vulnerable adult.

Victims of sexual misconduct and their family members have the right to receive 
pastoral assistance from the Church.  Assistance and support will vary with 
circumstances and will be provided in consultation with mental health professionals.

C. Care of Those Who Are Accused of Sexual Misconduct

1. Should an allegation of sexual misconduct be made, the Diocese will show 
compassion towards both the accused and the accuser.  The Diocesan response 
to an allegation is in no way a judgment of the accused, and innocence is 
presumed unless facts prove otherwise. 

2. Although several persons may be involved in an investigation, the bishop will 
make the final decision regarding the disposition of the accused.*

3. The Diocese will protect the legal rights of the accused and will observe all 
canonical and civil laws.  

4. Proven allegations of misconduct, according to this policy, will result in 
termination.

*In the case of an accusation of sexual misconduct by a priest or deacon with a 
person under 18, the steps required by Canon Law and by instructions from the 
Holy See, which might result in laicization, will be followed.

D. Care of the Christian Community Affected by Sexual Misconduct

The Diocese has special concern for parishes, schools, agencies and other church 
communities served by personnel accused of sexual misconduct.  While respecting 

Reporting Suspected Child or Vulnerable Adult Abuse (Cont.)
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Reporting Suspected Child or Vulnerable Adult Abuse (Cont.)

Hepatitis B, Hepatitis C, cancer, heart disease and HIV/AIDS, may continue to engage 
in normal work responsibilities as their condition allows. In particular situations, 
limitations on the employment of a person with an infectious disease and/or life-
threatening illness may be medically necessary. Each situation will be evaluated 
on a case-by-case basis. The Human Resources office will work in collaboration 
with appropriate persons, e.g., the employee’s physician, to determine whether the 
person can perform the essential functions of the job, with or without reasonable 
accommodation, in a manner that does not pose a direct threat to the health and safety 
of himself/herself or others.

Governmental standards have been developed to assist the employee and the Diocese 
in reducing the risk of contracting a disease spread by bloodborne pathogens in the 
work environment.  The concept of Universal Precaution requires that the employee, 
for his/her own safety, consider each person, all blood, and most body fluids to be 
a potential carrier of infectious disease. The Diocese has developed a Bloodborne 
Pathogens Plan (contact Catholic Mutual at the Diocese main office for a copy of this 
plan) that each entity should follow.

All human blood and body fluids are to be treated as if they were known to be 
infected with HIV (Human Immunodeficiency Virus), HBV (Hepatitis B Virus), or other 
bloodborne pathogens.  One exposure is all that is necessary for an individual to 
become infected with such a disease.

Diocesan schools are equipped with kits containing latex gloves, paper towels, bleach 
packages, safety goggles, biohazard labels, and bandages.  Employees in positions 
with potential exposure to bloodborne pathogens must participate in the training 
provided by the Diocese and must adhere to the policies and procedures established 
for handling such potential exposure.

Infectious Diseases and/or Life Threatening Illnesses 

the privacy of those directly involved in an allegation, when an incident becomes 
public, every effort will be made to communicate with, inform and assist the local 
community.
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Alcohol and Drugs
The use of illegal drugs and alcohol misuse by employees is inconsistent with the 
Catholic Diocese of Fort Worth’s long-standing commitment to maintaining a safe, 
healthy and productive work environment and a drug-free workplace.  Illegal drugs are 
controlled substances that are not being used or possessed under the supervision of a 
doctor or other licensed health care professional.

This policy applies to all employees and is a condition of their employment.  The 
Diocese reserves the right to amend or modify this policy in its discretion in accordance 
with the requirements of applicable law or for any other lawful reason.

The Diocese encourages employees with drug and alcohol problems to seek help 
before they become subject to discipline for violating this or other Diocesan policies.  
The Diocese will support, assist and accommodate such employees to the extent 
required by applicable law. The Diocese will not discipline employees because they 
request assistance.  Employees may not, however, escape discipline by requesting 
assistance after they violate the Diocese’s policies or are notified of their selection 
for drug and/or alcohol testing.  In addition, employees who request assistance will 
not be excused from complying with the Diocese’s policies, including its standards for 
employee performance and conduct.

Employees should report to work fit for duty and free of any adverse effects of illegal 
drugs or alcohol.  Whenever employees are working, operating Diocese vehicles or 
equipment, present on Diocese premises, or present in any other location performing 
services for the Diocese, they are prohibited from:

• Using, possessing, buying, selling, manufacturing, distributing, dispensing or 
transferring illegal drugs;

• Being under the influence of alcohol or illegal drugs;
• Possessing or consuming alcohol; and
• Misusing prescribed medication.
This policy does not prohibit employees from the lawful possession and use of 
prescribed medications.  Employees have the responsibility, however, to consult 
with their doctors or other licensed health care professionals about the effect of 
prescribed medications on their ability to perform their specific job duties in a safe 
manner, and to promptly disclose any work restrictions to their supervisors or Human 

Safe Environment

Page 12Diocese of Fort Worth



Alcohol and Drugs (Cont.)
Resources.  Employees should not, however, disclose underlying medical conditions, 
impairments or disabilities to their supervisors, other employees or Human Resources 
unless specifically directed to do so by their doctors or other licensed health care 
professionals.

Employees who violate this policy will be subject to appropriate corrective action 
up to and including dismissal of employment.  Depending on the circumstances, an 
employee’s return to work, reinstatement and/or continued employment, may be 
conditioned on the employee’s successful participation in and/or completion of any and 
all evaluations, counseling, treatments, and rehabilitation programs, passing of return-
to-duty and follow-up tests, and/or other appropriate conditions as determined by the 
Diocese.

The Diocese reserves the right to conduct reasonable suspicion testing and other drug 
and alcohol tests in accordance with the requirements of applicable law.

Safety and Accident Prevention and Reporting
Employee safety is a primary concern of the Diocese and to everyone employed there.  
The Diocese is committed to providing a safe and healthy workplace for its employees.  
If an employee is injured while on the job, no matter how slight, the injury must be 
reported immediately to their direct supervisor.

If an employee is aware of any unsafe conditions in the workplace, they must 
immediately notify their direct supervisor or Catholic Mutual at the Catholic Center. 
The location is responsible for completing an Incident Report for the Diocese within 24 
hours or the next business day.

Workers’ Compensation
The Diocese provides workers’ compensation insurance coverage to employees who 
are injured or who become ill due to their work.

If an employee is injured while working or if illness is developed that is associated with 
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Violence Prevention
The increase of violence in American society has filtered into some workplaces.  
Violent acts in the workplace often result from activity within the workplace that causes 
an unfriendly or intimidating effect on others.

The Diocese is concerned about the safety of its employees, volunteers, vendors and 
parishioners. In addition to the obligations, standards and policies mandated in the 
Code of Conduct & Behavior Standards for All Clergy, Religious and Lay Ministers 
provides the following guidelines to prevent violent acts in the workplace:

• Jesting, bantering, and teasing that is offensive to another employee, volunteer, 
vendor, or to a client of the Diocese is prohibited.

• Individuals must not engage in behavior that can lead to violence, including threats 
of violence, aggressive actions, offensive actions, and threatening and offensive 
words.  Employees who witness this type of behavior in or outside the workplace 
between co-workers are to immediately report it to a supervisor or Diocese of Fort 
Worth Director of Human Resources.

• If an employee becomes aware that another employee appears troubled or 

Workers’ Compensation (Cont.)
their work, they are to report their injury or illness immediately to their direct supervisor 
and/or Catholic Mutual., unless the illness or injury prevents them from doing so at that 
time.  No matter how minor, all injuries should be reported immediately.  If a physical or 
mental condition prevents an employee from reporting the injury or illness immediately, 
have a co-worker, friend or family member report it to the supervisor and/or Catholic 
Mutual as quickly as possible.

Employees may be entitled to benefits under Workers’ Compensation Insurance for a 
work-related illness or injury.  Failure to promptly report the injury or illness may delay 
or complicate eligibility for Workers’ Compensation benefits.

The Diocese or its insurer will not be liable for the payment of Workers’ Compensation 
benefits for any injury that arises out of an employee’s voluntary participation in any 
off duty recreational, social, or athletic activity that is not part of the employee’s work 
related duties.
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Violence Prevention (Cont.)
irrational, they must report the observation to their Supervisor.

• If an employee hears or sees any threatening, abusive, or violent communications 
or actions from or by an employee or any person on the Diocese’s property or in the 
workplace, they must immediately report it to their supervisor.  

• Employees and volunteers should not engage in a physical or verbal confrontation 
with a potentially violent person.  If an employee encounters an individual who is 
threatening immediate harm to him or herself, an employee, volunteer or a visitor 
to the workplace, they should seek help immediately from a supervisor and/or 
immediately call for law enforcement help by dialing 911.

• Failure to report workplace violence and/or threats of workplace violence and/or 
failure to cooperate fully in an investigation of such violence or threats of violence 
may result in corrective action up to and including dismissal.

• Any employee or volunteer who engages in threatening or violent behavior, or 
who behaves in a way that could provoke violence, may be disciplined up to and 
including dismissal.

All persons involved in the report and in the investigation of workplace violence and/
or threats of workplace violence will keep all information related to the report and 
the investigation confidential to the extent possible, consistent with the needs of the 
investigation and the specific circumstances involved.  Persons involved will share 
such information only with persons who have a need to know or as otherwise required 
by law.  The Diocese reserves the right to contact local authorities as necessary.  The 
Diocese will not tolerate retaliation against any employee who reports workplace 
violence.

Emergency Actions 
The safety of Diocesan employees, volunteers and parishioners is of the highest 
importance. In the event of a severe weather emergency, fire or other emergency 
each person should stay calm and follow all safety procedures specific to the Diocese 
location where they are currently located. 
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Emergency Actions (Cont.) 

• Emergency exits
• Primary and secondary evacuation routes
• Locations of fire extinguishers
• Fire alarm pull stations’ locations
• Assembly points
• Storm shelter/safe interior room or hallway in case of tornadic activity or severe 

weather
• Employees should be prepared to dial 911 if needed for an emergency situation.

Employees should be aware of the following location items in case of fire, 
evacuation or tornadic event:
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Disclaimer
NOTICE:  This handbook does not guarantee continued employment, nor does it 
constitute a contract, express or implied, between any applicant, employee, or any 
other person and the Catholic Diocese of Fort Worth. No policy within this handbook 
shall be intended or construed to provide any contractual obligation in any manner. The 
Diocese reserves the right to change, alter, amend, discontinue, abolish, or depart from 
this handbook or any of the policies, rules, regulations, standards of conduct, protocols, 
services, programs, or activities within it at any time, without notice, at its discretion. 
The Diocese provides the information herein solely for the convenience of the reader 
and, to the extent permissible by law, expressly disclaims any liability, which may 
otherwise be incurred.
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