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SAFEGUARDING POLICIES OF THE MISSION CONGREGATION 
OF THE SERVANTS OF THE HOLY SPIRIT 

Preamble 
The Mission Congregation of the Servants of the Holy Spirit 
(SSpS) was founded for missionary service. The prologue of our 
Constitutions states this purpose thus: ‘...Our Congregation is to 
further our growth, to strengthen our vocation and to focus all our 
efforts on our missionary goal: ‘That the Holy Triune God live in 
our hearts and in the hearts of all people’. 

The 13th General Chapter, 2008 translates this missionary 
mandate in specific terms of our Commitment to Life. All our 
efforts are directed towards valuing, responsibly protecting and 
promoting life in all its forms through networking and building 
communities/societies of Gospel justice, reconciliation and 
healing where personal and social violence in any form has no 
place. Our Sisters are engaged in different ministries, many of 
which involve working with children and vulnerable adults1. It is of 
foremost importance to each SSpS to create a safe and 
compassionate environment for all with whom they work. This 
document supports and ensures this environment. 
Status of this Policy Document 
This document entitled SAFEGUARDING POLICIES has been 
produced by the SSpS General Administration for its Provinces 

                                                
1  A ‘vulnerable adult’ is a person who because of mental or physical 
impairment or emotional capacity is unable or unlikely to report abuse. 
Whenever the policy, guidelines or code of conduct refer to a child or children 
they should also be understood to refer to vulnerable adults. 



 

 

and Regions for use from January 2011 until the next revision. 2 It 
consists of policies, principles, practices and guidelines that can 
help to ensure that Safeguarding is understood and firmly 
embedded within all SSpS Provinces and Regions. At the same 
time, it is recognized that policies and practices on Safeguarding 
will vary according to the statutory obligations of the countries in 
which the SSpS lives. This is particularly the case when dealing 
with investigations into allegations of abuse. Both the law of the 
land and the policies and procedures adopted by the Bishops’ 
Conferences will vary from country to country. For this reason it 
is not possible to produce guidelines for dealing with 
investigations into allegations of abuse that can be standardized 
throughout the SSpS. Each Province and Region is therefore 
asked to adopt Safeguarding Policies and Procedures that 
conform to those of the Bishops’ Conference. Where the Bishops’ 
Conference has good policies and practices in place, the 
Conference of Major Superiors is often a signatory. Where such 
Safeguarding Policies and Procedures have not yet been issued, 
Provinces/Regions are asked to seek advice from the 
Conference of Major Superiors and the local diocese. 
Where the Holy Spirit Missionary Sisters is the direct employer or 
has volunteers working in its institutions, the principles contained 
in this Safeguarding document apply. Where members work in 
institutions and organizations outside the civil and canonical 
jurisdiction of the Holy Spirit Missionary Sisters, the Safeguarding 
Policies of the employer organization are to be followed by the 
SSpS employee. Each Province/Region is to name a 
Safeguarding Officer. (See p. -) 
This document is divided into four main sections plus 

appendices. 

                                                
2  The SSpS General Administration wishes to recognise its 
indebtedness to the document ‘Ethical Policies’ produced by the IBVM in May 
2010 and the SAFEGUARDING POLICIES of  Congregatio Jesu, produced in 
January 2011 



 

 

I.  Policy and Principles for Dealing with Allegations of 
Abuse of Children and Vulnerable Adults (Pages 5-10) 

II.  Key Persons in dealing with Safeguarding and with 
Allegations of Abuse (Pages 10-13) 

III.  Best Practice Guidelines when Working with Children 
and Vulnerable Adults (Pages 13-15) 

IV.  Ethical Guidelines for Pastoral Ministry (Pages 15-19) 
Appendix 1, Confidential Declaration Form–New Applicants for 

Employment 
Appendix 2, The UN Convention on the Rights of the Child 
I. POLICY AND PRINCIPLES FOR DEALING WITH 

ALLEGATIONS OF ABUSE OF CHILDREN AND 
VULNERABLE ADULTS 

Context 
Each person is made in the image and likeness of God and has 
an innate dignity. Recognizing the dignity and worth of the human 
person is not a new phenomenon, but is often found wanting in 
societies today. Human dignity is central both to the Gospel 
message and international Human Rights as can be seen in: 
‘In everything, do to others as you would have them do to you.’ 
(Mt.7:12) and, ‘Everyone has the right to life, liberty and security 
of person’ (Universal Declaration of Human Rights Article 3.) 
Today, the rights of children in particular must be recognized, 
affirmed and safeguarded. 
Definition of Abuse3  
Abuse of Children occurs when adults or other children hurt 
children either physically or in some other way. In the majority of 

                                                
3  Adapted by CAFOD from Child Protection Policies of other Catholic 
and BOAG agencies and NSPCC guidance in “First Check”.  
 



 

 

cases the abuser is someone the child knows well, such as a 
parent, a relative, a teacher, or a family friend. 
Abuse of Vulnerable Adults occurs when others take 
advantage of the person’s vulnerability due to illness, disability or 
frailty. They may be at risk from people they know such as a 
relative, friend, neighbour, or paid care taker. 
There are four different kinds of abuse 
1. Physical Abuse: This is actual or likely physical injury of a 

child or vulnerable adult caused by actions such as hitting, 
kicking or shaking where there is a definite knowledge, or 
reasonable suspicion, that the injury was inflicted or 
knowingly not prevented. 

2. Emotional Abuse: This is harm done by persistent or severe 
emotional ill-treatment or rejection, such as degrading 
punishments, threats, bullying or not giving care or 
affection, resulting in adverse effects on the behaviour and 
emotional development of a child or vulnerable adult. 

3. Neglect: This occurs when basic needs such as food, warmth 
and medical care are not met or when there is failure to 
protect a child or vulnerable adult from exposure to any kind 
of danger resulting in serious impairment or the person’s 
health or development. 

4. Sexual Abuse: This occurs if a child or vulnerable adult is 
pressurized or forced to take part in any kind of sexual 
activity whether or not s/he is aware of or consents to what 
is happening. Sexual abuse includes incest, rape and 
fondling. It may also include non-contact activities such as 
showing pornography or internet based activity and viewing. 

Timing of Abuse 
Abuse may be current or recent or, in some cases, an adult may 
disclose sexual or other abuse that took place when s/he was a 
child. All abuse allegations, whatever the time scale, fall within 
the scope of this document. 



 

 

Age relatedness 
For the purposes of legal protection the upper age limit for a 
‘child’ will vary from one country to another. For example, in 
Europe the legal protection age is normally ‘under 18’. In Europe 
the age for a ‘vulnerable adult’ is normally ‘18 and over’. It is 
essential that Provinces/Regions know the correct age in their 
country for the legal protection of ‘a child’ or a ‘vulnerable adult’. 
Goal of this Policy Document 
The goal of this policy is to ensure the welfare and safety of 
children and vulnerable adults. The Holy Spirit Missionary Sisters 
categorically states that any and all abuse of a child or vulnerable 
adult is wrong. 
Religious today are held in high esteem but a small number may 
also scandalize others. Each sister has a duty to make herself 
aware of her responsibilities in ministry to protect those 
particularly vulnerable persons with whom she works. 
Boundaries 
Whatever the differences in local law and culture, appropriate 
boundaries when working with children should be maintained at 
all times. The Holy Spirit Missionary Sister is committed to the 
care and safeguarding of children and vulnerable adults by: 
1. Raising awareness of safeguarding issues in training 

programmes for members, employees and volunteers 
2. Clear procedures for dealing with allegations of abuse 
3. Good recruitment policy followed by on- going training and 

supervision of staff 
4. Adherence to a code of behavior - best practice guidelines 
General principles when a child or vulnerable adult tells you 

that s/he is being, or has been, abused 
1. Listen to and accept what the person says. 



 

 

2. Take the alleged abuse seriously. 
3. Reassure the person concerned that s/he has done the 

right thing by speaking to a responsible adult. 
4. Let them know that you need to tell someone else. Do not 

promise total confidentiality. 
5. Let the person speak freely, but do not press for 

information. 
6. Let the person know what you are going to do next, and 

that you will let them know what happens. 
7. Record carefully what you heard whilst it is still fresh in your 

mind. Include the date and the time of your conversation 
and any incident disclosed. 

8. Do not investigate, and do not inform, question or confront 
the alleged abuser. 

9. Bring this matter to the attention of the competent authority. 
If you are not sure who this is, inform the Province/Region 
Safeguarding Officer. 

10. Avoid any delay. 
11. Disclosures (that is, when a specific allegation of abuse is 

made against a named individual) and suspicions (that is, 
when concern is expressed about abuse that may have 
taken place) should always be acted on swiftly, making the 
welfare of the complainant the paramount consideration. 

The Procedures for the Investigation of an Allegation 
This is the area where statutory obligations and therefore the 
Guidelines issued by the Bishops’ Conference will differ from one 
country to another. Hence it is not possible to produce 
procedures for investigating allegations that can be applied 
throughout all Provinces/Regions. Such procedures must follow 
local practice. Nonetheless, the following should be borne in 
mind: 



 

 

1. Every allegation, however slight or historic, must be 
investigated by the appropriate authority. 

2. Every allegation concerning an SSpS sister, or a direct 
employee or volunteer, must be brought to the attention of 
the Provincial/Regional Leader and the Province/Region 
Safeguarding Officer. 

3. Where statutory obligations require the allegation to be 
submitted to the civil authorities, this should be done 
without delay. See p.10 of this document on the role of the 
Safeguarding Officer 

4. Once an allegation has been made, existing supports and 
resources such as the Bishops’ Conference, the National 
Conference of Major Superiors, Social Services or Health 
Boards, and Diocesan Officers should be used as 
appropriate. 

5. It is important that the investigating authority is external to the 
SSpS so that complete impartiality in its proceedings can 
be maintained and demonstrated. 

6. Care must be taken at all times to preserve the rights, good 
name and confidentiality of both the complainant and the 
accused. 

7. Care of complainants and of the accused is important. Efforts 
should be made to avail of, and provide access to, services 
such as counseling and spiritual accompaniment. 

8. The victim and his/her family should receive pastoral care as 
required. 

9. When the allegation is against a sister, or a lay employee or 
volunteer, the Provincial/Regional Leader should, having 
taken professional advice, suspend them from ministry or 
work pending the outcome of the investigation. 

10. Depending on the outcome of the investigation, the 
Provincial/Regional Leader, usually in consultation with her 



 

 

Council, puts into effect any restrictions or changes to 
ministry/employment that are required. 

11. When the accused is a sister: 
11.1. she may be requested to go for assessment and 

participate in a treatment programme depending on 
the nature of the complaint; 

11.2. the place of residence of the accused sister will be 
decided by the Provincial/Regional Leader following 
consultation with the sister if it is necessary for her 
to relocate. 

12. No statements should be made that might prejudice the 
outcome of possible criminal or civil proceedings. 

13. The SSpS must be able to demonstrate fairness and 
transparency in all proceedings. 

14. Good record keeping is essential at all stages of the process. 
15. In the event of a false allegation, every effort will be made to 

redress any wrong, hurt, or injustice caused to the accused. 

II. KEY PERSONS IN DEALING WITH SAFEGUARDING AND 
WITH ALLEGATIONS OF ABUSE 

The Structures and Persons involved 
The Safeguarding Officer 
1. Is an SSpS sister appointed by the Provincial/Regional 

Leader and she should, where possible, have a background 
in law, social science, social welfare or safeguarding. 

2. Her main task is to act as the internal SSpS resource for all 
matters relating to Safeguarding. She is not expected to be 
an expert in any particular field, but she needs to be familiar 
with the statutory obligations and the Guidelines of the 
Bishops’ Conference in matters relating to Safeguarding. 



 

 

3. She should be trained for this role, and make it her business 
to update herself by attending conferences and/or 
workshops on safeguarding from time to time. 

4. She should be in contact with other officials who work 
professionally in the field of Safeguarding so that she has 
immediate access to them in case of need. 

5. She advises the Provincial/Regional Leader, the Council 
members and others, as need requires, on matters relating 
to Safeguarding. 

6. Her name and contact details should be known and easily 
accessible in SSpS houses. 

The Contact Person  
1. Is the first point of contact for receiving external allegations. 
2. His/her name and contact details are in the public forum and 

should be on the province/region website. 
3. S/he may not be the same person as the Safeguarding 

Officer. 
4. S/he would not normally be a member of the Holy Spirit 

Missionary Sisters. 
The Spokesperson  
1. The Spokesperson deals with media enquiries. 
2. The Spokesperson may or may not be a member of the Holy 

Spirit Missionary Sisters. 
3. S/he must be trained for this post, and should know what may 

and what may not be placed in the public domain. She 
needs to work closely with others who have designated 
roles within the Province/Region on Safeguarding, 
particularly with the Provincial/Regional Leader and her 
Council. 



 

 

4. No one other than the Spokesperson appointed for the 
province/region should handle media enquiries. 

The Provincial/Regional Leader 
1. Is aware of the statutory obligations and of the Guidelines 

issued by the Bishops’ Conference concerning 
Safeguarding Policies and Procedures in her own country. 

2. Ensures that the Province/ Region has a clear and 
comprehensive written policy and procedure on 
Safeguarding, and that the policies and procedures are 
reviewed regularly and, when necessary, revised. Where 
the policy and procedure on Safeguarding is that of the 
Bishops’ Conference and the Conference of Major 
Superiors no further written document is required. 

3. Informs the General Administration about the Safeguarding 
Policy in use in the Province/Region. 

4. Ensures that each SSpS superior and member who holds a 
post of responsibility, has her own copy of this 
Safeguarding Policy document and any additional 
documents that are relevant. 

5. Ensures that the sisters, employees and volunteers are 
aware of the contents of this Safeguarding document, 
understand their responsibilities and are trained to carry 
them out. 

6. Delegates tasks appropriately to the Safeguarding Officer. 
(See page10 

7. Has The Safeguarding Policy and Procedures for dealing with 
allegations of abuse as an integral part of the signed 
contract made with employees and volunteer workers. 

8. Appoints an SSpS sister as the Province/Region 
Safeguarding Officer after consultation with the Council. 
This is an important role and one that will enable the 



 

 

Provincial/Regional Leader to delegate many of the tasks 
involved in Safeguarding whilst retaining full responsibility. 

9. Ensures there is a person (the Contact person) whose name 
and contact details are in the public domain (such as the 
Province/Region website). This person should not be a 
member of the SSpS and should have a background in the 
law and/or in safeguarding. 

10. Ensures that the Province/Region Spokesperson handles all 
media matters concerning the case. This person should be 
trained for this task and may or may not be an SSpS sister. 

11. The Provincial/Regional Leader should not be involved in the 
investigative aspects of the case but should be kept 
informed at all stages. 

12. The Provincial/Regional Leader informs the General 
Administration of serious allegations. 

The Safeguarding Group  
1. In larger Provinces/Regions, it may be helpful to have a 

Safeguarding Group consisting of the Provincial/Regional 
Leader, the Province/Regional Safeguarding Officer, the 
Province/Regional Contact Person, the Province/Regional 
Spokesperson, and others with relevant experience inside 
or outside the SSpS. 

2. The Safeguarding Group would meet from time to time to 
review Province/Region Safeguarding Policy and 
Procedures to ensure that it is up-to-date and working 
effectively, and to share any matters of common concern. 

III. BEST PRACTICE GUIDELINES WHEN WORKING WITH 
CHILDREN AND VULNERABLE ADULTS 

General guidelines to be used when working with children 
Supervision and Safety 



 

 

1. Adequate supervision ratio 
2. Gender balance 
3. Written parental consent when organizing trips, activities etc. 

Detailed information regarding the same should be given to 
parents 

4. Suitable, safe and secure buildings and facilities 
5. Opportunities for children and vulnerable adults to talk to 

others about any concerns they may have 
Respect 
1. Respect children’s privacy in places such as changing rooms, 

showers and toilets 
2. Forbid under any circumstances, physical punishment of 

children like striking or hurting the child in any way or by 
any means. 

Ministry to one child 
1. Do not plan to be alone with a child 
2. One-to-one meetings with a child should take place in a room 

with the door left open or in a room where there is easy 
visibility from the outside. 

3. Be sensitive to the possibility of becoming over involved or 
spending a great deal of time with any one child. 

Touching 
1. Use ‘touch’ only as appropriate or as the culture of the place 

allows. 
2. Never do for a child what s/he can do for him/herself. 
3. Respect the physical integrity of the child. It is important to be 

sensitive in this regard, to what might be unacceptable to 
children from different cultural backgrounds. Do not engage 
in inappropriate physical contact of any kind. Do not put 



 

 

yourself in any situation where an allegation of 
inappropriate behaviour could be made. 

In Addition 
1. Sisters, employees and volunteers must not engage in, nor 

tolerate, any behavior that is abusive to children - 
physically, sexually, verbally or psychologically. 

2. Sisters, employees and volunteers should be sensitive to the 
fact that comments of a sexual nature are inappropriate - 
even as jokes. 

3. Erotic or pornographic material is never acceptable. 
4. It is recommended that sisters, employees and volunteers do 

not give transportation in their cars to individual children. If 
there is one adult, there should be a minimum of two 
children present for the entire journey. In exceptional 
circumstances, when it becomes necessary to make a 
journey or part of a journey alone with a child, the child’s 
parent or guardian should be informed as soon as possible. 

5. Under no circumstances should alcohol or tobacco be given 
to children. 

6. A clear policy should be drawn up regarding the taking of 
photographs and the making of video recordings of children 
involved in activities. This should also cover the generation 
of computer images. 

Recruitment and Training 
Good practices for the protection of children and vulnerable 
adults also involve implementing a thorough recruitment and 
selection process and good management of staff and volunteers. 
It is important to identify who has the responsibility for 
recruitment and selection and for the management of staff and 
volunteers. 
Key Elements of a good recruitment and selection process 



 

 

1. Role and Job Description 
2. Advertisement 
3. Application Form 
4. Interview 
5. References 
6. Identification documents 
7. Police Clearance (where available) that there is no legal 

impediment to working with children or vulnerable adults 
This format can be expanded to suit your own situation. The 
important point is that the employment of staff/ volunteers can no 
longer be done in a casual manner. Suitability and capability for 
the post must be determined. 
Disciplinary procedures need to be clearly understood by 

employees and volunteer workers. Ongoing training, 
supervision and support of staff and volunteers are 
essential. (see Appendix 1) 

IV. ETHICAL GUIDELINES FOR PASTORAL MINISTRY 

Preamble 
Many of our sisters work in Pastoral Ministry. The ethical 
guidelines given here cover a different requirement than those 
concerned with the safeguarding of children and vulnerable 
adults dealt with in the previous two sections of this document. 
Where possible, sisters who work in Pastoral Ministry should be 
affiliated to Professional Associations. The code of ethics of the 
Association to which they are affiliated should be the guiding 
principle in their ministry work. Those sisters whose pastoral 
work is not affiliated to an Association should follow the Ethical 
Guidelines given in this section. 
Definition of Pastoral Ministry 



 

 

….as a vocation, ‘a free response to God’s call in and through 
the community to commit oneself in love to serve others’ 

….as a profession, ‘the commitment to acquire expert knowledge 
and skills to serve human needs with good moral 
character.’ (Gula, Richard M. ‘Ethics in Pastoral Ministry’ 
New York, Paulist Press, 1996) 

Examples of Pastoral Ministry: 
Parish Ministry; Spiritual Accompaniment; Counseling; Retreat, 
Youth and Healing Ministries; Hospital Chaplaincy; Tutoring, 
Mentoring, Supervision. Internal Holy Spirit Missionary Sisters 
ministries include: Provincial and Regional Leader, Local Leader 
or Sister- in-Charge, Formators. 
Guidelines 
‘Relationships are the basic stuff of ministry. When asked what 
characterizes healthy relationships in ministry, religious will often 
mention mutual respect, trust, care, empathy and intimacy. 
These qualities mediate the presence of God. They also imply 
one has a healthy understanding of the value of boundaries, 
essential to appropriate ministerial conduct. Respecting 
boundaries is an act of love.’ (Markham, Donna, and Repka, 
Fran: “Personal Development and Boundaries Shape Ministry.” In 
‘Human Development’ 33, Spring 1997.) 
Boundaries 
The concept of boundaries both physical and psychological is 
crucial. It is not possible to work in ministry unless boundaries 
are established, maintained and known to all members. They are 
limits that allow for a safe relationship based on the client’s 
needs. Boundaries protect the space that must exist between the 
professional and the client by controlling the power differential in 
the relationship. 
Boundary violations are acts that breach the core intent of the 
professional/client relationship. 



 

 

They happen when the professional exploits the client 
relationship to meet his/her personal needs rather than the 
client’s needs. 
Clarity about Roles 
There is one relationship in Pastoral Ministry and that is the 
professional one. A dual relationship is one in which a person in 
ministry attempts to fulfill two roles with the same person, that is, 
to have a ministerial and a personal relationship with that person. 
Sexualized behaviour within a ministerial relationship or any 
attempt to sexualize relationship automatically creates a dual 
relationship, regardless of who initiated it. 
Some examples of dual relationships are: 
1. A spiritual director who regularly goes on holiday with a 

directee 
2. A formator who becomes sexually involved with a formee 
3. A religious counselor who treats a friend 
The above examples are unlikely to be offences in civil law, but 
they can be unethical and often lead to allegations of abuse, 
intentional infliction of emotional harm, alienation of affection, 
poor counseling or therapy, and sometimes sexual harassment. 
Sisters need to be very aware of the power differential that exists 
between the professional minister and her client. In ministry the 
role renders one person powerful or vulnerable in relation to 
another. 
Dual relationships must be avoided as roles become confused 
and boundaries violated. Such relationships could: 
1. Impair judgment 
2. Harbour conflicts of interest 
3. Exploit and forfeit trust 
4. Encourage an unhealthy dependency 



 

 

5. Create exclusive relationships that harm community 
Good Practice Guidelines in Pastoral Ministries 
These guidelines are drawn up to protect both the client and the 
professional from unethical practices in ministry. 
The professional needs: 

1. to be committed to personal prayer and ongoing spiritual 
formation. 

2. to be professionally competent in knowledge and skills, and 
provide a good standard of practice. 

3. to be committed to on- going professional development. 
4. to have regular supervision. 
5. to have a written contract that clarifies the cost, time, venue 

and process of sessions as well as limits to the service 
offered, including limits to confidentiality and a process for 
evaluating and terminating the relationship. 

6. to recognize personal boundaries as a profession by not 
giving help outside her competence and qualifications. 

7. to arrange a referral or terminate a pastoral relationship when 
it ceases to benefit the client, and/or in the event of a 
violation of boundaries. 

8. to respect the client’s values, culture and spirituality. 
9. to be prudent with physical touch - only using it to address the 

needs of the client, not to meet the needs of the 
professional. 

10. to avoid anything in speech or behavior that might be 
interpreted as sexual harassment of another. 

11. to be discerning and careful in showing expressions of regard 
and in giving and receiving gifts. 

12. to recognize the imbalance of power, avoiding its misuse. 



 

 

13. to avoid dual relationships. 
14. to be aware of the legal requirements concerning work. 
15. to be covered in your work by insurance. 
If a sister has serious reservations about the ethical behaviour of 

a colleague, she should take action in order to rectify the 
matter. This might include a one-on-one conversation in the 
presence of a supervisor, and/or reference to the 
appropriate professional association. 

The client needs: 

1. to agree to a written contract. 
2. to know the limits of confidentiality. Confidentiality will be 

maintained except in cases where there is an indication of 
danger to the client or to others. 

3. to give prior written consent if s/he is to be observed, 
recorded, or if his/her story is to be used for training 
purposes. 

4. to be informed that s/he is entitled to competently delivered 
services which are reviewed at regular intervals. 

5. to be informed that there will be a prompt and appropriate 
response to any complaint. 

 
Approved by the Congregational Leadership Team at its 
meeting of 11 February 2011. 

 
 
 
 

Sr. Maria Theresia Hörnemann SSpS   Sr. Elisa Irma Schilling SSpS 
Congregational Leader        Secretary General 



 

 

 
 

Appendix 1 
CONFIDENTIAL DECLARATION FORM 
  NEW EMPLOYMENT APPLICANTS4 

We are very aware of the potentially sensitive and 
confidential nature of the information contained in this 
document, and wish to assure you that it will be treated in 
the utmost confidence, and handled strictly according to our 
Safeguarding Policy. 
This form will be held securely and in strict confidence by the 
Safeguarding Officer, and retained for 100 years. 
Please therefore make sure that you put this form into a sealed 
envelope, addressed to the Safeguarding Officer for the Holy 
Spirit Missionary Congregation, and with your name and the role 
title printed on the front. You must hand it to the designated 
person indicated to you at the time of your interview and 
checking process. 
Having a criminal record will not necessarily bar you from 
working within the Catholic community. This will depend on the 
nature of the position and the circumstances and background of 
your offences. 
We are committed to the fair treatment of all office holders, staff, 
potential staff, volunteers and everyone who engages in activities 
based within the Catholic community. 
Relevant criminal convictions and other associated information 
will be discussed during the interview in order to assess job-
related risks. 

                                                
4  Adapted from the Diocese of Westminster, England. 
 



 

 

This form is to be forwarded to the Safeguarding Officer of the 
Mission Congregation of the Servants of the Holy Spirit. 

 
 

PLEASE REMEMBER TO SIGN THE FORM 
 
1. Surname 
 

 
2. First and Middle Names 
 
 

 
3. Others used 
 
 

 
4. Date of Birth                                    5. Male/Female 
 
 

 
6. Place of Birth (City, State, Country) 
 

 
7. Present Address (complete) 



 

 

 
 
 
 
 

The purpose of the following questions is solely to assess 
whether you post a risk to children or vulnerable adults. If, for any 
reason, you answer yes to this question, it will not automatically 
rule you out of the selection process. You will have the 
opportunity of fully discussing the circumstances with us at a 
face-to-face meeting. 

 

 
8. Have you ever been convicted of any offences?        Yes/No 
 
 
    If Yes, please give details: 
 
 
 
 
 
 
9. Are you subject to any pending prosecutions?          Yes/No 
 
 
    If Yes, please give details: 
 
 
 
 
 
 



 

 

10. Are you subject to any pending  
disciplinary action, or investigation  
in your current employment                                           Yes/No 
 
    If Yes, please give details: 
 
 
 
 
 
11. Has a previous employer ever taken  
disciplinary action against you                                     Yes/No 
 
    If Yes, please give details: 
 
 
 
 
 
 
12. Has a previous employer dismissed you?             Yes/No 
 
 
    If Yes, please give details: 
 
 
 
 
 
 
13. Have you OR a member of your household*  
ever been involved proceedings, investigations  
or enquiries related to abuse of others?                       Yes/No 
 
 
If Yes, please give details: 



 

 

 
 
 
 
 
 
 
 
(*Presbyteries & Religious Houses not included as households 
for the purposes of this form) 
 
PLEASE ENSURE YOU SIGN AND DATE THIS FORM BELOW 
 

DECLARATION 
 
I am committed to protecting and safeguarding children, young 
people and vulnerable adults from abuse. I understand that to 
knowingly give false information or to omit information will be 
considered as a breach of trust and could result in my dismissal 
at any time in the future. I understand that if I am subsequently 
convicted of any criminal offence, I must declare this to my 
employer, or (for volunteers) to the Safeguarding Officer. I 
declare that the information I have given on this form is correct. I 
also understand that, if appointed, my Confidential Declaration 
Form will be held securely and in strict confidence by the 
Safeguarding Officer, and retained for 100 years. 
 
Signed: 
 
Date: 
 



 

 

This form is to be printed out and given to potential 
employees for completion and filed as stated in the Policy. 
This Safeguarding Policies document is issued by the 
Congregational Leader of the Mission Congregation of the 
Servants of the Holy Spirit to all SSpS Provinces and 
Regions. 

 
 

 
 

Appendix 2 

 THE UN CONVENTION ON THE RIGHTS OF THE CHILD5 

The United Nations Convention on the Rights of the Child 
(UNCRC) is a comprehensive, internationally binding agreement 
on the rights of children, adopted by the UN General Assembly in 
1989. It incorporates children's:  

• civil and political rights (like their treatment under the 
law);  

• social, economic and cultural rights (like an adequate 
standard of living); and 

• protection rights (from abuse and exploitation).  

                                                

 
5

  From: http://www.childrensrights.ie/index.php?q=childrens-rights-
ireland/un-convention-rights-child 

 

Do not believe: “It could never happen to me”. 



 

 

A child is defined in the UNCRC as a person under the age of 18 
years.  
Summary of the United Nations Convention on the Rights of 
the Child6 
Article 1 
Everyone under 18 years of age has all the rights in this 
Convention. 
Article 2  
The Convention applies to everyone, whatever their race, 
religion, abilities; whatever they think or say, whatever type of 
family they come from. 
Article 3 
All organizations concerned with children should work towards 
what is best for each child. 
 
Article 4 
Governments should make these rights available to children. 
Article 5 
Governments should respect the rights and responsibilities of 
families to direct and guide their children so that, as they grow, 
they learn to use their rights properly. 
Article 6 
All children have the right to life. Governments should ensure that 
children survive and develop healthily. 
Article 7 

                                                
6  From: www.unicef.org.uk 



 

 

All children have the right to a legally registered name, and 
nationality. Also the right to know and, as far as possible, to be 
cared for by their parents. 
Article 8 
Governments should respect children’s right to a name, a 
nationality and family ties. 
Article 9 
Children should not be separated from their parents unless it is 
for their own good. For example, if a parent is mistreating or 
neglecting a child. Children whose parents have separated have 
the right to stay in contact with both parents, unless this might 
hurt the child. 
Article 10 
Families who live in different countries should be allowed to 
move between those countries so that parents and children can 
stay in contact, or get back together as a family. 
Article 11 
Governments should take steps to stop children being taken out 
of their own country illegally. 
 
 
Article 12 
Children have the right to say what they think should happen, 
when adults are making decisions that affect them, and to have 
their opinions taken into account. 
Article 13 
Children have the right to get and to share information, as long 
as the information is not damaging to them or to others. 
Article 14 



 

 

Children have the right to think and believe what they want, and 
to practise their religion, as long as they are not stopping other 
people from enjoying their rights. Parents should guide their 
children on these matters. 
Article 15 
Children have the right to meet together and to join groups and 
organisations, as long as this does not stop other people from 
enjoying their rights. 
Article 16 
Children have a right to privacy. The law should protect them 
from attacks against their way of life, their good name, their 
families and their homes. 
Article 17 
Children have the right to reliable information from the mass 
media. Television, radio, and newspapers should provide 
information that children can understand, and should not promote 
materials that could harm children. 
Article 18 
Both parents share responsibility for bringing up their children, 
and should always consider what is best for each child. 
Governments should help parents by providing services to 
support them, especially if both parents work. 
 
Article 19 
Governments should ensure that children are properly cared for, 
and protect them from violence, abuse and neglect by their 
parents, or anyone else who looks after them. 
Article 20 



 

 

Children who cannot be looked after by their own family must be 
looked after properly, by people who respect their religion, culture 
and language. 
Article 21 
When children are adopted the first concern must be what is best 
for them. The same rules should apply whether the children are 
adopted in the country where they were born, or if they are taken 
to live in another country. 
Article 22 
Children who come into a country as refugees should have the 
same rights as children born in that country. 
Article 23 
Children who have any kind of disability should have special care 
and support, so that they can lead full and independent lives. 
Article 24 
Children have the right to good quality health care, to clean 
water, nutritious food, and a clean environment, so that they will 
stay healthy. Rich countries should help poorer countries achieve 
this. 
Article 25 
Children who are looked after by their local authority, rather than 
their parents, should have their situation reviewed regularly. 
Article 26 
The Government should provide extra money for the children of 
families in need. 
 
Article 27 



 

 

Children have a right to a standard of living that is good enough 
to meet their physical and mental needs. The Government should 
help families who cannot afford to provide this. 
Article 28 
All children and young people have a right to a primary 
education, which should be free. Wealthy countries should help 
poorer countries achieve this. Discipline in schools should 
respect children’s human dignity. Young people should be 
encouraged to reach the highest level of education they are 
capable of. 
Article 29 
Education should develop each child's personality and talents to 
the full. It should encourage children to respect their parents, and 
their own and other cultures. 
Article 30 
Children have a right to learn and use the language and customs 
of their families, whether these are shared by the majority of 
people in the country or not. 
Article 31 
All children have a right to relax and play, and to join in a wide 
range of activities. 
Article 32 
The Government should protect children from work that is 
dangerous, or might harm their health or their education. 
Article 33 
The Government should provide ways of protecting children from 
dangerous drugs. 
Article 34 
The Government should protect children from sexual abuse. 



 

 

 
Article 35 
The Government should make sure that children are not 
abducted or sold. 
Article 36 
Children should be protected from any activities that could harm 
their development. 
Article 37 
Children who break the law should not be treated cruelly. They 
should not be put in prison with adults and should be able to 
keep in contact with their families. 
Article 38 
Governments should not allow children under 16 to join the army. 
Article 39 
Children who have been neglected or abused should receive 
special help to restore their self-respect. 
Article 40 
Children who are accused of breaking the law should receive 
legal help. Prison sentences for children should only be used for 
the most serious offences. 
Article 41 
If the laws of a particular country protect children better than the 
articles of the Convention, then those laws should stay. 
Article 42 
The Government should make the Convention known to parents 
and children. 
For the full text of the convention refer to: 
http://www.un.org/depts/dhl/resguide/spechr.htm#child 


