Diocese of Austin

Pastoral Manual

Introduction
I am pleased to announce to you that the Pastoral Manual for the Diocese of Austin has been
revised, updated and enhanced.
Version 4.1 of the Pastoral Manual was promulgated on December 8, 2011.
Version 5.0 of the Pastoral Manual was published on January 17, 2014, as the current and
official version of the manual. All previous versions are rendered obsolete.
The Pastoral Manual is considered a living document and will, from time to time, be updated,
hence the manual will be available only online. The manual is available at the following site:
http://www.austindiocese.org/offices-ministries/quick-links/pastoral-manual. From there
individual sections or the entire manual can be viewed as a PDF.
These files can be saved to a local computer by right-clicking and using the “Save As” function.
Keyword searches can be done by using the Find (ctrl+f) function in PDF viewing software.
Before printing, please take into account that the Pastoral Manual is several hundred pages
long and that it will be revised regularly.
As future updates are made, check the Version Guide, available on the same webpage to ensure
whatever documents have been saved locally are the most current.
Notification will be made when future updates are made to the Pastoral Manual.

VERSION GUIDE
Change(s)

Date

Version

Numerous revisions to all sections.
Reformatting of entire document.

January 2011

4.0

Numerous revisions, additional
Canonical Law review, updated
forms, new sections added
• Inserted Parental Consent and
Release Form in English and
Spanish on Page I-39.
Subsequent pages were
renumbered.
• Page M-31 replaced with the
correct form

Promulgated 11/20/11
Effective 12/8/11

4.1

1/6/12 (only Sections I and
M bear the date 1/6/12)

4.1

Page S-14, Formation, Section
IV-G, was updated. Subsequent
pages were renumbered

1/27/12 (only Section S will
bear the date 1/25/12)

4.1

• Section B‐III‐D‐3 (Priests) was
updated to reflect the policy on
moving expenses for priests.
• Section C, beginning on page 23,
Deacons, The Deacon at Mass, was
updated to reflect the changes in the
New Roman Missal.
• Section M‐VI‐C (Eucharist) was
updated to include a secondary
source for gluten‐free hosts.

7/20/12

4.2

Section O revised and updated

11/20/12

4.2.1

• Front matter updated to reflect
Version 5.0
• Unnecessary spaces were
removed from pages B21, 22.
• Page B25, Sec. IV the word
“annual” was replaced with the
word “monthly.”
• Page C44, Sec. D-1 the words
“an instituted” were replaced with
“a.”
• Formatting was revised on
pages E31, 39, 41, 47, 53, 54, 55
• Sec. F: the 2004 adoption
footers were removed.
• Page F7: Sec. II-A, numbers 1-4
were revised.
• Page F11: Punctuation was
revised in the notes under Sec. 4a.
• Pages F13-14 were revised to
include four NFP methods
inserting Sec. III-D.
• All of Chapter G was revised
with new text and new forms.
• Page H4: The URL provided in
the introductory paragraph was
updated.
• Pages J9, 10, 11, 18: Outline
numbering corrected.
• Page L8-9: Sec. B-6 was
revised. Sec. B-7 and B-8 were
added. With the addition, the flow
of text on subsequent pages was
changed.
• Pages L14-18 were updated.
• Pages M3, 4: numbering
corrected.
• Page M23: gluten-free host
information added.
• Page M31: form replaced with a
new version.
• Page M11, Sec. D-7, was
amended.
• M23: Margins corrected
• Pages M12-32: Outline
Numbering and tabs were
corrected resulting in a change in
the flow of text and new pages.
• Page M9: Sec. III-C-8 was
amended.

1/17/14

5.0

• Page O6: Outline numbering
corrected.
• Pages P2, 3, 4: Outline
numbering corrected.
Capitalization errors corrected.
• Page S20: Sec. VI-D-2 was
corrected to be Sec. VI-D-1
• Page W10: Policy on Naming
Buildings inserted. All
subsequent page numbers
changed.
• Page W17, 18 (Policy on
Parishes that offer Facilities for
Use By Counselors): Minor text
corrections made to introduction,
Sec. III and Sec. V
• Page W11, 13, 15, 16 (Policy on
the General Procedure for
Identifying Hazardous Materials
and Abatement): Minor text
corrections to Secs. I, IV,
• Pages W13, 15 (Policy on
Property Transactions): Minor
text corrections to Secs. I-D-2,
III, IV-A

1/17/14 Continued

5.0

• Page E22, Sec. III-I was
rewritten.
• Page E27, Sec. IV-A-12,
Emergencies was rewritten.
• Page AA4 was deleted,
subsequent pages were
renumbered.
• Page Z2 was deleted,
subsequent pages were
renumbered.

8/28/15

5.1

• Page A-11, referencing a
Handbook of Policies for Human
Resources was deleted.
• Page B-24, spelling of
Remuneration was corrected.
• Pages S-5, 8, 10, 25, 26, 27, 32
references to other page numbers
were updated.
• Page S-6, §C1 and C2 were
added.
• Page S-13, the title Together in
God’s Love was corrected
• Pages S-13 and S-89, the
abbreviation Fr. was corrected to
Father.
• Page S-51, updated to include
information about marriage
licenses.
• Page S-54, the word “reputably”
was added to §2.401(b).
• Page S-57, §IV was deleted and
replaced with new text.
• Page S-58, the word “a” was
inserted into §V.A.1.
• Page S-59, §VI.A.6 was deleted.
• Page S-60, §VII.A was updated
with the correct Canon citation.
• S-61-62, §D.5 was shortened and
§E was inserted.
• Page S-63, §IX.A.7 was inserted.
• Page S-64, §IX.D was deleted.
• Page S-78, §XX, XXI and XXII
were amended to reference St. John
Paul II. §XXIII was inserted.
• Page T-7, text was deleted and a
shorter §I, II, III were inserted.
• Pages T-8, T-9 were deleted and
all successive pages were
renumbered.
• Page T-18, new policy on 15passenger vans was inserted.
• The Liturgy Planning Form on
pages AA-1 and AA-2 was
removed.
• The Event Use Agreement for
Parish Facilities, Alcohol
Addendum and Return and
Itemization of Security Deposit
Forms were inserted into Section
AA.

12/16/16

6.0

• Page B - 11, §III-D-3 re: moving
expenses was inserted, continuing
to Page B – 12.
• Pages C - 16 – 19; §III; §V-A, B,
C; §VI-F, G; §VII-D; §VIII-A were
revised. All footnote numbers were
corrected.
• Page C- 24 was revised.
• Page C - 25 was deleted. All
subsequent pages were
renumbered.
• Chapter G was updated to reflect
changes in speaker approval
process.
• Page S – 47, Capitalization of
Appendix was corrected.
• Page T - 5: punctuation was
corrected.
• AA – Event Use Agreement
forms and Addenda were updated
• Section BB was removed. The
subsequent section “Abbreviations”
was re-named Section BB.

07/28/17

Version numbers were
discontinued in this revision.
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Diocesan Mission Statement
We, the Diocese of Austin,
through the Word and Eucharist,
prayer, formation, education,
social ministries and advocacy,
embrace diverse cultures
throughout the diocese;
so together,
as the Catholic Church,
we may continue
the mission of Christ
in the world today.
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Diocesan Coat of Arms
The diocesan coat of arms represents the 25 counties that made up the Diocese of Austin at its creation.
The diocese extends north to south from West to San Marcos and east to west from Bryan/College
Station to Mason. The coat of arms was designed by Bishop Louis J. Reicher at the time the diocese
was established in 1947.
The custom of having a coat of arms goes back to medieval times when rulers, officials, large land
owners, etc., would have the shields of their soldiers emblazoned with a design symbolizing the
family. Since the diocese and its see city take the name of Stephen F. Austin, Bishop Reicher chose to
utilize part of the Austin family coat of arms. This consisted of a horizontal bar charged with three
crosses between one chevronel line above and another at the base.
He altered the coloring, however, utilizing the colors symbolic of the Blessed Virgin Mary, white and
blue, in view of the fact that the cathedral of the diocese is dedicated to her. These are also the
principal colors of the state seal of Texas.
The star above has a double significance. It symbolizes both the Lone Star of Texas and our Blessed
Lady under the title Stella Maris, “Star of the Sea.”
The rose on the lower chevronel reminds us of the shield of the Galveston Diocese, from which most
of the Austin Diocese was taken in 1947. This rose, copied from the field of the mother diocese of the
state, symbolizes the Blessed Virgin Mary under the title of Rosa Mystica, “Mystical Rose” and is a
symbol of new birth as it was in the beginning of the church.
The wavy lines symbolize the Colorado River, which passes through the center of the diocese, and the
golden heart symbolizes St. Augustine (Austin) of Hippo. The transfixed arrows, one descending and
one ascending, represent St. Austin’s love for God and God’s love for St. Austin as a great doctor of
the Church.
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Diocesan Offices and Structure
I.

Diocesan Offices
A.

Bishop
1.

The diocesan Bishop, as successor to the apostles, is the teacher of doctrine, the
priest of sacred worship, and the minister of governance in the diocese entrusted
to his care. The Bishop exercises his role as pastor in the diocese in hierarchical
communion with the Supreme Pontiff, the Bishop of Rome.

2.

As teacher of doctrine, the Bishop teaches and illustrates the truths of faith that
are to be believed and applied to life.

3.

The Bishop is attentive to all Christ’s faithful entrusted to his care. He has a
special concern for the priests who are his helpers and counselors in ministry.
The diocesan Bishop seeks to promote the holiness of Christ’s faithful according
to the vocation of each. Since he is the principal dispenser of the mysteries of
God, he assists those in his care to grow in grace through the celebration of the
sacraments and through living the paschal mystery.

4.

The Bishop governs the particular Church entrusted to him with legislative,
executive, and judicial power in accordance with the law. He ensures that abuses
do not creep into ecclesiastical discipline, especially concerning the ministry of
the word, the celebration of the sacraments and sacramentals, the worship of
God and the cult of the saints, and the administration of goods.

5.

In all juridical transactions of the diocese the diocesan Bishop acts in the person
of the diocese.

July 28, 2017

A-5

B.

Vicar General
1.

The vicar general is appointed by the diocesan Bishop.

2.

He assists the Bishop in the governance of the whole diocese.
a.

C.

D.

In virtue of his office, the vicar general has the same executive power
throughout the whole diocese as that which belongs by law to the
diocesan Bishop. That is, he can perform all administrative acts, with
the exception of those which the Bishop has reserved to himself or which
by law require a special mandate of the Bishop.

Chancellor
1.

The chancellor is appointed by the Bishop.

2.

He works as the executive office of the diocesan Bishop.

3.

His principal responsibility is to be the notary of the Bishop and to ensure that
the acts of the diocese are kept safe in the archive of the diocese.

Moderator of the Curia
The Moderator of the Curia coordinates the exercise of administrative responsibilities
and sees that the other members of the Curia duly fulfill the office entrusted to them.
1.

E.

The Moderator of the Curia works closely with the director of Human
Resources.

Vicar for Religious
1. The vicar for religious is appointed by the Bishop to serve as his liaison to members
of religious orders and congregations serving within the diocese.
a.

The vicar for religious promotes communication between the Bishop and
men and women religious.

2. The vicar for religious is assisted by associate vicars.
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F.

Dean (Vicar Forane)
The dean is the priest who is placed in charge of a deanery (vicariate forane).

G.

1.

The dean is appointed by the Bishop after consultation with the priests who are
exercising the ministry in the deanery.

2.

He represents the Bishop to the priests and others of his deanery.

3.

The dean makes a formal visit to each parish in his deanery every three years
and submits a written report to the Bishop.

4.

When tensions or difficulties arise in parishes within the deanery, the dean,
based on the principal of subsidiary, is to assist the pastor and parish in handling
the matter at that level before it is referred to the diocesan offices.

5.

The dean encourages the clergy in his deanery to attend the events sponsored by
the diocese, especially the programs promoted by the Priestly Life and
Formation Committee.

6.

He seeks to offer spiritual assistance to the priests of his deanery, particularly to
those who are in difficult circumstances or are troubled by problems.

7.

In the case of illness of a priest, the dean is to advise the Bishop and seek to do
his part in offering assistance.

Financial Officer
The financial officer, under the authority of the Bishop, administers the goods of the
diocese in accordance with the plan of the Finance Council.
1.

The financial officer gives the Bishop and the Finance Council quarterly
financial reports.

2.

The financial officer is in charge of salaries and benefits for the diocesan
employees and coordinates and administers the diocesan building and health
insurance plans.

3.

The financial officer works closely with the Office of Facilities Planning, the
Office of Stewardship and Development, and the director of Human Resources.
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H.

Judicial Vicar
The Bishop appoints a judicial vicar, or “officialis,” for the promotion of justice
regarding matters within the diocese.

II.

1.

The judicial vicar serves as an extension of the Bishop’s judicial ministry in the
diocese.

2.

He constitutes one tribunal with the Bishop but cannot judge cases which the
Bishop reserves to himself.

3.

In particular, the judicial vicar acts as a resource to the Bishop on canonical
matters, studies requests for annulments, and serves as a consultant for priests,
deacons, religious, and laity in canonical policies relating to marriage.

Diocesan Councils and Committees
A.

Presbyteral Council
1.

2.

The Presbyteral Council assists and advises the Bishop in the governance of the
diocese, on behalf of the local presbyterate, on the pastoral welfare of the people
of God.
a.

The council has a consultative vote.

b.

The diocesan Bishop consults the council in matters of more serious
moment.

c.

The council of priests can never act without the diocesan Bishop.

When the See is vacant, the Presbyteral Council ceases and its functions are
fulfilled by the College of Consultors.
a.

B.

The new Bishop must reconstitute the Presbyteral Council within a year
of taking possession of the diocese.

College of Consultors
The Bishop presides over a smaller number of priests from the Presbyteral Council
known as the consultors. The consultors advise in the more practical and ordinary
administration of the diocese according to the norms set by Canon Law or when deemed
necessary by the Bishop.
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C.

D.

Finance Council
1.

Each diocese is required by Canon Law to have a Finance Council. It is an
advisory council presided over by the Bishop.

2.

The Finance Council is appointed by the Bishop and is composed of experts in
financial affairs and civil law.

3.

It is the responsibility of the Finance Council to approve an annual budget for
the governance of the diocese, in accordance with the direction of the Bishop.

4.

It is also the responsibility of the Finance Council to account for income and
expenditures at the end of the year.

Priest Personnel Committee
The Priest Personnel Committee advises the Bishop on matters pertaining to the
assignment of priests within the diocesan structure or when a priest is being considered
for extra-diocesan assignments.

E.

Building Commission
The Building Commission serves in an advisory capacity to the Bishop in matters
relating to the building projects of the diocese.
1.

The Building Commission oversees all building, planning, and maintenance
issues of the diocese and its parishes.

2.

The Building Commission reviews, evaluates and makes recommendations on
the construction or remodeling of buildings within the diocese according to
established diocesan criteria.

3.

The Building Commission assists the parishes and institutions of the diocese in
their building plans to meet liturgical, educational, and social needs.
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Policy on Compliance with Ethics and Integrity in Ministry
Effective January 1, 2002
In order to safeguard the children and vulnerable adults whom we serve, and to honor our privilege and
responsibility of sharing in the ministry of Jesus Christ, the Diocese of Austin issues the following
policy:
On January 1, 2002, the Diocese of Austin established a policy on Ethics and Integrity in Ministry
(EIM) for all clergy, religious, seminarians, and employees (in parishes, schools, and all diocesan
offices) and those volunteers who minister to youth (those under the age of 18) or vulnerable adults
(those who are uniquely vulnerable to abuse because of physical or mental disability that
substantially impair the person’s ability to provide adequately for their own care or protection). To
be compliant one must complete the EIM Application for Ministry and attend an EIM workshop
within sixty (60) days of submitting the application.
In August 2008, these policies were revised: All those required to be compliant with the diocesan
Ethics and Integrity in Ministry policies must attend an EIM workshop every three (3) years.
Additionally, the definition of who is required to be compliant with these policies has been expanded.
Please refer to the current Policies on Ethics and Integrity in Ministry for a comprehensive review of
all EIM policies and procedures at www.austindiocese.org/eim.
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The Diocese of Austin has a separate Handbook of
Policies for Ethics and Integrity in Ministry. It can be
viewed at www.austindiocese.org

July 28, 2017

PRIESTS

B-2

Priest Policy Booklet
Approved by the Presbyteral Council
Effective November 2005
Revised February 2011
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Policies for Diocesan Priests
“All priests, in union with bishops, so share in one and the same priesthood and ministry of Christ that
the very unity of their consecration and mission requires their hierarchical communion with the order
of bishops.(32) At times in an excellent manner they manifest this communion in liturgical
concelebration as joined with the bishop when they celebrate the Eucharistic Sacrifice.(33) Therefore,
by reason of the gift of the Holy Spirit which is given to priests in Holy Orders, bishops regard them as
necessary helpers and counselors in the ministry and in their role of teaching, sanctifying and
nourishing the People of God.(34) Already in the ancient ages of the Church we find liturgical texts
proclaiming this with insistence, as when they solemnly call upon God to pour out upon the candidate
for priestly ordination "the spirit of grace and counsel, so that with a pure heart he may help and
govern the People of God,"(35) just as in the desert the spirit of Moses was spread abroad in the minds
of the seventy prudent men,(36) "and using them as helpers among the people, he easily governed
countless multitudes."(37)
Therefore, on account of this communion in the same priesthood and ministry, bishops should regard
priests as their brothers and friends(38) and be concerned as far as they are able for their material and
especially for their spiritual well-being. For above all upon the bishops rests the heavy responsibility
for the sanctity of their priests.(39) Therefore, they should exercise the greatest care in the continual
formation of their priests.(40) They should gladly listen to their priests, indeed consult them and
engage in dialogue with them in those matters which concern the necessities of pastoral work and
welfare of the diocese. In order to put this into effect, there should be – in a manner suited to today's
conditions and necessities,(41) and with a structure and norms to be determined by law – a body or
senate(42) of priests representing all the priests. This representative body by its advice will be able to
give the bishop effective assistance in the administration of the diocese.
Priests, never losing sight of the fullness of the priesthood which the bishops enjoy, must respect in
them the authority of Christ, the Supreme Shepherd. They must therefore stand by their bishops in
sincere charity and obedience.(43) This priestly obedience, imbued with a spirit of cooperation, is
based on the very sharing in the episcopal ministry which is conferred on priests both through the
Sacrament of Orders and the canonical mission.(44)
This union of priests with their bishops is all the more necessary today since in our present age, for
various reasons, apostolic undertakings must necessarily not only take on many forms but frequently
extend even beyond the boundaries of one parish or diocese. No priest, therefore, can on his own
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accomplish his mission in a satisfactory way. He can do so only by joining forces with other priests
under the direction of the Church authorities” (Presbyterorum Ordinis 1 7). 2
“A person becomes a cleric through reception of diaconate and is incardinated into the particular
church or personal prelature for whose service he has been advanced.” (c. 266)
I.

Priests’ Faculties
The Bishop gives faculties to priests who share in his pastoral ministry to the People of God in
the Diocese of Austin. These faculties are an assurance to the people that the Bishop has
confidence that the priest will minister to them in the spirit of Christ and according to the faith
Christ revealed to the apostles. The following faculties are granted according to the general
law of the Church to priests in good standing for exercise within the territory of the Diocese of
Austin.
A.

Baptism and Confirmation
1.

To pastors and parochial vicars to baptize those who have completed their
fourteenth year (c. 863).

2.

To all priests (ipso iure) to administer the sacrament of confirmation in danger
of death (c. 883 3°).

3.

To pastors (ipso iure) to administer the sacrament of confirmation to those
persons who have attained the use of reason (c. 97) and whom they baptize (c.
883 1°; 530 2°; 886).
a.

This same faculty is extended to parochial vicars. Pastors and parochial
vicars are also given the faculty to confirm those persons who have
attained the use the reason and are already baptized in another church or
ecclesial communion, when they are received by them into full
communion with the Church (c. 882, 884, § 1).

B. Eucharist

1
2

1.

To all priests (ipso iure) to celebrate the holy sacrifice of the Mass according to
approved liturgical norms (c. 900, § 2).

2.

To all priests (ipso iure) to celebrate Mass in any decent place (c. 932, § 1).
a.

Ordinarily funeral Masses should be celebrated in the parish church.

b.

In case of pastoral necessity, the Mass can be celebrated in a funeral
home.

Hereafter PO
See Presbyterorum Ordinis 7 for internal citations (32-44).
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3.

To all priests to celebrate Mass once on weekdays under normal circumstances;
three times on Sunday and Holy Days according to need. Mass may be
celebrated twice on weekdays due to urgent need (e.g. funerals, weddings).
Bination on weekdays should not be a regular practice (c. 905).

4.

To all priests or pastors to dispense an individual in a specific instance for a just
reason from the Eucharistic abstinence (c. 919, § 1).

5.

To pastors (ipso iure) and to parochial vicars to dispense individuals, when there
is a just and sufficient reason, from the obligation of observing a day of precept
or a day of penance, or to commute obligation into other pious works.

6.

C.

This faculty may be exercised on behalf of a parishioner or a person
visiting within the boundaries of the parish.

b.

For this faculty to be validly exercised the reason for granting the
dispensation must not be a matter of mere convenience but of sufficient
concern to warrant the granting of the dispensation (c. 1245, 91).

To celebrants (ipso iure) to consume something before the second or third
celebration of the Eucharist, even though there is not an hour’s interval (c. 919,
§ 1).

Preaching
1.

D.

a.

To all priests to preach the Word of God everywhere unless this faculty has been
restricted or removed by the competent authority or unless particular law
requires express permission (c. 764).

Sacrament of Reconciliation
1.

2.

To pastors the habitual faculty to administer the sacrament of reconciliation is
granted (ipso iure) (c. 986, § 1).
a.

This same habitual faculty is extended to all parochial vicars and priests
who have domicile in this diocese (c. 967, § 1).

b.

This faculty may be exercised anywhere in the world, unless in a
particular case the local Ordinary has restricted its exercise (c. 967, § 2).

To confessors to remit in the internal or external forum a latae sententiae
penalty for abortion and apostasy.
a.

This faculty may be exercised only within the confines of the diocese
and on behalf of any person regardless of the person’s residence or the
place where the penalty was incurred.
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b.

E.

Since apostasy constitutes leaving the Church by a formal act,
reconciliation should be in the external forum with a notation in the
baptismal register since the person would again be bound to the
canonical form of marriage (cf. c. 1117).

Marriage
1.

To pastors (ipso iure) to subdelegate a priest or deacon in an individual case or
to give general delegation to a specific priest or deacon in writing to assist in
marriages within the boundaries of the parish to which the pastor is assigned (c.
1111, § 1).
a.

The faculty to assist at marriages within the boundaries of the parish to
which they are assigned is extended to parochial vicars as well.
However, they may subdelegate this faculty to a specific priest or deacon
only in individual cases and not as a general delegation (c. 137, § 3).

b.

Marriages are not to be celebrated in any place except a church.
i.

2.

Only the Bishop can grant a dispensation from this requirement.

The faculty is granted to those able to assist at marriages to dispense from all the
impediments to marriage which may be dispensed by the local Ordinary, when
everything has been prepared for the marriage (omnia parata), when the
marriage cannot be delayed without the probable danger of grave harm until the
dispensation can be obtained from the competent authority, and the competent
authority cannot be contacted by telephone prior to the ceremony.
NOTE: If this faculty is exercised, the Bishop must be notified immediately in
writing.
a.

Therefore, in an omnia parata situation, only the following impediments
may be dispensed:
i.

Age (c. 1083, § 1)

ii.

Disparity of worship (c. 1086, § 1)

iii.

Abduction (c. 1089)

iv.

Consanguinity except in the direct line or in the second degree of
the collateral line (c. 1091)

v.

Affinity in the direct line (c. 1092)

vi.

Public propriety (c. 1093)

vii.

Legal relationship based on adoption in the direct line or the
second degree of the collateral line (c. 1094)
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b.

If a dispensation is granted, make a notation on the marriage application
and contact the chancery as soon as possible.

c.

The following are reserved impediments and may not be dispensed by
priests or deacons:

d.
3.

F.

G.

i.

Those of divine law, e.g. impotence, prior bond (ligamen),
consanguinity in the direct line or in the second degree of the
collateral line (c. 1078, § 3; 1084; 1085, § 1; 1091)

ii.

Sacred Orders and public perpetual vow of chastity in an institute
of pontifical right (c. 1078, § 2, 1°)

iii.

Conjugicide (c. 1078, § 2, 2°).

Dispensation from canonical form is reserved to the local Ordinary.

Pators and parochial vicars may permit a marriage between a baptized Catholic
and a baptized non-Catholic in an omnia parata situation, if the conditions in
Canon 1125 are met and the Bishop is immediately notified in writing (c. 1124).

Funerals
1.

To pastors and parochial vicars assigned to a parish to allow funeral rites for an
unbaptized child, if the parents had intended to have the child baptized (c. 1183,
§ 2).

2.

To pastors and parochial vicars assigned to a parish to allow funeral rites for a
baptized person belonging to a non-Catholic church or ecclesial community,
provided this is not clearly contrary to the wishes of the deceased and provided a
minister of the faith of the deceased, for whatever reason, is not available (c.
1183, § 3).

Vows
1.

To pastors (ipso iure) and to parochial vicars assigned to a parish to dispense
from private vows made by a person belonging to the parish to which they are
assigned and also by a visitor within the territory of the parish.
a.

2.

This dispensation may be granted only if no injury is done to the
acquired rights of others (c. 1196, 1°, 3°).

To pastors (ipso iure) and to parochial vicars assigned to a parish to commute to
a lesser good what has been promised by a private vow made by a person
belonging to the parish to which they are assigned and also by a visitor within
the territory of the parish (c. 1197).
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H.

Liturgy of the Hours
1.

2.

II.

To all priests to omit the Liturgy of the Hours except Morning Prayer or
Evening Prayer if one participates in:
a.

A Mass celebrated or presided over by the Bishop

b.

A jubilee Mass

c.

A Mass offered on the occasion of an ordination, religious investiture or
profession

d.

Confirmation or Forty Hours

e.

A cursillo, retreat or day of recollection

f.

The hearing of confession for more than two hours

g.

Trination

To all priests to omit all of the Liturgy of the Hours on Holy Saturday, Easter
Sunday, Christmas Eve, and Christmas Day, if he participates in a vigil service
or a Midnight Mass.

Care of Priests
A.

Retreats, Days of Prayer, Convocations
1.

Every priest is to make a retreat annually (c. 276.4, § 2, 4°).
a.

The cost of the retreat is covered by the parish or institution served by
the priest.
i.

b.

3.

Priests who do not attend the retreats scheduled/organized by the diocese
should inform the Vicar for Priests of their alternate retreat plan.

Every priest is to have a spiritual director. A minister to priests is available in
the diocese for spiritual direction. He can also assist to identify others who can
serve as a spiritual director for priests.
a.

4.

If a priest makes a retreat other than the ones provided by the
Diocese of Austin, he can be compensated only the amount
charged for the diocesan retreat (See Compensation Schedule for
Priests (page B-23)).

The regular celebration of the sacrament of reconciliation is highly
encouraged.

All priests are invited and encouraged to join with the presbyterate for the days
of prayer during Advent and Lent.
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5.

B.

Priests are encouraged to build fraternal relationships with other priests within
the presbyterate through occasions of prayer and fraternal support groups or
other ecclesial spiritualities that are in keeping with their ministry as priests (c.
278, § 1).

Continuing Education
1.

The Committee of Priestly Life and Formation in consultation with the
Presbyteral Council organizes an annual Priests’ Convocation in the fall of each
year.
a.

2.

An additional allowance per annum is to be made available to the priest by the
parish/institution for “continuing education” (See Compensation Schedule for
Priests (page B-23)).

3.

Priests are invited and encouraged to gather each year in June for a summer
gathering of fraternity and renewal with the Bishop and brother priests.
a.

C.

The cost of the convocations is covered by the parish/institution served
by the priest and/or the diocese.

The meals and other expenses are covered by the budget of the Priestly
Life and Formation Committee; the hotel cost is covered by the parish or
institution served by the priest (See Compensation Schedule for Priests
(page B-23)).

Sabbatical Policy
A sabbatical policy for the priests of the Diocese of Austin was approved by the
Presbyteral Council on January 28, 2004. (See Sabbatical Policy (page B-16))

D.

Vacation
Priests are allowed no more than one (1) month annually for vacation (c. 283; 533, § 2;
550, § 3). They should take this time for rest and rejuvenation for their own health and
well-being.

E.

1.

The annual retreat is not considered as vacation time.

2.

A request for vacation that exceeds one month requires approval by the Bishop.

Day off
For the good of his own health, every priest should take a day off each week.

F.

Medical Care
Every priest is encouraged to have an annual physical examination.
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G.

Mental Health
Every priest will have access to mental health care such as treatment for addiction,
psychiatric conditions, or other behavioral issues.

III.

Remuneration
A.

Salary and Benefits
1.

Diocesan priests and religious priests who serve in full-time ministry in the
Diocese of Austin receive a monthly salary from the parish or institution to
which they are assigned (See Compensation Schedule for Priests (page B-23)).
a.

2.

3.

The Bishop of the Diocese of Austin sets the amount in consultation with
the Presbyteral Council.
i.

The amount will be reviewed annually.

ii.

No parish or institution may give a salary greater than the amount
approved by the Ordinary of the diocese.

iii.

If a parish is unable to meet the amount determined, the priest
should make this known to the Bishop in order to be
compensated equally.

Parishes or institutions where a priest is serving are to pay the priest’s health
insurance premiums (See Compensation Schedule for Priests (page B-23)).
a.

All diocesan priests (incardinated or not) will be covered by the
insurance plan of the Diocese of Austin.

b.

Premiums will be billed through the Finance Office Benefits Specialists.

An annual contribution is given to the Priests’ Pension Plan of the Diocese of
Austin for each diocesan priest serving in the Diocese of Austin (incardinated or
not).
a.

The parish/institution is billed by the Pension Plan (See Compensation
Schedule for Priests (page B-23)).

b.

It is expected that parishes served by religious priests will make
contributions to the Pension Plan of the Diocese of Austin. The
provincial of the religious congregation to which the religious priest
belongs must submit a written request to the Bishop of Austin in order
for the Diocese of Austin to send the pension contribution to the
congregation.
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c.

It is expected that parishes served by diocesan extern priests will make
contributions to the Pension Plan of the Diocese of Austin. The Bishop of the
diocese to which the priest belongs must submit a written request to the
Bishop of Austin in order for the Diocese of Austin to send the pension
contribution to the priest’s home diocese.

B.

Priests are not to be paid extra for doing work that is considered a normal duty for a parish
priest assigned on a full-time basis to a parish (e.g. teaching a course in the parish or parish
school)

C.

Car expenses (for diocesan priests) to be covered by the parish or institution:
1.

Renewal of vehicle registration and inspection

2.

Car insurance premiums (See Compensation Schedule for Priests (page B-23)).

3.

Tires

4.

Regular oil changes

5.

Normal maintenance of the car

6.

Gasoline used in the exercise of the priest’s ministry
a.

D.

The parish does not pay for gasoline used when a priest is not engaged in his
normal duties of ministry (days off, vacation, etc.).

Housing
1.

Every parish is to own a rectory suitable for the use of the priest(s) who serve the
parish.
a.

The parish is also to cover the cost of regular care (cleaning, supplies, etc…)
and maintenance of the house, as it is property of the parish.

b.

Priests are not to receive a “housing allowance” from the parish to be
applied to the purchase of a personal house.
i.

2.

3.

Any exceptions to this require the permission of the Bishop.

Priests are to be provided a food allowance by the parish or institution.
a.

A suggested amount is determined by the diocese (See Compensation
Schedule for Priests (page B-23)).

b.

Food bills during vacation periods are not the responsibility of the
parish/institution.

Priests who move from one assignment in the diocese to another are entitled to be
reimbursed up to and not more than $300 for their moving expenses.
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a.

The priest who is being transferred should present receipts to the office staff of
the parish that he is leaving.
i.

b.

E.

The parish that he is leaving is responsible for making this
reimbursement to the priest.

Moving costs beyond $300 are the responsibility of the priest who is being
transferred.

Mass Intentions and Offerings
See Supplementary Norms of the Diocese of Austin, Feb. 2, 2009

F.

Stole Fees
When a priest or deacon performs a certain parochial function, that person is to put the
offerings received from the Christian faithful on that occasion in the parochial account
unless, in the case of voluntary offerings, the contrary intention of the donor is certain.
(c. 531).

G.

H.

Stipends
1.

The Diocese of Austin makes recommendations for compensating priests who
supply in parishes other than his own assignment (See Compensation Schedule
for Priests (page B-23)).

2.

Remuneration for priests who celebrate baptisms, weddings, funerals, or
quinceañeras should be agreed upon between the pastor and the assisting priests.

Expenses Not Covered include but are not limited to:
Parishes may not purchase or defray the cost of:

IV.

1.

An automobile for the use of a diocesan priest

2.

Expenses of a priest’s vacation

3.

A priest’s education beyond what is expressly stated in the Compensation
Schedule for Priests (page B-23)

4.

Priest’s personal items such as cigarettes, toilet articles, etc.

5.

Personal long distance telephone charges

Lending Parish Funds
A pastor does not have the authority to lend church funds to himself or any individual.
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V.

Personal Business
Priests are not to conduct business or trade either for their own benefit or that of others without
the permission of the Bishop. (c. 286)

VI.

Proper Dress
When exercising their ministry priests should wear suitable ecclesiastical garb. (c. 284)

VII.

Personnel Assignments and Procedures
A.

VIII.

The Priests’ Personnel Committee assists the Bishop in the assignments of priests.
1.

The Committee meets (in person or by conference call) at least quarterly and
more often as required.

2.

All matters discussed by the Personnel Committee are confidential.

Retirement
A.

Priests may retire at age 70.
1.

When a priest reaches the age of 75, he is to submit in writing a letter of
resignation to the Bishop.
a.

The Bishop will either accept the letter of resignation, or, if the Bishop
and the priest agree, the priest may continue to serve as his health
permits.

b.

The Bishop and priest will review his health and ministry on a year-toyear basis.

B.

If a priest wishes to retire before age 70 for health or other personal reasons, he
should consult with the Bishop, and, if a mutual agreement is reached, the priest should
submit a letter of resignation to the Bishop.

C.

The Diocese of Austin provides a home for priests at the John Paul II Residence for
Priests in Georgetown.
1.

Priests will be given preference to live at the residence in the following order:
a.

Diocesan Priests of the Diocese of Austin

b.

Extern priests who have served in the Diocese of Austin

c.

Religious Order priests who have served in the Diocese of Austin with
the permission of their superiors

d.

Other priests
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D.

The cost of rent at the John Paul II Residence for Priests will be determined by the
Bishop/Presbyteral Council in consultation with the trustees and Committee of the
Priests’ Retirement Fund (Austin Pension Plan and Trust)
1.

E.
IX.

A copy of the by-laws of the Austin Pension Plan and Trust is available through the
Office of the Vicar for Priests.

Assisted Living and Nursing Home Care
A.

When a priest can no longer live independently, and specialized care is needed, the
priest is asked to contribute his pension plan and social security payment to partially
defray the cost of assisted living or nursing home care.
1.

X.

The Diocese of Austin pays the remainder of the cost of this care.

Personnel Files and Diocesan Archives
A.

XI.

Rent is not to exceed half of the monthly pension payment.

Every diocesan priest must have the following documents on file at the Pastoral Center:
1.

An updated will (at least updated every ten (10) years)

2.

An inventory of personal material belongings and the location of financial
documents (such as insurance policies, bank accounts, deeds, stocks, etc.) which
are not otherwise listed or defined in the priest’s will

3.

A list (names and addresses) of the priest’s next of kin (parents, brothers, sisters,
etc.)

4.

A living will or a directive to the doctors should the priest become unable to
make medical decisions

5.

A power of attorney

6.

Burial instructions

B.

Each document is to be placed in a separate sealed envelope with the title of the
document on the envelope.

C.

The documents will be held in the priest’s personal file by the chancellor of the diocese
and will be opened only upon the death of the priest or as needed in a medical or other
emergency.

Funeral Arrangements
A.

Diocesan priests are to have instructions for their funeral liturgy and funeral instructions
on file with the chancellor at the Pastoral Center.
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B.

Funeral expenses can be covered by the benefits of the diocesan life insurance policy.
1.

XII.

Any amount above the policy coverage will be covered by the priest’s estate.

Extern Priests Who Are Accepted to do Ministry in the Diocese
A.

Based on the pastoral need of the Diocese of Austin external priests may be invited to
exercise priestly ministry for a specified period of time.
1.

B.

C.

Priests who come to the Diocese of Austin to exercise priestly ministry are to be
welcomed as brothers among the presbyterate.

Extern priests must supply the following for their personnel file prior to beginning
ministry with the Diocese of Austin:
1.

Copies of their visa information (if international clergy)

2.

Letter of permission from their Bishop or provincial superior giving the priest
permission to serve in another diocese

3.

A curriculum vitae

4.

A completed data information form provided by the vicar for priests of the
Diocese of Austin

5.

A medical report signed by a physician designated by the Diocese of Austin
stating that the priest is in good health.

The Diocese of Austin will:
1.

Give faculties for the period of time the priest will serve in the diocese

2.

Offer health insurance (paid by the parish or institution served by the priest)

3.

Offer a loan for a car (not to exceed $15,000) to be paid back monthly from the
priest’s paycheck
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Sabbatical Policy
“Rekindling the Gift of God”
I.

Description
A.

A sabbatical is an educational leave (encouraged by the Diocese of Austin) for a period
of three (3) to four (4) months, in which a priest takes time off from the responsibilities
of his assignment to pursue a specific program of formation or a combination of
different elements which fit the particular personal and ministerial needs of the priest.
This is conducive to the mission of the diocese and the universal Church.
The ongoing formation of priests, whether diocesan or religious, is the natural and
absolutely necessary continuation of the process of building priestly personality which
began and developed in the seminary or the religious house with the training program
which aimed at ordination (Pastores Dabo Vobis 3 71).

B.

II.

A sabbatical is distinguished from:
1.

A vacation that is used solely for rest, relaxation, and recreation

2.

A retreat that is oriented solely toward spiritual renewal

3.

Sick leave which is intended for the recovery of physical health

4.

Pursuit of a graduate degree program for the purpose of specific professional
development or meeting of approved criteria for assignment

5.

A weeklong program of either spiritual or intellectual pursuit

Eligibility
A.

Priests ordained ten (10) years or more are eligible for a sabbatical.
1.

3

As priests approach their tenth anniversary of ordination, they are highly
encouraged to begin planning for a sabbatical.

Hereafter PDV
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III.

IV.

2.

Subsequent sabbaticals can be made at seven (7) year intervals.

3.

Priests recently incardinated into the Diocese of Austin are eligible for a
sabbatical based on the same criteria provided they have served in the Diocese of
Austin for at least five (5) years.

Types of Sabbaticals
A.

There are a wide range of sabbatical options. There are both self-contained and
structured programs. Some sabbaticals reflect a desire for theological update and
educational focus. Some may center on spirituality and others may center on
development of additional pastoral skills. Some sabbaticals provide a different
cultural/world context. These and other variations reflect the varied needs and interests
of priests. There are several resource books that list and describe briefly a variety of
sabbatical programs. For someone who is considering a sabbatical, it would be helpful
to become acquainted with these resources. Resource books are available from the
vicar for priests.

B.

Special individualized programs can be proposed to the vicar for priests.
1.

A sabbatical of this kind may be one that focuses on a particular area of ministry
or a specific area that the priest may want to explore for his personal or
professional growth.

2.

Those pursuing individualized programs must present a detailed plan with goals
and criteria prior to the sabbatical.

Procedures for Application
A.

When a priest decides he wants to take a sabbatical, he must complete a Sabbatical
Form and turn it in to the vicar for priests.

B.

The preferred date of his requested sabbatical should also be given.
1.

This does not presume approval at this time but it places the request on a priority
listing.

C.

Because many sabbatical programs have limited registration and allotted positions per
diocese, there is a need that this request is made at least one (1) year in advance of the
sabbatical program.

D.

For each calendar year, applications for first sabbaticals to be taken in that year will be
accepted up until eighteen (18) months prior to that year; after that time, applications
will be accepted from those who have had a previous sabbatical.

E.

Applications will be evaluated and approved by the vicar for priests and confirmed by
the diocesan Bishop.
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V.

Number of Sabbaticals
The number of the sabbaticals granted each year is determined by the funds and priest
personnel available.

VI.

Personnel Replacement
A.

Approval of a sabbatical request does not require prior confirmation of a replacement.

B.

Lining up of a replacement must be done with the approval of the director of the Priests’
Personnel Board and the bishop.

C.

A priest preparing to go on sabbatical should make every effort to find his replacement.
1.

D.

VII.

If he needs assistance, he should ask the director of the Priests’ Personnel Board
to help him identify potential replacements. The Priests’ Personnel Board may
assist the priest in obtaining coverage.

If needed, a temporary administrator may be appointed by the Bishop for the duration of
the sabbatical.

Coverage of Sabbatical Expenses
A.

Sabbatical program expenses are covered by a grant from the diocesan Sabbatical
Account of the Priestly Life and Formation Committee’s Budget.
1.

The maximum Sabbatical Fund grant is found in Compensation Schedule for
Priests (page B-23).
NOTE: The average cost for Menlo Park, St. Meinrad, NAC is about $6,000.
a.

B.

The priest himself is responsible for any program expenses above and
beyond this amount, as well as travel costs.

The employing institution will cover the salary and benefits for both the priest on
sabbatical and the priest who is replacing him during the time of sabbatical.
1.

Parishes that cannot afford these expenses should inform the vicar for priests in
a timely manner.

D.

In the situation where the sabbatical occurs during the transition time between two
assignments, the last place of assignment will ordinarily continue to pay his salary and
benefits.

E.

Application Forms for Priests’ Sabbaticals are found in the Forms section of the Pastoral
Manual.
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Immigration Guidelines for International Priests and Religious
These procedures will pertain to all international priests and religious who are sponsored to come to
the Diocese of Austin for ministry on the R-1 Temporary Religious Worker Visa and those being
sponsored for Legal Permanent Residence (LPR).
I.

A letter of approval and a testimonial of suitability from the individual’s bishop or provincial
(or designee) must be submitted.
A.

The bishop or provincial must certify the person is in good standing, in good health, has
no barriers to ministry, and is given permission to live and work in the Diocese of
Austin under the R-1 Visa or as a legal resident.

B.

These documents should be submitted prior to any finalized immigration documents
being submitted to the US government, unless circumstances require otherwise.
1.

Both the letter of approval and testimonial of suitability must be on official
diocesan or provincial letterhead and have a current date, an original signature,
and an official seal of the diocese or province.

2.

Receipt of these documents may be submitted by mail, courier, or electronically.
a.

3.

II.

Faxes may be accepted only if they are to be followed by the original
hard copy that meets these requirements.

The Diocese of Austin reserves the right to ask for copies of the individual’s
personnel file as a condition of sponsorship.

Guidelines for the-R-1 Visa
A.

The intent of sponsorship for the R-1 Visa is for an international priest or religious to
work in the Diocese of Austin for a period of time not to exceed five (5) years.
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B.

Only the Diocese of Austin will sponsor international priests or religious for R-1 Visas
to work in parishes, schools, or other diocesan entities as identified in the most
current Official Catholic Directory (Kenedy Directory).
1.

III.

If an international priest or religious will be serving an entity separate from the
Diocese of Austin, the employing entity must act as the sponsor.

C.

Only the Bishop of Austin or the vicar general may sign immigration paperwork or
make final decisions regarding visa sponsorship.

D.

No international priest or religious may purchase land or houses while working in the
Diocese of Austin while on an R-1 Visa.

E.

The Diocese of Austin will pay all legal fees, government application fees, and
transportation expenses to arrive from their home country for priests sponsored to work
in the diocese under the R-1 Visa, with the exception of certain religious orders where it
is customary and appropriate for them to pay their own legal fees and transportation
costs.

F.

An R-1 Visa holder may only work in the assignment made by the visa sponsor.

Guidelines for Legal Permanent Residence
A.

B.

Diocesan sponsorship for LPR is usually restricted to the following circumstances:
1.

The individual is an expert in a specialization or is in a ministry which would
otherwise be difficult to fill

2.

The individual has been approved for incardination in the Diocese of Austin

3.

Other reasons exist for sponsorship, including the unforeseen needs of the
diocese

Payment of fees for LPR applications
1.

If a priest is or will be incardinated in the Diocese of Austin, all legal costs and
governmental application fees will be paid by the Diocese of Austin.

2.

If a priest is not incardinated in the Diocese of Austin, but is asked to stay in the
US by our diocese, the Diocese of Austin will pay all legal costs and
governmental application fees.

3.

If a priest is not incardinated in the Diocese of Austin and he requests
permission to stay (and there is no objection by the Diocese of Austin), the
individual priest is responsible for paying all legal costs and government
application fees.
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4.

C.

D.

Use of Attorney Services
1.

If the Diocese of Austin pays any part of the costs related to the LPR petition,
the priest must use the attorney recommended by the Diocese of Austin.

2.

If the Diocese of Austin does not pay any of the costs related to the LPR
petition, the priest may use any attorney he chooses.

3.

Religious brothers and sisters approved for LPR sponsorship may use any
attorney they choose.

The individual priest or religious is responsible for fulfilling all obligations and
requirements in the LPR application process as required by the government or the
attorney.
1.

IV.

V.

VI.

If a religious brother or sister is approved for sponsorship for legal residence, the
individual or their religious order is responsible for all legal costs and
government application fees.

Failure to meet this requirement may result in denial or withdrawal of
sponsorship by the Diocese of Austin.

Application for US Citizenship
A.

The Diocese of Austin is not involved in the citizenship petition process and does not
pay legal or government fees for priests or religious applying for citizenship.

B.

The priest or religious is not permitted to solicit funds to cover any of the costs or fees
related to the citizenship application process from the laity or from the parish or
institution they serve.

Transportation expenses for international priests and religious to travel to and return from their
home countries for vacation or other personal business is the responsibility of the individual or
their religious order.
A.

The priest or religious is not permitted to solicit funds to cover any of the transportation
or other costs related to the travel from the laity, or from the parish or institution they
serve.

B.

Diocesan assistance with transportation costs for emergency family situations may be
addressed on a case-by-case basis.

The Diocese of Austin, the international priest or religious and the receiving parish, school or
diocesan entity will abide by all civil and criminal laws, including U.S. Immigration and U.S.
State Department rules, policies, and regulations (e.g.: reporting change of residence to
immigration officials).
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A.
VII.

Failure to comply with laws or regulations may result in the priest or religious losing
their sponsorship and employment with the Diocese of Austin.

To continue ministry in the Diocese of Austin, an international priest or religious is expected
to:
A.

Provide copies of current passport, visas, and I-94s to the appropriate diocesan official
within one week of arrival.
1.

B.

VIII.

Copies of changes in these documents must be submitted within one week of the
change.

Meet enculturation standards, as directed by the vicar for priests or the vicar for
religious, prior to being given a pastoral assignment in a parish, school, or other
diocesan entity.
1.

The individual may reside in a parish, but will not receive a pastoral assignment
until the enculturation standards are met as prescribed.

2.

During the enculturation period and prior to pastoral ministry, the priest will be
provided compensation through an agreement between the vicar general and the
institution served.

C.

Attend English as a Second Language (ESL), accent modification, or other language
classes if required by the Bishop.

D.

Notify the vicar general and vice chancellor of the Diocese of Austin when any change
of residence has occurred.

E.

Notify the vicar general prior to any travel outside the U.S.

F.

Acquire a Texas Driver’s License and U.S. Social Security Card (optional) within 30
days.

An international priest or religious may be returned to their country of origin if, after careful
assessment and evaluation, it is determined that repatriation is in the best interest of the Diocese
of Austin or in the best interest of the individual.
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Compensation Schedule

July 28, 2017

B - 24

Compensation Schedule for Priests
I.

Remuneration for Supply Work
A.

B.

II.

Weekend Ministry
1.

$50 for each weekend Mass

2.

$25 for Sacrament of Penance

3.

IRS rate per-mile travel allowance

4.

Applicable Mass stipends of $5 per Mass

Weekday Ministry
1.

$20 for each weekday Mass

2.

IRS rate per-mile travel allowance

3.

Applicable Mass stipends of $5 per Mass

Retreats, Days of Prayer, Convocations
If a priest makes a retreat other than the ones provided by the Diocese of Austin, he can be
compensated no more than the amount charged for the diocesan retreat. The priest would be
personally responsible for all additional expenses.

III.

Continuing Education
A.

The additional allowance per annum to be made available to the priest by the
parish/institution for “continuing education” is $300.

B.

The reasonable hotel costs for the summer gathering for priests or retreats organized by
the Priestly Life and Formation Committee shall be covered by the priest’s
parish/institution.
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IV.

Priest Salary
The priest’s monthly salary is $1,825 and is to be paid by the parish/institution.

V.

Priest Health Insurance
A.

VI.

The priest’s monthly health insurance premium is to be paid by the parish/institution
according to its collections.
1.

$1,250 monthly for parishes with annual collections of $500,000 or less

2.

$1,350 monthly for parishes with annual collections of $500,000 to $1,000,000

3.

$1,450 monthly for parishes with annual collections of more than $1,000,000

Priest’s Automobile Insurance
As a minimum, the insurance policy should cover both liability and collision for, at least, the
value of the vehicle.

VII.

Priests’ Pension Plan
A.

VIII.

IX.

Each diocesan priest’s parish/institution is billed according to its collections for the
Priests’ Pension Plan.
1.

$5,000 annually for parishes with annual collections of $500,000 or less

2.

$7,500 annually for parishes with annual collections of $500,000 to $1,000,000

3.

$10,000 annually for parishes with annual collections of more than $1,000,000

Food Allowance
A.

The priest is expected to provide receipts to the parish.

B.

The amount suggested by the Diocese of Austin for a priest’s food allowance is a
maximum of $400 per month.

Sabbatical
The maximum sabbatical fund grant is $6,000. (NOTE: The average cost of the sabbatical
programs at Menlo Park, the North American College, and St. Meinrad is about $6,000).

July 28, 2017

B - 26

PRIEST SABBATICAL APPLICATION FORM
Name:
Address:
City:

State:

Office Telephone:

Residence Telephone:

Cell Phone:

Fax:

ZIP:

E-mail:

Check the appropriate category for which you are applying:
Sabbatical
Language Studies
Other

Degree Program
Internship

Course or Workshop
Pilgrimage

Brief Description of this Program:

What do you wish to say about your reasons for wanting to do this program?

Have you taken any other sabbaticals or have you had any other extraordinary educational
opportunities since your ordination? If so, please describe briefly and include the dates.
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DETAILS ABOUT YOUR PROPOSED SABBATICAL

Name of Program:
Beginning Date:

Concluding Date:

Sabbatical Location:
Address:
City:
Phone:

State:
Fax:

ZIP:
E-mail:

How can you be contacted should an emergency arise?

PROJECTED BUDGET
Tuition/Program Fees:
Travel:
Books and Other Materials:
Food and Lodging:
Recreation:
Telephone:
Coverage Costs (Including Stipends and Mileage):
Other Expenses:
TOTAL EXPENSES:
PERSONAL CONTRIBUTION:
TOTAL EXPENSES MINUS PERSONAL CONTRIBUTION:
Do you have a replacement?

Do you need help providing a replacement?

Please include copies of your program application and any other descriptive and financial information that will be helpful
in processing your application.
Submit this form to the Director of the Priestly Life and Formation Committee.

July 28, 2017

DEACON

C-2

Diaconate Policy Booklet

July 28, 2017

C-3

Continuing Formation of Permanent Deacons
Effective 7-1-2010
I.

Introduction
A.

The Code of Canon Law (c. 273-289) prescribes in relevant part:
1.

Clerics are bound to undertake and fulfill faithfully a function which their
ordinary has entrusted to them.

2.

Clerics are bound in a special way to pursue holiness since, having been
consecrated to God by a new title in the reception of orders, they are
dispensers of the mysteries of God in the service of His people.

3.

In order to be able to pursue this perfection:
a.

They are first of all to fulfill faithfully and tirelessly the duties of
the pastoral ministry.

b.

They are to nourish their spiritual life from the two-fold table of
sacred scripture and the Eucharist; therefore, priests are earnestly
invited to offer the eucharistic sacrifice daily and deacons to
participate in its offering daily.

c.

Priests and deacons aspiring to the presbyterate are obliged to carry
out the liturgy of the hours daily according to the proper and
approved liturgical books.
i.

d.

Permanent deacons, however, are to carry out the same to
the extent defined by the conference of bishops.

They are equally bound to make time for spiritual retreats
according to the prescripts of particular law.
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B.

C.

II.

e.

They are urged to engage in mental prayer regularly, to approach
the sacrament of penance frequently, to honor the Virgin Mother of
God with particular veneration, and to use other common and
particular means of sanctification.

f.

Clerics are to pursue sacred studies and are to strive after that solid
doctrine founded in sacred scripture, handed on by their
predecessors, and commonly accepted by the Church, as set out
especially in the documents of councils and of the Roman Pontiffs.

The National Directory for the Formation, Ministry and Life of Permanent
Deacons in the United States (USCCB) prescribes in relevant part:
1.

Deacons are entitled to a period of time each year for continuing education
and spiritual retreat.

2.

Norms should be established in each diocese regarding suitable length of
time for these activities and the manner in which the deacon shall receive
financial assistance for his expenses either from the diocese, from the
current place of ministerial service, or from a combination of sources.

3.

Each diocese is to establish a basic minimum of continuing education
hours to be fulfilled on an annual basis by all diocesan deacons in active
service (in addition to time allocated for the annual diaconal community
retreat).

Accordingly, while finding the active ministry a source of holiness in itself,
deacons in the Diocese of Austin shall allot time for reflective activities which
foster growth in holiness (e.g., personal prayer, Liturgy of the Hours, retreats,
spiritual reading, days of recollection, and consultation with a spiritual director).

Annual Retreat
A.

A deacon may fulfill his obligation to attend an annual retreat by attending a
retreat given by the Office of Diaconal Ministry in the diocese or through
participation in a retreat at a recognized Catholic retreat center.

B.

The deacon is encouraged to attend an annual retreat that is three (3) to five (5)
continuous days (72 to 90 hours); but, in no case may the retreat be less than 42
continuous hours (e.g., a retreat that begins Friday evening and concludes Sunday
afternoon).
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C.

III.

A retreat is a withdrawal from ordinary activities for a period of time to commune
with God in prayer and reflection. There are various forms of retreats (e.g.,
preached, directed, and private). A retreat is not a time for fellowship and social
activities. Those leading and participating in retreats should exercise care to
focus on prayer and communication with God.

Spiritual Direction
A.

A spiritual director is one who assists a person in developing a closer relationship
with God and in better discerning the presence of the Holy Spirit in his life and
where God is calling him.
1.

Spiritual direction is not “spiritual companionship” or a “mentor.”
a.

B.

A deacon is required to have a spiritual director with whom he consults regularly.
1.

C.

IV.

Deacons shall be familiar with the differences.

The deacon shall strive to meet with his spiritual director once every four
(4) to eight (8) weeks.

A priest or a director who has obtained a certification from an institution
acceptable to the bishop may serve as a spiritual director for a deacon.

Continuing Education
A.

In accordance with the Canons cited in the introduction, deacons must constantly
form themselves in theological and pastoral continuing education to insure a
feeling of self-confidence and adequacy in their ministry and to demonstrate to
the Church they serve that they are competent spiritual leaders.

B.

All deacons in the Diocese of Austin shall complete a minimum of 30 hours of
continuing education every year (excluding social periods, lunch, breaks, or travel
time) as follows:

C.

1.

12 of the required 30 hours must be in actual classroom instruction.

2.

The remaining 18 hours must be in actual classroom instruction or selfstudy hours.

The scope and nature of instruction should pertain to preparation for the deacon’s
ministry and to the Church in the areas of service, Word, or sacrament.
1.

This would include background for or updating of current ministry, or
preparing for future ministry.
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D.

Acceptable courses for classroom instruction include, but are not limited to, the
following:
1.

A certification course such as a national, regional or diocesan course
which awards a certificate for completion

2.

A course or conference offered by the Deacon Continuing Education
Committee of the Diocese of Austin

3.

College courses in theology, religious studies, or other relevant courses

4.

Courses offered by the Diocesan Institute of Ecclesial Ministry

5.

Courses offered for continuing education of priests

6.

Courses offered by a diocesan ministry (e.g., Office of Pro-Life and
Chaste Living, Religious Education, Multi-cultural Ministry, and others)

7.

Instruction time at the annual convocation of deacons

8.

Instruction time at deanery or regional meetings of clergy or deacons

9.

Other courses acceptable to the Director of Diaconal Ministry

E.

Acceptable studies for self-study credit include, but are not limited to, books or
recordings related to the subject matter described under The Deacon at the Mass §
IV.C - IV.D (Page C-44))

F.

Generally, the following items do not qualify for continuing education hours:
1.

Travel related to instructional sites

2.

Informal meetings and prayers services

3.

Spiritual direction sessions

4.

Pastoral council, diocesan board, administration, business or committee
meetings

5.

Support group functions

6.

Courses not related to ministerial service
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V.

VI.

Annual Convocation of Deacons
A.

Deacons shall attend the annual convocation of deacons as called by the Bishop or
the Director of Diaconal Ministry.

B.

The Director of Diaconal Ministry is encouraged to maintain the annual
convocation on the same day or days of each calendar year (e.g., the first Saturday
in October) and is encouraged to notify deacons of the date for the annual
convocation well in advance of the convocation.

Annual Reporting
A.

By a day specified by the Director of Diaconal Ministry, but not later than March
31, each deacon shall submit an annual report specifying their compliance with
the requirements for an annual retreat, spiritual direction, and continuing
education for the previous calendar year.

B.

Deacons are encouraged to maintain a copy of their annual report.
1.

C.

VII.

Annual reports are to be made part of the deacon’s personnel file.

The Director of Diaconal Ministry may ask for other matters to be submitted in
the annual report (e.g., estimated hours of service in various ministries or
experiences by the deacon).

Compliance and Exceptions
A.

As specified in this policy, all active deacons must
1.

Comply with the annual requirements of a retreat, spiritual direction, and
continuing education

2.

Attend the deacon convocation

3.

Submit an annual report

B.

Retired deacons are not required to fulfill continuing education requirements or
submit an annual report; but are encouraged to do so.

C.

Inactive deacons (for whatever reason) are encouraged to comply.
1.

If an inactive deacon does not comply, the inactive deacon may be
required to obtain additional education or other formation before returning
to active status.
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D.

The Director of Diaconal Ministry may, in exceptional cases, grant waivers to
compliance or submission of an annual report (e.g., extended illness).

E.

Non-compliance with this policy by active deacons
1.

Will be reported to the canonical supervisor of the deacon and to the
bishop

2.

May be grounds for admonishment, suspension of faculties, or other action
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Assignment-Reassignment within the Diocese
I.

Definition
A.

It is the Bishop who assigns a deacon to a particular ministry and parish. He
normally uses a consultative process; however, he may also personally direct an
assignment.

B.

The principal criteria for this assignment are the pastoral needs of the diocese and
the local community and the personal qualifications and abilities of the deacon, as
discerned in his previous experience and the course of his formation (Permanent
Deacons in the United States: Guidelines on their Formation and Ministry1, 116).

C.

The assignment ordinarily will take into account the deacon’s family and
occupational responsibilities.

D.

Normally, deacons will be assigned to a particular parish.
1.

II.

Assignments involving specific ministries to other institutions may also be
made in order to foster the ministry of the Church.

E.

All diaconal assignments are made at the discretion of the Bishop of Austin and
are made by letter personally signed by him.

F.

The Director of Diaconal Ministry is the Bishop’s representative for coordinating
and recommending all assignment actions with input from the Deacon Personnel
Committee.

Initial Assignment
The initial assignment of a newly ordained deacon will depend on the needs of the
diocese and the abilities of the deacon.

1

Hereafter PDUS
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III.

Reassignment
Sometimes it is necessary for assignments to be changed because of the needs of the
diocese, the needs of the deacon, the needs of the parish, or personal reasons. The process
for reassignment is as follows:
A.

The deacon or his pastor or other canonical supervisor will contact the Director of
Diaconal Ministry and discuss the need for reassignment with him.
1.

B.

The director will gather pertinent information regarding the reassignment by
talking to the deacon, pastors, and others who may be involved.

C.

The director will then present to the Deacon Personnel Committee to discuss and
make a recommendation to the Bishop.
1.

D.

IV.

If there is a conflict with the director, the deacon may contact the
chancellor or the vicar general of the diocese or seek redress per Deacon
Personnel Committee § IV.E (page C-27)

The Director of Diaconal Ministry will ensure that both pastors support
any reassignment before making a recommendation to the Bishop.

Once the recommendation has been made to the Bishop, he will decide if a
reassignment is beneficial and write a letter making the reassignment to the
deacon and both pastors.

Assignment of deacons into Diocese of Austin from Another Diocese
A deacon moving into the diocese from another diocese will establish his residence and
then contact the Director of Diaconal Ministry to apply for ministry in the diocese and a
parish.
A.

In order to receive an assignment, the deacon must receive endorsement from the
Bishop and Director of the Diaconate Office of his former diocese.

B.

No assignment will be made without the review and recommendation of the
Deacon Personnel Committee and prior coordination and approval of the pastor or
other canonical supervisor.

C.

The recommendation of the Director of Diaconal Ministry and the Deacon
Personnel Committee is forwarded to the Bishop and he makes the decision on the
assignment.
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V.

Excardination (the releasing of a cleric from the jurisdiction of his ordinary)
Incardination (The embracing of a cleric into the jurisdiction of a new ordinary)
A.

When a deacon is moving permanently outside the juridical boundaries of the
diocese, he should notify the Director of Diaconal Ministry.

B.

After he settles into the new diocese, he may begin the process of incardination
into the new diocese.

C.

If the move is permanent and, upon the agreement of the Bishops of both
dioceses, the excardination/incardination can be completed.
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Written Ministry Agreement
I.

The importance of a written agreement between a deacon and his pastor or canonical
supervisor cannot be overemphasized.
“It is very important that the particular ministry assignment to a deacon by his Bishop be
very clearly spelled out in a written document. It should always contain clear delineation
of responsibilities, that is, of the expectations of the diocese and of the particular
community. Such job descriptions will go far to prevent misunderstandings and
disappointments arising among the deacons themselves or other members of the Church.
This mission should be regularly evaluated and reviewed and may be revised when
changes in church needs or in the development of the deacon himself suggest it.” (PDUS,
117)

II.

It is incumbent on pastors/supervisors and deacons to have a current Diaconal Ministry
Agreement that specifies the deacon’s responsibilities and duties within the parish or
other institution.

III.

In the Diocese of Austin, the Ministry Agreement is reviewed annually and updated, as
needed, at the time of the deacon’s annual evaluation and review of ministry.

IV.

In negotiating an agreement, it is important that a married deacon’s spouse be consulted,
since diaconal ministry inevitably affects the wife and children.

V.

There are five conditions that require a written ministry agreement:
A.

Upon ordination

B.

Upon reassignment

C.

Upon transfer into the Diocese of Austin from another diocese

D.

When a new pastor/supervisor is assigned to the parish or institution

E.

When requested by the deacon or the pastor/supervisor.
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Remuneration, Support, and Reimbursement of Expenses to
Permanent Deacons
Adopted by Bishop Vásquez on December 21, 2010
I.

Introduction
A.

The National Directory for the Formation, Ministry and Life of Permanent
Deacons in the United States provides, in relevant part:
1.

By ordination, deacons are members of the clergy

2.

Most permanent deacons, married or celibate, have secular employment
and do not engage exclusively in specific church-related ministries

3.

The combination of an ordained minister with a secular occupation and
personal and family obligations can be a great strength, opportunity, and
witness to the laity on how they too might integrate their baptismal call
and state in life in living their Christian faith in society

4.

Permanent deacons are to take care of their own and their family’s needs
using income derived from their full-time employment by the diocese,
parish, or secular profession or, if not employed, by other means such as
retirement income or investments.
a.

B.

Provided, in a situation of need, the Church ought to assist the
deacon and his family in charity.

Canon 281.3 provides:
1.

Deacons who devote themselves completely to ecclesiastical ministry
deserve remuneration

2.

Deacons who receive remuneration in a civil profession (current or retired)
are to take care of their own needs from the incomes derived from their
profession.
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C.

II.

The Diocese of Austin recognizes the sacrifices that permanent deacons make in
fulfilling their ordination promises. Therefore, to assure equity in matters related
to remuneration and reimbursement of expenses, permanent deacons and parishes
shall adhere to this chapter concerning such matters.

Remuneration for Diaconal Ministry and Remuneration for Employment
A.

A deacon who is assigned to a parish is not compensated for his diaconal
ministry.
1.

B.

In accordance with Paragraphs IV and V of this section (Page C-15), a
parish should provide a sufficient budget for the deacon to perform his
diaconal ministry.

Gifts or fees may not be required or encouraged from the faithful for:
1.

The preparation, administration, or receipt of a Sacrament

2.

A deacon to lead or participate in a prayer service, blessing, or liturgy

Fees or contributions for the use of facilities or educational materials are
addressed in other sections of the diocesan pastoral manual.
C.

D.

A deacon may receive a gift from those to whom he administers the sacraments or
for whom he leads in prayer (commonly known as “stole fees”) if the deacon:
1.

Does not suggest or specify a particular amount for such a gift

2.

Clarifies with the donor as to whether the gift is to be given to the deacon
or to the parish

3.

Complies with any other parish policies concerning such gifts

A deacon may be employed by a parish or the diocese to fill a position that is
typically held by paid-staff (for example, parish business administrator, religious
education director, music director, etc.).
1.

Permanent deacons who are employed by the diocese, parish, or agency
are to receive remuneration commensurate with the salaries and benefits
provided to the lay staff for that particular position.

2.

A deacon may voluntarily agree to receive less remuneration if the deacon
has other means sufficient for the care of his own needs and the needs of
his family.
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III.

IV.

Insurance and Retirement
A.

To provide for their own upkeep, every permanent deacon is obliged to satisfy the
legal requirements for Social Security benefits or a comparable program.

B.

Deacons are encouraged to and should seek out financial guidance concerning
retirement savings and income, insurance (health, life, and disability), and overall
financial planning.

Reimbursement of Expenses
A.

B.

V.

Permanent deacons are to be reimbursed for legitimate expenses incurred in their
ministry, including, but not limited to:
1.

Mileage, if necessary for the deacon to fulfill his ministerial obligations
and the mileage expense is significant

2.

Supplies directly related to ministerial functions

3.

Travel expenses (for example, air fare, mileage, food and lodging) if such
travel is necessary for the deacon to fulfill his ministerial obligations

The deacon should ascertain from his pastor the method for reimbursement or
expenses and should obtain prior approval for such expenditures.

Expenses for the Deacon’s Annual Retreat and Continuing Education
A.

The deacon is obliged to meet certain continuing formation requirements as
specified in this pastoral manual or otherwise required by the bishop (for
example, an annual retreat and continuing education).
1.

B.

A deacon’s wife is, many times, asked to attend such events.

The parish or place at which the deacon serves is obliged to provide financial
assistance to the deacon to meet his retreat and continuing formation obligations.
1.

A parish should offer to pay the reasonable costs associated with the
retreat and continuing formation of a deacon and is encouraged to offer to
pay such expenses for the deacon’s wife.

2.

The deacon may decline such assistance if he is able to sufficiently
provide for the care of his own needs and the needs of his family.
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Faculties for Deacons in the Diocese of Austin
In accordance with the duties of the deacon as described in the 1983 Code of Canon Law and the
liturgical books, the following faculties are granted to the deacons of the Diocese of Austin to be
exercised subject to the pastor to whom each is assigned. The faculties are given individually and
signed by the Bishop and notarized by the chancellor.
I.

Baptism
To administer Baptism solemnly to persons under the age of seven (7) 1

II.

Eucharist
1.

To distribute the Body and Blood of Christ at Mass

2.

To conduct the rite of administration of holy Communion outside of Mass

3.

To conduct the rite of administration of viaticum and holy Communion to the sick
A.

1

Nota bene: Care must be taken that the recipients are given the opportunity
to receive the sacraments of penance and anointing of the sick, if they so
desire.

4.

To impart Eucharistic Benediction

5.

To exercise the office of deacon in liturgical celebrations 2

6.

To dispense, in individual cases and for a just reason, from the Eucharistic
abstinence 3

Canon 866 provides that anyone over the age of seven (7) should be immediately confirmed after the reception of
baptism. This is to be done by the minister who confers baptism. Since a deacon cannot administer confirmation,
he cannot baptize an adult except in danger of death. Persons seven (7) years old and older will be baptized by a
priest and confirmed by him as part of the same ceremony.
2

In liturgical celebrations, the deacon must wear at least the alb and stole. On more solemn and festive occasions
he should wear the dalmatic over the stole.
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III.

IV.

V.

Preaching
A.

To deliver the homily at Mass

B.

To preach at other religious services 4

Scripture
A.

To proclaim the Gospel at Mass

B.

To conduct Scripture services

Matrimony
A.

To administer the Order of Celebrating Matrimony without Mass within the
boundaries of the parish to which he is assigned by the Bishop.5

B.

When assisting at a marriage to dispense from all impediments to marriage that
may be dispensed by the local ordinary, when everything has been prepared
for the marriage and when the marriage cannot be delayed without probable
danger of grave harm until the dispensation can be obtained from the
competent authority.
1.

Such dispensations must be reported to the chancery within three (3)
days. 6

3

Canon 919, § 1 requires that anyone receiving the Eucharist abstain for at least one hour before holy Communion
from all food and drink, except water and medicine. This faculty allows the deacon to dispense from this
Eucharistic abstinence in individual cases and for a just cause.

4

The deacon may deliver the homily and preach anywhere in the world, with the permission of the person in charge
of the church or chapel, unless the Bishop sees fit to limit or deny permissions. (c. 764)

5

A marriage performed by a deacon, outside of his assigned parish, is invalid unless the pastor or parochial vicar of
the place of marriage has explicitly delegated the deacon for the specific marriage. Since this faculty gives a
deacon general delegation for marriages within the parish to which a deacon is assigned, a deacon may delegate an
outside priest or deacon to officiate at a marriage within the territory of the parish.

6

Canon 1080, § 1 says that whenever an impediment is discovered after everything is prepared for the wedding and
the marriage cannot be delayed without the probable danger of grave harm until a dispensation is obtained from a
competent authority, the local ordinary may dispense from all impediments of ecclesiastical origin except the
impediment arising from orders and the impediment coming from a public perpetual vow of chastity in a religious
institute of pontifical right. Moreover, in occult cases and in danger of death, these same ecclesiastical
impediments may be dispensed by a minister (c. 1079, § 2, 3). This includes a deacon who is properly delegated
for the marriage.
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VI.

C.

To administer the nuptial blessing outside of Mass

D.

To administer the oath and complete the premarital investigation

E.

To initiate the process for convalidation of marriages, for declarations of nullity,
and/or for the dissolutions of the bond of marriage

Funerals
A.

To conduct vigil services as appropriate at wakes

B.

To conduct the Funeral Service without the Mass

C.

To accompany the body from the funeral home to the church

D.

To conduct the rite of final commendation when it does not immediately follow
the funeral Mass

E.

To lead the prayers at the cemetery

F.

To allow church funeral rites at the parish to which he is assigned for an
unbaptized child if the parents intended to have the child baptized. 7

G.

To allow church funeral rites at the parish to which he is assigned for a baptized
person belonging to a non-Catholic church or ecclesial community provided this
is not clearly contrary to the wishes of the deceased and provided a minister of
the faith of the deceased is not available. 8

This faculty gives to those able to assist at marriages the ability to dispense from all ecclesiastical impediments
which may be dispensed by the local ordinary when everything is prepared for the wedding and the marriage
cannot be delayed without probable danger of grave harm until the dispensation can be obtained from the
competent authority. It is an extension of the instances mentioned in Canon 1080, § 1 inasmuch as it permits a
dispensation from non-occult, ecclesiastical law impediments from which the local ordinary can dispense.
7

Canon 1183, § 2 states that the local ordinary may allow church funeral rites to be celebrated for children whose
parents intended to have them baptized but who died before baptism. This faculty gives the ability to permit such
funerals to the deacons assigned to a parish.

8

Canon 1183, § 3 says that, in accordance with the prudent judgment of the local ordinary and provided that the
deceased’s own minister is unavailable, a baptized person belonging to a non-Catholic church or ecclesial
community may be given funeral rite unless it is clear that such is against his or her wishes. This faculty gives the
ability to allow such funerals to deacons assigned to a parish, who must first make a prudent judgment concerning
the matter.
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VII.

VIII.

Liturgy of the Hours
A.

The National Directory for the Formation, Ministry, and Life of Permanent
Deacons in the United States provides “permanent deacons are required to include
as part of their daily prayer those parts of the Liturgy of the Hours known as
Morning Prayer and Evening Prayer” (90).

B.

Although permanent deacons are not bound by the universal church law to say the
whole of the Liturgy of the Hours every day, permanent deacons should not hold
themselves lightly excused from the obligation they have to recite morning and
evening prayer.

C.

The National Directory states that “whenever possible they (deacons) should lead
those prayers (Morning and Evening Prayer) with the community to whom they
have been assigned to minister.”

D.

It is the policy of the Diocese of Austin that all deacons have the faculty of
dispensing themselves from the divine office when family or work duties
make it difficult to pray the Liturgy of the Hours.

Other
A.

To dispense, in individual cases and for a just reason, from the obligation of
observing a day of precept or a day of penance or to commute the obligation into
other pious works.
1.

B.

9

This faculty may be exercised on behalf of a parishioner or a person
visiting within the boundaries of the parish to which the deacon is
assigned. 9

To bestow blessings according to the rubrics of the Roman Ritual and the Book of
Blessings.

Canon 1245 gives the pastor the ability, for a just cause and according to the prescriptions of the diocesan Bishop,
to dispense from the obligation of observing a day of precept or a day of penance or to commute the obligation
into some other work. This power can be exercised on behalf of the pastor’s parishioners and those visiting within
the confines of the parish (cf. c. 91). This faculty gives the deacons assigned to a parish the same ability to
dispense or commute. This power can be exercised on behalf of parishioners and persons visiting within the
confines of the parish to which the deacon is assigned.

Nota bene: A deacon assigned to a parish should consult and work with the pastor before granting any dispensations
or providing funeral rites for a non-Catholic.
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Appropriate Attire and Title for Permanent Deacons
I.

Introduction
A.

Article 89 of the National Directory for the Formation, Ministry and Life of
Permanent Deacons in the United States states:
The Code of Canon Law does not oblige permanent deacons to wear an
ecclesiastical garb. Further, because they are prominent and active in secular
professions and society, the United States Conference of Catholic Bishops specifies
that permanent deacons should resemble the lay faithful in dress and matters of
lifestyle. Each diocesan Bishop should, however, determine and promulgate any
exceptions to this law, as well as specify the appropriate clerical attire that is to be
worn.

B.

Article 88 states:
While various forms of address have emerged with regard to deacons, the
Congregation for the Clergy has determined that in all forms of address for
permanent deacons, the appropriate title is “deacon.”

II.

C.

It is the policy of the Diocese of Austin that deacons are to aspire to wear
dignified and modest clothing in their daily lives.

D.

It is also the policy of the Diocese of Austin that the term “deacon” is the
appropriate title when formally addressing the deacon.

Attire
A.

The deacon’s attire should be appropriate for his field of work.

B.

When in public (at parish, social or other events), the deacon should wear clothing
that is neat, clean, modest, dignified, and appropriate to the occasion.
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C.

When choosing appropriate clothing, the deacon should recall any effect clothing
expressing certain positions or affiliations may have on others. For example, the
deacon should pay particular attention to attire that indicates a preference for a
particular political candidate, party, or position; or may make a statement that is
pastorally insensitive.

D.

Generally, the deacon does not wear clerical attire (the Roman collar or cassock).
1.

E.

If a deacon needs to wear clerical attire for jail or prison ministry, the
deacon should first seek written permission from the Bishop.

The vestment at Mass appropriate to the deacon is the dalmatic (of appropriate
liturgical color) worn over the alb and stole.
1.

The deacon should wear the dalmatic at least on Sundays and major
occasions.

2.

If a dalmatic, which matches (or appears appropriate with) the presider’s
chasuble, is not available, the deacon may wear an alb and stole of
appropriate liturgical color.

3.

The stole is not worn outside the dalmatic.

4.

For liturgies other than Mass, the appropriate attire for the deacon is as
follows:
a.

Communion Service: alb and stole (dalmatic is optional)

b.

Baptism: alb and stole (cope is optional)

c.

Wedding with Mass: the dalmatic is preferred, but an alb and
stole is also appropriate

d.

Wedding without Mass: alb and stole (dalmatic is optional; cope is
optional)

e.

Funeral Mass: the dalmatic is preferred, but an alb and stole is
also appropriate

f.

Funeral Service: alb and stole (whether service is in a sacred place
or at a funeral home); cope is optional if in a sacred place

g.

Graveside Service: alb and stole
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h.

III.

Funeral Vigil Service:
i.

Alb and stole if the service is in a sacred place

ii.

If the service is at a funeral home, the appropriate attire is
the alb and stole or coat and tie at the deacon’s option

i.

Ecumenical or Inter-Faith Prayer Service: coat and tie (for
example, prayer service for the deceased who was not Catholic)

j.

Adoration: alb and stole

k.

Benediction: alb and stole with humeral veil; the cope is preferred
but optional

Title
A.

The title for a Deacon is: “Deacon Your Name,” or “Your Name, Deacon”

B.

A deacon should be addressed in writing as “Deacon John Jones” or “Mr. John
Jones, Deacon” and verbally as “Deacon Jones.”
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Use of Oil in Praying with the Sick
No deacon may anoint with blessed oil or any other oil in praying for the sick. The possibility
exists for confusion of the prayer with the Sacrament of Anointing of the Sick. The person being
prayed with may fully understand that the Sacrament of Anointing of the Sick is not being
administered but others present or who hear of the incident may not be aware of the distinction.
Therefore, to avoid any confusion deacons are prohibited from using any oil or blessed oil when
praying with the sick.
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Presiding at Holy Communion Outside of Mass
I.

Generally, deacons maintain the faculty to conduct the rite of administration of holy
Communion outside of Mass.

II.

When presiding at a communion service, the deacon must use the following texts and
abide the rubrics in such texts:
A.

For communion services on a Sunday in English use “Sunday Celebrations in the
Absence of a Priest” 2012 edition.

B.

For communion services on a Sunday in Spanish use “Sunday Celebrations in
Absence of a Priest” 2007 Bilingual Edition.

C.

For communion services on a weekday in English use “Holy Communion and
Worship of the Eucharist Outside Mass” 1976 Edition.

III.

The Office of Diaconal Ministry maintains a compilation of frequently asked questions
related to communion services at which deacons preside, which provides guidance to
deacons.

IV.

The Eucharistic Prayer is not recited in a communion service. The Eucharistic Prayer is a
priestly prayer and its recitation by persons other than priests is forbidden by Canon 907.

V.

A communion service is not offered in lieu of a Mass nor does attendance at a
communion service fulfill one’s obligation to observe a day of precept (namely, Sunday
Mass). The deacon must exercise careful attention to avoid confusion on the part of the
faithful in this respect.
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Deacon Personnel Committee
I.

II.

III.

Purpose
A.

The Deacon Personnel Committee exists to assist the Bishop in serving the
pastoral needs of the diocese through the analysis and assessment of diaconal
personnel matters and the assignments of deacons.

B.

The committee aims to increase the efficiency and satisfaction of the deacons in
their ministries, to facilitate the development of their personal talents, and to
employ their experience in diocesan assignments.

C.

The committee is accountable to the Bishop.

Composition
A.

The Deacon Personnel Committee is composed of four members: two priests and
two deacons, appointed by the Bishop and the Director of Diaconal Ministry.

B.

The chairman of the committee is the Director of Diaconal Ministry.

Responsibilities
A.

B.

The committee is directly responsible to the Bishop.
1.

The Director of Diaconal Ministry represents the Bishop on the
committee.

2.

The committee makes recommendations to the Bishop regarding
assignments and will assist the Director of Diaconal Ministry in resolving
problems that arise relating to deacons.

The Bishop can make appointments without consulting the personnel committee.
1.

Deacons may approach the Bishop personally regarding assignments.
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C.

All members of the committee are bound to confidentiality regarding matters
discussed at meetings.
1.

D.

The committee recommends new ministries or variations in ministry that may
utilize the special talents and experience of deacons, especially to meet the
ministerial concerns of the poor.

E.

A pastor, canonical supervisor, or deacon may ask for reassignment of the deacon.
1.

IV.

This confidentiality continues even after a member leaves the committee.

All requests for reassignment must be sent to the Director of Diaconal
Ministry.

Procedures
A.

The director of Diaconal Ministries is responsible for directing the activities of the
committee and assuring that all issues are brought to the committee and resolved.

B.

When considering the assignment or reassignment of deacons, the committee will
make every attempt to assign the deacon to either his home parish or as close to
his home as possible.

C.

Prior to any decisions being made for assignment or reassignment, the director of
Diaconal Ministry will contact the pastor or supervisor of the ministry concerned
to get approval of the proposed assignment.

D.

The committee will make recommendations to the director of Diaconal Ministry
who will then present it to the Bishop.
1.

E.

The Bishop will make the final decision and no deacon may begin an
assignment until he has received the canonical letter of appointment from
the Bishop.

Deacons with grievances that cannot be resolved through the director of Diaconal
Ministry or other members of the committee may appeal to the chancellor of the
diocese (or the vicar general if the chancellor is the Director of Diaconal
Ministry) who will select an ombudsman from among several deacons who have
been approved by the Bishop to serve as an advocate for the aggrieved deacon.
1.

This process is intended to provide a means of resolving problems in
which the director of Diaconal Ministry or members of the Personnel
Committee are parties to the issue or their personnel actions are not
acceptable to the deacon.

2.

Use of this process should be reserved for serious matters.
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Statuses of Permanent Deacons
Adopted by Bishop Vasquez on June 17, 2011
I.

Statuses, Generally
A.

II.

Each permanent deacon in the Diocese of Austin is classified in one of the
following statuses:
1.

Active

2.

Retirement

3.

Leave of absence

4.

Suspended (aka as inactive)

5.

Dismissed from the clerical state (commonly referred to as laicized)

Active Status
A.

Deacons who enjoy active status retain faculties as specified in this pastoral
manual, whether in their entirety or as may be limited by the bishop, and shall
abide by:
1.

Their ordination promises

2.

Their canonical obligations

3.

Their obligations specified in this pastoral manual

4.

Lawful instructions from the bishop or director of diaconal ministry
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B.

C.

III.

Deacons incardinated in this diocese who are actively engaged in diaconal
ministry in another diocese with permission of both bishops:
1.

Are active

2.

Must comply with the requirements of the diocese in which they serve
(items under Status of Permanent Deacons § II.A: Active Status (Page 28))

3.

Must submit an annual written statement to the director of diaconal
ministry of this diocese stating that they are in compliance with the
requirements of the diocese in which they serve

Deacons incardinated in a diocese other than this diocese who are actively
engaged in diaconal ministry in this diocese with permission of both bishops:
1.

Are active

2.

Must comply with the requirements under Status of Permanent Deacons §
II.A: Active Status (Page 28)

Retirement Status
A.

Normal Age of Retirement
1.

Upon reaching the age of 75, the deacon, as a matter of courtesy, should
inform the bishop, through the director of diaconal ministry, that he has
reached the age of 75.

2.

When a deacon reaches the age of 75, the deacon is automatically retired
from active ministry unless he submits a written request to continue in
active diaconal ministry to the bishop.

3.

a.

A request by a deacon older than 75 to continue in active ministry
should state that the deacon has consulted with his pastor or
canonical supervisor and that the pastor or canonical supervisor
consents to and supports the request.

b.

If the pastor or the canonical supervisor does not support the
request, the deacon may, nonetheless, submit the request, but
should note the dissent.

The deacon who is older than 75 must annually renew his request to
continue in active diaconal ministry on or before his birthday.
a.

If the request to continue in active diaconal ministry is not renewed
each year, the deacon will be placed on retired status.
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4.

B.

C.

If the bishop grants a deacon over the age of 75 the right to continue in
active diaconal ministry, the deacon is placed on active status and shall
abide by § II.A: Active Status (Page 28) of this policy.

Early Retirement
1.

A deacon may submit a written request to the bishop to retire from active
ministry before reaching the age of 75 if the sum of the deacon’s age and
the number of years he served in active diaconal ministry equals or
exceeds 85 (aka, the rule of 85).

2.

A request for early retirement should state that the deacon has consulted
with his pastor or canonical supervisor and that the pastor or canonical
supervisor consents to and supports the request.

3.

If the pastor or the canonical supervisor does not support the request, the
deacon may, nonetheless, submit the request, but should note the dissent.

4.

The deacon submitting a request for early retirement should consider the
impact of his retirement on the diocese, the parish, and, most importantly,
the faithful.

5.

If a deacon does not satisfy the rule of 85, the deacon is not eligible for
early retirement, but may request a leave of absence.

Effect of Retirement
1.

A deacon who is on retired status (normal or early) retains faculties as a
deacon.

2.

A retired deacon is not given a canonical assignment, but may engage in
diaconal ministry occasionally as his schedule and health permit provided,
however, that the deacon first obtains the permission of the pastor(s) of the
parish(es) in whose jurisdiction(s) the occasional ministry takes place.

3.

A retired deacon is not required to attend the annual deacon convocation
or continuing education events sponsored by the office of diaconal
ministry, but shall be invited to, encouraged to attend, and is welcome at
all such events.

4.

A retired deacon is not obligated to attend an annual retreat or be in
spiritual direction, but is encouraged to do so.

5.

A retired deacon is not obligated to file an annual continuing formation
report or enter into an annual ministry agreement, but may do so at his
discretion.
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IV.

6.

The retired deacon should keep in mind the purpose of his retirement and,
therefore, engage only in occasional or limited ministry.

7.

A retired deacon shall abide by any instructions from the bishop or the
director of diaconal ministry concerning ministry or requests for
information.

Leave of Absence
A.

A leave of absence is permission granted by the bishop by which a permanent
deacon is released from certain obligations as a deacon for a stated period of time
(usually not more than one year).

B.

A request for a leave of absence may be initiated by the deacon, the deacon’s
wife, the deacon’s canonical supervisor (pastor), the director of diaconal ministry,
the vicar general, or the bishop.

C.

D.

1.

A request for a leave of absence shall specify the reasons for the request,
which include, but are not limited to, health conditions, financial
conditions, familial demands or circumstances, or personal conditions.

2.

Reasons for requesting a leave of absence must be conditions or situations
that significantly impact the deacon’s ability to fulfill his diaconal
obligations.

A request for a leave of absence must be:
1.

In writing

2.

Made by a person listed under § IV.B above

3.

Specify the reasons for the request

4.

Request a specific duration for the leave of absence

5.

Identify the persons with whom the requestor has consulted (for example,
the deacon’s pastor, the deacon’s wife, and the director of diaconal
ministry)

Upon receipt of the written request for the leave of absence, the bishop may grant
the request, deny the request, or seek additional consultation.
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E.

A request to return to active or retired status may be initiated by a person listed
under § IV.B above (Page C-31).
1.

F.

The bishop, in his discretion, may require the deacon returning to active or
retired status after a leave of absence to complete certain requirements as a
condition to returning to active or retired status (for example, a retreat,
entering spiritual direction, signing a new ministry agreement, or certain
education).

Effect of Leave of Absence
1.

While on a leave of absence, a deacon does not maintain faculties to
engage in diaconal ministry.

2.

While on a leave of absence the deacon may not baptize, witness
marriages, preach, function as a minister of Holy Communion, or engage
in any liturgical function.
a.

V.

Exceptions may be granted by the bishop after receiving a request
for a specific event.

3.

A deacon on a leave of absence is not required to attend the annual deacon
convocation or continuing education events sponsored by the office of
diaconal ministry, but shall be invited to, encouraged to attend, and is
welcome at all such events.

4.

A deacon on a leave of absence should fulfill his canonical obligation
concerning an annual retreat and is encouraged to remain in spiritual
direction.

5.

A deacon on a leave of absence is not obligated to file an annual
continuing formation report, but may do so at his discretion.

6.

A deacon on a leave of absence does not enter into an annual ministry
agreement.

7.

A deacon on a leave of absence shall abide by any instructions from the
bishop or the director of diaconal ministry concerning his status or
requests for information.

Suspended or Inactive Status
A.

For significant reasons, the bishop may place a deacon on suspended status, which
is also known as inactive status.

July 28, 2017

C - 32

B.

C.

VI.

Effect of Suspended or Inactive Status.
1.

A deacon on suspended or inactive status does not maintain faculties to
engage in diaconal ministry. The deacon on suspended or inactive status
may not baptize, witness marriages, preach, function as a minister of Holy
Communion, or engage in any liturgical function.

2.

A deacon on suspended or inactive status is encouraged to continue to
fulfill his canonical obligation to attend an annual retreat and is
encouraged to remain in spiritual direction.

3.

A deacon on suspended or inactive status does not file an annual
continuing formation report or enter into an annual ministry agreement.

4.

A deacon on suspended or inactive status should not attend the annual
deacon convocation or continuing education events sponsored by the
office of diaconal ministry unless permission is first granted by the bishop,
vicar general, or director of diaconal ministry.

5.

A deacon on suspended or inactive status shall abide by any instructions
from the bishop, the vicar general, or the director of diaconal ministry
concerning his status or requests for information.

The bishop, in his discretion, may require the deacon returning to active or retired
status after a being placed on suspended or inactive status to complete certain
requirements as a condition to returning to active or retired status (for example, a
retreat, entering spiritual direction, signing a new ministry agreement, or certain
education).

Deacons Dismissed from the Clerical State (Laicized)
A.

A deacon who, for grave reasons, is permanently relieved of his clerical
obligations and rights by the Holy See under a canonical procedure is considered
to be “dismissed from the clerical state.”

B.

A deacon who is dismissed from the clerical state ceases to retain faculties to
engage in diaconal ministry.
1.

The deacon who is dismissed from the clerical state may not baptize,
witness marriages, preach, function as a minister of Holy Communion, or
engage in any liturgical function.

2.

The Holy See may, and typically does, impose additional requirements on
the deacon who is dismissed from the clerical state (for example, moving
to another parish, not engaging in teaching or liturgical ministries, etc.)
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3.

The deacon who is dismissed from the clerical state ceases to be a member
of the diaconal community.
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Guidelines for the Christian Burial of a Deacon
of the Diocese of Austin
The celebration of Christian burial announces the paschal mystery of Christ. Those who in
Baptism have become one with the Dead and Risen Christ will pass with him from death to life
and be welcomed into the fellowship of the saints in heaven.
The Church celebrates the Eucharistic sacrifice of Christ’s Passover from the dead, and offers
prayers and petitions for the deceased and those who grieve. In communion with all Christ’s
members, prayers, which bring spiritual help to some and may bring consoling hope to others.
For those configured into Christ’s ministry of service through ordination to the diaconate, these
celebrations demonstrate our respect and honor for a “servant” in the “image of Christ.” The
funeral rites provide the diaconal community and the entire Church with an opportunity to reach
out in love to the deceased deacon’s family and to his community of service. The death of a
deacon is significant, not only in the life of his family but also in the diocese and in his parish.
Since a deacon is a special minister of service in the Bishop’s name, it is important that the
diocese provide procedures to demonstrate this reality.
Deacons should candidly and faithfully share their ideas and desires with their immediate
families regarding arrangements for their Christian burial. This will help them recognize death
not as a tragic finality, but as the proclamation of the fullness of life, our participation in the
victory of Christ. Accordingly, a deacon is asked to complete the Funeral Planning Form (Page
C-56) within six (6) months after his ordination. This form will be kept on file at the office of the
Director of Diaconal Ministry, and should be reviewed by the deacon at least every five (5)
years. It is important to understand that the wishes of the deacon as well as the following
guidelines are suggestions to assist the widow and family upon his death. It is not the wish of the
Office of Diaconal Ministry or the Bishop to do anything contrary to the wishes of the family;
family wishes will always have the highest priority in any arrangements. However, the deacon
should make sure that his family knows and understands that the liturgy of the Christian burial of
a deacon appropriately lies with the office of the Bishop. These guidelines are offered to assist
the appropriate individuals with steps to be taken in order that the Diocese of Austin may respect
the memory of one of its good servants.
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I.

Announcement
A.

On the death of a deacon, his family or family representative (such as the local
pastor or another deacon at the parish) should notify the Director of the Diaconal
Ministry, who will then notify the Bishop, the Director of the Office of Worship,
and the Director of Communications.

B.

After funeral arrangements have been established, the entire diaconal community
should be notified through appropriate and expedient means.
1.

II.

General Recommendations
A.

B.

10

The Director of Diaconal Ministry should also notify the vicar general and
the office responsible for sending such notices to priests.

Because a deacon is an ordained minister of the Church, the widow/family in
consultation with the Director of Diaconal Ministry or his designee should make
the funeral arrangements.
1.

The wishes of the family along with the wishes of the deceased deacon
should be followed in accord with the Order of Christian Funerals 12.

2.

Cremation of the deceased deacon’s remains is acceptable in accord with
the norms of the Church.

3.

Deacons may also choose to have their bodies or organs donated to
appropriate institutions for research or transplants.

The Director of Diaconal Ministry along with the Director of the Office of
Worship should designate a priest or deacon to act as Master of Ceremonies to
facilitate all aspects of the liturgical ceremonies: vigil service, Mass of Christian
Burial, Memorial Mass (in the case where the body or cremated remains are not
present), and committal.
1.

The Master of Ceremonies should work closely with the Office of
Worship and the pastor in planning the liturgies and keeping the Director
of Diaconal Ministry informed if any special needs exist.

2.

However, it is appropriate for the family to indicate preferences as to
certain matters, including, but not limited to the selection of concelebrants,
deacons to assist, scripture readings, lectors, and a homilist.

Hereafter OCF
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C.

D.

It is preferred that the vigil service take place at the parish of the deceased
deacon’s assignment on the evening prior to the funeral liturgy.
1.

If possible, the body of the deceased deacon should remain in repose at the
parish until the funeral Mass.

2.

If the deceased deacon was retired from Diaconal Ministry, did not have
an assignment at the time of his death, or if the Bishop determines
otherwise, the vigil service may take place at a different parish or in a
funeral home.

3.

Consideration must be made to include all members of the Church.

4.

The vigil service should take place at a time for brother deacons, family,
and friends to participate.

The body of the deceased deacon should be clothed according to the wishes of the
deceased deacon as described in his Funeral Planning Form.
1.

If liturgical vestments are chosen (which is customary), it is the
responsibility of the Director of Diaconal Ministry or his designee to
ensure that the deceased deacon is vested in alb, stole, and/or dalmatic.
a.

If secular clothes are worn, then the deacon’s stole is placed on or
near the casket but is not to be placed over the business suit or
secular clothing.
i.

III.

If the deacon’s remains are to be cremated this procedure is
not applicable.

Liturgical Planning
A.

The Order of Christian Funerals should be followed for all phases of the funeral
liturgies. The deceased deacon’s wishes should be utilized by all involved in the
funeral planning.

B.

The planning of the rites of the Order of Christian Funerals should include the
widow or other family members, the Office of Worship, a representative of the
deceased deacon’s deanery, members of the parish staff of the deceased deacon’s
parish of assignment, the Director of Diaconal Ministry or his designee, and the
Master of Ceremonies.

C.

The liturgy of Christian burial should reflect that it is being celebrated for a
deacon who, if married, has the dual vocation of Christian Marriage and Holy
Orders.
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D.

The widow’s or family’s requests and input is very important in planning the
funeral liturgy.

E.

The time for the funeral should be no earlier than 10 a.m. This allows ample time
for the Bishop, priests, and deacons to attend.

F.

At the funeral Mass the procession of ministers and family members takes place
at the entrance to the church and should include the body of the deceased, situated
so that his head rests nearest the altar with his feet towards the congregation.
1.

If the deceased deacon is vested, it is suggested that a casket with a
removable top be used with no pall.

2.

If the casket is to be closed, then a pall must be used. If the deacon is a
veteran, the American flag should not be used in place of the pall.
a.

3.

The order of the procession is: cross, candle bearers, the widow and family
of the deceased, deacon of the Word (carrying the Book of the Gospels),
deacons vested in alb and stole, concelebrating priests, casket, the Bishop,
the deacon of the altar, and the master of ceremonies.

4.

Even though the rite of reception was done at the vigil service, there is a
full procession at the funeral Mass.

5.

The wives of deacons should be seated in an area reserved for them

6.

G.

The flag may be laid over the casket at the cemetery before
interment.

a.

The deacons, after reverencing the altar are seated in front of the
section reserved for their wives.

b.

The deacon of the word and the deacon of the altar take their
proper places in the sanctuary.

The Book of the Gospels should be placed on or near the casket, as a sign
of the deacon’s ministry; the paschal candle should also be placed near the
casket.

For the reading of the Gospel, the deacon of the Word may use the Book of the
Gospels, which was earlier placed on or near the casket. After the proclamation,
the Gospel book is returned to the casket area.
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H.

However, there are times when another priest or deacon might be a more
appropriate as a homilist depending upon his relationship to the deceased
and in accord with the wishes of the family.

2.

The homily should never be a eulogy, but a reflection on the death and
resurrection theme of Christian burial.

The deacon of the Word should read the general intercessions, specially designed
for a deacon. (OCF 29)

J.

The Eucharist should be offered to the faithful under both species.

L.

V.

1.

I.

K.

IV.

The Bishop is the celebrant of the Mass and the pastor is usually the homilist.

1.

The master of ceremonies should designate a sufficient number of
ministers before Mass so that they know their stations.

2.

Priests or deacons should be used as ministers of the Communion.

One member of the family may speak before the Rite of Commendation in order
to:
1.

Recall the memory of the deceased deacon

2.

Thank those in attendance (this should be brief)

As a sign of farewell during the procession after the funeral Mass, the deacons
and priests form two lines outside the church doors or down the center aisle of the
church and, as the casket passes by, they will offer an inaudible blessing in tribute
to the deceased deacon.

Services at the Grave
A.

A deacon, depending on the wishes of the family, may lead the graveside liturgy,
using the committal service found in the ritual.

B.

The Bishop may, but is not expected to, attend the graveside service.

C.

If the deceased deacon is a veteran, a military honor guard at graveside may be
present for the presentation of the flag to the widow/family.

Other Concerns
A.

There is no prohibition against donating one’s body or organs for research or
transplants.
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B.

If the remains of the deceased are not present for the services, a memorial Mass
for the dead should be celebrated using the readings and prayers found in the
Lectionary and Sacramentary for the Anniversary of the Deceased.

C.

If the remains of the deceased deacon are cremated, the applicable procedures
specified in the Order of Christian Funerals should be followed.

D.

Refer to Appendix I: Funeral Planning Form (Page C-56) which deacons should
submit to the Office of Diaconal Ministry.
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The Deacon at the Mass
I.

Purpose
A.

B.

II.

It is the policy of the Diocese of Austin:
1.

That deacons understand the role of the deacon at the Mass and other
liturgical rites

2.

That deacons participate in the Mass and other liturgies in manners that
are in compliance with the General Instructions of the Roman Missal
(GIRM), Ceremonial of Bishops (CB), and other applicable documents
governing liturgies

3.

That deacons respect the sacredness of the Mass and other liturgies by
adhering to the applicable instructions as closely as possible

This document sets forth basic expectations of the deacons at the Mass. Deacons,
priests, and liturgical directors are encouraged to be familiar with this document.

General Principles
A. The deacon has a major role in the celebration of Mass.
1.

His primary duty is to assist the presider.

2.

After the priest, in virtue of the sacred ordination he has received, the
deacon has first place among those who minister in the celebration of the
Eucharist.

3.

The sacred order of the diaconate has been held in high honor in the
Church since the time of the Apostles.

July 28, 2017

C - 41

B.

The following is based upon the Roman Missal Formational Materials provided by
the USCCB.
1.

2.

At Mass, the deacon:
a.

Assists the priest and remains at his side

b.

Ministers at the altar (with the chalice)

c.

Proclaims the Gospel and, at the direction of the priest celebrant,
may preach the homily

d.

Guides the faithful by appropriate introductions and explanations
and announces the intentions of the Universal Prayer (that is, the
Prayer of the Faithful)

e.

Assists the priest celebrant in distributing holy Communion, and
purifies and arranges the sacred vessels

f.

Fulfills, as needed, the duties of other ministers himself if none
of them is present.
When he is present at the
Eucharistic Celebration, a deacon should exercise his ministry.
(GIRM 171)

The Eucharistic sacrifice of the Mass is the action of Christ (GIRM 11)
and of God’s people, in which the human race adores the Father, through
Christ, in the Holy Spirit, and the faithful join themselves to Christ in
giving thanks and acknowledging the great things God has done.
a.

The Mass is the “sacrament of unity” in which the faithful are
nourished from the table of God’s word and of Christ’s body. This
unity is expressed particularly in common posture, in communal
signing, reverential silence, and in sharing together the one bread
and one cup.

b.

The assumption of the Roman Missal is that every Sunday and
feast day, the Eucharistic liturgy will be celebrated with song, with
a cantor, with one or two readers, and with other assisting
ministers.

c.

It is also most desirable that the faithful present at Mass, priest
celebrant, deacon, ministers, and those in the assembly, will
receive the sacrament from bread and wine consecrated at the
Mass, just as the priest celebrant must do (GIRM 85).

d.

The liturgical books should be beautiful and appropriate to the
celebration rather than being disposable pages or booklets.
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III.

Preparation before Mass
A.

Before Mass, the presider, or another person requested by the presider, may lead
those who will participate as ministers in the Mass in a prayer.

B.

The deacon is encouraged to review the preparations for the Mass (for example,
lectionary, Book of Gospels, vessels, linens, gifts, microphones, etc.). See
Appendix III: FAQ - Deacon at the Mass (Page C-61) for suggested items to
address before Mass.

C.

The vestment appropriate to the deacon is the dalmatic (of appropriate liturgical
color) worn over the alb and stole.
1. The deacon should wear the dalmatic at least on Sundays and major
occasions.
2. If a dalmatic, which matches (or appears appropriate with) the presider’s
chasuble is not available, the deacon may wear an alb and stole of appropriate
liturgical color.
3. The stole is not worn outside the dalmatic.

IV.

Entrance Procession
A.

When entering the church for any celebration, clergy and servers should take holy
water and make the sign of the cross to recall the grace of baptism.

B.

The order of the entrance procession is (in most Masses):
1.

Thurifer (together with or followed by boat)

2.

Processional cross

3.

Candles

4.

Readers if part of procession (see § 4.C below (Page C-44))

5.

Book of Gospels (by the deacon of the word)

6.

Visiting deacons

7.

Concelebrating priests

8.

Presider (along with deacon of the altar)

9.

Master of ceremonies
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C.

Readers and extraordinary ministers of the Eucharist are not generally part of the
procession. However, the presider may, at his option, invite readers to process.

D.

The Lectionary is not used in the procession; only the Book of Gospels, which
should be carried only by a deacon.

E.

1.

If a deacon is not present at the Mass, the Book of Gospels may be placed
on the altar before Mass or, alternatively, a reader may carry the Book
of Gospels in the absence of a deacon.

2.

If a deacon is at Mass, it is preferred that the Book of Gospels be used.

3.

If a Book of Gospels is not available, the deacon (one or both) should
process alongside the presider.

Visiting deacons and concelebrants should obtain instruction before Mass from
the master of ceremonies or presider regarding the procession and seating
arrangements. Visiting clergy should also obtain instruction about their role in
the distribution of communion. The deacon of the altar may wish to verify that
these instructions have been or will be given.
1.

Generally, only the deacon of the altar and the deacon of the word should
be in the sanctuary with the presider and concelebrants.

2.

Generally, other deacons do not vest and are seated with the congregation.
a.

At special and larger celebrations (ordinations, funerals, Chrism
Mass, or other times when deacons come to Mass as a body),
visiting deacons may vest and be seated in an appropriate location
as directed by the presider, which is generally in a reserved pew
near the sanctuary.

b.

Visiting deacons do not approach the altar during the Liturgy of
the Eucharist.

3.

If a deacon other than the deacon of the word or deacon of the altar is to
deliver the homily, he may sit in the sanctuary but does not approach the
altar during the Liturgy of the Eucharist.

4.

Visiting deacons who are not serving as the deacon of the word or deacon
of the altar may assist in distributing communion, distribution of ashes,
blessing of throats, etc.
a.

When performing this function, the visiting deacon(s) should be
properly vested.
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F.

As the deacon of the word approaches the altar with the Book of Gospels,
omitting the sign of reverence (do not kneel or bow), he places the Book of the
Gospels on the altar and steps to the side to await the presider. The deacon of the
word then reverences (kisses) the altar alongside the presider.

G.

As the deacon of the altar approaches the altar with the presider, he either
genuflects or bows (as is appropriate) before the altar with the presider and then
reverences (kisses) the altar alongside the presider and the deacon of the word.

H.

Upon entering the sanctuary, bow of the body is made to the altar when the
Blessed Sacrament is not on or behind it (GIRM 274). One genuflects if the
Blessed Sacrament is on or behind the altar.
1.

If the tabernacle is located in the sanctuary, the genuflection to it is only
when the persons in the sanctuary first approach the altar and when they
leave the sanctuary at the recessional but not repeatedly during Mass.

2.

All who pass before the Blessed Sacrament genuflect, unless they are
carrying the processional incense, cross, or candles. These ministers bow
their heads instead of genuflecting.

3.

During Mass, a bow is made when passing the altar.

4.

If the tabernacle is behind the altar and one passes between the altar and
the tabernacle, the bow is made to the altar during Mass.

5.

When the entrance procession is large (for example, a large number of
visiting deacons and concelebrants) and the tabernacle is behind the altar,
there may be need to simply bow as they approach the altar
a.

6.

I.

Such direction should be obtained before Mass from the presider or
Master of Ceremonies.

A bow should also be made to the Bishop upon approaching or before
leaving him and when passing in front of him.

If incense is being used, at the presider’s option and instruction, the deacon may
assist the presider in putting incense in the censer and follow the presider as the
presider incenses the cross and the altar.
1.

If the deacon follows the presider, the purpose is for the deacon to hold
vestments back away from the censer for the presider.
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2.

J.

When one deacon is at the Mass, the deacon sits to the right of the presider.
1.

K.

V.

When the Bishop presides and there is one deacon, the deacon should sit
to the right of the Bishop, and the pastor should sit to the left of the
Bishop.

When two deacons are present, it is preferred that the deacon of the word sit to the
right of the presider and the deacon of the altar sit to the left of the presider.
1.

L.

If there is no need to hold vestments back, the preference is that the
deacon not follow the presider during the incensation and, instead, move
toward his seat or proper place (See Appendix III: FAQ - Deacon at the
Mass (Page C-61) for the proper form of incensation).

When the Bishop presides and there are two deacons, the deacons should
sit on either side and next to the Bishop, and the pastor of the parish
should sit in a prominent place.

Generally, the posture of the deacon when standing is to have hands joined, palm
to palm, fingers together, right thumb locked over the left. This applies during the
procession and when standing. When sitting, generally, the deacon sits with
hands on his lap or resting on the arms of the chair. He does not cross his legs.

Introductory Rites
A.

After the procession and any incensation, the presider makes the Sign of the Cross
and greets the faithful.

B.

If a server is not present, the deacon assists the priest with the Missal.

C.

If Penitential Rite 6 is used, the priest or deacon announces or sings the
invocations to which the congregation responds.
1.

The deacon should be careful not to spontaneously compose invocations
but, instead, to read from the Missal or be otherwise prepared.
a.

D.

Sample invocations may be found in the Missal in Appendix VI,
pp, 1316-1322.

If the rite of blessing and sprinkling of holy water is used, the deacon assists the
presider.
1.

The deacon holds the water and follows the presider.

2.

If the congregation is large, there may be more than one water vessel and
more than one aspergillum.
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VI.

3.

If the congregation is large, the presider may instruct the deacon to assist
by taking his own water vessel and aspergillum and sprinkling the faithful.

4.

Generally, the deacon of word assists in this rite (both deacons may assist
if necessary).

Liturgy of the Word
A.

Ordinarily, the deacon does not read the readings or psalms. If lectors are not
present, the deacon may wish to find appropriate substitutes (only in the case of
last resort should the deacon read the readings or psalms).

B.

During all readings and psalms, the attention of all persons (including the deacon
and presider) should be deliberately focused on the lector or cantor. One should
exercise care not to give the impression that he is disinterested or not paying
attention.

C.

All stand for the singing of the Alleluia or Verse before the Gospel.
1.

If the Alleluia or Verse before the Gospel is not sung, it should be omitted.

2.

The Alleluia or Verse before the Gospel is for the purpose of procession.
Therefore, one should begin the actions surrounding the proclamation of
the Gospel promptly after the music begins.

3.

The deacon should be generally familiar with movement and timing
during the procession and, if necessary, include appropriate pauses (for
example, before the altar, before the people, or before placing the book on
the ambo).

4.

Additionally, if incense is used, the deacon should not move until after the
presider has prepared the incense.

D.

At the appropriate time, the deacon makes a deep bow before the presider and
asks for a blessing, saying quietly, “Your blessing, Father.” The presider blesses
the deacon with the words, “May the Lord be in your heart and on your lips, that
you may proclaim his Gospel worthily and well, in the name of the Father, and of
the Son, and of the Holy Spirit.” The deacon signs himself with the Sign of the
Cross and responds, “Amen.”

E.

Bishop Vásquez prefers to remain seated until after he prepares the incense (if
any) and blesses the deacon.
1.

In most cases, the alter servers will come and kneel before the Bishop
before the Alleluia or Verse before the Gospel commences and the Bishop
prepares the incense (prepared in silence).
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a.

F.

G.

H.

This step is omitted, if no incense is used.

2.

The deacon of the word then stands, as does the congregation, and the
Alleluia or Verse before the Gospel commences.

3.

The deacon of the word then kneels before the Bishop (unless physically
unable), says “Your blessing, Father,” and receives the Bishop’s blessing.

5.

The deacon of the word then processes to the ambo in accordance with the
protocol outlined above.

6.

After the Bishop blesses the deacon of the word, he will stand, remove his
miter, and take is crozier from the master of ceremonies or altar server.

7.

Because the initiation of the Alleluia or Verse before the Gospel may vary
from parish to parish, the deacon of the word may wish to confirm, before
Mass, the movement described in this section with the altar servers,
cantor, choir, and master of ceremonies.

The deacon goes to the altar.
1.

Depending on local custom, he may be joined by servers with lighted
candles and the incense bearer.

2.

After bowing to the altar, the deacon reverently takes the Book of Gospels
and without further reverence to the altar, carries the book with solemnity
to the ambo, preceded, if applicable, by the censer and servers with
candles.

At the ambo, the deacon, with hands joined, greets the people, by saying, “The
Lord be with you.”
1.

The deacon does not extend his hands during the greeting.

2.

He does not improvise on the liturgical greeting (for example, saying
something similar to “Lord be with us” or “My brothers and sisters…”).

After the people respond “And with your spirit” to the deacon’s greeting, the
deacon makes the Sign of the Cross on the book and says at the same time “A
reading from the holy Gospel according to…” He then makes the Sign of the
Cross on his forehead, lips, and breast and all present do the same.
1.

If incense is used, the deacon then takes the censer from the server and
incenses the book - not the congregation - with three single swings.
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I.

J.

The deacon proclaims the Gospel reading.
1.

The deacon should not raise the book while proclaiming the Gospel or at
the end of the Gospel reading when he says “The Gospel of the Lord.”

2.

The deacon should not improvise by changing or adding to this concluding
statement.

After the Gospel reading and if the Bishop is not present, the deacon bends and
kisses the book and quietly says “Through the words of the Gospel may our sins
be wiped away.”
1.

The deacon does not lift the book to reverence it.

2.

If the Bishop is present, the deacon brings the open book to the Bishop to
reverence.
a.

The deacon does not reverence the book if the Bishop is present.

3.

If the Bishop is present and the Book of Gospels is not used, the lectionary
should not be brought to the Bishop.

4.

If the Bishop is present, the deacon should, before Mass, ascertain where
he is to bring the Book of Gospels to the Bishop (for example, before the
altar or at the Bishop’s chair).
a.

Bishop Vásquez prefers to remain standing at the presider’s chair
awaiting the deacon to bring the Book of Gospels for him to
reverence.

K.

In more solemn celebrations, as circumstances allow, the Bishop may impart a
blessing to the people with the Book of the Gospels. The deacon may want to
ascertain before Mass if the Bishop intends to impart such a blessing.

L.

The deacon carries the Book of the Gospels to the credence table or another
suitable and dignified place (GIRM 175).

M.

The homily is then presented by the presider, deacon, or other clergy participating
in the liturgy.
1.

During the homily, the attention of all persons (including the deacon and
presider) should be deliberately focused on the homilist.

2.

One should exercise care not to give the impression that he is disinterested
or not paying attention.
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N.

After the priest introduces the Universal Prayer the deacon of the word announces
the intentions, as a rule. He remains at the ambo while the priest concludes the
Universal Prayer.
1.

VII.

The deacon should not invite others to announce personal or special
intercessions without the consent of the presider.

Liturgy of the Eucharist
A.

After the Universal Prayer, while the presider remains at the chair, the deacon
of the altar prepares the altar, assisted by the acolyte(s) or servers, but the care of
the sacred vessels belongs to the deacon.
1.

In a larger Mass, it may be necessary and expedient to have many of the
cups pre-filled and to have ciboria pre-filled.

2.

Any pre-filling should be at the instruction of the presider.
a.

3.

If the Bishop presides, the preference is to pre-fill the cups, except
the presider’s chalice, when more than four (4) cups are used.

The deacon of the word remains at his chair/place until after the Prayer
over the Offerings.

B.

The deacon of the altar then assists the presider in receiving the people's gifts.

C.

After the deacon hands the presider the paten with the bread to be consecrated,
he pours wine and a little water into the presider’s chalice saying quietly: "By
the mystery of this water and wine may we come to share in the divinity of Christ
who humbled himself to share in our humanity." He then passes the chalice
to the presider.
1.

2.
D.

When preparing the chalice, the deacon should not:
a.

Bless the cruets in which the water and wine are brought forward

b.

Pour water into the flagon

c.

Pour water into the other cups

He may also make this preparation of the chalice at the side table.

All gifts to be consecrated should be placed on the corporal.
1.

Gifts should be spread out and not crowded.
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2.
E.

F.

The deacon of the altar stands to the right of the presider, but away from the altar
(back several paces, indicating that he is not a concelebrant). The deacon of the
word stands to the left of the presider, but away from the altar.
1.

During the Eucharistic Prayer, the deacons stand near but slightly behind
the presider, so that, when needed, the deacon of the altar may assist the
presider with the chalice or the Roman Missal.

2.

If there are concelebrants, the deacons may need to deviate his position
slightly to accommodate the concelebrants.

If incense is used, the deacon of the altar may, at the discretion of the presider,
assist the presider with the incensation of the gifts, the cross and the altar.
Afterward, the deacon incenses the presider, the concelebrants, and the people
(GIRM 178). (See Appendix III: FAQ - Deacon at the Mass (Page C-61) for the
proper form of incensation).
1.

G.

Additional corporals may be used.

The order of incensation by the deacon is:
a.

The presider

b.

Any concelebrants (who may be seated in different locations), and
then

c.

Visiting deacons and the people, together

2.

Normally, one incensation for the entire congregation should be sufficient
regardless of the number of pew sections.

3.

All incensations are to be three (3) single swings.

As a general rule, from the epiclesis until after the elevation of the chalice, the
deacon remains kneeling.
1.

If the deacon is physically unable to kneel, the deacon bows when the
presider genuflects after the consecration.
a.

NOTE:

If one deacon is unable to kneel, the other deacon, if any, should
not kneel but bow.
The preference is that the deacon kneels when the presider extends
cupped hands over the host at the time of consecration (the epiclesis)
to the point where the presider says “The mystery of faith.”
Eucharistic Prayer I calls for the presider to make the Sign of the Cross
over the bread prior to extending cupped hands in the Eucharistic
epiclisis.
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H.

If there are several deacons present and if there will be incensation at the
elevation, one of the deacons (usually the deacon of the word) goes to place
incense in the censer for the consecration and then incenses at the elevation of the
host and the chalice (GIRM 179).
1.

In this event, the deacon should know, in advance, where he will kneel and
whether a server will assist him.

I.

The invitation, “The mystery of faith,” is said by the presider.

J.

At the final doxology of the Eucharistic Prayer, the deacon of the altar stands next
to the presider, and after the presider hands him the chalice, he elevates the
chalice as the presider raises the paten with the Eucharistic bread, until the people
have responded with the acclamation “Amen” (GIRM 180).
1.

The chalice and paten should be raised in unison to a similar height and
near one another (no more than one or two feet apart).

K.

The final doxology of the Eucharistic Prayer is said alone by the presider and any
concelebrants.

L.

During the “Our Father,” the deacon stands at his place (slightly behind the
presider). His posture is hands folded together.

M.

After the presider has said the prayer for peace and the greeting "The peace of the
Lord be with you always" and the people have made the response "And with your
spirit," the deacon of the altar may invite all to exchange the sign of peace,
saying, with hands joined and facing the people: “Let us offer each other the sign
of peace.” He himself receives the sign of peace from the presider and may offer
it to the other ministers near him (GIRM 181).
1.

The deacon should not improvise by changing or adding to the words of
invitation.

N.

Unless otherwise instructed by the presider, the deacon of the altar approaches the
tabernacle and brings any reserved hosts to the altar during the time the people are
exchanging the sign of peace.

O.

During the Agnus Dei, as the presider breaks the Body of Christ, the deacon of
the altar may assist the presider in apportioning Body of Christ into the ciboria.

P.

If there are concelebrants, the paten is brought to the concelebrants either by the
presider, deacon, or master of ceremonies.
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1.

Q.

R.

The deacon does not take a portion of the Body of Christ for himself
and hold it, because he is not a concelebrant.

Immediately after the presider has drunk from the chalice, and before any
concelebrants receive from the chalice, he turns and gives Communion under both
kinds to the deacon of the altar and the deacon of the word.
1.

A deacon receives the Eucharist from the presider.

2.

The deacon does not take the Body of Christ from a paten or take the
chalice from the altar, as if he were a concelebrant.

After the deacons receive both the Body and Blood from the presider, any
concelebrants move to the altar to receive from the chalice.
1.

If there are many concelebrants, the presider or deacons should space the
other chalices on the altar so that more than one concelebrant at a time
may receive from the chalice.

S.

The deacons may assist the presider in distributing holy communion to and
handing the vessels to the extraordinary ministers of holy Communion.

T.

The deacon then assists the presider in giving holy communion to the people.
1.

If there are multiple Eucharistic bread ciboria, the ciboria containing the
Body of Christ should be ministered by ministers in the following order:
a.

The presider

b.

Concelebrants

c.

Deacons of the altar and word

d.

Visiting deacons

e.

Extraordinary ministers of holy Communion

2.

Because the deacon is the minister of the chalice, the deacon of the word
and the deacon of the altar (assuming they are not distributing the
Eucharistic bread) should minister the chalice before any distribution
chalices are taken by any concelebrants.

3.

It is not proper for an extraordinary minister of holy Communion to
distribute the Body or Blood of Christ instead of a priest or deacon who is
participating in the Mass (exceptions for physical conditions may apply).
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U.

When the distribution is completed, the deacon immediately and reverently
consumes, at the altar, all of the Blood of Christ which remains.
1.

V.

After the distribution of communion, the deacon returns to the altar with the
presider and collects any remaining hosts or fragments.
1.

W.

He may be assisted, if needs dictate, by other deacons and priests (GIRM
182) or, in their absence, by extraordinary ministers of holy Communion.

The deacon of the altar (preferred), or acolyte, or extraordinary minister of
holy Communion places any reserve in the tabernacle.

If not already placed on a side table by those distributing holy communion, the
deacon of the altar takes the chalice and other vessels to the side table, where he
purifies them and arranges them in the usual way. The presider returns to the
chair.
1.

It is permissible to leave the vessels to be purified, suitably covered and at
a side table on a corporal, to be purified immediately after Mass following
the dismissal of the people (GIRM 183).
a.

VIII.

Purification of the vessels after Mass is the preferred practice, at a
Mass at which the Bishop presides, unless the purification of the
vessels may be completed as holy communion is distributed prior
to the time that the Bishop returns to his chair and is seated.

Concluding Rite
A.

Following the Prayer After Communion, if there are any brief announcements,
one of the deacons may make them, unless the priest prefers to do so himself
(GIRM 184).

B.

If a more solemn formula for the blessing is used, or a prayer over the people, the
deacon of the altar says: "Bow down for the blessing" after the presider says “The
Lord be with you.”

C.

After the presider’s blessing, the deacon of the altar, with hands joined and facing
the people, dismisses them, using one (1) of the following:
1.

Go forth, the Mass is ended.

2.

Go and announce the Gospel of the Lord.

3.

Go in peace, glorifying the Lord by your life.

4.

Go in peace.
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NOTE: The deacon should not improvise or change the words of dismissal.
D.

IX.

Along with the presider, the deacon venerates the altar with a kiss, genuflects or
makes a profound bow, and leaves in the manner prescribed for the entrance
procession (GIRM 186).

Recessional
A.

The order of the recessional is (in most Masses):
1.

Processional cross

2.

Servers with candles
If used in the entrance procession

b.

The thurible and boat are left in the sacristy or sanctuary

3.

Other servers

4.

Visiting deacons

5.

Concelebrating priests

6.

Presider with the deacon of the altar and the deacon of the word at his side

7.
B.

a.

a.

The Book of the Gospels is left in the sanctuary

b.

If the aisle is narrow the deacons should walk slightly behind the
presider

c.

If the Bishop is the presider, the deacon (one or both) should walk
slightly behind the Bishop

Master of ceremonies

Normally, readers and extraordinary ministers of holy Communion are not part of
the recessional.
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Appendix I: Funeral Planning Form
Funeral Planning Form
TO:

OFFICE OF THE DIACONATE, DIOCESE OF AUSTIN

FROM:

Deacon:

Date:

In accordance with the approved Guidelines for the Burial of a Deacon in the Diocese of Austin,
the following information concerning my personal request/preferences relative to burial
arrangements in the event of my death is voluntarily submitted. These requests are to be
considered valid upon receipt and until they are modified or rescinded by me by sending written
notification to the Director of Diaconal Ministry for the Diocese of Austin. If I am married, I
represent that: (i) I have discussed these requests with my wife; and (ii) she acknowledges my
requests by signing below. I understand that these requests are not to be considered as my last
will and testament, rather an informal document intended to assist the Office of Diaconal
Ministry, the Bishop of the Diocese of Austin, and the Director of the Office of Worship in
carrying out their responsibilities pertinent to my burial arrangements. I understand that it is my
responsibility to review this form at least every five years.

Last Name

First

Home Address

Middle Initial

Wife’s First Name

City

State

ZIP

Home Phone

I request the following deacon/priest to serve as coordinator to assist my family in supervising
the burial arrangements.

Deacon/Priest Name

Address

Telephone

If the above cannot perform duties as coordinator, I request the following alternates.

Deacon/Priest Name

Address

Telephone

Deacon/Priest Name

Address

Telephone
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I (am) (am not) a veteran.
I (do) (do not) wish an American flag.
I (do) (do not) wish a military honor guard at the graveside.

I wish the following person to lead the vigil service.
First Preference:
Deacon/Priest/Other Name

Address

Telephone

Address

Telephone

Second Preference:
Deacon/Priest/Other Name

I understand that the Bishop is the celebrant of the funeral Mass (unless he is unable to attend). I
would like the following priests to concelebrate as well as any other priests attending and who
wish to do so (list in order of preferred substitute celebrant if the Bishop cannot preside):
(1) Rev:

(2) Rev:

(3) Rev:

(4) Rev:

I would like the following deacon(s) to assist at the Mass:
Deacon

Deacon

I would like Deacon or Rev.

to be the homilist.

It (is) (is not) my intention to be cremated.
I understand that the preference is that remains are to be cremated after the funeral Mass
and that the body is to be in a casket during the funeral Mass and vigil service. (See
Order of Christian Burials).
I would like to be vested in:

my alb, stole, and dalmatic
my alb and stole
I do not wish to be vested in liturgical vestments
Note: If you choose not to be vested in liturgical vestments, you
will be dressed in appropriate attire chosen by your family. In such
a case, your stole may be placed on or near the casket but not over
secular attire.
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Liturgy requests for vigil service:
Readings:
Music:
I (wish) (do not wish) to invite comments near the end of the vigil service to be made by a friend
or a family member.
If so, by whom?
Liturgy requests for Mass:
Prayers:
Readings:
Music (processional, recessional, presentation of gifts, communion, etc.):

I (wish) (do not wish) to invite comments to be made after communion by a friend or family
member.
If so, by whom?
Other special requests:

Other information that may be of assistance to those planning the liturgy and burial:

The foregoing are my requests as of the date signed.
Deacon’s Signature:

Date:

I acknowledge that I have read this form and understand my husband’s requests (if married).
Wife’s Signature:

Date:
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Recommendation
It is best for those whom you wish to participate in your vigil service and funeral Mass to be
aware of your preferences. You are encouraged to let them know that you have designated them
on this form and request that they be willing to participate.
You are encouraged to provide a copy of this form to the person or persons who will be
responsible for organizing your funeral arrangements (spouse, children, or others).
Update this form from time to time as may be necessary.
Return to:
The Director of Diaconal Ministry
Diocese of Austin
6225 Highway 290 East
Austin, TX 78723
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Appendix II: Diaconate Formation Program
Appendix II is the Deacon Formation Program Manual for the Diocese of Austin.
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Appendix III: FAQ – Deacon at the Mass
I.

What are some of the items that a deacon should review to help assure that the Mass is
properly prepared?
A.

Have you communicated with the presider and determined if there are any
particular instructions or events that will take place before, during, or after Mass?

B.

If there are any visiting clergy, have they received instructions concerning the
distribution of communion, places to sit, the procession, and the recessional?

C.

Have the altar servers been instructed about any particular issues? Do they know
their responsibilities?

D.

Who will lead the prayer before Mass?

E.

Are there any special events at the Mass or special persons attending Mass that
the presider needs to be made aware of prior to Mass?

F.

Is the Sacramentary marked to proper pages? Hymnals?

G.

Is the sound system on and charged batteries in the lapel microphones?

H.

Do you know which form of the Penitential Rite will be used? If Penitential Rite
6 is used, will the deacon announce or sing the petitions?

I.

Do you know where to place the Book of the Gospels after it is proclaimed?

J.

If you are preaching, is the presider aware of the emphasis of your homily?

K.

Are the candles lit?

L.

Have you set the Lectionary and Book of Gospels to their proper pages?

M.

Have you reviewed the Universal Prayer, that is the Prayer of the Faithful,
(especially for pronunciations) and placed them at the ambo?

N.

Are the homilist’s notes at the ambo?

O.

Are the gifts on the gift table?

P.

Is the credence table set with the items necessary for the Liturgy of the Eucharist?

Q.

Are you prepared to give the final dismissal?
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II.

R.

Do you know all of your parts (especially the parts you should know by heart)?

S.

Are you aware of how the presider wishes you to purify the vessels after
communion?

T.

If incense is used, do you know the presider’s preferences with respect to
incensation?

Who determines when the deacon preaches?
A.

III.

If a visiting priest celebrates the Mass, should any deacon or priest who is scheduled to
preach that Mass offer not to preach to permit the visiting priest to preach?
A.

IV.

The use of an alb and stole is appropriate in this situation. (Use one’s best
discretion to determine whether it matches or not.)

What is the appropriate dress for a deacon at other liturgies?
A.

VII.

The use of an alb and stole is appropriate in this situation.

What if the dalmatic does not match the chasuble?
A.

VI.

This is a matter for the presider to decide. Nonetheless, the decision as to who
will preach if a visiting priest attends should be communicated as quickly as
possible to any deacon or priest who is otherwise preparing to preach at that same
Mass.

The appropriate dress for a deacon at the Mass is the dalmatic. What if a dalmatic is not
available?
A.

V.

The pastor or his designate. A pastor should require the schedule to be published
well enough in advance to permit priests and deacons to prepare appropriately to
deliver homilies. Absent any unusual circumstances, pastors are encouraged to
have deacons preach periodically during the year.

See Appropriate Attire and Title for Permanent Deacons (Page C-20).

Is it appropriate for a deacon to place his hand on the altar when reverencing the altar?
A.

No. The reverencing is a liturgical gesture and should be made deliberately and
with proper respect and posture. The deacon should also respect any local
customs.
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VIII.

What is the proper way to use incense?
A.
B.

Three single swings. Before and after an incensation, a profound bow is made.
Incense may be used:
1.

At the beginning of Mass to incense the altar and the crucifix by the
presider

2.

At the reading the Gospel to incense the Gospel Book by the deacon

3.

At the preparation of the altar and gifts by the presider, in which case the
deacon incenses the presider, concelebrants, and people

4.

At the time of elevation (optional)

C.

If directed by the presider, the Blessed Sacrament is incensed from a kneeling
position usually by the deacon of the word.

D.

The Bishop receives incensation standing and without the miter.

E.

If incense is being used, at the presider’s option and instruction, the deacon may:

F.

1.

Assist the presider in putting incense in the censer

2.

Follow the presider as the presider incenses the cross and the altar.
a.

If the deacon follows the presider, the purpose is for the deacon to
hold vestments back away from the censer for the presider.

b.

If there is no need to hold vestments back, the preference is that the
deacon not follow the presider.

At the time the gifts are prepared, the order of incensation by the deacon is:
1. The presider
2. Any concelebrants (who may be seated in different locations)
3. Visiting deacons along with the people (visiting deacons are not incensed
separately)

G.

Normally, one incensation for the entire congregation should be sufficient
regardless of the number of pew sections.
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IX.

Which deacon sits to the left of the presider and which deacon sits to the right?
A.

X.

XI.

Generally, the deacon of the word will sit to the right and the deacon of the
altar will sit to the left. However, another configuration may be necessary if
circumstances require. Both deacons should be near the presider.

What is the proper form of blessing?
A.

A deacon or priest who gives a blessing gives it to others. He does not include
himself with words such as “May almighty God bless us.” To say the words
“May almighty God bless you” is to accept the responsibility given by the Church
in ordination; it is not a question of self-aggrandizement.

B.

It is not correct to say, “May God bless you in the name of the Father…” God
does not bless in His name.

1.

The correct form is, “May almighty God bless you, the Father and the Son and the
Holy Spirit.”

What is the proper posture for the deacon at Mass?
A.

When standing, generally, the deacon should stand with hands folded.

B.

When proclaiming the Gospel, the deacon may fold his hands or place his hands
on the ambo or book. The deacon should not use gestures or lift the book when
proclaiming the Gospel.

C.

When sitting, generally, the deacon should sit erect with legs together and hands
on his thighs, resting on the arms of the chair, or hands folded and resting his lap.
The deacon should remain still in his seat. He does not cross his legs.
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Policy on Employment of Religious in the
Diocese of Austin
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
In addition to the requirements of the Essential Norms for Diocesan/Eparchial Policies Dealing with
Allegations of Sexual Abuse of Minors by Priests or Deacons, religious seeking employment in the
Diocese of Austin must complete the requirements of the following policies:
I.

II.

A letter of good standing to the Bishop from the major superior proposing the name of religious
seeking ministry in the diocese. This letter indicates that:
A.

The religious has no prior issues in their history that would compromise working in a
church-related ministry

B.

The religious institute is financially responsible for the individual

C.

The individual’s agreement to serve in the diocese at least three (3) years

Letter to the Bishop from the potential employer including:
A.

A description of the specific ministry in which the religious would be involved

B.

A copy of the individual’s certificate of completion of the Ethics and Integrity in
Ministry workshop and verification that the process of criminal background check is
completed or will be completed prior to beginning ministry.
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Policy on Employment of Foreign National Religious in the
Diocese of Austin
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
In addition to the requirements of the Essential Norms for Diocesan/Eparchial Policies Dealing
with Allegations of Sexual Abuse of Minors by Priests or Deacons, Religious seeking
employment in the Diocese of Austin must complete the requirements of the following policies:
I.

Letter of good standing to the Bishop from the major superior proposing the name of
religious seeking ministry in the Diocese. This letter indicates that:

II.

A.

The religious has no prior issues in their history that would compromise working
in a church-related ministry

B.

The individual is legitimately in this country and has obtained or is in the process
of obtaining a religious worker visa

C.

The religious institute is financially responsible for the individual

D.

The individual’s agreement to serve in the diocese at least three (3) years

Letter to the Bishop from the potential employer including:
A.

The individual’s religious worker visa number

B.

A description of the specific ministry in which the religious would be involved

C.

A copy of the individual’s certificate of completion of the Ethics and Integrity in
Ministry workshop and verification that the process of criminal background check
is completed or will be completed prior to beginning ministry.
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Policy on the Pastoral Council
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
A Pastoral Council is to be established and is to be operative in every parish and mission in the
Diocese of Austin.
I.

Nature and Purpose
A.

The Pastoral Council is to be a representative body of the faithful whose focus is on the
whole community – its beliefs, its hopes, its joys, its needs, its sorrows, its concerns, its
gifts, and its pursuit of the mission of the Church.

B.

The council provides a means for uniting the parish community in expressing its
collective wisdom concerning pastoral plans and activities. The Pastoral Council is to
guard against serving special interest groups.

C.

By reason of its existence, the Pastoral Council must read and reflect the "signs of the
times" to those planning and/or implementing short-term and long-term pastoral
policies and activities in the parish.
1.

Ordinary administration of the parish will be the responsibility of the
administrative staff.

D.

By the fact that it is convoked by the pastor, the Pastoral Council must respond to his
call and questions and offer the best consultation possible.

E.

The Pastoral Council’s task is to give counsel and seek consultation.
1.

Good counsel is the result of full, holistic, and active consultation. Thus, the
members of this group, along with the pastor, are called to reflect and consider
pastoral issues for the common good and for the future. Their role is to
understand, to reflect carefully and prayerfully and to seek consensus. However,
under certain circumstances, the pastor and council may choose to attain a
majority through voting to decide a course of action.
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II.

Consultation
A.

Consultation acknowledges that all the Christian faithful share, in diverse ways, the
mission of Christ.

B.

Consultation accepts that each of the Christian faithful is formed, reformed, and
endowed by the Spirit with qualities and gifts that can strengthen the community.

C.

Consultation recognizes that both the ordained and the non-ordained have distinct roles.

D.

1.

The ordained priesthood and the common priesthood of the faithful are different
not only in degree, but in essence.

2.

The roles of each are complementary in community because of their common
bond in the Body of Christ.

Because of its representative nature and consultative role, because it has been uniquely
provided by the Church and convoked by the pastor, and because of its consensusseeking process, the Pastoral Council should be a distinct group.
1.

III.

The Diocese
A.

IV.

The Pastoral Council function should not be assigned to a group that has a
different function within the parish.

Ongoing training and workshops relating to the Pastoral Councils are available and
accessible to clergy and laity throughout the diocese.

The Pastor
A.

The pastor, as the chief governing person and accountable to the Bishop, must preside at
the Pastoral Council meetings and participate in its activities.

B.

The pastor is called to consultation by the Church. In this call, he must:
1.

In turn, call the Pastoral Council and seek counsel on pastoral matters affecting
the life of the parish

2.

Experience and participate in the interaction that follows

3.

Be open, respectful, and receptive to the voice or voices of the parishioners

4.

Weigh seriously and respond appropriately to the collective wisdom or
consensus of the Pastoral Council

5.

Make every effort to ensure the membership of the council is truly
representative of the whole parish community

6.

Assist in the proper formation, training, and orientation of all council members
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C.

7.

Ensure that the council’s concerns reflect the whole Church (diocesan and
universal) and its mission

8.

Facilitate council members’ building their own community of faith, trust, and
respect

9.

Assist in the preparation of council agenda

The pastor should carefully consider the recommendations of the Pastoral Council and
provide proper explanation to the council when acting contrary to its recommendations.
1.

However, in matters that violate Church teachings or discipline, or in matters
contrary to diocesan policy, the pastor, after appropriate explanation to the
Pastoral Council, must withhold acceptance.

2.

In cases of non-acceptance of counsel, for whatever reason, the pastor’s position
and reasons for it shall be presented to the Pastoral Council in writing.

3.

Appeals may be made to the Bishop or his designee for clarification,
consideration, or arbitration.
a.

D.

In the absence of the pastor, the Pastoral Council can discuss matters but cannot make
final decisions.
1.

When a pastor leaves a parish through transfer, retirement, or death, all activity
of the Pastoral Council ceases until the new pastor or assigned administrator
reconvenes the council.

2.

A new pastor should seek counsel from the existing Pastoral Council to become
more informed about the nature of the community.
a.

V.

The Bishop or his designee will provide a written response to the appeal.

He should be reluctant to dissolve the Pastoral Council, even though it is
his prerogative to do so.

The Pastoral Council
A.

Each Pastoral Council is to develop in writing its own organizational and functional
norms as prescribed within the limits of diocesan norms.
1.

These parish norms make clear the purpose, scope, and role of the Pastoral
Council as well as address the size of the council, membership criteria, selection
process, and leadership.

2.

Unnecessary complexity is to be avoided and the procedure for amending the
parish norms should be defined within them.
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a.

B.

Each Pastoral Council is to formulate a parish vision/mission statement, goals, and
objectives (after gathering input from the members of the parish).
1.

C.

E.

The vision/mission statement, goals, objectives, and norms will be readily
available to the members of the parish and evaluated at least annually by the
Pastoral Council.

Each Pastoral Council should determine its leadership by an appropriate process.
1.

D.

These norms and subsequent amendments will be reviewed by the dean
or Bishop’s designee.

Such leadership should include a Chair and a Recorder.

Because of the Pastoral Council’s unique existence, there is a perpetual eliciting of the
needs and concerns of the community.
1.

Each Pastoral Council, therefore, has the dual obligation to perceive and to
deliberate.

2.

Thus, each Pastoral Council should meet a minimum of once a quarter as well as
when called by the pastor.

Each Pastoral Council member must make a special effort to understand and to
implement the consultative process.
1.

In this process, all members are to share their wisdom regarding the issues
before the council.

2.

Although a common conclusion among the members is not required when
functioning as a consultative body, the process of seeking consensus is very
helpful in providing quality consultation.

F.

Each Pastoral Council must take time to develop spiritually so as to be more keenly
aware of the Spirit’s presence and functioning within the council and within the whole
parish community.

G.

Each Pastoral Council needs to interact closely with the parish Finance Council to
assure the pastor and the parish membership that finances are available to support the
council’s goals and objectives.

H.

Each Pastoral Council is to ensure that social justice starts at the parish by striving for
openness and ethical accountability in its business practices.

I.

Each member of the Pastoral Council must attend the necessary training that provides a
full understanding of the functions of the council, its interrelationships with other parish
organizations, and its responsibility to the Church as a whole.
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J.

If any parishioner feels strongly that the pastor or Pastoral Council has not followed the
intent of these diocesan norms, the parishioner may appeal through the following
process:
1.

A formal letter signed by the parishioner(s) will be submitted to the Pastoral
Council describing their concerns and why they feel the intent of the diocesan
norms were not followed.

2.

The pastor and the Pastoral Council have an opportunity to correct or resolve the
appeal.

3.

If resolution of the appeal is not obtained to the satisfaction of the parishioner(s),
the Pastoral Council will vote either to reconsider the appeal or send it to the
Dean for resolution.

4.

a.

Simple majority vote of the Pastoral Council will prevail.

b.

The parishioner’s letter, the minutes of the Pastoral Council meeting
discussing the appeal, and a statement by the pastor and/or the Pastoral
Council on their position in the matter are forwarded to the dean for his
deliberation.

If not resolved by the dean, all documentation, including the dean’s position, is
sent to the Bishop for deliberation and ultimate resolution.
a.

VI.

The Bishop will respond in writing within 30 days.

Membership Qualifications
Members must:
A.

Be baptized Catholics (in rare circumstances an exception can be made with the
approval of the pastor)

B.

Be registered in the parish

C.

Have demonstrated a commitment to the parish community

D.

Commit themselves to spiritual growth

E.

Commit themselves to skills development as part of the Christian leadership process

F.

Be willing to commit the necessary time and energy to offer effective consultation

G.

Be familiar with programs of various diocesan commissions or standing committees

H.

Be willing to participate in group training and formation
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VII.

Determination of Council Members
A.

For adequate representation and effective operation, the Pastoral Council should consist
of at least five (5) and no more than twelve (12) lay representatives.

B.

Pastoral Council members are to be determined by the parish community using an
appropriate process as specified in the parish norms.

C.

Although each council member represents the whole parish, each Pastoral Council
should be representative of all ages, ethnic groups, and genders.
1.

In addition, the pastor may supplement the council by appointing other members
for balanced representation of the parishioners.
a.

D.

The number of such appointments may not exceed one-third of the
number of council members determined by the parish community.

2.

In regard to representation, involvement of active and interested parishioners,
who are open to the needs of the whole parish community, has to be a high
priority.

3.

A strict representation of all age groups or certain special interest areas seems to
place emphasis in popular vote rather than what is most important and best for
the operation of the council in carrying out its mission.

4.

Sound judgment needs to be exercised to reflect sensitivity to the representation
issue.

The Pastoral Council may be formed through a process of discernment, election, or by a
combination of appointed and elected members provided that the number of appointed
members does not exceed one-third of the membership.
1.

The members should be people that are willing to commit themselves toward
improvement in parish life.

E.

Each Pastoral Council will include in its norms a procedure for dealing with council
members who fail to uphold their responsibilities.

F.

Pastoral Council members and/or pastors will develop a procedure on how to fill
vacancies.
1.

This procedure is part of the Pastoral Council’s norms.
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G.

H.

It is important that the parochial vicars (associate pastors) participate in these council
meetings.
1.

Their roles are distinct from that of the parish staff persons employed by the
pastor due to appointment by the Bishop. “As co-workers with the pastor and
sharers in his solicitude, they are to offer service in the pastoral ministry by
common counsel and effort with the pastor and under his authority.”
(c. 545, § 1)

2.

The parochial vicar shares in the pastoral care of the parish and assists the pastor
in his pastoral duties.

The Pastoral Council provides consultation and support to the parish staff.
1.

Staff members assist the pastor in the administration of various parish programs.

2.

In light of their administrative role, it is inappropriate that they would also serve
as members of a body whose express purpose is counsel and consultation.

VIII. Terms of Office

IX.

A.

Terms can be from two (2) to five (5) years.

B.

Pastoral Council members’ terms may be staggered by year or all members’ terms may
expire simultaneously.

C.

The specifics of the terms of office and the number of consecutive terms that a Pastoral
Council member may serve should be addressed in the parish norms.

Meeting Agendas
A.

X.

An agenda should be prepared prior to each meeting to enhance conducting the meeting
in a professional manner.
1.

The pastor and chair should set the agenda.

2.

It should be posted in a place convenient for inspection by the parishioners at
least one week prior to the council meeting.

3.

Names and phones numbers of council members may be listed on the posted
agenda so parishioners can contact council members and express their views on
the agenda items to be discussed.

4.

Special meetings are exempt from the posting requirement.

Openness and Confidentiality
A.

Meetings of the Pastoral Council should, to the extent possible, be open to parishioners
who may wish to attend as observers unless their input is requested from the council.
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1.

B.

Confidentiality is another major issue that the Pastoral Council must address in their
norms. An atmosphere of openness is important but some situations and matters
discussed by the council should be kept confidential.
1.

XI.

The parish norms should emphasize that active participation in the consensus
building process during the meeting is reserved for the Pastoral Council
members.

For some circumstances requiring confidentiality, the council may choose to
meet in a "closed" or "executive" session.

Communicating Council Proceedings
Each Pastoral Council will establish a procedure of reporting to the parishioners the results of
the council meetings.
A.

XII.

This may be accomplished through the weekly bulletin, through a newsletter, by
assembly, by published meeting minutes, or other means of communication appropriate
for the parish.

Commissions
The effectiveness of the Pastoral Council can be enhanced by the development of commissions.
A.

Additional participation of parishioners in parish administration can be increased by
having parishioners as members of commissions.

B.

The structural configuration of commissions of the pastoral council can vary depending
on the explicit needs of the parish. Each parish should consider the configuration that
best meets its needs. Two possible alternatives are presented here.
1.

A parish may have the following commissions:
a.

Spiritual Development Commission
Areas of concern: liturgy, ecumenical activities, retreats, etc.

b.

Community Concerns Commission
Areas of concern: community activities, social action, interparochial, and
diocesan cooperation.

c.

Education Commission
Areas of concern: all formal educational efforts of the parish, adult,
religious education, school, etc.
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d.

Family Life Commission
Areas of concern: marriage preparation, marriage encounter, social
activities of the parish, recreational programs, family counseling, etc.

e.

Youth/Young Adult Commission
Areas of concern: youth programs, active involvement of youth/young
adults in parish life and leadership, need for clergy, etc.

f.

Administration Commission
Areas of concern: communications (bulletins, public relations), studying,
recommending, undertaking financial programs as determined by the
Parish Council, maintaining parish properties, programs, activities,
facilities, etc.

g.

Evangelization Commission
Areas of concern: spreading the Gospel, reaching out to non-Catholics
and alienated Catholics, etc.

h.

Stewardship Commission
Areas of concern: Giving of time, talent, and treasure in support of local
parish, diocese, and universal Church.

2.

Since Our Lord was a priest, a prophet and a king, the Pastoral Council may
have as a minimum the following list of commissions:
a.

Priest Commission
Areas of concern: all committees, organizations, and matters dealing
with worship

b.

Prophet Commission
Areas of concern: all matters dealing with teaching

c.

King Commission
Areas of concern: all matters that deal with service

C.

D.

It is recommended that the coordinators of each committee or organization actually
participate in his or her respective commission.
The pastor is an ex-officio member of all commissions.
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E.

A Pastoral Council member may serve on one or more of the various commissions.
1.

F.

Commission chairs and commission members are appointed by a process
outlined in the norms for the Pastoral Council. Members of commissions, who
are not Pastoral Council members, do not actively participate in the consensus
building process at council meetings.

The Pastoral Council and the commissions are units of service not of authority.
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Policy on the Finance Council
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
A Finance Council is to be established and is to be operative in every parish and mission in the
Diocese of Austin.
I.

Nature and Purpose
A.

The preceding document on Pastoral Councils relates to consultation in the parish.
1.

Consultation is at the heart of the decision-making process.

2.

Consultation does not pertain to the issue of who holds authority in the Church;
it does pertain to the way that authority is exercised.

3.

Consultation recognizes that all the baptized are called to share in the
governance of the Church, each in a way proper to that person.

B.

The 1983 Code of Canon Law has introduced a new and separate consultative body to
parish life. "In each parish there is to be a finance council which is governed, in addition
to universal law, by norms issued by the diocesan Bishop.” (c. 537)

C.

The purpose of the parish Finance Council is to provide the pastor with a group of
Christian faithful who will aid him in the administration of parish goods according to
these norms.
1.

II.

While distinct from the Pastoral Council of the parish, this Finance Council is to
serve the goals and objectives set forth by the Pastoral Council, both being
guided by the mission statement of the parish.

Consultation
The consultation of the Finance Council is parallel to consultation of the Pastoral Council.
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III.

The Diocese
A.

Training will be conducted at the diocesan level for pastors and laity in regard to the
duties and responsibilities of Finance Councils.
1.

B.

When Pastoral Council workshops are held, the Finance Council will also be included
in those workshops.
1.

IV.

These training sessions include budgeting, accounting, financial management,
and financial reporting.

One of the workshop agenda items may be the interrelationship of the two
councils.

The Pastor
A.

The pastor, as the chief governing person and accountable to the Bishop, must preside at
the Finance Council meetings and participate in its activities.

B.

The pastor is called to consultation by the Church. In this call, he must:

C.

1.

In turn, call the Finance Council and seek advice on financial matters affecting
the life of the parish

2.

Experience and participate in the interaction that follows

3.

Be open, respectful, and receptive to the voice or voices of the parishioners

4.

Weigh seriously and respond appropriately to the collective wisdom or
consensus of the Finance Council

5.

Assist in the proper formation, training, and orientation of all council members

6.

Insure that the Finance Council’s concerns reflect the whole Church (diocesan
and universal) and its mission

7.

Facilitate Finance Council members in building their own community of faith,
trust, and respect

The pastor should consider carefully the recommendations of the Finance Council and
provide proper explanation to the council when acting contrary to its recommendations.
1.

However, in matters that violate Church teachings or discipline or in matters
contrary to diocesan policy, the pastor, after appropriate explanation to the
council, must withhold acceptance.

2.

In cases of non-acceptance of counsel, for whatever reason, the pastor’s position
and reasons for it shall be presented to the council in writing.
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3.

Appeals may be made to the Bishop or his designee for clarification,
consideration or arbitration.
a.

D.

In the absence of the pastor, the Finance Council can discuss matters but cannot make
final decisions.
1.

E.

F.

The Bishop or his designee will provide a written response to the appeal.

When a pastor leaves a parish through transfer, retirement, or death, all formal
activity of the Finance Council ceases until the new pastor or assigned
administrator reconvenes the council.
a.

A new pastor should seek counsel from the existing Finance Council to
become more informed about the nature of the community.

b.

He should be reluctant to dissolve the Finance Council, even though it is
his prerogative to do so.

Each Finance Council is to develop in writing its own organizational and functional
norms as prescribed within the limits of diocesan norms.
1.

These parish norms make clear the purpose, scope, and role of the council as
well as address the size of the council, membership criteria, selection process,
and leadership.

2.

Unnecessary complexity is to be avoided, and the procedure for amending the
parish norms should be defined within them.

3.

These norms and any subsequent amendments will be reviewed by the dean or
Bishop’s designee.

Each Finance Council member must make a special effort to understand and to
implement the consultative process.
1. In this process, all members are to share their wisdom regarding the issue being
considered.
2. Although a common conclusion among the members is not required when
functioning as a consultative body, the process of seeking consensus is very helpful
in providing quality consultation.

G.

Each council must take time to develop spiritually so as to be more keenly aware of the
Spirit’s presence and functioning within the council and within the whole parish
community.

H.

Each council needs to interact closely with the parish Pastoral Council to assure the
pastor and the parish membership that finances are available to support the council’s
goals and objectives.
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V.

I.

Each council is to ensure that social justice starts at the parish by striving for openness
and ethical accountability in its business practices.

J.

Each individual member of the Finance Council must attend the necessary training that
provides a full understanding of the functions of the council, its interrelationships with
other parish organizations, and its responsibility to the Church as a whole.

Membership
A.

VI.

The Finance Council is to consist of not less than three (3) parishioners who are
Catholic (in rare circumstances an exception can be made with approval of the pastor)
and are known contributors of their time, talent, and treasure.
1.

If possible, they should possess experience or expertise in business, finance, or
law and be committed to the work of the Church.

2.

They should also represent the whole parish community to the extent feasible.

B.

Members are freely appointed by the pastor for a minimum of three (3) years, with
renewable terms or until there is a change of pastors.

C.

Persons who could have a conflict of interest are excluded from membership.

Meetings
A.

The council shall have a minimum of four (4) meetings per year.
1.

VII.

Additional meetings are held as needed.

Responsibilities
The Finance Council shall:
A.

Assist the pastor in the administration of parish goods in accordance with the norms of
Canons 1281 through 1288

B.

Assist the pastor in the preparation of a yearly budget of income and expenditures
1.

C.

Assist the pastor in the preparation of an annual financial report of revenues and
expenditures for dissemination to the parishioners.
1.

D.

The proposed budget is to be shared with the parish Pastoral Council.

A parish may choose to provide more frequent reports.

Review the parish income and expense report quarterly and make recommendations as
necessary to see that the expenses are in within the limits of income received and
available
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E.

Assist parish commissions, boards, and organizations in preparing and submitting
annual budgets

F.

Study parish revenues and make recommendations for increasing revenue to meet both
parish and diocesan goals and objectives

G.

Study parish expenses and make recommendations to minimize expenditures within the
parish

H.

Familiarize themselves with all diocesan fiscal policies and assist the pastor in meeting
these obligations

I.

Encourage support of parish and diocesan stewardship programs

J.

Be consulted on all expenditures other than normal operating expenditures

VIII. The Finance Council, like the Pastoral Council, is a unit of service, not authority.
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Parish Record Keeping Manual
Effective February 2002
This manual was originally written by Kinga Perzynska, a past archivist of the Texas Catholic
Conference Archives.
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I.

Introduction
The purpose of these guidelines is to provide parishes with a practical guide to the creation,
maintenance, and disposition of parish records.
A.

B.

On Feb. 2, 1997, the Pontifical Commission for the Cultural Heritage of the Church
issued the Circular Letter on the Pastoral Function of Church Archives. With this
circular letter, the Commission underlines that, in addition to the production of cultural
goods, the Church is interested in the pastoral use and the protection of what the Church
produces in order to express and carry out her mission.
1.

In the mind of Church, archives are places of memory for the Christian
community and storehouses of culture for the new evangelization.

2.

As places of memory, archives must systematically gather all the data making
up the articulated history of the Church community so that what has been done,
the results obtained, including omissions and errors, may be properly evaluated.

3.

In terms of specific content, archives preserve the sources describing the
historical development of the Church community as well as those relating to the
liturgical, sacramental, educational, and charitable activities which the clergy,
religious, and lay members of the Church have carried out throughout the
centuries up to the present day.

The Association of Catholic Diocesan Archivists (ACDA) in the United States of
America has been involved in the creation of basic standards for diocesan archives and
guidelines for access to diocesan records since its creation in 1981. These standards can
also be used and applied by the smaller Catholic communities, organizations and
parishes.
1.

1

The concise manual by James O'Toole, Basic Standards for Diocesan Archives:
A Guide for Bishops, Chancellors and Archivists, offers detailed guidance for
establishing, maintaining, or evaluating diocesan archives and provides
insightful information on the design and structure of a sound archival program. 1
a.

This publication addresses the basic issues concerning personnel, budget,
and physical space criteria; it also provides important information on a
variety of other issues from the establishment of archival policies and
forms to the description of records.

b.

This important manual also highlights possible solutions to the problems
of modern information management by offering practical suggestions on
the management of current records and the uses of automation.

Guidelines for Access to Diocesan Archives. Drafted by: Standard Access Policy Committee, Association of Catholic
Diocesan Archivists. 1991; James M. O'Toole. Basic Standards for Diocesan Archives: A Guide for Bishops,
Chancellors, and Archivists. Chicago: Association of Catholic Diocesan Archivists, 1991.
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II.

Archives and Records Management Program
A.

Archives
1.

In accordance with Canons 491 and 535, the Bishop of a diocese is to see that
the acts and documents of the archives of cathedral, collegiate, parochial, and
other churches in his territory are diligently preserved.
a.

B.

2
3

The term "other churches" is customarily interpreted in different dioceses
in the United States of America as: mission, station, chapel, or faith
community.
i.

A "mission" and a "chapel" (in a hospital or jail) is a part of the
territory of a given parish with its own place of worship.

ii.

The term "faith community" is a local response of the diocese to
the concepts found in Canon 516, § 2: When certain communities
cannot be established as a parish or quasi-parish, the diocesan
Bishop is to provide for their pastoral care in another manner. 2

2.

Inventories or catalogs are to be made in duplicate, one of which is to be kept in
the church's own archives and other in the diocesan archives. 3

3.

The term archives refers to the non-current records of a parish or institution
preserved because of their continuing, permanent, or historical value.
a.

Archives may also be the physical plant or building where such materials
are stored.

b.

Materials found in an archives document the growth and history of a
local faith community, parish, or school.

Records Management Program
1.

A records management program is necessary for legal, administrative, fiscal,
and canonical reasons.

2.

Records management is the administration of a program that supports the
systematic creation, organization, maintenance, and disposition of the records.

3.

The records management program allows for the appropriate transfer of records
to the church or school archives or, later, to the diocesan archives.

The Code of Canon Law. Ibid.
The Code of Canon Law, A Text and Commentary. Edited by James A. Coriden, Thomas J. Green, Donald E.
Heintschel. Canon Law Society of America. New York, 1985.
July 28, 2017

E - 20

4.

The passage of time affects the value of these records.
a.

C.

Parish archives usually contain several types of records, such as sacramental registers,
correspondence, meeting minutes, memoranda, parish bulletins or newsletters, and
parish school records.
1.

III.

It is important that the records management program identify records that
are permanent or archival and require the transfer of those records to the
parish archives. At that moment, proper description and preservation of
these records can take place.

In addition to the written records, parish archives may also contain artifacts (e.g.
altar linens, vestments, liturgical objects), photographs, audiotapes, videotapes,
and digital media that illustrate the nature and development of the community.

Sacramental Records
A.

B.

Sacramental records are both public and private in nature.
1.

Baptisms, confirmations, marriages, and funerals are recorded to document
sacred acts; as such they are private records.

2.

Sacramental records are also private because the information they contain is
often confidential, and they are created with the presumption of privacy.

3.

Generally, the Catholic Church maintains that none of the records of Catholics
are closed to the believers.

4.

Sacramental records are not civil records, but in some cases the records are
accepted as valid evidence when another civil record is not available (e.g. birth
records).

5.

The passage of time, however, is very important in affecting access to these
records and the need for restricting their use diminishes.

In the case of sacramental records creation and access, three kinds of norms need to be
considered:
1.

Canonical
a.

The Code of Canon Law says each parish or "other churches" are
required to have and maintain baptism, confirmation, marriage, and
death registers (c. 535).

b.

This Canon also lists other registers prescribed by the Conference of
Bishops or the diocesan Bishop.
i.

The requirement to keep additional registers can be set by the
ecclesiastical body or bodies within the diocese.
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c.

2.

ii.

Optional registers commonly kept are: First Communion registers
and Sick Call registers.

iii.

Other additional and optional registers are listed in Appendix II:
Additional Registers (Page E-51).

Missions, chapels, or faith communities historically created their own
sacramental registers and kept them on their premises. However,
presently most of these worship places keep written records in the parish
registers at the parish in whose jurisdiction the mission, chapel, or
community is located.
i.

This happens generally with missions, hospitals, and chancery
and jail chapels.

ii.

Faith communities in the Diocese of Austin may, with the
permission of the pastor, keep their own sacramental registers
provided that the parish has access to and is aware of the location
of the sacramental records.

Civil Law and Common Practice
In maintaining sacramental registers and access to them, the diocesan
administration may need to respond to the civil law and common practice
requirements.
a.

Privacy is by far the most pervasive consideration in restricting materials
in archives.
i.

Privacy tests involving written materials, especially unpublished
ones, are a special category of privacy questions. While there is
some disagreement over the application of privacy principles to
documents, there are a few points on which most archivists and
lawyers can agree.
•

•

•

First, medical and psychiatric files relating to an
individual are usually withheld from public access by
privacy considerations.
Second, certain materials containing information
developed or imparted during a client relationship (such
as with a lawyer or clergyman) are also normally assumed
to have a privacy element.
Third, the right to privacy is a right of living individuals;
there is normally no privacy right for the dead.
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•

Finally, once information about an individual is in the
public domain, it usually remains open to subsequent
users. 4 (The last point regarding “an individual in the
public domain” is related to the sacramental and birth
records.)

C.

Sacramental registers should be kept in a safe place with a stable environment (a
temperature of 70° F or below, and 65 percent relative humidity).

D.

Access to these records is restricted.

E.

The original registers are never to be destroyed and the accuracy and authenticity of the
information recorded in the registers must never be questioned.

F.

All sacramental registers more than 100 years old, or in deteriorating condition, should
be removed from the parish and housed at the diocesan archives.

G.

Diocesan archives should maintain also two copies (microfilm, digital media, or
photocopy on acid free paper) for future retrieval.

H.

The only persons to have access to the sacramental registers at the parish, mission,
chapel, or small faith community are the pastor/administrator, parochial vicar, chaplain,
or pastor's designee charged with the responsibility for inscription, retention, and
release of a sacramental record.

I.

Record Retention in PDS*

J.

1.

In 2015, PDS become the official database used by the Diocese of Austin.

2.

Parishes were encouraged to use PDS as an auxiliary method of preserving
sacramental records in the event of a disaster.

See Record Retention Schedules for Parish and School § XVI .C (Page E-48).

4

Gary M. Peterson, Trudy Huskamp Peterson. Archives and Manuscripts: Law. Society of American Archivists, Chicago.
1985.

*

On July 1, 2007, Bishop Aymond issued a decree that all sacramental records were to be recorded in ChurchDB, the official
database used by the Diocese of Austin, in order to preserve the records from any disaster. The records in ChurchDB were
to be the official record of the sacrament. After consultation with the parishes and the Vatican, of February 17, 2009,
Bishop Aymond rescinded the expectation that all sacraments be recorded in ChurchDB. It was made clear that all parishes
must record all sacraments in the parish sacramental books. Parishes were to go back and assure that handwritten entries
were made in sacramental registers for any sacraments recorded in ChurchDB during the period between July 1, 2007 and
March 1, 2009.
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IV.

Sacraments and Registration Procedures
A.

Baptism
The baptismal register is the primary document for recording a person's status within
the Church (c. 535, § 2).
1.

2.

In general, the baptismal entry into the register is to include:
a.

Full name at birth

b.

Date and place of birth

c.

Minister of the sacrament

d.

Full names of the parents (including mother's maiden name)

e.

Names of the sponsors or witnesses

f.

Date of the conferred baptism (c. 877)

Notations to be entered in the baptism register include confirmation, marriage,
and holy orders.
a.

It does not matter at what parish these sacraments were conferred; they
are to be noted in the same parish where the baptism took place.

3.

Additional notations to the baptism record include those regarding conditional
baptism, religious profession, annulments, rites supplied, laicization (departure),
change of rite, and dispensations from vows.

4.

In some cases the baptized may have multiple sponsors (godparents).
a.

When this occurs, the original certificate issued may list all sponsors, but
the register itself is to list only two of them.

b.

The parents of the baptized are to choose the sponsors that are to be
listed in the register, keeping in mind that at least one sponsor must be
Catholic (c. 874, § 2).

c.

New "godparents" cannot be added or altered to the baptism register after
the fact.
i.

They can assist with the faith development of an individual, but
the entry in the register cannot be changed.
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5.

For the baptism entry to the register, a state birth certificate needs to be used as a
source document.
a.

If such is impossible to obtain, a hospital record or an affidavit from a
person knowledgeable about the birth and parents may verify
information (See Appendix I: Forms (Page E-49)).

b.

If there is no possibility to obtain any record of birth, a note "No legal
documents were presented for information on date of birth" needs to be
entered in the notation space.

c.

Entering information into the baptismal register based on verbal
statements, without reference to the birth certificate or some authentic
document, has proven to be problematic in some cases. This may result
in the recording of inaccurate information and the creation of inauthentic
records.
i.

Proper spelling of names and places is necessary since baptism
records may be the only proof of identity.

6.

The baptismal certificate should include all information of a public nature, but
may not include any confidential notations (such as reference made to adoption
or legitimacy).

7.

The baptismal certificate should be signed, dated, and sealed.

8.

The reverse of the baptismal certificate is to be completed as the notations
indicate.
a.

9.

If there are no notations, the reverse of the certificate should be
completed with the phrase "no notations.”

Adoption
The National Conference of Catholic Bishops of the United States of America,
in accord with the prescription of Canon 877, § 3, issued a decree effective on
Dec. 1, 2000, stating that the entry in these cases should include the following:
a.

For children baptized after their adoption is finalized, the following
information entry into the register is to include
i.

Christian name(s) of the child as designated by the adopting
parent(s)

ii.

Full names of the adopting parent(s)

iii.

Date and place of birth
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iv.

Names of sponsors

v.

Place and date of baptism

vi.

Name of the minister performing the baptism

vii.

Fact of adoption but not the names of the birth parents

b.

Baptismal certificates issued by the parish for adopted children will be
no different from other baptismal certificates. No mention of the fact of
adoption shall be made on the baptismal certificate.

c.

In the circumstance of adoption, a revised birth certificate from the state
with adoptive family's name should be issued.

d.

At least one parent of the persons who lawfully take the place of parents
(adoptive parents, legal guardians) must give consent for baptism.
i.

This person is also responsible to see that the child is raised in the
Catholic faith (c. 868).

e.

Unless an emergency exists, baptism is to be delayed until the process of
adoption is complete and a revised birth certificate, or other suitable
document, can be presented.

f.

Once the child has been adopted, the names of the adoptive parents are
recorded.

g.

Following the civil law in this area, if the names of the birth parents have
not been sequestered the names of the birth parents may be recorded as
well.

h.

i.

Once the adoption is completed, recording the names of the birth
parents becomes the option of the adoptive parents.

ii.

For this reason, it is recommended that the adoptive parents wait
until the completion of the adoption process to baptize the child.

For children baptized before their adoption is finalized, the following
notations shall be added to the baptismal register, but only after the
adoption has been finalized and with due regard for civil law of the
jurisdiction:
i.

Parentheses shall be placed around the names of the birth parents

ii.

Name(s) of the adoptive parent(s) shall then be added

iii.

Child’s former surname shall also be parenthesized and the new
surname added
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iv.
i.

Notation shall be made that the child was legally adopted

Baptismal certificates issued by the parish for these individuals should
give only the name(s) of the adoptive parent(s) the child’s new legal
surname, the date and place of baptism, and the name of the minister
who conferred the sacrament.
i.

The name(s) of the sponsor(s) should not be given, and no
mention of the fact of adoption should be made on the baptismal
certificate.

ii.

For future ease in reference, and to provide what may often be
the only possibility of reference after the adoption has been
finalized, a baptismal entry for the adopted child can be made in
the baptismal register of the adoptive parent’s parish, citing the
date and location of the original baptismal record and listing only
the name of the adoptive parents and the date and place of birth.
•

10.

Unwed Parents
a.

The name of the mother is to be entered in the baptism register if there is
public proof of her maternity (e.g. birth certificate) or if she states this in
writing before two witnesses (c. 877).

b.

The name of the father is to be inserted only if there is a public proof
(e.g. birth certificate) or by his own sworn declaration before the pastor
and two witnesses.
i.

If no public proof is available, the name of the father and/or the
mother is not recorded.
•
•

•

11.

Names of birth parents are at this point confidential and
restricted information.

The phrase "father unknown" or "mother unknown" is to
be used.
The certificate for that individual in such case needs to
record the appropriate phrase. The use of the phrase
"illegitimate" is not recommended.
The supporting documentation is to be kept in the
permanent files of the parish archives.

Profession of Faith
a.

Profession of Faith should be recorded in the Reception into Full
Communion register or in a separate and clearly marked section at the
back of the baptismal register.
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b.

When confirmation has been received, the name of the person making
the profession is to be recorded in the confirmation register, with a
reference in the index to the page and entry number in the baptismal or
Reception into Full Communion register.

c.

An optional certificate may be issued as soon as possible after the event.

d.

If already validly baptized in a non-Catholic Church, the date and
denomination of baptism, along with the date of Profession of Faith and
other pertinent information, is to be entered in the notation section.

e.

With the promulgation of the Rite of Christian Initiation of Adults
(RCIA) in the United States, the creation and maintenance of new
registers relating to catechumens has been required.
i.

12.

Emergencies
a.

B.

These are Registers of Catechumens, the Book of the Elect, and
Reception into Full Communion (See Appendix II: Additional
Registers (Page E-51)).

When baptism occurs in an emergency situation (e.g., at home or in a
hospital) the minister of baptism, whoever it is, must inform the pastor of
the parish in which it was administered of the conferral of the baptism, so
that he records the baptism according to the norm of the c. 877, §1
(c. 878).
i.

The notice should include the name of the minister, parents,
sponsors, witnesses, if any, the place and date of the conferral of
the baptism, and the date of and place of birth.

ii.

The minister of the baptism or the pastor of the parish where the
baptism occurred may also send notice to the parish of the parents
of the baptized in cases of infant baptism, or to the parish in which
the baptized resides in cases of adult baptism.

First Communion
1.

The use of the first Communion register is optional.

2.

Many parishes are currently maintaining these registers and are encouraged to
continue.

3.

The entry is to include:
a.

Full name of the first communicant as found on his/her baptismal
certificate

b.

Date and place of the reception of first Communion
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4.

C.

A current copy of the baptismal certificate is required as supporting
documentation.
a.

A certificate is to be issued as soon as possible after the event is recorded
in the register.

b.

Notification of the reception of this sacrament is to be sent to the place of
baptism.

c.

The date and place of the reception of this sacrament is to be noted in the
baptismal register, even if the sacrament took place in the same parish.

Penance
1.

Canon law does not require or permit a record to be kept of the sacrament of
penance (reconciliation), unlike first Communion.
a.

D.

This sacrament pertains exclusively to the internal forum and, therefore,
registers are never created.

Confirmation
1.

In general, the confirmation register is to include:
a.

Full name of the confirmed

b.

Confirmation name

c.

Name of parents

d.

Name of sponsor

e.

Date and place of the celebration

f.

Name of the minister (c. 895)

2.

A notation regarding the date and place of baptism may be placed in the notation
section.

3.

A copy of the baptismal certificate is required as supporting documentation.
a.

The certificate of confirmation should be issued as soon as possible.

b.

In case of joint celebrations, each parish that sends candidates is
responsible for the completion of its own register, which is to include the
name of the parish in which celebration took place.

c.

Notification of the reception of this sacrament is to be sent to the place of
baptism.
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E.

Marriage
1.

In general, the marriage register is to include:
a.

Full names of the spouses

b.

Full names of witnesses

c.

Name of officiant

d.

Date and place of the marriage celebration (c. 1121, § 1)

e.

Date and place of baptism as it applies

2.

Marriage registers may also include names of parents of both spouses and place
of residency of parents.

3.

The prenuptial file is to be retained permanently in the parish archives.
Supporting documentation in the prenuptial file or "marriage data envelope"
includes:
a.

Current (dated less than 6 months prior to request for marriage) baptismal
certificates for baptized parties
i.

If the person was baptized in another country, an attempt to
obtain the baptism certificate should be made
•

If the baptism certificate is not available after a diligent
attempt to locate it, affidavits regarding the baptism by
knowledgeable individuals should be obtained (See
Appendix I: Forms (Page E-49)), the chancellor should be
consulted, and affidavits regarding freedom to marry
should be obtained from two knowledgeable individuals

b.

Completed prenuptial forms, civil marriage license, civil marriage
certificate

c.

Death certificate (when necessary)

d.

Documentation providing necessary dispensations, permissions, or
delegations, tribunal documents (when necessary)

e.

A copy of a rescript (when necessary, c. 59)

f.

Any additional prenuptial forms or documentation required by the parish
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4.

It is the responsibility of the officiant to promptly file all civil documents with
the appropriate county.
a.

The sacramental certificate is to be issued as soon as possible after the
marriage has been recorded and notification of the marriage sent to the
place of baptism of the Catholic parties.

b.

There are several notations that may be used for the marriage record. The
most common of these include:
i.

Dispensations from impediments

ii.

Permissions

iii.

Decrees of dissolution or nullity

iv.

Convalidations

v.

Sanations

(See Appendix III: Glossary (Page E-53))
5.

6.

The recommended format for the notations is as follows:
a.

Dispensation from disparity of cult granted by Father N., date

b.

Permission for a mixed marriage granted by Father N., date

c.

Dispensation from canonical form granted by chancery, date

d.

Dissolution granted, date. Protocol number. Diocese of tribunal

e.

Decree of nullity granted, date. Protocol number. Diocese of tribunal

f.

Declaration of Freedom to Marry granted, date. Protocol number.
Diocese of tribunal

g.

Convalidation

h.

Radical sanation issued by chancery, date

Marriages are to be recorded in the register of the parish in which the ceremony
takes place.
a.

In cases where the ceremony occurs in the chapel of a chancery, other
Catholic institution, a university, or private home, the marriage is to be
recorded at the parish in which the institution or home exists.
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b.

In cases where a wedding is celebrated with dispensation from canonical
form, the record of the marriage is made at the parish in which marriage
preparation takes place and at the chancery of the diocese that granted
the dispensation (c. 1121, § 3).

c.

Notification of the marriage is to be sent to the place of baptism of the
Catholic party by the party responsible for marriage preparation.

d.

The index of the marriage register is to be arranged alphabetically by the
last names of both spouses.
i.

e.

The name to be used for the bride's surname is that which is found on her
baptismal certificate or, if not baptized, her legal name.

f.

In Texas, if the wedding ceremony does not take place before the 31st
day after the date that the license is issued, the license expires.
i.

With a few exceptions, the wedding ceremony must not take
place during the 72 hours immediately following the issuance of
a license. Parishes may contact the chancellor to determine if
exceptions apply.

ii.

Governing law in Texas is found in Chapter 2 of the Texas
Family Code.

NOTE:

F.

The format is "male surname/female surname."

A pastor/administrator of the parish who receives notification that a
person baptized in the parish has been married must enter the fact of
marriage in the baptismal register.
i.

If such a pastor/administrator, at the time of inscription sees that
the party was already lawfully married to another party who is
still living, and no tribunal action is noted, the
pastor/administrator must notify the parish that sent notification.

ii.

A pastor/administrator who receives a notification that any type
of annulment has been granted for a person who was baptized
and/or married in that parish must inscribe the fact in the
baptism/marriage register(s).

iii.

The same procedure is to be followed when a priest/deacon is
dispensed from the obligations of ordination and the vows.

Death
1.

In general, the death register is to include:
a.

Full name of the deceased
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G.

b.

Date of death

c.

Name of the presider

d.

Date and place of burial

2.

Notations may include additional information such as next of kin, cause of
death, or the name of the funeral home and plot number at a burial place.

3.

In cases when a priest presides at the burial of a non-Catholic, an entry may be
made in the parish's death register and include notations relating to the religion
of the deceased and the services provided.

4.

In cases where the funeral rites are celebrated in another parish, it is suggested
that notification be sent to the pastor of the deceased.

Inscription and Changes Procedures
1.

Once a sacrament has been celebrated, the record of sacramental reception is to
be entered into the appropriate register.
2.

The following elements should be a part of the inscription process:
a.

Use of black ink only (archival pen recommended)

b.

Use of block (print) lettering

c.

Name of the minister is to be printed clearly
i.

The signature is no longer required

d.

Last names or surnames are to be entered first, followed by given
name(s)

e.

Name of the month is to be spelled

f.

Abbreviations in all forms are to be avoided

g.

Mistakes made in the inscription process are to be crossed out by a single
or double line drawn through the entire inscription.
i.

h.

A new record on an entirely new line in the register is to be
inscribed

"White out,” erasure, or other deletion methods may never be used in
sacramental registers
i.

A computer is not to be used instead of sacramental book
registers
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i.

3.

H.

Computers may only be used for improving access to the sacramental
records, not as a primary register

Changes of a substantial nature are to be made only with authenticating evidence
a. g. civil records).
b.

Notations are to be made along with the date and signature of the person
authorizing the emendation.

c.

Copies of the documents giving evidence to the change are to be kept in
the permanent files of the parish archives.

Missions and Stations
It is recommended that, if a parish is responsible for a mission or station, separate
registers be kept for each mission or station.

I.

1.

These registers are to be clearly marked.

2.

It is also recommended that the registers be kept at the parish church office and
not at the other communities.

3.

In cases where mission or station sacramental records are incorporated into the
parish register, the mission's or station's name is to be clearly noted and the
register is to indicate the inclusion of such records.

Eastern Churches
Special attention should be paid to situations involving members of Eastern Catholic
Churches since they are subject to the Code of Canons of the Eastern Churches.

J.

1.

Whenever Roman Catholic ministers lawfully celebrate the sacraments for them,
these sacraments are entered in the appropriate registers of the Roman Catholic
parish as outlined above.

2.

The name of the particular Eastern rite (e.g. Maronite, Byzantine) is to be noted
in the remarks column.

School Records
Some Catholic parishes provide elementary and secondary level schools.
1.

Records of schools should be stored at the parish school office.

2.

Some of the school records are kept permanently.

3.

A records management program for school records should be provided and, in
the case of a school closing, permanent school records should be transferred to
the diocesan archives for permanent storage.
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4.

V.

Student transcripts can be microfilmed or saved on digital media for future
access.

Access and Release of Information Procedures of Sacramental and School Records
A.

B.

All individuals have a right to obtain an official certificate of their own sacramental
records or school transcripts.
1.

Information that is public in nature and deals with a person's status in the Church
(c. 54, § 2) is to be transcribed from the register to the appropriate certificate.

2.

Official certificates are issued only to individuals requesting their own records
or to a person who has a legitimate reason for requesting a family record (e.g.
the parent of a minor child).

3.

Sacramental records are not to be released to persons other than those about
whom they were made (this includes parents of adult children).

The certificate must duplicate the information as it appears in the register.
1.

If the register is in Latin or another language and the certificate is issued in
English, it is recommended that a notation be added attesting to the translation.
a.

If the record is incomplete, the certificate should indicate such by using
the words "not given" rather than by leaving the space blank.

2.

Some diocesan archives and state Catholic archives may issue an abstract of the
information included in the register, instead of the certificate, in the cases when
they keep photocopies of registers.

3.

The certificate is to be legible and authenticated; that is, it is to be issued in the
vernacular, signed by the pastor or his delegate and stamped with the parish seal
(c. 535, § 3).

C.

It is required that identification be presented in order to release a record.

D.

The request for a record needs to be made in writing and signed by the individual
requesting the record.

E.

Authorized recipients of a sacramental record include the party or parties named in the
record as having received the sacrament; a Roman Catholic clergyman or his delegate
involved in canonical procedures, the parents of the subject, if the subject is a minor,
and government agencies (such as the Social Security Administration) who present a
signed release from the person whose record is requested.

F.

In the case of sacramental records handled by the diocesan archives, an authorization
form for release of information needs to be signed by the party or parties named in the
record or their family (mother, father, present spouse, or next of kin).
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1.

G.

The routine request of records between parishes and other diocese and from chancery
offices (e.g. the tribunal) for canonical purposes presents no conflict and can be
conducted without a release form.
1.

H.

I.

J.

An Authorization for Release of Information form may be found in on Page E50.

The bottom of the certificate should reflect that it is for informational or
canonical purposes only and not include a parish seal.

If the person seeking information from the sacramental register represents a civil
authority (law enforcement, court official, lawyer, etc.), who is requesting the
information for civil or legal purposes, the pastor/administrator should immediately
contact the diocesan attorney who will handle the request for information through more
formal procedures.
1.

In general, without the express consent of the subject in writing, these kinds of
requests may be validly declined for sacramental and legal purposes.

2.

It is important to note that the incorrect release of sacramental or school records
may put the parish in legal or financial jeopardy.

It is recommended that requests for genealogical research be synchronized with the last
U.S. Census release (at least 80 years ago) and handled in writing in compliance with
the procedures in place at the individual parish or diocese.
1.

When microfilm copies of these records are stored at the diocesan archives,
personal genealogical research and copies can be provided.

2.

A parish may respond to these requests by transcribing the information into
letter format rather than issuing individual certificates or photocopying pages
from registers.

3.

It is appropriate to charge a fee for this service.

4.

The registers themselves are not open to examination by outside parties.

5.

Similar procedures should be followed regarding parish school records (See the
School Records Retention Schedule on Page E-46).

Records created by and for a parish, mission, chapel, faith community, or school belong
to that institution and not to the individual.
1.

The majority of the records created during the course of conducting business are
not considered confidential but, at the same time, are not open to general
research for 25 years after the creation of the record.
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2.

3.

VI.

However, there are many records of a parish, mission, faith community, or
school that are confidential in nature. These records already described include:
a.

Sacramental Registers

b.

Transcripts

c.

Marriage records

d.

Donor files

e.

Counseling and medical records

Access to these records is legally and canonically restricted and the privacy of
the Christian faithful and the confidentiality of the records must be protected.

Historical File
To facilitate research on a parish history, the parish should maintain a historical reference file.

VII.

A.

While preparing inventories, separating records for permanent and temporary storage,
or doing preservation work, parish secretaries or administrators may find historically
significant documents.

B.

A photocopy may be made for the historical file with a note indicating where the
original document can be found.

C.

Even if the preparation of a parish or school history is not done for several years, hours
of research will be saved for the future parish historian to publish an anniversary book.

D.

For the purpose of presenting such a history, black and white photographs of parish or
faith community activities, architecture, or clergy should be preserved.

Security and Preservation
A.

The archives of a parish, faith community, or school may be located in many places,
such as a vault in the parish office or a fireproof filing cabinet in the school library.

B.

The archives may not be located in the home of an individual or staff member or in any
space separate from the physical location of a parish or school.

C.

The most important factor in the preservation of records is the environment in which
they are stored.
1.

Sacramental records and records reflecting the history of the parish should be
stored in a building with climate controls.

2.

Out-buildings, including garages, do not protect papers from heat, cold, insects,
or high humidity.
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3.

Papers stored under these conditions are far more likely to become yellowed and
brittle; attract silverfish, roaches, and other pests; or become mildewed.
i.

D.

Other than the environment, the most frequently encountered problem is the
deterioration of unstable or highly acidic materials.
1.

Newsprint and other low quality papers will deteriorate much more quickly than
cotton rag paper.

2.

Newsprint clippings, old brown quick copies, slick quick copies, and fading
dittos should be photocopied on acid free paper.

3.

In most cases, the original does not need to be saved, with the exception of items
having legal and/or intrinsic value.
i.

4.
E.

Records should be periodically inspected for contamination by insects,
especially before moving them from other locations to a parish vault or
school office. If there is an insect problem, records need to be fumigated
by an exterminator.

In such cases, the document should be placed in a plastic archival sleeve.

Newsprint should not be stored with other less acidic paper.

It is recommended that black and white copies of color photographs be made and stored
in separate archival plastic or paper sleeves in adequate size acid free boxes.
1.

Many photo albums are not recommended for permanent storage of photographs
because they contain poly-vinyl-chloride pages or sleeves. PVC's cause
photographs to deteriorate.

2.

Albums with sticky or glued surfaces also damage photographs and should not
be used.

3.

Color photographs are not recommended for archival purposes. They fade after
approximately 20 years, as do color negatives.

E.

Permanent records or material should be stored in acid free boxes, folders, and sleeves.

F.

While building a new church or parish hall, it is recommended to prepare a "time
capsule" with several items designated by the parish and faith community, important for
its history.
1.

Time capsules may contain: copies of photographs of the first church and pastor;
erection and deed document (archival copy); roster of first parishioners; and
other significant parish items.

2.

Time capsules and other archival quality supplies can be purchased from several
vendors listed in Appendix VI: Resources for Archival Products (Page E-59).
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G.

VIII.

It is vital that the process used to preserve and protect archival materials does not harm
them and that "what is done can always be undone.” In summary the following basic
steps are recommended to preserve these materials:
1.

Food and beverages are not allowed in the processing space or in the archives

2.

Pencils are to be used for notations and labels

3.

White cotton gloves are to be worn when handling textiles and photographs

4.

Acid free folders and acid free boxes are to be used to contain archival materials

5.

Acid free tissue is to be used to support and cover textiles (vestments, objects)

6.

Acid free paper is to be used to interleave photographs.

Records Management and Archival Program
A.

A record management program and archival program in a parish or school must have
adequate support and resources to succeed.

B.

Establishing and maintaining a program requires organization and planning, as well as
staff, monetary commitment, and support from the administration.

C.

It is recommended that the local parish finance council be involved in this process.

D.

It is also recommended that the program be clearly outlined and that the records
management and archival programs be coordinated.

E.

The following is a sample policy statement that may be adopted at a particular parish:
"The purpose of the archives of [Name of Institution] is to collect, organize, preserve,
and make available for research, the official records of [Name of Institution]. The
purpose of the records management program is to assure that the active and inactive
records of [Name of Institution] are managed in a manner in keeping with the standards
of the records management profession, and to assure the transfer of the appropriate
records to the archives. The records management program is established in accordance
with Canon 535, § 4 which states that "In each parish there is to be a storage area, or
archive, in which the parochial registers are protected along with the letters of Bishops
and other documents which are to be preserved for reasons of necessity or advantage.”
“Other documents" may be defined as any recorded information (including artifacts and
photographs) regardless of format (printed or electronic) that are made, received, or
maintained by the community as a result of conducting business pursuing legal
obligations, and have been determined to be permanent or historically significant by the
records retention schedule or basic appraisal criteria. The pastor is canonically
responsible for the records of a parish, faith community, or parish school. This
responsibility has been delegated to [Name of Individual] in order to assure the
appropriate administration of the program."
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IX.

Archival Arrangement and Description
Once records are placed in the archives, proper provenance procedures are needed to preserve
their original order.
A.

The purpose of the arrangement of archival records of the parish, faith community, or
school, is to reflect the functional organization of the institution.
For example: St. Mary's Parish
Administration Office, Correspondence, 1980-1985

B.

If there is no arrangement to the records originally collected for the archives, they are to
be arranged according to function, type, and date:
For example: St. Mary's Parish
Altar Guild, Minutes, 1935-1940.

C.

It may be necessary to identify or describe certain records further if the parish has a
school or if the faith community has aspects that require additional description.
For example: St. Mary's School
Development Office
Fund-raising Campaign, Financial records, 1996.
1.

X.

The addition of "St. Mary's School" adds another level of identification to the
file or records that specifically originate from the school rather than the
church, even though a development office may exist in both areas.

Records Management and Archives Program Outline
A.

It is recommended that the archives and records management policy be reviewed and
coordinated by the diocesan archivist and records manager and then approved by the
local pastor or administrator, school principal, or superintendent of schools.

B.

After the approval of archival policies and records management program, it is
recommended that the records management program for a parish or school be conducted
in the following steps:
1.

Locate and survey all records, from sacramental registers to canceled checks.

2.

Create an inventory or list of the records.
a.

NOTE:

The inventory will include the name of the department, the name of the
file or record, the date range of materials in the file, and the location of
the file or record.
The surveys and inventories of records provide a basis for future decisions,
such as revising the current filing system, creating retention schedules, and
appraising the records.
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3.

The following criteria for appraisal (or determination of records' value) are to be
considered when making decisions about the disposition of records.
a.

b.

c.

d.

Administrative value
i.

Records that document the establishment of policy and operations
have administrative value.

ii.

Policy records are generally retained permanently.

iii.

Operations records are usually considered short-term.

Legal value
i.

Records that document legal or property rights of individuals or
of the entity that created or maintained the records (e.g. deeds,
leases, architectural drawings) may have legal value.

ii.

All documents that have legal value must be retained.

Fiscal value
i.

Records that usually relate to financial transactions and usually
have a short-term retention (checks) may have short-term fiscal
value.

ii.

Records documenting fiscal policy may have permanent fiscal
value (e.g., ledgers).

Historical value
Records that are retained permanently to provide documentation on the
origins, organization, development, functions, policies, and events of the
originating entity (parish) and/or provide information on associate
individuals, subjects, and events (e.g. deeds, erection acts, minutes) have
historical value.

e.

Intrinsic value
Records having value that is inherent in the document itself because of
"some unique factor, such as age, content, usage, or circumstances
surrounding its creation, signature, or attached seals" (e.g. pastor's
appointment letter on parchment) have intrinsic value.

f.

Canonical or sacramental value
Records that document the administration of sacraments are always
retained permanently (e.g. sacramental registers).
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NOTE:

4.

Determine which records are active, inactive, or archival.
a.

Active records are records necessary for current business or those
referenced on a daily basis.

b.

Inactive records are referenced fewer than ten (10) times per year or
those records that are required to be kept for a short period of time (such
as many financial records).

c.

Archival records are those records determined to be permanent or
historically significant.

C.

After all records identified in the inventory have been appraised, a retention period is
established and assigned to each records series.

D.

Information concerning each records series and its retention is then detailed in the
records retention schedule.
1.

The retention of records is based on various legal, administrative, and canonical
requirements.

2.

The modified Records Retention Schedule (Page E-42) may be used to form the
basis of a records management program in a parish or faith community, or parish
school.
a.

5

Some records have more than one of the above values and some of
these values indicate short-term records retention over permanent
retention or placement in the archives. Appraise records based on
criteria above.

This schedule addresses the disposition of common parish records.

3.

There may be reasons to keep records longer than legally required, such as
historical or reference purposes.

4.

For retention requirements established by Federal laws and regulations, see the
current Guide to Record Retention: Requirements 5 annually published in the
Federal Register.

Guide to Record Retention: Requirements. Annually published in the Federal Register which can be obtained at nominal
cost from the Superintendent of Documents, U.S. Government Printing Office, Washington, D.C. 20402.
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Records Retention Schedules for Parish and School
Key:

SUP:
P:
FY:
CY:
AR:
ACT:
ST:

Retain until superseded
Permanent
Fiscal year
Current year
Annual review
Active, as long as an issue is current or individual is employed
State legal requirements
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Parish Records Retention Schedule
I.

Sacramental Records
Marriage files (transfer to diocesan archives after 99 years)
Sacramental registers (may be transferred to diocesan archives
after 80 years)
Sacramental registers, supporting documents (marriages)
Supporting documents (correspondence, sacramental and legal
documents, affidavits, notes, evaluations)
Etc.

II.

P
P
FY+6

Administrative Records
Announcement book (daily or weekly)
Annual Reports (parish and diocesan)
Appointments, canonical
Articles of incorporation
Census records (including registration cards, parish list, or
directory)
Communications from the Bishop (Folia Cleri)
Correspondence, routine
Correspondence, non-routine
Inventories, filing system
Inventories, property
Inventories, filing system
Inventories, property
Personal papers: pastors, parochial vicars (may include
correspondence, homilies, notes, diaries)
Volunteer files
Etc

III.

P

P
P
P
P
P
P
AR
P
P
SUP
SUP
P
ACT

Boards, Commissions, Committees Records
Constitutions and by-laws (for all parish organizations)
Finance Council minutes/agendas
Pastoral Council minutes/agendas
Religious education reports
Altar Guild minutes/agenda
Scrapbooks
Etc.
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IV.

Cemetery Records
Account cards (lot ownership and payments)
Annual report
Burial cards
Lot cards
Lot maps
Etc.

V.

Financial Records
Audit reports
Accounts payable
Accounts receivable
Bank deposits/registers
Cash book (daily records or receipts)
Charitable gaming records
Check registers
Check copies/stubs
Contributions and donations (these records need to be kept
permanently if other records identifying parishioners, such as
census records, are not available or do not exist)
General ledgers
Journal entries
Loan files (mortgages, payment schedules)
Payroll journal
Pew rent record book (these records need to be kept permanently
if other records identifying parishioners, such as census records,
are not available or do not exist)
Tax exemption (parish)
Tax forms (e.g. 1099 W)
Trust fund / estate contribution
Etc.

VI.

P
P
P
P
P
P

P
FY+6
FY+6
FY+6
FY+6
FY+6
FY+6
FY+6

P
P
FY+6
FY+6
P

P
P
FY+6
P

Property Records
Architectural drawings and specifications
Construction files
Deeds
Leases
Property appraisals
Etc.
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VII.

Personnel Records
Employee files
Immigration and Naturalization I-9 Form
Performance Evaluations
Short Term Disability
Time Cards
Worker’s Compensation Insurance Payments
W4
Etc.

ACT+6
ACT+1
CY+3
P
FY+6
FY+6
FY+6

NOTE: Some of the information in these files has historical and/or legal value. Before
destruction, a list of personnel and positions for each year is to be placed in
the archives. If legal problems occur, a summary of the issue is to be written,
and a separate file kept for at least six years after the individual has left
employment or the issue was resolved).
VIII.

Photographs
Activities
Parish structures
Personnel
Etc.
NOTE:

IX.

P
P
P

Photographs need to be identified and dated.

Publications
Bulletins (may be microfilmed or saved on digital media)
Parish directory
Parish history, anniversary books
Promotional or information packets
Etc.
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School Records Retention Schedule
Records retention schedules for schools can be complicated by a number of factors including the
definition of the "permanent file." Also, some local regulations regarding private and public schools on
the level of state can influence retention schedules of these records (e.g., accreditation files).
X.

Administrative Records
Absentee notes
Accreditation files
Annual reports
Attendance records, student
(needs to be consulted with diocesan archivist)
Class lists
Class schedules
Construction files
Correspondence, routine
Correspondence, non-routine
History file
Inventories, filing system
Inventories, property
Inventories, textbooks
Lesson Plans
Minutes: boards, commissions, committees
Newsletters, alumni
Newsletters, weekly
Statistics: enrollment, grades, etc.
Transcripts (cumulative card)
School directory
Student file (no transcripts)
Etc.

XI.

CY
P
P
ACT+6
P
SUP
P
AR
P
P
SUP
SUP
SUP
SUP
P
P
P
P
P
P
ACT+6

Memorabilia

Annuals
Handbooks
Programs, athletics
Programs, seasonal
Commemorate publications
Etc.

P
P
P
P
P
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XII.

Financial Records
Audit reports
Accounts payable
Accounts receivable
Bank deposits/registers
Check registers
Check copies/stubs
General ledger
Grants received
Journal entries
Payroll journal
Tax exemption (school)
Tax forms (e.g. 1099, W-4)
Tuition payments (This information has historical and
administrative value. Before destruction, it is suggested that a list
of annual tuition rates be created and placed in the “history file.”)

XIII.

P
FY+6
FY+6
FY+6
FY+6
FY+6
P
FY+6
FY+6
P
P
FY+6

FY+6

Personnel Records
Contracts
Employee files
Performance evaluations
Immigration and Naturalization I-9 form
Short term disability
Time cards
Volunteer files
Worker’s Compensation Insurance payments
W4
Etc.
NOTE:

ACT+6
ACT+6
CY+3
ACT+1
P
FY+6
ACT+6
FY+6
FY+6

Some of the information in these files has historical and/or legal value. Before
destruction, a list of personnel and positions for each year is to be placed in
the archives. If legal problems occur, a summary of the issue is to be written,
and a separate file kept for at least six years after the individual has left
employment or the issue was resolved).

XIV. Photographs
Activities
School
Staff
Student
Teachers
Etc.
NOTE:

P
P
P
P
P

Photographs need to be identified and dated.

July 28, 2017

E - 48

XV.

Some of the above records are kept in parishes, faith communities, and schools in the form of
electronic records (diskettes, tapes, CDs) and are not considered archival or permanent.
A.

However, some records created or stored on electronic media may be archival.
1.

Any electronic records determined to be archival are to be printed out and kept
in paper format in the parish or school archives (e.g. general ledgers,
membership lists, some correspondence).

B.

Electronic databases can be utilized to store and manipulate demographic data,
membership lists, and information from the sacramental registers.

C.

Electronic records must not replace the register books.

XVI. Parish and School Closure
A.

It is recommended that, when a parish or school closes or merges with another, the
sacramental registers or school records of the subsumed community be closed on the
date the “new” parish or school begins.
1.

The closed registers of the parish are to contain a narrative at the appropriate
space in the volume outlining what has occurred and at what parish or school the
subsequent records can be found.

2.

The closed parish registers, school transcripts, and other permanent records are
to be turned over to the diocesan archives rather than the newly formed parish or
school.

3.

Registers and student transcripts can be then microfilmed and further services
will be provided by the diocesan archivist.

B.

It is recommended that pastors and school administrators and anybody who is
designated to record keeping should be in close contact with the chancellor, archivist, or
records manager to seek any advice regarding records retention and preservation.

C.

The advice of the diocesan lawyer and tribunal should be sought in problematic cases of
access and release of parish and school records.
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Appendix I: Forms

Affidavit for the Person Baptized as an Adult

I,

was baptized into the Roman Catholic Church

on the

day of

in the year

in

at the Church of
, with
as witness. The minister of baptism was
.
Sworn and Subscribed
(Signature and date)

(Witness)

Affidavit for the parent or godparent of a baptized child or a witness to the baptism:
I,

attest that

was

baptized into the Roman Catholic Church on the
Church of

day of

in the year at the

in

with

and

as

witnesses. The minister of baptism was
this because I am:

a parent

. I know

a godparent __ a person

a minister of baptism

present at ceremony.
Sworn and Subscribed

(Signature and date)

(Witness)
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Authorization for Release of Information
I,

,
(Name)

authorize the

,
(Parish)

located in

,

, to release a copy of the

(City)

(State)
of

(type of record)

(name on certificate)

to

.
(self or name of other person/institution)

I agree to indemnify and hold harmless the Catholic Archives of
,
the Roman Catholic Church, its dioceses, Bishops and their successors in office, the aforesaid parish
and all other persons connected with them from any liability for releasing this information pursuant to
my request.

Authorization signature

Driver's License #

Note: The person authorizing release must be the person named in the certificate, or the parent if
the named person is a minor child; the spouse or adult child if the named person is deceased.

Address

City

State

ZIP

Telephone

State of
County of
This instrument was acknowledged before me on the

day of

,

by

(seal)

Notary Public for the state of
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Appendix II: Additional Registers
I.

II.

Register of the Catechumens
A.

This register is provided for those individuals who have gone through the Rite of
Acceptance.

B.

In general, the Register of Catechumens is to include:
1.

Full name of the individual

2.

Name of the sponsor(s)

3.

Name of the minister of the rite

4.

Date and place of the rite

Book of the Elect
A.

This register lists the names of the catechumens who have gone through the Rite of
Election.

B.

The Book of Elect is signed by the catechumens during the Rite of Election.
1.

C.

III.

This is considered the official register.

In general, the Book of the Elect is to include:
1.

Full name of the individual

2.

Name of the sponsor(s)

3.

Name of the minister of the rite

4.

Date and place of the rite

Reception into Full Communion
A.

This register lists the names of those individuals who have been received into full
Communion in the Catholic Church.

B.

This register is to replace profession of faith entries in the baptism and/or confirmation
registers.

C.

The record is to include:
1.

Full name of the individual
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D.

2.

Date and place of the profession

3.

Name of the sponsor(s)

4.

Name of the minister

5.

Date, place, and minister of baptism

Supporting documentation may include a copy of the individual's baptismal certificate.
1.

NOTE:

An optional certificate may be issued as soon as possible after the event.

All above registers are considered to be permanent records.
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Appendix III: Glossary
Baptism

The "gate to the sacraments" and, therefore, the first of the sacraments of
initiation. It is the means by which one is reborn in Christ, freed from sin,
and incorporated in the Church through water and Holy Spirit (c. 849).

Canonical Form

The means of celebrating marriage in the Catholic Church by which a man
and woman exchange their consent according to the prescribed ritual, before
two witnesses, in the presence of the competent minister of the Catholic
Church (c. 1108).

Catechumen

A non-baptized person who has "manifested a willingness to embrace faith
in Christ,” and who, therefore, prepares through suitable instruction and
liturgical rites to celebrate the sacraments of initiation in the Church (c. 788).

Catechumenate

The process by which the non-baptized are called to the preparation for and
the celebration of the sacraments of initiation. One is formally admitted to
the catechumenate after a period of inquiry and according to the prescribed
rite of acceptance into the Order of Catechumens.

Conditional Baptism

Baptism celebrated "if there is a doubt whether one has been baptized or
whether baptism was validly conferred" (c. 869).

Confirmation

One of the sacraments of initiation by means of which the baptized Christian
is "enriched by the gift of the Holy Spirit and bound more perfectly to the
Church. Through it the person is strengthened to witness to Christ" (c. 879).

Convalidation

A legal remedy by which the original consent of a man and a woman, invalid
in some way, is subsequently made valid either through a) renewal of
consent in canonical form ("simple convalidation"), b) radical sanation (c.
1156 - 1165).

Decree of Nullity

The declaration by a tribunal of the Catholic Church which, after the
completion of the prescribed process, affirms that the consent given in the
marriage in question was in fact invalid.

Delegation

The means by which the faculty to govern or perform judicial act is granted
to a qualified person by someone who has the power by virtue of his office.
In the context of this document delegation refers to the act by which power
to witness a marriage is given to a specific person (c. 1111-1114).

Disparity of Worship

An impediment to contracting a valid marriage in the Church which arises
because one of the parties is not baptized (c. 1086).
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Dissolution

The means by which the Church through one of its tribunals dissolves a
valid bond of marriage for a just cause. There are usually only three causes
considered:
1. A marriage never consummated (c. 1142)
2. When one of two non-baptized parties to a marriage wishes to be
baptized in the Catholic Church and the other party departs (c. 11431147)
3. In favor of the faith when, in the marriage of a baptized and non-baptized
person, either becomes a Catholic or wishes to marry Catholic.

Express Permission

Required of the competent authority for the licit celebration of marriage
between Catholic and baptized Christian not in full communion with the
Catholic Church (c. 1124).

First Communion/
First Eucharist

One of the sacraments of initiation by which a baptized person participates
for the first time in the Eucharistic Sacrifice (c. 897)/Eucharistic Banquet (c.
899).

Holy Orders/
Ordination

The sacrament by which men are "constituted sacred ministers" in the
Church and "deputed to shepherd the people of God" (c. 1008).

Lack of Form/
Defect of Form

The term used to describe a marriage which, when so required, failed to
follow the prescribed canonical form for its valid celebration. When a
petitioner submits documentary proof and other required information, a
tribunal can issue a Declaration of Freedom to Marry.

Marriage

The sacrament by which a man and a woman "establish between themselves
a partnership of the whole of life" through consent that is freely given (c.
1055; 1057).

Mixed Marriage

The term employed by the Catholic Church to describe the union established
between a Catholic and a baptized non-Catholic (c. 1124).

Professed Religious/
Vowed Religious

A man or woman who is incorporated into a religious institute by means of
public vows, which oblige the observance of the evangelical counsels of
poverty, chastity, and obedience (c. 654).

Profession of Faith

See Reception into Full Communion (Page E-55).

Radical Sanation

A means by which competent ecclesiastical authority renders an invalid
marriage valid without the renewal of consent. Through this process the
marriage consent is made valid from the time it was given, the impediment
that had made the consent invalid is dispensed, and all canonical effects of a
valid marriage are applied retroactively to the beginning of the union. The
presumption is that the consent given from the start is still enduring (c.
1161).
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Reception in Full
Communion

Usually, the means by which an already baptized person affirms through a
credal formula the truth of the Catholic faith and thereby becomes a member
of the Catholic Church (use for term "profession of faith").

RCIA

Rite of Christian Initiation of Adults. The process by which an adult is
received into the Catholic Church, usually through reception of the three
sacraments: baptism, confirmation, and Eucharist.

Rescript

"An administrative act issued in writing by competent executive authority by
which through its very nature a privilege, dispensation, or other favor is
granted in response to someone's request" (c. 59). An example of this is
permission for a priest to be returned to the lay state.

Rites Supplied

The completion of baptism — usually in the parish church — for infants
already baptized when in danger of death.
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Appendix IV: Glossary of Latin Terms
Adnotatio

Notation or remark

Adoptio

Adoption

Confirmatio recepta

Confirmation received

Convalidatio matrimonii

Convalidation of marriage

Declaratio nullitatis
concessa

Declaration of nullity granted

Defunctus

Deceased

Delegatus

Delegate, delegated

Diaconatus

Diaconate

Dispensatio a M. R.
et ad cautelama D.C.

Dispensation from Mixed Religion and, to be careful, also from
Disparity of Worship

Dispensatio a
tribus bannis

Dispensation from the three banns

Dispensatio
consanguinitatis

Dispensation from Consanguity

Dispensatio
affinitatis

Dispensation from Affinity

Extra matr. natus

Born out of wedlock

Fil. illegit.

"Illegitimate" child

Impedimentum

Impediment

Infans

Child

Liber infirmorum

Book of the Sick

Matrimonium
contraxit cum

Contracted marriage with

Pater ignotus

Father unknown

Patrini

Sponsors (Godparents)

July 28, 2017

E - 57

Patrinus

Sponsor (Godfather)

Presbyteratus

Priesthood (Presbyterate)

Presbyter

Priest

Procurator

Proxy

Professio Solemnis

Solemn profession (in a religious order of men or women)

Prohibitio

Prohibition

Proles

Child, children (offspring)

Sacerdos

Priest

Sacer ordo
Presbyteratus receptus

Sacred Order of Priesthood received

Sacer ordo
Subdiaconatus receptus

Sacred Order of Subdiaconate received

Testes

Witnesses

Testis

Witness

Validatio matrimonii

Convalidation of Marriage

Ritus Suppleti

Rites Supplied
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Appendix V: Publications
New Commentary on the Code of Canon Law. The Canon Law Society of America. Paulist Press,
New York, 2000. John P. Beal, et al., pds.
Guidelines for Access to Diocesan Archives. Association of Catholic Diocesan Archivists. 1991.
Guidelines in Record Keeping for Pastors, Secretaries, and Other Support Staff. Diocese of Austin,
1992. Prepared by Kinga Perzynska.
Guide to Record Retention: Requirements. Annually published. Superintendent of Documents, U.S.
Government Printing Office, Washington, D.C. 20402.
John Huels. Catechumenate and the Law. Liturgical Press, 1994. This book offers a thorough
discussion of the rights of the catechumenate and Church law.
Introduction to Archives and Records Management for Parishes, Faith Communities, and Schools.
Archdiocese of Seattle, 1997. Prepared by Christine Taylor.
James M. O'Toole. Basic Standards for Diocesan Archives: A Guide for Bishops, Chancellors, and
Archivists. Chicago: Association of Catholic Diocesan Archivists, 1991.
Gary M. Peterson, Trudy Huskamp Peterson. Archives & Manuscripts: Law. Basic Manual Series.
Society of American Archivists. Chicago, 1985.
The Pontifical Commission for the Cultural Heritage of the Church. Circular Letter: The Pastoral
Function of Church Archives. Vatican City, February 2, 1997. The Pontifical Commission for the
Cultural Heritage of the Church, Vatican, 1997.
Records Management for Parishes and Schools. Diocese of Bismarck, 1985. Compiled by David P.
Gray. Reprinted with permission and distributed by the Association of Catholic Diocesan Archivists.
The Rites of the Catholic Church (Volumes I, IA, and II). Pueblo Publishing Co., 1991. This is the
English translation of all rituals of the Catholic Church, particularly the sacraments.
Sacramental Records Manual. Archdiocese of Seattle, 1996. Prepared by Christine Taylor.
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Appendix VI: Resources for Archival Products
Archival Products
boards, folders, pens, stainless steel staples
P.O. Box 1413
Des Moines, Iowa 50306
(800) 526-5640
www.archival.com

Gaylord Brothers
boards, papers, folders, pens, boxes, plastic sleeves
P.O. Box 4901
Syracuse, New York 13321
(800) 448-6160
www.gaylord.com

Hollinger Metal Edge
boards, folders, papers, and boxes
California:
6340 Bandini Blvd.
Commerce, CA 90040
(800) 862-2228
http://www.hollingermetaledge.com

Virginia:
9401 Northeast Dr.
Fredericksburg, VA 22408
(800) 634-0491
http://www.hollingermetaledge.com

Light Impressions
supplies and housing for photographic materials
P.O. Box 2100
Santa Fe Springs, CA 90670
(800) 828-6216
www.lightimpressionsdirect.com

University Products, Inc.
boards, papers, folders, photographic materials, time capsules
517 Main Street
Holyoke, MA 01041
(800) 628-1912
www.universityproducts.com
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Catechist and Religious Education Teacher Certification
2004
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I.

Catechetical Mission Statement
The catechetical mission of the Diocese of Austin is to journey with and to empower parish
catechetical leaders to strengthen their faith and to be effective witnesses of the Gospel of Jesus
Christ.

II.

Vision of Success
Parishes are rich in numbers of people who, in community, are:

III.

A.

Committed Catholic Christians who live their faith and evangelize by their Church
lives, work lives, and society in general

B.

Truly Christian disciples acting justly and spreading the Gospel

C.

Fully participating in parish life as Eucharistic people

D.

Seeking leadership roles within the Church

E.

Generously serving others

F.

Experiencing conversion of heart and life

G.

Actively participating in and supporting adult formation

H.

Parents who accept their responsibility as being the primary educators in the faith of
their children

Called to the Ministry of Catechesis
A.

The General Directory for Catechesis (hereafter GDC) speaks of the important call to
the ministry of catechesis.
1.

It states that, “In all the ministries and services which the particular Church
performs to carry out its mission of evangelization, catechesis occupies a
position of importance” (GDC 219).

2.

The Directory goes on to say that the call to the ministry of catechesis springs
from the sacrament of baptism and is strengthened in the sacrament
of confirmation.

3.

The call to be a catechist is a personal call of Jesus Christ and is articulated by
the local church and the Bishop.

4.

It also recognizes that all persons responding to the call do so according to their
particular situations.
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a.

IV.

V.

Some are called to serve in a parish catechetical program while others
are called to serve as a Catholic school religion teacher. Yet, the
response to this call includes the willingness to give time and talent not
only in catechizing others but also to a commitment to continue one’s
own faith formation.

Commitment to the Ministry of Catechesis
A.

In answering the call, catechists become witnesses to the faith by sharing their faith
commitment through Word, worship, service, experience, and prayer.

B.

In making a commitment, catechists/Catholic School teachers become responsible for:
1.

Continuing their spiritual development through taking time to nourish their
personal relationship with the Lord

2.

Becoming aware of and faithfully attempting to witness and teach only authentic
Church teachings

3.

Continuing their personal and educational development through attendance at
courses and workshops

4.

Attending all class sessions and any other in-services required by the parish and
the Diocese of Austin, preparing lessons, and organizing age-appropriate
materials needed for class activities

5.

Providing a positive classroom atmosphere

6.

Regularly evaluating their own teaching techniques, being sensitive to cultural
differences, and special needs of students

7.

Collaborating with and affirming parents as the primary educators of their
children’s faith formation

Catechist Certification Requirements
The Catechist Certification Booklet outlines the levels of catechetical certification and explains
the process of becoming a certified catechist. All catechesis are strongly encouraged to work
towards full certification.
A.

By 2018, all Directors of Religious Education must either be certified by the Diocese of
Austin or have earned a degree in Theology or the equivalent from a Catholic college or
university.
1.

Catholic school teachers are required to complete level one certification.

2.

Catholic school religion teachers are required to complete full certification or to
have earned a degree from a Catholic college or university.
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B.

Consult the Catechist Certification Handbook located on the Diocese of Austin website
under the “Religious Education and Formation” resource tab.
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Policy on Sacramental Preparation for Catholic Schools
Effective June 1, 2004
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

Children who attend Catholic schools should participate in their local parish catechetical
program for preparation of and the reception of the sacraments as directed by the pastor. “The
parish is the most important locus in which the Christian community is formed and expressed”
(GDC 257).

II.

If the parents wish to supplement the catechetical program with additional resources, the
material should be on the list approved by the USCCB.
A.

This list is available from the parish or the diocesan Department of Religious Education
and Formation.
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Policy on Home Schooling
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

II.

Parents are the primary educators of their children in the Catholic faith.
A.

They have the responsibility of awakening a sense of God, beginning the formation of a
sense of conscience and celebrating the loving presence of God in their families.

B.

They also have the responsibility of participating with their children in their local parish
community, "the pre-eminent place for catechesis" (Catechesi Tradendae 67).

Children who are home schooled by their parents in academic subjects should participate in
their local parish catechetical programs for preparation of and reception of the sacraments and
to participate fully in the life of their parish. “The parish is the most important locus in which
the Christian community is formed and expressed” (GDC 257).
A.

B.

At times, parents who home school their children in the faith may request an exception
in particular cases.
1.

They should notify the pastor or his designate of their intention to home school
the child in religious education and/or sacramental preparation.

2.

The pastor or his designate needs to assess the child’s understanding, disposition,
and readiness before a sacrament is conferred.

3.

The pastor or his designate should talk with the parents about the value of formal
teaching of the faith in a parish setting and the importance of the participation of
their children in the life of the parish.

4.

They must use catechetical materials approved by the diocese.

If the parents wish to supplement the catechetical program with additional resources,
the material should be on the list approved by the USCCB.
1.

This list is available from the parish or the diocesan Office of Religious
Education and Formation.

2.

The Office of Religious Education and Formation can assist parents who are
home schooling their children with questions regarding sacramental preparation.
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Policy on the Celebration of the Quinceañera
Effective Sept. 24, 2004
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

II.

The celebration of the Quinceañera is a custom of the Mexican culture that is often celebrated
among families who celebrate their faith in the parishes of the Diocese of Austin.
A.

This is an opportunity for evangelization for the young woman or man and for the
family and friends.

B.

Parishes are encouraged to provide a way to respond to the requests for families who
want to celebrate this time of blessing in their lives.

The following recommended guideline is a way to encourage and support the celebration of the
Quinceañera in the local parish.
A.

Parishes with an identified Hispanic population will be most affected by this request;
however, other parishes may also find themselves presented with this opportunity.

B.

All parishes are encouraged to celebrate the Quinceañera when approached by the
faithful.

C.

Formation includes the process of
1.

Faith Formation
a.

It is recommended that no more than six (6) months of religious
education class can be expected or required of the quinceañera girl or
boy prior to the celebration of the quinceañera.

b.

This may be accomplished by attending ongoing religious education
classes and/or the confirmation class.
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2.

3.

Sacraments
a.

It is required that the sacraments of baptism, first Communion, and first
reconciliation be completed.

b.

It is required that confirmation be completed or in the process of
completion.

Reservation of Ritual Date at Parish
a.

4.

Celebration of the Quinceanera
a.

III.

The party seeking the reservation of a date to celebrate the quinceañera
should contact the parish six (6) months to one (1) year in advance.

See Supplementary Norms 54.

All Quinceañeras will be celebrated according to the Order of Blessing on the Fifteenth
Birthday as published by the USCCB.
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Lineamiento sobre la Celebración de la Quinceañera
Efectivo a partir del 24 de Septiembre del 2004
Con el fin de atender las necesidades del pueblo de Dios en la Diócesis de Austin y de ser
administradores responsables de los dones dados, la Diócesis de Austin emite la siguiente política:
I.

II.

La celebración de la Quinceañera es una costumbre de la cultura mexicana que se celebra a
menudo entre las familias que celebran su fe en las parroquias de la Diócesis de Austin.
A.

Como muchas celebraciones de los sacramentos y de las cosas importantes en las vidas
de la gente, esto es una oportunidad para la evangelización de los jóvenes (mujeres u
hombres), y para la familia y los amigos.

B.

Se exhorta a las parroquias que proporcionen una manera de responder a las
necesidades de las familias que desean celebrar este tiempo de bendición en sus vidas.

Las siguientes directivas recomendadas es una manera de exhortar y de apoyar la celebración
de la Quinceañera en la parroquia a nivel local.
A.

Las parroquias identificadas con una población hispana serán las más afectadas por esta
petición; sin embargo, otras parroquias pueden también tomar esta oportunidad.

B.

Se exhorta a todas las parroquias que celebren la Quinceañera cuando se acerquen los
fieles con esa petición.

C.

La formación incluye el proceso de:
1.

Formación de Fe
a.

Se recomienda que no se espere o se requieran más de seis meses de
clase de educación religiosa por parte de la muchacha o del muchacho
antes de la celebración de la quinceañera.

b.

Esto requisitos pueden ser cumplidos asistiendo a las clases en curso de
educación religiosa y/o a las clases de confirmación.
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2.

3.

Sacramentos
a.

Se requiere que los sacramentos de bautismo, de primera comunión y de
la primera reconciliación se hallan completado.

b.

Se requiere que la confirmación se haya completado o esté en proceso de
completarse.

Reservación de la fecha ritual en la parroquia
a.

4.

Celebración de la Quinceañera
a.

III.

Los interesados, quienes solicitan la reservación de una fecha para
celebrar la quinceañera, deberán comunicarse con la parroquia de
seis (6) meses a un (1) año de anticipación.

Ver el número 54 de las Normas Suplementarias.

Todas las quinceañeras se celebrarán de acuerdo con la publicación de la Conferencia de
Obispos Católicos de los Estados Unidos (USCCB por sus siglas en inglés), Orden de la
Bendición al cumplir quince años.
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Policy on the Institute for Spiritual Direction
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

The Institute for Spiritual Direction is a three (3) year program open to practicing Catholics to
prepare them for the ministry of spiritual direction.
A.

II.

Successful completion of the program leads to diocesan recognition as a spiritual
director or retreat director.

Before acceptance into the program, applicants will be asked to complete the following:
A.

Diocesan Ethics and Integrity in Ministry Workshop

B.

Criminal background check

C.

Psychological testing

D.

Spiritual autobiography
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Policy on Natural Family Planning
Effective August 1, 2003
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

The Diocese of Austin is committed to upholding the Catholic Church’s principles concerning
marriage and family life as contained in Gaudium Et Spes, Humanae Vitae, Familiaris
Consortio, Donum Vitae, and other related Church teachings.
A.

II.

It is our desire to provide the people of the diocese adequate formation in matters that
support the Sacrament of Marriage and the right to life. Therefore, the diocese has
adopted high standards with regard to the Natural Family Planning (hereafter NFP)
Program.

In order to “safeguard the holiness of marriage so that it may always be lived in its entire
human and Christian fullness and render life of parents and children easier and more joyous, to
render living together in human society more fraternal and peaceful, in faithfulness to God’s
design for the world,” (Humanae Vitae 30) the Diocese of Austin has established the following
policy:
A.

The Diocese of Austin has adopted the standards for diocesan NFP programs as
established by the United States Conference of Catholic Bishops Pro-Life Activities
Committee.
1.

B.
III.

Available at www.usccb.org/prolife or from the diocesan Office of Pro-Life
Activities and Chaste Living.

The Diocese of Austin has adopted additional standards that ensure the highest
standards for the NFP program.

There are four NFP programs approved for use in the Diocese of Austin:
A. Creighton Method
B. Billings Method
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C. Sympto-Thermal Method (Couple to Couple League)
D. Family of the Americas Ovulation Method
IV.

V.

There are a number of quality NFP programs available. Any NFP program that is interested in
teaching in the Diocese of Austin must meet not only the USCCB standards but also the
following:
A.

NFP teachers must have successfully completed a teacher training program recognized
by the Diocese of Austin that includes an educational phase with certified instructors.

B.

Teachers must have successfully completed a supervised practicum, which includes an
on-site evaluation of the person’s ability to teach by a nationally recognized team or
diocesan team.

C.

Teachers must be able to exhibit the ability to effectively manage difficult cycles,
including breastfeeding women, normal length cycles with abnormalities, and long
cycles (40 days or more) such as experienced by women with polycystic ovarian
disease, etc.

D.

Couples must be followed in private follow-up sessions for at least six months.

E.

The certifying NFP program must have completed an effectiveness study on its own
program.

F.

Teachers must have completed the diocesan Ethics and Integrity in Ministry Workshop.

Potential NFP instructors must contact the Diocese of Austin Office of Pro-Life Activities and
Chaste Living for information on meeting these standards.
A.

VI.

All NFP presentations and sessions must be coordinated through the diocesan Office of
Pro-Life Activities and Chaste Living.

For more information on diocesan-approved NFP programs, visit
www.austindiocese.org/prolife
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The Diocese of Austin has a separate Handbook
of Policies for Catholic Schools. It can be viewed at
www.austindiocese.org/catholicschoolhandbook
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Policy on Lay Presenter Approval Process
2017
NOTE: This policy does not apply to clergy or religious, who must instead provide a testimonial
of suitability to the Vicar General prior to conducting any form of ministry within the Diocese of
Austin.
In order to serve the needs of the people of God in the Diocese of Austin and to be
responsible stewards of the gifts given to the diocese, the Diocese of Austin issues the following
policy:
I.

II.

A presenter must be on the diocesan list of approved presenters if the presenter will make
a presentation at:
A.

An event hosted or sponsored by a diocesan office; or

B.

An event hosted or sponsored by two or more parishes; or

C.

A parish event advertised in any media outside the parish’s regular media (for
example, the Catholic Spirit, the E-Pistle, a website other than the parish’s own
website, social media or other media).

For the purposes of this policy:
A.

“Presenter” means a speaker, presenter, performer, musician, or prayer leader,
whether a lay person, clergy, or religious;

B.

“Parish” means a parish, mission, university campus ministry center, parish
school, or a diocesan school;

C.

“Parish’s regular media” means the parish’s own website, bulletins, e-mails, and
newsletters to parishioners or parents, whether in print or electronic format
(“parish’s regular media” does not include communications distributed through
social media or on websites of other organizations);
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D.

A parish “sponsors” an event when a parish pays for or plans or carries out the
event; and

E.

A parish “hosts” an event when the parish provides a location for the event either
directly on parish property or indirectly by arranging for such a location (e.g., a
hotel facility).

III.

To be placed on the diocesan list of approved presenters, a lay person must submit the
written application to the Office of Human Resources and receive approval from the
Chancellor.

IV.

The Chancellor shall consult with the Vicar General before disapproving an application.

V.

The diocesan list of approved presenters may have restrictions related to the approval (for
example, subject matter, location, or audience restrictions). If no restrictions apply, the
presenter may be engaged for any topic before any audience provided, however, that the
parish or diocesan office should be prudent in engaging the appropriate presenter based on
the presenter’s qualifications and expertise. To request a change to restrictions, a presenter
may submit additional information to the Office of Human Resources as appropriate. The
Vicar General and Chancellor retain discretion as to whether to alter any restrictions or
approvals.

VI.

The diocesan list of approved presenters will be maintained by the Office of Human
Resources. Parishes or diocesan offices may call the Office of Human Resources to
determine if a particular presenter is on the list and whether any restrictions apply.

VII.

Names appearing on the diocesan list of approved presenters will be purged after 3 (three)
years from the date of approval unless:
A.

The presenter submits a new application and receives an approval for an extension;
or

B.

The Chancellor, in consultation with the Vicar General, determines that the name
is to be removed before the end of 3 (three) years or may remain on the list beyond
the 3-year period.

VIII.

Inclusion of a name on the diocesan list of approved presenters is not an endorsement of
the presenter or the presenter’s qualifications. It is intended to determine only whether there
exists cause that the presenter should not make a presentation at an event hosted by a
diocesan office, an event sponsored by two or more parishes or schools, or an event
advertised beyond the parish’s regular media.

IX.

Parishes and diocesan offices should take note of:
A.

The time it may take to obtain approval if the presenter is not on the list; and
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B.

X.

The importance of obtaining approval before asking for the placement of
advertisement in diocesan or any other media.

This policy applies to musicians and bands, especially at events at which youth will or may
be present.
A.

The musician and all members of a band must satisfy Ethics in Ministry (EIM)
requirements.

B.

The approved presenter is the musician in the case of a solo musician and is the
band (as an entity) in the case of a band.

C.

If a musician or band is hired to perform at a larger function, such as a festival or
jamaica, approval of the musician or band is not required unless the musician or
band is featured in the advertisements outside the parish’s regular media.

XI.

Parishes should note that the bishop retains the discretion, for any reason, to deny or restrict
any person from publically speaking on parish property or at a parish event.

XII.

A presenter at an event that is hosted and sponsored by only one parish is not required to
obtain lay presenter approval if the announcements about the event are contained only in
the parish’s regular media, although a parish may still seek to have the presenter undergo
the approval process. If a particular presenter’s suitability is at all questionable, a parish
would be encouraged to have the presenter undergo the approval process.
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Policy on Mission Appeals
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

II.

All parishes are required to participate in the Missionary Cooperative Plan by receiving a
missionary assigned by the Mission Office.
A.

All parishes are required to take up the Propagation of the Faith Collection.

B.

All parishes are strongly encouraged to participate in the Ashes to Easter program of the
diocese.

On occasion, parishes and schools receive appeals and requests for financial support from other
missionaries and groups.
A.

Since every parish is asked to participate in the above mission appeals, additional
requests may be accepted at the pastor’s discretion.
1.

B.

Pastors are reminded to acquire the necessary testimonial of suitability for every
priest/religious or a letter from a pastor, bishop, or religious superior for any
missionary, lay, or religious coming into his parishes or schools.
1.

C.

Therefore, every pastor is free to invite mission groups that he believes will help
his parish/school fulfill its own call to engage in the Church’s missionary work.

See Chapter V: Forms in this manual for what is required.

All funds collected from any of the above missionary collections are to be sent to the
diocesan Finance Office so that all checks can be sent from the Diocese of Austin.
1.

This provides complete financial transparency and accountability for parishes
and the diocese.
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III.

The Mission Office is ready to help parishes to document mission groups through reference to
the Pontifical Mission Society list, the Official Catholic Directory, or membership in the U.S.
Catholic Mission Association
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Diocesan Special Collections
Special collections are the vehicle by which the Catholic faithful reach beyond their immediate needs and assist
the Catholic Church at the diocesan, national and international levels. More information may be found at
http://www.austindiocese.org.
Catholic Higher Education
•
Master’s in Theology and Campus Ministries
World and Home Missions
•
Latin America
•
Black and Native American Home Missions
•
Catholic Home Missions
•
Central and Eastern Europe
Catholic Relief Services
•
Holy Father’s Relief Fund
•
Migration and Refugee Services
•
Department of Social Development and World Peace
Holy Land
Seminarians and Priest Education and Formation
Peter’s Pence
World Mission Sunday
•
Propagation of the Faith
Catholic Services Appeal
Catholic Campaign for Human Development (CCHD)
Retired Clergy and Religious
Feast of the Holy Family
•
Family and Pro-Life Activities
•
Maternity homes in the Diocese of Austin
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Overview of Comprehensive Youth Ministry
Renewing the Vision
I.

Definition of Catholic Youth Ministry
The definition of youth ministry offered by the Bishops is formed by our love for and our
commitment to youth: youth have needs we care for and gifts to share. “Youth ministry is the
response of the Christian community to the needs of young people and the sharing of the
unique gifts of youth with the larger community.” (RTV 1 1)

II.

Three Goals of Catholic Youth Ministry
In Renewing the Vision, three goals serve as directions for ministry with youth.
A.

Empowerment
“To empower young people to live as disciples of Jesus Christ in our world today” (RTV
9)

B.

Participation
“To draw young people to responsible participation in the life, mission, and work of the
Catholic faith community” (RTV 11)

C.

Growth
“To foster the total personal and spiritual growth of each young person” (RTV 15)

1

Renewing the Vision: A Framework for Catholic Youth Ministry (USCCB, 1997)
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III.

Seven Themes of Comprehensive Youth Ministry
The themes of a comprehensive vision presented in Renewing the Vision provide a guide for
ministry development that helps us to use all of our resources and to be inclusive and
responsive in our ministry efforts.
A.

Developmentally Appropriate
Effective ministry responds to the developmental growth of adolescents by developing
programs and strategies that are age-appropriate and strategically focused to contribute
to the positive development of youth.

B.

Family Friendly
Effective ministry recognizes the family as an important setting for ministry and
provides links between the programs of youth ministry and the family home through the
sharing of information, inclusive programs, and resources.

C.

Intergenerational
Effective ministry utilizes the intergenerational parish community by developing shared
programs and by connecting youth to adults in the community.

D.

Multicultural
Effective ministry provides ministry to youth in the context of their culture and ethnic
heritage. Effective ministry also promotes cross-cultural understanding and
appreciation.

E.

Community-wide Collaboration
Effective ministry promotes collaboration with leaders, agencies, and congregations in
the wider community. This collaboration includes sharing information, sponsoring
programs, and developing advocacy efforts.

F.

Leadership
Effective ministry mobilizes the people of the faith community to become involved in
youth ministry efforts by providing for diverse roles and commitments for adults and
youth.

G.

Flexible and Adaptable Programming
Effective ministry provides flexible and adaptable program structures and ministry
responses to address the variety of youth and families in our communities.
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IV.

Eight Components of Comprehensive Youth Ministry
The components describe specific areas of the mission of the Church that work together to
provide ministry with or to adolescents. These components provide a framework for the
Catholic community to respond to the needs of young people and to involve young people in
sharing their unique gifts with the larger community (RTV 26).
A.

Advocacy
The ministry of advocacy engages the Church to examine its priorities and practices to
determine how well young people are integrated into the life, mission, and work of the
Catholic community.
1.

B.

C.

D.

It places adolescents and families first by analyzing every policy and program –
diocesan, parish, domestic, and international – for its impact on adolescents and
families.

Catechesis
1.

The ministry of catechesis helps adolescents develop a deeper relationship with
Jesus Christ and the Christian community, and increase their knowledge of the
core content of the Catholic faith.

2.

The ministry of catechesis also helps young people enrich and expand their
understanding of the Scriptures and Sacred Tradition and their application to life
today and live more faithfully as disciples of Jesus Christ in their daily lives,
especially through a life of prayer, justice, and loving service.

Community Life
1.

The ministry of community life builds an environment of love, support,
appreciation for diversity, and judicious acceptance that models Catholic
principles, develops meaningful relationships, and nurtures Catholic faith.

2.

The ministry of Community Life is not only what we do (activity), but who we
are (identity) and how we interact (relationships).

Evangelization
The ministry of evangelization shares the Good News of the reign of God and invites
young people to hear about the Word Made Flesh.
1.

The starting point for the ministry of evangelization is our recognition of the
presence of God already in young people, their experiences, their families, and
their culture.
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E.

2.

Evangelization, therefore, enables young people to uncover and name the
experience of God already active and present in their lives. This provides “an
openness to the gift of the Good News of Jesus Christ” (Challenges of Catholic
Youth Evangelization: Called to be Witnesses and Storytellers (NFCYM 2,
1993)).

3.

The ministry of evangelization incorporates several essential elements: witness,
outreach, proclamation, invitation, conversion, and discipleship.

Justice and Service
The ministry of justice and service nurtures in young people a social consciousness and
a commitment to a life of justice and service rooted in their faith in Jesus Christ, in the
Scriptures, and in Catholic social teaching; empowers young people to work for justice
by concrete efforts to address the causes of human suffering, to serve those in need, to
pursue peace, and to defend the life, dignity, and rights of all people; and infuses the
concepts of justice, peace, and human dignity into all ministerial efforts.

F.

Leadership Development
The ministry of leadership development calls forth, affirms, and empowers the diverse
gifts, talents, and abilities of adults and young people in our faith communities for
comprehensive ministry with adolescents.

G.

1.

Leadership roles in adolescent ministry are key. Leaders must be trained and
encouraged.

2.

This approach involves a wide diversity of adult and youth leaders in a variety
of roles.

Pastoral Care
The ministry of pastoral care is a compassionate presence in imitation of Jesus’ care of
people, especially those who are hurting and in need.
1.

2

The ministry of pastoral care involves promoting positive adolescent and family
development through a variety of positive (preventive) strategies:
a.

Caring for adolescents and families in crisis through support, counseling,
and referral to appropriate community agencies

b.

Providing guidance as young people face life decisions and make moral
choices

c.

Challenging systems that are obstacles to positive development
(advocacy)

National Federation of Catholic Youth Ministry
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H.

2.

Pastoral care is most fundamentally a relationship – a ministry of compassionate
presence.

3.

Pastoral care enables healing and growth to take place within individuals and
their relationships.

Prayer and Worship
The ministry of prayer and worship celebrates and deepens young people’s relationship
with Jesus Christ through the bestowal of grace, communal prayer, and liturgical
experiences.

V.

1.

It awakens their awareness of the spirit at work in their lives.

2.

It incorporates young people more fully into the sacramental life of the Church,
especially the Eucharist.

3.

It nurtures the personal prayer life of young people.

4.

It fosters family rituals and prayer.

Ministry Settings for Comprehensive Youth Ministry
To open opportunities, it is necessary to identify all available resources. Four settings for youth
ministry create possibilities and inspire our shared creativity.
A.

Youth
Youth ministry is most commonly associated with ministry to and with youth. This
includes the variety of ways that young people gather for shared ministry. Youth group
meetings, socials, sporting events, youth retreats, youth service events, and special
youth prayer services are examples of gathered ministries in the youth setting.
Sometimes specialized programs are provided for small groups of young people. Often
times youth are not gathered for ministry. Instead, resources are developed for them.
Many parishes develop a card that fits in a young person’s wallet or purse. This card
includes hot-line support telephone numbers for their area. Other parishes organize
teams of adults and youth to be present at high school football games, concerts, plays,
and other events where young people are present.

B.

Family
Ministry in the family setting includes the variety of ways families are supported as
they share faith together in the home. This includes programs designed to help parents
communicate with their adolescent. Resources that help families to pray and share
together are also part of this setting. An important process in the family setting is
building bridges between youth programs and the home. With strategies as simple as
developing information packets for parents when youth attend a program, parents will
know what their children are experiencing; they are better prepared to support these
efforts.
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I-7

C.

Parish
The parish setting includes the many ways that youth experience ministry through the
life of the parish itself. How do parishes include the gifts of youth and respond to their
needs through our parish liturgies? What can parishes do to help youth join the central
prayer of our faith? Some communities prepare liturgies that include youth in the
liturgical ministries and youth examples in the prayers and homilies. The parish’s
community life becomes a place to minister to youth when parishes pay attention to
their needs and their gifts. For example, when planning a parish mission or a parishwide service event, parishes consider its young members; link youth to the variety of
service, ministry, and leadership roles in the community.

D.

Wider Community
Ministry to youth in the wider community connects youth and families to programs and
resources beyond our parish. Examples are participation in inter-parish, inter-church
and diocesan events, and ways that connect youth and families to programs, resources,
and events in the civic community. Connecting youth to service in hospitals, soup
kitchens and homeless shelters is a wonderful way for youth to develop their gifts.
Parish leaders take advantage of shared strength when they come together with other
people and agencies in the wider community as advocates for youth.

VI.

Putting the Framework Together
Together, the definition, goals, themes, components, and settings provide a framework for
developing a unique response as a parish community. This framework provides a guide for
developing comprehensive ministry and is designed to:
A.

Utilize each of the Church’s ministries – advocacy, catechesis, community life,
evangelization, justice and service, leadership development, pastoral care, prayer, and
worship – in an integrated approach to achieving the three goals for ministry with
adolescents

B.

Provide developmentally appropriate programs and activities that promote personal and
spiritual growth for younger and older adolescents

C.

Enrich family life and promote the faith growth of families of adolescents

D.

Incorporate young people fully into all aspects of Church life and engage them in
ministry and leadership in the faith community

E.

Create partnerships among families, schools, churches, and community organizations in
a common effort to promote positive youth development (RTV 20)
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VII.

Key Features of Comprehensive Programming
A.

A Diversity of Program Settings
Comprehensive ministry with adolescents uses all four ministry settings – youth,
family, church community, and civic community to respond to the needs of young
people and to involve young people more fully in the life of the faith community. The
four ministry settings are a distinctive feature of comprehensive youth ministry.

B.

A Balanced Mix
Comprehensive ministry with adolescents balances and integrates the eight ministry
components, four program settings, and program approaches so that youth ministry can
reach all the young people and their families and so that the resources of the community
can be wisely used.
1.

C.

A distinctive feature of comprehensive youth ministry is responding to the
needs of young people through the eight ministry components.

A Variety of Approaches
Comprehensive ministry with adolescents can be designed using three (3) different
program approaches: gathered programs, small group programs, or individualized
programs. Mixing and balancing the three program approach ensures that
comprehensive youth ministry is flexible and adaptable in responding to young
people’s needs.

Youth

Family

Parish

Gathered |
Non-Gathered

Gathered |
Non-Gathered

Gathered |
Non-Gathered

Wider Community
Gathered |
Non-Gathered

Advocacy

|

|

|

|

Catechesis

|

|

|

|

Community Life

|

|

|

|

Evangelization

|

|

|

|

Justice and Service

|

|

|

|

Leadership
Development

|

|

|

|

Pastoral Care

|

|

|

|

Prayer and Worship

|

|

|

|
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1.

Gathered Programs
Gathered programs focus on participation in organized, assembled programs in
youth-only, family, parish-community, or civic community settings.

2.

a.

Examples of gathered programs include youth meetings, social events,
trips, retreats, liturgical experiences, parish events, family programs, and
intergenerational programs.

b.

The gathered approach to programming is probably the most common,
but it is also the most overused and the least flexible in responding to the
complexity of people’s schedules and the diversity of adolescent needs.

Non-Gathered Programs
a.

b.

Small Group Programs
i.

Small group programs focus on using a small group setting of
youth, families, or intergenerational groupings.

ii.

Small groups provide great flexibility in addressing a wide
variety of needs because of the variety of scheduling and site
options (e.g., homes for learning programs, social service centers
for service projects) that are available.

iii.

Small group programs provide another alternative to adolescents
who cannot attend gathered programs because of school, work,
or family schedules.

iv.

Small groups can be utilized for evangelization programming,
catechetical courses, prayer groups, self-help support groups, and
Bible study.

v.

Small group settings allow easy use of video-based or videoassisted programs.

Individualized Programs
i.

Individualized programs focus on designed programming for
individual or family use.

ii.

Individualized programs provide great flexibility in responding
to a wide variety of needs and removing scheduling and site
requirements.
•

They also provide another alternative to adolescents who
cannot attend gathered programs because of school, work,
sports, or family schedules.

July 28, 2017

I - 10

iii.

VIII.

Individualized programs include home-based activities and
resources, spiritual direction, mentoring, independent learning
projects, peer ministry, and newsletters.

A Variety of Scheduling and Setting Options
Comprehensive ministry with adolescents is best implemented using a variety of program
offerings organized in time formats and settings designed to meet the needs, schedules, and
interests of youth and families. There is so much diversity in needs and so much competition
for young people’s time that a youth ministry program must be very creative in offering
formats, settings, and schedules that respond to the real-life situations of young people.

IX.

A.

A variety of program schedules – weekly, bi-weekly, monthly, extended time, full day,
overnight, weekend, weeklong, 3-6 p.m. weekdays

B.

A variety of environments for programming – parish facility, homes, retreat centers,
community centers

Asset-Building for Positive Adolescent Growth
The forty (40) developmental assets, identified through national research by the Search
Institute, are powerful shapers of young people’s behavior and provide concrete things that the
Church can do to nurture adolescent growth and make a lasting difference in the lives of
adolescents. 3
A.

3

“The asset-building approach reinforces the need for comprehensive youth ministry and
affirms the comprehensive framework presented in Renewing the Vision.”
1.

Asset development begins at birth and needs to be sustained through childhood
and adolescence. Each stage of development requires persistent attention to
meeting young people’s developmental needs.

2.

Asset building depends primarily on individuals – parents, grandparents,
teachers, neighbors, and many others – building positive relationships with
children and teenagers.

3.

Building assets also requires a highly consistent community, in which children
and teenagers are exposed to clear messages about what is important.

4.

Family can and should be the most powerful generator of developmental assets.

5.

The assets are more likely to develop, if they are nurtured simultaneously by
families, schools, youth organizations, neighborhoods, religious institutions,
health care providers, and in the informal settings in which adults and youth
interact.

Youth Works. Center for Youth Ministry Development, ©1994 ((888) 723-2433 www.cmdnet.org)
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6.
B.

Because asset development necessitates relational, consistent, and redundant
communities, all residents have a role. (Search Institute)
Use the description of assets that follows to determine how your ministry promotes
asset building:

1.

Identify current programs and activities in all four ministry settings –
adolescents, families, church community, and civic community – that promote
each asset.

2.

Use the assets to focus the goals and content of current and new youth ministry
programming.

3.

Use the forty developmental assets to identify the need for new programs or
activities.
a.

4.

Use the tool to identify community programs, activities, and resources that
promote the forty assets, and then determine ways to incorporate these
community resources in your ministry.
a.

C.

Utilize the four ministry settings to create new programs and activities.

Promote “weaker” assets by collaborating with other community
organizations to design and implement new programs or initiatives.

For additional information, tools, and resources, contact:
Search Institute
700 South Third Street, Suite 210
Minneapolis, MN 55415
(800) 888-7828
www.search-insitute.org
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40 Developmental Assets
Search Institute © 1996
I.

External Assets
A.

Support
1.

Family Support
Family life provides high levels of love and support

2.

3.

Positive Family Communication
a.

Young person and her/his parent(s) communicate positively

b.

Young person is willing to seek parent(s) advice and counsel

Other Adult Relationships
Young person receives support from three or more non-parent adults

4.

Caring Neighborhood
Young person experiences caring neighbors

5.

Caring School Climate
School provides a caring, encouraging environment

6.

Parent Involvement in Schooling
Parent(s) are actively involved in helping young person succeed in school

B.

Empowerment
1.

Community Values Youth
Young person perceives that adults in community value youth

2.

Youth as Resources
Young people are given useful roles in the community

3.

Community Service
Young person serves in the community one hour or more per week
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4.

Safety
Young person feels safe at home, school, and in the neighborhood

C.

Boundaries and Expectations
1.

Family Boundaries
Family has clear rules and consequences and monitors the young person’s
whereabouts

2.

School Boundaries
School provides clear rules and consequences

3.

Neighborhood Boundaries
Neighbors take responsibility for monitoring young people’s behavior

4.

Adult Role Models
Parent(s) and other adults model positive, responsible behavior

5.

Positive Peer Influence
Young person’s best friends model responsible behavior

6.

High Expectations
Both parent(s) and teachers encourage the young person to do well

D.

Constructive Use of Time
1.

Creative Activities
Young person spends three (3) or more hours per week in lessons or practice in
music, theater, or other arts

2.

Youth Programs
Young person spends three (3) or more hours per week in sports, clubs, or
organizations at school or in community organizations

3.

Religious Community
Young person spends one (1) or more hours per week in activities in a religious
institution

July 28, 2017

I - 14

4.

Time at Home
Young person is out with friends “with nothing special to do” two (2) or fewer
nights per week

II.

Internal Assets
A.

Commitment to Learning
1.

Achievement Motivation
Young person is motivated to do well in school

2.

School Performance
Young person has a B average or better

3.

Homework
Young person reports doing at least one (1) hour of homework every school day

4.

Bonding to School
Young person cares about her/his school

5.

Reading for Pleasure
Young person reads for pleasure three (3) or more hours per week

B.

Positive Values
1.

Caring
Young person places high value on helping other people

2.

Equality and Social Justice
Young person places high value on promoting equality and reducing hunger and
poverty

3.

Integrity
Young person acts on convictions and stand up for his/her beliefs

4.

Honesty
Young person “tells the truth even when it’s not easy”
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5.

Responsibility
Young person accepts and takes personal responsibility

6.

Restraint
Young person believes it is important not to be sexually active and not to use
alcohol or other drugs

C.

Social Competencies
1.

Planning and Decision Making
Young person knows how to plan ahead and make choices

2.

Interpersonal Competence
Young person has empathy, sensitivity, and friendship skills

3.

Cultural Competence
Young person has knowledge of and comfort with people of different cultural,
racial, and ethnic backgrounds

4.

Resistance Skills
Young person can resist negative peer pressure and dangerous situations

5.

Peaceful Conflict Resolution
Young person seeks to resolve conflict non-violently

D.

Positive Identity
1.

Personal Power
Young person feels she/he has control over “things that happen to me”

2.

Self Esteem
Young person reports having a high self-esteem

3.

Sense of Purpose
Young person reports that “my life has a purpose”

4.

Positive View of Personal Future
Young person is optimistic about her/his personal future
July 28, 2017
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Parish Coordinators of Youth Ministry
I.

Guidelines for Hiring a Coordinator of Youth Ministry
A.

The Office of Youth, Young Adult, and Campus Ministry (YYACM) seeks to assist
parishes wishing to hire a Coordinator of Youth Ministry either on a part-time or fulltime basis. The following information is offered to pastors, parish councils, and search
committees seeking guidance in the hiring process.
1.

YYACM does keep resumes on file as they are received from individuals
seeking youth ministry positions.
a.

B.

C.

Please contact the YYACM Office for a copy of any resumes currently
on file.

The following material is compiled from three sources: Renewing the Vision: A
Framework for Catholic Youth Ministry, Competency-Based Standards for the
Coordinator of Youth Ministry (NFCYM, 1990), and the Diocese of Austin Youth
Ministry Advisory Council.
1.

This information is to be used as a framework or guide to develop a job
description that will meet the needs of young people and their families at an
individual parish.

2.

It is to guide the hiring process and support a national vision of youth ministry.

3.

It is offered as a support, not a replacement, for current parish practices or
needs.

Developing a Job Description for a Coordinator of Youth Ministry
1.

Begin with the end in mind
a.

What will youth ministry at the parish look like, if it is successful and
vibrant?

b.

What will be required for a vibrant youth ministry to develop or
continue at the parish?
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c.

2.

3.

4.

D.

What qualities, characteristics, and skills must this person possess to
make this happen?

Identify clear expectations
a.

What are the expectations? Are the expectations clear and realistic?

b.

Can one person be expected to fulfill all the tasks outlined?

Include education component
a.

What level of education is required for consideration of this position?
(high school diploma, bachelor’s degree, master’s degree? Degree or
certificate in youth ministry, theology, pastoral studies, or related field?)

b.

Are ongoing, educational opportunities included in the description?

Include clear support structures
a.

To whom does this person report on a regular basis?

b.

What resources (human, financial, and facilities) will be made available
for this position?

The Qualities of a Coordinator of Youth Ministry
1.

As in any ministry, a quality person in a leadership position is the key to the
success of that ministry. The NFCYM, supported by Renewing the Vision, gives
clear direction to the role and qualities of leadership in youth ministry.
Renewing the Vision states:
The Coordinator of Youth Ministry must always be qualified and well
trained, as well as have an excellent reputation. He or she facilitates the
people, programming, and resources of the parish or school community in
a comprehensive ministry effort. The Coordinator is primarily responsible
for facilitating, planning, administering programs, developing a
leadership system for adult and youth leaders (recruitment, training, and
support), and serving as an advocate and link for young people to the faith
community and wider community. (41)

2.

According the NFCYM Competency-Based Standards for the Coordinator of
Youth Ministry, “the Coordinator of Youth Ministry responds to the spiritual
and social needs of Catholic Youth in the Parish.”
a.

The age range that the coordinator will be responsible for varies with
each parish.
i.

Some parishes ask the coordinator to oversee grades 6-12.
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3.

4.

E.

ii.

Other parishes (especially larger parishes) narrow the range of
responsibility to middle school or high school.

iii.

Some parishes include confirmation preparation in the
responsibilities of the Youth Ministry Coordinator – other
parishes do not.

In following NFCYM Competency-Based Standards for the Coordinator of
Youth Ministry, the following should be included in the job description:
a.

An active Catholic in good standing with the Church

b.

An active and visible member of a parish community

c.

A person of deep faith and prayer

d.

A person called to ministry

e.

Maintains a flexible work schedule averaging forty (40) hours per week
(for full-time staff) including evenings, weekends, and special occasions.

Building on Renewing the Vision and the Competency-Based Standards, the
Diocese of Austin has determined the following qualities as being important in a
Coordinator of Youth Ministry.
a.

Possess an understanding of Comprehensive Youth Ministry

b.

Excellent verbal and non-verbal communication skills

c.

Relational approach to youth ministry

d.

Mature, flexible, and adaptable

e.

Collaborative and able to work well with various levels of
administration, staff, and laity

f.

Motivational and authentic in his/her approach to ministry

Determining Salary Ranges
1.

Because of the varying needs, economic situations, and realities of parishes
within the diocese, it is not the policy of the diocese to set a salary structure or
pay scale for professional ministers.
a.

Allowing for the varying economic situations of parishes, the salary for
a Youth Ministry Coordinator will vary throughout the diocese.

b.

By providing a just, livable, and comparable salary, the pool of
applicants will be greater in number and quality.
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c.

2.

F.

The following considerations can be of assistance when determining
what is fair and just compensation for this role in a particular location.

Considerations in determining the salary for a parish Coordinator of Youth
Ministry
a.

The greater the amount of experience in youth ministry this person may
possess - the more experience in youth ministry or a related field – the
larger the salary that will be required.

b.

What are the areas of responsibility for this position? A person who will
be required to coordinate middle school and high school programs and
confirmation preparation for grades 6 through 12, should be
compensated at a higher level than one who is responsible for solely for
high school youth ministry.

c.

Can a person reasonably live on the amount of money being offered?
Will this person need to take on additional work to make ends meet?

d.

What do Catholic and public school teachers in the area make at a
comparable level of experience?

e.

What are the salaries of youth ministers in the surrounding area?
Research in this area should include Catholic parishes as well as
Protestant denominations with vibrant youth ministries.

Ongoing Education Opportunities
Professional development and continuing education opportunities are integral to the
success of the Coordinator of Youth Ministry and the growth of a parish youth
program. Provisions for financial resources and allotment of time away from a parish to
participate in formation opportunities should be part of the package offered to an
individual.

G.

Benefits
The Diocese of Austin Human Resources Policy Manual may be consulted for policies
regarding benefits and other human resource questions.

H.

Additional Information
Please contact the Diocese of Austin Office of Youth, Young Adult, and Campus
Ministry for additional information regarding hiring a parish youth ministry coordinator
or copies of Renewing the Vision: A Framework for Catholic Youth Ministry.
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II.

Sample Job Descriptions
A.

Sample Job Description #1
Position Title: Youth Minister / Coordinator of Youth Ministry
Reports to:
Pastor and/or DRE
Salary Range:
1.

Overview of the Position
a.

2.

3.

The Youth Minister will be capable of administering the programs and
events related to middle school and high school Youth Ministry in
conjunction with the goals and objectives as determined by the pastor
and the Diocese of Austin. This person will be a professional, full-time
salaried member of the parish staff and should be experienced in the
areas of lay ministry, catechetical education, formation, and youth
ministry. Ideally, this person holds an undergraduate or graduate degree
in theology, religious education, pastoral ministry, or a related field.

Specific Qualifications
a.

Practicing Catholic

b.

Must possess a background or degree in theology, religious education,
pastoral ministry, or related field

c.

Possess at least four (4) years of relevant and documented experience

d.

Possess working knowledge of Vatican II theology and current Church
doctrine

e.

Possess the skills, abilities, and experience for effective teaching of
methodologies and catechesis

f.

Literacy in commonly utilized computer programs (i.e.: Word,
Publisher, Excel, Power Point, etc.)

g.

Bilingual capabilities (Spanish and English) highly desirable

General Responsibilities
a.

Formulate programs encompassing the vision, values, goals, and
objectives of comprehensive youth ministry as defined by the USCCB
and the Diocese of Austin

b.

Produce and manage direct service programming for middle school and
high school youth
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4.

c.

Formulate and direct a comprehensive confirmation preparation program
specific to confirmation

d.

Provide leadership and direction for the parish on matters pertinent to
comprehensive youth ministry

e.

Consult and collaborate with other ministries regarding catechesis,
programming, training, and resources

f.

Represent the parish at local, regional, and national meetings,
conferences, and seminars relating to youth

Specific Responsibilities
a.

b.

c.

Direct Service to Youth
i.

Plan, organize, and implement parish-level opportunities and
events for middle school and high school youth to
socialize, worship, learn, and serve (i.e.: catechesis, retreats,
rallies, community building, service projects, etc.) as
defined in Renewing The Vision

ii.

Collaborate with local, diocesan, and regional organizations in
providing supplemental programming

Direct Service to Volunteers
i.

Pastoral and professional care of adult volunteers working in
Youth Ministry

ii.

Provide opportunities for personal, professional, and spiritual
development

iii.

Provide training and education relevant to certification for adult
volunteers

Administrative Responsibilities
i.

Formulate and administer an annual budget in collaboration with
the pastor and business manager

ii.

Manage the activities and responsibilities of an administrative
assistant and other staff and volunteers

iii.

Attend scheduled staff meetings and other events as needed
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d.

Professional Development
i.

Obtain diocesan catechetical certification relevant to Youth
Ministry

ii.

Participate in local, regional, and national organizations relevant
to youth ministry

iii.

Participate in educational and training opportunities for growth
and development related to ministry

iv.

Participate in an annual retreat, or similar experience, for
spiritual growth
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B.

Sample Job Description #2
Job Title:

Parish Coordinator of Youth Ministry

Reports to:

To be determined by the individual parish

Job Purpose: According to the United States Bishops’ document Renewing the Vision
the role of the Coordinator of Youth Ministry is to “facilitate the people,
programming, and resources of the parish or school community in a
comprehensive ministry effort. The coordinator is primarily responsible
for facilitating, planning, administering programs, developing a
leadership system for adult and youth leaders (recruitment, training, and
support), as well as serving as an advocate and link for young people in
the faith community and wider community.”
1.

Responsibilities Might Include
(Specific responsibilities should be tailored to the needs and expectations of
each parish)

2.

a.

Coordinate the response of the entire faith community to the needs of
young people

b.

Recruit, train, and support adult and youth leaders

c.

Provide ongoing training and support for leaders

d.

Develop, communicate, implement, and evaluate a parish vision of
youth ministry

e.

Coordinate comprehensive youth ministry programs within the parish
(retreats, youth group meetings, Religious Education, etc.)

f.

Participate in ongoing training and formation opportunities for
professional development

g.

Develop and administer annual budget or fundraising efforts

h.

Perform other related duties and responsibilities as assigned

Desired Qualities
a.

An active Catholic in good standing in the Church (National Federation
for Catholic Youth Ministry Standard)

b.

A person of deep faith and prayer (National Federation for Catholic
Youth Ministry Standard)
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3.

4.

c.

A person called to ministry (National Federation for Catholic Youth
Ministry Standard)

d.

An active and visible member of a parish community (National
Federation for Catholic Youth Ministry Standard)

e.

Excellent communication skills (Diocesan Youth Ministry Vision Team
(VT) Standard)

f.

Mature person who demonstrates good judgment (VT Standard)

g.

Ability to work collaboratively and professionally with all levels of
administration, staff, and laity (VT Standard)

h.

Organizational and managerial skills (VT Standard)

Core Compentencies
a.

Three (3) years experience in youth work (teacher, volunteer,
coordinator, catechist, or campus minister)

b.

Understanding of comprehensive approach to youth ministry

c.

Demonstrated leadership experience

d.

Commitment to continuing professional education and formation

Educational Background
a.

Degree in Youth Ministry, Theology, Pastoral Studies, or a related field;
master’s degree

b.

Commitment to continuing professional education

c.

Theological perspective consistent with Renewing the Vision
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Sample Job Description #3
Position Title: Parish Coordinator of Youth Ministry
Supervision: Reports to the pastor and DRE
Salary Range:
1.

2.

3.

Summary of the Position
a.

The Coordinator of Youth Ministry will be capable of guiding and
facilitating the overall vision and goals for the parish youth ministry
program in middle school and high school

b.

The coordinator will be responsible for administering, overseeing,
supervising, and resourcing the various youth ministry programs,
workers, and volunteers

c.

The coordinator will be a professional, full-time, salaried member of the
Parish staff.

Qualifications
a.

Active Catholic in good standing

b.

Background or degree in theology, religious education, pastoral
ministry, or related field

c.

Possess relevant and documented experience

d.

Possess working knowledge of Vatican II theology and current Church
doctrine

e.

Possess the skills, abilities, and experience for effective teaching of
methodologies and catechesis

f.

Literacy in commonly-utilized computer programs (i.e.: Word,
Publisher, Excel, Power Point, etc.)

g.

Bilingual capabilities (Spanish and English) are highly desirable

Duties and Responsibilities
a.

Formulate programs encompassing the vision, values, goals, and
objectives of comprehensive youth ministry as defined by the USCCB
and the Diocese of Austin

b.

Produce and manage direct service programming for middle school
and/or high school youth

c.

Formulate and direct a comprehensive confirmation preparation program
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d.

Provide leadership and direction for the parish on matters pertinent to
comprehensive youth ministry

e.

Formulate and administer budget for programming and resources

f.

Consult and collaborate with other ministries regarding catechesis,
programming, training, and resources

g.

Represent the parish at local, regional, and national meetings,
conferences, and seminars relating to youth

h.

Provide direct service to youth through catechesis, retreats, service
opportunities, social events, liturgy, worship, and leadership
development

i.

Provide direct service for volunteers through recruitment, direction,
support, education, resources, and communication

j.

Develop a sense of collaboration, teamwork, and community among the
youth ministry and parish community

k.

Continue to gain knowledge, education, and experience in youth
ministry by participating in opportunities offered by the diocese and on
the regional and national levels
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III.

A Summary of the National Certification Standards for Lay Ecclesial Ministers and the
Specialized Competencies for Youth Ministry Leaders
A.

Core Certification Standards for Lay Ecclesial Ministers
These standards are for all lay ecclesial ministers, including coordinators of youth
ministry/youth ministry leaders.
1.

Personal and Spiritual Maturity
A lay ecclesial minister demonstrates personal and spiritual maturity in ministry
with the people of God.

2.

Lay Ecclesial Ministry Identity
A lay ecclesial minister identifies the call to formal and public ministry as a
vocation rooted in baptism.

3.

Roman Catholic Theology
A lay ecclesial minister integrates knowledge of Roman Catholic faith within
ministry.

4.

Pastoral Praxis
A lay ecclesial minister engages in pastoral activity that promotes
evangelization, faith formation, community, and pastoral care with sensitivity to
diverse situations.

5.

Professional Practice
A lay ecclesial minister provides effective leadership, administration, and
service, in the spirit of collaboration.

B.

Specialized Competencies for the Youth Ministry Leader
The competencies for the youth ministry leader all fall under Core Certification
Standard Four: Pastoral Praxis 4. The youth ministry leader demonstrates competency
in the following areas. The youth ministry leader shall:
4.7 YML Demonstrate an understanding of the history, vision, goals, themes, and
components of Catholic youth ministry as outlined in the U.S. Bishops’
pastoral plan and related Church documents.
4.8 YML Utilize theories, models, processes, and methods of Catholic youth
ministry.

4

Program Curriculum and Content Evaluation Form (NFCYM)
July 28, 2017

I - 28

4.9 YML Demonstrate an understanding of adolescent developmental needs within the
contexts of youth and popular cultures.
4.10 YML Model for and collaborate with the faith community in implementing the
components of Catholic youth ministry by:
4.10.1

Utilizing the aims, principles, processes, and methods of adolescent
catechesis in implementing adolescent faith formation.

4.10.2

Facilitating the development of community among youth, families,
church, and society.

4.10.3

Inviting young people into intimate relationship with Jesus Christ and
empowering them to live and witness as disciples in today’s world.

4.10.4

Engaging youth in the social mission of the Church in accord with
Catholic social teaching.

4.10.5

Enabling healing, growth, and healthy development of youth in their
relationships.

4.10.6

Enabling young people to celebrate and deepen their relationship with
the Triune God through individual and communal prayer and
participation in the liturgical life of the church.

4.10.7

Engaging the church and broader community in voicing and addressing
the rights and needs of youth.

4.10.8

Affirming and calling forth the gifts of youth and adult leaders and
providing opportunities for their ongoing spiritual and leadership
development.

NOTE:

Since all coordinators of youth ministry are catechetical leaders, they
need to pay attention to the specialized competencies for parish
catechetical leaders.

The full content of the Certification Standards is available through the National
Federation of Catholic Youth Ministry website at: www.nfcym.org
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Liability and Safety
Revised August 2003
I.

Guidelines for Working with Middle School and High School Youth
For the purposes of youth ministry, middle school is defined as grades 6 to 8, and high school
is defined as grades 9 to 12.
A.

B.

Scheduling Events or Programs
1.

Events or programs involving youth should be centered on a specific age group
and for a specific purpose.

2.

It is extremely rare that middle school, high school, and/or young adults are
combined for the same activity or event, and only for reasons that cannot
possibly be accommodated otherwise.

3.

Events or programs involving youth from the entire diocese should be
coordinated with the Diocesan Office of Youth, Young Adult, and Campus
Ministry.

4.

Scheduled diocesan-wide events or programs involving youth should not
conflict with other diocesan offerings for youth.

5.

Location of events or programs must be deemed accessible, safe, and
appropriate for youth.

Required Forms
1.

Approved Parental Consent/Medical Release forms are required for every
participant in middle school and high school.

2.

Approved Medical Release forms are required for all adult chaperones.

3.

Approved driver forms are required for all individuals transporting youth during
events.
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C.

D.

Adult Chaperones
1.

Adult chaperones must be at least 21 years of age; drivers must be at least 25
years of age.

2.

Adult-to-youth ratio for middle school is one (1) adult for every seven (7)
youth, with a minimum of two (2) adults if there are fewer than seven (7) youth.

3.

Adult-to-youth ratio for high school is one (1) adult for every nine (9) youth,
with a minimum of two (2) adults if there are fewer than nine (9) youth.

Other Requirements for Chaperones
1.

Adult chaperones must have successfully completed the diocesan application
form and familiarized themselves with diocesan guidelines.

2.

Adult chaperones must have completed the diocesan Workshop on Ethics and
Integrity in Ministry.

3.

Adult chaperones must have successfully completed the diocesan background
check

.
4.

II.

Adults working and volunteering in all areas of youth ministry must be aware of
the policies and guidelines of the Diocese of Austin regarding youth ministry.

Inappropriate Behaviors With Young People
Remember, first and foremost, we are Catholic Christians – everything we do and say should
be in agreement with the teachings and beliefs of the Catholic Church.
A.

Being around youth that are drinking

B.

Buying alcohol or tobacco for the youth

C.

Possessing alcohol or tobacco while ministering to teens

D.

Using alcohol or tobacco in the presence of teens

E.

Possessing or using any illegal drugs in the presence of teens

F.

Dating any of the youth

G.

Gossiping about others - especially the youth or other adult leaders

H.

Inappropriate sexual behavior (language, jokes, comments, touching, etc.)

I.

Sharing of your personal experiences with regards to your social life (especially
sexuality, dating, partying, etc.)

J.

Swearing or other inappropriate terms or language
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III.

K.

Yelling at the youth or losing one’s temper

L.

Inappropriate touching and physical contact (consult the Ethics and Integrity in
Ministry handbook for some suggestions of appropriate forms of physical affirmation)

M.

Too rough in fooling around or ‘rough-housing’

N.

Stay in groups - avoid being alone with a single teen unless absolutely necessary (and,
in those cases, maintain visibility with an open door, etc.)

Youth Ministry Ideals
A.

B.

DO…
1.

Grow in your own faith

2.

Love them, but don’t build your world around them

3.

Represent the Catholic Church

4.

Keep a healthy balance in your life

5.

Be a role model for them

6.

Communicate and follow all rules and expectations

7.

Live your Catholic faith - in word and action

8.

Present a ‘united front’ behind Youth Minister and pastor

9.

Participate in Mass: sing, pray, model good behavior

10.

Dress appropriately

11.

Keep healthy habits

12.

Keep confidentiality

13.

Never forget: they belong to their parents

DON’T…
1.

Date the teens

2.

Drink alcohol in front of them or buy it for them

3.

Use bad language, yell, or scream

4.

Gossip about teens or leaders

5.

Encourage “negative behavior”
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6.

Keep secrets from youth minister and pastor

7.

Touch inappropriately: your hands are the hands of Christ

8.

Panic, you set the tone

9.

Be alone with a teen

10.

Spend the night with a teen

11.

Have teens over to your house without another adult

12.

Leave teens alone without adequate supervision

Counseling Tips
1.

Know your limitations and when you should refer them to professional help

2.

Be familiar with resources and referrals

3.

Meet them where they are

4.

Hate the sin - love the sinner

5.

Know when to listen and when to talk

6.

Don’t think you have to solve the problem - sometimes talking is all it takes

7.

Involve Christ in the situation - always

8.

Know their world and their ”reality”

9.

Have patience

10.

Pray with them and for them

11.

Love the ”unlovable”
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IV.

Texas Child Abuse and Neglect Report Statutes
A.

§ 261.001. Definitions
1)

"Abuse" includes the following acts or omissions by a person:
A)

mental or emotional injury to a child that results in an observable and
material impairment in the child's growth, development, or
psychological functioning;

B)

causing or permitting the child to be in a situation in which the child
sustains a mental or emotional injury that results in an observable and
material impairment in the child's growth, development, or
psychological functioning;

C)

physical injury that results in substantial harm to the child, or the
genuine threat of substantial harm from physical injury to the child,
including an injury that is at variance with the history or explanation
given and excluding an accident or reasonable discipline by a parent,
guardian, or managing or possessory conservator that does not expose
the child to a substantial risk of harm;

D)

failure to make a reasonable effort to prevent an action by another
person that results in physical injury that results in substantial harm to
the child;

E)

sexual conduct harmful to a child's mental, emotional, or physical
welfare, including conduct that constitutes the offense of indecency with
a child under Section 21.11, Penal Code, sexual assault under Section
22.011, Penal Code, or aggravated sexual assault under Section 22.021,
Penal Code;

F)

failure to make a reasonable effort to prevent sexual conduct harmful to
a child;

G)

compelling or encouraging the child to engage in sexual conduct as
defined by Section 43.01, Penal Code;

H)

causing, permitting, encouraging, engaging in, or allowing the
photographing, filming, or depicting of the child if the person knew or
should have known that the resulting photograph, film, or depiction of
the child is obscene, as defined by Section 43.21, Penal Code, or
pornographic;

I)

the current use by a person of a controlled substance as defined by
Chapter 481, Health and Safety Code, in a manner or to the extent that
the use results in physical, mental, or emotional injury to a child;

J)

causing, expressly permitting, or encouraging a child to use a controlled
substance as defined by Chapter 481, Health and Safety Code; or
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4)

"Neglect" includes:
A)

the leaving of a child in a situation where the child would be exposed to
a substantial risk of physical or mental harm, without arranging for
necessary care for the child, and the demonstration of an intent not to
return by a parent, guardian, or managing or possessory conservator of
the child;

B)

the following acts or omissions by a person:

C)

B.

causing, permitting, encouraging, engaging in, or allowing a sexual
performance by a child as defined by Section 43.25, Penal Code.

(i)

placing a child in or failing to remove a child from a situation
that a reasonable person would realize requires judgment or
actions beyond the child's level of maturity, physical condition,
or mental abilities and that results in bodily injury or a
substantial risk of immediate harm to the child;

(ii)

failing to seek, obtain, or follow through with medical care for a
child, with the failure resulting in or presenting a substantial risk
of death, disfigurement, or bodily injury or with the failure
resulting in an observable and material impairment to the growth,
development, or functioning of the child;

(iii)

the failure to provide a child with food, clothing, or shelter
necessary to sustain the life or health of the child, excluding
failure caused primarily by financial inability unless relief
services had been offered and refused; or

(iv)

placing a child in or failing to remove the child from a situation
in which the child would be exposed to a substantial risk of
sexual conduct harmful to the child; or

the failure by the person responsible for a child's care, custody, or
welfare to permit the child to return to the child's home without
arranging for the necessary care for the child after the child has been
absent from the home for any reason, including having been in
residential placement or having run away.

§ 261.101. Persons Required to Report
1)

A person having cause to believe that a child's physical or mental health or
welfare has been adversely affected by abuse or neglect by any person shall
immediately make a report as provided by this subchapter.
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2)

If a professional has cause to believe that a child has been abused or neglected
or may be abused or neglected, or that a child is a victim of an offense under
Section 21.11, Penal Code, and the professional has cause to believe that the
child has been abused as defined by Section 261.001, the professional shall
make a report not later than the 48th hour after the hour the professional first
suspects that the child has been or may be abused or neglected or is a victim of
an offense under Section 21.11, Penal Code. A professional may not delegate to
or rely on another person to make the report. In this subsection, "professional"
means an individual who is licensed or certified by the state or who is an
employee of a facility licensed, certified, or operated by the state and who, in
the normal course of official duties or duties for which a license or certification
is required, has direct contact with children. The term includes teachers, nurses,
doctors, day-care employees, employees of a clinic or health care facility that
provides reproductive services, juvenile probation officers, and juvenile
detention or correctional officers.

3)

The requirement to report under this section applies without exception to an
individual whose personal communications may otherwise be privileged,
including an attorney, a member of the clergy, a medical practitioner, a social
worker, a mental health professional, and an employee of a clinic or health care
facility that provides reproductive services.

4)

Unless waived in writing by the person making the report, the identity of an
individual making a report under this chapter is confidential and may be
disclosed only:
A)

as provided by Section 261.201; or

B)

to a law enforcement officer for the purposes of conducting a criminal
investigation of the report.

§ 261.103. Report Made to Appropriate Agency
1)

A report shall be made to:
A)

any local or state law enforcement agency;

B)

the department if the alleged or suspected abuse involves a person
responsible for the care, custody, or welfare of the child;

C)

the state agency that operates, licenses, certifies, or registers the facility
in which the alleged abuse or neglect occurred; or

D)

the agency designated by the court to be responsible for the protection of
children.
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2)

D.

A report may be made to the Texas Youth Commission instead of the entities
listed under Subsection (a) if the report is based on information provided by a
child while under the supervision of the commission concerning the child's
alleged abuse of another child.

§ 261.104 Contents of a Report:
The person making a report shall identify, if known:

E.

F.

1)

the name and address of the child;

2)

the name and address of the person responsible for the care, custody, or welfare
of the child; and

3)

any other pertinent information concerning the alleged or suspected abuse or
neglect.

§ 261.109. Failure to Report; Penalty
1)

A person commits an offense if the person has cause to believe that a child's
physical or mental health or welfare has been or may be adversely affected by
abuse or neglect and knowingly fails to report as provided in this chapter.

2)

An offense under this section is a Class B misdemeanor.

On Reporting Suspected Child Abuse or Neglect
1.

How do I make a report?
a.

Call the abuse and neglect hotline at (800) 252-5400.

b.

When you make a report, be specific. Tell exactly what happened and
when. Be sure to record all injuries or incidents you have observed,
including dates and time of day and keep this information secured.

c.

Reports should be made as soon as possible but no later than 48 hours
before bruises and marks start to fade. It is important for the
investigators to be able to see the physical signs.

d.

Give the agency person any information you have about the relationship
between the child and the suspected abuser.

e.

Please provide at least the following information in your report.
i.

Name, age, and address of the child

ii.

Brief description of the child
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2.

iii.

Current injuries, medical problems, or behavioral problems

iv.

Parents names and names of siblings in the home

Will the person know I've reported him or her?
Your report is confidential and is not subject to public release under the Open
Records Act. The law provides for immunity from civil or criminal liabilities for
innocent persons who report even unfounded suspicions, as long as your report
is made in good faith. Your identity is kept confidential.

3.

What if I'm not sure?
If you have reason to suspect child abuse, but are not positive, make the report.
If you have any doubts about whether or not it is abuse, call the hotline. They
can advise you on whether the signs you have observed are abuse.

4.

Simplified Definitions of Abuse, Exploitation, and Neglect
The terms "abuse", "exploitation", and "neglect" have the meanings as set forth
in Texas Family Code 261.401.
a.

"Abuse" means an intentional, knowing, or reckless act or omission by
an employee, volunteer, or other individual working under the auspices
of a facility that causes or may cause emotional harm or physical injury
to, or the death of, a child served by the facility as further described by
rule or policy.

b.

"Exploitation" means the illegal or improper use of a child or of the
resources of a child for monetary or personal benefit, profit, or gain by
an employee, volunteer, or other individual working under the auspices
of a facility as further described by rule or policy.

c.

"Neglect" means a negligent act or omission by an employee, volunteer,
or other individual working under the auspices of a facility, including
failure to comply with an individual treatment plan, plan of care, or
individualized service plan, that causes or may cause substantial
emotional harm or physical injury to, or the death of, a child served by
the facility as further described by rule or policy.

For more help reporting child abuse, call Child Help’s National
Child Abuse Hotline at (800) 422-4453

July 28, 2017

I - 38

Documents and Sample Forms
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Parental Consent for Youth to Participate in Activity,
Emergency Medical Information, and Release
Participant:

(name)

Parents: (names), for themselves, heirs, executors, and administrators.
Event
Parish/School:

,
located in
(city), Texas, a Texas non-profit corporation,
including its faculty, employees, contractors, clergy, agents, facilitators, and
volunteers

Diocese: The Catholic Diocese of Austin, a Texas non-profit corporation, including its employees,
contractors, clergy, agents, facilitators, and volunteers
Transportation Provider:

(name)

A. The undersigned represent that they are the parents or legal guardians of Participant and have full
authority under law to sign this document.
B. Parents grant their permission for Participant to enroll and participate in the Event.
C. Parents acknowledge and agree that:
(1) Participant and Parents voluntarily seek to participate in the Event;
(2) the Event may involve physical activity that involves risk of injury;
(3) Participant and Parents will abide by all policies and rules established for Event and instructions
of those persons facilitating, organizing, or overseeing the Event;
(4) Parents and Participant are responsible for Participant’s conduct during the Event and are
responsible for any damages, claims, or other costs caused by Participant or incurred as a result
Participant’s conduct; and
(5) if Participant’s conduct is inappropriate, unsafe or detrimental to the Event, other participants or
other persons, Parish/School or the Diocese may be suspend or expel Participant from the Event
and future Events.
D. Unless this paragraph is struck and initialed by the undersigned, Parents authorize Parish/School and
the Diocese to provide over-the-counter aspirin, pain relievers, cold medicine, and other over-thecounter medications to Participant at Participant’s request if the Parish/School or Diocese deem it
reasonable to do so. The Parish/School will make reasonable attempts to notify Parents prior to
authorizing any such over-the-counter medication.
E. In the event of an emergency or a situation that is reasonably considered to be an emergency, Parents
authorize the Parish/School and the Diocese to seek and authorize emergency medical care to be
given to Participant (for example, first aid, medication, anesthesia, or surgery). The Parish/School
will make reasonable attempts to notify Parents prior to authorizing any such emergency care.
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F. Parents grant Parish/School and the Diocese permission:
(1) to photograph and video tape Participant during the Event; and
(2) to use the photographs and video tapes in publications and promotions of the Parish/School and
the Diocese, including but not limited to publications such as websites, newsletters,
advertisements, scrapbooks, and yearbooks.
E. To the extent permitted by law, Parents, for themselves and for Participant, release and agree
to indemnify and hold harmless the Parish/School, the Diocese, and the Transportation
Provider from any and all liability, claims, demands, and costs which may arise as a result of
Participant’s participation in the Event or which is, in any way, related to such participation.
This paragraph covers loss under any theory of loss (negligence or otherwise) including but
not limited to personal injury or property damage. Parents and Participant assume all risk of
injury or loss to themselves or their property.
Parent/Guardian signature:

Date:

Parent/Guardian signature:

Date:

Participant signature:

Date:

Please provide the following information.

Emergency Contact and Insurance Information
In the event of an emergency contact:
Phone:
Alternatively, contact:
Phone:

Participant’s Insurance Carrier:
Phone:
Address:

Copy of insurance card must be attached.
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Date of Last Tetanus Booster:
Participant has the following conditions (allergies, medical conditions, etc.):

Attach additional sheets if necessary
Participant is currently taking the following medication:
Attach copies of prescription and any instructions related to the medication, including
the amount and timing of dosages.
Special Instructions or Other Information:
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Consentimiento de los padres de un(a) joven para participar en una actividad,
Liberación e Información Médica de Emergencia
Nombre del participante:
Nombre de los padres:
Por sí mismos, sus herederos, albaceas y administradores.
Evento:
Parroquia/Escuela:

ubicada en (ciudad):
, Texas, una corporación sin fines de lucro
en Texas, incluyendo su facultad, empleados, contratistas, miembros del clero, agentes,
facilitadores y voluntarios.

Diócesis: La Diócesis Católica de Austin, una corporación sin fines de lucro en Texas, incluyendo sus
empleados, contratistas, miembros del clero, sus agentes, facilitadores y voluntarios.
Proveedor de la transportación:

(nombre)

A. Quienes firman al calce representan que son los padres o tutores legales del participante y tienen plena autoridad en el
derecho a firmar este documento.
B. Los padres conceden su permiso para el participante para registrarse y participar en este evento.
C. Los padres reconocen y aceptan que:
(1) El participante y los padres voluntariamente desean participar en el evento,
(2) El evento puede implicar la actividad física que implique riesgo de lesiones;
(3) El participante cumplirá con todas las políticas y normas establecidas para el evento y las instrucciones de las
personas para facilitar, organizar o supervisar el evento;
(4) El participante y los padres son responsables de la conducta del participante durante el evento y son responsables de
los daños y perjuicios, demandas, u otros costos causados por el participante o incurrida como resultado de la
conducta del participante, y
(5) Si la conducta del participante es inadecuada, peligrosa o perjudicial para el evento, para los demás participantes u
otras personas, la Parroquia / Escuela o la Diócesis pueden terminar la participación del participante en el evento y
en eventos futuros.
D. A menos que este párrafo sea tachado y e inicialado por los que firman, los padres autorizan a la Parroquia / Escuela y a
la Diócesis proporcionar al participante aspirinas, analgésicos, medicinas para el resfriado, y otros medicamentos de
venta sin receta, a petición del participante, si la Parroquia / Escuela o Diócesis consideran razonable hacerlo. La
Parroquia / Escuela hará esfuerzos razonables para notificar a los padres antes de autorizar cualquier exceso de tales
medicamentos de venta sin receta.
E. En el caso de una emergencia o una situación que se estime de emergencia, los padres autorizan a la Parroquia / Escuela
y la Diócesis a buscar y autorizar la atención médica de emergencia que se dará al participante (por ejemplo, primeros
auxilios, medicamentos, anestesia, o cirugía). La Parroquia / Escuela harán esfuerzos razonables para notificar a los
padres antes de autorizar cualquier atención de emergencia.
F.

Los padres otorgan a la Parroquia / Escuela y a la Diócesis el permiso de:
(I) fotografiar y vídeo grabar al participante durante el evento, y
(II) utilizar las fotografías y cintas de vídeo en las publicaciones y promociones de la Parroquia / Escuela y la Diócesis,
incluyendo pero no limitándose a las publicaciones tales como sitios de Internet, boletines informativos, anuncios,
álbumes de recortes, y anuarios.
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E. En la medida permitida por la ley, los padres, por sí mismos y por el participante, liberan y se comprometen a
indemnizar y a eximir de responsabilidad a la Parroquia / Escuela, la Diócesis, y la compañía de transporte de
cualquier y toda responsabilidad, reclamos, demandas, y los costos que puedan surgir como resultado de la
participación del Participante en el evento o que es, de alguna manera, en relación con dicha participación. Este
párrafo abarca la pérdida bajo cualquier teoría de la pérdida (por negligencia u otra forma), incluyendo pero no
limitada a, lesiones personales o daños materiales. Los padres y el participante asumen todos los riesgos de
lesiones o pérdidas por daños corporales o daños materiales.
Firma del padre/guardián:

Fecha:

Firma del padre/guardián:

Fecha:

Firma del participante:

Fecha:

Por favor proporcione la siguiente información:
Contacto de Emergencia e Información de Seguro Médico
En el caso de una emergencia llame a:
Teléfono(s) y dirección(es):

Contacto alternativo:
Teléfono(s) y dirección(es):

Compañía del Seguro Médico del participante:
(Teléfono)
(Dirección)
(Número de póliza)
Deberá adjuntar copia de la tarjeta de seguro médico.

Fecha de la última vacuna contra el Tétanos:
El participante tiene las siguientes condiciones (alergias, condiciones médicas, etc):

Agregue una hoja adicional si es necesario.

El participante está tomando los siguientes medicamentos:

Adjunte copias de la receta y las instrucciones relacionadas con el medicamento, incluyendo la cantidad y el horario
de dosis.
Instrucciones especiales u otra información:
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Consent to Participate in Activity,
Emergency Medical Information, and Release
Participant:

(name)
for Participant and Participant’s heirs, executors, and administrators.

Event:
Parish/School:

, located in
Texas, a Texas non-profit corporation, including
contractors, clergy, agents, facilitators, and volunteers

its

faculty,

(city),
employees,

Diocese: The Catholic Diocese of Austin, a Texas non-profit corporation, including its employees,
contractors, clergy, agents, facilitators, and volunteers
Transportation Provider:

(name)

A. Participant acknowledges and agrees that:
(1) Participant voluntarily seeks to participate in the Event;
(2) the Event may involve physical activity that involves risk of injury;
(3) Participant will abide by all policies and rules established for Event and instructions of those
persons facilitating, organizing, or overseeing the Event;
(4) Participant is responsible for Participant’s conduct during the Event and is responsible for any
damages, claims, or other costs caused by Participant or incurred as a result Participant’s
conduct; and
(5) if Participant’s conduct is inappropriate, unsafe, or detrimental to the Event, other
Participants or other persons, Parish/School or the Diocese may be terminate Participant’s
participation in the Event and future Events.
B. In the event of an emergency or a situation that is reasonably considered to be an emergency,
Participant authorizes the Parish/School and the Diocese to seek and authorize emergency medical
care to be given to Participant (for example, First Aid, medication, anesthesia, or surgery). The
Parish/School will make reasonable attempts to notify persons listed as emergency contacts in this
form prior to authorizing any such emergency care.
C. Participant grants Parish/School and the Diocese permission:
(1) to photograph and video tape Participant during the Event; and
(2) to use the photographs and video tapes in publications and promotions of the Parish/School
and the Diocese, including but not limited to publications such as websites, newsletters,
advertisements, scrapbooks, and yearbooks.
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D.

To the extent permitted by law, Participant, releases and agrees to indemnify and hold
harmless the Parish/School, the Diocese, and the Transportation Provider from any and all
liability, claims, demands, and costs which may arise as a result of Participant’s
participation in the Event or which is, in any way, related to such participation. This
paragraph covers loss under any theory of loss (negligence or otherwise) including but not
limited to personal injury or property damage. Participant assumes all risk of injury or
loss for bodily injury or property damage.

Participant’s signature:

Date:

Please provide the following information.

Emergency Contact and Insurance Information
In the event of an emergency contact:
Phone:
Alternatively, contact:
Phone:

Participant’s Insurance Carrier:
Phone:
Address:

Copy of insurance card must be attached.
Date of Last Tetanus Booster:
Participant has the following conditions (allergies, medical conditions, etc.):

Attach additional sheets if necessary
Participant is currently taking the following medication:
Attach copies of prescription and any instructions related to the medication, including
the amount and timing of dosages.
Special Instructions or Other Information:
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Consentimiento para participar en una actividad, Liberación e
Información Médica de Emergencia
Participante:
(Nombre) del participante y herederos del participante, albaceas y administradores.

Evento:
Parroquia/Escuela:

ubicada en (ciudad):
, Texas, una corporación sin fines de lucro
en Texas, incluyendo su facultad, empleados, contratistas, miembros del clero, agentes,
facilitadores y voluntarios.
Diócesis: La Diócesis Católica de Austin, una corporación sin fines de lucro en Texas,
incluyendo sus empleados, contratistas, miembros del clero, sus agentes, facilitadores y
voluntarios.

Proveedor de la transportación:

(nombre)

A. El participante reconoce y acepta que:
(1) El participante voluntariamente desea participar en el evento,
(2) El evento puede implicar la actividad física que implique riesgo de lesiones;
(3) El participante cumplirá con todas las políticas y normas establecidas para el evento y las
instrucciones de las personas para facilitar, organizar o supervisar el evento;
(4) El participante es responsable de la conducta del participante durante el evento y es responsable
de los daños y perjuicios, demandas, u otros costos causados por el participante o incurrida como
resultado de la conducta del participante, y
(5) Si la conducta del participante es inadecuada, peligrosa o perjudicial para el evento, para los
demás participantes u otras personas, la Parroquia / Escuela o la Diócesis pueden terminar la
participación del participante en el evento y en eventos futuros.
B. En el caso de una emergencia o una situación que se estime de emergencia, el participante autoriza a
la Parroquia / Escuela y la Diócesis a buscar y autorizar la atención médica de emergencia que se
dará al participante (por ejemplo, primeros auxilios, medicamentos, anestesia, o cirugía). La
Parroquia / Escuela harán esfuerzos razonables para notificar a las personas que figuran como
contactos de emergencia en esta forma antes de autorizar cualquier atención de emergencia.
C. El participante otorga a la Parroquia / Escuela y a la Diócesis el permiso de:
(I) fotografiar y vídeo grabar al participante durante el evento, y
(II) a utilizar las fotografías y cintas de vídeo en las publicaciones y promociones de la Parroquia /
Escuela y la Diócesis, incluyendo pero no limitándose a las publicaciones tales como sitios de
Internet, boletines informativos, anuncios, álbumes de recortes, y anuarios.
D. En la medida permitida por la ley, el participante, libera y se compromete a indemnizar y a
eximir de responsabilidad a la Parroquia / Escuela, la Diócesis, y la compañía de transporte de
cualquier y toda responsabilidad, reclamos, demandas, y los costos que puedan surgir como
resultado de la participación del participante en el evento o que es, de alguna manera, en
relación con dicha participación. Este párrafo abarca la pérdida bajo cualquier teoría de la
pérdida (por negligencia u otra forma), incluyendo pero no limitada a, lesiones personales o
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daños materiales. El participante asume todos los riesgos de lesiones o pérdidas por daños
corporales o daños materiales.

Firma del participante:

Fecha:

Por favor proporcione la siguiente información:
Contacto de Emergencia e Información de Seguro Médico
En el caso de una emergencia llame a:
Teléfono(s) y dirección(es):

Contacto alternativo:
Teléfono(s) y dirección(es):

Compañía del Seguro Médico del participante:
(Teléfono)
(Dirección)
(Número de póliza)
Deberá adjuntar copia de la tarjeta de seguro médico.

Fecha de la última vacuna contra el Tétanos:
El participante tiene las siguientes condiciones (alergias, condiciones médicas, etc):

El participante está tomando los siguientes medicamentos:

Adjunte copias de la receta y las instrucciones relacionadas con el medicamento, incluyendo la
cantidad y el horario de dosis.
Instrucciones especiales u otra información:
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DIOCESE OF AUSTIN

<INSERT NAME OF PARISH HERE>

INCIDENT REPORT FORM
Name of Event:
Description of Event:

Event Sponsored by:
Date(s) of Incident:
Location of Incident:
(Place, Address, etc.)

Person(s) Involved:
(2)
(3)
(4)
Description
of the Incident:

Continued on Reverse Side
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Other Relevant Details:

Follow-up Recommended:

Please attach additional sheets if necessary, as well as copies of any supporting information (i.e.:
permission / consent forms, behavior contracts, police reports…)
Report Submitted by:
Contact Information:

Date Submitted:
Copies of this report should be given to the pastor/principal and youth minister, and it should be made available
to parents of minors and other involved persons. If necessary, a copy should be forwarded to the Diocesan
Office of Youth and Young Adult Ministry and Campus Ministry and/or Bishop’s Office. The original should
be kept on file at the point of origination.
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Diócesis de Austin

(INSERTE AQUI EL NOMBRE DE LA PARROQUIA)

REPORTE DE INCIDENTE
Nombre del evento:
Descripción del evento:

Evento Patrocinado por:
Fecha(s) del incidente:
Lugar del incidente:
(Lugar, dirección, etc)

Persona(s) que participan:

(1)
(2)
(3)
(4)

Descripción
del Incidente:

Continúa en el reverso
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Otros datos relevantes:

Procedimiento recomendado:

Por favor, adjunte hojas adicionales si es necesario, así como copias de cualquier información de
apoyo (es decir: permiso o formularios de consentimiento, los contratos de comportamiento, los
informes de la policía ...)
Informe Presentado por:
Información para contactarle:

Fecha del reporte:
Se deberá entregar al párroco/director/ministro juvenil una copia de este informe y deberá ponerse a
disposición de los padres de los menores y a otras personas involucradas. Si es necesario, una copia
deberá enviarse a la Oficina Diocesana del Ministerio de Jóvenes y Adultos Jóvenes y el Ministerio
Universitario y/o la Oficina del Obispo. El original debe ser archivado en el punto de origen.
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Mission Statement
The mission of the Vocation Office is to foster a culture of vocations in the Diocese of Austin.
Goals of our mission include:
I.

Developing and supporting vocation awareness and education programs on diocesan,
deanery, and parish levels

II.

Identifying and assessing applicants for the diocesan, priestly ministry

III.

Supporting the formation of seminarians for the Diocese of Austin until ordination

IV.

Encouraging all members of the Church in our shared task of identifying, inviting, and
nourishing vocations

V.

Collaborating with vocation promotion groups, diocesan staff, parish vocation
committees and contacts, Serra Clubs, Knights of Columbus, and Diocesan Councils of
Catholic Women

VI.

Collaborating with other diocesan offices on projects of shared purpose

VII.

Networking with vocation directors of other dioceses and religious communities

VIII.

Pursuing the highest standards in carrying out the mission of the Vocation Office
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Vocation Discernment Events
A variety of programs are offered by the Vocation Office to foster discernment of the priesthood
and the religious life. Specific dates and more information on these events may be found on the
calendar
of
the
diocesan
website
at
www.austindiocese.org/vocation
and
www.austinvocations.com
I.

The vocation director is available to visit parishes and schools anywhere in the diocese to
speak about vocations.
A.

He can address parish and diocesan groups on topics related to the priesthood,
religious life, discernment, and how to foster a vocation culture.

II.

There is also a Speakers’ Bureau of priests, sisters, brothers, deacons, seminarians, and
laity, all of whom are willing to address parishes and schools about vocations. The
Speakers’ Bureau list may be found on the Vocation Office website, at
www.austindiocese.org/vocation and www.austinvocations.com

III.

The following descriptions are summaries of regular discernment opportunities sponsored
by the Vocation Office:
A.

Project Andrew
This annual event at St. Mary Cathedral is a program of vocation awareness and
discernment for Catholic men (high school juniors to age forty-five (45)). The
event focuses specifically on the call to the priesthood. The Bishop, priests, and
seminarians typically attend.
1.

The morning is dedicated to prayer and presentations on priesthood and
seminary life. It includes Mass with the Bishop and lunch.

2.

Other Project Andrew events are also scheduled regularly at campus
ministry locations in the diocese.
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B.

Discernment Dinners
Any single, Catholic man (age 18 or older) who is interested in discerning his
vocation in life is invited to attend informal monthly dinners with others who are
also considering the possibility of the seminary and the priesthood.

C.

1.

The evening includes dinner, evening prayer, and a discussion of aspects
of discernment and priesthood.

2.

This gathering is held at the Borromeo House, the diocesan discernment
house in Austin.

3.

Similar gatherings are held on a regular basis at St. Mary’s Catholic
Center in College Station.

Speakers for Vocations
Priests, deacons, religious brothers and sisters, seminarians, as well as members
of the laity, are available, as their schedules allow, to speak in parishes or schools
on vocations, priesthood, ordained ministry, consecrated life, or about forming
parish vocation committees.
1.

D.

For information regarding speakers, contact the Vocation Director

Vocation Discernment Retreat for Men and Women (Separately)
1.

Annual retreats for single, Catholic adults - women or men (ages 18 to 40)
who are open to discern God's call to the priesthood or religious life.

2.

The weekend includes liturgies, presentations, listening sessions, prayer,
community, and meals.

3.

For more information, visit the Vocation Office
www.austinvocations.com or contact the Vocation Director.

4.

Quo Vadis (Latin for “where are you going?”) is a two-day retreat
designed to help young men in high school grow spiritually and allow
them to think and pray about what God might be asking them to become.

website

at

a.

The retreat is for incoming freshmen to incoming seniors
throughout the Diocese of Austin.

b.

Participants will have the opportunity to explore the themes of
prayer, virtue, leadership, and discernment.
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E.

c.

The retreat includes Mass, adoration, time for fun and recreation,
and the opportunity to meet other young men, who are discerning
their vocation.

d.

The retreat is staffed by seminarians and is sponsored by the
Diocese of Austin Vocation Office.

Borromeo House
The Borromeo House is a house of discernment located in central Austin, near the
campus of the University of Texas. It is sponsored by the Diocese of Austin for
men who are either attending college classes or working and who are discerning
the possibility of the priesthood in this diocese.
1.

Residents of the Borromeo House agree to live a commitment to healthy
community, participate in the prayer life of the house, share in house
duties, pay a reasonable monthly rent, live a celibate lifestyle, see a
spiritual director regularly, volunteer in a local parish, and attend the
discernment activities held at the house.

2.

For information about the program, contact the Vocation Director.
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Seminarians
The Handbook for Seminarians of the Diocese of Austin is a comprehensive policy manual
regarding seminary formation. It is available from the Vocation Office.
The current list of seminarians and members of the Vocation Team are found in the annual
directory of the Diocese of Austin, and on the Vocation Office website, at
www.austindiocese.org/vocations and www.austinvocations.com
I.

Seminary Application Process
Applicants for the Diocese of Austin can begin the process of seminary application as
they approach graduation from high school and up to the age of fifty (50).
A.

Step I: Interview with the vocation director
The first step for an individual who desires to apply to become a seminarian of the
diocese is to contact the Vocation Director who will meet with him for a series of
interviews.

B.

Step II: Diocesan application packet
1.

2.

After successful completion of the interview process, the prospective
candidate will receive the diocesan application packet.
a.

The packet includes an application, a guide for an autobiography, a
list of all required documentation, Report Form for Medical
History, Release Form, and Permission for Treatment or
Emergency.

b.

An electronic version of the Preliminary Questionnaire is available
from the Vocation Office.

It is not necessary that all supporting documentation be submitted at the
same time.
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C.

Step III: Psychological testing, medical testing, and background check
1.

Psychological
a.

The diocese and the seminary require a psychological profile for
each prospective candidate.
i.

b.

c.

2.

The applicant is asked to meet with a psychologist for this
evaluation. The purpose of the meeting is to obtain a
psychological assessment of the applicant's ability to
pursue a religious vocation.

Arrangements are made between the Vocation Office and a
psychologist for the candidate to schedule an appointment for the
required psychological testing.
i.

The diocese pays for these services.

ii.

Results from this testing become part of the prospective
candidate's application file and are shared with the vocation
director, the Bishop, and the seminary rector.

iii.

The prospective candidate must sign a release in order for
the report to be forwarded to the respective parties.

When the results of the testing are available, the psychologist will
meet with the applicant to share the conclusions and insights.

Medical
The prospective candidate is responsible for making an appointment with
his personal physician for a complete medical exam.

3.

A.

The application packet includes the forms that need to be
completed by the physician.

B.

This report includes lab work and an HIV test.

Background Check
The diocese will run a criminal background check on each candidate.

4.

Ethics and Integrity in Ministry
The prospective candidate must attend a Protecting God’s Children
workshop and complete the on-line eApps application on the diocesan
website at www.austindiocese.org.
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D.

Step IV: Acceptance by the Diocese
1.

When all information is received, the vocation director and the Bishop
review the application.
a.

2.

The Bishop, in collaboration with the Vocation Team, assigns the
applicant to one of the officially designated seminaries.
a.

II.

The Bishop makes the final decision regarding the applicant’s
acceptance as a seminarian for the Diocese of Austin and the
decision will be communicated to the applicant as soon as possible.

The vocation director provides the seminarian with an Admissions
Application for the seminary.

3.

The Rector of the seminary decides whether to accept the applicant into
his seminary formation program.

4.

Seminarians work with the vocation director to make the necessary
financial arrangements to attend the seminary.
a.

They are asked to pursue as much financial aid as possible.

b.

Lack of money should not keep a man from attending the
seminary.

Process of Seminary Formation
A.

Inquiry Stage
1.

When a man is considering the possibility of the priesthood, the first stage
of his discernment process should be rooted in prayer, service, and the
regular reception of the sacraments.
a.

It is important that he be actively involved in a parish.

b.

When he feels some inclination toward the priesthood, he should
begin gathering information, spiritual direction, attending
vocational discernment events, and spiritual reading.

c.

It is helpful for him to talk with priests, family members, and
friends. He then may contact the vocation director or any member
of the Vocation Team of the diocese.
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2.

The application process for the Diocese of Austin includes interviews with
the vocation director, gathering documentation, sacramental records,
academic transcripts, letters of recommendation, completing application
forms, writing an autobiography, undergoing psychological testing,
medical testing, and a criminal background check.
a.

3.

It may take several months to complete the application process.

No one has a right to be accepted into a program of priestly formation.
a.

It is the responsibility of the diocesan Bishop to decide whether to
accept an applicant.

b.

After the Bishop accepts an applicant, he assigns him to one of the
officially designated seminaries.
i.

It is then the responsibility of the seminary Rector to decide
whether to accept the applicant.

4.

The Church speaks of four pillars of priestly formation: the human, the
spiritual, the intellectual, and the pastoral. It is this focus that sets
seminary formation apart from other kinds of education programs.

5.

A man does not have to be certain of his vocation before entering the
seminary. Actually, the seminary is a place for thorough discernment and
clarification of his vocation.
a.

6.

The careful discernment of his vocation is carried out both by the
seminarian himself and by the Church.

The following is a brief overview of the seminary formation process used
by the Diocese of Austin. A man may enter the program at different levels,
depending on his background.
a.

College
i.

While in a college seminary, the seminarian usually works
on an undergraduate degree in liberal arts with a major or
minor in Philosophy (I, II, III, and IV College).

ii.

He may begin as a freshman in college, or he may transfer
into the college program from another college or university.

iii.

Time: Up to four (4) years at a seminary college.
July 28, 2017
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iv.

b.

Commitment: The college seminary helps a man to grow as
a person with good communication, relationship,
and leadership skills. He deepens his life of prayer as a
disciple of Jesus Christ, attending daily Mass, morning and
evening prayer, and spiritual direction. College seminary
focuses on the growth of the total person.

Pre-Theology
For a seminary candidate who has already completed his
undergraduate degree prior to entering seminary, a Pre-Theology
Program is available.

c.

i.

Time: Two (2) years at a seminary

ii.

Commitment: The seminarian more deeply continues his
discernment and prayer life while completing thirty (30)
credit hours of required undergraduate courses in
Philosophy, as well as twelve (12) credit hours of
undergraduate courses in Theology

I and II Theology
A seminarian begins his graduate theological studies, which
include the study of Scripture, teachings of the Church, spirituality,
pastoral theology, moral theology and Christian ethics, and many
other aspects of the Church's traditions.

d.

i.

Time: Two years at a seminary

ii.

Commitment: During this time, the seminarian continues to
commit himself to a program of human, spiritual,
intellectual, and pastoral growth. He is also installed into
the Ministries of reader and acolyte in preparation for
ministry of the Word and sacrament.

Pastoral Year
The pastoral year provides the seminarian an opportunity to
understand and experience practical, day-to-day activities of
ordained ministers.
i.

Time: One-year internship in a parish of the Diocese
of Austin
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ii.

e.

Commitment: The pastoral year enhances a seminarian’s
educational experience and exposes him to the joys and
struggles of parish life. He is involved in a variety of
experiences including interaction with pastoral staff and the
community, leading prayer, and service in various liturgical
roles.

III Theology
After the pastoral year, the student returns to the seminary to
resume full-time academic studies.
i.

f.

Time: One (1) year

Transitional Diaconate
In the summer after III Theology, if the Bishop calls him to Orders,
a seminarian is ordained to the transitional diaconate where he
makes promises of celibacy, prayer, and obedience to the Bishop
of Austin and his successors.

g.

IV Theology
A transitional deacon resumes his full-time graduate theological
studies at the seminary.

h.

i.

Time: One year

ii.

Commitment: He completes the Masters of Divinity degree
(M.Div.). During this year, he also serves as a deacon on
some weekends in a parish of the Diocese of Austin.

Ordination to the Priesthood
In the summer after completing IV Theology, the man is ordained
by the Bishop of Austin, and he begins his first assignment as a
priest.

i.

Ongoing Formation
To enrich the lives and ministries of priests, God invites continual
transformation across a lifetime, through continuing education and
integration of their priestly identity and ministry.
i.

Time: A lifetime
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III.

Seminarian Parish Visits
A.

Every year, every parish in the diocese is to have a seminarian of the Diocese of
Austin speak after Communion at all the Masses on a given weekend.
1.

The Vocation Office assigns the seminarians to the parishes on an annual
basis.

B.

The purpose of these visits is to help deepen the bond between our seminarians
and the people of our diocese, to give our seminarians more opportunities to
practice public speaking, to foster more vocations, and to give our people hope in
the future of our Church.

C.

Through this program, each seminarian gradually becomes familiar with the
various parts of the diocese, with a variety of parishes, and with many different
priests.

D.

The date of the visit is to be determined by the pastor in consultation with the
assigned seminarian.
1.

E.

The seminarian speaks after Communion for no more than five (5) minutes at
each Sunday Mass and at the Saturday Vigil.
1.

F.

When scheduling the weekend visit, the pastor should discuss with the
seminarian what languages are used in the various Masses and what
language the seminarian will use.

Seminarians are asked to wear regular clothes, rather than liturgical garb, and to
sit in the congregation during the Mass.
1.

H.

Talks may include his vocation story, a description of life in the seminary,
a request for prayers, and gratitude for parishioners’ support.

As much as possible, these assignments take into account the seminarians’
language capability.
1.

G.

Visits may take place at any time during the calendar year, depending on
the schedule of the parish and the seminary formation programs.

It is suggested that they wear their Diocese of Austin shirt to help identify
them.

Seminarians who are deacons may be invited to preach the homily and include
their vocation reflections.
1.

Transitional deacons may wear the Roman collar, and they may be invited
to serve as deacon in some or all of the Masses.
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I.

It is beneficial on the same weekend of the visit that the seminarian also be
invited to visit other parish events, such as youth gatherings, religious education
classes, or adult formation programs.

J.

Each parish should provide food and lodging for the seminarian during his visit,
preferably at the rectory, if possible.
1.

IV.

Transportation costs are covered by the Vocation Office.

Seminarian Summer Ministry
The summer ministry of seminarians for the Diocese of Austin is designed to be a
learning experience for the seminarian, the pastor, and the parish.
A.

It is hoped that the pastor would take on the additional role of being a mentor for
the seminarian, sharing with the young man his own pastoral experiences and
reflections.

B.

Goals
1. To provide practical experience in the formation of seminarians
Summer ministry provides an opportunity for seminarians to understand
and experience practical day-to-day activities of ordained priests.

2.

a.

Each seminarian is expected to be involved in a variety of
experiences during his summer within the parish.

b.

It is suggested that he meet with the pastor and together set a list of
goals to be achieved during the summer.

c.

It is hoped that regular discussion between the seminarian and the
pastor will aid in the growth of the seminarian’s pastoral skills.

To develop an identification with the diocese
Since there is not a seminary within the diocese, special effort must be
made to know the diocese and the priests who serve here.
a.

Summer ministry enables the seminarians to learn diocesan
procedures, experience parish life, and get to know priests with
whom they may be working.

b.

At the same time, the priests of the diocese can offer to the
seminarians true witness of the priestly ministry, sound
relationships, and lasting friendships, which are important for
vocational perseverance.
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c.

3.

This is also the opportunity for the seminarians to be part of a
parish team and, thus, grow through professional relationships and
concrete experience.

To provide lay people with motivation to promote vocations to the
priesthood
By getting to know a seminarian personally, many in the parish family
will be encouraged to assume more responsibility in promoting priestly
vocations.

4.

To provide an opportunity for young men in the parishes to meet and talk
with a seminarian
This will enable our young people to realize what seminarians are like and
how they prepare for priestly ministry. This contact can be an inspiration
for some young men to consider the priestly vocation for themselves.

5.

To provide an atmosphere for the evaluation of a seminarian’s pastoral
skills
In each parish where a seminarian is placed for the summer, the pastor will
be the direct supervisor of the seminarian.

C.

Expectations
1.

2.

Financial Support
a.

The seminarian is giving his full-time commitment to the parish in
lieu of other gainful employment.

b.

Each parish is expected to provide room, board, mileage, and to
pay the seminarian according to the current scale provided by the
Vocation Office.

Mentoring
a.

The seminarian’s pastor should provide the seminarian with some
orientation about the parish and how it functions.

b.

Likewise, he should provide ongoing reflection and mentoring.
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3.

Spiritual Life
The process of a seminarian’s spiritual formation and growth does not
cease during his time away from the seminary. The Decree on Priestly
Formation notes that “the entire training of students should be oriented to
the formation of true shepherds of souls after the model of Our Lord Jesus
Christ, teacher, priest and shepherd.”

4.

5.

a.

Therefore, during the summer months the seminarian is expected
to continue the spiritual life begun under the seminary’s spiritual
formation program and to live up to the expectations of that
spiritual formation.

b.

The seminarian should regularly seek the advice and counsel of a
priest-adviser during the summer months, attend Mass, receive the
sacraments on a regular basis, and live an honorable, celibate
lifestyle appropriate to one preparing for the priesthood.

Vacation
a.

It is essential that each seminarian have two (2) weeks of vacation
at some point in the summer.

b.

Also, each seminarian will be expected to be present at the annual
summer Seminarian Convocation in August.

Evaluation
At the end of the summer, a brief written evaluation is to be completed by
the seminarian’s pastor and submitted to the Vocation Office.
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Parish Vocation Committees
I.

1

The Purpose of a Parish Vocation Committee1
A.

The purpose of the Parish Vocation Committee is to inspire and assist the parish
community in fulfilling its mission of fostering vocations, especially to ordained
ministry and religious life.

B.

The committee educates parishioners in ways of fostering vocations, provides
them with resources and opportunities, and coordinates the parish prayer and
programs for vocation awareness and discernment.

C.

The committee identifies, invites, and supports individual candidates for ordained
ministry and religious life.

D.

Committee members strive to be vocation ministers themselves, making
themselves available to young people, in order to promote vocation awareness
within potential candidates and to support their vocational discernment.

E.

The Parish Vocation Committee is responsible to, and reports regularly to, the
pastor.
1.

It collaborates with the youth minister and other leaders of youth programs
(e.g. coordinator of altar servers, director of religious education, etc.).

2.

It communicates with and works with the vocation directors of local
religious communities and the Vocation Office.

F.

The Parish Vocation Committee develops short-term and long-term objectives
and strategies for a growing vocation ministry in the parish.

G.

The Parish Vocation Committee works within the parish policies and procedures.

Adapted from the Parish Vocation Committee Manual, Diocese of Harrisburg (Pennsylvania)
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H.

The Parish Vocation Committee respects the nature of vocational discernment.
1.

The goal is always to enable each person to follow the call of the Spirit in
his/her own life.

2.

The important work of encouraging young people to consider the
vocations of ordained ministry or religious life is an effort to help them in
this process of discernment.

I.

The wishes of candidates for privacy and confidentiality are to be respected in all
cases.

J.

The committee is to educate itself about vocation ministry.

K.

The committee will review existing lists of vocation activities available from the
Vocation Office and the vocation offices of religious communities of men and
women who serve in the diocese.
1.

II.

They will develop a cohesive and realistic plan for promoting,
encouraging, and calling forth vocations to the priesthood and religious
life.

How to Form a Parish Vocation Committee
I wish to draw the attention of the People of God especially to the specific role of the
parishes, together with the contribution of the family, towards the promotion of
vocations. The fostering of vocations cannot be considered a marginal activity, but must
be incorporated fully into the life and activity of the community.
Pope John Paul II
1986 World Day of Prayer for Vocations
A.

The parish is the heart of Catholic community life today. Vocations to priesthood
and religious life will emerge from vibrant parishes if parishioners are kept aware
of vocations. An effective way for parishes to foster vocations is through a Parish
Vocation Committee.

B.

Starting
1.

First, make an appointment to meet with the pastor to discuss formation of
a Parish Vocation Committee.
a.

It is important that in your meeting with him you come to a shared
vision of the committee’s role in the parish and the type of
programs the committee should develop.
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2.

C.

Compile a list of parishioners the two of you believe would be interested
and would work well on the committee.
a.

A suggested number of members is eight (8) to twelve (12),
depending on the size of the parish.

b.

It is valuable to have a wide variety of parishioners (e.g., priests,
lay and religious, married couples, senior citizens, and youth) to
ensure that the plan touches all members of the parish family.

c.

Parents are important partners in any parish.

3.

Do not forget teachers in the parish school, the youth minister,
seminarians or novices, or anyone who may have a special interest in
vocations.

4.

Personally invite these “prospects” to attend an organizational meeting.
a.

At the first meeting, set goals and a definite calendar of activities.

b.

Keep in mind that besides sponsoring activities on vocations, the
committee members also should keep abreast of developments in
the theology of call and vocation ministries.

Role of Individual Committee Members
Once the committee is formed, the role of each member may evolve. These
guidelines are suggestions to help the committee get formed.
1.

2.

Chair
a.

An initial chair may be selected who will help define the mission
and goals of the committee.

b.

Once a chair is selected, he/she assumes leadership of the
committee, calls the meetings, assigns various responsibilities,
reports to the pastor and/or Pastoral Council, and serves as a
liaison with the diocesan Vocation Office.

Priest/Deacon/Religious
Act as resource persons for committee members, provide support for
committee members, and be present for some events.
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3.

Vocation Committee Member
Volunteers for various activities sponsored by the vocation committee,
provides feedback regarding activities, and prays for vocations from the
parish community.

4.

Meetings
It is suggested that at least four (4) meetings be held each year, depending
on the activity of the Parish Vocation Committee.

D.

a.

An agenda and meeting format may be helpful.

b.

Since prayer is an integral part of the vocation committee’s work,
the meetings may include a brief prayer service or these can be
held apart from the regular planning meetings.

Planning Activities
Through prayer, reflection, and discussion, the committee can best determine how
to promote vocations in their parish. The type of activities that the committee
plans depends on the number of members and the character of the parish. The
following are some suggestions:
1.

See that literature on vocations is available in the church vestibule and
parish library.

2.

Encourage parishioners to pray for vocations.
a.

Sponsor a 31
International).

Club

b.

Ask to have a prayer for vocations prayed during the General
Intercessions in Mass.

c.

Provide vocation prayer cards in the church.

d.

Ask the priests to devote one Mass a month to vocations (some
parishes do this during months with five Sundays.)
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3.

Develop a system for parishioners to show support for any seminarians or
novices in the parish.
a.

Some parishes send “care packages,” birthday or greeting cards to
seminarians around holidays or exam times, etc.

b.

Besides being a nice boost for the seminarians, this type of project
develops a unique sense of community support for vocations in the
parish.

4.

Sponsor a parish poster or essay contest on vocations.

5.

Work with the parish school or religious education program to organize
activities for young people during National Vocation Awareness Week,
World Day of Prayer for Vocations, and any career days.

6.

Appoint a committee member to be a liaison with each parish committee,
to keep vocation concerns on the mind of every committee.
a.

E.

This is especially important for committees on liturgy, religious
education, altar servers, and youth ministry.

7.

Submit to the parish bulletin editor brief narratives of upcoming vocation
events sponsored by the committee, religious communities, or the
diocesan Vocation Office.

8.

Host a visit by the diocesan vocation director to the parish vocation
committee.

Helpful Resources
2.

The parish vocation committee’s best resource is the diocesan Vocation
Office.

3.

Whether your parish has a Vocation Committee or a vocation liaison, you
should submit a current contact form to the Vocation Office.
a.

Those forms are included in this Pastoral Manual.

“We are living in the period of the sowing, the Word of God seems but a word,
almost nothing, but take heart, this Word carries life within it! And it bears fruit!”
Pope Benedict XVI
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III.

What They Can Do In the Parish
A.

B.

C.

Vocation Prayer
1.

Family prayer for vocations

2.

The vocation cross

3.

The vocation chalice

4.

Parish “31” club

5.

Prayer cards

6.

Diocesan Mass for vocations

7.

Parish vocation celebrations

8.

Prayers of the faithful

Vocation Awareness
1.

Vocation posters

2.

Vocation brochures

3.

Vocation pamphlets

4.

Vocation inserts in parish bulletin

5.

Vocation homilies

6.

World day of prayer for vocations

Vocation Education
1.

Classroom vocation presentations

2.

Vocation articles in parish bulletin

3.

Adult education on vocation topics

4.

Question box on priesthood, diaconate, and religious life

5.

Vocation presentations to parents and single adults

6.

Altar server programs
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7.
D.

E.

IV.

2

Scout programs

Vocation Invitation
1.

Parish-wide “Called by Name” project

2.

Invitational process in classrooms, in small groups, or individually

Vocation Support
1.

Support vocation promotion events of the diocese

2.

Birthday and anniversary remembrances for priests, deacons, brothers, and
sisters

3.

Sponsorship of jubilee celebrations for those in priesthood and religious life

4.

Appreciation programs for priests, deacons, brothers, and sisters

5.

“Support your seminarian” programs

Qualities and Characteristics of Prospective Priesthood Candidates 2
A.

Has an awareness of God’s presence

B.

Has a personal relationship with God

C.

Prayer as an important and vital part of his life

D.

Is involved in his local parish or faith community

E.

Has a desire to serve others and make a difference in people’s lives

F.

Is motivated by the mission of Jesus Christ and has the ability to articulate it

G.

Is willing to sacrifice personally for the service of the Gospel and the Church

H.

Is approachable

Adapted from the Appendix to the program materials for the Priestly Life and Vocation Summit: Fishers of Men, USCCB
Committee on Vocations and Committee on Priestly Life and Ministry, October 2005.
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I.

Is psychologically and socially mature

J.

Has shown the capacity and evidence of living a chaste celibate life

K.

Has the ability to collaborate with women and men

L.

Takes initiative and assumes responsibility for his actions

M.

Recognizes the importance of the Church and the role of the Church as teacher

N.

Possesses the skills of self-mastery and discipline

O.

Has healthy relationships with men, women, and children

P.

Has common sense, good physical and emotional health

Q.

Is capable of undertaking studies in philosophy and theology

R.

Recognizes the need both to give and accept support from others

S.

Possesses a keen sense of empathy

T.

Has leadership skills

U.

Receives regularly the Catholic sacraments

V.

Has the ability to nurture another person’s growth

W.

Is open to and respectful of all people, including those different from himself

X.

Is a person of integrity
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Diocese of Austin

Vocations Referral Form
Please return this form to the Vocation Office, Diocese of Austin,
6225 Highway 290 East, Austin, TX 78723, (512) 949-2400 or fax (512) 949-2520.

These are names suggested by our parish to be informed of upcoming events that relate to vocational
discernment. After prayerful consideration, we believe that they have qualities that are suitable for
priesthood or religious life.
Name
Address
City

ZIP

Phone (

)

Cell (

)

E-mail address
Age

Male

Female

English

Spanish

In our letter to this person, what person or group may we mention as having recommended him/her?

Name
Address
ZIP

City
Phone (

Cell (

)

)

E-mail address
Male

Age

Female

English

Spanish

In our letter to this person, what person or group may we mention as having recommended him/her?

Name
Address
City

ZIP

Phone (

Cell (

)

)

E-mail address
Age

Male

Female

English

Spanish

In our letter to this person, what person or group may we mention as having recommended him/her?
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Diocese of Austin

Parish Vocation Committee Contact Form
Date
Parish
Address
City

ZIP

Phone Numbers

(

)

(

)

Pastor

Parish Vocation Committee Chairperson/Contact
Mailing Address
City

ZIP

Phone Numbers - Day (_

)

Evening (

_)

E-mail Address
May the Vocation Office contact you by e-mail?  Yes or  No
Committee Member Names

E-mail Addresses

Please return this form to: Vocation Office, Diocese of Austin,
6225 Highway 290 East, Austin, TX 78723, (512) 949-2400 or fax (512) 949-2520.
Thank you for your time and effort in vocation ministry.
July 28, 2017
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Policy on Infant Baptism
Effective 2005
I.

Norms
In order to serve the needs of the people of God in the Diocese of Austin and to be
responsible stewards of the gifts given to the diocese, the Diocese of Austin issues the
following policy:
A.

Infant Baptism is the normative way to begin the initiation of children into the
Church.
1.

Pastors provide proper catechesis for the parents and godparents of the
child.

2.

Ordinarily, a minimum of approximately three (3) hours or four (4)
sessions of reasonable length is required for this preparation.
a.

B.

If godparents are not from the same parish or the geographic area,
they may attend the classes in another parish. If this is the case,
they are to provide evidence that they attended the class. They
should also supply evidence that they are eligible to be a sponsor.
This can be a written statement from their pastor.

Preparation class(es)
The following topics should be included in the program of preparation and
instruction:
1. Theology of Baptism/Initiation
2.

Role of the parents and godparents in the faith formation of the child

3.

The responsibilities of Baptism
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4.

C.

D.

Preparation for the celebration of Baptism, including familiarization
with the rite

Baptismal Sponsors/Godparents
1.

Sponsors or godparents are to be selected by the parents according to the
requirements found in Canon 872, which states that at least one sponsor is
required.

2.

To perform the role of sponsor, it is necessary that a person (c. 874):
a.

Be designated by the parents or the one who takes their place or, in
their absence, by the pastor or minister and is to have the
qualifications and intention of performing the role

b.

Have completed the sixteenth (16) year, unless a different age has
been established by the diocesan Bishop or it seems to the pastor or
minister that an exception is to be made for a just cause

c.

Be a practicing Catholic who has been confirmed and has already
received the sacrament of the Eucharist and leads a life in harmony
with faith and the role to be undertaken

d.

Not be bound by any canonical penalty legitimately imposed or
declared

e.

Not be the father or the mother of the one to be baptized

Baptismal Register
1.

The church of Baptism is the church of record for the child who is
baptized.
a. The baptism is to be recorded according to the diocesan norms.

E.

Marriage Status of Parents
1.

Ideally, if either of the parents of the child is Catholic, they should be
married according to the laws of the Catholic Church. If this is not the
case, the child may still be baptized provided that the parents accept their
responsibility to assure the faith formation of the child. Where possible,
parents should be interviewed and invited to take steps toward getting
their marriage convalidated in the Catholic Church.
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a.

DOASN 3:
Given the fundamental importance of Baptism for salvation, the
Church obliges parents to seek the Baptism of their child within
the first few weeks after the birth of the child (c. 867, § 1).
For their part, pastors of souls are to welcome parents with open
arms. In cases where the parents are not practicing their faith
regularly, the preparation for the Baptism of their child is to be
seen as an opportunity to invite them into greater communion with
the Church and to foster their spiritual growth.
The mere fact that parents do not regularly practice their faith is
not in itself a certain indication that the child will not be brought
up in the Catholic faith. Rather, in such cases the necessary
period of preparation for Baptism should include pastoral advice,
instruction, and communal prayer (c. 851, § 2) that encourage the
parents in a special way to a stronger witness of their faith to the
newly baptized child.
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BAPTISM SPONSOR COVENANT
As a Baptism sponsor, your role is to encourage the faith of your candidate and be an “example”
to your godchild and to reflect with your godchild as they grow on the meaning of a life of
Catholic discipleship.
The Code of Canon Law (Church Law) specifies the requirements for serving as godparents at
Baptism (Canon 874): You may not be the parent of the person being baptized; you must be at
least 16 years old; you must be fully initiated (Baptism, Confirmation, Eucharist); if married, be
in valid Catholic marriage; and live a life of active faith in the Catholic Church.
I understand the requirements of being a Baptism sponsor and I state that I received the
Sacrament of Baptism
at

Church in
(City and State)

I received the Sacrament of Confirmation
at

Catholic Church in
(City and State)

(And if married) celebrated the Sacrament of Marriage
at

in
(City and State)

My godchild’s name is:
Name of parish and city where the Sacrament of Baptism is to take place:
Parish

City

I am active in the Catholic Church, fully initiated into the Catholic Church, regularly
attend Mass on Sunday and strive to live my faith.
Please print your
Name

Signature

Date
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CONVENIO PADRINO DE BAUTISMO
Como Padrino, su responsabilidad es fomentar la fe de su ahijado y reflexionar con él sobre el
significado de la vida como discípulo católico.
El Código de la Ley Canónica (Ley de la Iglesia) especifica los requerimientos para servir como
Padrino (Ley 874): Usted no puede ser el padre de la persona que será bautizada; debe tener al
menos 16 años de edad y estar completamente iniciado en la Iglesia (Bautizo, Confirmación y
Primera Comunión). Sí está casado, debe haber contraído matrimonio católico válido y haber
vivido activamente su fe en la Iglesia Católica.
Entiendo los requerimientos para ser padrino de Bautismo y declaro haber recibido el
Sacramento del Bautismo
En la Iglesia

de
(Ciudad y Estado)

Haber recibido el Sacramento de la Confirmación
En la Iglesia Católica

de
(Ciudad y Estado)

(En el caso de estar casado) haber celebrado el Sacramento del Matrimonio
En la Iglesia
(Ciudad y Estado)
El nombre de mi ahijado es:
Nombre de la parroquia y ciudad donde se celebrará el Sacramento del Bautismo:
Parroquia

Ciudad

Estoy activo en la Iglesia Católica, regularmente acudo a Misa los domingos y me esfuerzo
por vivir mi fe.
Por favor escriba su
Nombre

Firma

Fecha
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Policy on Rite of Christian Initiation of Adults
Effective 2005

I.

In order to serve the needs of the people of God in the Diocese of Austin and to be
responsible stewards of the gifts given to the diocese, the Diocese of Austin issues the
following policy:
A.

B.

The revised Rite of Christian Initiation of Adults (hereafter RCIA) was mandated
for use in the U.S. beginning Sept. l, 1988. Rather than compressing the stages of
conversion into a single ritual associated with the moment of baptism, it provides
for the ritual celebration of stages at the proper times and for the gradual
integration of the person into the Christian community, which is the parish.
1.

The implementation of the RCIA requires the participation of the entire
parish community under the leadership of the pastor and his appointed
RCIA Director and Team.

2.

The RCIA is the only manner of initiation for unbaptized adults as shown
in Part I of the rite.

3.

Part II of the rite includes the baptism of uncatechized children.

The pastor is the person responsible for the faith formation of the catechumens
and candidates for full Communion.
1.

The process for this formation follows the Rite of Christian Initiation and
is supported by periods of instruction and liturgical rites.

2.

The topics to be included in the catechetical sessions should include
instructions on the creed, the Commandments, the seven sacraments, the
moral teachings, and devotion to Mary and the saints.

3.

The instruction should be done by the pastor or by another competent
adult catechist with his approval.
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4.

II.

RCIA Part I: Unbaptized Adults
A.

1

Consult the Religious Education Guidelines for Parishes and Schools for a
detailed description of catechetical content.

The Code of Canon Law requires that, before an adult is baptized, he or she is to
be admitted to the catechumenate and, to the extent possible, be led through the
various steps of the RCIA (c. 851, 1º).
1.

The candidate must be sufficiently instructed in the truths of the faith and
Christian life.

2.

Moreover, he or she must show forth evidence of living as a Christian
while still a catechumen and must show sorrow for sins.
a.

The period of the catechumenate ideally extends through a
complete liturgical year, beginning before Lent and concluding
with the Easter season of the following year (National Statutes1, p.
6).

b.

However, at the discretion of the Bishop, on the basis of the
spiritual preparation of the candidate, the period of the
catechumenate may, in particular cases, be shortened.
i.

In altogether extraordinary cases, the catechumenate may
be completed all at once (RCIA 77).

ii.

Exceptional circumstances may arise in which the local
Bishop, in individual cases, can allow the use of a form of
Christian Initiation that is simpler than the usual, complete
rite (e.g. sickness, old age, change of residence, military
deployment, long absence for travel) (RCIA 331-339).

iii.

The Bishop will consider exceptional cases when they are
brought to him (e.g. military deployment).

Hereafter NS
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B.

Outline for Christian Initiation of Adults
1.

Period of Evangelization and Precatechumenate
a.

This is time of no fixed duration or structure for inquiry and
introduction to Gospel values.

b.

It should include initial interviewing of the inquirers to determine
their intention.

c.

First Step: Rite of Acceptance into the Order of Catechumens
This is the liturgical rite marking the beginning of the
catechumenate proper, as the candidates express, and the Church
accepts, their intention to respond to God's call to follow the way
of Christ.

2.

Period of the Catechumenate
a.

This is the time, in duration corresponding to the progress of the
individual, for the nurturing and growth of the catechumen's faith
and conversion to God; celebration of the Word and Prayers of
Exorcism and Blessing are meant to assist the process.

b.

Second Step: Election or Enrollment of Names
This is the liturgical rite, usually celebrated on the First Sunday of
Lent, by which the Church formally ratifies the catechumen's
readiness for the sacraments of initiation, and the catechumens,
now the elect, express their intention to receive these sacraments at
the Easter Vigil.

3.

Period of Purification and Enlightenment
a.

This is the time immediately preceding the initiation of the elect,
usually the Lenten season preceding the celebration of this
initiation at the Easter Vigil

b.

It is a time of reflection, intensely centered on conversion, marked
by celebration of the scrutinies and presentations and of the
preparation rites on Holy Saturday.
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c.

Third Step: Celebration of the Sacraments of Initiation
This is the liturgical rite, usually integrated into the Easter Vigil,
by which the elect are initiated through baptism, confirmation, and
the Eucharist.

4.

Period of Postbaptismal Catechesis or Mystagogy
a.

III.

IV.

This is the time, usually the Easter season, following the
celebration of initiation, during which the newly initiated
experience being fully a part of the Christian community by means
of pertinent catechesis and particularly by participation with all the
faithful in the Sunday Eucharistic celebration (RCIA, Part I).

Celebration of the Sacraments of Initiation
A.

In order to signify clearly the interrelation or coalescence of those three
sacraments that are required for full Christian initiation (c. 842, § 2), adult
candidates, including children of catechetical age (seven (7) years or older), are to
receive baptism, confirmation, and Eucharist in a single Eucharistic celebration,
whether at the Easter Vigil or, if necessary, at some other time (NS 14).

B.

The rite of anointing with the oil of catechumens is to be omitted in the baptism of
adults at the Easter Vigil (NS 16; RCIA 98).

C.

Baptism by immersion is the fuller and more expressive sign of the sacrament
and, therefore, provision should be made for its more frequent use in the baptism
of adults (NS 17).

D.

Because deacons do not possess the faculty to administer the sacrament of
confirmation and because catechized adults should receive the sacraments of
baptism, confirmation, and Eucharist in a single ceremony, deacons should not
baptize adults except in cases of extreme emergency (c. 97, § 2; 852; 865, § 2;
866).

Marriage Cases of RCIA Candidates
A.

Upon accepting an inquirer into the parish RCIA process, the candidate’s marital
status is to be investigated by the priest or deacon.
1.

If a candidate is in an irregular marriage or desires to enter a marriage that
would be irregular due to either the candidate's previous marriage or the
intended spouse's previous marriage, the candidate is eligible to be
admitted into the RCIA process, but only into the pre-catechumenate and
catechumenate periods.
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a.

B.

C.

The candidate's marriage or intended marriage should be canonically clarified
upon admittance to the RCIA process and the necessary annulment/dissolution
processed so that as much time as possible can be given for the canonical process.
1.

Candidates should be made well aware that they are unable to enter the
rite of election or the sacraments of initiation until their marriage cases are
resolved.

2.

They also should be made aware of a possible negative judgment by the
tribunal.

The resolution of marriage cases for RCIA candidates or their spouses or intended
spouses takes time, and the petition is heard in turn according to date of
acceptance.
1.

D.

V.

The catechumen cannot enter the rite of election while in an
irregular marriage.

A case cannot be pushed ahead of others because the person is an RCIA
candidate.

A divorced person who is not presently married, and has no immediate marriage
plans, should not be kept from sacramental initiation upon completion of their
catechesis.

RCIA Part II: Exceptional Circumstances
A. Rite of Christian Initiation for Children of a Catechetical Age (Chapter 1)
1.

This form of the rite of Christian Initiation is intended for children, not
baptized as infants, who have attained the use of reason and are of
catechetical age (have completed seven (7) years of age).

2.

They seek Christian Initiation either at the direction of their parents or
guardians or, with parental permission, on their own initiative.

3.

Such children are capable of receiving and nurturing a personal faith and
of recognizing an obligation in conscience but they cannot yet be treated
as adults because, at this stage of their lives, they are dependent on their
parents or guardians and are still strongly influenced by their
companions and their social surroundings (RCIA 252).
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4.

5.

The Christian Initiation of these children requires both a conversion that
is personal and somewhat developed, in proportion to their age, and the
assistance of the education they need.
a.

The process of initiation thus must be adapted both to their
spiritual progress, that is, to the children's growth in faith, and to
the catechetical instruction they receive.

b.

Accordingly, as with adults, their initiation can be extended over
several years, if need be, before they receive the sacraments
(RCIA 253).

Since children who have reached the use of reason are considered, for
purposes of Christian Initiation, to be adults (c. 852, § 1), their formation
should follow the general pattern of the ordinary catechumenate as far as
possible, with the appropriate adaptations permitted by the ritual.
a.

They should receive the sacraments of baptism, confirmation, and
Eucharist at the Easter Vigil together with the older catechumens
(NS 18).

6.

A child is considered to have achieved a sufficient use of reason upon
completion of seven (7) years of age (c. 97, § 2).

7.

The children's progress in the formation they receive depends on the help
and example of their companions and on the influence of their parents.
Both these factors should therefore be taken into account.

8.

a.

Since the children to be initiated often belong to a group of
children of the same age who are already baptized and are
preparing for confirmation and Eucharist, their initiation
progresses gradually and within the supportive setting of this group
of companions.

b.

It is hoped that the children will also receive help and a good
example in living the Christian life from their parents, whose
permission is required for the children to be initiated. The period of
initiation will also provide a good opportunity for the family to
have contact with the priest and catechist (RCIA 254).

Consult the Religious Education Guidelines for Parishes and Schools for a
detailed description of catechetical content.
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B.

Preparation for Baptized, Uncatechized Adults (Chapter 4)
1.

This rite concerns adults who were baptized as infants either as Roman
Catholics or as members of another Christian community but did not
receive further catechetical formation or, consequently, the sacraments of
confirmation and Eucharist.
a.

Even though these adults have not yet heard the message of
Christ, their status differs from that of catechumens, since by
baptism, they have already become members of the Church and
children of God.
i.

2.

Hence, their conversion is built on the baptism they have
already received, the effects of which they must develop
(RCIA 400).

For the most part the plan of catechesis corresponds to the one laid down
for catechumens.
a.

In the process of catechesis, it should be taken into account that
these adults have a special status because they are already
baptized (RCIA 402).

3.

Although it is not generally recommended, if the sacramental initiation
of such candidates is completed with confirmation and Eucharist on the
same occasion as the celebration of the full Christian initiation of
candidates for baptism, the condition and status of those already baptized
should be carefully respected and distinguished (NS 26).

4.

The celebration of the sacrament of penance with candidates for
confirmation and Eucharist is to be carried out at a time prior to and
distinct from the celebration of confirmation and the Eucharist.
a.

As part of the formation of such candidates, they should be
encouraged in the frequent celebration of this sacrament (NS 27).

5.

Regarding the faculty to administer the sacrament of confirmation, see
Confirmation (Sec. O-III).

6.

Only the ordinary minister of Confirmation, that is the Bishop, has the
faculty to confirm:
a.

In the case of a baptized Catholic who, though raised in the
faith, was never confirmed (NS 28).

b.

In the case of baptized, uncatechized Catolics.
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C.

7.

In order to maintain the interrelationship and sequence of
confirmation and Eucharist as defined in Canon 842, § 2, priests
who lack the faculty to confirm should seek it from the diocesan
Bishop, who may, in accord with Canon 884, § 1, grant the faculty if
he judges it necessary (NS 29).

8.

If delegation to confirm baptized Catholics at the Easter Vigil is
deemed appropriate, the pastor should state in writing his reasons
and forward them to the diocesan Bishop.

Reception of Baptized Christians into Full Communion of the Catholic Church
(Chapter 5)
1.

This is a liturgical rite by which a person baptized in a separated
ecclesial community is received, according to the Latin rite, into the full
Communion of the Catholic Church (RCIA 473).

2.

In the case of Eastern Orthodox Christians who enter into the fullness of
Catholic Communion, no liturgical rite is required, but simply a
profession of Catholic faith, even if such persons are permitted, in virtue
of recourse to the Apostolic See, to transfer to the Latin Rite (RCIA
474).

3.

Anything that would equate candidates for reception with those who are
catechumens is to be absolutely avoided (RCIA 477).

4.

In all cases, discernment should be made regarding the length of
catechetical formation required for each individual candidate for
reception into the full Communion of the Catholic Church (RCIA 478;
NS 30).

5.

One who was born and baptized outside the visible Communion of the
Catholic Church is not required to make an abjuration of heresy, but
simply a profession of faith (RCIA 479).

6.

The sacrament of baptism cannot be repeated and therefore, it is not
permitted to confer it conditionally, unless there is a reasonable doubt
about the fact (no record or witness) or validity (use of water and
Trinitarian formula) of the baptism already conferred. (RCIA 480; NS
37).
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7.

8

Those who have been baptized but have received relatively little
Christian upbringing may participate in the elements of catechumenal
formation so far as necessary and appropriate, but should not take part in
rites intended for the unbaptized catechumens.
a.

They may, however, participate in celebrations of the Word
together with catechumens.

b.

They may be included with uncatechized adult Catholics in such
rites as may be appropriate among those included or mentioned in
section V.B: Preparation for Baptized, Uncatechized Adults
(Page L-8) above.

c.

The rites of presentation of the creed, the Lord's Prayer, and the
book of the Gospels are not proper except for those who have
received no Christian instruction and formation.

d.

Those baptized persons who have lived as Christians and need
only instruction in the Catholic tradition and a degree of
probation within the Catholic community should not be asked to
undergo a full program parallel to the catechumenate (NS 31).

It is preferable that reception into full Communion not take place at the
Easter Vigil lest there be any confusion of such baptized Christians with
the candidates for baptism, possible misunderstanding of or even
negative reflection upon the sacrament of baptism celebrated in another
Church or ecclesial community, or any perceived triumphalism in the
liturgical welcome into the Catholic Eucharistic community (NS 33).
a.

9.

In fact, their reception can occur at any time during the year,
though a Sunday or the Easter season are preferred liturgical
times.

Nevertheless if there are both catechumens to be baptized and baptized
Christians to be received into full Communion at the Easter Vigil, for
pastoral reasons and in view of the vigil's being the principal annual
celebration of the Church, the combined rite is to be followed:
"Celebration at the Easter Vigil of the Sacraments of Initiation and of the
Rite of Reception into the Full Communion of the Catholic Church.”
a.

Clear distinction should be maintained during the celebration
between candidates for sacramental initiation and candidates for
reception into full Communion; ecumenical sensitivities should
be carefully respected (NS 34).
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10.

The celebration of the sacrament of reconciliation with candidates for
reception into full Communion is to be carried out at a time prior to and
distinct from the celebration of the rite of reception.
a.

VI.

As part of the formation of such candidates, they should be
encouraged in the frequent celebration of this sacrament (NS 35).

RCIA: Related Issues
A.

Validity of Baptism in Separated Christian Communities
1.

Eastern Orthodox Christians and Those Equated with Eastern Christians
Baptism in other Christian churches is presumed valid by Roman
Catholics, and any practice which might be interpreted as "rebaptism"
must be avoided.

2.

Non-Eastern Christians (Protestants):
a.

In determining the validity of the baptism conferred in other
Christian communions, account must be taken of matter, form and
sufficient intention (Ecumenical General Directory2, p. 4).

b.

Matter and Form
i.

Baptism by immersion, pouring or sprinkling together with
the Trinitarian formula is of itself valid.
•

2

With regard to all Christians, consideration should
be given to the danger of invalidity when baptism is
administered by sprinkling, especially of several
people at once. Therefore, if the rituals and
liturgical books or established customs of a church
of community prescribe one of these ways of
baptizing, evidence is required that the minister of
baptism was faithful to the norms of that church.
This can be in the form of a baptismal certificate
with the name of the minister showing that the
minister used the approved ritual for baptism.

Hereafter EGD
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c.

Faith and Intention
Sufficient intention is to be presumed in the ministers who
conferred the baptism unless there is a serious reason to question
the desire “to do what Christians do” (EGD 4).

d.

The Application of the Matter
Where doubt arises about the application of the matter, both
reverence for the sacrament and respect for the ecclesial nature of
the other communities demand that a serious investigation of the
community’s practice and/or circumstances of the particular
baptism be made before any judgment is passed on the validity of a
baptism by reason of its manner of administration.

e.

When, because of serious doubt, conditional baptism is conferred,
the meaning of and the reason for the conditional baptism should
be explained as well as the fact that it is not a re-baptism.
i.

f.

B.

Further, the baptism should be administered privately with
a minimum of notice in the simple form. (EGD 4; RCIA 7)

See Appendix A: Information Concerning Validity of Baptism of
Non-Catholic Churches and Communities (Page L-14) for
information concerning validity of baptism of non-Catholic
churches.

Validity of Confirmation in Separated Christian Communities
1.

Eastern Christians (Orthodox) and Those Equated with Eastern Christians:
Confirmation is valid; hence, the candidate is not re-confirmed.

2.

Non-Eastern Christians (Protestants):
Some ecclesial communities have a confirmation rite (e.g. Episcopalians
and Lutherans). These are not valid in the Catholic Church; candidates
from these churches are to be confirmed.
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C.

Recordings of Sacraments
1.

Elect who have received full initiation (baptism, confirmation, and
Eucharist): Their names are recorded in the baptismal register with all
pertinent information.
a.

2.

3.

The Baptized Christian Who Enters into Full Communion (Profession of
Faith, Confirmation, Eucharist):
a.

Their names are recorded in the profession of faith register or, in
its absence, the baptismal register under the date of profession of
faith.

b.

The baptismal information (date and place) should be recorded
with all other notations.

c.

Notations are also made in the confirmation and Eucharist
registers.

Periodically the situation will arise where parents who have had a child
baptized in a non-Catholic church want their child to become Catholic.
One reason this could occur is when the parent is brought into the Church
through initiation.
a.

VII.

Notations are also made in the confirmation and Eucharist
registers.

If the child is under the catechetical age (seven (7) years) the
parent(s) make a profession of faith for the child.
i.

Once made, the parish records in the Baptismal Record of
the parish the information on the child’s baptism and
profession of faith.

ii.

Once recorded, a profession of faith certificate is issued to
the parents and the Catholic parish becomes the place of
sacramental record for the child.

Consult the tribunal for updates or additions/deletions to this section.
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Appendix A: Information Concerning Validity of Baptism of NonCatholic Churches and Communities
NOTE: Many Protestant communities have a dedication ceremony or other ceremony that is
not a baptism. If the church has a dedication ceremony, their baptism is generally not
conferred until the age of reason or until the approximate age of thirteen (13) years.
Adventists
Water baptism is by immersion with the Trinitarian formula. Baptism is given at the age of
reason. A dedication ceremony is given to infants. The two ceremonies are separate.
Valid Baptism if the Trinitarian formula is used with immersion.
given to infants is an invalid Baptism.

The dedication ceremony

African Methodist Episcopal
Baptism with water by sprinkling, pouring, or dunking. Trinitarian form is used. There is an open
door ceremony that is not baptism.
Valid Baptism except when sprinkling is used.
Amish and Mennonites
No infant baptism. The rite of baptism is valid.
Anglican
Valid baptism.
Apostolic Church
An affirmative decision has been granted in one case involving “baptism” in the Apostolic
church. The minister baptized according to the form found in the Acts of the Apostles, Chapter 2
and not in the Gospel of St. Matthew. The form used was “We baptize you into the name of
Jesus Christ for the remission of sins, and you shall receive a gift of the Holy Ghost.” No
Trinitarian formula was used.
Valid if pouring or immersion are used with the Trinitarian formula.
The Assembly of God
The dedication ceremony is possible. Infants are not customarily baptized. Baptism through
water takes place when a person is mature enough to understand its implications. The method of
baptism is not outlined but appears valid.
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Baptist
No infant baptism. There is a ceremony of dedication. Valid baptism takes place at the
approximate age of 13.
Evangelical United Brethren
Members are not received into this church unless they have been baptized. Assurance of baptism
is required before membership is extended. There is a dedication ceremony. Baptism by water
seems valid and is generally done by immersion, pouring, or sprinkling. The Trinitarian formula
is used.
It is a valid baptism except when sprinkling is used.
Church of the Brethren
Baptism is made by triple immersion. The formula of Matthew is used.
Valid baptism.
Church of Jesus Christ of Latter Day Saints (Mormons)
Invalid: According to the decision of the Congregation for Divine Worship and Discipline of the
Sacraments in a private response to a diocesan inquiry: “the Catholic Church does not recognize
the baptism of Mormons” (1989).
Church of God
There is a public baby dedication with no sacramental significance. Baptism is conferred later by
immersion and with a Trinitarian formula. Baptism is conferred when the individual asks for it.
Valid baptism.
Christian and Missionary Alliance
No belief in infant baptism, but only to those who give evidence of repentance and new birth.
Baptism is conferred before the age of twelve (12). It is conferred by immersion. It is given upon
personal confession of Christ as Savior of this person. The formula is not given.
If the Trinitarian formula is not used, the Baptism is invalid.
Christian Reformed Church in North America
Valid baptism.
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Christian Scientist
The mother church of all Christian Science churches states: “Baptism is an individual spiritual
experience. It is not a religious rite or ceremony performed by an ordained minister or priest.”
No true baptism.
Church of Divine Science
Invalid baptism.
Congregational Church
Valid baptism.
Episcopalian
Valid baptism.
Evangelical Churches
Valid baptism.
Jehovah’s Witness
Water is used but no Trinitarian formula. Invalid baptism.
Lutheran Church
Valid baptism.
Methodist Church
Valid baptism.
Liberal Catholic Church
Valid baptism.
Masons
No baptism.
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Church of the Nazarene
Infants are baptized or dedicated according to the wish of the parents. The form is Trinitarian.
The matter is not mentioned. The dedication ceremony is not baptism. Adult baptism is valid.
Old Catholics
Valid baptism.
Pentecostal Churches
Baptism is considered necessary for salvation and is done by immersion. Because a Unitarian
formula is used, baptism is invalid.
Polish National Church
Valid baptism.
Presbyterian Church
Valid baptism.
Quakers (Society of Friends)
Enrollment on Sunday school rolls does not mean baptism. The Friends church does not observe
baptism as an outward rite, but rather an inward work of God. There are no baptism records.
Baptism is spiritual and “in no way strengthened by the application of water.”
Invalid baptism.
Reformed Church in America
Valid baptism.
Salvation Army
No baptism.
St. Augustine Orthodox Catholic Church
This congregation in Round Rock is part of the Ukrainian Autocephalous Orthodox Catholic
Church and the validity of their ordination is in doubt. While their Baptism is valid, anyone who
was Chrismated in the church needs to be confirmed when they become a Catholic. They are
more closely associated with the Anglican Church.
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United Church of Christ (Congregationalist, Evangelist and Reformed Church)
Valid baptism.
Unitarian Universalist Association (Church)
Universalists and Unitarians voted to merge in 1960. There is a denial of the Trinity and divinity
of Jesus. No valid baptism in either church.
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Policy on the Eucharist
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

The celebration of the sacrament of Eucharist is central to our Catholic Christian life. As the
“repeatable” sacrament of our initiation in Christ, we are bound to the Sunday1 celebration of
the Eucharist. These words taken from the Rite of Christian Initiation of Adults summarize the
important place of this sacrament:
Finally, they come to the table of the Eucharist, to eat the Flesh and drink the Blood of
the Son of Man so that they may have eternal life and show forth the unity of God's
people. By offering themselves with Christ, they share in His universal sacrifice: the
entire community of the redeemed is offered to God by their High Priest. They pray for a
greater outpouring of the Holy Spirit so that the whole human race may be brought into
the unity of God's family (RCIA 2).

II.

Liturgical Year and the Calendar
The historical events by which Christ Jesus won our salvation through his death are not merely
commemorated or recalled during the course of the liturgical year; rather, the celebration of the
liturgical year exerts a special sacramental power and influence which strengthen 2Christian life
(Paul VI, General Norms for the Liturgical Year and The Calendar (Feb 14, 1969) ).
The Church celebrates the memory of Christ's saving work on appointed days in the course of
the year. Every week the Church celebrates the memorial of the resurrection on Sunday, which
is called the Lord's Day. This memorial is also celebrated together with the passion of Jesus on
the great feast of Easter once a year. Throughout the entire year, the mystery of Christ is
unfolded and the birthdays (days of death) of the saints are commemorated (GNLYC 1).

1
2

Hereafter RCIA
Hereafter GNLYC
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A.

Holy Days of Obligation
In addition to Sunday, the original Feast Day, the following are feast days of obligation
in the United States:

B.

1.

Solemnity of Mary, Mother of God (January 1)

2.

Assumption (August 15)

3.

All Saints (November 1)

4.

Immaculate Conception (December 8)

5.

Christmas (December 25)

Anticipated Masses for Sunday and Feast Days
1.

Anticipated3 Masses should be scheduled in the evening (Eucharisticum
Mysterium , 28). In the Diocese of Austin, no anticipated Mass for Sunday or
holy day may be scheduled earlier than 4 p.m.

2.

The obligation of assisting at Mass is fulfilled by attending a Mass celebrated
anywhere in a Catholic rite, either on the Sunday or holy day itself, or on the
evening of the preceding day (c. 1248, § 1). Accordingly, participation in any
Mass (e.g. Nuptial Mass celebrated after 4 p.m. on a Saturday) fulfills the
precept. In such celebrations, the liturgical norms for the particular Sunday or
holy day are to be observed. In order to determine when Ritual Masses are
permitted to be celebrated, please refer to the norms for the individual Ritual
Masses in the Sacramentary.

3.

On the occurrence of holy days on Saturday or Monday, the Mass of the holy
day is celebrated. Whenever January 1, the Solemnity of Mary, Mother of God;
or August 15, the Solemnity of the Assumption; or November l, the Solemnity
of All Saints, falls on a Saturday or on a Monday, the precept to attend Mass is
abrogated (NCCB, Nov. 17, 1992). While the holy day obligation is
automatically abrogated on these days, the liturgy of the feast is still to be
celebrated in every parish and institution at a convenient time in such a way that
the dignity of the feast is maintained. The exceptions to this abrogation are
December 25, Christmas; and December 8, the Solemnity of the Immaculate
Conception.

4.

Paschal Triduum
a.

3

The instructions contained in the ritual books relating to the
Paschal Triduum should be carefully observed.

Hereafter EM
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5.

b.

The number of celebrations should be limited to those deemed truly
necessary for pastoral needs.

c.

The Mass of Christian Burial is not allowed on Holy Thursday, and
throughout the Paschal Triduum. However, a non-Eucharistic funeral
service is always permitted.

Holy Thursday
Parishes are asked to adhere to the time of day indicated for the service: "The
Mass of the Lord's Supper is celebrated in the evening, at a convenient hour,
with the full participation of the whole community and with all the priests and
clergy exercising the ministry." The Ordinary may allow one additional Mass to
be celebrated for those unable to attend the solemn celebration of the Lord's
Supper in the evening. This Mass must not prejudice the principal evening Mass
(Sacramentary, Holy Thursday).

6.

Good Friday
The celebration of the Lord's Passion should begin about 3 p.m., unless pastoral
reasons suggest a later hour. If the size or nature of a parish so indicates, the
celebration may be repeated later. Holy Communion may be given to the faithful
only at the celebration of the Lord's Passion, but may be brought at any hour of
the day to the sick who cannot take part in the service.

7.

Easter Vigil (Holy Saturday)
a.

Only with the Solemn Vigil during the night does the Easter celebration
begin.

b.

Before the celebration on Holy Saturday evening, holy Communion may
be given only as viaticum.

c.

The entire celebration of the Easter Vigil takes place at night. To ensure
darkness, it can begin 30 minutes after the scheduled sunset. It
should end before daybreak on Sunday.

d.

Although it is never permitted to celebrate the entire Easter Vigil more
than once in a given church or to anticipate the Mass of Easter before
the Vigil, for pastoral reasons an additional Mass may be celebrated
after the Mass of the Vigil. Such a Mass may follow the Liturgy of the
Word of the Mass of the Easter Vigil and other texts of that Mass
should include the renewal of baptismal promises (Sacramentary, Easter
Vigil).
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8.

Christmas Midnight Mass
Christmas Midnight Mass should only be celebrated in churches, chapels, and
nursing homes.
a.

III.

It is not permitted to celebrate it in a private home.

Offices and Ministries in the Mass
All in the Eucharistic assembly have the right and duty to take their own parts according to the
norms for their liturgical roles and they are to be trained before undertaking these offices.
Individuals should not exercise two ministerial roles at the same Mass (e.g., lector and
extraordinary minister of holy Communion).
A.

Place of Priest at the Eucharist
1.

Celebration
a.

b.

c.

The chasuble is always worn by the celebrant even for daily Mass.
i.

In concelebration, a concelebrant may wear alb and stole.

ii.

The liturgical colors are as follows: white, violet, red, green. Blue
is not a liturgical color for the Roman Rite.

The Eucharistic prayer is the prayer of the Church and not a private
prayer.
i.

The people, then, have a right to the official prayer of the Church
in public liturgy and not a private composition, regardless of its
beauty and timeliness.

ii.

Private interpolation where options are not allowed intrudes on
the public worship of the Church and is not permitted.

The homily is considered an integral part of the Mass and not a separate
rite that is inserted in the liturgy; therefore, the homilist should not make
the sign of the cross before and after the homily.
i.

d.

The General Instruction directs the celebrant to make the sign of
the cross at the beginning of the introductory rite but not during
the penitential rite.

The Host should not be broken during the institution narrative of the
Eucharistic prayer.
i.

The consecration is a narration or proclamation and not a reenactment.

ii.

The Host should be broken at the fraction rite.
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e.

2.

The “rite of peace” comes within the rite of Communion and thus is a
preparation for the reception of Communion. As such, it is a sign of
reconciliation whereby one demonstrates a willingness to be reconciled
and at peace with all before receiving the Body and Blood of Christ.
i.

The priest is to give a sign of peace to the deacon or other
ministers in the sanctuary but not to the congregation who offer a
sign of peace to each other.

ii.

The priest is not to leave the sanctuary during the sign of peace
unless pastoral reasons indicate (General Instruction of the
Roman Missal (2002) 4, 154).

Concelebration
a.

b.

c.

Concelebration is required at the ordination of Bishops and priests and at
the Chrism Mass. It is recommended, unless the good of the faithful
should require or suggest otherwise, at:
i.

The evening Mass of Holy Thursday

ii.

The Mass for councils, meetings of Bishops, and synods

iii.

The Mass for the blessing of an abbot

iv.

The conventual Mass and the principal Mass in churches and
oratories

v.

The Mass of any kind of meeting of priests, whether secular or
religious.

Concelebration is also optional at other times.
i.

It may take place provided the needs of the faithful do not require
or suggest individual celebration.

ii.

It is forbidden to have an individual celebration of the Eucharist
in the same church or oratory during a concelebration (c. 902;
GIRM 2002, 203).

The concelebrants put on the vestments usual for individual celebrants.
For a good reason, however, the concelebrants may omit the chasuble
and wear the stole alone over the alb, but the principal celebrant always
wears the chasuble (GIRM 2002, 209).

4
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B.

d.

Catholic priests are prohibited from concelebrating the Eucharist with
priests or ministers of churches or ecclesial communities who do not
have full Communion with the Catholic Church (c. 908).

e.

At the end of the preparation of the gifts, the concelebrants come near
the altar and stand around it in such a way that they do not interfere with
the actions of the rite and that the people have a clear view. They should
not be in the deacon's way when he has to go to the altar in the
performance of his ministry (GIRM 2002, 215).

f.

The parts of the Eucharistic prayer said by all the concelebrants together
are to be recited in such a way that the concelebrants say them in a softer
voice and the celebrant's voice stands out clearly (GIRM 2002, 218).

g.

Unless otherwise indicated, only the principal celebrant makes the
gestures. However,
i.

At the epiclesis, the concelebrants speak the words with both
hands out stretched toward the offerings.

ii.

At the words of institution each concelebrant extends his right
hand toward the bread and toward the chalice and, afterward,
bows low.

iii.

Only one chalice and paten are elevated at the doxology by the
celebrant and a deacon or concelebrant.

h.

The celebrant alone makes the extended arm gesture of prayer at the Our
Father.

i.

The celebrant alone elevates the Host and cup at Communion time.

j.

After the celebrant receives from the cup, he begins the distribution of
Communion to the faithful without waiting for the concelebrants to
receive from the cup.

Place of Deacons at the Eucharist
For guidelines on the manner in which a deacon exercises his liturgical function at the
Eucharist, see GIRM 2002, 171-189 and Liturgy Guidelines for Deacons (Diocese of
Austin, May 2004).
1.

The various ministries of the deacon at Mass may be distributed among several
deacons, present and wearing their vestments. (See Congregation of Rites,
instruction 21, 6/68, nn. 4 & 5)

2.

Other deacons who are present but not called upon to function in the celebration
should not vest or occupy a specific place in the liturgy, unless they are

July 28, 2017

M-8

participating as the order of deacons, e.g., at the liturgy of ordination of another
deacon (Bishops’ Committee on Liturgy Newsletter (USCCB, Oct 1981) 5).
C.

Extraordinary Ministers of Holy Communion
They serve under the jurisdiction of the Bishop (request, approval, mandate, training,
catechesis, deputation, etc.).

5

1.

Extraordinary ministers of holy Communion may be designated to distribute
holy Communion at Mass or to bring Communion to those confined to hospitals,
institutions, or their own homes.

2.

It is especially desirable that extraordinary ministers of holy Communion take
the Eucharist from Mass on Sundays and holy days, as an extension of the
community liturgy, and bring it to those confined at home.

3.

No one can begin this ministry without instruction, careful practical training by
the local priests, the Bishop's mandate, and a parish deputation ceremony at
Mass.

4.

Patients, staff of institutions, and families of the homebound must receive a
careful explanation before distribution. This includes:
a.

Emphasis on the authorization by the Holy Father and the Bishop

b.

Distinction between holy orders (consecration of the Eucharist) and lay
ministry (distribution of the holy Communion)

c.

Explanation of the extension of the liturgy from the community to the
patients

d.

Description of the ritual

e.

Arrangements for
arrangements, etc.

f.

Assurance of regular pastoral visitation and availability of a priest

g.

Introduction of the extraordinary ministers of holy Communion to staff
and patients by the local priest before initiation of the program

h.

An explanation to the families of institutional patients, where possible

place,

time,

assembly

of

patients,

bedside

5.

Application for a mandate is made in writing by the local priest to the Bishop,
stating the education the candidates have received, their readiness for this
ministry, and the name of each candidate. See the form on page M-32.

6.

The candidates must be fully initiated in the Church, persons of genuine
Eucharistic faith, living exemplary Catholic lives, and have sound psychological
maturity. The person must have no impediment to sacramental reception. Great
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care is needed in this selection and should involve the opinions of priests and
laity. The candidates may be men or women, laity or religious. Youth may be
designated as Communion ministers at the discretion of the pastor.
7.

It must be kept in mind that extraordinary ministers of holy Communion are
mandated for Mass only for genuine need due to the lack of ordinary
ministers (priests and deacons) and great numbers of communicants.

8.

The mandate is given to a specific person and for a specific place and time. In
any case, the mandate terminates if the minister moves, or at the discretion of
the Bishop and the local priests. It is given only as long as the spiritual good of
the faithful is served and where general necessity perdures.
a.

After expiration of the mandate, re-application is required if the person
is to continue in this service.

9.

Norms for determining need, selecting, training, and mandating extraordinary
ministers of holy Communion in the diocese may be obtained by contacting the
diocesan Worship Office.

10.

Any training of extraordinary ministers of holy Communion must include
catechesis on:

11.

a.

The ecclesial nature of the Eucharist as the common possession of the
whole Church

b.

The Eucharist as the memorial of Christ's sacrifice, his death and
resurrection, and as the Sacred Banquet

c.

The Real Presence of Christ in the Eucharistic elements, whole and
entire, in each element of bread and wine (the doctrine of concomitance)

d.

The kinds of reverence due at all times to the sacrament, whether within
the Eucharistic liturgy or outside the celebration

e.

Directives of the General Instruction of the Roman Missal and the
Norms for the Distribution of Communion Under Both Kinds in the
Dioceses of the United States

Specific directives regarding extraordinary ministers of holy Communion
a.

Extraordinary ministers of holy Communion do not communicate
themselves when they assist the priest at Mass.
i.

After the priest has received Communion in the usual way, the
ministers receive the Host from the priest.

ii.

As ministers exercising their office, they should receive
Communion under both kinds.

iii.

The priest or deacon offers the chalice to the extraordinary
minister. The minister then receives a chalice or ciborium from
the priest or deacon and distributes to the faithful with the words
“The Body of Christ” or “The Blood of Christ.” No other words
are to be used (GIRM 161, 286).
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b.

Extraordinary ministers of holy Communion fulfill their function in a
Mass only when there is not a sufficient number of ordinary ministers
present. “The Pontifical Commission indicated that when ordinary
ministers (bishop, priest, or deacon) are present at the Eucharist, whether
they are celebrating or not, and are in sufficient number and are not
prevented from doing so by other ministries, the extraordinary ministers
of the Eucharist are not allowed to distribute Communion either to
themselves or to the faithful” (Apostolic Pro-Nuncio Letter, 11/21,
1987).

c.

Extraordinary ministers of holy Communion should be appropriately
dressed when distributing Communion during the liturgy.

d.

In bringing Communion to the sick or home-bound, the Body of Christ
(Host) is to be placed in a pyx. It is not to be carried in a handkerchief or
any other receptacle.
If extraordinary ministers of holy Communion accept the Host
for the sick during Communion time, they are to go immediately
to the sick at the conclusion of Mass.

ii.

It is not respectful or proper for a minister to have the Sacred
Host with him or her while visiting after Mass with other
parishioners.

e.

If for any reason a sick person is not able to consume the Host
immediately, it is to be returned to the tabernacle. It is gross negligence
to leave the Host in a room for the sick person to receive at a later time.

f.

For no reason should any extraordinary minister of holy Communion
carry the Host around while shopping or engaged in any other activity,
nor should it be kept in one's home or vehicle overnight.

g.
D.

i.

i.

Hosts are to be brought to the sick immediately.

ii.

Hosts that are not consumed by the recipient are to be returned to
the tabernacle immediately or, if distance or other circumstances
prevent, the Host may be consumed by the minister.

The extraordinary ministers of holy Communion cannot give a liturgical
blessing to those who do not receive holy Communion.

Altar Servers
1.

In accord with the ruling of the Vatican Congregation for Divine Worship and
the Discipline of the Sacraments (15 March 1994), females are allowed to serve
at the altar.
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2.

An appropriate balance should be maintained between the number of boys and
girls who serve at Mass.

3.

The tradition of male servers should not diminish with the addition of females.

4.

All altar servers should be properly prepared and formed for assisting the priest
and deacon at liturgies.

5.

Servers should be mature enough to understand their responsibilities and to
carry them out well and with appropriate reverence.

6.

Young students should have received their First Communion before becoming
altar servers and normally receive the Eucharist whenever they participate in the
liturgy.

7.

Servers should be emotionally mature and physically capable of carrying the
processional cross, holding the Roman Missal or carrying candles with little
difficulty. Middle school as well as high school students should also be
encouraged to serve at the altar.

8.

The proper vesture for altar servers is either cassock and surplice or alb.
a.

E.

Exceptions regarding vesture may be allowed by the pastor for a
particular occasion but not on an ongoing basis.

The Liturgy of the Word
In the celebration of the liturgy, the Word of God is not voiced in only one way, nor
does it always stir the hearts of the hearers with the same power. Always, however,
Christ is present in his Word; as he carries out the mystery of salvation, He sanctifies us
and offers the Father perfect worship.
Moreover, the Word of God unceasingly calls to mind and extends the plan of salvation,
which achieves its fullest expression in the liturgy. The liturgical celebration becomes,
therefore, the continuing, complete and effective presentation of God's Word.
That Word constantly proclaimed in the liturgy is always, then, a living, active Word
through the power of the Holy Spirit. It expresses the Father's love that never fails in its
effectiveness toward us (Lectionary for Mass 6, 4).
1.

The importance of the Word of God is particularly evident in our liturgical
celebrations through the ministers of the Word, the place from which the Word
is proclaimed, and the books from which the Word is proclaimed.

6
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a.

b.

c.

Ministers of the Word
i.

The proper ministers of the Word of God are lectors for the preGospel readings, the cantor for the Responsorial Psalm and
Gospel verse, and the deacon or priest for the proclamation of the
Gospel.

ii.

Each of these ministers should be fully prepared for the ministry
of the Word and should fulfill that ministry with dignity,
reverence, and competence.

Place of Proclamation
i.

There must be a place in the church that is somewhat elevated,
stable, and of a suitable design and nobility for the proclamation
of the Word.

ii.

It should reflect the dignity of God's Word and be a clear
reminder to the people that, in the Mass, the table of God's Word
and of Christ's Body is placed before them.

iii.

It must be reserved for the readings, the Responsorial Psalm, the
Easter proclamation, the homily, and the general intercessions
(LM 32).

Books for the proclamation of the Word
The books containing the readings of the Word of God remind the
hearers of the presence of God speaking to his people.

d.

i.

Since in liturgical celebrations the books, too, serve as signs and
symbols of the sacred, care must be taken to ensure that they
truly are worthy and beautiful.

ii.

Each parish should have a Lectionary from which the readings
are proclaimed. Parishes should obtain a Book of the Gospels for
use (especially on Sundays and major feasts) in conjunction with
a Gospel Procession.

iii.

Only the Book of the Gospels is carried in the Entrance
Procession of the Mass (GIRM 2002, d 120).

Proclamation
i.

At the conclusion of the First and Second Readings at Mass, the
proper conclusion of the lector is to be "The Word of the Lord."
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2.

ii.

The priest or deacon is to conclude the Gospel with the words
"The Gospel of the Lord."

iii.

This is more in keeping with the Latin text and parallels the
distribution formula of Communion (USCCB March 25, 1992).

The Homily at Mass
The Church calls upon the homilist at Mass to develop some point in the
readings or of another text from the Ordinary of the Mass of the day, and
reminds him to "keep in mind the mystery that is being celebrated and the needs
of the particular community."
a.

Who is to Preach
The Code of Canon Law states that the faculty to preach the homily at
the Eucharist is to be granted only to priests and deacons (c.764). The
diocesan Bishop may not dispense from this norm.

b.

The Responsibility of the Homilist
i.

The preparation of the homily should grow out of a prayerful
penetration of Scripture, to a particular people, in the present
moment in history.

ii.

The homily should be concise so that it maintains a proper
balance with the other elements of the liturgical celebration.

iii.

By his ministry the homilist is required to apply the Word of God
proclaimed.

iv.

The homily cannot be replaced by a lecture or other presentation
unrelated to the Scriptures or the theme for the feast or season.

v.

Appeals for funds, tape-recorded "talks," or other matters may
not replace the homily given by the celebrant or another
authorized priest or deacon. However, the homily, properly
constructed and delivered, may provide motivation for the
support of the missions and for the poor and unfortunate of the
world.

vi.

Regular letters from the Bishop should be read at the time of the
announcements.

vii.

Announcements should not be made before or after the homily,
but either before Mass starts or after the prayer after Communion
and before the final blessing.
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F.

The Liturgy of the Eucharist
1.

Communion under both species: The teaching of the Church on the Real
Presence of Christ under both the species of bread and the species of wine
remains in force. Holy Communion has a more complete form as a sign when it
is received under both kinds. For, in this manner of reception, a fuller light
shines on the sign of the Eucharistic banquet. Moreover, there is a clearer
expression of the Lord and of the relationship of the Eucharistic banquet to the
eschatological banquet in the Father's kingdom (GIRM 2002, 281).
a.

b.

c.

Communion under both species is encouraged in all the parishes of the
Diocese of Austin in conformity with the norms of the Church and
provided that parishioners have been fully catechized about:
i.

The teaching of the Church on the Real Presence

ii.

The correct manner of receiving Communion from the cup

iii.

The fact that when Communion from the cup is offered it is the
option of the individual to receive or not to receive under the
form of wine

Communion under both species is permitted at most parochial and
special Masses celebrated in the United States. However, Communion
from the cup is not permitted in the following cases:
i.

At Masses celebrated in the open with a great number of
communicants (e.g., in a stadium)

ii.

At other Masses where the number of communicants is so great
as to make it difficult for Communion under both species to be
given in an orderly and reverent way (e.g., Masses celebrated in a
civic square or building that would involve the carrying of the
sacred species up and down a number of steps)

iii.

At Masses where the assembled congregation is of such a diverse
nature that is difficult to ascertain whether those present have
been sufficiently instructed about receiving Communion under
both species

iv.

When circumstances do not permit the assurance that due
reverence can be maintained toward the consecrated wine both
during and after the celebration (Inaestimabile Donum, 13-14)

The manner of distribution of Communion from the cup is discussed in
detail in Norms for the Distribution and Reception of Holy Communion
Under Both Kinds in the Dioceses of the United States of America
(USCCB, 2002). The material contained in this directory should also
form the basis for catechesis of a parish in preparation for the
inauguration of Communion from the cup.
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d.

2.

Communion can be given under the form of sacred wine alone in cases
of necessity (c. 925).

Specific Considerations
a.

If Mass is celebrated outside of a church, the Hosts not distributed
during the Communion rite are to be consumed by the ministers, or, if
the Hosts are numerous, they are to be transferred immediately to a
nearby tabernacle.
i.

b.

It is not proper to allow the Hosts to remain in a hall or
auditorium for transfer to a tabernacle at a later time.

When Communion is distributed under both species, care must be
taken not to consecrate more wine than it is reasonably expected will
be consumed by the communicants.
i.

The ancillary chalices are to be filled with the unconsecrated
wine at the time of the Preparation of the Gifts.

ii.

No consecrated wine may be poured from a flagon.

iii.

Any consecrated wine not consumed in the distribution of
Communion should be consumed reverently by the ministers
either at the altar, at the credence table, or in the sacristy
immediately, not after Mass has concluded.

c.

The excess consecrated species must never be poured into the
sacrarium or a sink.

d.

The Precious Blood may not be reserved in the tabernacle for later use.
i.

e.

When there are elements of the Sacred Species to be consumed, this
should take place at the credence table or in another designated area to
ensure the disposition of the consecrated species in a respectful manner.
i.

f.

The vessels can be cleansed after Mass.

Care should be taken not to consecrate more Hosts than are reasonably
expected to be consumed at the Mass.
i.

g.

If Precious Blood is to be administered as viaticum, it should
be preserved in a leak-proof container reserved for that purpose
and brought to the sick person immediately after Mass.

Only a small number of reserved Hosts should be kept for
Communion to the sick, viaticum, and Eucharistic devotion.

Small particles that break from the Hosts are to be treated with
reverence and consumed when purifying the vessels.
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h.

The Hosts are to be carried for distribution in a reverent manner.

i.

The altar cloth, corporal, and purificator should always be clean.
i.

When they become even slightly soiled, they should be
replaced with fresh, clean ones.
•

The same is true of albs and vestments.

j.

While receiving Communion, it is also improper to ask for an extra
Host to bring to the sick. In distributing Communion, extra Hosts are
not to be given to any communicant.

k.

In the western world a traditional way by which Catholics witness to
their belief in the presence of Jesus in the Eucharist is the genuflection.

l.

m.

i.

Whenever one comes into church where the Eucharist is
reserved in the tabernacle it is appropriate to genuflect in
adoration of Christ's presence.

ii.

A solemn bow to the altar is appropriate on coming into a
church if the sacrament is not reserved there but in a side chapel.

In the United States it is the custom for the congregation to kneel
during Mass from the beginning of the Eucharistic prayer until after the
Great Amen.
i.

The congregation then stands for the Our Father and remains
standing until after the Lamb of God prayer.

ii.

The faithful kneel at the words “Behold the Lamb of God”
(GIRM 2002, 43; Guidelines for the Diocese of Austin, 43).

When there are a large number of people of other faiths at weddings and
funerals, it is appropriate to announce at Communion time that they
can remain in their place when Catholics come forward to receive
Communion.
i.

When Catholics attend weddings or other services in nonCatholic churches, they are not allowed to partake in the
Communion service.

n.

The Sacred Host may be received in the hand or on the tongue
(GIRM 2002, 160).

o.

The Precious Blood is received by the faithful from the ancillary
chalice (GIRM 2002, 283).

p.

The reception of Communion is preceded by a simple bow of the
head (GIRM 2002, 160).
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3.

4.

q.

The communicant remains standing for the reception of holy
Communion (GIRM 2002, 160).

r.

If the communicant kneels, the minister is not to refuse the
person Communion because of this posture (GIRM 2002, 160).

The Eucharistic Fast
a.

A fast for one hour from food and liquid, other than water, is
required before holy Communion (c. 919, § 1).

b.

Water and medicine can be taken at any time before receiving the
Eucharist (c.
919, § 1).

c.

Those who are elderly or who are ill, as well as those who care for
them, are excused from fasting (c. 919, § 3).

d.

A priest who celebrates two (2) or three (3) Masses on the same day,
may take something before the second or third celebration even if the
period of one hour does not intervene (c. 919, § 2).

Communion More Than Once a Day
a.

The faithful may receive Communion again in the same day,
when they participate in a Eucharistic celebration.
i.

b.
5.

However, this is only a second time and not as often as one
participates in the celebration of the Eucharist.

Those in danger of death may receive viaticum any time, even if
they have already received Communion that day (c. 917; 921, § 2).

Sharing in Liturgical Worship with Eastern Christians (Orthodox)
Between the Catholic Church and the Eastern churches separated from us there
is still a very close communion in matters of faith. Moreover, through the
celebration of the Eucharist of the Lord in each of these churches, the
Church of God is built up and grows in stature and, although separated from
us, these churches possess true sacraments, above all (by apostolic succession)
the priesthood and Eucharist. This offers ecclesiological and sacramental
grounds for allowing and even encouraging some sharing in liturgical worship
(even Eucharistic) with these churches given suitable circumstances and the
approval of Church authority (Decree on Ecumenism and the Catholic
Eastern Churces 5, 15, 44).
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a.

b.

Catholics may attend Orthodox liturgical functions, if they have
reasonable grounds, e.g. arising out of public office or function, blood
relationships, desire to be better informed, an ecumenical gathering,
etc. In such cases, they are encouraged to take part in the common
responses, hymns, and actions of the church in which they are guests.
In Catholic liturgical services, an Orthodox clergyman who is
representing his church should have the place and liturgical honors as
would Catholics of equal rank and dignity. Prominent seating should be
arranged ahead of time.
i.

6.

A Catholic clergyman present in an official capacity at an
Orthodox service can, if it is acceptable to his hosts, wear choir
dress or the insignia of his ecclesiastical rank.

c.

A Catholic may read the lessons at an Orthodox liturgical function,
if he is invited. An Orthodox may be permitted to do the same at a
Catholic liturgical service.

d.

The Decree on Ecumenism (27) permits the sacraments of
penance, the Eucharist, and the anointing of the sick to be given to
Eastern Christians who are separated in good faith from the Catholic
Church, if they ask for them of their own accord and have the right
dispositions.
i.

However, the Guidelines issued by the Standing Conference of
Canonical Orthodox Bishops in the Americas generally forbid
the reception of the sacraments by their faithful from other
than Orthodox clergy.

ii.

There are other separated Eastern Christians who are not
members of the Standing Conference and, consequently, not
bound by its Guidelines. Consultation with the authorities of
these churches will determine pastoral practice.

iii.

For the Nuptial Mass of an Orthodox and a Roman Catholic,
the pastor of the Orthodox party should be approached for a
practical judgment regarding Communion for the Orthodox
spouse (c. 844, § 3).

Viaticum
a.

All the baptized who are eligible by law to receive Communion are
encouraged to receive viaticum in danger of death.
i.

Children who have not reached the age of reason may receive
viaticum provided they can distinguish the Body of Christ from
ordinary food and receive Communion reverently.

ii.

Ideally, viaticum should be received during Mass and under both
species of bread and wine.
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iii.

b.

IV.

Those who, for medical reason, are unable to take the
consecrated bread, may receive viaticum in the form of
consecrated wine alone (Rite of Anointing of the Sick 27; c. 913,
§ 2).

Even if they have already received holy Communion that same day, it
is highly recommended that those who are in danger of death receive
Communion again.
i.

As long as the danger of death lasts, it is recommended that
holy Communion be administered a number of times, but on
separate days.

ii.

Holy viaticum should not be delayed too long.

iii.

Those involved in pastoral care are to be especially vigilant that
the dying receive viaticum while fully conscious.

iv.

The cause for the danger of death must be proximate, not
remote. (For example, a person who is about to undergo open
heart surgery is in proximate danger; a person taking an airplane
trip is only in remote danger.) (c. 921, 922)

Place of Celebration
A.

B.

The Eucharist should be celebrated in a sacred place, unless in a particular case necessity
requires otherwise. In such a case, the celebration must occur in a decent place (c. 923, §
1).
1.

A particular case includes not only a single occasion but also an individual priest
who must celebrate outside a sacred place on a regular basis.

2.

Cases of necessity include sickness, old age, distance from a church, pastoral
advantage such as Masses for children and other particular groups.

3.

A decent place is principally one that would not unduly hinder the participation of
the people as a result of undesirable distractions.

The Eucharistic sacrifice should take place on a dedicated or blessed altar.
1.

C.

Outside a sacred place a suitable table may be used, always with a cloth and
corporal (c. 932, § 2).

In a non-Catholic church, for a just cause and with the express permission of the diocesan
Bishop, a priest may celebrate the Eucharist in the place of worship of some church or
ecclesial community which does not have full Communion with the Catholic Church,
provided there is no scandal (c. 933).
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1.

D.

V.

This permission is not needed to celebrate the Eucharist in an interdenominational
chapel, such as at a hospital, prison, or military installation, since the Canon refers
only to the place of worship of some Christian denomination which is not in full
Communion with the Catholic Church, such as a Protestant or Orthodox Church.

A priest should be allowed to celebrate the Eucharist even if he is unknown to the rector
of a church, provided he has a letter of suitability from his Ordinary or his superior, which
is dated at least within the year. If he lacks such a letter he can still be allowed to
concelebrate if it is prudently thought that he should not be prevented (c. 903).

Mass Offerings
A.

Additional Masses on the Same Day
1.

A priest who presides at more than one Mass on the same day may apply an
intention for each Mass for which an offering is given.
a.

On Christmas a priest may keep the offerings for three Masses celebrated
on the same day (c. 951, § 1).

b.

On all other days he may keep only one offering and give the others to
purposes prescribed by the Bishop. However, some compensation by
virtue of an extrinsic title is admissible (c. 951, § 1).
Those who must celebrate Mass pro populo on Sundays and holy days
may keep the offering from a second Mass that day (c. 951, § 1 and its
commentary).

c.

2.

A priest concelebrating another Mass on the same day may not accept an
offering for it under any title (c. 951, § 2).
a.

3.

B.

Except on Christmas, a priest who is concelebrating may not accept an
offering for that Mass, unless it is the only Mass he is offering that day.

In the Diocese of Austin offerings accepted by diocesan priests after the first Mass
are to be sent to the vicar general to be distributed to poor parishes. Religious
order priests are to send such offerings to their order.

Collective Mass intentions
See A Decree of the Congregation for the Clergy (Page M-28).

C.

Stipends
1.

In accord with the approved custom of the Church, each priest, whether
celebrant or concelebrant, may accept an offering to offer Mass for a certain
intention (c. 945, § 1).

2.

Once the offerings (stipends) are accepted, separate Masses are to be offered for
the intentions of those who gave individual offerings, even though they be small
in amount (c. 948).
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3.
D.

No one is allowed to accept more Mass offerings to be applied by himself than
he is able to satisfy within a year (c. 953).

Amount of Offering
1.

The Bishops of a province are to define by decree the amount that is to be
offered in the whole province for the celebration and application of Mass. A
priest may not ask for an amount higher than this.
a.

However, a priest is free to accept an offering voluntarily given which is
higher or lower than the established amount.
i.

b.

The members of every kind of religious institute must observe the
amount defined by the above mentioned decree or custom (c. 952).

2.

If a sum of money is offered for the application of Masses and there is no
indication of the number of Masses to be celebrated, the number is reckoned on
the basis of the amount of the offering established in the place where the donor
lives, unless the donor's intentions must legitimately be presumed to have been
otherwise (c. 950).

3.

The ordinary stipend for Masses has been set for all dioceses of our
ecclesiastical province at U.S. $5.

4.

Mass intentions can not be refused due to the inability of the petitioner to offer
the full stipend.

5.

Mass stipends only become the possession of the priest when the Mass intention
is satisfied.
a.

E.

In the absence of such a decree, the custom of the diocese is to be
observed.

It is forbidden to borrow money from the Mass Stipend Account or to
take an advance of money from this account.

Record and Supervision
1.

Each priest must accurately record the Masses he has agreed to celebrate and
those which he has satisfied.
a.

Those who entrust to others Masses to be celebrated should record
without delay in a book both the Masses that were received and those
which were given to others.

b.

The amount of the offerings is also to be noted (c. 955, § 3 - 4).
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F.

2.

The pastor or rector of a church or other pious place in which Mass offerings are
customarily received should have a special book in which he accurately records
the number of Masses to be celebrated, the intention, the offering received, and
also the fact of their celebration (c. 958, § 1).

3.

The duty and right of ensuring that Mass obligations are satisfied belongs to the
local Ordinary in churches of the secular clergy and to superiors in churches of
religious institutes or societies of apostolic life (c. 957).
a.

The Ordinary is obliged either personally or through another to inspect
every year the Mass offering books (c. 958, § 2).

b.

In this diocese, this obligation is exercised by the vicars forane (deans).

On the Death of a Priest
Each priest is to offer three (3) Masses for the repose of a priest of the diocese after his
death.

G.

Bination and Trination
A priest may not celebrate Mass licitly more than once a day except in those cases in
which the law permits.
1.

H.

In the parishes of the Diocese of Austin, the Bishop allows priests to celebrate
Mass as often as needed in the local parishes on Sundays and holy days of
obligation, and to celebrate Mass twice a day on weekdays when there is a
genuine pastoral need due to an insufficient number of priests (c. 905).

Missa Pro Populo
After taking possession of the parish, the pastor is obliged to apply a Mass for the
people entrusted to him on every Sunday and holy day of obligation observed in the
diocese.

VI.

1.

If he is legitimately impeded from this celebration, he should apply a Mass on
these same days through another priest or he, himself, should do it on other
days.

2.

A pastor who has the care of several parishes need apply only one Mass on
Sundays and holy days for all the people entrusted to him.

3.

A pastor who has not satisfied these obligations shall as soon as possible apply
as many Masses for the people as he has omitted (c. 534).

Bread
A.

Wheat bread is necessary for validity. According to the standing tradition of the Latin
Church it must be unleavened. This is necessary for liceity (GIRM 2002, 320).
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B.

The nature of the sign demands that the material for the Eucharistic celebration truly
have the appearance of food.
1.

2.

C.

Accordingly, even though unleavened and baked in the traditional shape, the
Eucharistic bread should be made in such a way that the priest is able to break
the Host into parts and distribute them to at least some of the faithful (GIRM
2002, 321).
Parishes that are using the very small nickel-sized Hosts are urged to begin
using a larger Host for Communion. They more adequately fulfill the above
directive.

If there is a need to bake the bread for the Eucharist, the approved formula can be
obtained from the Worship Office. The bread must be merely wheat and recently made
or frozen so that there is no danger of spoiling (c. 924, § 2).
Permission may be granted by the Bishop to priests and laypersons affected by celiac
disease, after presentation of a medical certificate, to consume low-gluten altar bread
(BCL 2003, p. 45-50). Low-gluten Hosts are valid matter and may be obtained from:
1.

VII.

Benedictine Sisters of Perpetual Adoration, Altar Breads Department,
31970 State Highway P, Clyde, MO 64432-8100, (800) 223-2772,
www.benedictinesisters.org

2.

GlutenFreeHosts.com Inc., 100 Buckley Road, Liverpool, NY 13088,
www.GlutenFreeHosts.com, info@glutenfreehosts.com

3.

Parish Crossroads, P.O. Box 84, Zionsville, IN 46077-0084, (800) 510-8842,
www.ParishCrossroads.com, orders@parishcrossroads.com

Wine
The wine must be natural from the fruit of the grape and not spoiled (c. 924, §3).

VIII.

A.

Wine made from any other fruit or chemical is invalid matter.

B.

Care must be taken so that the wine does not turn to vinegar. If it becomes so sour that it
is regarded more as vinegar than wine, it is invalid matter.

C.

The wine must be natural and pure, that is, not mixed with any foreign substance
(GIRM 2002, 322). For liceity, it must not be mixed with any foreign substance.

Water
A small amount of water is to be mixed with the wine. This is needed for liceity only. It need
be observed only for the principal chalice in order to preserve the symbol of the one cup (BCL
1978, p. 96).
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IX.

Alcoholic Priests
A.

Priests unable to consume wine may receive by intinction when concelebrating or, when
celebrating alone, again by intinction, but leaving it to an assistant to consume the
consecrated wine (Congregation for the Doctrine of the Faith, Oct. 12, 1983) 7.
1.
2.

B.

X.

Those who celebrate alone must receive permission from the Bishop to receive
by intinction (CDF, Oct. 29, 1982).
Concelebrating priests may receive under the species of bread alone (CDF, July
1995).

Mustum
1.

Permission to use mustum can be granted by the Bishop to priests affected by
alcoholism or other conditions that prevent the ingestion of even the smallest
quantity of alcohol, after presentation of a medical certificate. By mustum is
understood fresh juice from grapes, or preserved by suspending its fermentation,
(by means of freezing or other methods that do not alter its nature).

2.

In general, those who have received permission to use mustum are prohibited
from presiding at concelebrated Masses. There may be some exceptions (for a
Bishop or superior general, with the Bishop's permission, a priest at his
anniversary, etc.). In these cases, the one who presides is to communicate under
both the species of bread and that of mustum, while, for the other concelebrants,
a chalice shall be provided in which normal wine is to be consecrated.

3.

In the very rare instances of laypersons requesting this permission, recourse
must be made to the Holy See through the local Bishop (CDF, July 1995).

Sacred Vessels
Among the requisites for the celebration of Mass, the sacred vessels hold a place of honor,
especially the chalice and paten, which are used in presenting, consecrating, and receiving the
bread and wine.
A.

Sacred vessels are to be made from precious metals.
1.

If they are made from metal that rusts or from metal less precious than gold
then, ordinarily, they should be gilded on the inside (GIRM 328).

B.

Vessels should be made from materials that are solid and that in the particular region
are regarded as precious.

C.

Chalices and other vessels that serve as receptacles for the Blood of the Lord are to have
a cup of nonabsorbent material.

D.

Vessels of glass, earthenware, clay, or other materials that break easily are not to be
used (Redemptionis Sacramentum, 117).

7

Hereafter CDF
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E.

XI.

The artist may fashion the sacred vessels in a shape that is in keeping with the culture of
the region, provided each type of vessel is suited to the intended liturgical use.

Scheduling of Masses
The Eucharist is important in the life of the parish. Daily Mass should be available to the
people.
A.

In parish with only one (1) priest, it is understandable that Mass not be scheduled on the
priest's day off.
1.

B.

C.

Sunday Masses should not be needlessly duplicated simply for convenience.
1.

Each parish is to review its schedule of weekend Masses to determine if fewer
Masses can appropriately serve the parish.

2.

Each Mass must provide for full, active, and conscious participation by all in the
assembly through the responses and music.

Parishes should not change regularly scheduled Mass times or add or subtract Masses
from the regular schedule without first consulting with the Bishop.
1.

XII.

Even on such a day, a Communion service should be conducted either by a
deacon or an extraordinary minister of holy Communion who is well trained for
this liturgical service.

One-time changes of the Mass schedule for special occasions, such as Holy Week,
or holy days, or the parish festival, etc., do not require consultation with the
Bishop.

Communion Outside of Mass
The faithful should be instructed carefully that, even when they receive Communion outside
Mass, they are closely united with the sacrifice which perpetuates the sacrifice of the cross. It
is, therefore, proper that those prevented from being present at the community's celebrations
should be refreshed with the Eucharist (EM 40, 41).
A.

Sacramental Communion received during Mass is the more perfect participation in the
Eucharistic celebration. The faithful should be encouraged to receive Communion
during the Eucharistic celebration itself.
1.

B.

Priests, however, are not to refuse to give Communion to the faithful who ask
for it even outside Mass (EM 33a).

Pastors should see that an opportunity to receive the Eucharist is given frequently to the
sick and aged, even though not gravely sick or in imminent danger of death. It is lawful
to minister Communion under the appearance of wine to those who cannot receive the
consecrated bread (EM 40, 41).
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XIII.

Paschal Precept
All the faithful, after they have been initiated into the Eucharist, are obliged to receive
holy Communion at least once a year.
A.

This precept must be fulfilled in paschal time from the First Sunday of Lent to
Trinity Sunday (Council of Baltimore, 257), but for just cause it may be fulfilled
at another time during the year (c. 920).

XIV. Preparation of Masses with the Bishop
In order to assure a consistency in quality and appropriateness in diocesan worship, the
following guidelines are established.
A.

The rites of ordination, the Chrism Mass, and the rite of election are to be prepared
and coordinated through the Worship Office.

B.

All major diocesan liturgies are to be prepared by their respective agencies in
cooperation with the Worship Office.
1.

XV.

The Liturgy Planning Form is sent to the office of the Bishop two (2)
weeks before the scheduled event.

C.

Those preparing parochial celebrations (i.e. parish anniversaries, dedications)
involving the Bishop are to consult with the Worship Office when the date is set by the
Bishop for the celebration.

D.

Funerals of priests and deacons are to be prepared with the assistance of the
Worship Office.

Care of Holy Oils
Holy Oils should be replaced after the Mass of Chrism each year.
A.

The new oils should be used in the celebration of the sacraments and the old oils
should be properly disposed of, preferably by burning.

B.

It is not proper to keep old oils stored in the sacristy or the rectory (Bishops’
Committee on Liturgy Newsletter, March 23, 1988).

XVI. Copyright laws
It is illegal and immoral to reproduce copyrighted materials (present and future
technologies) and music by any means without written permission of the copyright owner.
A.

Regardless of the use of the materials, it does not alter the legal or moral situation
of copying without permission.
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B.

This applies to all persons in all situations (Music in Catholic Worship n. 78; BCL
April 69, Sept. 94).

C.

Consult the Diocesan Copyright Statement, 1998.
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A Decree of the Congregation for the Clergy
(February 22, 1992)

ARTICLE I
According to c. 948, "separate Masses are to be applied for the intentions for which an individual
offering, even if small, has been made and accepted." Therefore, the priest who accepts the offering for a
Mass for a particular intention is bound “ex iustitia” to satisfy personally the obligation assumed (cf. c.
949) or to commit its fulfillment to another priest, according to the conditions established by law (cf. c.
954-955).
Priests who transgress this norm assume the relative moral responsibility if they indistinctly collect
offerings for the celebration of Masses for particular intentions and, combining them in a single offering
and, without the knowledge of those who have made the offering, satisfy them with a single Mass
celebrated according to an intention which they call "collective."
ARTICLE II
In cases in which the people making the offering have been previously explicitly informed and have
freely consented to combining their offerings in a single offering, their intentions can be satisfied with a
single Mass celebrated according to a "collective" intention.
In this case it is necessary that the place and time for the celebration of this Mass, which is not to be more
than twice a week, be made public.
The Bishops in whose dioceses these cases occur are to keep in mind that this practice is an exception to
the canonical law in effect; wherever the practice spreads excessively, also on the basis of erroneous
ideas of the meaning of offerings for Masses, it must be considered an abuse which could progressively
lead to the faithful discontinuation of the practice of giving offerings for the celebration of Masses for
individual intentions, thus causing the loss of a most ancient practice which is salutary for individual
souls and the whole Church.
ARTICLE III
In cases described in Article II, paragraph 1, it is licit for the celebrant to keep the amount of the offering
established by the diocese (cf. c. 950). This amount is $5.00. (See article VII-D-3) Any amount
exceeding this offering shall be consigned to the Ordinary as specified in Canon 951, § 1, who will
provide for its destination according to the ends established by law (cf. c. 946)
ARTICLE IV
Especially in shrines or places of pilgrimage, which usually receive many offerings for the celebration
of Masses the rector, bound in conscience, must attentively see to it that the norms of the universal law
on the subject (cf. principally c. 954; 956) and those of this decree are accurately applied.
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ARTICLE V
Priests who receive a great number of offerings for particular intentions for Masses, e.g., on the feast
of the Commemoration of All the Faithful Departed (All Souls) or on other special occasions, being
unable to satisfy them personally within the year's time (cf. c. 953) rather than refusing them and thus
frustrating the devout intention of those making the offering and keeping them from realizing their
good purpose, should forward them to other priests (cf. c. 955) or to their own ordinary (cf. c. 956). If
in these or similar circumstances that which is described in Article II, paragraph 1 of this decree takes
place, the priests must be attentive to the dispositions of Article III.
ARTICLE VI
To diocesan Bishops in particular falls the duty of promptly and clearly making known these norms,
which are valid for secular and religious clergy, and seeing to their observance.
ARTICLE VII
It is also necessary that the faithful should be instructed in this matter through a specific catechesis,
whose main points are as follows: the deep theological meaning of the offering given to the priest for
the celebration of the Eucharistic sacrifice, the goal of which is especially to prevent the danger of
scandal through the appearance of buying and selling the sacred; the ascetical importance of
almsgiving in Christian life, which Jesus himself taught, of which the offering for the celebration of
Masses is an outstanding form; the sharing of goods, through which by their offering for Mass
intentions the faithful contribute to the support of the sacred ministers and the fulfillment of the
Church's apostolic activity.
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Policy on the Preparation and Commissioning of Lectors and
Extraordinary Ministers of Holy Communion
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

Introduction
The Constitution on the Sacred Liturgy of the Second Vatican Council calls for the “full,
conscious and active participation of the faithful in the liturgy” (14).
A.

The introduction of the laity into the ministries of lector and extraordinary minister of
holy Communion is one way to support this goal.
1.

B.

II.

The lay people have historically been active as ushers and altar servers, but even
these liturgical roles are given more attention and welcome participation.

The following qualifications for liturgical ministers are offered as a guideline in
assisting the pastor and his staff in encouraging and supporting people in these
ministries. Specific attention is given to the extraordinary ministers of holy
Communion.

Qualifications of Extraordinary Ministers of Holy Communion
Those who assist with the distribution of holy Communion at Mass or bring holy Communion
to the sick in hospitals, nursing homes, or their own homes, should meet the following
qualifications for this ministry:
A.

Be fully initiated and practicing members of the Catholic Church

B.

Attend Mass regularly

C.

Give positive witness to the Christian life

D.

Have a knowledge of the Order of the Mass
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III.

IV.

E.

Show reverence for the sacredness of the Body and Blood of Christ by their manner of
dress and decorum while assisting at liturgy

F.

Be fully aware of the manner of preparation, distribution, and disposition of the Body
and Blood of Christ

G.

Participate in a training program for Communion ministers 8

H.

Be approved for commissioning by the Diocese of Austin 9

I.

Be commissioned at a parish liturgy

Qualifications for Lectors
A.

Be fully initiated and practicing members of the Catholic Church

B.

Men, women, youth and children may be prepared for this ministry

C.

Attend Mass regularly

D.

Give positive witness to the Christian life

E.

Have a knowledge of the order of the Mass

F.

Be able to proclaim the Scriptures at Mass

G.

Be willing to prepare the readings through prayer, study, and practice

H.

Be able to accept with conviction the words and prayers being offered

I.

Participate in a lector training program provided by the parish 10

Blessing of Lectors
The Order for the Blessing of Readers is found in the Book of Blessings, Chaper 61 (1827).
This blessing is for parish lectors who have the responsibility of proclaiming the Scriptures at
Mass and other liturgical services.

8

If no program is available, contact the diocesan Worship Office for assistance.

9

The pastor submits a list of the names of those persons who have been prepared as qualified extraordinary ministers of
holy Communion at Mass and to the sick to the worship office director, Diocese of Austin. A letter will then be sent to the
pastor asking him to commission those ministers for a period of two years. The commissioning of extraordinary
ministers of holy Communion is found in the Book of Blessings, Chapter 63. A form is provided for your convenience
(Page K-31).
10

If no program is available, contact the diocesan Worship Office for assistance.
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RETURN THIS FORM TO:
Vicar General’s Office, Attention: Janice Ingram
Diocese of Austin, 6225 Highway 290 East, Austin, Texas 78723

EXTRAORDINARY MINISTERS OF HOLY COMMUNION
The people listed below are recommended to be commissioned for a two-year period as Extraordinary
Ministers of Holy Communion at Mass and/or for Visitation of the Sick. They have received sufficient
preparation for this ministry. After their commissioning, these ministers will distribute Holy Communion at
Mass or bring Communion to the sick as indicated below.
PARISH:
PARISH CONTACT PHONE:
PASTOR:
PASTOR’S SIGNATURE:
DATE:
Please indicate Extraordinary Ministers of Holy Communion at Mass (M) or to the Sick (S) or both
by checking the proper column after their name.
Name

M

Please use additional sheets for names as needed.
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Policy on Penance
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
The whole Church, as a priestly people, acts in different ways in the work of reconciliation that
has been entrusted to it by the Lord. Not only does the Church call sinners to repentance by
preaching the Word of God, but it also intercedes for them and helps penitents with maternal
care and solicitude to acknowledge and admit their sins and so obtain the mercy of God who
alone can forgive sins. Furthermore, the Church becomes the instrument of the conversion and
absolution of the penitent through the ministry entrusted by Christ to the Apostles and their
successors (Rite of Penance 1, 8).
I.

Times
A.

The sacrament of penance may be celebrated at any time on any day but it should
be publicized to the faithful (RP 13).

B.

The sacrament of penance is not permitted during the Mass “in such a way that it
becomes a single celebration.”
1.

C.

The Lenten season is clearly penitential.
1.

1

The reception of the sacrament during Mass in another location in the
Church by a priest other than the celebrant is permitted in order to meet
the needs of the faithful; however, it should be done in an appropriate
manner (RP 13; Redemptionis Sacramentum, 76).

Priests are to be generous in providing convenient times during Lent for
parishioners to make a sacramental confession of their sins.

Hereafter RP
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2.

D.

E.

II.

Though some sacraments are not to be celebrated on Good Friday and
Holy Saturday, the sacraments of penance and anointing of the sick are
certainly allowed on these two days. (BCL2 2/23/87; DCD 3 1/16/88 61,
75)

Sufficient time should be allowed for penance on Saturdays; i.e., one (1) hour and
two (2) hours in the larger parishes.
1.

It is not helpful to schedule the sacrament for a particular time and then for
the priest to leave the penance room after a short time because no one has
come. He should remain the entire time.

2.

It would be helpful for parishes to have penance available on one (1) other
day of the week in addition to Saturday. (BCL 2/17/86; 11/6/87)

Communal celebrations with individual confessions are encouraged by the rite of
penance. It is fitting to offer these celebrations during the season of Lent (RP 13)
and during the season of Advent, as is the custom in the Diocese of Austin.

Place
Parishes and chapels should take care to provide suitable rooms for the sacrament of
penance where the penitent may exercise the right to anonymous or face-to-face
celebration of the sacrament. (BCL 11/10/72; PLBT 4 3)
A.

III.

This right should also be preserved in communal penance celebrations (c. 964, §
2).

General Absolution
The conditions requisite for general absolution (c. 961) do not pertain within the Diocese
of Austin, with the possible exception of a natural disaster.
A.

IV.

General absolution is not to be used without permission of the diocesan Bishop (c.
134; BL 3/33/69).

Faculties
A.

Pastors are granted the habitual faculty to administer the sacrament of penance
(ipso iure).
1.

This same habitual faculty is extended to all parochial vicars and priests
who have domicile in this diocese.

2

Bishops Committee on the Liturgy Newsletter (USCCB)
Decree of the Congregation for Divine Worship and the Discipline of Sacraments
4
Pastoral Letter from the Bishops of Texas: Sin and the Sacrament of Reconciliation
3
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2.

B.

Confessors may remit an automatic (latae sententiae) penalty undeclared and not
reserved for abortion, heresy, apostasy, and schism.
1.

V.

This faculty may be exercised anywhere in the world unless the local
Ordinary has restricted its exercise in a particular case (cc. 968, § 1; 967, §
2).

This faculty may be exercised only within the confines of the diocese and
on behalf of any person regardless of the person's residence or the place
where the penalty was incurred.

Confidentiality
All priest-penitent communication is legally protected under Texas law of September 1,
1983.

VI.

First Penance
Stress has been laid upon the actual ecclesiastical discipline concerning the time of first
confession that prescribes that children, once they have reached the use of reason, must
be prepared to receive first Communion after sacramental confession. The basis for this
observance, for children, is not so much the state of sin in which they may be, as the
formative and pastoral aim: that is, to educate them, from a tender age, to the true
Christian spirit of penance and conversion, to growth in self-knowledge and self control,
to the just sense of sin, even of venial sin, to the necessity of asking for pardon of God
and above all to a loving and confident abandonment to the mercy of the Lord. Such an
education is mainly the task of the parents, educators, and priests.
A.

All children shall be prepared for and given the opportunity to celebrate the
sacrament of penance before their first reception of the Eucharist (c. 914;
National Directory for Catechesis (USCCB), 5 135).

B.

The age of discretion both for penance and Holy Communion is the time when a
child begins is able to reason, that is about the seventh (7) year. From that time on
begins the obligation of fulfilling the precept of both penance and Communion
(Quam Singulari,6 245-250).

C.

All the faithful having reached the age of discretion (around the seventh (7) year)
are bound to confess grave sins at least once a year (cc. 988, 989).
1.

5
6

The faithful are also recommended to confess venial sins (c. 988).

Hereafter NCD
Hereafter QS
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D.

The child's readiness for the celebration of each of the sacraments is to be
determined by the child, the parent, who is the primary educator of their child,
and the pastor or his delegate.
1.

If the parent, catechist, pastor, or his delegate deems the child is not
sufficiently prepared or there is not a sincere commitment to receive the
sacrament, it may be recommended to the child and the parent(s) that
celebration of the sacrament be postponed.
a.

E.

However, the preparation of the child to receive the sacrament
should continue so that the postponement is a relatively short
period of time (NCD).

Catechesis for children must always respect the natural disposition, ability, age,
and circumstances of the individuals.
1.

Religious readiness for celebration of this sacrament should consider not
only chronological age and school grade but also the child's preparedness
to encounter Christ in this sacramental celebration (NCD 135).

2.

Special attention must be given to assist persons with special needs,
mental retardation, emotional disabilities, and/or developmental
disabilities (U.S. Bishops' Guidelines for Celebration of the Sacraments
with Persons with Disabilities, 6/95).

F.

An assessment (i.e. meeting with child or child and parent(s) or other means)
should be used to determine the child's readiness to enter formation for the
sacraments; and, after appropriate formation, the celebration of the sacrament
(NCD 135).

G.

The parochial community is responsible for providing a focused, immediate
preparation for the sacrament of penance just prior to the celebration of the
sacrament recognizing the validity of the preparation that has taken place in the
home, parish religious education process, and the Catholic school.

H.

Responsibilities of Parents
1.

Parents should be invited by the parish at the beginning of the year in
which the child is to celebrate the sacrament of penance to participate in
an information meeting outlining the requirements for preparation and
celebration of the sacrament.
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2.

They should be encouraged to be an integral part of the child's preparation,
use the appropriate resource materials provided by the parish, and take
part in parent meetings sponsored by the parish which should inform and
challenge them to a better understanding of the teachings and practice of
the Church regarding the sacrament of penance.

3.

The parent(s) should provide baptismal information for their child before
celebration of the sacrament.
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DIOCESE OF AUSTIN
Policy on Confirmation
Revised June 2011
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

Those who have been baptized continue the path of Christian initiation through the sacrament
of confirmation.
A.

II.

In this sacrament they receive the Holy Spirit who was sent upon the Apostles by the
Lord on the day of Pentecost.

This gift of the Holy Spirit conforms believers more perfectly to Christ and strengthens them so
that they may bear witness to Christ for the building up of His body in faith and love. They are
so marked with the character or seal of the Lord that the sacrament of confirmation cannot be
repeated (Rite of Confirmation 1, 2).
1

III.

1

The Minister of Confirmation
A.

The ordinary minister of confirmation is the Bishop (c. 882).

B.

All priests (ipso iure) may administer the sacrament of confirmation in danger of death
(c. 883, 3°).

C.

Pastors and those priests delegated by the Bishop (c. 883, 2°) also have the faculty to
confirm:
1.

In the case of the readmission to Communion of a baptized Catholic who has
been an apostate from the faith

2.

In the case of a baptized Catholic who has without fault been instructed in a
non-Catholic religion or adhered to a non-Catholic religion

Hereafter RC
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Not in the case of a baptized Catholic who, though raised in the faith, was never
confirmed (NSC 28)
2

4.

Not in the case of baptized, uncatechized Catholics

D.

In the instance mentioned in Canon 883, 3°, in order to maintain the inter-relationship and
sequence of confirmation and Eucharist as defined in Canon 842, § 2, priests who lack the
faculty to confirm should seek it from the diocesan Bishop, who may, in accord with Canon
884, § 1, grant the faculty if he judges it necessary (NSC 29).

E.

Deacons
1.

An adult should be immediately confirmed after the reception of baptism by the
minister who confers the baptism.

2.

Since a deacon cannot administer confirmation, he cannot baptize an adult except
in danger of death.

3.

Deacons may baptize infants and children under the age of seven (7).
a.

4.

IV.

Such children will then be confirmed in the usual way by the Bishop.

Persons seven (7) years old and older are baptized by a priest and confirmed by
him as part of the same ceremony (c. 97, § 2; 852; 866; Canon 883, 2°; 891).

Age of Confirmation
The age for the celebration of the sacrament of confirmation will be the early years of high school
between fourteen (14) and sixteen (16) years.

V.

Diocesan Guidelines For the Preparation for the Sacrament of Confirmation of Adolescents
A.

2

Religious education and faith formation is a life-long process.
1.

The sacramental preparation process is supplemental to regular participation
in the parish or school religious education programs.

2.

It is understood that each parish is responsible for providing the faith formation
of the middle-school and high-school age members of the community.

3.

At certain times in the life of the youth, they are more involved in school or
other activities.

RCIA: National Statutes for the Catechumenate
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A minimum of two (2) years of formal religious education in a parish or Catholic school
program precedes preparation for the celebration of the sacrament of confirmation. Many
struggle with the attitude of confirmation being the “graduation” sacrament. Confirmation
is part of a four-year high school catechetical program and the celebration of the sacrament
can take place anytime within that period for those adequately prepared.
Confirmation preparation does not have to culminate in May.
1.

Confirmations may take place from August to May.

2.

Note that confirmations in a particular parish do not necessarily take place every
year.

Because the primary faith community is the local parish, preparation for the sacrament
of confirmation is to take place in the local parish.
1.

Preparation for Confirmation should aim at leading the Christian toward a more
intimate union with Christ and a more lively familiarity with the Holy Spirit–his
actions, his gifts, and his biddings–in order to be more capable of assuming the
apostolic responsibilities of Christian life. To this end catechesis for Confirmation
should strive to awaken a sense of belonging to the Church of Jesus Christ,
the universal Church as well as the parish community. The latter bears special
responsibility for the preparation of confirmands (CCC 1309).

2.

Home Schooling: For those who choose to home school their children for religious
education, please see Policy on Home Schooling, p. F-7.

Sacramental preparation for confirmation has a distinct catechesis with its own focus
and elements (Challenge of Adolescent Catechesis, 1986: 46).
1.

This study and preparation should take place within a period not to exceed nine
(9) to twelve (12) weeks and include the following:
a.

The elements of the rite of confirmation

b.

The meaning of the baptismal promises

c.

The Gifts and Fruits of the Holy Spirit (Isaiah and Galatians)

d.

The meaning of “Be sealed with the gift of the Holy Spirit”

e.

The action of the laying on of hands and anointing with the Sacred
Chrism

f.

The Lord’s Prayer: “because it is the Spirit who prays in us and in the
Spirit the Christian says, ‘Abba Father.’” (RC 14)
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The rights, responsibilities, duties, and obligations of full initiation in
the Catholic community: Word, worship, community, and service

All persons involved in the preparation process are required to study the
introduction, the full prayer texts and Scriptures of the rite of confirmation, and
to understand the theology of Christian initiation, especially the sacrament of
confirmation.

Qualifications of Candidates
A.

Each baptized Catholic has the right and the obligation to receive the sacrament of
confirmation, but the candidate has the personal responsibility to choose to complete
initiation into the faith life of the Church.

B.

Candidates may request the sacrament if they:
1.

Are baptized and able to renew baptismal promises, unless a grave reason suggests
otherwise

2.

Exhibit an active faith life and knowledge of the Church

3.

Participate in the sacramental life of the Church, especially the Mass

4.

Are willing to commit to active involvement in the parish confirmation catechesis

5.

Are willing to respond to the call to active participation in the Church

6.

Are willing to continue to learn and grow in faith following confirmation and
throughout their lifetime

Confirmation Sponsors
A.

The sponsor represents in a personal way the witness and support of the parish community.

B.

Opportunities for catechesis should be offered to the sponsors in order to assist them in
fully understanding their role in the ongoing formation of the candidates.

C.

The sponsor should participate with the candidates in their preparation as well as the
celebration.

D.

To perform the role of sponsor, it is necessary that a person:
1.

Be designated by the one to be confirmed, by the parents or the one who takes their
place, or, in their absence, by the pastor or minister and is to have the qualifications
and intention of performing the role
July 28, 2017

2.

O-6
Have completed the sixteenth (16) year, unless a different age has been established
by the diocesan Bishop or it seems to the pastor or minister that an exception is to
be made for a just cause

3.

Be a practicing Catholic who has been confirmed and has already received the
sacrament of the Eucharist and leads a life in harmony with faith and the role to
be undertaken

4.

Not be bound by any canonical penalty legitimately imposed or declared

5.

Not be the father or the mother of the one to be confirmed (c. 874)

E.

A spouse may not serve as a sponsor for their spouse.

F.

Sponsor-Proxy
A proxy may be used, but it is recommended that someone nearby be chosen to sponsor
so that they can become more involved in the candidate’s preparation.

G.

Parents of Adolescents
1.

For the sacrament of confirmation, like that of all the sacraments, the parental role
is one of spiritual companion and adviser.

2.

As part of their continuing support and witness, parents should attend catechetical
sessions provided by the parish for their own faith formation and to assist and
encourage their child.

H.

Consult the Religious Education Guidelines for Parishes and Schools for a detailed
description of the catechesis for the sacrament of confirmation.

I.

For baptized Catholics who seek confirmation as adults, consult Section III, The Minister
of Confirmation (Page O-2).

J.

Celebration
1.

The celebration of confirmation should be carefully prepared and well executed
following the norms of the rite of confirmation.
a.

The ceremony should normally be celebrated within the Eucharistic
Liturgy.
i.

3

The sacrament of confirmation should be held at a time when
the parish community can witness and participate in this
celebration of the growth of their parish family.

Directory Concerning Ecumenical Matters
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b.

Use of Stoles

The USCCB Committee on the Liturgy has deemed this an inappropriate
symbol and practice for confirmation because of its association with the
sacrament of Holy Orders.
VIII.

Special Circumstances
A.

Confirmation and Matrimony
1.

B.

If they can do so without serious inconvenience, Catholics who have not yet
received the sacrament of confirmation are to receive it before being admitted to
marriage (c. 1065).

Taking Another Name
1.

The selection of the name of a saint as a confirmation name is not required by
the rite of confirmation.

2.

In order to recognize the connection between baptism and confirmation, it is
recommended that the baptismal name is used, however, candidates may choose
a confirmation name, if they so desire.
a.

They are to choose the name of a saint, not a blessed or venerable nor the
name of a place (i.e. “Lourdes,” “Fatima,” etc.).

NOTE: There is no documentation regarding the confirmation name. These notes are
drawn more from custom, not any liturgical or canonical source.
C.

Confirming Those Entering Full Communion
1.

All baptized persons who have not been confirmed are capable of receiving
confirmation (c. 889).

2.

In the Eastern Orthodox churches, the sacrament of confirmation (chrismation)
is always lawfully administered by the priest at the same time as baptism.
a.

Even though no mention is made of the confirmation in the canonical
testimony of baptism, this does3 not give grounds for doubting that the
sacrament was conferred (DCE 12).

b.

Therefore, a member of an Eastern church who enters full Communion
in the Roman Catholic Church is not re-confirmed.
July 28, 2017
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D.

One Confirmed at Birth or at an Early Age
1.

IX.
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Candidates for full Communion who were confirmed in a non-Eastern church
(e.g. Protestant), like Episcopalians and Lutherans, are confirmed upon initiation
due to the invalidity of their previous confirmation (DCE 48; RC 6).

Confirmation may not be repeated.
a.

The young person should be encouraged to participate in the preparation
and celebration.

b.

At the time of confirmation, they would simply be greeted and blessed
rather than anointed.

Sacramental Recording of Confirmation
A.

The pastor should record the names of the minister, those confirmed, parents, sponsors,
and the date and place of baptism in the confirmation book.

B.

In addition, a notice is sent to the church of baptism.
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CONFIRMATION SPONSOR COVENANT
As a Confirmation sponsor, your role is to encourage the faith of your candidate and be
an “example” to your Confirmation candidate and to reflect with the candidate on the
meaning of a life of Catholic discipleship.
The Code of Canon Law (Church Law) specifies the requirements for serving as a
sponsor at Confirmation (Canon 893) are the same as those for godparents at Baptism
(Canon 874): You may not be the parent of the person being confirmed; you must be at
least 16 years old; you must be fully initiated (Baptism, Confirmation, Eucharist); if
married, be in valid Catholic marriage; and live a life of active faith in the Catholic
Church.
I understand the requirements of being a Confirmation sponsor and I state that I received
the Sacrament of Baptism
at

Church in
(City and State)

I received the Sacrament of Confirmation
at

Catholic Church in
(City and State)

(And if married) celebrated the Sacrament of Marriage
at

in
(City and State)

My candidate’s name is:
Name of parish and city where the Sacrament of Confirmation is to take place:
Parish

City

I am active in the Catholic Church, fully initiated into the Catholic Church,
regularly attend Mass on Sunday and strive to live my faith.
Please print your
Name

Signature

Date_
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CONVENIO PADRINO DE CONFIRMACION
Como padrino de Confirmación, su papel es motivar la fe y ser un “ejemplo” para su
candidato, así como reflexionar con él sobre el significado de la vida como discípulo
católico.
El Código de la Ley Canónica (Ley de la Iglesia) especifica que los requerimientos para
servir como padrino de Confirmación (Ley 893) son los mismos que para los padrinos de
Bautismo (Ley 874): Usted no puede ser el padre de la persona que será confirmada; debe
tener al menos 16 años de edad y estar completamente iniciado en la Iglesia (Bautizo,
Confirmación y Primera Comunión). Sí está casado, debe haber contraído matrimonio
católico válido y haber vivido activamente su fe en la Iglesia Católica.
Entiendo los requerimientos para ser padrino de Confirmación y declaro haber recibido el
Sacramento del Bautismo
En la Iglesia

de
(Ciudad y Estado)

Haber recibido el Sacramento de la Confirmación
En la Iglesia Católica
(Ciudad y Estado).

(En el caso de estar casado) haber celebrado el Sacramento del Matrimonio
En la Iglesia
(Ciudad y Estado).
El nombre de mi candidato es:

Nombre de la parroquia y ciudad donde se celebrará el Sacramento de la
Confirmación:
Parroquia
Ciudad
Estoy activo en la Iglesia Católica, regularmente acudo a Misa los domingos y me
esfuerzo por vivir mi fe.
Por favor escriba su
Nombre
Firma

Fecha
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Anointing of the Sick
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

II.

Suffering and illness have always been among the greatest problems that trouble the
human spirit.
A.

Although closely linked with the human condition, sickness cannot as a general
rule be regarded as a punishment inflicted on each individual for personal sins (Jn
9:3).

B.

The Lord himself showed great concern for the bodily and spiritual welfare of the
sick and commanded his followers to do likewise.

C.

This is clear from the Gospels and above all from the existence of the sacrament
of the Anointing of the Sick which He instituted and is made known in the Letter
of James.

Those who are seriously ill need the special help of God's grace in this time of anxiety,
lest they be broken in spirit and, under the pressure of temptation, perhaps weakened in
their faith.
A.

This is why, through the sacrament of Anointing of the Sick, Christ strengthens
the faithful who are afflicted by illness, providing them with the strongest means
of support.

III.

The only minister of the Anointing of the Sick is the priest or Bishop.

IV.

The sacrament of the Anointing of the Sick may be celebrated:
A.

With those whose health is seriously impaired by sickness or old age

B.

Before surgery

July 28, 2017

P-3

C.

With elderly people who have become notably weakened, even though no serious
illness is present

D.

With seriously ill children who have sufficient use of reason to be strengthened by
the sacrament

E.

With those who have been anointed, if they relapse after recovery or if the
condition becomes more serious

F.

With those who are unconscious or who have lost the use of reason, if there is
probability they would have asked for the sacrament were they in control of their
faculties

G.

With those who are judged to have a serious mental illness

V.

Judgment on the suitability of a candidate for anointing should be made prudently and
without scruple.

VI.

Non-baptized persons should not receive the sacrament of Anointing of the Sick.

VII.

After Death
A.

The sacrament of Anointing of the Sick is not to be administered to those who are
already dead.
1.

VIII.

The proper matter for the sacrament is Oil of the Sick (Oleum Infirmorum) blessed by the
Bishop at the Chrism Mass.
A.

IX.

X.

The minister should, instead, pray for the deceased.

If this is not available, the priest may bless any plant oil according to the rite, but
this should be burned following the anointing.

Anointing and Penance
A.

If one who is ill wishes to celebrate the sacrament of Penance as well as the
Anointing of the Sick, Penance should be celebrated prior to the actual anointing.

B.

The anointing should not be viewed as a substitute for Penance, especially if the
individual is in serious sin.

Catechesis
The faithful should receive a thorough and ongoing catechesis related to the Anointing of
the Sick including the following:
A.

The sacrament should be requested as soon as a serious illness is apparent.
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B.

The sacrament should not be delayed, particularly to the moment of death.

C.

The sacrament should, whenever possible, be celebrated within the context of the
community of faith in the parish or institution, with family and/or those providing
health care to the individual.

D.

Whenever possible, individuals should celebrate the sacrament of the Anointing
of the Sick in their home parishes before entering the hospital.

E.

Regular communal celebrations of the Anointing of the Sick, with adequate
catechesis to deter abuse, should be celebrated in parishes.
1.

XI.

F.

Parish bulletins, sacramental packets, and other modes of communication should
reflect this catechesis.

G.

Priests, deacons, directors of religious education, ministers to the sick, and others
who serve in ministry to the sick and in catechesis should be thoroughly grounded
in the meaning and celebration of the sacrament of Anointing of the Sick.

The communal celebration of the Anointing of the Sick is a good practice in that it unites
the community to pray for its sick members and provides a convenient opportunity for the
seriously ill to receive the sacrament.
A.

XII.

During communal celebrations of the Anointing of the Sick, care must be
taken that only those eligible be permitted to approach the sacrament (c.
921).

However, at the Sunday Mass there is a greater possibility of indiscriminate
reception of the sacrament and so a proper and clear catechesis must precede
anointing at any Sunday Mass.

Pastoral Questions on the Anointing of the Sick
A.

Anointing of Persons in Invalid Marriages
Times of serious illness are often opportunities for assisting persons to return to a
more active participation of the faith.
1.

Persons in invalid marriages facing a real danger of death can receive the
Anointing of the Sick if they promise to seek to regularize their marriage
as soon as possible after recovery of their health.

2.

In cases where the illness is permanently debilitating or death is
proximate, the period of conjugal relationship in marriage is understood to
be past. In these cases, the ill person should be encouraged to celebrate
the sacrament of Penance and the Anointing of the Sick may follow
(Pastoral Care of the Sick, 7).
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B.

C.

1

Anointing of Unbaptized
1.

A person must be baptized in order to receive other sacraments.

2.

Prayers for the sick, commendations for the dying, and prayers after death may
be offered for the unbaptized.

3.

If the dying person requests baptism, he or she should be baptized as soon as
possible.

Anointing of Non-Catholic Christians
1.

In ordinary circumstances, the sacrament is licitly administered only to
Catholics.

2.

Priests may anoint separated Eastern Christians (i.e. the Eastern Orthodox)
and those in canonically equivalent churches when those persons ask for
the sacrament on their own and are properly disposed.

3.

Protestants may be anointed in danger of death or for grave necessity
when they cannot approach a minister of their own denomination provided
they:
a.

Ask for the sacrament on their own

b.

Manifest a Catholic faith in it

c.

Are properly disposed (c. 844; PCS 1)

Pastoral Care of the Sick: Rites of Anointing and Viaticum
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Christian Funeral Rites
By means of the funeral rites, it is has been the practice of the Church, as a tender mother, not
simply to commend the dead to God but also to raise high the hope of its children and to give
witness to its own faith in the future resurrection of the baptized with Christ.
I.

In the face of death, the Church confidently proclaims that God has created each person
for eternal life and that Jesus, the Son of God, by his death and resurrection, has broken
the chains of sin and death that bound humanity.

II.

Christians celebrate the funeral rites to offer worship, praise and thanksgiving to God for
the gift of life, which has now been returned to God, the author of life and the hope of the
just.

III.

The celebration of the Christian funeral brings hope and consolation to the living.
A.

IV.

V.

While proclaiming the Gospel of Jesus Christ and witnessing to Christian hope in
the resurrection, the funeral rites also recall to all who take part in them God's
mercy and judgment and meet the human need to turn always to God in times of
crisis (Order of Christian Funerals 1,5,7).

All baptized Catholics have the right to an ecclesiastical burial celebrated according
to Church law (c. 1176) (See X: Denial of Ecclesiastical Funeral Rites (Page Q-5)).
A.

Catechumens are buried as Christian faithful (c. 1183, § 1; OCF 18).

B.

Children whose Baptism was intended by their parents, but who died before being
baptized, are also to receive Christian burial (c. 1183, § 2).

Every Christian is free to choose their place of burial or repository for ashes (c. 1180).
A.

The appropriate blessing from the Order of Christian Funerals should be prayed
over the place of committal, if it has not been already blessed (OCF 218, 405).

B.

A prayer of praise and thanksgiving is recited over the place of committal if it has
already been blessed (OCF 218, 405).
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VI.

Christian symbols should be used appropriately at the rites of Christian funerals.
A.

These may include an Easter candle, holy water, incense, fresh flowers, the Book
of the Gospels, and/or a cross on the coffin.

B.

If a pall is used at funerals in which the coffin has been draped with a flag
1.

C.
VII.

The flag should be removed before the pall is placed.

Only Christian symbols may rest on or be placed near the coffin during the
funeral liturgy (OCF 35-38).

The liturgy for the Rites of Christian funerals may take place at several different stations,
i.e. the home, the funeral home, the church, the cemetery, and/or a chapel.
A.

Appropriate rites are provided for each (OCF 4-10).
1.

In funerals at funeral homes or cemetery chapels, the Mass can be
celebrated with the permission of the Bishop (Populorum Ordinis 1, 6;
BCL2 13/85).

2.

If the Funeral Rite Outside of Mass is celebrated, a Memorial Mass is to
be offered, without the body present, either before or after the funeral
rites, within a reasonable time (OCF 6-7).

3.

The celebration of the funeral Mass is forbidden during the Easter
Triduum, on solemnities, and on Sundays (OCF 6).

4.

The family of the deceased should be invited to assist in planning the
funeral rites and, if possible, should exercise some of the liturgical
ministries within the liturgy (OCF 15-17).

5.

Music is integral to the funeral rites and should be chosen with care.
a.

VIII.

Funeral rites for a baptized person belonging to a non-Catholic church or ecclesial
community are allowed, provided this is not clearly contrary to the wishes of the
deceased and provided a minister of the faith of the deceased, for whatever reason, is not
available (c. 1183, § 2).
A.

1
2

Music should be provided for the vigil and funeral liturgy and,
whenever possible, for the funeral processions and the rite of
committal (OCF 30-32).

When a priest or deacon is asked by the family to officiate at the funeral service
and burial of a member of another church, he may do so at the funeral home, the
home, or graveside.

Hereafter PO
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B.

Baptized members of another church or ecclesial community may be buried with
funeral rites in the Catholic Church with the permission of the diocesan Bishop
(granted by pagella) if a minister of their own is unavailable.

C.

Church funerals for baptized members of other faiths should always be in
accordance with their wishes and those of the diocesan Bishop (Ecumenical
Guidelines for the Diocese of Texas 3 12; OCF 14 bis 2).

D.

As a norm, a deceased non-Catholic would not receive a funeral Mass as part of
the funeral rite. However, a funeral Mass can be celebrated if the following
conditions are verified:
1.

A public celebration of Mass is expressly requested by members of the
family, by friends, or subjects of the deceased out of a genuine religious
motive.

2.

Scandal on the part of the faithful is absent.
a.

IX.

In these cases a public Mass can be celebrated but the name of the
deceased is not mentioned in the Eucharistic prayer since that
would suppose full communion with the Catholic Church (Sacred
Congregation for the Doctrine of Faith 4 (June 11, 1976)).

3.

Members of other faiths may be buried in a Catholic cemetery and with
the clergy of another faith conducting cemetery rites.

4.

Members of other faiths may be invited to preach or read from the
Scriptures during a funeral service outside the celebration of the Eucharist.

Cremation 5
A.

Catholic teaching stresses the preference for burial or entombment of the body of
the deceased.
1.

Likewise, the Church clearly prefers that the body of the deceased be
present for the funeral rites.

B.

Those who have chosen cremation may certainly receive a Christian Funeral
unless their choice for cremation reflects a denial of the resurrection of the body
or is dictated by anti-Christian motives (OCF 15; c. 1176, § 3).

C.

Because the Church prefers the presence of the body for funeral Masses, it is
recommended that cremation take place following the funeral Mass.

3

Hereafter EGD
Hereafter SCDF
5
Reflections on the Body, Cremation and Catholic Funeral Rites (USCCB, 1997)
4
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D.

When circumstances prevent the presence of the body at the funeral Mass, it is
appropriate that the cremated remains be present for the full course of the funeral
Mass (Vigil for the Deceased, Funeral Liturgy, Rite of Committal).

E.

The cremated remains should be treated with the same respect given to the
corporeal remains of the body.
1. The cremated remains should be entombed in a mausoleum or columbarium;
they may also be buried in a common grave in a cemetery.
2. The practices of scattering the remains or keeping them in a home are not the
reverent disposition that the Church requires 6.

X.

Denial of Ecclesiastical Funeral Rites
Unless there is some sign of repentance before death, the following may be denied church
funerals:

XI.

A.

Notorious apostates

B.

Heretics, schismatics

C.

Manifest sinners

D.

Those who chose cremation in opposition to the Christian faith (c. 1184)

Compassion at Time of a Death
A.

A family requesting a funeral service is usually distraught and grief-filled. It
should not be made difficult for them to bury their loved one.
1.

6

Priests and deacons should be generous in accommodating families even if
the deceased is no longer a parishioner or the funeral is requested on the
priest's day off (BCL 2/17/92, 8/94).

Reflections on the Body, Cremation and Catholic Funeral Rites (USCCB, 1997)
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General Instruction of the Roman Missal
Guidelines for the Austin Diocese
June 22, 2003
The following guidelines are presented as a way to unify the celebration of the liturgy in the
parishes of the Diocese of Austin. The guidelines and directives are to be observed by all
Catholics as they participate in the celebration of the Eucharist.
Following the arrangement of the General Instruction of the Roman Missal (hereafter GIRM,
August 2002) and the Norms for Holy Communion Under Both Forms in the Dioceses of the
United States (hereafter NHC, April 2002), these guidelines are intended to assist all in the ways
in which the liturgy is to be celebrated. Paragraph numbers (#) refer to the GIRM 2002 and
numbers preceded by the letter “N” refer to the NHC.
This set of diocesan guidelines should be read alongside the original text of the GIRM 2002.
#4

The nature of the ministerial priesthood and role of the assembly of the holy
people calls us to the full, conscious, active participation in the celebration.

#5

The royal priesthood of the faithful is the reminder of this kind of participation.

# 13

This reminder of the use of the vernacular encourages us to continue to celebrate
the Mass in our language. In the Diocese of Austin the Mass is celebrated in
English, Korean, Polish, Spanish, and Vietnamese on a regular basis. There are
also occasional celebrations in Czech, German, and other languages of people
who gather for special celebrations.

# 14

The reception of Communion under both forms is encouraged and practiced in
the parishes of the diocese.

# 16

“The celebration of the Mass, the action of Christ and the people of God … is the
center of the whole Christian life.” For this reason, care should be taken in the
planning and preparation of all liturgical services.

# 17

All ministers should be prepared to take their proper part in the celebration.
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# 18

The “duty and the right” of the faithful to participate fully comes from their
baptism. The obligation for participation in the liturgy is set forth by this truth.

# 22

The role of the diocesan Bishop as moderator, guardian, and promoter is carried
out when the priests, deacons, and faithful of the diocese do all that they can to
fulfill their responsibility of prayer, and of the preparation of the praying
community to ensure the dignity of the liturgy.
Local churches should take great care for the sacred places, in providing for the
proper leadership in music and in using sacred art to enhance the prayer of the
community.

# 24, 25

Adaptation of the rites and choices are to be made according to the norms
provided.

# 26

In the parishes of the diocese where the ethnic heritage of the people can be
celebrated, it is to be done. Special forms of procession and liturgical dance are
used in the Vietnamese community, in the African and African-American
traditions, and in the “danza” of the Mexican-American culture. Music, vesture,
banners, and other elements of the cultures are welcome within the norms of the
liturgy.

# 28

The structure of the Mass is in the two parts of the Liturgy of the Word and the
Liturgy of the Eucharist. Full attention should be given to the celebration of these
parts in order to express more fully our Christian lives rooted in Word and
Sacrament. The introductory rites and the concluding rites do not overshadow
these two main parts.

# 29

During the Liturgy of the Word, every effort should be made to allow for this
proclamation. An adequate sound system, well-prepared readers, and little or no
movement during the proclamation will achieve this attentive participation.

# 30

Care should be taken by the Priest to select the Eucharistic Prayer for each
celebration. The use of the Eucharistic Prayer with Children should not be used
on Sunday unless the majority of the assembly is children.

# 31

Caution should be used in offering remarks so that they are in keeping with the
solemnity of the celebration and the occasion.

# 32

The use of accompaniment by organ, guitar, or other musical instruments during
the spoken prayers may diminish their importance, and distract the faithful from
the essence of the prayer. For this reason, such accompaniment should not be
used.

# 33

Prayers before the reading of the Gospel, at the preparation of the gifts, before
and after Communion, are said privately.
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# 36

The participation of the faithful is expressed when they participate in the prayers
assigned to them. The penitential rite, the profession of faith, the general
intercessions, and the Lord’s Prayer may not be omitted from the service.

# 37

Some prayers of the Mass are independent while others serve to accompany the
action of the rite. These are to be done in the manner for which they are
prescribed.

# 38

Spoken texts are to be given in a way that expresses their importance and place
in the liturgy. Some spoken prayers may also be sung.

# 40

Especially on Sundays and holy days, every care must be taken to encourage
singing by the ministers and the people.
The order of priority for the sung parts of the Mass are retained as given in the
U.S. Bishops’ 1973 document, Music in Catholic Worship:

# 41

A.

Acclamations (Alleluia, Holy, Memorial Acclamation, Amen) rank first.
All parishes should sing these parts of the Mass.

B.

Processional songs (the entrance song and the Communion song).

C.

The responsorial psalm (response to the first reading).

D.

Ordinary chants (Lord, Have Mercy, the Glory to God, the Lord’s Prayer,
the profession of faith).

Care must be taken to ensure that the musical selections are of such a manner that
they do not exclude the proper singing of the assembly.
Because we celebrate the Latin rite, it may be helpful to learn some of the chants
in Latin. However, this is done with great care for the community celebrating at
any given time.

# 42

The importance of the uniformity in posture is to be taken seriously. It calls us to
be unified in our prayer and celebration and to set aside our personal devotional
and preferred practices at this time.

# 43

Because the posture of kneeling is required of the dioceses of the United States, it
is to be done unless prevented by the situations indicated in the universal
document.
It is determined that in the Diocese of Austin the faithful kneel at the words,
“Behold the Lamb of God.” This has been the practice for the majority of the
parishes and is retained.
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# 44

Gesture and movements on the part of the ministers should be done in a manner
that dignifies the ceremony. Rehearsal with the ministers may be required to
ensure the fullness of these gestures.

# 45

The silence encouraged during the celebration allows for solemnity, dignity, and
the kind of reverence both required and desired. Silence in the areas of
preparation will also assist the people as they enter into the action of the liturgy.

# 46

The introductory nature of this part of the Mass should be timed in such a way
that it does not overshadow the importance of the Liturgy of the Word and the
Eucharist.

# 47

The entrance chant has a specific purpose: opening the celebration, unifying the
community, expressing the liturgical season, and accompanying the procession.
This music should continue until the presider has arrived at the chair and is ready
to offer the greeting. When incense is used, the music should continue until this
action is complete.

# 53

As indicated, the Gloria is to be included on Sundays, except in Lent and Advent,
and on other special feasts. It may be either sung or spoken.

# 56

Silence during the Liturgy of the Word is especially encouraged so that the Word
of God may be heard in the hearts of the people. All of the ministers should be
prepared to wait for the assigned brief period of silence before proceeding with
their ministry.

# 58

The importance of the ambo as the “table of the Word” is emphasized as we
observe this directive.

# 59

All readers are to be well-prepared when doing this ministry.

# 61

The singing of the responsorial psalm is preferred. A variety of choices are
available to make the singing of the responsorial possible. Proper preparation
should be given to this part of the Liturgy of the Word. Note that “songs or
hymns may not be used in place of the responsorial psalm.”

# 62, 63

As indicated, the Alleluia or other seasonal chant introduces the Gospel, the heart
of the Liturgy of the Word. The Alleluia verse is always to be sung. It should not
be spoken, but rather omitted if it cannot be sung. This also holds true for the
Lenten acclamation.

# 68

The profession of faith is not to be omitted on Sundays and solemnities. Since it
is to be done together, any sung form must be accessible to the people. The
Nicene Creed or the Apostles’ Creed may be used. Words other than these prayers
may not be used (366).
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# 69, 71

Although the Hail Mary is in part an intercessory prayer, it is not properly
included in the intent of the general intercessions. Care should be taken to prepare
these prayers in keeping with the liturgical directives.

# 73

The faithful present the bread and wine. The priest or deacon accepts the gifts and
carry them to the altar. Note that the collection of money and other gifts for the
poor are placed away from the eucharistic table.

# 83

At this time, additional ciboria will be filled if one large container has been used
for the Eucharistic bread. The hosts should not be given to any of the lay
eucharistic ministers at this time.
The Lamb of God is sung during this action.

# 85

If hosts are needed from the tabernacle they may be retrieved, but should only be
used if enough hosts have not been consecrated at the Mass being celebrated.

# 86

The choice of music at this time should reflect the “communitarian” nature of this
action and be inclusive of the assembly in its choice.

# 90

Note that announcements are made only if necessary. They should be presented at
this time of the Mass, not during the homily or before the presentation of the
gifts.

# 100

Youth and young people may be prepared to serve in some of these ministries;
however, fully initiated, practicing Catholics may be commissioned as
extraordinary ministers of holy Communion at Mass and for the sick upon
completion of adequate preparation through the Worship Office of the diocese.
The commission is for a two-year period.

# 101

Lay ministers who elect to be readers must participate in the proper preparation
through the workshops provided by the diocese. In this way they will best fulfill
this important office.

# 103-104

The choir, the organist, and the song leader have an important role in assisting the
people to sing the parts of the Mass that properly belong to them. The role of the
music minister is to lead and not to dominate in a way that is performance rather
than prayer.

# 105

The role of the commentator must be used sparingly and usually not during the
service unless it is required. The collection and the greeting are traditionally done
by the ministers of hospitality and/or the ushers.

# 109

Care should be taken to distribute the duties belonging to a variety of ministers
whenever possible.
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# 117

The use of two candles is required for every Mass. More may be included.
The processional cross or the cross in the church should have a figure of Christ
crucified on it.
The Book of the Gospel should be used for the celebration.

# 118

Even if covered with a chalice veil, the chalice and other items for the Liturgy of
the Eucharist are kept on the side table until they are used.

# 119

For concelebrated Masses, the priests vest in the diocesan chasubles available to
them.
No specific attire is required of ministers other than the priest or deacon. Suitable
attire may be provided by the parish for acolytes and other ministers as deemed
appropriate.

# 133

A procession of the Book of the Gospels is encouraged whenever possible, even
when incense is not used.

# 152

No gesture is given in the GIRM for the Our Father. In an effort to unify this
gesture, it is determined that the people extend their arms downward, holding
both hands with the palm outward in the ancient “orans” gesture.

# 154

Care should be taken to keep this gesture in the spirit of its place in the liturgy.
Greetings should be exchanged between people. No song is indicated to
accompany this ritual act.

# 159

The Communion song begins as the priest receives Communion.

# 160

The proper posture for receiving holy Communion is standing. Communicants
are not to kneel for the reception, nor are they to genuflect before receiving holy
Communion.
The communal act of reverence at the time of the reception of holy Communion
is the bow of the head. Communion may be received in the hand or on the tongue.
Every effort should be made to assist the people in this act of unity.

# 162

Extraordinary ministers of holy Communion should not approach the altar before
the priest receives Communion. They may enter the sanctuary to assist with the
timely and reverent distribution of Communion; however, they do not receive
Communion until after the priest and the deacon (if present) have received. The
priest hands the Communion vessel to the extraordinary minister.
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# 175

Note that the action of the preparation of the incense and the procession of the
Book of Gospels begins when the Alleluia chant begins. The incense is prepared,
the blessing is received, and then the Book of the Gospels is carried to the ambo.
When assisting the Bishop, inquire whether he wants to kiss the Book of the
Gospels or bless the people with it.

# 178

At the preparation of the chalice, the wine is poured into the chalice and a little
water is added to the chalice. No water is added to the additional wine that will be
consecrated.

# 179

The deacon stands near but slightly behind the priest. As a rule, the deacon
should kneel from the epiclesis until the showing of the chalice unless it calls
undue attention to the action or if space does not allow.

# 185

The words of dismissal by the deacon are those contained in the ritual text.

# 209

The alb and stole are worn by all concelebrating priests. On specific occasions,
diocesan chasubules are provided for concelebrating priests and the principal
celebrant.

# 215

The concelebrants approach the altar after the prayer over the offerings.
When there are several concelebrants, the deacon continues to assist with the
chalice and the missal but stands slightly back when he is not performing any of
his duties.

# 246

If the concelebrants approach the altar for Communion, they genuflect before
receiving the chalice. If the chalice is brought to them, no genuflection is
required.

# 274

When the tabernacle is in the sanctuary, all genuflect as they approach the altar
and leave the sanctuary but not during the celebration.

# 277

The use of incense is optional. When it is used, follow the directives given for the
different elements being incensed.

# 279

The sacred vessels are always purified at a side table, not at the altar. This is done
either after Communion or after Mass.
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# 283

In the United States, the practice is that the Blood of Christ is received from the
chalice rather than by intinction. If a priest in the Diocese of Austin wishes to
give Communion by intinction, he should first make a request to the Bishop.
The order of the reception of holy Communion is as follows: first the priest
receives Communion. Then he gives the host, then the chalice to the deacon(s),
who then assists him with the distribution of the hosts and the chalice to the
extraordinary ministers of holy Communion. Then the priest gives the ciboria and
chalices to the ministers for distribution to the faithful. (NDC)

N52

In the Diocese of Austin, when there are extraordinary ministers of holy
Communion, they may consume what remains of the Precious Blood.

# 304

Various colored cloths may be used on the altar provided that the uppermost
covering the table is always white.

# 305

During the Lenten season, the custom of covering statues and the cross should be
done in accord with the liturgical directive. Only the cross is covered on Good
Friday. The covering of other statues during Lent has not been determined by the
U.S. Conference of Catholic Bishops.

# 314

In the Diocese of Austin, the preferred place for the tabernacle is in a chapel of
reservation that is located in such a way that the tabernacle can be visible to the
assembly but not in competition with the altar during the celebration of the
Eucharist.
All plans for the placement of the tabernacle in both new and renovated churches
require the approval of the diocesan Bishop.

# 329

This includes vessels made from heavy glass.

# 346

The traditional usage retained for the colors of sacred vestments does not include
the color blue for Advent.

# 352

It is recommended that consultation in planning be used whenever possible. Since
various ministers and ministries are needed, assistance in this area is
recommended.

# 379

The use of white and the vernacular language for funerals, including the
observance of All Souls’ Day, is to be retained.
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Marriage Guidelines for the Diocese of Austin
October 1, 2004
Revised May 22, 2008
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National Conference of Catholic Bishops
United States of America
DECREE OF PROMULGATION
On November 18, 1998, the Latin rite de iure members of the National Conference of Catholic
Bishops approved complementary legislation for Canon 1067 of the Code of Canon Law for the
Latin rite dioceses of the United States.
The action was granted recognitio by the Congregation for Bishops in accord with article 82 of
the Apostolic Constitution Pastor Bonus and issued by Decree of the Congregation for Bishops
signed by His Excellency Most Reverend Giovanni Battista Re, Prefect, and His Excellency
Most Reverend Franciscus Monterisi, Secretary, and dated September 30, 2000.
The National Conference of Catholic Bishops, in accord with the prescriptions of Canon 1067
and with due regard for Canon 1068, hereby decrees that the following norms shall be observed
in preparation of a couple for marriage:
1)

The couple should receive appropriate education and pastoral preparation through
participation in a marriage preparation program approved by the diocesan Bishop;

2)

Parties should be questioned as to their freedom to marry;

3)

Baptized Catholics should present a recently issued, annotated baptismal certificate;

4)

Where necessary, additional documentation (such as affidavits of parents) attesting to a
Catholic party’s freedom to marry should be presented;

5)

Baptized non-Catholics should present satisfactory proof of baptism and freedom to
marry;

6)

Unbaptized persons should present satisfactory proof of freedom to marry;

7)

Preparation for marriage should be in conformity with the prescriptions of Canon 1063
(regarding what must precede marriage) and Canons 1064, 1071, 1072, 1086~2 and
1125, which entrust certain situations to the special care of local ordinaries;

8)

Preparation for marriage should be in compliance with appropriate civil laws.
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Welcoming the Engaged Couple
I.

Introduction
The engaged couple initiates the marriage preparation process when they call a parish or
a particular priest or deacon to inquire about being married in the Catholic Church. In
many cases, and for a variety of reasons, the engaged couple may not be actively involved
in the parish and, thus, will not be aware of the diocesan and parish guidelines for
marriage.

II.

III.

Goals
A.

To communicate “an attitude of openness toward couples seeking to marry,”
whatever their religious background or level of faith (Faithful to Each Other
Forever: A Catholic Handbook of Pastoral Help for Marriage Preparation, 58)

B.

To direct the couple to an initial face-to-face interview with the proper pastor or
his representative (59)

Hospitality
“Young adults approach the Church to be married for a number of reasons, including
parental pressure, the desire to have a church wedding, or to reunite themselves with the
Church. Regardless of why they come, the Church and its ministers need to welcome
them as Christ welcomes them, with understanding, love, and acceptance, challenging
them with the gospel message, and giving them hope that a lifelong commitment is
possible” (Sons & Daughters of the Light (USCCB, 1996)).
A.

All persons who approach the parish for marriage are to be treated with respect,
openness, and warmth. This is true whether they are registered in the parish, and
regardless of their faith development.

B.

Although a couple should be encouraged in the course of the marriage preparation
process to become more actively involved in the parish, neither registration nor
financial contributions may be used as a prerequisite for sacramental preparation
if the couple lives within the parish boundaries (c. 107; 843).
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IV.

V.

Place of Wedding
A.

Weddings are to be celebrated in the parish where either of the Catholic parties
resides. Weddings may sometimes be celebrated in another Catholic church or
chapel but only with the permission of the proper pastor, i.e., the pastor of the
parish in which either of the Catholic parties resides (c. 1115).

B.

Weddings are ordinarily to take place in a Catholic church. Exceptions may be
made for mixed marriages or marriage with a non-baptized person (See Appendix
IV - VI (Pages S-47 – S-50)).

Notification of the Parish
In order to allow sufficient time to carry out the various steps of the marriage preparation
process, a couple should contact their parish as soon as they make the decision to marry
(formal engagement). It is important that contact with the parish should precede any other
commitments regarding the wedding celebration (e.g. reception site, photographer, etc.).
A.

VI.

Under normal conditions, this initial contact should be made at least six (6) to
nine (9) months prior to the anticipated time of their wedding.
1.

In parishes that have a large number of weddings, even more lead time
may be necessary in order to provide proper marriage preparation.

2.

The engaged couple must personally contact the parish. Other family
members may not contact the parish on their behalf.

B.

If either of the parties has been previously married, extra time must be allowed for
satisfying the requirements for marriage in the Church (See Special
Circumstances § VI (Page S-28)).

C.

In cases involving convalidation of a marriage see Special Circumstances § VIII
(Page S-31).

Responsibility of the Clergy
A.

The pastor of either Catholic party has the responsibility for marriage preparation.

B.

In some cases, a priest or deacon outside the proper parish will be requested to
witness the marriage.
1.

The pastor (or other marriage preparation minister) may give permission
to this priest or deacon to coordinate the couple’s marriage preparation.
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2.

C.

When a couple resides in a local parish but will be married elsewhere and
preparation is to take place locally, the local priest or deacon who is
preparing the couple should contact the priest or deacon who is witnessing
the wedding in order to coordinate the marriage preparation process.

The records of the marriage are ordinarily kept in the Catholic church where the
wedding took place. For exceptions, see Appendix V (Page S-47). The documents
must include a recent baptismal certificate, dispensations, and other documents
required by Canon Law (See also Wedding Liturgy (Page S-17)).
1.

In the case of a Catholic and a non-Catholic baptized person, it is the
obligation of the priest or deacon witness to ensure that the marriage packet
is filed in the Catholic Church where the wedding took place and that the
usual notations are made in both the marriage register where the wedding
occurred and the baptismal register where the Catholic party was baptized.

2.

In the case of a Catholic marrying a non-baptized person, if the marriage
took place outside a sacred place, a copy of the marriage packet and proper
notations must be made in the baptismal register and marriage register of
the diocese in which the dispensation was obtained; the church of the person
who prepared the couple for marriage; the diocese the Catholic lives; and
the church the Catholic party attends.
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Discernment
I.

Introduction
The discernment phase, which involves initial evaluation sessions as well as monitoring
throughout the marriage preparation process, is meant to be an affirming experience for
the couple as they become more aware of their readiness to enter Christian married life.
The Church’s role as well as the primary task of clergy and others in marriage
preparation ... is to assist the couple in making a judgment about their relational readiness
and personal faith, not to make those judgments for or about them (FEO 1 63).

II.

III.

1

Goals
A.

To help engaged couples assess themselves and their readiness for Christian
marriage in light of their individual and mutual strengths and weaknesses.

B.

To offer and provide a marriage preparation plan appropriate to the engaged
couple’s needs.

C.

To provide an opportunity for the priest or deacon to affirm, support, and
challenge the engaged couple preparing for the sacrament of matrimony.

Initial Interview
A.

The priest or deacon (or his delegate) who is responsible for the premarital
preparation will conduct the initial interview with the couple.

B.

In no case should the initial interview take place over the phone or be done by the
parish receptionist or secretary (FEO 59).

C.

The purposes of the initial interview are:

Faithful to Each Other Forever: A Catholic Handbook of Pastoral Help for Marriage Preparation (USCCB)
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1.

To establish rapport with the couple and begin to know them

2.

To explain the marriage preparation process

3.

To determine freedom to marry according to civil and Church law (See
Appendix II (Pages S-41 – S-43)).

4.

To identify any special needs or requests the couple may have regarding
the wedding (e.g. location, long-distance preparation, etc.)

D.

The Prenuptial Investigation Form may be used as part of the discussion during
this session.

E.

Couples should have received the Sacraments of Initiation. Canon 1065 states:
Catholics who have not yet received the sacrament of confirmation are to receive
it before they are admitted to marriage if it can be done without grave
inconvenience.
1.

2.
IV.

This Canon assumes:
i.

That both parties are baptized, or

ii.

That, at least, the Catholic party is baptized

For more information regarding the initial interview, see FEO 91-94.

Faith Readiness
Because the marriage of two baptized Christians is a sacrament, it requires the presence
of faith in its recipients. One of the primary goals of marriage preparation is the
identification and deepening of the couple’s faith.
A.

While faith is a primary factor in whether or not a marriage will endure, Pope
John Paul II, in Familiaris Consortio 68, gives us several cautions in dealing with
the engaged:
1.

Faith can exist in varying degrees, and requiring a certain level of faith
involves grave risks to our treatment of the couple and our defense of the
sacrament itself.

2.

A decision to seek a marriage that requires unconditional love and fidelity
is not done without the motivation of God’s grace.

3.

Couples who seek marriage from social motives (as opposed to genuinely
religious ones) remind us that marriage by nature is a social matter.
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B.

V.

Pope John Paul II stated that couples ought to be refused sacramental marriage
only when they explicitly and formally reject what the Church intends in the
marriage of baptized persons. (For additional information on Pope John Paul II’s
pastoral approach, see FEO 60-61).

Marriage Readiness
Although there is no possible way to determine definitively a couple’s readiness to marry,
there are clear indicators that can predict potential problems or even the eventual failure
of the marriage. Because of this knowledge, every engaged couple ought to be given the
best possible chance to evaluate their present state of readiness for marriage.
A.

B.

VI.

Research on marriage preparation indicates that this is best accomplished with a
premarital inventory at the beginning of marriage preparation, at least six (6)
months before a planned marriage. In this diocese, either the PREPARE or
FOCCUS instrument is recommended.
1.

Such an inventory is not to be used as a test of whether a couple should
marry but, rather, as an aid for the couple and the priest or deacon (or
delegate) in discovering important areas for discussion and attention
during the marriage preparation process.

2.

The PREPARE or FOCCUS should be administered by a trained
facilitator and according to the guidelines for the instrument.

For couples with special circumstances (pregnancy, cohabitation, etc.) it is
especially essential that a premarital inventory be used as part of the discernment.
1.

The Family Counseling and Family Life Office provides periodic training
on the FOCCUS and/or PREPARE for deacons, priests, and other
marriage preparation facilitators appointed by the pastor.

2.

Parishes that do not yet have trained facilitators can arrange for couples to
take the FOCCUS or PREPARE at the Family Counseling and Family
Life Office at the Pastoral Center.

Areas of Special Concern
A.

Even for those couples who have been active in the Church, there are some issues
that should be addressed as part of their discernment process. For example, the
minister or delegate and couple should be alert to signs of severe family of origin
concerns, physical abuse, etc.; this may indicate the need for a referral to a
professional counselor.
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VII.

B.

Another area of concern is chemical dependency or regular alcohol by abuse
either party. Such behavior may inhibit one’s freedom to marry and should be
taken seriously. It may indicate the need for a referral to a professional counselor.

C.

Finally, there is the occurrence of frequent premarital sexual activity.
1.

The couple may not realize this is an area of concern, and yet, such
behavior can inhibit their communication as well as their ability to make a
free choice to marry.

2.

Couples engaging in premarital intercourse also typically use contraception
to avoid pregnancy and, therefore, may have great difficulty being open to
the Church’s teaching when forming their conscience about family
planning.

3.

Since regular sexual activity is often a precursor to cohabitation, the
guidelines for working with cohabiting couples may be helpful in working
with those who are involved in premarital sex (See also the guidelines
regarding cohabitation (page S-25)).

4.

Any engaged couple that is sexually active ought to be encouraged to live
chastely during the marriage preparation process.

Decision to Proceed or Delay
Following a discussion of the results of the premarital inventory, or at any other time in
the marriage preparation process, the priest, deacon or other marriage preparation
minister or the couple themselves may raise questions about whether to proceed further
with marriage preparation.
A.

A decision to delay should be made only after serious and prayerful deliberation
and appropriate consultation. Consultants for the priest, deacon, or couple might
include members of the parish staff, a professional counselor, or the director of
the diocesan Office of Family Counseling and Family Life.

B.

The priest, deacon or other marriage preparation minister should assist the couple
in addressing the reasons for delay and seek to alleviate these if possible.
Appropriate counseling may be recommended.

C.

If a couple objects to the decision to delay the marriage, they are to be advised of
their right to appeal and the procedure for appeal (See Appeals, (page S-35)) is to
be explained to them.
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Formation
I.

Introduction
Pastors of souls are obliged to see to it that their own ecclesial community furnishes the
Christian faithful assistance so that the matrimonial state is maintained in the Christian
spirit and makes progress toward perfection. This assistance is especially to be furnished
through … personal preparation for entering marriage (c. 1063).

II.

III.

Goals
A.

To present the essential human and Christian aspects of marriage so that the
couple becomes aware of the total dimensions of the marriage covenant and
contract.

B.

To introduce the couple to persons and resources available to them through their
parish and diocesan community so that they might turn to the Church in times of
personal need.

Content of Formation
A.

In the National Directory for Catechesis (USCCB, 2005), the United States
Bishops identify several key areas that should be addressed in preparation for
Christian marriage (NDC 36). Specifically, the directory states that: Dioceses and
parishes should present catechesis on the sacrament of Matrimony that
1.

Encourages the care and concern of the whole Christian community for
married couples by public recognition of couples planning marriage,
modeling by couples in successful marriages, and support of couples in
challenged marriages

2.

Stresses marriage as a distinct and dignified vocation in the Church
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3.

Explains the effects of the Sacrament of Matrimony: the establishment of a
perpetual and exclusive bond between the spouses that is sealed by God
himself, the perfection of the mutually exclusive and permanent love of the
couple, the strengthening of their indissoluble unity, and the experience of
a foretaste of the Kingdom of God

4.

Encourages marriages within the Catholic faith and explains why this is
desirable (the Church requires marriage within the Catholic faith;
permission or a dispensation from the Bishop is necessary for a Catholic
to marry a non-Catholic or an unbaptized person, respectively)

5.

Teaches that marriage is a covenant of love in which God participates as
an active member

6.

Acknowledges that it is in the love and struggles that a couple attains the
holiness of their vocation

7.

Teaches that in Christian marriage the unity of the couple is a unity
founded in an equal personal dignity and expressed in an unreserved
mutuality of self-giving

8.

Teaches that the family is the first and essential center of faithful living,
the domestic Church

9.

Teaches that the home is the first school of Christian life and human
enrichment

10.

Teaches that a couple’s marriage in Christ is a sacred relationship that is
supported for the length of their lives by the grace to love each other with
the love Christ has for the Church

11.

Teaches that fidelity, indissolubility, and openness to children are
essential to Christian marriage

12.

Teaches that Christian marriage is for the mutual support of the spouses,
their growth in love, and the procreation and education of their children

13.

Includes a clear presentation of the Church’s teaching on the morally
acceptable methods of regulating birth and the immorality of artificial
birth control, of sterilization for that purpose, and of abortion

14.

Emphasizes their personal responsibility to protect the human life that
they co-create with God from the moment of conception to natural death

15.

Includes a clear presentation of the Church’s teaching on mixed and
interreligious marriages
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B.

IV.

16.

Includes instruction on the rite of the sacrament

17.

Teaches that the couple themselves are the ministers of the sacrament and
that their consent should be publicly exchanged in their vows before a
priest or deacon (or a witness authorized by the Church) and two other
witnesses, ideally in the presence of an assembly of the faithful

18.

Assists the couple in deepening their understanding of the nature of
Christian marriage as a covenant between a man and a woman whereby
the spouses establish between themselves a partnership of their whole life
that is ordered to the well-being of the spouses and to the procreation and
upbringing of children

Every couple of child-bearing age should be asked to attend either an introductory
session or a series of classes on natural family planning.

Formational Programs
The priest or deacon should guide the couple in selecting a formational program that best
suits their needs. The process selected for the individual couple should include at least
two of the following, and all of the “key elements” from § III: Content of Formation
above (Page S-11).
Programs marked with an asterisk (*) are considered comprehensive.
A.

Together In God’s Love Marriage Preparation Program*
The diocese offers training for parish and deanery facilitators in the program so
that it can be offered within the local parish in both English and Spanish. The
diocese offers a limited number of class series and retreats directly to couples to
assist parishes that have not yet developed facilitator teams, either within the
parish or in their deanery (for smaller parishes). For more information, see the
schedules and registration forms posted on the diocesan website.

B.

For Better and Forever Sponsor Couple Program (English and Spanish)*
This is a multi - five (5) to seven (7) -session program that takes place in the
home of the sponsor couple. The written materials are For Better For Ever/Nos
Amaremos Toda la Vida by Father R. Ruhnke. The program includes individual
couple dialogue and couple-to-couple discussion. Training is provided by the
author (see www.marriagepreparation.org).
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C.

Unitas *
This program is presented by the parish and is modeled on the RCIA process. For
more information, see www.cpcbooks.com.

D.

Today and All the Days of Your Life (English and Spanish) *
Multi-session program presented in the parish. Books, facilitator guides, and DVDs
are available from Liguori Books at www.liguori.org.

E.

One in the Lord Program *
This is a seven (7) session marriage formation program for couples by Charles
Balsam. It is available from the author. Contact the Family Counseling and Family
Life Office of the diocese for more information.

F.

God's Plan for a Joy-Filled Marriage
A supplemental program based on Pope John Paul II's Theology of the Body. This
program should only be presented by trained Theology of the Body facilitators.
Contact the Office of Pro-Life Activities and Chaste Living for more information.
This course may be taken as one of the two required forms of marriage
preparation, provided that the other form of marriage preparation covers the other
topics listed in § III: Content of Formation above (Page S-11).

G.

Natural Family Planning
An introduction to natural family planning, presented by a certified NFP educator,
is required for all couples being married in the Diocese of Austin, if they are of
childbearing age. The full course may be taken as one of the two forms of
marriage preparation provided that the other form of marriage preparation covers
all of the other topics listed in § III: Content of Formation above (Page S-11). For
information about natural family planning in the Diocese of Austin contact the
Office of Pro-Life Activities and Chaste Living for an updated program list.

V.

Use of Married Couples in Marriage Preparation
A.

The U.S. Bishops state that a primary ministerial goal of marriage preparation
programs should be “to involve a variety of personnel in the task of marriage
preparation” (FEO 58).

B.

Local parishes are to encourage and promote programs in which married couples
help engaged couples as part of the marriage preparation process.
1.

It should be a rare exception that the priest or deacon is the only minister
of marriage preparation for an engaged couple.
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Additional Sessions
Following the formational phase of marriage preparation, the priest or deacon meets with the
engaged couple to complete the marriage preparation process.
I.

II.

Follow-up to Formational Program
A.

The priest or deacon who is helping the couple prepare for marriage is responsible
for seeing that catechesis in the sacrament of marriage has been completed. Thus,
he must meet with the couple to discuss the results of their formational program.

B.

By this time verification of all required documents should be complete. These
include a recent copy of the baptismal certificate(s), the prenuptial investigation
form, and any necessary permissions or dispensations. If applicable, the affidavit
of free status, annulment papers, and death certificate of previous spouse should
be included.

C.

The priest or deacon also makes sure the couple knows the civil law requirements
for marriage.

Preparing the Liturgy
A.

During the follow-up session(s) with the priest or deacon, final plans for the
liturgical celebration may be made. The priest or deacon (or other parish minister)
assists the couple in understanding the various options and choices approved by
the diocese (and parish) regarding music, readings, and ritual.

B.

Catholics entering marriage should be encouraged to celebrate the sacrament of
reconciliation prior to the wedding ceremony.
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III.

Witnesses
A.

There are two types of witnesses that function at weddings. When the wedding is
conducted according to canonical form (a Catholic wedding) there is the
“qualified witness” and the “witnesses.”
1.

2.

IV.

The qualified witness is the priest or deacon conducting the ceremony.
a.

He must have jurisdiction to witness the exchange of consent.

b.

He must ask for and receive the consent.

The other requirement of canonical form is to have two witnesses to the
exchange of consent. The law does not stipulate any special status for
these witnesses. They need not even be Catholic. The only necessity is that
they be able to witness the consent. This would mean, for example, a baby
or a blind person, could not be considered witnesses. In fact, as long as
two persons are present, and do in fact witness the consent, they can serve
as the witnesses.

B.

When the wedding is not celebrated according to canonical form (if there has
been a dispensation), then civil law is to be followed with regard to how many
witnesses and what qualifications they need to have.

C.

Catholics may serve as witnesses at weddings of family and friends of other faiths
except where there is reason to believe that the marriage to be witnessed is
invalid.

Wedding Rehearsal
A.

The wedding rehearsal may be conducted by the priest or deacon witnessing the
marriage or by his representative (e.g., wedding rehearsal coordinator).

B.

The rehearsal is part of the preparation process and offers an excellent opportunity
for the wedding party to join together in prayer.
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Wedding Liturgy
I.

II.

III.

Introduction
A.

Liturgy, the prayer of the Church, is by its very nature communal. A parish
assembly’s celebration of the Sunday Eucharist is the normal way of celebrating
any sacrament or other liturgy. Catholic weddings, therefore, are celebrations of
the whole church as well as of individual couples.

B.

It is important that the parish and the couple recognize the relationship they share
with one another. The engaged couple should be given catechesis on the rites,
prayers, and readings in order that they might receive the greatest benefit possible
from the celebration of the sacrament.

Goals
A.

To encourage the participation of the assembly in the wedding liturgy

B.

To express the faith and commitment of the couple and of the assembly

C.

To pray as a faith community for the couple, thereby offering them promise of
support in their married life.

General Guidelines
A.

In this diocese, Catholic weddings are to take place in Catholic churches. For
exceptions, see Appendix V (Page S-47).

B.

The general norms for liturgical celebration are to be followed at a wedding
liturgy.

C.

The couple should be involved in the preparation of their wedding liturgy and
may need guidance so the celebration reflects the sacramental nature of their
union.
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1.

IV.

Several resources for preparing the wedding liturgy are available to guide
them in the selection of scripture readings, prayers, blessings, and other
options in the rite (See Appendix XIII (Page S-68)). Through prayer and
reflection on these choices, the couple will be able to enrich the
celebration with expressions of their faith.

Ministries of the Liturgy
Within each liturgical celebration there are a variety of ministries such as lectors, servers,
the extraordinary minister of holy Communion, etc.
A.

Some roles can only be filled by a Roman Catholic minister (e.g., ordinary or
extraordinary minister of holy Communion); however, qualified persons of other
faith traditions may serve as lectors.

B.

Care should be taken in the selection and preparation of persons to fill these
various roles. They should have the skills and spiritual gifts necessary to fulfill
the ministry, not just a social relationship to the couple.

C.

V.

1.

If suitably skilled persons cannot be found by the couple, the parish should
offer assistance from among its ministers.

2.

In no circumstances should all of the ministries be assumed by just one
person, such as the priest or deacon.

The ministry role of the assembly is to participate in the celebration to the fullest
extent possible. The liturgy should be prepared so that community participation is
encouraged.

The Rite
A.

B.

The Church provides three different rites for marriage:
1.

A sacramental rite during the Eucharist, which is the usual but not
mandatory, form when both parties are Catholic

2.

A sacramental rite outside the Eucharist, which is the usual but not
mandatory form when one party is baptized but not Roman Catholic

3.

A non-sacramental rite between a Catholic and an unbaptized person.

Entrance Rite
1.

The procession may include liturgical ministers and the presider, as well
as bride and groom, family members, and attendants.
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2.

C.

D.

There are many ways to plan the entrance rite, such as:
a.

Liturgical procession followed by procession of the wedding party

b.

Attendants entering as couples rather than the bridesmaids alone

c.

Bride and groom accompanied by all parents or relatives in the
procession

d.

The bride escorted by her father

Liturgy of the Word
1.

Readings may be selected from the many options given in the Lectionary
for the Ritual Mass of Marriage or from other appropriate Scripture.

2.

Non-scriptural readings are not to be used.

3.

Both the Psalm and the Gospel Acclamation are normally sung.

4.

The general intercessions should address the needs of the universal Church
as well as those of the couple.

The Rite of Marriage
1.

Since the exchange of vows by the bride and groom are the focus of the
rite, they should be clearly visible to the entire assembly during this
exchange of vows.
a.

2.
E.

Preferably they should face each other or the assembly so that their
exchange of vows may be heard by all present.

The rite provides optional forms for receiving the consent of the couple.

Liturgy of the Eucharist
1.

It is not recommended that the wedding couple be extraordinary ministers
of holy Communion at the wedding Mass.

2.

The couple should also remain in their places during the Eucharistic Prayer
as members of the assembly. They are usually located in or near the
sanctuary.

3.

Admission to holy Communion at a Catholic wedding is not possible
under the present circumstances for members of non-Catholic churches.
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4.

It is recommended that the statement from the Guidelines for the
Reception of Communion (NCCB, 1986) be inserted in the worship aid.
Condensed versions can be used such as the following:
We welcome everyone to this celebration of the Eucharist and the
Marriage vows of N. and N. As fellow Christians we all long for the day
on which we can all share in the Eucharist together. We cannot ignore,
however, the differences that still exist among us as Christians. As we
Catholics now share in the Eucharist, the sign of our unity in faith, life
and worship, we would ask that those of you from other Christian
traditions will pray that this sad division will be healed, and that the unity
prayed for by Jesus to the Father, “Father, may they all be one” will one
day bring us to the joy of sharing the Eucharist together.

VI.

Music
A.

The general norm for liturgical music is to be followed. Consult with the parish
music director and the diocesan guidelines for wedding music for assistance (See
Appendix XII (Page S-65)).

B.

The music used before or during the liturgy must be clearly identifiable as prayer
by all gathered.

C.

Music Ministers
1.

It is important that the music minister (or other pastoral minister) be able
to present in a clear and kind manner the role of music in Catholic worship
as well as the parish policies for music at liturgy.

2.

The presence of a trained cantor should be encouraged at a wedding liturgy.
a.

D.

The cantor’s main role is to help the assembly participate in the
singing.

Worship Aids
In order to encourage the participation of the assembly in the wedding liturgy, it is
helpful to have a worship aid. This might be an available hymnal or a specially
prepared order of worship containing the music to be sung.
1.

When preparing such a booklet, correct reprint permission is required to
fulfill copyright law.

July 28, 2017

S - 21

VII.

Parish Policies
A.

Parish policies for wedding liturgies are helpful and to be encouraged and should
always be presented in a positive, welcoming, hospitable tone.

B.

Samples of local parish policies are available from the Office of Family
Counseling and Family Life.

C.

Written parish policies or guidelines that state clearly what is allowed or not
allowed in the celebration can assist the couple in making initial preparations.

D.

1.

Such policies typically cover the areas of music, environment, and
photography.

2.

A clear understanding at the beginning can help avoid the disappointment
of having to change plans after they have already been made.

3.

Written policies also maintain consistency as the couple talks with various
parish ministers (clergy, music ministers, environment coordinators, etc.).

While policies may be particular for each parish community, they cannot prohibit
what the general law of the Church allows. (For example, a parish cannot prohibit
weddings during Lent since the Church itself does not prohibit them. However, a
couple should be instructed on the nature of Lent, informed of the art and
environment that may be in the church at that time, and given assistance in
planning their wedding accordingly.)
1.

VIII.

Parish guidelines should be in conformity with these diocesan guidelines.

Environment
The environment for the wedding should take into consideration the liturgical season.
A.
B.

IX.

Quality and appropriateness are the two primary principles which govern the
environment of worship.
The arrangement of kneelers, flowers, candelabra, and other decorations should
not obstruct the view of the assembly or inhibit their participation, nor should it
restrict movement within the sanctuary.

Special Concerns
The diocesan Worship Office is available to all parishes as a resource for any special
concerns relating to the wedding liturgy. The following are the most common of these
concerns:
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A.

Mixed Marriages
1.

When Christians of different faith traditions marry, care should be taken to
emphasize unity and to minimize division.
a.

2.

While clergy from each tradition may be present, one celebrant must be
designated to receive the vows, according to the norms of Canon Law (See
Appendix III – VI (Pages 44–50)).
a.

B.

It is important that the bride and groom, as well as their families
and guests, be able to participate as fully as possible in the
celebration.

If a non-Catholic minister is to receive the vows, a dispensation
from canonical form is required.

Cultural Adaptations
1.

The Church encourages cultural adaptations within the liturgy as long as
the adaptations are in keeping with the nature and spirit of the liturgy.

2.

Each cultural adaptation should also be critically examined in light of its
origins and content.

3.

Such adaptations should not overpower the liturgical emphasis on the rite.

4.

Care should be taken not to duplicate symbols in the celebration that might
have similar meanings. For example, the lasso and the unity candle are
both cultural adaptations which emphasize the union of two persons into a
new life in Christ.

5.

The couple should be guided in making the appropriate choices in such
adaptations.

NOTE:

A helpful resource in explaining cultural adaptations is the FEO 118 120. Particular explanations for Hispanic cultural adaptations may be
found in Don y Promesa; Gift and Promise (OCP), Primero Dios
(LTP), and other resources from the Mexican American Cultural
Center in San Antonio.
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Special Circumstances
I.

Introduction
Christian marriage has a great value to offer the couple and the world no matter the
circumstances. Couples dealing with added complications, such as religious differences,
premarital pregnancy, or addiction deserve more individual attention.
The task of the priest or deacon or other marriage preparation minister in these situations
is a complex one. On one hand, the couple has the right to marry; on the other, they need
assistance to assess as realistically as possible the potential difficulties ahead.
The following sections cover common “special circumstances,” which a priest, deacon or
other marriage preparation minister may meet in the course ministry to engaged couples.
It is by no means an exhaustive list.

II.

Goals
A.

To show care and concern for the couple

B.

To respect and accept the persons in their specific circumstances

C.

To address facts and issues directly (i.e., to explain the Church’s teachings while
being pastoral in applying them to the couple’s particular situation)

D.

To refer the couple to appropriate persons for additional assistance or professional
counseling

NOTE:

Follow guidelines in Discernment § VIII: Decision to Proceed or Delay (Page
S-10) if the decision is to delay the marriage.
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III.

Marriage of Teenagers
Although age is no guarantee of maturity, research and experience indicate that teenagers
are generally not prepared emotionally, intellectually, spiritually, or financially to handle
the responsibilities of marriage. Special care and concern must be taken with any couple
in which one or both parties are under nineteen (19) years of age.
A.

Restrictions
If either of the parties will be less than nineteen (19) years of age at the time of
the wedding, then the couple should have at least a full six (6) months of marriage
preparation.
1.

B.

Completion of the canonical affidavit of free status must also be completed.

Additional Precautions
1.

In every case involving a marriage of teenagers, a premarital inventory
should be used as an aid in assessment.
a.

2.

IV.

Referral to a professional counselor may also be recommended.

In every case involving a teenager, the parents of the couple should be
interviewed if at all possible. (A sample of an instrument for this purpose
is given in Appendix XV (Page S-79))

Pregnancy
A.

Pregnancy is one of the most difficult situations to address in the context of
marriage preparation. The motivation for marriage can become confused because
of the urgency to decide the future of a child.
1.

In spite of the pressure involved for the couple and the minister, it is
important to challenge the couple so that they can make the best possible
decisions.

2.

The priest, deacon, or other marriage preparation minister can best serve
the couple by helping them assess their reasons and readiness for marriage
as a separate issue apart from the decisions they must make regarding the
child.

3.

The goal is to support them in making a stronger mutual commitment to
each other as well as the child.
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B.

Pastoral Considerations
1.

In the case of a couple who had not intended or planned to marry prior to
the pregnancy, marriage is not always an appropriate solution to the
immediate situation.
a.

2.

C.

In the case of a couple who intended to marry (i.e. were engaged) prior to
the pregnancy, marriage continues to be a viable possibility. However,
discernment of their readiness for marriage (exclusive of the pregnancy) is
still essential.
a.

The couple needs to address issues such as the priority of the
marriage relationship, the burdens of new parenthood, and
upcoming restrictions on their time.

b.

For this reason, the inclusion of married couples to assist in the
preparation is strongly encouraged.

Restrictions
1.

If the couple had not planned to marry, pregnancy, of itself, must not be
considered sufficient reason to enter marriage or to shorten the marriage
preparation process.

2.

In every case involving pregnancy, a premarital inventory should be given
as an aid in assessment.
a.

V.

This is particularly true of those couples who have been living
together without a formal engagement or those in which one or
both parties have been in previous cohabiting relationships (See
Special Circumstances § V: Cohabitation below, on this page).

Referral to a professional counselor may also be recommended.

Cohabitation
A.

For the purposes of these guidelines, cohabitation is defined as “living together in
a sexual relationship without marriage.”
1.

This definition does not include couples who are civilly married and are
coming to the Church for convalidation.

2.

For guidance in dealing with these couples, see Special Circumstances §
VIII: Convalidations (Page S-31).
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B.

Today many couples who come for marriage preparation in the Catholic Church
are in a cohabiting relationship. Cohabitation has become a generally perceived
and accepted stepping stone to marriage in this secular culture and is set within a
context of widespread sexual activity outside of marriage.

C.

Yet, the Church has many good reasons for suggesting that couples cease
cohabitation and/or sexual activity during the marriage preparation process.

D.

1.

Cohabitation is not marriage nor is it a good preparation for marriage.

2.

An increasing body of research on the phenomenon of “trial marriage”
indicates that cohabitation may even contribute to marriage failure.

3.

In addition, cohabitation is a practice that seriously undermines the
wisdom of Church teachings and tradition about sacramental marriage and
sexual morality.

From one perspective, then, there is a rich and valid Church tradition and teaching
that must be guarded and upheld; from another, the opportunity is there to connect
with and support couples desiring to regularize their situation.
1.

Like Jesus, we must love these couples as they are, while always calling
them to conform their lives to gospel morality.

E.

Faithful to Each Other Forever notes that two extremes are to be avoided: (1)
immediately confronting the couple and condemning their behavior and (2)
ignoring the cohabitation aspect of their relationship. In the decade following the
document's publication, pastoral experience and diocesan policies have borne out
the wisdom of this approach. (Marriage Preparation and Cohabiting Couples
(USCCB, 1999) (See Appendix XVII (Page S-84))

F.

The following guidelines are meant to encourage and support a pastoral response
to this issue.
1.

Initial Interview (See also Discernment § III: Initial Interview (Page S-7))
The priest, deacon, or other marriage preparation minister collects
biographical information during the initial interview with the couple
preparing for marriage. If, in the course of this and following sessions with
the couple, the minister discovers that the couple is in a cohabiting
relationship, he or she should discuss with the couple the importance of
addressing their situation as part of good marriage preparation. It may also
be helpful to give the couple some reading material about cohabitation and
the reasons for the Church’s concern about this practice (See Appendix
XVIII - Bibliography (Pages S-90 – S-91).
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2.

Pastoral Approach for Clergy
In the course of his meetings with the couple, an extended conversation
should take place in which the priest or deacon gets to know the couple
and invites them into a discernment process about their cohabiting
situation. All of the following areas should be addressed:
a.

The couple’s perspectives on cohabitation and marriage

b.

What led to their personal decision to cohabit

c.

The Catholic Church’s teachings on human sexuality and marriage

d.

Whether the couple will appropriate this teaching (including
possible separation) within their life situation

e.

Their personal faith response for the future

Marriage Preparation and Cohabiting Couples, USCCB, 1999
(See also Appendix XVII (Page S-84)

C.

James Healy, PhD, Living Together and Christian Commitment. A
Pastoral Guide for Ministering with Engaged Couples Who Are Living
Together (1999)
Premarital Inventory (See also Discernment § V: Marriage Readiness (Page S-7 –
S-9).
The priest, deacon or other marriage preparation minister must also administer to
the cohabiting couple some type of personal or interpersonal inventory to
ascertain and lead to a discussion of their communication skills, knowledge of the
other, and personal maturity.
1.

Special attention should be given to the key areas that tend to be
problematic or weak in cohabiting couples:
a.

Commitment

b.

Fidelity

c.

Individualism

d.

Pressures to marry

e.

Appropriate expectations
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D.

Decision to Proceed
1.

After these discussions have taken place, the priest, deacon, or other
marriage preparation minister should ask the couple how the information
gained through the preparation process has raised their level of awareness
regarding their cohabitation and the Church’s concerns.
a.

VI.

They should be asked what response they can and will make in
light of their learning (e.g. the ceasing of cohabitation until
marriage, the refraining from sexual intimacy until marriage).

2.

Once the couple has made their informed response, the minister continues
to assist the couple in ascertaining their readiness and ability to enter into
a sacramental marriage.

3.

Since cohabitation is not in itself a canonical impediment to marriage, the
couple may not be refused marriage solely on the basis of cohabitation.
a.

Marriage preparation may continue even if the couple refuses to
separate.

b.

However, if there is not sufficient awareness on the couple’s part
of the essential commitments in their future marriage, the marriage
should be postponed until such awareness has developed.

Previous Marriage
A.

Everyone entering marriage, even if previously married, is entering a new and
different relationship. The common opinion that couples know all they need to
know about marriage due to their previous experience is patently false. Second
marriages fail at a higher rate than first marriages.

B.

Couples entering remarriage (for one or both parties) will need to address
complexities such as: the grief process following death or divorce, previous
adjustment to being single, prior single parenting, and step-parenting. Marriage
preparation ministers must be particularly sensitive to these unique issues that a
remarrying couple brings into their new relationship.

C.

In addition, those who have been married and divorced without a decree of nullity
are not canonically free to enter a subsequent marriage in the Church.
1.

The priest, deacon, or other marriage preparation minister must address
the circumstances of each particular situation and assist the couple
accordingly.
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D.

Freedom to Marry
Previous marriage (Catholic or non-Catholic, civil or common law) is a potential
obstacle to marriage in the Catholic Church. The parties must disclose to the
priest, deacon, or other marriage preparation minister the facts of all previous
marriage(s) (religious or civil) in an effort to seek a resolution. In such cases, the
priest, deacon, or other marriage preparation minister must:
1.

Avoid setting a tentative date for marriage in the Catholic Church before
he has received confirmation that the final decree of nullity has been
issued

2.

Avoid misleading the parties into expecting an affirmative tribunal
decision

3.

Avoid offering the parties assurances that the case will be concluded within
a specific period of time

4.

Avoid arranging for a subsequent marriage to take place without allowing
sufficient time for the healing process following separation and divorce

NOTE:

E.

See Appendix XI (Page S-57) for additional information on
annulments.

Pastoral Considerations
In dealing with any couple in which either party was previously married, time
should be set aside to discuss closure of the previous union, obligations to children
from the former marriage, financial concerns, the dynamics of blended families,
and any other topics which seem necessary.
a.

In some cases, it may be necessary to discuss these issues individually
with each partner in order to enable them to be honest about any issues.

b.

Many of these suggestions apply not only to persons remarrying after a
divorce but also to those who are remarrying after the death of a spouse.
a.

F.

Special attention should be given to persons who wish to remarry
less than two years after divorce or the death of a spouse.

Formational Programs for Remarriage
At least part of the formational program for couples in which one or both is
remarrying should be presented by those who have experienced remarriage.
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VII.

Inter-religious Marriages
The term “inter-religious marriage” includes mixed marriages and interfaith marriages as
well as those marriages in which the non-Catholic party has no religious persuasion or
affiliation.
A.

For the purposes of these guidelines a “mixed marriage” (or “interchurch
marriage”) is defined as one between a baptized Catholic and a baptized nonCatholic.

B.

An “interfaith marriage” is one between a Catholic and a non-baptized person.

C.

The priest, deacon, or other marriage preparation ministers are called to challenge
the couple to face the potential difficulties of an inter-religious marriage
throughout the marriage preparation process while, at the same time, helping them
to respect each other’s traditions and faith experiences.
1.

D.

Goals
a.

To deepen the awareness of both partners concerning the influence
of religious convictions and values

b.

To explore the commonalities and differences existing between the
faiths of both parties, and to focus on the relational impact of the
differences

c.

To look at the practical implications of adherence to and
participation in separate faith communities

d.

To discuss honestly the Catholic spouse’s promise to do all in his
or her power to have their children baptized and to raise them in
the Catholic faith

e.

To encourage the couple to develop a domestic spirituality even
though there may not be common liturgical celebration

Formation for the Inter-religious Couple
In those cases where the parties are of differing faith backgrounds, the
cooperative effort and involvement of the clergy of both faith communities is to
be highly encouraged.
1.

This includes involvement of the non-Catholic clergy in the formation
program as well as in planning the liturgical celebration.
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E.

2.

Whenever possible the couple should be assigned to a sponsor or mentor
couple who have faced the challenges and opportunities of an interreligious marriage.

3.

Workshops, classes, or written resources that provide for a greater
knowledge about the partner’s faith should be encouraged.

Dispensations and Other Restrictions
For information regarding the dispensations and other restrictions that apply to an
inter-religious marriage see Appendix II - VI (Pages S-39 – S-50). See also The
Ecumenical Guidelines for the State of Texas and FEO 77-85.

VIII.

Convalidations
A.

When a couple, married outside the Church, wishes to convalidate their union, the
local parish community shall provide adequate preparation.

B.

While convalidations are certainly encouraged by the Church, a couple may have
complex motives for wanting their marriage celebrated in the Church.
1.

To aid the couple in determining their motives, the priest, deacon, or other
marriage preparation minister ought to inquire whether the marriage is
having any major difficulties (convalidation is not a cure for a troubled
marriage).
a.

C.

D.

Referral to counseling or to diocesan programs for troubled
marriages may be recommended in such a case.

All couples convalidating their marriage should be helped to appreciate the
sacramentality of marriage and to understand the implications of a covenant
relationship.
1.

The couple should also understand that a new covenant and a new
exchange of consent must be made and not merely a renewal of the old
one.

2.

While such instruction is the responsibility of the priest or deacon, the
couples should also be encouraged to participate in some type of marriage
preparation or marriage enrichment program.

Formal marriage preparation is particularly important for couples married civilly
for less than five (5) years.

July 28, 2017

S - 32

E.

F.

Restrictions
1.

A marriage that occurred outside the Church does not constitute cause to
omit or waive the normal assessment and preparation process for a
wedding that is now to be celebrated within the Church.

2.

This may also be true for cases in which the non-Catholic spouse intends
to enter the Catholic Church and a convalidation is mandated because of
their current marital status.
a.

The preparation process may be expedited in the case of stable,
long-standing unions. However, for convalidations following
annulments or dissolutions, proper pastoral care should be exercised
(See Special Circumstances § V: Cohabitation (Page S-23)).

b.

Usually convalidation should not occur until at least six (6) months
have passed from the date of the marriage outside the Church.

Radical Sanation
1.

A marriage involving a Catholic that is entered into invalidly as a result of
a diriment impediment of ecclesiastical law or as a result of the lack of
canonical form may be radically sanated by the diocesan Bishop.
a.

This may happen only as long as the original consent of marriage
of both parties still exists (c. 1165, § 2).

2.

In cases of mixed marriage, the usual permission and promises must be
obtained.

3.

A grave cause is necessary in order to grant a sanation. Examples of such
are:

4.

a.

Serious inconvenience in informing the other party

b.

Lack of cooperation by the non-Catholic party

c.

Lack of knowledge by the priest, deacon witness, or Ordinary that
gave rise to nullity of the marriage ceremony

Forms used in applying for radical sanation may be obtained from the
tribunal.
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IX.

Additional Pastoral Concerns
There are additional circumstances that require extra pastoral care on the part of the priest
or deacon. In such cases, consultation with or referral to a qualified counselor is often
necessary. In every case a premarital inventory should be given as an aid in assessment.
A.

Chemical Dependency, Abuse, etc.
1.

During the marriage preparation process the priest, deacon, or other
marriage preparation minister may have reason to suspect potential or
current problems of a serious nature. These may include a family history
of alcohol or drug dependency, spouse or child abuse, or other severe
psychological symptoms.
a.

2.

Whenever there is reasonable evidence of an active chemically dependent
person, marriage should not take place until a professional evaluation is
obtained and assessment can confirm that sufficient discretion and the
capability of assuming the essential obligations of matrimony are present.
a.

3.

B.

The marriage should be delayed if treatment is recommended until
there is adequate evidence of recovery.

The same restrictions apply in the case of current physical or emotional
abuse of the partner or of a child. Special care should be taken in cases of
cohabitation, civil marriages, and remarriages to probe any history of
abuse.
a.

4.

Additional questions in these areas should be asked and the couple
should be referred to resources for their growth and healing.

State reporting requirements regarding abuse of a child must be
followed.

Although not required by state law, couples should be encouraged to have
their blood screened for sexually transmitted diseases and HIV. They
should also be encouraged to discuss the results of these tests with each
other.

Persons with Physical or Mental Challenges
Pastoral care and sensitivity is required when a person who is physically or
mentally challenged requests marriage.
1. Each situation must be assessed on an individual basis.
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2.

C.

A determination should be made only after consultation with both family
members as well as professionals who know or can assess their levels of
independence and their abilities to make a permanent commitment to one
another. Where there is concern about canonical impediment, the tribunal
should be consulted (See also Appendix X (Page S-55)).

Military Couple/Absent Partners
Many couples planning for marriage find themselves unable to participate as a
couple in marriage preparation programs either in the parish where they will be
married or in the parish in which they currently reside.
1.

When such couples request marriage, the priest, deacon, or other marriage
preparation minister is to assist them in marriage preparation and/or help
them with referral to a parish in their respective locations.

2.

During the marriage preparation process the couple should make frequent
contact with the priest or deacon who will witness the exchange of vows.
a.

The priest or deacon needs to have a written statement from those
preparing them for marriage that they have fulfilled the
requirements of this diocese.
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Appeals
I.

Introduction
When a priest or deacon cannot in good conscience witness a marriage and, after
consultation with other members of his marriage preparation team, decides to delay the
marriage ceremony, the engaged couple may appeal that decision.

II.

III.

Goals
A.

To safeguard the right of couples to marry

B.

To protect the priest or deacon’s right either to delay or to refuse to witness the
marriage

Procedure for Appeal
A.

In those cases where a priest or deacon determines that it would be advisable for a
couple to delay their marriage and the couple objects, the couple must be advised
of their right to appeal.

B.

If the priest asking for a delay of the marriage is not the pastor of either party,
then the first appeal should be to the proper pastor.

C.

The priest or deacon requesting delay is responsible for notifying the pastor of the
facts of the case.

D.

The couple should also meet with the pastor in order to present their case.

E.

If a second level appeal is necessary, the couple may appeal to the dean of that
area.
1.

The dean will listen to both the couple and to the priest or deacon who is
delaying or refusing marriage.
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2.

He may consult, if appropriate, with the director of the diocesan Family
Life Office or recommend an evaluation of the couple by a professional
counselor.

F.

Ultimately an appeal may be taken to the vicar general and then to the diocesan
Bishop.

G.

This process should take no longer than four (4) to six (6) weeks from the date the
couple’s appeal is made known to the proper pastor.
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Appendix I: Delegation
I.

Delegated Faculty for Marriage
A.

II.

Canon 1111
§1

As long as they hold office validly, the local Ordinary and the pastor can
delegate to priests and deacons the faculty, even a general one, of assisting
at marriages within the limits of their territory.

§2

To be valid, the delegation of the faculty to assist at marriages must be
given to specific persons expressly. If it concerns special delegation, it
must be given for a specific marriage; if it concerns general delegation, it
must be given in writing.

Subdelegation
A.

One who has general delegation for marriages can subdelegate another priest or
deacon in individual cases.

B.

One who has received a special delegation for a determined marriage or marriages
can subdelegate another priest or deacon to assist at the marriage only if this
power of subdelegating is expressly conceded to him by the one delegating.

C.

The exact wording of the Canon is as follows:
Canon 137
§1

Ordinary executive power can be delegated both for a single act and for
all cases unless the law expressly provides otherwise.

§2

Executive power delegated by the Apostolic See can be subdelegated for a
single act or for all cases unless the delegate was chosen for personal
qualifications or subdelegation was expressly forbidden.

§3

Executive power delegated by another authority who has ordinary power
can be subdelegated only for ordinary power in individual cases if it was
delegated for all cases. If it was delegated for a single act or for
determined acts, however, it cannot be subdelegated except by express
grant of the one delegating.

§4

No subdelegated power can be subdelegated again unless the one
delegating has expressly granted this.
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Canon 1113
Before special delegation is granted, all those things which the law has
established to prove free status are to be fulfilled.
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Appendix II: Dispensations and Impediments
NOTE:

I.

The following Canons and definitions are given as a summary. Consult the tribunal
as needed for additional explanation or clarification.
Dispensations
A.

Canon 1078
§1

The local ordinary can dispense his own subjects residing anywhere and all
actually present in his own territory from all impediments of ecclesiastical
law except those whose dispensation is reserved to the Apostolic See.

§2

Impediments whose dispensation is reserved to the Apostolic See are:

§3

B.

II.

1°

The impediment arising from sacred orders or from a public
perpetual vow of chastity in a religious institute of pontifical right;

2°

The impediment of crime mentioned in Canon 1090.

A dispensation is never given from the impediment of consanguinity in the
direct line or in the second degree of the collateral line.

The dispensation may be given by the ordinary of the place where the marriage is
celebrated or the ordinary of the place where either party, or the Catholic party,
has domicile or quasi-domicile.

In Danger of Death
A.

Canon 1079
§1

B.

In urgent danger of death, the local ordinary can dispense his own subjects
residing anywhere and all actually present in his territory both from the
form to be observed in the celebration of marriage and from each and every
impediment of ecclesiastical law, whether public or occult, except the
impediment arising from the sacred order of presbyterate.

Canon 1080
§1

Whenever an impediment is discovered after everything has already been
prepared for the wedding, and the marriage cannot be delayed without the
probable danger of grave harm until a dispensation is obtained from the
competent authority, the local ordinary, and provided that the case is
occult, all those mentioned in Canon 1079 2-3 when the conditions
prescribed therein have been observed possess the power to dispense from
all impediments except those mentioned in 1078 2, n. 1.
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§2

This power is valid even to convalidate a marriage if there is the same
danger in delay and there is insufficient time to make recourse to the
Apostolic See or to the local ordinary concerning impediments from which
he is able to dispense.

NOTE: Even in danger of death, the local ordinary, priest or deacon cannot receive the
vows for a current relationship in which either of the parties was previously
married and the previous spouse(s) is living.
1.

That is, the local ordinary, priest, or deacon cannot, under any
circumstances, dispense from an impediment which could be proven in the
external forum (e.g., age, prior bond, sacred orders) (c. 1074).
a.

III.

If, for some reason, the impediment is not proven in the external
forum and the internal forum is invoked, these restrictions apply.

Impediments in Particular
A.

Age
1.

Canon 1072
Pastors of souls are to take care to dissuade youth from the celebration of
marriage before the age at which a person usually enters marriage
according to the accepted practices of the region.

B.

Impotence
1.

Canon 1084
The local Ordinary cannot dispense.

C.

Prior Bond
1.

Canon 1085
The local Ordinary cannot dispense.

D.

Disparity of Worship
1.

Canon 1086
§1

A marriage between two persons, one of whom has been baptized
in the Catholic Church or received into it and the other of whom is
not baptized, is invalid.
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E.

§2

A person is not to be dispensed from this impediment unless the
conditions mentioned in Canons 1125 and 1126 have been
fulfilled.

§3

If at the time the marriage was contracted one party was
commonly held to have been baptized or the baptism was doubtful,
the validity of the marriage must be presumed according to the
norm of Canon 1060 until it is proven with certainty that one party
was baptized but the other was not.

Sacred Orders
1.

Canon 1087
Those in sacred orders invalidly attempt marriage.

F.

Public Perpetual Vow of Chastity
1.

Canon 1088
Those bound by a public perpetual vow of chastity in a religious institute
invalidly attempt marriage.

2.

In danger of death, the local ordinary, pastor, other priest or deacon or
confessor, in accord with Canon 1079, may dispense from the impediment
a.

G.

However, for a dispensation in an urgent case (omnia parata)
when everything is prepared for the wedding, only those in an
institute of diocesan right may be dispensed by the local ordinary.

Abduction
1.

Canon 1089
No marriage can exist between a man and a woman who has been abducted
or at least detained with a view of contracting marriage with her unless the
woman chooses marriage of her own accord after she has been separated
from the captor and established in a safe and free place.

2.

Canon 1103
A marriage is invalid if entered into because of force or grave fear from
without, even if unintentionally inflicted, so that a person is compelled to
choose marriage in order to be free from it.
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H.

Consanguinity
1.

I.

Canon 1091
§1

In the direct line of consanguinity marriage is invalid between all
ancestors and descendants, both legitimate and natural.

§2

In the collateral line marriage is invalid up to and including the
fourth degree.

§3

The

§4

A marriage is never permitted if doubt exists whether the partners
are related by consanguinity in any degree of the direct line or in
the second degree of the collateral line.

impediment

of

consanguinity

is

not

multiplied.

2.

A dispensation is never given from the impediment of consanguinity in the
direct line or in the second degree of the collateral line (c. 1078, § 3).

3.

Third and fourth degree collateral consanguinity can be dispensed by the
local ordinary.

4.

The practice of the Holy See in the past has been to dispense third degree
consanguinity very rarely and only for extraordinarily grave reasons and
fourth degree rarely and only for grave reasons.

Affinity
1.

Canon 1092
Affinity in the direct line in any degree invalidates a marriage. No
dispensation is given by the local ordinary.

J.

Public Propriety
1.

Canon 1093
The impediment of public propriety arises from an invalid marriage after
the establishment of common life or from notorious or public
concubinage. It nullifies marriage in the first degree of the direct line
between the man and the blood relatives of the woman, and vice versa.
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K.

Legal Relationship
1.

Canon 1094
Those who are related in the direct line or in the second degree of the
collateral line by a legal relationship arising from adoption cannot
contract marriage together validly.

L.

Spiritual Relationship
This impediment binds only Eastern Catholics and those Latin Catholics who
married before the revised Code which went into effect on November 27, 1983.

M.

Guardianship
This impediment exists only in Eastern Canon Law, and therefore is binding also
for marriage between an Eastern Catholic and a Latin Catholic.
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Appendix III: Form of the Celebration of Marriage
I.

II.

III.

Canon 1108
§1

Only those marriages are valid which are contracted before the local ordinary,
pastor, or a priest or deacon delegated by either of them, who assist, and before
two witnesses according to the rules expressed in the following Canons 144;
1112, § 1; 1116; and 1127, §§ 2 and 3.

§2

The person who assists at a marriage is understood to be only that person who is
present, asks for the manifestation of the consent of the contracting parties, and
receives it in the name of the Church.

If the non-Catholic party wishes to have his or her minister present, the Catholic pastor
(or other marriage preparation minister) should:
A.

Issue an invitation, give a cordial reception

B.

Advise the guest minister to wear whatever is deemed appropriate

C.

Reserve a place of honor in the sanctuary or the body of the church

The presider should introduce the guest minister and extend a warm welcome during the
ceremony.
A.

The presider should also invite the minister to give a blessing to the couple and
address to them words of good wishes and exhortation at the end of the
celebration.

IV.

If there is no Mass, the guest minister may take part in the service by preaching, reading,
or leading the prayer of the faithful.

V.

To be a valid witness, the Catholic priest or deacon must ask for and receive the consent
of both parties.

VI.

It is not permitted for the rites of the respective churches to be celebrated successively (c.
1120).

VII.

Canon 1127
§2

If grave difficulties hinder the observance of canonical form, the local Ordinary
of the Catholic party has the right of dispensing from the form in individual cases,
after having consulted the ordinary of the place in which the marriage is
celebrated and with some public form of celebration for validity.

July 28, 2017

S - 45

B.

VIII.

Types of reasons for requesting this dispensation include:
1.

To achieve family harmony or avoid family alienation

2.

To obtain parental agreement to the marriage

3.

To recognize significant claims of relationship or special friendship with a
minister of another communion

4.

To permit the marriage in a church that has particular importance to the
other party

A priest or deacon witnessing a marriage within a parish other than his own must have
delegation from the proper pastor for the marriage to be valid.
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Appendix IV: Jewish Catholic Marriage
I.

Marriages should take place in the parish church of the Catholic party or in a synagogue,
i.e. sacred place.

II.

If difficulties arise because the persons are reluctant to have the ceremony in a Catholic
church or synagogue:
A.

The priest or deacon should first suggest that the celebration take place in another
religious building.

B.

The priest or deacon may seek permission from the local ordinary to celebrate the
marriage in another appropriate place after reviewing the reasons offered by the
couple and investigating the place suggested for the wedding to ensure that it is
appropriate for a dignified and prayerful ceremony.
1.

If possible, the ceremony should be celebrated in a chapel-like
arrangement or in a room apart from the place where the meal or reception
will take place.

2.

The priest or deacon sends a letter addressed to the Bishop. However, the
letter is sent to the vicar general.
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Appendix V: Conditions required for a mixed marriage in a nonCatholic Church or synagogue or other suitable place
I.

Canon 1118
§1

A marriage between Catholics or between a Catholic and a baptized non-Catholic
party is to be celebrated in a parish church. It can be celebrated in another
church or oratory with the permission of the local ordinary or pastor.

§2

The local ordinary can permit a marriage to be celebrated in another suitable
place.

§1

A marriage between a Catholic party and a non-baptized party can be celebrated
in a church or in another suitable place.

NOTE:

II.

A letter asking for permission to marry in another suitable place should be
addressed to the Bishop. However, the letters are sent to the vicar general.

Canon 1120
A. When witnessed by a priest or deacon
1.

Permission should be sought from the diocese in all cases.
a.

In the event that a couple wishes to have their marriage witnessed
outside a sacred place, a letter should be addressed to the Bishop
requesting permission to have a ceremony outside a sacred place.
i.

The letter should include the reason for such a request; i.e.
parent unable to attend a church wedding due to serious
illness, or a wedding between a Catholic and a nonChristian for whom a church wedding would pose a serious
difficulty, or when members of the non-Christian party’s
family are opposed to a church wedding.

2.

The parish responsible for preparing documentation is that in which the
marriage would ordinarily take place, i.e. the parish of the Catholic.

3.

The usual pre-matrimonial investigation must be completed to ensure the
adequate preparation, instruction and freedom of the couple.

4.

The priest or deacon must be the sole witness to the marriage.

5.

Just as in the case where the marriage would take place in the Catholic
Church, a non-Catholic clergyperson may be present and may offer
prayers and ask a blessing on the couple.
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B.

6.

In view of this restriction of participation by the non-Catholic
clergyperson, this must be discussed with him or her and be agreeable to
him or her and his or her ecclesiastical superiors, if necessary.

7.

The priest or deacon witnessing the marriage requires canonical delegation
from the territorial parish in which the celebration of the marriage will
take place, if the place is outside his own parish.

8.

Notation of the marriage must be made in the register of the territorial
parish within which the marriage actually takes place, and the usual
documentation is to be retained in the files of that parish.

9.

It is the obligation of the priest or deacon witness to ensure that the usual
notation is made in the proper baptismal register.

When witnessed by a non-Catholic clergyperson with dispensation from canonical
form
1.

The parish priest or deacon of the Catholic party is to prepare the couple
and procure the customary documentation (pre-matrimonial investigation,
etc.).

2.

The application for a dispensation from form should be directed to the
ordinary of the Catholic party.

3.

There can be only one ceremony. The priest or deacon may be present to
offer a prayer and blessing.

4.

All records of the marriage are to be placed in the parish files of the
Catholic party.
a.

C.

The priest or deacon arranging the marriage is responsible for
making sure this is done and for notifying the church where the
Catholic was baptized.

Related Considerations
1.

Members of other churches, as well as non-Christians, may be the
witnesses (best man and maid or matron of honor) in the celebration of
marriage in the Catholic Church.
a.

A Catholic, too, may be best man or maid or matron of honor at a
marriage properly celebrated among non-Catholics.

July 28, 2017

S - 49

2.

When a Catholic with permission (mixed marriage) or proper dispensation
(with an unbaptized person) enters into marriage with a person who is not
a member of the Church, the celebration may be celebrated at the altar.

3.

The banns for an ecumenical marriage may be announced, but should be
omitted if it violates the norms of the other religious community involved.
a.

A dispensation from banns is no longer necessary.

b.

However, the freedom of the parties must be proved by sworn
declaration of witnesses.

4.

Priests and deacons should endeavor to meet with the clergy of other
churches in their community to explain the theological and pastoral
reasons for the Catholic Church's law on marriage and, at the same time,
to become thoroughly acquainted with the marriage regulations of other
churches and communities.

5.

In counseling a couple about to enter into a mixed marriage, the priest or
deacon should help them to realize that their different religious traditions
in no way lessen the holiness of their marriage, which is a sacrament
whenever two baptized persons are involved, and he should emphasize
their common duty to grow in faith and in charity toward one another.
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Appendix VI: Inter-Ritual Marriage
I.

II.

Eastern Rite and Latin Rite Catholics
A.

According to the Eastern Code, the couple must marry before the pastor of the
groom (CCEO 831).

B.

A priest must preside (CCEO 828).

C.

Latin rite Bishops cannot dispense the Eastern Catholic even if in his territory
(CCEO 835).

Latin Rite Catholic and Orthodox
Ordinarily marriage takes place in the Latin rite.
A.

III.

The local ordinary may grant a dispensation from canonical form so that the
marriage may take place in an Orthodox church witnessed by an Orthodox priest.
1.

This is necessary for the marriage to be recognized as valid by the
Orthodox Church.

2.

In this case, canonical form is required for liceity, but lack of it does not
invalidate the marriage (c. 1127; EGD 10).

Eastern Rite Catholics and Non-Catholics
A.

The marriages must be witnessed by the Eastern rite priest.
1.

B.

IV.

In rare cases, permission for a Latin rite priest to witness the marriage
must be obtained from the Eastern rite ordinary through the chancery.

The Latin rite priest must seek the permission of the apostolic nuncio, besides the
appropriate delegation from the proper Eastern rite Ordinary, if the Latin rite
priest wishes to assist at the marriage of two people, neither of whom is a member
of his rite.

In all the above cases, the Latin Ordinary has jurisdiction in cases where there is no
Eastern rite Bishop with jurisdiction.
A.

Priests should consult the chancery when there is doubt.
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Appendix VII: Civil Law Requirements
I.

It is a violation of civil law for a priest or deacon to witness marriage without a civil
license.
A.

Even in the case of a validation, the couple is required to obtain a duplicate civil
license.

B.

Failure to observe the requirements of civil law or the delay or neglect to return the
civil license after the ceremony can cause serious legal problems for the couple
and priest or deacon.

II.

A priest or deacon is not permitted to witness a marriage of two non-Catholics, nor may
he presume to witness any marriage in a merely civil capacity or for the civil effects
alone.

III.

In all marriages, whoever receives the vows must sign the license.
A.

Priests or deacons or ministers of other religions who are present should not sign
the license, nor should they "co-officiate" by sharing the exchange of consent.

IV.

A blood test is no longer needed in order to obtain a license.

V.

A waiting period of 72 hours between application for the license and celebration of the
marriage rites is required by Texas State law. In Texas, a marriage license can be obtained
90 days before the celebration in any county.

VI.

Both parties must be at least eighteen (18) years of age.
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Appendix VIII
TEXAS FAMILY CODE - CHAPTER 2
CHAPTER 2. THE MARRIAGE RELATIONSHIP
SUBCHAPTER A. APPLICATION FOR MARRIAGE LICENSE
§ 2.001. MARRIAGE LICENSE.
(a) A man and a woman desiring to enter into a ceremonial marriage must obtain a
marriage license from the county clerk of any county of this state.
§ 2.005. PROOF OF IDENTITY AND AGE.
(a)

The county clerk shall require proof of the identity and age of each applicant.

(b)

The proof must be established by a certified copy of the applicant's birth
certificate or by some certificate, license, or document issued by this state or
another state, the United States, or a foreign government.

§ 2.010. AIDS INFORMATION.
Materials providing information about acquired immune deficiency syndrome (AIDS) and human
immunodeficiency virus (HIV) shall be prepared and provided to the clerk by the Texas
Department of Health…
SUBCHAPTER C. CEREMONY AND RETURN OF LICENSE
§ 2.201. EXPIRATION OF LICENSE. If a marriage ceremony has not been conducted before
the 31st day after the date the license is issued, the marriage license expires.
§ 2.202. PERSONS AUTHORIZED TO CONDUCT CEREMONY.
(a)

The following persons are authorized to conduct a marriage ceremony:
(1)

a licensed or ordained Christian minister or priest;

(2)

a Jewish rabbi;

(3)

a person who is an officer of a religious organization and who is
authorized by the organization to conduct a marriage ceremony; and

(4)

a … judge ...
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§ 2.206. RETURN OF LICENSE; PENALTY.
(a)

The person who conducts a marriage ceremony shall record on the license the
date on which and the county in which the ceremony is performed and the person's
name, subscribe the license, and return the license to the county clerk who
issued it not later than the 30th day after the date the ceremony is conducted.

(b)

A person who fails to comply with this section commits an offense. An offense
under this section is a misdemeanor punishable by a fine of not less than $200 and
not more than $500.

§ 2.207. MARRIAGE CONDUCTED AFTER LICENSE EXPIRED; PENALTY.
(a)

A person who is to conduct a marriage ceremony shall determine whether the
license has expired from the county clerk's endorsement on the license.

(b)

A person who conducts a marriage ceremony after the marriage license has expired
commits an offense. An offense under this section is a misdemeanor punishable
by a fine of not less than $200 and not more than $500.
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Appendix IX: Common Law Marriage in Texas
(From Family Code, Chapter 2.E. MARRIAGE WITHOUT FORMALITIES)
§2.401. Proof of Informal Marriage
(a)

(b)

…the marriage of a man and woman may be proved by evidence that:
(1)

A declaration of their marriage has been signed…

(2)

The man and woman agreed to be married and after the agreement they
lived together in this state as husband and wife and there represented to
others that they were married.

If a proceeding in which a marriage is to be proved … is not commenced before
the second anniversary of the date on which the parties separated and ceased
living together, it is reputably presumed that the parties did not enter into an
agreement to be married.

§2.402. Declaration and Registration of Informal Marriage
(a) A declaration of informal marriage must be signed on a form prescribed by the
bureau of vital statistics and provided by the county clerk.
NOTE: A common law marriage requires a court ordered divorce. The couple cannot just
separate.

July 28, 2017

S - 55

Appendix X: Guidelines for the Celebration of Marriage for Persons
with Disabilities
From the Guidelines for the Celebration of the Sacraments with Persons with Disabilities
(NCCB, 1995)
34.

By the sacrament of marriage, Christians signify and share in the mystery of the unity and
fruitful love which exists between Christ and his Church. They help each other to attain
holiness in their married life and in the rearing and education of their children (Rite of
Marriage).
All persons not prohibited by law can contract marriage (c. 1058).
The local ordinary should make the necessary provisions to ensure the inclusion of
persons with disabilities in marriage preparation programs. Through this preparation all
couples may become predisposed toward holiness and to the duties of their new state. In
developing diocesan policies, the local ordinary should consult with men and women of
proven experience and skill in understanding the emotional, physical, spiritual, and
psychological needs of persons with disabilities. (c. 1063, n.2 and 1064) The inclusion of
persons with disabilities in sponsoring couple programs is an especially effective way of
supporting both the needs and the gifts of couples preparing for marriage.
For matrimonial consent to be valid it is necessary that the contracting parties possess a
sufficient use of reason; that they be free of any grave lack of discretion affecting their
judgment about the rights and duties to which they are committing themselves; and that
they be capable of assuming the essential obligations of the married state (c. 1095). It is
also necessary that the parties understand that marriage is a permanent union and is
ordered to the good of the spouses, and the procreation and education of children (c.
109v7). Pastors and other clergy are to decide cases on an individual basis and in light of
pastoral judgment based upon consultation with diocesan personnel involved with
disability issues, and canonical, medical, and other experts. Medical and canonical
opinions should be sought in determining the presence of any impediments to marriage. It
should be noted, however, that paraplegia in itself does not always imply impotence, or
the permanence of such a condition, and it is not in itself an impediment. In case of doubt
with regard to impotence, marriage may not be impeded (c. 1084, § 2).
Catholics who are deaf are to be offered the opportunity to express their matrimonial
consent in sign language, if sign language is their primary means of communication (c.
1104, §2). Marriage may also be contracted through a sign language interpreter whose
trustworthiness has been certified by the pastor (c. 1106).
Pastoral care for married persons extends throughout the married couple’s lives. By their
care and example, the entire ecclesial community bears witness to the fact that the
matrimonial state may be maintained in a Christian spirit and make progress toward
perfection. Special care is to be taken to include parishioners with disabilities in parish
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programs aimed at assisting and nourishing married couples in leading holier and fuller
lives within their families (c. 1063, § 4).
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Appendix XI: Information Concerning Annulments for Persons
Seeking Remarriage
In his preaching, Jesus unequivocally taught the original meaning of the union of man and
woman as the Creator willed it from the beginning: permission given by Moses to divorce one's
wife was a concession to the hardness of hearts. The matrimonial union of a man and woman is
indissoluble; God himself has determined it: `what therefore God has joined together, let no man
put asunder’ (CCC 2 1614).
For a fuller explanation on the teachings of marriage, consult the Catechism of the Catholic
Church 1600-1666. The Catholic Church is trying to be faithful to the words of Jesus Christ
about marriage, divorce and remarriage (Mk 10:2-12; Lk 16:18; Mt 5:31-32; 19:1-12).
I.

Any couple who is asking for marriage in the Catholic Church must be asked if either
party was married previously.
A.

II.

The Catholic Church presumes all marriages of any type: religious, civil, common
law, etc. to be valid.
1.

Those that occur in the Catholic Church

2.

Those that occur in a Protestant church

3.

Those that occur in a Jewish synagogue or any type of non-Christian
house of worship

4.

Those that occur in a non-church or non-religious place, witnessed
by a Justice of the Peace, state official, or by any type of minister

5.

Common law marriage

If the previous spouse(s) is still living and that marriage(s) has not been granted a decree
of nullity by the Catholic Church, then a petition for a declaration of nullity must be
processed for each and every failed marriage.
a.

The Catholic Church does not recognize an annulment granted by the civil
government or any "annulment" granted by another church.

III.

There is never a guarantee that affirmative decision for nullity will be given.

IV.

Following the recommendation given by Pope Francis’ Motu Proprio Mitis Iudex Dominus
Iesus, Bishop Joe S. Vásquez has eliminated all fees in First Instance for all annulment
processes.

2

Catechism of the Catholic Church
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V.

Absence of Canonical Form
Example: At least one spouse from a previous marriage is a Catholic. Did the marriage
ceremony occur in a Catholic Church witnessed by a Catholic Bishop, priest or deacon?
A.

B.

If it did not, the annulment petition will be an absence of canonical form,
provided all the following is true also:
1.

The marriage ceremony did not occur in a Catholic church.

2.

The marriage ceremony did not occur in an Orthodox church.

3.

The marriage ceremony did occur in a non-Catholic place, the vows were
received by a non-Catholic minister, and there was no dispensation from
canonical form granted from the Catholic Bishop to allow for such a
marriage ceremony.

4.

The marriage was never convalidated in the Catholic Church.

If the above information is true, the petitioner is to submit the following:
1.

A certified copy of the civil marriage license and a certified copy of the
complete, final divorce decree signed and dated by the judge

2.

If one or both spouses is Catholic, a copy of a recently issued (six (6)
months or less) baptismal certificate with all sacramental notations listed
on the back

3.

The lack of canonical form process is completed by the pastor of the
parish.
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4.

However, if the person with an absence of canonical form process is
marrying someone in a diocese other than the Diocese of Austin, a decree
must be issued by the tribunal.
a.

VI.

After the pastor has granted the decree in the parish, a formal
decree from the tribunal of the Diocese of Austin must be
requested.

Prior Bond or Ligamen Petition
Example: Person A (petitioner) wishes to be free to enter a Catholic marriage. However,
Person A (petitioner) was married and divorced from Person B (respondent). Person B
had been previously married to Person C (the First spouse). It was the first marriage for
Person B and Person C, and Person C is still alive; the marriage of Person B and Person
C is presumed valid. Therefore, the marriage of Person A and Person B is invalid because
of the marriage of Person B and Person C.
A.

B.

Person A (the petitioner) is to submit the following:
1.

A completed Prior Bond/Ligamen Petition form.

2.

The marriage license for the marriage of Person A and Person B.

3.

The divorce decree which is signed and dated by the judge for the
marriage of Person A and Person B.

4.

The marriage license for the marriage of Person B and Person C.

5.

The divorce decree which is signed and dated by the judge for the
marriage of Person B and Person C.

As with all petitions, the allegations must be substantiated through acceptable
means. The cooperation of Person B is necessary in this process. Therefore, the
following must be established from the testimony of both Person B whose
testimony will be obtained by the tribunal:
1.

That the marriage of Person B and Person C was the first marriage for both

2.

That neither Person B nor Person C was baptized Catholic

3.

That both Person B and Person C are still alive

4.

That the Catholic Church did not grant a decree of nullity for the marriage
of Person B and Person C

July 28, 2017

S - 60

C.

VII.

The above states the simplest requirements to the process. However, the Prior
Bond/Ligamen Petition can be complicated. Following are some problems which
will delay the processing of a prior Bond/Ligamen petition or which will require
Person A (the petitioner) to file a formal Church application for nullity:
1.

A petition is lacking the required current address of Person B

2.

Lack of cooperation from Person B.

3.

Missing documents. Although a marriage license and divorce decree are
usually public records which can be obtained at the county courthouse
where they are recorded, Person A may not know where the documents
are recorded.

4.

Person B has more than one previous marriage.

5.

Person C was previously married.

6.

Person C was a baptized Catholic. If Person C is a baptized Catholic and
did not marry Person B by the Catholic Church, then the marriage of
Person B and Person C would not be considered valid. Thus, the marriage
between Person A and B is presumed valid.

7.

Person C was no longer living at the time that Person B married Person A.

A Formal Case applies to all other marriages that are presumed to be valid
Examples include any marriage that occurred in the Catholic Church or two nonCatholics who were married. All marriages must be investigated.
A.

It must be determined if the Diocese of Austin is competent to process this case.
Refer to Canon 1672 of the Code of Canon Law and/or with the tribunal.

B.

This is a very detailed process involving the petitioner submitting an extensive
narrative of one's growing-up years, information about the courtship, marriage
and divorce, etc.

C.

The petitioner must submit the names and current addresses of three or four
witness are knowledgeable of the relationship between the petitioner and the
respondent (former spouse) prior to and throughout this marriage.
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D.

E.

The respondent must be contacted by mail by the tribunal.
1.

The respondent has the right to be involved fully by giving a similar
narrative and by providing witnesses, just as the petitioner did.

2.

Some respondents elect to participate and others do not. But the case will
continue regardless of the respondent's level of participation.

3.

A certified copy of the civil marriage license and a certified copy of
complete, final divorce decree signed and dated by the judge must be
submitted.

4.

If one or both of the parties is Catholic, a copy of a recently issued
baptismal certificate with all sacramental notations listed on the back is to
be submitted.

5.

A copy of the church marriage certificate must be submitted when the
marriage occurred in the Catholic Church.

Decision and Appeals
1.

2.

VIII.

If an affirmative decision (a declaration that the marriage in question was
invalid) is given by the Austin Tribunal, there are two courses the case may
take.
a.

If there is no appeal (by the respondent or Defender of the Bond)
against the Austin Tribunal decision, the Tribunal will issue a decree
declaring the parties free to marry.

b.

If there is an appeal, the case goes to the Metropolitan Court of the
Archdiocese of Galveston-Houston for a full appellate hearing, or to
the Tribunal of the Roman Rota at the Vatican. In this case the
petitioner or respondent may offer additional evidence and arguments
in the appeal.

If a negative decision (a declaration that the marriage in question was valid)
is given: the case will not be acted upon further, unless the petitioner
appeals to the Court of Appeals at the Metropolitan Tribunal of GalvestonHouston or at the Roman Rota at the Vatican.

Privilege Cases
A.

There are two types of privilege cases. Non-baptism is always the issue.
1.

The validity of a marriage is not challenged, but the petitioner asks for
dissolution on the basis that one or both parties in a marriage were not
baptized.
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B.

There are three common misconceptions with privilege cases:
1.

They are "easy" cases to process

2.

Nothing needs to be done at all

3. Petitioner's word alone is enough
All of which are not true.
C.

In both the Pauline and Petrine Privilege cases, there are certain conditions and
numerous requirements that must be met.
1.

IX.

Because of the difficulties that arise in these cases, contact the tribunal
before even attempting a Pauline or Petrine Privilege so that the tribunal
can evaluate and determine if the basic elements are met in order to
proceed with the processing of the case.

Pauline Privilege
Example: Both parties were not baptized at the time of the marriage. The former spouse
(the respondent) must not desire baptism. The person petitioning must have been or be
willing to become baptized.
A.

The following are some of the minimal conditions and requirements that must be
met:
1.

The cooperation of the former spouse (the respondent) is absolutely
necessary.
a.

2.

4.

The tribunal obtains the testimony of the former spouse (the
respondent).

That the non-baptism of both parties has been established.
a.

Therefore, it is required to provide the names and addresses of at
least two family members of both parties (the petitioner and the
respondent).

b.

The cooperation of the family members of both parties is
absolutely necessary.

c.

The tribunal obtains the testimony of all the family members.

The petitioner and the petitioner's prospective or present spouse was not
the cause of the breakup of the marriage.
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X.

5.

The petitioner must sincerely seek to be baptized.

6.

The former spouse (the respondent) does not intend to be baptized and
does not wish to be reconciled with the petitioner.

7.

That the petitioner has a prospective or present spouse who is canonically
free to marry.

Petrine Privilege (Privilege of the Faith)
Example: At least one of the parties is not a baptized person. The person petitioning does
not have to convert in all cases.
A.

Invoking the power of the keys entrusted to him as successor of St. Peter (to bind
and to loose), the Holy Father is able to dissolve such a marriage in favor of the
faith of the Catholic party.

B.

Thus, this case must be sent to Rome for the decision.
1.

C.

Rome states in its directives that, if there are grounds for nullity, an
amendment "may" be more readily granted. Because of this stipulation
and other difficulties that arise in processing of these cases, a Petrine
Privilege is normally processed as a formal case on the diocesan level.

The following are some of the minimal conditions and requirements that must be
met:
1.

That the non-baptism (before and throughout the course of the marriage)
of at least one of the parties to the marriage has been established.
a.

Therefore, it is required to provide the names and addresses of at
least three family members of the person who has not been
baptized.

b.

The cooperation of the family members is absolutely necessary.

c.

The tribunal will obtain the testimony of the family members.

2.

That the petitioner and the petitioner's prospective or present spouse was
not the cause of the breakup of the marriage.

3.

That the petitioner has a prospective or present spouse who is canonically
free to marry.

4.

That all attempts at reconciliation have failed.
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5.

That no scandal results from the granting of the dissolution.

6.

That the promises (cautiones) are signed by both the petitioner and the
prospective or present spouse.
a.

The promises are that both parties are willing to baptize and educate
the children of the new marriage in the Catholic faith and that the
non-Catholic party allows the Catholic party to practice the Catholic
faith.
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Appendix XII: Suggested Guidelines for Music in the Wedding
Liturgy
I.

Participation
Since the family and friends come to witness and celebrate the commitment of the couple
to each other, to pray with and for the couple, and to offer love and support, their
involvement in the liturgy is essential to the celebration. Couples often plan their wedding
with the assumption that all the singing will be done by a soloist. While a soloist may
perform a worthwhile role, congregational singing of hymns, songs, and acclamations
reinforces the communal dimension of the sacrament.

II.

III.

Congregational Singing
A.

The use of processional and recessional marches does not preclude the use of
congregational singing at the beginning and end of the wedding liturgy.

B.

It is possible, and often quite effective, to sing an opening hymn when the
procession is in place or a closing hymn just before the procession leaves the
sanctuary area.

C.

A song of praise after Communion is also suitable.

Suitability of Text
The suitability of texts sung at the wedding is an important consideration. The Christian
concept of “love” is characterized by commitment and fidelity, and supported by the love
of Christ. Popular love songs often stress the couple only and exclude God and the
Church. While they may say good things, they often don’t say enough about the origin of
love and God’s role in a Christian marriage. The following principles may be used to
judge the appropriateness of any text.
A. Suitable Texts

B.

1.

Speak explicitly of the Christian, religious dimension of love

2.

Express trust in, thanksgiving to, or praise of God

3.

Support the action of the liturgy (e.g., a communion song at communion)

Unsuitable Texts
1.

Explicitly or implicitly deny the Christian dimension of love (e.g., texts
that imply that “my life has no meaning without you” or “life isn’t worth
living without you”) fail to mention God
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2.

Only faintly allude to the Christian dimension of love

C.

These principles would exclude many popular love songs. They would more
appropriately be performed at the wedding reception and should not be considered
for use before, during, or after the wedding liturgy. Discuss with your parish
musician how the assembly may best participate in your wedding liturgy as well
as his or her suggestions for suitable music selections.

D.

Suggested Resources for Music and Liturgy Preparation
1.

Celebrating Marriage - Preparing the Wedding Liturgy: A Workbook for
Engaged Couples by Paul Covino, 1994, Oregon Catholic Press –
www.ocp.org This helpful resource contains suggestions for preparing the
Liturgy for the Wedding, samples of music selections, sample prayers of
intercession, suggested formats for Worship Aid, seating arrangement and
much more.

2.

Gift and Promise/Don Y Promesa-Customs and Traditions in Hispanic
Rites of Marriage prepared by the Instituto de Liturgia Hispana, 1997,
Oregon Catholic Press www.ocp.org

3.

Our Catholic Wedding-NHS-Video from Liturgy Training Publications,
Chicago, IL www.ltp.org

4.

Planning the Catholic Wedding Ceremony, I Do and Beyond by Rev.
Charles, M. Wible., 2003, Cathedral Foundation Press, P.O. Box 777,
Baltimore, MD 21230

5.

Together for Life: A Preparation for Marriage and for the Ceremony by
Joseph M. Champlin, 1970, Ave Maria Press, Notre Dame, Indiana 46556.
This booklet contains scripture readings, comments for couples and the
texts for the Marriage Rite.

6.

Together for Life: A Preparation for Marriage and for the Ceremony Special Edition for Marriage Outside Mass by Joseph M. Champlin, 1970,
Ave Maria Press, Notre Dame, Indiana 46556. This booklet contains
Scripture readings, comments for couples and the texts for the Marriage
Rite.

7.

United As One Volume I and II, 1993, Oregon Catholic Press.

8.

Handbook of Church Music for Weddings, By Mary Beth KundeAnderson and David Anderson, 1992, LTP.
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9.

F.

When Love is Found: A Wedding Liturgy Preparation Resource for
Couples, Music Ministers and Pastors. By David Haas, 1993, GIA
Publications Inc.

Many of the Catholic music hymnals have suggestions for suitable songs for the
Sacrament of Marriage. Ask the musician to play them for you. Read the texts
yourselves and make decisions that will enhance the celebration of this sacrament
for you and for all who participate. For further information on planning the
Wedding Liturgy, contact Diocese of Austin Worship Office.
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Appendix XIII: Catechesis for Marriage
Pastors of souls are obliged to see to it that their own ecclesial community furnishes the Christian
faithful assistance so that the matrimonial state is maintained in the Christian spirit and makes
progress toward perfection (c. 1063).
I.

Background Statements
A.

Valid and meaningful reception of any sacrament requires preparation.

B.

Catechesis for sacramental marriage should begin in childhood.

C.

II.

1.

However, we can no longer assume that the teachings of the Church and
the values that flow from these are being "caught" by Catholic youth.

2.

In addition, anti-Christian values are pervasive in the media and in the
experience of most persons. Thus, those preparing for marriage are already
deeply influenced by purely secular (and often negative) values.

Complete preparation for the sacrament of marriage could be divided into a)
remote preparation, b) proximate preparation, and c) immediate preparation. This
manual confines itself to immediate preparation.

The Ministers of Marriage Preparation
A.

See above (c. 1063). It is the "ecclesial community," under the guidance of the
pastor, who should provide immediate marriage preparation.

B.

The following "key elements" should be communicated in both the instruction by
the priest, deacon, and the lay ministers (sponsor couples, Engaged Encounter
team members, etc.) involved in the marriage preparation process.
1.

However, it is the specific responsibility of the priest or deacon who
witnesses the marriage to see that such catechesis is complete.
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III.

Key Elements of Catechesis in Marriage Preparation
A.

The context of marriage today, i.e. the reason the Church insists on lengthy
marriage preparation (Paul VI, Gaudium et Spes (1965) 3, Article 47)
1.

Marriage as an institution is in transition and often under attack.
a.

B.

C.

Marriage as a covenant of irrevocable personal consent (GS 48)
1.

The Church invites a couple to "a special kind of marrying," a covenant
between two persons that is made for life. The Church sees this permanent
commitment not just as an ideal, but as a sacred pledge that is made
possible because, as Christians, we "marry in the Lord." That is, God is
the author of matrimony, and thus "the existence of the sacred bond no
longer depends on human decisions alone" (GS 48).

2.

The marital covenant is patterned after God's covenant with each of us
through Jesus. As such, it is a commitment to a particular person,
fashioned according to the needs of that person. Unlike a contract, a
covenant cannot be broken and its terms are open-ended. The demands of
marriage will change as each person changes. Thus a covenant will require
much humility and forgiveness — of self, of the other. Christ's
unconditional love for us is the model for marital love. The grace of the
Holy Spirit is always available to the prayerful couple, even in the most
severe trials.

The promise to form an intimate partnership based on love, from which
partnership new life flows (GS 48, 49)
1.

In the documents on marriage since Vatican II, there is no mention of
"primary and secondary ends" of marriage.
a.

3

There are significant social changes in areas which affect marriage:
longer life span, increased expectations for intimacy in marriage,
improved status of women, negative economic realities, and lack
of extended family support. Thus, lifelong marriage is more
difficult and more preparation is needed, particularly for those
persons with negative experiences of marriage in their family of
origin.

The natural ordering of marriage and conjugal love is procreation,
so love and fruitfulness are two parts of a whole picture.

Hereafter GS
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b.

D.

E.

The promise one makes is to form a partnership that includes all of
life, so that while the two become one flesh in love, there exists
also a joyful openness to the gift of children.

The sacramentality of marriage (GS 48)
1.

The two persons entering marriage are ministers of the sacrament to one
another.

2.

Marriage as a sacrament means that the couple, through their living of
covenantal love, embodies (enfleshes) the love of Christ.

3.

The particular call and vocation of a sacramentally married couple is to be
a community of life and love, to be sacraments for one another, for their
family, and also for others.

4.

The family is thus "the domestic church."

Marriage as a journey of faithfulness for the whole of life (GS 48)
1.

Marriage is a journey together as lifelong companions. The goals of
marriage are unity and service, goals always in process, never finally
achieved. The journey requires a continuing faithfulness of spirit, heart,
and body, in which emotional intimacy always underlies true sexual
intimacy.

2.

Faithfulness means a commitment to the spouse, who is special and
primary, while not excluding the other goods of life: children, church,
friends, work, and recreation. Marriage is a continuing decision to behave
lovingly toward one's spouse, to seek to know his or her needs and to
share honestly one's own, and to honor and accept one another.

3.

Such a journey requires change, growth, and development of persons and
of the marriage. It requires that the couple involve themselves with others
in the church community who are living the values and supporting the
ideals of Christian marriage.

4.

Staying married can also require special help from the Church and other
Christian professionals when a couple is in trouble. Lifelong marriage
today is difficult, and couples should seek help as needed to keep their
marriage alive and growing. Skills and work in the areas of
communication and conflict resolution are particularly important to a
developing marriage.
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F.

Call to responsible parenthood (GS 50, 51).
1.

The couple's sexual relationship is very important to the marriage as a way
of mutual self-giving and a more complete expression of one's love.
a.

Church teaching holds that the sexual act must remain open
to new life, that our bodies are temples of the Holy Spirit
and cannot morally be altered or manipulated by artificial
contraception.
i.

2.

Further, some contraceptives function some or most
of the time after conception occurs and thus abort
new life.

How a couple plans a family is their decision in mutual dialogue and
prayer. However, this decision must be made in light of the teachings of
the Church and with as much information as possible about natural family
planning, an effective form of family planning approved by the Church
and respectful of the inherent goodness and wisdom of God's creativity.
The Church's teaching in these matters is not always understood or
accepted, but we ask couples to pray be open to new insights all as we
seek to follow Christ.
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Appendix XIV: Sexual Intimacy and Marital Life, Historical
Development and Church Teaching
I.

Sacred Scripture: Gn 2:24 (second account of Creation) "Two become one flesh" - Divine
law; Gn 1:28 (first account of Creation) "Be fruitful and multiply.” Beginning of the
development of the indissoluble connection between the unitive and procreative aspects
of marriage – Natural Law.

II.

Fourth Century, St. Augustine: Sex is only for procreation: if you don't want a child,
abstain from sex.
A.

He believed there was only one end to marriage: children.

B.

Love of the couple was not mentioned an essential element of marriage.

C.

Many marriages were arranged, and the woman had no rights in marriage.
(Medicine at this time had no concept of the fertility cycle of the woman ... saw
the sperm, had no idea about ovum.)

D.

Hence, it was believed that man had everything necessary for procreation; the
woman provided the environment for the baby to develop.

III.

Council of Trent (Session 24, 1563): Defined marriage as being for children (res et
sacramentum).

IV.

French Revolution and the Industrial Revolution, 18th & 19th centuries:
A.

Movement from an agricultural society to an industrial society

B.

The size of families begins to shrink; no longer a need for a large number of
children because of
1.

Fewer farms, less labor needed

2.

Fewer children dying young

V.

1850s: Science determined the infertility cycle of the woman. This opened new questions
in regard to procreation being the only end of marriage, since now it is known that nature
provides infertile periods.

VI.

1860s: Charles Goodyear develops vulcanized rubber in 1839 and, by the 1860s, rubber
condoms are mass produced. Artificial contraception was widely available.
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VII.

First encyclical (by Pope Leo, 1880) on Christian Marriage, Arcanum (Hidden Wisdom
of God): Two primary teachings of the encyclical:
A.

The primary end of marriage is the begetting of children.

B.

The secondary end of marriage is an indissoluble, faithful union.
1.

C.

This secondary end was added in recognition that some women are
infertile. Sex = "an act which, of itself is ordered toward procreation."

Responsible parenthood = to have only the number of children you can love,
educate and support.

VIII.

1920s: After World War I the divorce and separation rates began to grow. Medicine
developed non-oral contraceptive devices (intrauterine) and sterilization surgery.

IX.

1930 - Pope Pius XI issued the encyclical Casti Connubii (Chaste Wedlock) on 30th
anniversary of Arcanum. It reiterated the teaching of Arcanum and condemned abortion,
sterilization, and artificial contraception.

X.

1930s and 1940s: Medical science developed rapidly in area of non-oral contraception
and sterilization surgery. Science also began to understand the menstrual cycle of the
woman and how it affected procreation.

XI.

Pope Pius XII's "Address to Midwives,” 1951
A.

He called for periodic continence to balance the two ends of marriage:
interpersonal rapport and generative role.

B.

He approves the use of the Ogino-Knaus method of "regulating" - not
"controlling" - procreation.
1.

Use of the menstrual cycle to determine ovulation (Rhythm Method) based
on a 28-day cycle.

2.

Here the intention (motivation) of the couple will determine the morality
of the act of having sex during infertile periods.
a.

It is licit if it is to postpone children for moral reasons; it is illicit
for immoral reasons.

XII.

1952: Pope Pius XII condemned "amplexus reservatus" (interrupted sex).

XIII.

1953: Oral contraceptive developed (hormonal pill).
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XIV.

1958: Pope Pius XII condemned sterilization as an anti-conception technique and birth
control pills (anovulants) as a direct sterilization.

XV.

March 1963: Pope John XXIII establishes a commission to look at the issue of
contraception because of the rapid development and use of artificial forms of
contraceptives.

XVI.

1965 - Publication of Gaudium et Spes, (Joy & Hope) 50-52. Defined marriage as "union
of life and love, ordered toward the procreation and education of offspring."
A.

The sex act of marriage must respect the "unitive" and "procreative" significance
of marriage; these two must be kept together in every act of marital sexual intimacy.

XVII. April 1967: Pope Paul VI received the report of the special commission established by
Pope John XXIII. Actually two reports were given: a majority report (some allowance for
contraception) and a minority report (no allowance).
XVIII. July 1968 - Pope Paul VI issued the encyclical, Humanae Vitae (Of Human Life), "On the
Regulation of Birth."
A.

Part I
1.

Married couple co-creates with God the gift of new life. It is a source of
great joy and, at times, presents difficulties.

2.

Speaks of changes that have taken place recently that impact transmission
of life. They are:
a.

Increases in population

b.

Working and housing conditions, economy as a whole,

c.

Dignity of women, love they deserve in marriage and their valued
place in society

d.

Man's progress in dominating nature in trying to control body,
mind, emotions, social aspects and transmission of life

3.

So-called Principle of Totality, where one views openness of transmitting
life from perspective of totality of married years rather than each act of
intercourse. Declared wrong.

4.

Because these issues deal with the Gospel and the natural law, the
magisterium of the church must answer them.
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B.

Part II
1.

The issue of regulation of births must be viewed from total human life
(physical, emotional, spiritual, and social), not just sexual.

2.

Marriage is a sacrament.

3.

a.

God unites man and woman in an indissoluble bond of faithful
love whereby couple co-creates with God the gift of new life.

b.

Conjugal love is first significance of marriage (does not speak of
‘ends’) with all other aspects of marriage (including children)
stemming from conjugal love.

Elements of marital love:
a.

Fully human (not just emotional), an act of the free will

b.

Total (complete sharing of the couple)

c.

Faithful and exclusive

d.

Creative of life (open to children)

4.

Responsible Parenthood: Stay faithful to God in how live marriage.
Recognize duties to God, couple themselves, family and human society.

5.

Calls sexual activity "honorable and good.” Use laws of nature to regulate
births but must not impair sex's natural capacity to procreate new life
(only natural means).

6.

Reaffirms the absolute connectedness of the unitive and procreative
significance of marriage.

7.

Must be faithful to God's design that acts of sexual intimacy cannot be
separated from openness to procreation.
a.

This is in respect of the laws of nature. Just as man does not have
unlimited dominion over his body in general, he does not have it
over his sexual faculties.
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8.

Unlawful ways of regulating life:
a.

Abortion

b.

Sterilization (permanent or temporary).

Can't call contraceptive intercourse a lesser moral evil. It is never morally
lawful to do an evil that good may come of it. Condemns the ‘practice’ not
‘users’ of artificial contraception.
9.

Medical treatments permissible for curing diseases even if they reduce
fertility, as long as infertility is not directly intended.

10.

Lawful recourse to the infertile period for sexual intimacy when a couple
wants to reasonably space births of their children. Unlawful if the couple
uses means that directly exclude conception.

11.

Grave consequences of artificial birth control

12.

C:

a.

Marital infidelity (weakens the moral standard)

b.

Reverence due a woman

c.

Public authorities impose birth control

The Church must preserve the true human values: Protect the whole moral
law, both natural and evangelical. The Church did not invent these – it is
only the guardian and interpreter.

Part III
1.

The Church understands the struggles of human life and must teach the
greatest values.

2.

Though teachings may be difficult, people are called to follow the divine
law.

3.

Couples are to recognize the blessing of family life and how they must use
reason and free will to be sexually responsible. Periodic continence is a
self-discipline that has a salutary effect:
a.

Helps husband and wife develop full personalities and spiritual
blessings

b.

Brings family life tranquility and peace

c.

Helps solve difficulties of other kinds
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D.

E.

d.

Fosters in couples thoughtfulness and loving consideration

e.

Helps repel excessive self-love

f.

Arouses a consciousness of their responsibilities

g.

Confers on parents more effective influence in the education of
their children

Appeals
1.

Teachers and Media

2.

Governments

3.

Sciences

4.

Husbands and Wives (visible sign of the holiness of God)

5.

Family Apostolate

6.

Physicians and Nurses

7.

Priests

8.

Compassion for those who can't live up to the Church's value

9.

Bishops

10.

Final Appeal to all to strive to follow the law of Christ

Value of Natural Means of Regulating Births
1.

Respects God's law and desire for couple in marriage

2.

Eliminates worries regarding abortion (some pills are abortifacients)

3.

Has no physical risks (especially for the woman)

4.

Encourages increased marital communication

5.

Allows for other forms of marital intimacy

6.

Counteracts the contraceptive attitude, which can lead to degradation of
sex act and could lead to sex outside of marriage and lowering of moral
standards

7.

Can be taught in poor countries where artificial forms are hard to procure
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XIX.

XX.

XXI.

1970s,1980s: Scientific development of Natural Family Planning.
A.

Very effective means of regulating births through use of the natural cycle of the
woman.

B.

When used properly, more effective than forms of artificial contraception (except
sterilization).

C.

Uses daily observation of changes in the woman's body to identify fertile period
(ovulation).

D.

Three main forms of NFP are Creighton Method, Billings Method and the
Sympto-thermal Method. They address cervical mucus, cervical placement and
temperature.

1981 – St. John Paul II, Apostolic Exhortation, Familiaris Consortio:
A.

Affirms Humanae Vitae

B.

Calls for support of "domestic church" (family)

C.

Calls parents "ministers" of the Church in the caring for children

D.

Calls for Natural Family Planning as means to be responsible parents (use of
ovulation methods, not menstruation, in determining fertile period of woman)

1979-1984 St. John Paul II’s Theology of the Body.

XXII. 1995 - Encyclical Letter of St. John Paul II, Evangelium Vitae (The Gospel of Life).
XXIII. 2016 – Post-Synodal Apostolic Exhortation of Pope Francis, Amoris Lætetia (The Joy of
Love).
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Appendix XV: Parental Evaluation
Teenagers

Session

for

Parents

of

I.

Upon initial contact with the parents, the priest should explain to them that he is truly
concerned about the welfare and marriage plans of the couple. To help him in working
with the couple to facilitate a prudent decision concerning marriage, he needs some
information concerning the couple from the parents, who know their son or daughter best.

II.

After the above initial introductory comments, the priest or deacon then explains to the
parents that one of the ways to get a good overall picture of the situation from their point
of view is by their filling out a brief questionnaire on their own feelings concerning the
marriage and their perception of the couple's plans for marriage. (See the following page
for the questionnaire.)

III.

After answering any questions the parents may have concerning the questionnaire, the
priest or deacon gives them the questionnaire to be filled out. Each should fill out a
questionnaire independently, without any discussion between them. This should take
approximately fifteen (15) minutes.

IV.

When the parents have finished filling out the questionnaire, the priest or deacon should
discuss their answers with them for the remainder of the session. Special attention should
be paid to:

V.

A.

The parents' attitudes toward marriage itself

B.

The parents' attitudes toward their son's or daughter's readiness for marriage

C.

The parents' attitudes toward their future son-in-law’s or daughter-in-law's
readiness for marriage

At the conclusion of the session, the priest or deacon should thank the parents for meeting
with him. He should then explain that the next step will be for him to meet with the
couple to discuss further their plans for marriage, given the input from the parents and the
data received in the pre-marital inventory.
Used with permission from Common Policy for
Pastoral Marriage Preparation, Wisconsin
Catholic Conference
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Appendix XVI: Questionnaire for Parents of Teenagers Who
Intend to Marry
As a parent you know much about your son's or daughter's interests, abilities, and feelings. To
what degree do you think that he/she has the following qualities?
Please circle the appropriate answer.
l.

The ability to provide for the material needs of a family.
HIGH

2.

LOW

MEDIUM

LOW

MEDIUM

LOW

MEDIUM

LOW

A readiness to observe the major commandments of the church to which he/she belongs.
HIGH

9.

MEDIUM

Respect for the religious convictions of other people.
HIGH

8.

LOW

A personal religious conviction.
HIGH

7.

MEDIUM

The ability to forgive mistakes and re-establish a relationship after a serious
disagreement.
HIGH

6.

LOW

The ability to work out a household budget and stick to it.
HIGH

5.

MEDIUM

The ability to give up certain personal pleasures in order to help other persons.
HIGH

4.

LOW

The ability to establish lasting relationships with others.
HIGH

3.

MEDIUM

MEDIUM

LOW

A readiness to forgo playing time with friends in order to help at home with chores of
household or business.
HIGH

MEDIUM

LOW
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Please respond to the following questions as honestly as you can and circle the appropriate
answer.
10.

How would you characterize your son/daughter's general behavior at home?
VERY COOPERATIVE

11.

NO

UNCERTAIN

NO

UNCERTAIN

NO

UNCERTAIN

Does his/her anger usually last a long time?
YES

20.

UNCERTAIN

Did he/she do reasonably well in school?
YES

19.

NO

Does your child seem to adapt easily to new situations?
YES

18.

COOPERATIVE

Does he/she have many close friends?
YES

17.

COOPERATIVE

Does your son/daughter get angry easily?
YES

16.

COOPERATIVE

POOR

POOR

How would you describe your child's attitude toward his/her brothers?
VERY COOPERATIVE

15.

POOR

How would you describe your child's attitude toward his/her sisters?
VERY COOPERATIVE

14.

COOPERATIVE

How would you describe your child's attitude toward his/her mother?
VERY COOPERATIVE

13.

POOR

What do you think of your child's attitude toward his/her father in general?
VERY COOPERATIVE

12.

COOPERATIVE

NO

UNCERTAIN

Does your child make serious efforts to find a job?
YES

NO

UNCERTAIN
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21.

Does he/she seem to find it difficult to make up after a disagreement?
YES

22.

UNCERTAIN

Do you think that it will be advisable for him/her to leave home at this time?
YES

23.

NO

NO

UNCERTAIN

Does your child really seem to miss a close friend when the friend moves away?
YES

NO

UNCERTAIN

24.

Do you think that he/she has a really good understanding of the meaning of a lifetime
commitment of marriage?
YES
NO
UNCERTAIN

25.

Does he/she seem to find it easy to hold a job for a long time?
YES

26.

NO

UNCERTAIN

NO

UNCERTAIN

NO

UNCERTAIN

NO

UNCERTAIN

Do you think that he/she is able to take care of a wife/husband (and children)?
YES

34.

UNCERTAIN

Does your child seem to be rather dependent on his/her mother/father?
YES

33.

NO

Do you encourage the marriage of your son/daughter at the present time?
YES

32.

UNCERTAIN

Do you think that your new son-/daughter-in-law will feel really at home with your
family?
YES

31.

NO

Does your son/daughter object to going to Mass on Sundays?
YES

30.

UNCERTAIN

Do you think the person your son/daughter plans to marry is the right person for him/her?
YES

29.

NO

Does he/she seem to find it difficult to leave home?
YES

28.

UNCERTAIN

Does he/she seem to find it easy to establish new friendships?
YES

27.

NO

NO

UNCERTAIN

Do you think the person your child plans to marry is ready for marriage?
YES

NO

UNCERTAIN
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35.

Would you rather see your son/daughter marry someone else?
YES

36.

NO

UNCERTAIN

(if applicable)
Do you think that they would have planned to marry soon if the girl were not pregnant?
YES
NO
UNCERTAIN
Used with permission from the Common Policy
for pastoral Marriage Preparation, Wisconsin
Catholic Conference
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Appendix XVII: Cohabitation and the Sacrament of Marriage
Many of the couples who come for marriage preparation in the Catholic Church are in a
cohabitating relationship. Cohabitation means living together in a sexual relationship without
marriage. Living together in this way involves varying degrees of physical and emotional
interaction.
Couples who live together before marriage actually face a higher risk of divorce than those who
do not – up to 85% higher (Kline et al., 2004; Bumpass & Sweet, 1995; Hall & Zhao, 1995;
Bracher, Santow, Morgan & Russell, 1993; DeMaris & Rao, 1992). There are a number of
reasons for this. Research from the Center for Marital and Family Studies at the University of
Denver (Stanley et al., 2004) indicates that individuals who live together before marriage often
get caught up in a sort of “relationship inertia” in which getting married is just the next logical
thing to do. They are less likely to make a conscious, intentional decision to commit to their
partner for life. Some may even feel pressure to marry or face the end of the relationship. There
is also some evidence that cohabiting couples do not view their relationship the same way that
married couples do. Women tend to perceive cohabitation as a step before marriage; men are
more likely to see cohabitation as a step before making a commitment.
The following pastoral suggestions are offered to priests, deacons, and pastoral ministers who
prepare couples for marriage. They are intended to provide general guidance only since each
couple’s pastoral needs and circumstances are unique.
In Familiaris Consortio, Pope John Paul II stated that cohabitation, “presents the Church with
arduous pastoral problems, by the reason of the serious consequences deriving from them, both
religious and moral…and social…The pastors and the ecclesial community should take care to
become acquainted with such situations and their actual causes, case by case. They should make
tactful and respectful contact with the couples concerned and enlighten them patiently, correct
them charitably and show them the witness of Christian family life in such a way as to smooth
the path for them to regularize their situation” (381).
I.

Guidelines for Working with Cohabitating Couples
A.

Two extremes that need to be avoided
1.

Immediately confronting the couple and condemning their behavior

2.

Ignoring the cohabitation aspect of the relationship.

Cohabitation should be discussed early in the marriage preparation process. However,
there should be a clear indication that the couple is cohabitating. Some tip-offs are:
giving the same address or phone number, comments of parents or friends, or a shared
checking account. Some pre-marital inventory programs can assist in identifying
cohabitation in that they now include discussion questions for cohabitating couples.
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B.

C.

Objectives in doing marriage preparation with cohabitating couples
1.

The goal of all marriage preparation is the same and that is to create a
clear awareness of the essential characteristics of Christian marriage: unity;
fidelity; indissolubility; fruitfulness; the priority of the sacramental grace
that unites couples to the love of Christ; and the willingness to carry out
the mission proper to families in the educational, social, and ecclesial
areas.

2.

Pastors or their delegates invite the couple to reflect on their experience of
living together and its implications for sacramental marriage. The
following questions from the FOCCUS instrument may be helpful:
a.

Why did you originally choose to live together? How does the
commitment you wish to make now differ from that which you
made when you decided to cohabitate?

b.

How do your family and community feel about your living
together? How do these feelings affect you?

c.

What are the reasons for wanting to marry at this time? Is there any
reluctance to marry? Is pressure from family or around children a
major reason for marrying now?

d.

What have you learned from your experience of living together?

e.

How do you expect your relationship to grow and change in the
future? Does either of you expect marriage to be free from times of
discontent?

f.

Why do you want to marry in the Catholic Church at this time? Do
you understand the concerns that the Church has had about your
cohabitation situation?

g.

What does marriage and sacrament mean to you?

h.

What do you think will be the largest barriers to a lifelong marriage
for you? How do you think you will be especially changed by the
vow of faithfulness?

Distinctions made among cohabitating couples
1.

Couples who have seriously planned for marriage, and who have decided
to live together for practical reasons such as finances:
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1.

2.

Couples whose cohabitation seems more casual, and for whom no
previous commitment seems to have been made:
A.

3.

A postponement of further marriage preparation, at least at this
time, can be considered.

The decision to separate prior to the marriage
1.

2.

E.

In addition to the treatment of commitment and sacrament, special
attention is given to overall readiness for marriage and for
permanent lifetime commitment.

Couples whose reasons for seeking marriage are more for the sake of
appearance, to accommodate social or family needs, little evidence is
presented to indicate either spiritual or psychosocial maturity for marriage:
A.

D.

The pastoral ministry can focus on their understanding of
the meaning of sacrament and the commitment to
permanence.

Many diocesan marriage preparation policies suggest that pastoral
ministers encourage cohabitating couples to separate.
a.

Even if the couple chooses not to separate, they can be encouraged
to live chastely before marriage. “They should see in this time of
testing a discovery of mutual respect, an apprenticeship in fidelity
and the hope of receiving one another from God” (CCC 2350).

b.

The priest or delegate asks the couple to consider chastity and
separate living, giving the couple time to reflect on their decision to
marry.

Some couples are not normally asked to separate, i.e., those with children
or those experiencing financial problems. A change in living arrangements
can pose practical problems.

Denying or delaying the marriage
1.

Cohabitation is not in itself a canonical impediment to marriage; therefore,
the couple may not be refused the marriage solely on the basis of
cohabitation.
a.

Marriage preparation may continue even if the couple refuses to
separate. Pastoral ministers can be assured that to assist couples in
regularizing their situation is not to approve cohabitation.
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2.

Postponement of the wedding might be in order. In these cases additional
time might be needed to address the issues raised by cohabitation.
a.

3.

Since couples have the natural and canonical right to marriage, any delay
beyond the normal waiting period for all couples is a serious matter.
a.

F.

This additional time may be used to evaluate the couple’s attitudes
and understanding of the Church’s teachings on marriage and
sexuality.

Care must be taken to ensure that delay is not used as a punishment
for a couple’s continued cohabitation.

Celebrating the sacrament of reconciliation
Celebration of the sacrament of reconciliation is properly encouraged as part of
marriage preparation for the Catholic parties. It is appropriate for the couple to
prepare themselves for marriage by celebrating reconciliation. However, absolute
moral rectitude is not demanded for sacraments to be celebrated.

G.

The Wedding ceremony
1.

2.

The Code of Canon Law gives no special consideration for marriages of
cohabitating couples.
a.

The general norm states that the pastor and the ecclesial community
are to see that the couple has a “fruitful liturgical celebration of
marriage clarifying that the spouses signify and share in the mystery
of unity and of fruitful love that exists between Christ and the
Church” (c.1063, § 3).

b.

The Catechism states, “Since marriage establishes the couple in a
public state of life in the Church, it is fitting that its celebration be
public, in the framework of a liturgical celebration, before the
priest or a witness authorized by the Church, the witnesses, and the
assembly of the faithful” (1663).

A pastoral concern is that a simple celebration hinders the couple’s ability
to understand the communal dimensions of the sacrament. Having a
wedding with only the immediate family and witnesses simply
underscores their impression that marriage is a private event.
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3.

H.

Marriage preparation for cohabitating couples should not begin with or be
based upon a decision about the kind and size of the wedding ceremony
that will be allowed.

Conclusion
When cohabitating couples approach the church for marriage, pastoral ministers
need to recognize that this a teachable moment. Here is a unique opportunity to
help couples understand the Catholic vision of marriage. By supporting the
couple’s plans for the future rather than chastising them for the past, the pastoral
minister can draw the couple more deeply into the church community and the
practice of their faith. Treated with sensitivity and respect, couples can be helped
to understand and live the vocation of Christian marriage.
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Policy on Cathedraticum and Diocesan Finances
Effective July 1, 2003
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

All parishes shall pay cathedraticum.

II.

Cathedraticum is calculated on accessible income at the rate of 9% for parishes that have a
school and at 10% for parishes without a school.

III.

This policy assumes that the diocese will continue to monitor and reduce the subsidy to health
insurance (this is already in place), that the Stewardship and Development Offices will be very
assertive in enabling the diocese to move toward genuine stewardship, and that contributions to
the Catholic Services Appeal will increase.

IV.

Cathedraticum Percentages and Computation Method.
Cathedraticum for the each fiscal year is to be based on parish financial statement from the
most recent calendar year (January 1 through December 31). The calculation will as follows:

1

Annual Assessable Income1
Less:
Interest Expense
School Subsidy
Other approved Deductions

$$$$$$$$$

Assessable Amount
Assessment Rate (either 9% or 10%)
Cathedraticum

$$$$$$$$$
$$$$$$$$$
$$$$$$$$$

-$$$$$$$$
-$$$$$$$$
-$$$$$$$$

Assessable Income will not include assessable contributions made to approved capital campaigns. Assessable capital
campaign contributions will be assessed at the assessment rate in the year collected and will be paid separately by check
quarterly to the diocese. Capital campaign contributions are not included in computing annual cathedraticum. Parish
should insure that capital campaign amounts are recorded correctly on the quarterly financial report.
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V.

The diocesan Finance Office will bill each parish their annual cathedraticum assessment on
July 1 each year.
A.

Payments will be made via Automated Clearing House (ACH) each month on or about
the 21.

B.

Parish must obtain approval from the Chief Financial Officer, if other payment
arrangements are required.

C.

Monthly statements will be sent for cathedraticum similar to the ones sent for other
billings (pension, property/liability insurance, etc.).

VI.

The assessment rate will be 10% for parishes with no schools and 9% for parishes with schools.

VII.

Please call Rick Virgne, Director of Parish Business Services or Mary Beth Koenig, Chief
Financial Officer, if you have any questions concerning the cathedraticum policy.
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Policy Regarding the Purchase of Special Event Insurance
Effective Sept. 7, 2011
I.

II.

A parish or school should purchase special events insurance for the following events, at a
minimum:
A.

Festivals

B.

Bazaars

C.

Jamaicas

D.

Fiestas

The parish or school at which the event is held is responsible to arrange for the purchase of the
special events insurance.
A.

If a parish or school uses the facilities of another parish or school for items A – D
above, the parish or school should reimburse the parish or school that owns the facilities
the cost of the insurance.
1.

III.

A parish or school that fails to comply with this policy is responsible for a deductible of
$50,000 related to any loss or cost to defend any claim resulting from any of the listed
applicable events.
A.

IV.

Both entities (the one which owns the facilities and the one that uses the
facilities) should know the requirements of this policy and assure that the
required insurance has been purchased.

If multiple entities (parishes or schools) are defendants in a claim and each failed to
comply with this policy, each entity shall share the cost of the deductible equally.

A parish or school that complies with this policy enjoys the level of insurance coverage subject
to the normal deductible.
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Policy Regarding Risk of Loss from Fraud, Theft
and Embezzlement Claims
Effective July 27, 2011
A parish, school, or other organization falling under the diocesan umbrella insurance policies is
responsible for incurring the first $50,000 in any loss due to financial fraud, theft, or embezzlement
that is not covered or reimbursed by the insurance carriers or perpetrator.
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Policy Regarding Financial Support to Schools from Parishes
Effective Sept. 12, 2011
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy.
I.

Effective July 1, 2012, each parish that does not operate a school shall contribute at least $300
per school year for any parishioner’s child to the Catholic school at which the parishioner’s
child is enrolled in the diocese.
A.

For the purpose of this policy, a “parishioner” means a member of the faithful who is
registered at the parish and is supporting his or her parish.

B.

This policy does not change or alter any previous arrangements under which a parish
has agreed to contribute more than this required minimum amount.

II.

If a parish seeks to be relieved of all or part of its obligation under this policy, the pastor of the
parish must consult with and demonstrate financial hardship to the Diocesan Financial Office,
which will make recommendations to the vicar general and bishop in response to the request.

III.

Each school principal will provide the names of the students enrolled in the school as well as
the amount of any tuition assistance provided to each student to the pastor at each parish
A.

Each school shall submit invoices to pastors with respect to the parish’s obligation
under this policy.
1.

B.

Each invoice should contain the names of the students from the parish enrolled
in the school.

Pastors may request and receive other financial information about the school.

IV.

Prior to the effective date of this policy, parishes are encouraged to and shall make their best
effort to support Catholic schools by contributing $300 per parishioner, at a minimum.

V.

Each parish is strongly encouraged to provide financial assistance to neighboring parishes that
support schools, regardless of the number of students coming from their parish.

VI.

All parishes will allow and encourage marketing and recruiting efforts from local Catholic
schools, especially during Catholic Schools Week.
July 28, 2017
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Action to be Taken When Dismissing Employees
I.

A parish, school, or other organization that is covered by the diocesan umbrella liability policy
may contact the Chancellor or Vice-Chancellor at any time for assistance in matters involving
human resources.

II.

A parish, school, or other organization must consult with the Chancellor or Vice-Chancellor
prior to dismissing an employee.

III.

A parish, school, or other organization that fails to consult with the Chancellor or ViceChancellor prior to dismissing an employee, or fails to follow the recommendations of the
Chancellor or Vice-Chancellor, shall pay the first $50,000 of any costs relating to a dispute
brought by an employee.
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Quarterly Financial Report
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I.

Parishes must file quarterly reports with finance.

Parish Name
type in parish name this box

Par#
Par # Here
Report prepared By
Contact #
Fiscal Year

Account Description

2010
Number
Enter Qtr (Sept. Dec. March or June)

ASSETS
Cash (Checking Accounts)

-

DIAL Deposits

-

Other interest bearing accounts

-

Building Fund Accounts

-

Other

-

Plant assets

-

TOTAL ASSETS

-

LIABILITIES
Accounts Payable
Payable to diocese: Assessment
Health Ins.
Property Liab.
Payroll taxes
Accrued interest
Funds held in trust
Funds held for transmittal
Notes Payable:
Diocesan Savings & Loan
CEF
Other
Other
TOTAL LIABILITIES
Prior Fund Balance ---------------
FUND BALANCE (Assets-Liabilities)
FUND BALANCE (Beg Bal + Net Inc/Loss)
Amount Off by: (Should be zero)
Percentage Off by:

0
#DIV/0!

REVENUES
Assessable
Sunday and Holyday collections
Non-Exempt Building Campaign **
Building Maint. & debt reduction collections
Gifts, donations, bequests
Fundraising (net)
Interest/dividends
Rents & Royalties

-
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Other – (Insert Description)
Total Assessable

-

Non-Assessable
Religious Education fees
Exempt Building Campaign (Must be Approved)
Subsidies
Legacy & Faith Collections
Other Non-Assessable (Insert Description)
Total Non Assessable

-

TOTAL REVENUES

0

EXPENDITURES
Pastoral services
Religious development
General and administrative
Social services
Plant operation and maintenance
Annual diocesan assessment (ACH)
Interest expense
Depreciation expense
Other
Other – Deductible
School subsidies

-

TOTAL EXPENDITURES

-

Excess/Deficit

-

Prior Period Adjustments

-

Additional Assessment Due (Capital Campaign) @ 10%
This should be paid at the time this report is
submitted.
** This account is only to be used when the parish has a Diocesan Capital Campaign. This account will
rarely be used. Any amount entered here will have cathedraticum applied to it and that amount will
need to be paid by check in addition to the normal cathedraticum paid monthly by ACH. Amounts
entered here are excluded for computation of future assessable income for computing cathedraticum.
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DIOCESE OF AUSTIN
QUARTERLY FINANCIAL REPORT
PARISH NAME:
CITY:
PARISH NUMBER:

QUARTER ENDING:

BALANCE SHEET
ASSETS
ACCOUNT
Cash
Interest-bearing funds
Building fund
Accounts receivable
Other
Plant assets

CODE
11100
11120
11125
11220
11300
11400

AMOUNT

TOTAL ASSETS:

LIABILITIES
ACCOUNT
Accounts Payable
Payable to diocese:

CODE
21100
21110
21120
21130
21200
21300
22110
23110
24100
24110
24130
24190
25110

Assessment
Health Insurance
Property Liability

Payroll taxes
Accrued interest
Funds held in trust
Funds held for transmittal
Notes Payable: Intradiocesan
Clerical Endowment Fund
Bonds Payable
Notes Payable – Other
Other

AMOUNT

TOTAL ASSETS:
FUND BALANCE (Total Assets – Total Liabilities):
======================================================================
FUND BALANCE FROM PREVIOUS QUARTER:
PLUS EXCESS (DEFICIT)OF RECEIPTS
OVER EXPENDITURES (FROM PG. 2):
+
FUND BALANCE SHOULD BE: =
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INCOME STATEMENT
REVENUES
ACCOUNT
Sunday and holyday collections
Special collections NOT for transmittal
Exempt building fund contributions #
Other exempt collections
Gifts, donations, bequests
Subsidies
Religious Education fees
Fundraising (net)
Interest/dividends
Royalties
Rents
Other – assessable
Other – not assessable

CODE
41100
41110
41120
41130
41200
41500
42100
44100
45100
45110
45120
48600
48600

AMOUNT

ASSESSMENT
CALCULATION
*
ADD
*
ADD

*

ADD

*
*
*
*
*

ADD
ADD
ADD
ADD
ADD

TOTAL REVENUES:
# Exemption must be approved in writing by Bishop Vásquez or Mary Beth Koenig.

EXPENDITURES
ACCOUNT
Pastoral services
Religious development
General and administrative
Social services
Plant operation and maintenance
Diocesan assessment
Interest expense
Other
School subsidies

CODE
51000
52000
55000
55400
56000
57100
57500
58600
59100

AMOUNT

*

DEDUCT

*

DEDUCT

TOTAL EXPENDITURES:
EXCESS (DEFICIT) OF REVENUES
OVER EXPENDITURES:
TOTAL ASSESSABLE AMOUNT:
x 10% =
TOTAL ASSESSMENT DUE
Report prepared by
Telephone #
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Parish Quarterly Reports Explanation of Accounts
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Austin Diocese
Chart of Accounts Detail

ASSETS
Cash: Main parish checking accounts, including Altar Society, men’s clubs, etc. (if applicable).
DIAL: All deposits in the Diocesan Savings and Loan (DIAL) program.
Interest-Bearing Funds: Savings accounts, brokerage accounts, etc.
Building Fund: Account for funds collected for major construction, maintenance or renovation
projects.
Petty Cash: Cash on hand to pay for minor expenses not to exceed $25. Petty cash should never be
used to pay for employee compensation.
Note: ALL bank and investment accounts must be included in one of the above categories.
Accounts Receivable: Any monies that are owed to your parish.
Example: Loans owed to you by a mission or another parish.
*Interest receivable should also be included. Loans should not be made to parish employees.
Other: Please specify what is included in this account. (You may make a note at the bottom of the
page, or on the line beside the code.)
Plant Assets: The original cost, less depreciation, for buildings, furnishings, and vehicles. Land
is also included but not depreciated.

LIABILITIES
Payroll Taxes: Any FICA, Medicare and federal taxes not yet sent to the IRS. This includes the
parish expense portion of the FICA, until it is sent to the IRS (this is also included in the
expenditure “General and Administrative”).
Accrued Interest: Imputed interest on all debt that has not been paid.
Funds Held in Trust: Altar Society, St. Vincent de Paul, Men’s Club, cemetery funds, etc.
Funds Held for Transmittal: Second collections taken for outside charitable organizations that
have not been sent to the pastoral center. Examples: CSA, mission collections, national
collections, disaster collections, etc.
Notes Payable: DIAL – Loans that you owe to The DIAL.
Notes Payable: CEF – Loans that you owe to the Clerical Endowment Fund.
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Austin Diocese
Chart of Accounts Detail
Notes Payable: Other – any monies that you owe to outside institutions, other than those specified.
Examples: Lease obligations, vehicle loans, lines of credit, etc.
Other: Please specify.

REVENUES
Assessable:
Sunday and Holyday collections: Normal Mass collections.
Non-Exempt Building Campaigns. Contributions to diocesan-approved building campaigns.
Building maintenance & debt reduction : Contributions other than approved capital campaigns for
building maintenance and debt reduction.
Gifts, donations & bequests: Large amounts provided to the parish outside of the normal Sunday
collection. Donations of non-cash items such as stock should be converted to cash immediately.
Fundraising (Net): all revenues and expenditures should be included in this total.
Interest and Dividends: Interest or dividends received from any checking or interest bearing savings
account.
Rents: Includes rent payments for use of parish facilities such as parish activity center or hall. Also
includes rents from commercial properties. Rents may be subject to UBIT.
Other—Assessable: Other income that is subject to assessment. Please specify. (Detail must be
provided.)

Non-Assessable Income
Exempt Building Fund Contributions: The building fund must be approved by the diocesan
Building Commission, and the exemption must be approved in writing by Mary Beth
Koenig or Bishop Vásquez.
Subsidies: Monies received from other parishes, altar societies, Men’s Club, diocesan grants, etc.
Religious Education: All fees collected from parishioners associated with religious education.
Other Exempt Collections: Extremely rare; must be approved in writing by Bishop Vásquez.
Other—Not Assessable: Other income not subject to assessment. Please specify. (Detail must
be provided.)
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Austin Diocese training July 19, 2006
Chart of Accounts detail
Diocesan Campaign contribution: Portion of Our Faith ~ Our Legacy campaign payments attributable
to parish.
EXPENDITURES
Pastoral Services: Any expense associated with the clergy, rectory, and liturgy. Examples of clergy
and rectory expense: salary, telephone, utilities, household expense, travel expense, stipends,
etc. Examples of Liturgy expense: missals, hymnals, hosts, wine, flowers, etc.
Religious Development: DRE salaries, Religious Education expenses, youth program expenses, adult
education expense, etc.
General and Administrative: Clerical salaries, FICA expense, medical insurance, telephone,
office supplies, workers’ compensation premiums, etc.
Social Services: Social activities/hospitality, donations to other charities.
Plant Operations and Maintenance: Utilities for church buildings, custodian salaries, property
insurance, property taxes (if any), landscape services and general maintenance on
buildings or equipment.
Diocesan Assessment: This should be the amount of your assessment for the quarter. It should
also go into the liability “Payable to diocese: Assessment” until it is paid. If you pay it
all in the current quarter, then no entry needs to be made in the liability.
Interest Expense: Interest paid on debt.
Other: Please specify.
School Subsidies: Direct subsidy to parish school. Please attach the school financial.
*The following expenditure accounts can be deducted from the amount subject to assessment:
• Interest Expense
• School Subsidies
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Policy on Extraordinary Expenditures
Revised February 2011
Pastors and administrators have the authority to enter into all contracts and expend such sums as
are necessary in the routine administration of a parish. Frequently, the question arises about
extraordinary expenditures, and, in order to serve the needs of the people of God in the Diocese
of Austin and to be responsible stewards of the gifts given to the diocese, the Diocese of Austin
issues the following policy:
I.

Effective as of this date, pastors and administrators may expend up to $10,000 on any
single expenditure without consultation or consent of the diocese, with the exception of
real estate (See IV below).

II.

As regards contracts and/or expenditures in excess of $10,000 but under $50,000, the
pastor or the administrator should advise the diocesan Finance Officer before proceeding
to finalize the transaction.

III.

All contracts and expenditures in excess of $50,000 will require the written consent of the
diocesan Bishop or his delegate.
A.

IV.

However, where title to real estate is involved, the diocesan Bishop must act since he
holds title to all real property of the churches.
A.

V.

All such contracts and expenditures that are entered into for the benefit of the
parish are to be signed by the pastor or administrator in his own name, that is, in
his capacity as pastor or administrator, not personally.

The proper legal title to be used is:
Joe S. Vásquez, Bishop of Austin and His Successors in Office.

In building projects, the pastor or administrator may enter into a contractual arrangement
with an architect, but any construction contract must be signed by the diocesan Bishop or
his delegate.
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Policy Avoiding the Use of 15-Passenger Vans
While authorities and safety organizations have not stated that 15-passsenger vans are inherently
dangerous, published information raises questions when considering whether to purchase or rent a 15passenger van. In cautious concern, the Diocese of Austin adopts the following policy.
I.

Parishes and schools should not purchase or rent 15-passenger vans.

II.

Existing 15-passenger vans owned by parishes and schools should be phased out. If a parish or
school currently owns a 15-passenger van, it should seek to replace it with another type of
vehicle.

III.

Appropriate vehicles for transporting parishioners, youth, or students include passenger vehicles,
chartered buses (large or small), multifunction school activity buses, and school buses.

IV.

Schools should note that Texas law imposes certain requirements on schools when transporting
schoolchildren; which, in part, applies to Catholic schools (14 TAC §14.51-.53 and Chap. 34,
Education Code).
A.

Schools should verify that their school buses satisfy Texas School Bus Specifications.
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Purpose of the Manual
The purpose of this manual is to provide guidance and assistance to those involved in the financial and
administrative activities of parishes and schools within the Austin Diocese. We hope this manual will
be of assistance, especially to the bookkeepers and business administrators, as well as pastors and
principals, to safeguard the assets of the diocese. This manual is written in a very basic form to explain
some abstract ideas as well as to provide and summarize diocesan policies and procedures.
I.

The information contained in this manual is common business practice for nonprofit Catholic
parishes and schools.

II.

We have included and emphasized certain procedures that have developed as a result of past
experience.

III.

Our goal is to provide clearly written policies and guidelines to ensure consistency and
efficiency within the diocese to accomplish our mission.

IV.

Pastors are encouraged to make use of this manual in conjunction with their finance council
and share this information with them.
A.

The finance council with the pastor, by Canon Law, should provide assistance and
oversight with the business/financial activities being carried out by parish/school
administrators and bookkeepers.

B.

The pastor and finance council should complete the self-evaluation questionnaire on an
annual basis in conjunction with the bookkeeper and/or the administrator (See
Appendix IV: Internal Control Questionnaire (Page U-31)).
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General
All entities within the Austin Diocese should follow a consistent methodology for the handling of
financial activities. Proper care and efficient handling of parish/school finances help ensure that we are
good stewards in the pursuit of the various ministries of the parish. As good stewards, we are charged
with safeguarding the assets entrusted to us.
This manual will be kept updated, and it will be improved as requests are made. We strongly urge you
to pass along suggestions pertaining to this document to the Director of Parish Business Services.
I.

Definition
The foundation of any financial process is based on the concept of internal controls. In other
words, there should be processes in place to protect the parish and school from loss.
A.

No one should steal from the parish.

B.

The concept of internal control must be understood so that we do everything possible to
protect the assets of the parish.
1.

There are many definitions of Internal Control, here is one:
Internal control is defined as the separation of duties and responsibilities which
is made by an organization in order to establish a system of checks and
balances so designed that the activity of one employee independently
performing his own prescribed work will check automatically, continuously, and
with little or no duplication, the work of another.

II.

Separation of Duties
This concept is simply dividing duties or functions so that no one person has control over all
parts of a transaction. It is like having two sets of eyes watching. The question to ask is “does
one person perform all parts of the transaction from initiating to reconciling?”
Examples of duties to be separated include:
A.

Handling and recording cash receipts into the accounting system
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III.

B.

Approving and signing time cards to authorize payment of wages and then preparing the
actual payroll

C.

Authorizing expenditures, verifying invoices, and preparing checks for distribution

D.

Preparing checks and signing checks

E.

Counting the collection, preparing, and recording the deposit into the accounting system
or posting to the individual donors’ accounts

Conflict of Interest
Clergy/employees should avoid placing themselves in a position that might present or could be
perceived to present a conflict of interest. Obviously, this conflict may call into question one’s
integrity.
A.

In connection with any actual or possible conflict of interest, an interested person must
disclose the existence and nature of his or her financial interest and all material facts.

B.

After disclosure of the financial interest and all material facts, and after any discussions
with the interested person, that person shall leave the applicable meeting while the
determination of a conflict of interest is discussed and voted upon.

C.

All volunteers are required to sign the Code of Conduct for Volunteers Handling Money
or Advising on Financial Matters form (Page U-29).

D.

The potential for a conflict of interest exists in many circumstances including the
following:
1.

Having private business involvement or other dealings with the parish (i.e.
construction work, remodeling, housekeeping, etc.)

2.

Accepting gifts for services or favors

3.

Engaging in transactions with friends or relatives

4.

Acting with partiality toward another employee or parish member

5.

Violating confidence of another for personal gain

NOTE:

Items 1 and 3 above must be disclosed and the transaction approved by the
pastor.
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IV.

Suitable Documents
Of all the internal control tools, proper documentation is one of the most important. It is
difficult to maintain internal controls without proper documentation.
A.

B.
V.

Documentation is required any time a transaction or unusual event occurs. Required
documentation includes such things as the who, what, where, when, and how:
1.

Date, invoice/receipt number, purchase order number if used

2.

Persons involved in transaction

3.

Amount of funds or properties involved

4.

Proper authorization/approval signatures

5.

Proper account codes

6.

Proper source

Document everything that is considered essential at all times.

Accounting Records
A.

Accounting records and documents must be maintained to provide an audit trail.

B.

One major objective is to provide reasonable assurance that the financial records reflect
all financial transactions that have occurred.

C.

The recording of all transactions must be correct as to quantity and dollar amount and
must be made in the proper accounting period.

D.

Proper supporting documentation must be:
1.

Simple and easy to use to help reduce error

2.

Numbered to help keep physical control over the documents

3.

Kept to minimum of documents to minimize confusion

4.

Designed to ensure that they will be properly completed
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VI.

Physical Control Over Assets
The safeguarding of assets is an important aspect of any system of internal control.
A.

VII.

Safeguarding assets includes cash, property, and financial records:
1.

A fireproof safe bolted to the floor or wall or a sturdy locked fireproof cabinet
must be available.

2.

Accounting records must be secured in a locked room or file cabinet and
accessible only to select individuals.

3.

Financial records should not be removed from the office; they should never
be kept in someone’s house, car, temporary location, etc. without the approval
of the pastor.

4.

A key log should be maintained to ensure that the pastor/administrator/principal
knows who has access to the various areas of the facilities.

5.

Locks and safe combinations that house financial or other sensitive materials
should be changed periodically, especially when a key member of the staff
leaves (voluntarily or involuntarily).

6.

Desks should be kept locked if they contain financial records or other sensitive
and confidential material.

Administrative Controls
Administrative controls are simply ensuring that documentation exists so that an independent
party could verify approval for the movement of assets into or out of an organization.
A.

If funds or property are transferred, documentation should exist to show, at a minimum:
1.

Date

2.

Persons involved in transaction

3.

Amount of funds or properties involved

4.

Proper authorization/approval signatures

5.

Circumstances of the movements including the reason

6.

Source and destination

7.

Proper account codes
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VIII.

Independent Verification of Transactions
The human condition prevents us from objectively evaluating our own performance effectively.
In addition, few individuals are able to record large amounts of data with perfect accuracy. It is
therefore necessary for supervisors to periodically assess the performance of their subordinates
to help ensure that any accounting and internal control systems are functioning properly.

IX.

A.

Internal auditing can assist in an independent review.

B.

Examples:
1.

Reconciling actual transactions with transactions entered into the accounting
system.

2.

Reconciling the bank account to the general ledger.

When Things Don’t Work
A.

Any theft or misappropriation of funds (or suspicions of such) must be reported
immediately to either the Bishop’s Office or the Director of Parish Financial Services.

B.

Any flagrant and deliberate violation or noncompliance of diocesan Financial Policies
must also be reported.

C.

The Austin Diocese is committed to investigating and holding responsible those
involved in any financial misconduct.

D.

Every effort will be made to protect the identity of the reporting party.
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Area of Internal Controls
I.

Income and Cash
A.

The controls for cash include controls over non-cash assets that can be readily
convertible into cash (e.g., marketable securities, receivables and liabilities whose
liquidation will require the use of cash, such as accounts payable and notes payable).

B.

All persons handling money or advising on financial matters must also agree to and sign
the Code of Conduct form located at Appendix III (Page U-29).

C.

Bank Accounts
1.

No more than six (6) checking accounts are recommended in a parish
a.

The parish operating account
i.

Canon 958, § 1 requires a separate book, but not a separate
account for Mass intentions. These funds can be part of the
parish operating account.

b.

A building fund account

c.

A separate school account, if applicable

d.

Perpetual-care cemetery fund, if applicable

e.

A fifth account for bingo is required, if applicable
i.

f.

This is a statutory requirement by the State of Texas, if a parish
or school conducts bingo.

A separate payroll account may be used when warranted
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2.

Checking Accounts
a.

Checking accounts must be opened in the name of the entity (parish,
school, bingo entity).
i.

b.

The mailing address must never be a private residence.

c.

All parish organizations should keep the monies raised under the
auspices of the church or school in the parish or school operating
account.
i.

D.

Checking accounts must never be opened in the name of an
individual.

The parish accounting system can be used to isolate those funds
by using sub-accounts of the primary checking account.

d.

It is recommended that a parish or school operating checking account
balance should not consistently exceed three month’s expenses.

e.

Surplus funds should be deposited in an interest-bearing account.

Check Signers
1.

The pastor, the business administrator, and the associate pastor should be the
only authorized ordinary check signers for the parish.
a.

The bookkeeper or anyone with access to the accounting system should
not have signature authority.

2.

The pastor, associate pastor, or principal should be the only authorized ordinary
check signers in schools.

3.

In the event of the ordinary signatory’s absence for a period of more than several
days, the following are recommended to be designated by the pastor to sign
checks in his order of preference:
a.

Permanent deacon, or chair of the Finance Council, assuming that neither
of these have access to the accounting system.

b.

In absence of the ordinary check signer, the secretary or bookkeeper
prepares the checks as usual and gives them, along with supporting
documentation for the expenditure, to the other person(s) for signature.

c.

In the absence of the ordinary check signer, two signatures should be
required.

July 28, 2017

U - 10

E.

F.

In no case are pre-signed blank checks to be left to be filled out by
anyone. Checks with defined payee but no dollar amount should be
avoided.

e.

Rubber-stamped signatures should never be used.

Bank Statements
1.

Bank statements should be opened and reviewed by someone other than the
bookkeeper.

2.

Each month, the bank statement should be reconciled to the accounting records
no later than fifteen (15) days after receiving the statement.

3.

The bank statement should be reconciled by someone other than the check
signers and those controlling the checking account, such as the bookkeeper.
a.

This is essential to determine if any unauthorized checks were issued or
receipts stolen.

b.

Actual reconciliation should be compared with the financial statements
by a separate responsible individual at least quarterly.

4.

Completed bank reconciliations are to be signed and dated by both the preparer
and an appropriate reviewer.

5.

All electronic funds transfers (EFT) must be pre-authorized by two authorized
individuals.

6.

Entities within the parish (i.e. RCIA, parish bookstore, youth group, etc.) should
not have a separate checking account from the parish.

Loans/Advances to Employees
1.

G.

d.

Loans or advances should not be made by a parish/school.

Petty Cash
1.

To the greatest extent possible, all parish expenditures should be paid with a
check.

2.

A petty cash fund is discouraged, but can be set up with a recommended limit of
$250 to be used for very small dollar expenditures that are of an emergency
nature.

3.

Basically, the petty cash fund should only be used for situations where an
immediate payment is essential.
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4.

The petty cash fund is never to be used for major expenses or payments that are
consistently a part of parish/school/department operations.

5.

Petty Cash Administration
a.

Petty cash is set up by writing a check payable to the custodian of the
fund.
i.

The check must be prepared to the custodian with the notation for
petty cash.

b.

Petty cash is a balance sheet item and the amount of the fund must
appear on the balance sheet.

c.

The fund is an imprest fund, which means that the total of the cash and
the receipts is always the same amount.

d.

One person should be charged with the petty cash fund and named as the
custodian.

e.

The custodian must maintain the petty cash in a locked cabinet, desk, or
safe where the custodian is the only one with access.

f.

Persons having approval for withdrawal from the fund should be so
designated by the pastor/principal.

g.

The maximum of expenses covered by the fund should be specific (i.e.
$25).
i.

h.

i.

Expenses in excess of $25 should be handled through the
issuance of a check.

The use of petty cash vouchers provides the best support and monitoring
of fund use.
i.

Numbering, dating, describing expenses, listing amount, and
signing the voucher ensures the safeguarding of proper petty cash
use.

ii.

Receipts are to be attached to vouchers.

iii.

Payments should never be made without receipts approved by
either the pastor or business administrator.

All replenishment and receipt maintenance is the sole responsibility of
the custodian.
i.

Replenishment of petty cash should be supported with proper
petty cash vouchers supported with receipts.
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H.

ii.

The replenishment check must equal the vouchers/receipts.

iii.

The check should be coded to the expense accounts
determined by the supporting vouchers and receipts.

iv.

The replenishment check is to be made payable to the custodian
of the fund with the fund designation denoted on the face of the
check (i.e. Jane Doe-Petty Cash Fund).

as

j.

A party independent from the custodian should periodically review the
petty cash fund to see that it is being properly administered.

k.

Stipends or any other type of compensation must never be paid with
petty cash funds.

Receipt of Income
The Austin Diocese is exempt from federal income tax under section 501(c)(3) of the
IRS code. Therefore, there are no federal taxes on its income from activities that are
substantially related to religious and educational purposes.
1.

Federal Tax Exempt Status
a.

b.

Parish and school exemption from federal income tax
i.

The Internal Revenue Service issues an annual letter each June
which clearly establishes those Catholic entities listed in the most
recent issue of The Kenedy Directory - the Official Catholic
Directory considered exempt from federal income tax under
section 501(c)(3) of the Federal Tax Code. The most current
letter is available through the diocesan finance office.

ii.

All parishes and schools located in the Austin Diocese are listed
in this directory.

If documentation is required to validate the tax exempt status of the
parish or school, provide the following:
i.

A copy of the first page of the most recently issued Kenedy
Directory.

ii.

A copy of the page from the Directory that shows your particular
parish or school.

iii.

A recent copy of the IRS letter ruling referred to above.
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c.

Unrelated Business Income Tax (UBIT)
Income received from activities not related to the primary purpose of the
parish or school may be considered UBIT.
i.

I.

Questions regarding this income should be directed to the Director
of Parish Business Services.

d.

All fund-raising activities within the Austin Diocese must relate to the
educational or charitable purpose of the diocese.

e.

Use of the parish or school federal identification number must be strictly
limited.

Handling of Monies (other than offertory collections) in the Office
Receipt of income must be handled with great care. The office staff has responsibility to
ensure:
1.

That all monies received are handled in a safe and secure manner. This includes
all money whether from collections, bingo, electronic fund transfers, Mass
stipends, student activities, booster club, etc.

2.

That cash is never left unattended in an open area regardless of the amount of
time involved

3.

That a list of the checks is made when the mail is opened

4.

That the person opening the mail and preparing the list is independent of the
accounting function

5.

That a responsible official periodically compares the list with the journal record
and the bank deposit

6.

That cash and check receipts are deposited no less frequently than weekly,
except offertory collections, which are to be deposited the same day or no later
than the following business day
a.

7.

All checks received should be restrictively endorsed (For Deposit Only)
immediately

That no check cashing is permitted from the offertory collection.
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J.

Handling of Offertory Collections
1.

2.

Two (2) ushers should place collection in lock bags and either deliver the bags
to the count team or place the bags in a safe. This should be together, not alone.
a.

The bags should be pre-numbered to ensure that the count team will be
able to account for all bags.

b.

The bags should be marked or coded to distinguish between the regular
collection and special collections.

c.

The ushers should be identified so that if anything unusual should
happen it would be possible to identify everyone having access to the
collection.

Ideally, each parish should have a minimum of two (2) count teams consisting of
at least three (3) members per team.
a.

Parish staff members or relatives of parish staff members should not be
on the count teams.

b.

Family members should not be allowed on the same count team unless
there are two (2) other unrelated individuals on that same team.

3.

Count team members are to sign the Code of Conduct for Volunteers Handling
Money or Advising on Financial Matters form (Page U-29), which includes that
they will keep the amount of contributions of fellow parishioners confidential.

4.

Members of teams should be scheduled to rotate on a periodic basis.

5.

Training should be provided to count team members.

6.

Ideally, weekend collections should be counted the day the Mass is celebrated
and deposited immediately.
a.

If the money is counted but not deposited the day of the Mass, the money
should be put back in the bag along with the deposit slip and copy of the
count sheet and locked.

b.

The bag(s) should be put in a locked safe, preferably a safe with a drop
slot so the safe does not have to be opened in order to secure the money.

c.

If the money is not counted on the day of Mass, the locked bags should
be placed in the safe until the day it is counted but not later than the
following Monday.
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7.

The count team should unlock the bags and log in the number of the bag and the
names of the ushers delivering the bags.
a.

One (1) member of the count team should have the key to the bag. This
individual should not have access to the safe.

8.

The collection is to be counted in a secure area where parishioners or others do
not have access during the counting time.

9.

All checks received should be immediately restrictively endorsed. A self-inking
endorsement stamp is recommended for this purpose.

10.

Envelopes should be separated from loose checks, currency, and coins.
a.

11.

12.

One (1) team member should count and record on the counter worksheet and
another member should verify the count.
a.

Adding machine tapes should be used and stapled to the count
worksheet.

b.

Another team member should prepare a tape of the cash and checks to be
deposited. This same individual should also prepare the bank deposit.

c.

The person preparing the deposit should compare all adding machine
tapes to ensure that they are the same and accurate.

d.

All members of the money counting team should sign the collection
summary tape and the counter worksheet to verify the amounts of the
collections.

e.

A copy of the deposit slip should be provided to the bookkeeper.

Ideally collections should be deposited in the bank without delay.
a.

13.

Copies of loose checks should be made. If not possible, a listing of each
check should be prepared showing contributor, check number, date of
check, and amount.

They should not be retained in the parish or rectory, as this provides an
opportunity for theft and burglary and possibly endangers the pastor.

The recap of the receipts or envelopes along with the tape should be given to the
bookkeeper for entry into the accounting records.
a.

The deposit slip and tape should accompany the cash and checks.

b.

The team captain should maintain copies or a record of the count that is
not available to the bookkeeper.
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14.

Someone other than the bookkeeper should enter the record of parishioner
contributions into the parish records.
a.

K.

The bookkeeper should reconcile the parishioner contribution totals in
the parish records to the deposits.

15.

The bookkeeper should compare count team worksheets and tapes to the deposit
slip.

16.

The bookkeeper should compare the bank receipt to the deposit slip if the
deposit is made during normal banking hours and the money counted by the
bank teller.

17.

Cash withdrawals or cashing checks from the contributions must never be
allowed for any reason.

18.

Parishioners should be encouraged to use offering envelopes, checks, and
electronic funds transfers when making offerings and other gifts to the parish.

19.

Annual contribution statements are to be mailed no later than January 31 of the
subsequent year to all parishioners who made identifiable contributions (i.e.
envelope, check, etc.).

Recording of Contributions
1.

Parishioner contributions must be recorded.

2.

All parishioners that donate with identifiable currency (i.e. check, money order,
envelopes) should receive an annual letter listing all contributions made
throughout the calendar year in accordance with IRS regulations.
a.

Parishioners will then have support for any federal tax deduction, and the
parish will have another type of internal control.

b.

A control weakness could be identified if parishioners complain that
their contribution record is incorrect.

3.

The actual offertory envelope or copies of checks should be the source
document for posting contributions by parishioner.

4.

The individual recording contributions from this source data must be
independent of bank deposits.

5.

The bookkeeper should ensure that the total of the envelopes and checks,
deposits and postings agree, without exception, to the parishioner records.
a.

This reconciliation process must be done weekly and properly
documented.
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II.

6.

Appendix II contains a sample contribution acknowledgement letter (Page U27).

7.

Copies of envelopes and checks must be retained for three years.

Disbursements
A.

Contracts
1.

B.

Pastors and business administrators are authorized to enter into contracts up to
$10,000.
a.

The diocesan finance officer should be advised when values exceed
$10,000 but less than $50,000.

b.

Contracts over $50,000 require the consent of the Bishop.

c.

Where title to real estate is involved, the Bishop must act regardless of
amount, since he holds title to all real property.

Purchasing Cycle
For the best internal control, the following describes the way cash disbursements should
flow. It is offered here because it is important that some type of system exist to ensure
all purchases are properly approved, that there is evidence of receipt, and an original
invoice supports all payments. Depending on the size of staff and other variables,
purchase orders may or may not be a cost-effective way to address disbursements, but
some system is required to ensure that payments are properly made.
1.

A pre-numbered purchase order is prepared and approved by someone with the
proper authority.

2.

The actual order is placed by telephone, fax, Internet, or mail, referencing the
purchase order number.

3.

A copy of the purchase order is provided to the bookkeeper where it is placed in
suspense file.

4.

When the materials are received, the packing slip is compared to the purchase
order to ensure receipt.

5.

The packing slip is sent to the bookkeeper for safekeeping until the invoice is
received.

6.

When the invoice is received, the bookkeeper should compare the invoice to the
purchase order and receipt document to verify the agreed prices and the quantity
received.
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C.

7.

The bookkeeper either codes the invoice properly or verifies the coding is proper
and prepares a check supported by the purchase order, receipt, and invoice.

8.

The bookkeeper is never to make payments to vendors from a month-end
statement only.
a.

All payments must be supported with an invoice/receipt.

b.

This includes credit card statements.

Disbursement Checks
1.

As previously noted, using checks for all payments ensures the disbursement is
authorized and there is a permanent receipt.
a.

Controls for the disbursement function include:
i.

The signing of checks by an individual with proper authority

ii.

Separation of responsibilities for signing the checks and
performing the accounts payable function

iii.

Careful examination of the supporting documentation by the
check signer

2.

Check signing should operate in accordance with Area of Internal Controls,
sections I.C: Bank Accounts – I.G: Petty Cash (Pages U-8 – U-13).

3.

Even if a purchase order system is not used, the following are the minimum
acceptable procedures:
a.

b.

To ensure that disbursements are proper, the following documentation
should be kept:
i.

A proper original invoice

ii.

Evidence that goods or services were received

iii.

Evidence that the purchase transaction was properly authorized

All supporting documents must be cancelled or marked “PAID.” We
suggest a rubber stamp for this purpose to include:
i.

Invoice has been checked for mathematical accuracy

ii.

Check number

iii.

Coding to ensure proper account recording in the accounting
system
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iv.

D.

Date and initials of person performing tasks

c.

When the check is presented for signature, it should include all
supporting documentation for the review of the signer.

d.

Checks must have a payee and never be written to “cash.”

e.

If a mistake is made, the check should be voided.

f.

“Void” should be marked on the face of the voided check and the
signature block should be cut off.

g.

All voided checks must be retained to demonstrate all pre-numbered
checks are accounted for and filed with other checks for a permanent
record.

h.

The stock of unused checks should be safeguarded in a locked safe or
secured file cabinet and regularly inventoried.

i.

All checks should be mailed promptly and directly to the payee.

j.

The person mailing the check should be independent of those requesting,
writing and signing.

Employee Expense Reimbursements
1.

Generally, all purchases of materials and services should be paid directly
through the regular operating checking account.

2.

Reimbursements to individuals for business use of their private automobiles
must be documented.

3.

All reimbursements are to be submitted and processed in the fiscal year
incurred.

4.

No reimbursements should be made for prior fiscal year expenses.

5.

Expense Reimbursements
a.

In the event that it is not possible or practical to pay for materials or
services through the operating account, exceptions can be approved so
that an individual can make the purchase and be reimbursed at a later
date.

b.

Purchases by individuals must be approved prior to purchase except for
those with pre-approved budgets.

c.

The original invoice or written receipt for the purchase, with proper
approval, must be presented for reimbursement.
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6.

E.

d.

The reimbursement check must be written to the individual making the
purchase and not, for example, to the individual’s credit card company.

e.

The check and check stub must show the notation that it is a
reimbursement check.

Mileage Reimbursement
a.

Employees may be authorized to receive reimbursement for miles driven
in their personal car when on business.

b.

Reimbursement must be at the rate established by the IRS.

c.

In order to be reimbursed, an individual is required to submit supporting
documentation noting the date, purpose, origin, destination, and mileage
for each trip taken.

Credit Cards
1.

The diocese discourages the use of parish credit cards.
a.

We have noted that when credit card statements are presented for
payment it is impossible to determine proper approval and proper
distribution coding without adequate receipts.

2.

Credit cards for parish usage should be kept to an absolute minimum.

3.

When parish credit cards are used:
a.

Only a small number of employees should be authorized.

b.

Receipts must be turned in immediately after use, with proper approvals.

c.

Priests may acquire personal credit cards in their name but they are
required to submit receipts with an explanation of the purchase.

d.

Reimbursements must be limited to the scope and amounts identified in
the accountable reimbursement plan.

e.

It is acceptable for priests to carry gasoline credit cards in the name of
the parish.
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F.

Parish Credit Card Usage
1.

Parish credit cards are never to be used for the following types of transactions
and, if purchased on a personal credit card, they should not be reimbursed:
a.

Cash advances or cash refunds

b.

Leases

c.

Service agreements (annual maintenance contracts)

d.

Cellular telephones, pagers and service

e.

To accomplish scheduled and budgeted minor capital outlay projects or
budgeted special repairs (modifications or alterations to a "leased"
facility)

f.

Splitting of purchases to circumvent the dollar limitation

g.

Personal items

2.

A receipt must accompany all requests for payment. It is improper to pay for
charges not supported by a receipt.

3.

It is suggested that office supplies be ordered from a catalog and delivered.
a.

G.

Most office supply stores will deliver without charge.

4.

The use of office supply credit cards can result in capricious purchases.

5.

A personal purchase on parish credit cards by employees is prohibited.

Sales Tax
1.

The purchase of a taxable item, which relates to the purpose of an exempt
organization, is exempt from tax when the organization or an authorized agent
of the organization pays for the item and provides the vendor an exemption
certificate in the form prescribed by the Texas Comptroller of Public Accounts.

2.

An employee of an exempt organization cannot claim an exemption from tax
when purchasing taxable items of a personal nature, even though the employee
receives an allowance or reimbursement from the organization.

3.

A person traveling on official business for an exempt organization must pay
sales tax on taxable purchases whether reimbursed on a “per diem” basis or
reimbursed for actual expenses incurred.
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5.

It is not necessary for parishes to file any kind of request with the State for a
sales tax exemption.
a.

III.

The Church is exempt by name in law and individual parishes are not
listed individually.

Payroll
Proper payroll processing is extremely important, not only because it is a very significant
portion of total expenses, but also because it can affect the employee with disability issues,
pension, and health care.
A.

B.

The payroll cycle has three components:
1.

Personnel administration and employment file maintenance

2.

Timekeeping and payroll preparation

3.

Payment of payroll.

The following are the minimum requirements for all parishes/schools operating within
the Austin Diocese.
1.

Personnel Administration and Employment File Maintenance
This function includes interviewing candidates, checking references, and hiring
qualified personnel. The process produces personnel records and wage
information.
a.

It is encouraged that all employees be paid twice a month.
i.

b.

This will help make the payroll cycle easier to manage.

The most important internal controls in personnel involve the formal
method of recording and maintaining:
i.

Information on the authorization of new employees

ii.

Authorization of initial and periodic changes in pay rates

iii.

Termination dates for employees

iv.

Separation of duties over these procedures is particularly
important. No individual with access to payroll records or checks
should also be permitted access to personnel records.

July 28, 2017

U - 23

c.

The diocesan Policies on Ethics in Integrity in Ministry1 must be
followed to ensure that only reasonably competent and honest persons
are hired and retained.
i.

d.

While the selection of honest, capable employees does not ensure
that errors or irregularities will not occur, such selection will
enhance the likelihood that they will not.

New or prospective employees must be properly screened. Most
embezzlers are repeat offenders. This screening should include a verbal
check of all references, former employers, etc. The following process is
recommended:
i.

A list of references is required and should be contacted.

ii.

Criminal background checks are required.
•

iii.

Credit checks are recommended for any employees who will
handle money.
•

1

Applicants must sign a release that is completed with the
employment application.

Applicants must sign a release that is completed with the
employment application.

iv.

A copy of the Policies on Ethics and Integrity in Ministry must be
provided.

v.

All parish employees and those volunteers who are involved with
children must fill out the online application; eApps.

vi.

Employees handling money for the parish or school must have a
demonstrated history of being able to manage their own personal
finances; therefore, the necessity of credit reports.

e.

Individual personnel files must be maintained on all employees.

f.

Changes in employment (additions and terminations), salaries or wage
rates, and payroll deductions must be properly authorized and
documented in the employee’s personnel file.

g.

Policies and procedures should be established for handling vacations,
holidays and sick leave. Paid Leave policies must be developed and
communicated to employees.

Hereafter EIM
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2.

Timekeeping and Payroll Preparation
This function directly affects payroll expense for the period. It includes
preparation of time cards; the summarization and calculation of gross pay,
deductions, and net pay; the preparation of payroll records; and the preparation
of payroll checks.
a.

Time and attendance records must be maintained and approved in
writing by the pastor/principal or appropriate supervisor prior to payroll
processing for all salaried and hourly staff.

b.

Anyone who is responsible for preparing the checks or for inputting data
should be prevented from signing or distributing payroll checks.

c.

An independent party should recalculate actual hours worked, review for
the proper approval of overtime, and recheck pay rate and calculations.
i.

3.

This can be done through spot checks.

Payment of Payroll
a.

The signing and distribution of checks must be properly handled to
prevent theft.
i.

No person who has access to timekeeping or the preparation of
payroll can sign payroll checks.

b.

Payroll checks should not be distributed by someone involved in the
payroll process.

c.

All payroll disbursements must be made with pre-numbered checks.

d.

i.

Cash payrolls, including cash bonuses, are prohibited.

ii.

All compensation is to be reported on form W-2.

Labor Relations and Tax Regulations
i.

In general, under both Federal and State labor laws, a regular
time workweek consists of forty (40) hours, after which overtime
commences for non-exempt personnel.
•

Overtime pay must be computed at a rate of 1½ times the
employee’s regular hourly rate of pay for those hours
worked in excess of the forty (40) hours.
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ii.

Regardless of when the employee is paid, all phases of the law
are based on a work week.
•
•

•

e.

The work week may begin on any day and hour of the
week as established by the employer.
Pay periods for two or more weeks or for a month may
not be averaged out for the sake of overtime or minimum
wages.
Both Federal and State regulations require posting of a
sign “Notice to Employees” where employees can readily
see it.

iii.

In the State of Texas, an employer shall pay wages to each
employee who is exempt from the overtime pay provisions of the
Fair Labor Standards Act of 1938 (29 U.S.C. Section 201 et seq.)
at least once a month.

iv.

An employer shall pay wages to hourly employees at least twice
a month.

v.

If wages are paid twice a month, each pay period must consist as
nearly as possible of an equal number of days.

Religious order priests and sisters have taken a vow of poverty and are
not to receive checks made in their names.
i.

Compensation checks to religious order priests and sisters are to
be made payable only to the name of the order for the specific
priest/sister.
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Appendix I: Collection Count Report
Collection Account Report
Collection Counter Worksheet Example
Date of Collection

Locked Bag Number

Stewardship

Holy Day

Special
Collection

Building Fund

Other Misc.

Total

Stewardship

Holy Day

Special
Collections

Building Fund

Other Misc.

Total

Loose Collection
Checks
Currency
Coins
Total Loose
Envelope Collection
Checks
Currency
Coins
Total Envelopes

Total Loose & Envelope Collection
Combined

Contribution Amount Recorded

Deposit Amount Verification
Checks
Currency
Coins
Total Deposit
Unreconciled Amount*
Names of Counters

Reconciled By:
Date

Collection
Date

Actual
Bank Adjustments
Comments

Approval of Unreconciled:
* Any unreconciled amount $25.00 or greater must be approved by the pastor.
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Appendix II: Sample of Contribution Acknowledgement
St. Mary
3333 N. Main Street
Austin, Texas 78701
January 15, 2004
Mr. & Mrs. John Doe
43 Heavens Gate Way
Austin, Texas 78701
Dear Mr. & Mrs. Doe:
It is that time of the year to send out contribution statements so that you will have a record of your
contributions to St. Mary for your income tax report. Your generosity to the parish over the past year
has made it possible to finance a number of improvements. Were it not for your continuous help, this
would be impossible. So, on behalf of the entire parish, I wish to thank you.
Our records show that you have contributed the following amounts for the period January 1 through
December 31, 2003:
Date
1/5/03
1/12/03
1/19/03
1/26/03
2/2/03
2/9/03
2/16/03
2/23/03

Amount
$
35
$
10
$
15
$
10
$
35
$
15
$
10
$
15

Total

$

145

Date
3/2/03
3/9/03
3/16/03
3/23/03
3/30/03
4/6/03
4/13/03
4/20/03
4/27/03

Amount
$
30
$
12
$
15
$
15
$
10
$
45
$
11
$
15
$
10
$

163

Date
5/4/03
5/11/03
5/18/03
5/25/03
6/1/03
6/8/03
6/15/03
6/22/03
6/29/03

Amount
$
50
$
20
$
15
$
15
$
40
$
15
$
20
$
15
$
10
$

200

Date
7/6/03
7/13/03
7/20/03
7/27/03
8/3/03
8/10/03
8/17/03
8/24/03
8/31/03

Amount
$
50
$
10
$
14
$
11
$
60
$
20
$
30
$
15
$
$

210

Date
Amount Date
Amount
9/7/03
$
25 11/2/03 $
50
9/14/03 $
15 11/9/03 $
15
9/21/03 $
15 11/16/03 $
15
9/28/03 $
10 11/23/03 $
15
10/5/03 $
55 11/30/03 $
45
10/12/03 $
15 12/7/03 $
62
10/19/03 $
20 12/14/03 $
15
10/26/03 $
10 12/21/03 $
15
12/28/03 $
10
$

165

$

242

Grand
Total

$ 1,125

This acknowledgement of your contribution is provided pursuant to section 170(f) (8) of the Internal
Revenue Code. St. Mary parish did not provide any goods or services in whole or in part in
consideration for the above contribution. Only intangible religious benefits were provided.
Please accept my sincere appreciation of your loyalty and commitment to our parish.
Devotedly yours in Christ,
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Appendix III: Forms
Code of Conduct for volunteers handling money or advising on financial matters
Code of Conduct for volunteers handling money – Attachment 1
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Code of Conduct for Volunteers Handling Money or Advising on
Financial Matters
As a volunteer who handles money or advises in financial matters, I recognize the seriousness of
my responsibility and faithfully promise to follow the relevant rules and guidelines of the Austin
Diocese and this Volunteer’s Code of Conduct as a condition of my volunteer ministry at:

_,
(Name of Parish, School or Facility)

,
Date

_,
City
As a volunteer who handles money or advises in financial matters, I will:
•
•
•
•
•
•
•
•

Act with honesty and integrity, avoiding actual or apparent conflicts of interest.
Never borrow, steal, or misuse any assets of the parish/school.
Never knowingly violate any relevant federal or state laws.
Not perform tasks for which I do not have the skills or training to complete.
Never reveal any sensitive financial information, including amounts of the
contributions of fellow parishioners, employee salaries, etc.
Promote ethical behavior in the work environment.
Never risk my life or the lives of others to protect money during a robbery.
Report any actual or suspected financial wrongdoing to the pastor, principal or
other local authority as well as the diocesan Finance Office.

In addition to the above, if I am a volunteer involved in the counting of the offertory, I have
read, understand and will comply with the procedures contained in Attachment 1 as these
procedures apply to my role.

Signature

Date
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Attachment 1
Code of Conduct for Volunteers Handling Money
•

Two (2) ushers should place collection in lock bags and either deliver the bags to the count
team or place the bags in a safe. The bags should be pre-numbered to ensure that the count
team will be able to account for all bags. The ushers should be identified so that if anything
unusual should happen it would be possible to identify everyone having access to the
collection.

•

Ideally, each parish should have a minimum of two (2) count teams consisting of at least three
(3) members per team. Parish staff members or relatives of parish staff members should not be
on the count teams. Family members should not be allowed on the same count team unless
there are two (2) other unrelated individuals on that team.

•

Members of teams should be scheduled to rotate on a periodic basis.

•

Ideally, weekend collections should be counted the day the Mass is celebrated and deposited
immediately. If the money is counted but not deposited the day of the Mass, the money should
be put back in the bag along with the deposit slip and copy of the count sheet and locked. The
bag(s) should be put in a locked safe, preferably a safe with a drop slot so the safe does not
have to be opened in order to secure the money. If the money is not counted on the day of
Mass, the locked bags should be placed in the safe until the day it is counted but not later than
the following Monday.

•

The count team should unlock the bags and log in the number of the bag and the names of the
ushers delivering the bags. One (1) member of the count team should have the key to the bag.
This individual should not have access to the safe.

•

The collection is to be counted in a secure area where parishioners or others do not have access
during the counting time.

•

All checks received should be immediately restrictively endorsed. A self-inking endorsement
stamp is recommended for this purpose.

•

Envelopes should be separated from loose checks, currency and coins. Copies of loose checks
should be made. If not possible, a listing of each check should be prepared showing
contributor, check number, date of check, and amount.

•

One (1) team member should count and record on the counter worksheet and another member
should verify the count. Adding machine tapes should be used and stapled to the count
worksheet. Another team member should prepare a tape of the cash and checks to be deposited.
This same individual should also prepare the bank deposit. The person preparing the deposit
should compare all adding machine tapes to ensure that they are the same and accurate. All
members of the money counting team should sign the collection summary tape and the counter
worksheet to verify the amounts of the collections. A copy of the deposit slip should be
provided to the bookkeeper.

•

The recap of the receipts or envelopes along with the tape should be given to the bookkeeper
for entry into the accounting records. The deposit slip and tape should accompany the cash and
checks. The collections should be deposited intact on the day of the count.

•

Cash withdrawals or cashing checks from the contributions must never be allowed for any
reason.

•

No one should ever be alone with the cash and checks.
July 28, 2017

U - 31

Appendix IV: Internal Control Questionnaire Self-Evaluation Form
1)

Is a bookkeeper employed? Full or Part Time?
Name:

2)

If no bookkeeper is employed, who has the responsibility for recording transactions?

3)

Who maintains the accounting records?

4)

Does the parish use an accounting software package? If yes, what software package?

5)

Are there backup procedures for computer data?

6)

Does the parish priest review financial records?

7)

Are all of the following items paid up to date?
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Worker’s compensation
Property and casualty insurance
Loans
Cathedraticum
Priest’s annual pension contribution
Assessments
Health insurance premiums
Payroll taxes
Payroll deductions
Vendor invoices/statements

8)

Is an annual budget prepared? If yes, is it prepared before the new fiscal year begins?

9)

Are monthly or quarterly financial statements prepared?

10)

Do the reports compare actual numbers to budgeted numbers?

11)

Are the reports reviewed:
a.
b.

12)

by the pastor?
by the Finance Council?

Does the parish file the following with the IRS?
a.
b.
c.

Payroll Tax Form 941 (Quarterly)?
Form W-2 with Transmittal Form (W-3)?
Form 1099 – Miscellaneous Income with Transmittal Form (1096)?
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13)

Does the parish have a Finance Council? If yes, list all members of the Finance Council:

Name and Phone Number for Finance Council President:
14)

Have members of this council reviewed the diocesan Internal Control Manual?

15)

Is the parish limited to only one OPERATING account? If not, list below the other open bank
accounts used as operating accounts.

16)

Identify below the name of all the authorized check signers
Parish

17)

School

When was the last time a financial report was provided to the parishioners?

Petty Cash
18)

Is an imprest petty cash fund used?

19)

If an imprest fund is used, is responsibility vested in one person only?
Name
What is the amount of the fund?

20)

Are checks for petty cash reimbursements made out to the order of the custodian of the fund
with the fund designation denoted on the face of the check?

21)

Are receipts obtained for all petty cash disbursements?

22)

Is the petty cash account listed on the parish balance sheet?
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Bank Reconciliations
23)

Are all bank statements mailed to the parish office?

24)

Who opens the bank statements?

25)

Who reviews cancelled checks?

26)

Who performs the bank reconciliation?

27)

Is the bank reconciliation prepared on a monthly basis?

28)

Are bank reconciliations initialed and dated by the preparer?

29)

Are bank reconciliations reviewed by someone other than the preparer?

30)

Are bank reconciling items cleared on a timely basis?

31)

Are cancelled checks and bank statements retained?

32)

Does the Finance Council review the bank reconciliations?

Receipts
33)

Does a count team count the receipts from the offertory collection?

34)

Are there three (3) or more members on each count team?

35)

How many count teams are there?

36)

Are count teams rotated?
If so how often?

37)

Are count teams independent (no relatives, spouses, children, etc.)?

38)

Are count sheets prepared during the counting and signed by the counters?

39)

Are count sheets subsequently reconciled to the deposit by a person other than the individual
making the deposit?

40)

Are receipts posted to a record of individual parishioners/parents contributions/tuition?

41)

Are parishioner envelopes retained as support for subsequent review?

42)

Are checks photocopied?

43)

Do separate persons post envelopes and prepare deposit slips?
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44)

Are cash receipts posted to individual records by someone not having access to cash?

45)

Is the record of contributions mailed or otherwise given to parishioners?
If yes, how often?

46)

Is appropriate documentation provided to contributors (IRS Publication 1771)?

47)

Are cash receipts kept in a safe until deposited?
If no, how are they safeguarded?

48)

How many people have access to the safe?

49)

Who deposits cash in the bank?

50)

When was the safe combination last changed?

51)

How often are receipts deposited in the bank?

52)

Is a night depository used when necessary?

53)

Are all receipts accompanied by a deposit slip which identifies:
a.
b.
c.
d.
e.

Amount of deposit
Account to be credited as income
Date of deposit
Source of deposit
Signature of person verifying deposit

54)

Are deposits made intact directly to the regular checking account?

55)

Are differences between the actual amount deposited and the recorded deposits corrected by a
separate entry?

56)

Are cash receipts deposited on the first business day following services? If no, when are they
deposited?

57)

What other types of receipts are received?
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58)

Are all other receipts deposited daily? If no, how often are they deposited?

59)

Is a record of cash or checks received through the mail kept by the person opening the mail and
subsequently compared to the deposited funds?

60)

Are checks restrictively endorsed (FOR DEPOSIT ONLY) when received?

61)

Are NSF checks re-deposited on a separate deposit slip from other deposits?

62)

Are amounts to be deposited to savings accounts first deposited to regular checking account?

Disbursements
63)

Are all disbursements, other than from petty cash, made by check?

64)

Is any special approval required for checks to be written?

65)

Are all checks pre-numbered?

66)

Is it a policy to NOT write checks to the order of CASH?

67)

Is the signing of checks in advance prohibited?

68)

Is the countersigning of checks in advance prohibited?

69)

Who signs checks if the pastor is sick or on vacation?

70)

Is the bookkeeper prohibited from signing checks?

71)

Are signature rubber stamps prohibited?

72)

Are documents in support of all disbursements retained?

73)

Do check signers review supporting documentation prior to signing?

74)

Are VOIDED checks retained and accounted for?

75)

Are interest and principal amounts separated on the ledger sheets for payments made on loans?

76)

Is the account distribution indicated on the face of the invoice?

77)

Are unused checks locked in a secure location?

78)

Are checks mailed by the check preparer?

79)

In event of the pastor or parochial vicar’s absence for a period of more than several days, are
two signatures required on checks over a predetermined amount?
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80)

Are receipts required in support of credit card purchases?

81)

Are credit card statements reconciled to credit card receipts before payment?

Property, Plant, and Equipment (PP&E)
82)

Are detailed inventory listings kept of the various units of PP&E in excess of $1,500 (land,
buildings, furnishings, equipment, all computer equipment) showing cost and date acquired,
serial number (if applicable), and any other pertinent data?
a.

If there is furniture, artwork, appliances, or equipment belonging to as priest or
employee, is it properly marked or inventoried?

83)

Is there a list of property controlled by various organizations on file in the parish office?

84)

Is a list maintained of all persons who have keys/security codes to the premises?

85)

When were keys/codes last changed?

86)

Are these listings periodically revised as assets are added/purchased or deleted/sold?

87)

What basis of valuation is used to record purchased assets?
Cost

Fair Market Value

Appraisal

88)

List any vehicles owned by the parish (include VIN):

89)

Does the parish/ lease any automobiles or other vehicles?

Other

Other Assets
90)

List all other investment assets owned by the parish (e.g.: real estate, oil wells, limited
partnerships, rental properties, etc.)
Investment

Cost

Market Value

Liabilities
91)

Are chancery-approved borrowings recorded on the balance sheet as a liability?

Payroll/Personnel Issues
92)

Is the payroll prepared using:
a.
b.

Time sheets for all employees
Current Circular E information (Federal Income Tax and Social Security Withholding
Information)
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93)

Are the following human resource/payroll related items maintained for each employee:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.

Salary history
Completed application form
Proof of reference verification
IRS form W-4 stating exemptions or address changes
Position description
Employment Eligibility Verification Form (I-9) proof of
citizenship
Vacation days, sick days, personal days
Salary rate, approved by the pastor
Copy of “Ethics and Integrity in Ministry” certification
Copy of completed benefits card
Signed waiver of refusing medical coverage by eligible
employees
Termination documentation if applicable

94)

Is salary and payroll information kept in a locked filing cabinet?

95)

Are W-2s issued for each employee (including the pastor) by January 31?

96)

Are W-9s used?

97)

Are 1099s issued for all non-employee persons paid over $600 for the calendar year? This
includes all non-incorporated contractors, consultants, musicians, visiting priests, etc.

98)

Is the 941 Quarterly Federal Report prepared and taxes submitted on a timely basis?

99)

Are all eligible employees (working 30 hours or more per week effective January 1, 1992)
offered health benefits?

100)

Have all eligible employees been given an Employee Handbook? If yes, has each employee
signed a certificate of understanding in their personnel file?

Affiliated Activities
For Parishes with Bingo:
101)

If Bingo is conducted, please answer the following questions. If no, go to question 99.
a.
b.
c.
d.
e.
f.

How often is Bingo conducted?
Has a copy of state laws been made available to all members of the Finance Council,
Pastoral Council and Bingo committee?
Is Bingo being held “on-site”?
Are quarterly reports submitted to the appropriate authority as required by law?
Is a separate checking account maintained for Bingo?
Are deposits made the first business day after the games?
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g.
h.
i.

Is the Bingo administered, conducted, and promoted by volunteer personnel who
receive no remuneration of any kind (even tuition)?
Is the Bingo account listed on the balance sheet?
What is the frequency of transfers of Bingo proceeds to the parish general fund?

For Parishes with a Cemetery
102)

If the parish has a cemetery, please answer the following questions.
a.
b.
c.

Are cemetery records (perpetual care, lots, etc.) maintained in the parish office?
Are they maintained in a safe or locked fireproof cabinet?
Are there duplicate records stored at another location? If yes, where?

Mass Stipends
103)

Are Mass stipends recorded in a parish Mass Intention Book by date, intention, and amount
received?

104)

Are Mass stipends recorded in the financial records?

105)

Are Mass stipends deposited in the parish general checking account?

106)

Are Mass stipends included in the priest’s W-2?

107)

Are stipends received on a “free will” basis only?

Other
108)

Is there rental income received from any of the following sources:
a.
b.
c.
d.
e.
f.

Rental of parish hall?
Rental of buildings (apartments, houses, stores, offices, etc.)?
Use of parking lot on weekdays or nights?
From a business activity that could also be carried on by a commercial establishment?
Advertising in the bulletin?
Are fundraising activities of all affiliated organizations reviewed by the Finance
Council?

109)

When mailing large quantities of mail, is a third class bulk mailing permit for non-profit
organizations used by the parish/ school?

110)

Are postage stamps kept in a safe and secure location?
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Preparer

Date

Preparer

Date

Preparer

Date

Priest

Date
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Overview of the Diocese of Austin
The Diocese of Austin (“the diocese”) is a part of the Roman Catholic Church charged with the
spiritual care of the faithful in Central Texas. Its mission, through the Word and Eucharist, prayer,
formation, education, social ministries, and advocacy is to embrace diverse cultures throughout the
diocese so that together as the Catholic Church it can continue the mission of Christ in the world today.
The diocese is organized under the direction of the Bishop of Austin.
I.

Diocesan Finance Council and Investment and Loan Committee
A.

As required by Canon Law, the Bishop of Austin (the “Bishop”) has appointed the
diocesan Finance Council to serve as a consultative body capable of advising him on the
financial matters affecting the diocese’s administrative offices (the “Pastoral Center”),
parishes, schools, and other associated entities (c. 492).

B.

The Finance Council is composed of both clergy and laity who serve at the request of
the Bishop by virtue of appointment or as ex-officio members.

C.

The duties of the Finance Council are defined by Canon Law (cc. 492-494).

D.

The by-laws of the Finance Council created a series of standing committees to assist the
Finance Council in its consultative work. One of those standing committees is the
Diocesan Investment and Loan Committee, or “DIAL Committee,” composed of the
Finance Officer and additional members appointed by the Bishop.

E.

The DIAL Committee serves the Bishop by advising him on investment strategy and
methodology governing the investment of pooled funds belonging to the Pastoral
Center, parishes, schools, and other diocesan entities.

F.

The Committee is also responsible for making recommendations to the Bishop
regarding loans to be extended to the various parishes and constituent entities within the
diocese.
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II.

Contact Persons
In general, the following person would be the principal diocesan staff member to be contacted
regarding financial matters pertinent to the diocese’s financial status, its investment policies,
and the diocese’s Investment and Loan program as described herein.
Finance Officer
Diocese of Austin
6225 Highway 290 East
Austin, Texas 78723

III.

Purpose and Objectives
A.

The Diocesan Investment and Loan Program (“DIAL” or “the Program”) is intended to
provide the parishes, schools, and other Catholic organizations operating under the
auspices of the Diocese of Austin with access to a greater number of investment options
and capital project financing at reduced cost.

B.

By pooling investment capital from each of the parishes and the diocese, the diocese
can offer a greater diversity of investment alternatives with professional investment
management at a lower cost than might otherwise be obtainable by the parishes on an
individual basis.

C.

The Program provides the framework through which the diocese may gather investment
assets from its parishes to be invested on an aggregated basis for their mutual benefit.

D.

The Program provides the necessary structure by which parishes may request and
receive loans from the diocese.

NOTE: Loans from outside lenders are prohibited unless approved in writing by the Bishop.
Generally, the only loans allowed from outside lenders are those with other Catholic
organizations, such as the Clerical Endowment Fund, which loans funds on an
unsecured basis.
E.

The DIAL program has three components.
1.

Investment Facility
a.

On an aggregated basis provides professional investment management
for diocesan and parish investment funds to meet the capital needs of the
diocese and parishes and to build and maintain endowments.

b.

Funds aggregated under this program are invested according the
diocesan
Investment
Policy
Statement
(See
http://www.austindiocese.org/dept/finance/dial.php).

i.

Procedures for diocesan organizations to make investments and
to withdraw funds are described below.
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2.

Loan Facility (Construction Loans)
a.

Makes available funds for capital projects and facility improvements to
the parishes and other diocesan organizations at competitive rates.
i.

3.

Funding Facility
a.

Is the source of funds for loans extended by the diocese?
i.

F.

IV.

The rates and terms for loans and the procedures to request
financing are described below.

The Funding Facility is made up of funds from direct loans to the
diocese from lenders, diocesan lines of credit, and diocesan and
parish savings invested in the Investment Facility.

The diocese will give an annual public stewardship report which will be published in
the Catholic Spirit and available on the diocesan website.

Eligibility
A.

Construction loans will be made available at the discretion of the Bishop based on a
recommendation from the Diocese of Austin Finance Office to those entities that agree
to participate in the Program and have invested their excess operating funds, savings,
and capital campaign proceeds (if any).

B.

Construction loans will be extended to those entities that have:
1.

Completed a Loan Request

2.

Had their projects approved by the Bishop after having heard the
recommendation of both the diocesan Finance Council and Building Committee

3.

Obtained financial pledges of at least 25% of the anticipated project costs

4.

Collected at least 25% of the anticipated project costs in cash

5.

Have reported (actual) sustained recurring cash flows (i.e. weekly collections
and recurring fundraising activities such as an annual bazaar) sufficient to fund
the projected principal and interest payments of the loan

6.

Invested capital campaign proceeds, savings, and cash in excess of 90 days
operating need in the Program Investment Facility

NOTE:

C.

Total combined discounted pledges and cash (#3 and #4 above) must equal
at least 50% of anticipated project costs. Loans cannot exceed 50% of
anticipated project costs.

Any diocesan entity may participate in the Program Investment Facility.
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V.

Fees
An origination fee in the amount of 1% of the loan will be charged to cover diocesan costs of
obtaining capital (loan origination fees and other costs of obtaining debt). Such fee may be
added to the principal of the loan or funded in cash.

VI.

Terms
A.

Repayment of loans should not exceed 15 years.

B.

All funds designated for the project in the DIAL deposit account are used before the
loan is initiated.

C.

Interest payments are required during construction at the floating interest rate of prime –
1.25%.
1.

VII.

After the project is complete, a final amortization schedule is sent based on the
term of the loan and the current market rate (See Schedule B: Loan Rates (Page
V-10)).
a.

Fixed monthly payments of principal and interest begin at this time.

b.

The parish bank account will be automatically drafted on the 15th of each
month.

Roles and Responsibilities
A.

The Bishop
The Bishop, as prescribed by Canon Law (c. 391, § 1; 393) and as the civil corporate
sole of the diocese is ultimately responsible for the administration of the Program,
accepting and administering investments in the Program on behalf of the diocese and
the parishes, establishing the terms and conditions under which loans will be extended
through the Program, and approving any loans extended through the Program.

B.

The Diocesan Investment and Loan Committee
1.

2.

The DIAL Committee established by the Finance Council in its role as advisor
to the Bishop will be responsible for the creation of these program guidelines to
be approved by the Bishop.
The program guidelines will be reviewed at least annually by the DIAL
Committee and the Finance Council, and the DIAL Committee and the Finance
Council will recommend the changes they deem necessary, to the Bishop for his
approval.
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C.

The Finance Officer
1.

2.

The Finance Officer is responsible for the timely implementation of the program
guidelines and for reporting quarterly to the DIAL Committee, the Finance
Council, and the Bishop on the performance of the Program including:
a.

Investments returns on the funds invested by the diocese, participating
parishes, and other diocesan entities, including specific fund manager
performance relative to peer managers and market benchmarks and
compliance with diocesan socially responsible investing guidelines. (See
the
diocesan
Investment
Policy
Statement
at
www.austindiocese.org/dept/finance/dial.php)

b.

New and outstanding loans, including balances, delinquencies,
prepayments, interest income, and new loan requests; and
recommendations regarding loan approvals and their respective interest
rates, and terms

c.

Funding Facility status including diocesan loan balances to outside
lenders, interest expenses, rate changes, and compliance with loan terms
and covenants

The Finance Officer is also responsible for Program administration, including
maintaining all Program records and accounts, and current account records for
each of the entities participating in the Program Investment Facility or in the
Loan Facility, payments to and from participating entity accounts, and reporting.
a.

VIII.

The Finance Officer will inform participating entities on a timely basis
of any interest rate changes and will update investment accounts to
reflect any rate changes.

3.

In all cases, upon the review of the DIAL Committee, the Finance Officer’s
reconciliation of account values and amounts will be definitive.

4.

Any recommended changes to the program guidelines will be evaluated by the
Finance Officer and recommended to the DIAL Committee for its
recommendation to the Bishop.

Program participants include any diocesan entity that has agreed to and has been approved by
the Bishop to participate in the Loan Facility and any diocesan entity may participate in the
Investment Facility.
A.

While investment in the Investment Facility is not required, it is strongly recommended
and encouraged by the Bishop and required in order to participate in the Loan Facility.
1.
Participants in the Investment Facility are encouraged to invest any savings and
investment funds beyond cash required to support 90 days of operations.
2.

Participants in the Loan Facility are required to obtain approval for financing
according to the Loan Request and Approval procedures on Page V-8 below.
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IX.

Effective immediately, in order for building and capital campaign funds to be exempt from
cathedraticum, such funds must be deposited in the Investment Facility.

X.

Investment Rates
Investments in the Program Investment Facility will receive interest according to the
parameters in Schedule A: Deposit Rates (Page V-10).

XI.

Lending Rates
Participants in the Program Loan Facility will be charged interest on outstanding loan balances
according to the rates described in Schedule B: Loan Rates (Page V-10).

XII.

XIII.

Deposits and Withdrawals
A.

Upon request, the Finance Officer will accept deposits into the Investment Facility.

B.

Participants agree to provide funds to the Finance Officer with the understanding the
funds will be invested at the discretion of the diocese and in a manner consistent with
the
diocesan
Investment
Policy
Statement
(See
www.austindiocese.org/dept/finance/dial.php).

C.

Participants understand that their deposits will earn a rate of return established and
adjusted from time to time by the DIAL Committee, to be paid by the diocese to the
Participant as described in Schedule A, regardless of the actual market returns
the diocese may earn by investing the participants deposits.

D.

Participants understand that their deposited funds will be invested by the diocese in the
aggregate with other participant deposits according to the diocesan Investment Policy
Statement (See www.austindiocese.org/dept/finance/dial.php).

Deposits
A.

Each participant will transfer funds to an account designated by the Finance Officer
with instructions regarding the type of investment to be made:
1.

Short term (money market) – generally capital campaign, building fund, or short
term deposits expected to be used in the next year.

2.

Long term (savings) – generally savings of the parish that, in good faith, are not
expected to be used within the next year and will therefore remain on deposit for
at least a year.

B.

Participants choosing to make longer term investments must designate the term of the
investment.

C.

Long term deposits may be withdrawn at the end of the designated term or reinvested in
the Program.
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XIV. Withdrawals
A.

B.

Withdrawals of short term or long term deposits may be made at anytime.
1.

However, in the normal course of business, withdrawals should be made only
once a month on a date to be established by the Finance Officer.

2.

Withdrawals are made by request to the Finance Officer at least one week (if
possible) prior to the date established by the Finance Officer.

Withdrawals of long-term investments may be made at the end of the designated term of
the investment as specified by the Participant at the time of the deposit.
1.

XV.

Withdrawals required prior to the designated term must be reviewed by the
Finance Officer and approved by the Bishop and will be subject to a penalty.

Loan Request and Approval
A.

Requests for loans for eligible projects are to be made to the Finance Officer in writing
using the DIAL Loan Request Form in Schedule C (Page V-11).
1.

Forms must be completed by the parish or school and accepted by the Finance
Officer.

2.

Once accepted by the Finance Officer, request will be reviewed by the DIAL
Committee for a recommendation to the Bishop.

3.

Upon approval by the Bishop, the Finance Officer will make funds available to
the borrowing entity upon the terms and conditions established by the DIAL
Committee and as approved by the Bishop.

B.

Interest will accrue on funds as they are drawn down and for the term they remain
outstanding at rates described in Schedule B: Loan Rates (Page V-10).

C.

Loan principal and interest payments are to be made monthly or as determined by the
Finance Council.
1.

The Finance Office will provide each participant a monthly statement reflecting
all activity for the month (accrual of interest, payments of principal and interest,
etc.)
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Diocesan Savings and Loan Program Approval
Revised June, 2011
The Finance Council will review the Diocesan Investment and Loan Program guidelines from time to
time. This Diocesan Investment and Loan Program will remain in effect until modifications
recommended by the Finance Officer and the Finance Council are adopted and approved by the
Bishop.
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Schedule A: Deposit Rates
Short term deposits (less than one year) will accrue interest at the then-current average money market
rate to be established by the Finance Officer and adjusted quarterly. Rates will be published each
quarter.
Longer term deposits (generally greater than one year) will accrue interest at prime – 2.0%.
Endowment deposits (funds invested for 10 years or longer) will receive the investment returns of the
endowment funds invested as part of the Investment Facility less 50 basis points (.50%).

Schedule B: Loan Rates
Short term loans (less than five years) will be extended at Prime – 1.25%. Rate will fluctuate with
prime rate.
Longer term loans (greater than five years) will be extended at market rates to be established by the
Finance Officer and adjusted quarterly. Rates will be published each quarter.
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Schedule C: Loan Request Form
Diocesan Investment and Loan Program
Loan Request

Name of Parish:
Primary contact :
Estimated project cost:

A

Requested loan amount:

A-D

Total amount pledged for project:

B

Funds on-hand for project:

C

(Invested in the DIAL program)

Total funds available:

B+C = D

Outstanding indebtedness:
Annual operating funds available for debt service:
Please attach:
•
•
•
•
•
•

Current Financial Statement
Parish Council and Finance Council meeting minutes approving project
Description of need
Preliminary project budget and construction schedule
Current operating budget
Financial Plan Analysis Worksheet

Signature of Pastor

Date

Signature of Finance Council Chair

Date

July 28, 2017

V - 12

For Finance Office Use:

Current Operating Budget Received From Parish
Current Financial Statement Received From Parish
Finance Council Minutes Received From Parish
Parish Council Minutes Received From Parish
Financial Plan Analysis Worksheet Received From Parish
Parish Current on cathedraticum, health insurance, property insurance and pension

DIAL Subcommittee:

Approved

With the following conditions:

Denied

1.
2.
3.

Date to present to Finance Council:

/

/

Finance Council:

Approved
Denied

With the following conditions:
1.
2.
3.
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Policy on General Procedural Requirements
of the Parish for Construction
Effective 2005
When a parish anticipates a construction project the Director of Construction Prospects should be the
first contact point. He will provide a Parish Construction Packet to help guide the parish through the
process of designing, funding, and building the project. The information is based upon combined
experience and intended to help the parish building committee with the nuances of planning, designing,
selecting architects, and contractors.
It is essential that the parish work with the Director of Construction Prospects, Chief Financial Officer,
and the Director of Development to follow the diocesan guidelines for the project. The parish will find
their guidance and advice beneficial.
The Diocese of Austin, as the owner of property that has great value, has the responsibility to be a
good steward of all assets entrusted to it. It is for this purpose that the Bishop asks parishes to follow
diocesan policy and take advantage of the experts serving the diocese. It is the joint responsibility of
the parish and diocese to see that all construction projects reflect good stewardship.
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

In the interest of the Diocese of Austin, all parishes and other diocesan entities are to follow the
following steps in planning for and accomplishing all new construction, additions, alterations,
remodeling, and renovation projects with a budget of $25,000 or more or that require the
services of an architect or engineer.
A.

All projects must have approval of the Director of Construction Projects and the Chief
Financial Officer.

B.

Projects must comply with all local building codes and ordinances.

C.

The contractor must have appropriate skill and experience for the project, must
warranty his work, carry liability insurance, and workers compensation insurance.
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II.

The pastor or the administrator (hereafter “pastor”) of the entity involved is responsible for
pursuing the following steps.
A.

The pastor will meet with the parish Pastoral Council and parish Finance Council to
determine, in the vision of the parish, if there is a need for new construction or
renovations and how the construction will be funded.

B.

The pastor will contact the diocesan Development Office if a capital campaign or other
fundraising is planned or needed for this project.

C.

The pastor will contact the diocesan Chief Financial Officer to establish a project
budget and to schedule a diocesan Finance Council review, if necessary. The parish will
submit the Financial Plan Analysis Summary to the Chief Financial Officer.

D.

Members of building committees should be familiar with Built of Living Stones: Art,
Architecture, and Worship. This guide, available from the U.S. Conference of Catholic
Bishops, is helpful to those who serve on these committees.

E.

Once needs are established, the pastor will form a Steering Committee to analyze the
desires and the financial capability of the parish to proceed with the plans for the
project.
1.

The Steering Committee should have representation from the Pastoral Council,
Finance Council, School Board, Liturgy Committee (if worship space is
involved), and the Stewardship/Development Committee.

2.

The Steering Committee should set priorities on the types of facilities to be
constructed to ensure the pastoral plan of the parish is addressed.

3.

When a parish builds or alters an existing building, it must give the greatest
consideration to improving service to the Catholic community.

4.

F.

a.

Parishes must give the highest priority to the construction of facilities
such as meeting rooms, multipurpose space, gathering space,
administrative space, classrooms, and parish activity centers when
embarking on a capital improvement plan.

b.

Worship space should only be constructed or renovated when facilities
(as described in § 3.a above) for the parish’s ministries are adequate.

Funds dedicated to construct or renovate worship space, although built to the
glory of God and inspiring to the eye, may be inappropriately dedicated if there
are facility needs that will not be met in the parish for education, fellowship,
recreation, administration, and other activities.

The findings of the Steering Committee will be presented to the Director of
Construction Projects and the diocesan Chief Financial Officer for approval of the
program, budget, and funding.
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1.

After receiving this approval, the parish may start architectural master planning
and schematic design following appropriate guidelines and budget.

2.

At this time the Parish Building Committee should be formed.

3.

The Steering Committee has completed its work.

G.

The pastor will select a Parish Building Committee and chairperson. The task of this
group will be to make decisions regarding the architectural design and to see the project
through its conclusion.

H.

For projects that include worship space, the parish or its architect/engineer must employ
a liturgical consultant, unless the Bishop determines otherwise.

I.

1.

This consultant’s qualifications must be submitted to the diocesan Director of
Worship for approval.

2.

The design plans for worship space must be reviewed and approved by the
diocesan Director of Worship and the Bishop.

The Parish Building Committee will then solicit, interview, and select an
architect/engineer for their project and negotiate a fee.
1.

The architect/engineer must be approved by the Director of Construction
Projects.

2.

The architect/engineer selected by the parish may be required to make a
presentation to the Diocesan Building Commission.

3.

The Parish Building Committee must request the architect/engineer construction
packet from the Director of Construction Projects.

4.

The Parish Building Committee must complete and return the architect/engineer
construction packet to the Director of Construction Projects.

J.

All documents sent to the diocese for signature or payment must be accompanied by a
cover letter from the parish approving the attached document(s) signed by the pastor or
his delegate.

K.

After the architect/engineer is approved by the Director of Construction Projects the
architect/engineer must submit three signed copies of the Pre-Design Agreement
between Owner and Architect/Engineer to the Director of Construction Projects to be
reviewed and signed.
1.

Contact the Director of Construction Projects for the most recent version of the
Pre-Design Agreement.
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2.

Only the Bishop or his delegate may sign the contract.
a.

3.

L.

The pastor may not sign the contract.

After the contract is approved the architect/engineer may begin the master plan,
written building program, and schematic design.

The architect/engineer will prepare a written building program at this time.
1.

The study should include a summary of input from parish members, type and
size of facility needed, space on the site to locate the building or the purchase of
land, and how the parish intends to fund the project.

2.

See the Diocese of Austin Parish Construction Packet.

M.

If applicable to the project, the parish must provide the architect/engineer with a
topographical survey using the “Diocese of Austin Instructions to the Surveyor” and a
geotechnical report.

N.

The pastor must meet with the diocesan Chief Financial Officer for approval of the
project funding.
1.

O.

The diocesan Chief Financial Officer will review the total project budget.
a.

The total project budget must include construction cost, fees, permits,
furniture, fixtures, sound system, and other costs.

b.

The parish must also estimate the cost of operation of the facility
including utilities, supplies, insurance, personnel costs, and a budget for
maintenance.

c.

If a loan is required, the Chief Financial Officer will approve the amount
and terms of the loan.

2.

After approval from the Chief Financial Officer, the Director of Construction
Projects may require a review of the project by the Diocesan Building
Commission and, in the case of worship space, the Director of Worship.

3.

After the master plan, schematic design, and an estimated project budget have
been prepared by the architect/engineer, the pastor, the architect/engineer, and
delegates of the Parish Building Committee will meet with the Diocese Building
Commission for a review of the project and the budget.

The Bishop will also review all projects at completion of schematic design.
1.

The architect/engineer must submit a site plan, floor plans, exterior elevations,
interior elevations, and budget of the project for the Bishop’s review.
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P.

At this point the diocese may enter into a design contract with the architect/engineer for
completion of the project.
1.

Contact the Director of Construction Projects for the most recent version of the
Design Agreement.

2.

The architect/engineer must submit three signed copies of the Design Agreement
between Owner and Architect/Engineer to the Director of Construction Projects
to be reviewed and signed.

3.

The parish may wish to have a contractor to act as a consultant to the
architect/engineer during the design phase.
a.

4.

The Agreement for Preconstruction Services between the Owner and the
Contractor will then be executed.

5.

Only the Bishop or his delegate may sign the contracts.
a.

6.

Q.

This would require a contractor to be selected by the parish with the
input of the architect/engineer according to diocesan procedure which
requires consideration of the general contractor’s experience as well as
the fee.

The pastor may not sign the contracts.

After the contract is approved, the architect/engineer may begin the design phase
of the project.

The purpose of the contractor as a consultant during design is to take full advantage of
the contractor’s or consultant’s expertise in accruing maximum appropriate cost savings
and value for the parish.
1.

It is important to determine that the proposed design team members,
architect/engineer, and general contractor fully understand and are committed to
the value engineering technique and its objective.
a.

In construction projects, the concept of value engineering allows a
contractor to suggest alternatives to materials, equipment, or even
designs provided by the architect that may save the owner money in upfront materials or long-term maintenance costs. These alternatives
would not affect reliability or satisfaction.

b.

From the contractor’s perspective, value engineering may also simplify
the construction process, thereby reducing the chances of construction
errors or disputes.

c.

This process is conducted by the contractor, architect, and owner with
the consensus on any changes in material or workmanship.

July 28, 2017

W-7

R.

S.

T.

2.

It is important to evaluate the team’s expected performance in the preconstruction area for each phase of the work in choosing team members.

3.

It is recommended that subcontractors be involved in the cost estimating and
that “constructability reviews” be done during the design process.

The parish will establish and maintain a regular meeting schedule for the ongoing
review of all cost elements and value engineering.
1.

During the regularly scheduled meeting process, the contractor will submit
written value engineering pricing information for team review.

2.

It is the intent of this procedure that, with limited exception, alternate pricing
information will be submitted for all cost elements in the project.

The architect/engineer and the Parish Building Committee must identify additive
alternates to the project which will allow for adjustments in the construction cost so the
project cost does not exceed the established budget.
1.

A contingency allowance amount must also be established.

2.

Alternates and the contingency allowance amounts must each total a minimum
of five (5) percent of the project construction costs.

At the end of the design development phase, the architect/engineer must submit the
drawings, outline specifications, and revised project budget to the Diocesan Building
Commission for review.
1.

U.

If there are any changes to the project budget they must be approved by the
diocesan Chief Financial Officer.

When the construction documents are 90 percent complete, the documents and budget
will be reviewed by the diocesan Chief Financial Officer.
1.

A final review of parish finances and compliance with lending guidelines will be
performed.
a.

2.

Compliance with financial (DIAL) guidelines is required before
construction contracts can be signed.

After approval by the diocesan Chief Financial Officer, the parish must also
receive approval from the Director of Construction Projects and make a
presentation to the Diocesan Building Commission before bidding can begin.
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V.

The architect/engineer, pastor and Parish Building Committee will review, interview,
and select three or more pre-qualified general contractors to be included in a bid
invitation list or negotiate with a single general contractor.
1.

These general contractors must be approved by the Director of Construction
Projects.

2.

The architect/engineer will furnish full sets of plans and specifications to the
invited bidders.
a.

Bids will be received, opened and tabulated in a closed meeting with
only actual bidders present.

b.

In the case of a negotiated guaranteed bid, the subcontract and material
bids will be opened in private with the contractor, architect/engineer, and
parish representatives present.

3.

The architect/engineer will forward the bid tabulations and recommendations to
the Director of Construction Projects for approval.

4.

After approval of the diocesan Chief Financial Officer and the Director of
Construction Projects the architect/engineer will forward three copies each of
the signed General Conditions of the Agreement for Construction Contract and
Agreement for Construction Contract, Payment Bond, Performance Bond, and
other required certificates of insurance to the Director of Construction Projects.
a.

W.

If the project includes modifications to any building constructed before 1980, the
diocese requires that environmental testing be performed for asbestos or other
hazardous material prior to any work.
1.

X.

The Bishop or his delegate are the only persons that may sign these
documents. The pastor may not sign them.

Asbestos must be abated (removed) if it will be disturbed during the project.
a.

This abatement must be done by a qualified abatement contractor before
the start of construction.

b.

The abatement contractor must provide the Texas Department of State
Health Services a demolition/renovation notification.

After approval and signature of the construction contracts and compliance with all
financial guidelines, the parish may proceed with the construction.
1.

The pastor will appoint a parish project liaison.
a.

The project liaison must not be involved in the construction of the
project as a contractor, subcontractor, or supplier or profit from the
project in any way.
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Y.

Z.

b.

The project liaison will visit the site frequently to monitor quality and
progress as well as be the point of contact between the architect/engineer
and the parish.

c.

The project liaison will not bypass the architect/engineer when
responding to questions.

d.

The project liaison will report to the Parish Building Committee each
month.

e.

The pastor or project liaison will notify the Director of Construction
Projects if a major problem develops.

All change orders with documentation, all construction applications for payment, all
invoices from the architect/engineer, and other associated costs must be submitted to the
Director of Construction Projects.
1.

All diocese construction loan payments will be made by the diocesan Finance
Office after approval of invoices from the pastor or his designate and the
Director of Construction Projects.

2.

All change orders that increase the approved project budget must be approved
by the Chief Financial Officer and the Director of Construction Projects.

3.

No work shall be done without a signed change order.

4.

All other documents will be for review only and a verbal approval is all that is
required.

5.

No payment on the project is to be made without a properly approved
application for payment approved by the architect/engineer.

Before final payment is made on the project:

1.

The contractor’s final application for payment must be approved by the Director
of Construction Projects.

2.

Copies of the as-built plans, warranties, proof of building systems training, and
equipment operating manuals must be sent to the Director of Construction
Projects for storage in the Diocese of Austin archives.
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Policy on Naming Buildings
In order to address questions related to appropriate procedures for honoring persons by naming buildings
after them, the Diocese of Austin, after consultation with the Presbyteral Council, maintains the policy
that a parish or school shall not name a building after a living person.
I.

This policy does not prohibit recognition that a person has contributed funds for the construction
of all or part of a facility (for example, a plaque in a building that states that a certain person
donated funds for the construction of the building, donors’ names on bricks, or similar
recognitions identifying donors).

II.

If a parish or school seeks to name a building, the parish or school should consult the Bishop prior
to taking any action.
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Policy on the General Procedure for
Identifying Hazardous Materials and Abatement
Revised 2010
In order to serve the needs of the people of God in the Diocese of Austin and to be
responsible stewards of the gifts given to the diocese, the Diocese of Austin issues the following
policy:
I.

Parishes should always be vigilant regarding the possible presence of asbestos and/or
mold within their facility.

II.

If a parish suspects asbestos on its property or mold growth and is concerned regarding health
issues and liabilities, the parish should call the Manager of Facilities for assistance with
asbestos or mold testing.

III.

If the parish plans to renovate any building built before 1980, the diocese requires the parish
to perform environmental testing for asbestos prior to any renovation.

IV.

If hazardous materials are discovered, the parish must develop a plan to deal with them.
A.

B.

In the case of asbestos:
1.

It must be abated (removed) if it will be disturbed.

2.

It may be managed (left in place) if it is not disturbed.

Mold must be abated in all cases.
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Policy on Property Transactions
Revised 2010
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

Procedure with Respect to the Purchase of Real Property
The Bishop of Austin requires that all parishes and diocesan organizations follow the
procedures outlined below with respect to the purchase of real property. According to Canon
Law the Bishop is the administrator of temporal goods in the diocese. Therefore, it is the
Bishop who is to sign documents buying, selling, or leasing property for the diocese, parishes,
and diocesan organizations (as trustee). Clergy, religious, and other staff do not have authority
to approve and/or sign real estate documents.
A.

Preliminary approval must be obtained from the chancellor.
1.

Information supplied to the chancellor should include:

a.

The proposed purchase offering price

b.

The use for which the property is intended and the need for it

c.

A brief description of the site and existing buildings, if any

d.

The method of financing for the purchase, including the source of funds

B.

Prior to approval being granted, the chancellor may require assessments and studies to
be made.

C.

When approval is granted, the parish may proceed with negotiations for the purchase
according to the chancellor’s instructions.
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D.

E.

An owner’s policy of title insurance must be purchased, which is typically provided to
the seller.
1.

The contract should contain a due diligence period for the property to be
inspected and, for commercial properties, a Phase I environmental study should
be completed.

2.

The Phase I environmental study should indicate whether the property is free of
hazardous materials contamination and/or whether additional testing for mold,
asbestos, or other hazards is needed.

3.

Property containing improvements must be inspected by a qualified inspector to
insure that the air conditioning/heating system, plumbing, electrical, roof,
foundation, and other building components are correctly functioning.

Contract of Purchase
1.

When a satisfactory oral agreement has been reached between the parish (or
diocesan organization) and the seller, the full details of the agreement must be
set forth in a contract of purchase which, depending on the circumstances, may
be prepared by a realtor, local attorney, or the diocesan attorney.

2.

Once prepared, the contract shall be submitted to the diocesan attorney and
chancellor for review, approval, and execution by the Bishop.

3.

The seller should be required to provide a survey, title commitment, and title
insurance.
a.

Otherwise, the parish (or diocesan organization) should arrange for the
land title survey (including locating any improvements) to be paid for by
the seller under the contract.

4.

The contract should state the intended use of the property and if the property is
being purchased to be used for religious, charitable, and/or educational
purposes.

5.

The contract must provide that the instrument may be terminated by the diocese
and be null and void and of no effect if any restrictions or limitations in the title
would prevent any such use or in the event that any zoning law, ordinance, or
any other governmental regulation would prevent the use for any such purposes.

F.

Timely arrangements will be made by the diocesan attorney for the examination of the
title commitment prepared by the title company.

G.

When scheduling a closing, parishes and diocesan organizations should allow sufficient
time for closing documents to be reviewed before the closing.
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H.

II.

After closing is completed and the deed is recorded, the title company will issue the
owner’s policy of title insurance.
1.

The title company should send copies of all closing documents to the chancellor.

2.

The original owner’s policy of title insurance, together with the original deed as
returned from the County Clerk’s office, must then be transmitted to the
chancellor for inclusion in the archives of the diocese.

Procedure for the Sale or Lease of Diocesan Real Property
The diocese requires that all parishes and diocesan organizations follow the procedures outlined
below with respect to the sale or lease of real property owned by the diocese.
A.

Consult with the chancellor regarding the contemplated sale or lease.

B.

Confer also with the Parish Council and Finance Committee regarding the contemplated
sale or lease.
1.

Document this process.

2.

Determine that the parish or diocesan organization will not need the property for
future use or expansion.

3.

Capital assets such as real property generally should not be sold to satisfy shortterm cash needs.

C.

Assure that the sale or lease of the property will not adversely affect the remaining
property after the sale or lease.

D.

Contract to have the property appraised by an appraiser or a qualified realtor. It is
recommended that neither the realtor nor the appraiser be a member of the parish.
1.

Submit the appraisal or opinion in writing to the chancellor so that he may
request the Bishop’s approval after the pastor and Parish Council have conferred
on the proposed sale and/or lease.

E.

If a parish plans to place a property on the market for sale or lease, it should engage the
services of a real estate broker who is to be approved by the chancellor.

F.

All legal documents are to be reviewed and approved by the diocesan attorney and
chancellor.

G.

The Bishop is the only person authorized to sign the contract of sale and deed or the
lease.
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III.

Procedure with Respect to Real Property Gifts
Significant gifts of real property have been offered to some of the parishes, schools and other
institutions related directly to the diocese. These gifts have taken a variety of forms. Most often
they are given from a genuine motive to be of assistance to a parish, school, or institution.
However, not all such gifts should be accepted.

IV.

A.

It is imperative that such transactions be reviewed by the chancellor and diocesan
attorney so that the letter and spirit of laws affecting religious organizations are
respected.

B.

In addition, since some of the gifts represent rather significant long-range commitments
on the part of the institution, which is the beneficiary, some serious consideration must
be given prior to binding the institution to such a commitment.

C.

Contact the chancellor before any gift of real property is accepted by any parish or
directly diocesan-related institutions so that the required information may be gathered
for review.

D.

Misjudgment in accepting real property can have a significant negative financial impact
on the parish and/or diocese. It also could be cause for controversy and could then be
used adversely by those who question the church’s right to the exemptions allowed by
present law. More importantly, such misjudgment could cause the Church to become
involved in negotiations and transactions that are improper for the Church.

Procedure with Respect to Real Property Taxes, Assessments, and Related Notices and
Correspondence
A.

All parish and diocesan organizations owning real property must submit notices,
questionnaires or other correspondence relative to property taxes, assessments, fees, or
other similar issues to the Chief Financial Officer of the diocese.

B.

As cities and towns struggle to increase revenues to close budget gaps, they are
attempting more and more to charge tax-exempt properties for fees and services to help
offset their municipal costs.
1.

V.

It is essential that applications for exemption be reviewed by the Chief Financial
Officer and the diocesan attorney so that the letter and spirit of the laws affecting
religious organizations are respected.

Landmarking or Historically Designating Church-Owned Properties
Most often, reasons for landmarking a property are twofold: to recognize its historic value
and/or to seek grant monies to assist in the upkeep of the property. Both are admirable motives;
however, from a diocesan standpoint, a historic designation by its very nature may have a longrange negative impact on church-owned property. As a result, the diocese has adopted a policy
that opposes the historic designation or landmarking of church-owned property.
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A.

B.

The reasons for the adoption of this policy are as follows:
1.

If a parish ever decides to alter, demolish, or divest itself from one or all of its
buildings, no governmental nor other outside authority should be granted the
right to override the church’s decision as to the proper use and prioritization of
religious funds and property.

2.

Expending funds for the preservation of an unwanted building or for incurring
additional costs to preserve the appearance of a religious edifice may result in an
inversion of value of the buildings.

3.

In the long run, landmarking may have a negative economic impact on a parish,
creating an unnecessary financial burden that outweighs the benefits derived
from the limited grant monies that may be available.

4.

By its very nature, the Church is called to serve the religious and social mission
of its faith community. Any encumbrance, economic or otherwise, which would
impair its ability to serve this mission is to be discouraged.

If a parish and/or a diocesan organization seeks to deviate from this policy, it must
submit a written request to the chancellor for review and approval by the Bishop.
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Policy on Parishes that Offer Facilities for Use by Counselors
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
Some parishes may have invited counselors to use parish facilities for counseling of parishioners.
The following are recommended guidelines offered for the protection of the parish, the
counselor, and the individuals seeking counseling.
I.

All counselors should hold a current state license (e.g., Licensed Professional Counselor,
Licensed Marriage and Family Therapist, Licensed Chemical Dependency Counselor,
Licensed Clinical Social Worker, Licensed Psychologist) and should practice only within
the scope of their license as defined by the State of Texas Occupations Code.
A.

II.

A copy of the license and annual renewal permit should be submitted and kept on
file at the parish. The annual renewal permit should be resubmitted each calendar
year to ensure that the license is current.

All counselors should maintain liability insurance at the level of $1 million per claim/$3
million per aggregate.
A.

A certificate of insurance should be submitted and kept on file at the parish.
1.

It should be resubmitted to the parish each year to insure that the insurance
policy is kept current.

III.

All counselors must have completed the Ethics and Integrity in Ministry requirements for
working with vulnerable populations, because a differential of influence is inherent
in the counseling relationship.

IV.

The Diocese of Austin Ethics and Integrity in Ministry policies should be followed at all
times by counselors practicing in parishes.
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V.

Counselors should practice in areas of the facilities that maintain a balance between
confidentiality and visibility. For example, areas should be private enough that what is
discussed in counseling is not overheard, but counselors should not meet with clients in
rooms without windows or in isolated parts of the facility.
A.

VI.

VII.

All counselors must be familiar with and compliant with HIPAA and other federal and
state laws regarding privacy practices and the protection of health and mental health
related information.
A.

It is recommended that counseling records not be stored at the parish.

B.

If they are stored on parish property, they must be secure (e.g., in a locked file
cabinet) and only licensed professionals and their subcontractors (named in
insurance policies) should have access to records.

It must be clearly stated in the written consent form for counseling/therapy that
counseling services are not being provided by the parish but by a private practitioner who
is using the facilities even if the parish helps to subsidize fees.
A.

VIII.

Counselors should not schedule appointments at times when they and their clients
will be the only persons in the building.

This form must be signed by the client before the initial session.

The parish should have a written agreement with the counselor that sets forth the
requirements on this policy and also establishes that the relationship between the
counselor and the parish is a landlord-tenant relationship.
A.

The parish should contact the chancellor for guidance with respect to such an
agreement.
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Guidelines for Catholic Cemeteries
Effective 2005
I.

1

Article I: Purpose
A.

The reason for having Catholic cemeteries is more complex than one might think.
In a special way, Catholic cemeteries stand as visible and dramatic reminders of
and witnesses to the Christian understanding of life, death, and resurrection. The
dead are laid to rest in the Catholic cemetery with prayerful dignity where they
remain in an atmosphere permeated with all the devotion, reverence, and respect
of our Catholic faith.

B.

In Canon Law and in theology, cemeteries, like churches, are consecrated as
sacred places, designated for divine worship or for the burial of the faithful (c.
1205). It is the duty of the faithful of the Body of Christ to care for the needs of
our brothers and sisters, both in spiritual and in physical matters. This obligation
is recognized in Canon 1240 which mandates that churches have their own
cemeteries or at least spaces in civil cemeteries that have been properly blessed
and destined for the faithful departed. 1

C.

As sacred places, Catholic cemeteries must be maintained with the same diligence
given to churches. The Church must be diligent in its efforts to care for these
consecrated areas as holy resting grounds so that visitation by others for prayer
and sacramentals may be accomplished in an appropriate manner.

D.

The Catholic theological tradition has always maintained that all are created by
God, in His image. In life and in death, all stand equal before God. In life and in
death, discrimination is alien to Catholic belief.

Catholic cemeteries may provide for disposition of deceased Catholics by means of cremation (c. 1176). The
remains of cremated bodies should be treated with the same respect given to corporeal remains of a human body.
The cremated remains of a body should be entombed in a mausoleum or columbarium. They may also be buried
in a grave. Whenever possible, appropriate means for memorializing the deceased should be utilized, such as a
plaque or stone that records the name of the deceased.
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E.

II.

In Canon 1243, the universal Church calls on dioceses to determine appropriate
norms on the discipline to be observed in cemeteries in order to protect and foster
their sacred character. The following norms satisfy that requirement.

Article II: Composition
A.

These guidelines are intended to set forth minimum standards for the operation of
all Catholic cemeteries directly owned by the Diocese of Austin or through its
parishes. Other cemeteries, called Catholic cemeteries, but owned by other
entities, are encouraged to follow these guidelines.

B.

Diocesan-owned and parish-owned cemeteries fall under the direct authority of
the Bishop of Austin. All monies, real properties, investments, and assets of any
kind whatsoever are owned by the Bishop of Austin and his successors in office.

C.

In virtue of their appointment by the diocesan Bishop, pastors are responsible for
the operation of Catholic cemeteries located within the territorial limits of their
parish.

D.

The pastor is to monitor the day-to-day activities of all Catholic cemeteries within
the parish’s jurisdiction, including any renovation and major purchases. He will
gather and maintain data relating to persons buried, plot locations, and other
pertinent information.
1.

E.

It is the responsibility of the dean to inspect all records pertaining to the cemetery
and the cemetery itself during his visitation to determine whether these guidelines
are being followed.
1.

F.

The pastor is directly responsible to the diocesan Bishop for maintaining
the sacred character of the cemetery space.

He will include this in his report to the diocesan Bishop.

All Catholic cemeteries under the jurisdiction of the Diocese of Austin will have a
board of directors consisting of a president, vice-president, secretary-treasurer,
and at least two other members.
1.

The pastor of the parish will act as president and he shall appoint the other
members for staggered terms.

2.

The function of the board of directors is to assist the pastor in the
operation of the cemetery.

3.

The board of directors shall also assist in the planning and development of
the cemetery and shall keep the records of inventories and transactions.
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G.

III.

Since the establishing of a new cemetery involves a serious obligation of the
diocese, no cemetery can be erected without the written permission of the Bishop.

Article III: Financial
A.

Because they are sacred spaces, cemeteries will be maintained as perpetual-care
facilities through administration by a board of directors acting as a planning
commission.

B.

Monies obtained from the sale of plots and from other sources will provide a
perpetual-care fund in order that all cemeteries become self-sufficient.

C.

Perpetual-care funds are to be deposited in a special cemetery account apart from
parish funds.
1.

IV.

These funds must be deposited only in:
a.

A federally insured banking institution (not to exceed $100,000 in
any one institution)

b.

Other account as the Bishop may approve

D.

Investment of perpetual-care cemetery funds will be done by the pastor of the
parish in consultation with the board of directors.

E.

Extraordinary expenditures will be made only after approval by the diocese.

F.

Financial records of all cemetery funds shall be kept in the parish.

G.

No cemetery fund has the authority to enter into any loan agreement and no assets
can be pledged as collateral for any loans to individuals, to the parish, or to the
cemetery.

Article IV: Physical
A.

Responsibility for cemetery maintenance will fall under the jurisdiction of the
local board of directors.

B.

The erection of headstones, monuments, markers, curbing, fences, bases, etc. will
be at the discretion of the local board of directors and under their guidelines.
1.

All such discretion must be in keeping with the sacredness of the
consecrated area.

2.

All statues, replicas, or pictures should be of a religious nature and no
secular representations are permitted.
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C.

Records of burials are to be kept in a ledger listing the full name of the deceased,
date of birth, date of death, and attending funeral home.
1.

The record should also show the location of the burial within the cemetery
by section, plat number, row, and grave number.
a.

2.

D.

Records should indicate the location of the inurnment of cremated
remains in a mausoleum of columbarium by row, space, or niche
number.

The recorded information should be transcribed to a card file or document
file.
a.

This file should contain any other pertinent information such as the
financial status of the grave, whether it is a double plot or multiple
burial site, and for whom else it is registered.

b.

Any historical data regarding the burial should be recorded (e.g.,
“Veteran, 1st Infantry, U.S. Army, killed in action, 2nd World
War”).

Cemetery burial records and maps will be kept current along with other parish
records.
1.

These records will be reviewed by the dean during his visits.
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Policy on Reserving Facilities
Effective 2009
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
The diocese has at its disposal a tremendous resource in Cedarbrake Catholic Retreat Center.
I.

It is required that all diocesan offices contact Cedarbrake first when attempting to reserve
facilities for retreats and group events.

II.

If Cedarbrake facilities are not available or cannot accommodate the event, permission from the
diocesan Bishop or the diocesan Chief Financial Officer is required to reserve a hotel or other
commercial facility.
A.

Only the Bishop or the Chief Financial Officer has the legal authority to sign a contract
on behalf of the diocese.

B.

This section applies only to diocesan offices.

July 28, 2017

Y-3

Policy on Cedarbrake Catholic Retreat Center
Effective 2009
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

The person responsible for the group will be held liable in case of damage. Any damage
must be reported to the caretaker at the time of departure. In case of major spills on the
carpet, please notify the caretaker immediately.

II.

No outdoor fires of any kind at any time are permitted on the premises.

III.

Candles are not permitted anywhere except for the two altar candles for liturgies in the
chapel, lodge and conference center.

IV.

Smoking is permitted only:

V.

A.

At the front entrance to the lodge and chapel

B.

On the screened porches at the conference center and the houses

C.

Because of danger of fire, smoking is not permitted anywhere else

Do not move the dining room tables or chairs, any of the living room furniture, or pillows
from the lounges, lodge or conference center.
A.

Do not take the chairs outside.

B.

If any other furniture is moved, please return it to its original place.

VI.

Food and beverages are not permitted on the upper level of the lodge.

VII.

The fire exit on the second level of the lodge is to be used as an emergency exit only.

VIII.

Barns and other buildings around Cedarbrake are private property and must not be
entered.
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IX.

With the exception of authorized service animals, no animals of any kind are allowed.

X.

Strict policies on deposits and cancelations will be enforced.

NOTE: Policies II, III, and IV are for fire safety and personal safety.
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Departure Checklist
Take note of check-out list in rooms:
I.

II.

Check all rooms, especially bathrooms, for trash and wet linens.
A.

Turn off lights, AC/Heater, and ceiling fans.

B.

Please check the grounds for trash as well.

All kitchens: wash dishes, wipe counters and ranges, and sweep floors.
A.

III.

Food to be given away may be left in refrigerators.

Bag all garbage in the lounges and place in the large garbage cans on porch.
A.

Please put aluminum cans and plastic bottles in separate bags for recycling or
recycling bins.

IV.

If you have used a fireplace, do not remove ashes; a Cedarbrake caretaker will attend to
this.

V.

If any dining or stacking chairs have been used in the living room please carry them (do
not drag them) back to their original places.

VI.

The person responsible for the group using Cedarbrake must go over these policies and
departure checklist with the entire group.
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Policy on Acceptable Use of the Internet
Effective 2005
In order to serve the needs of the people of God in the Diocese of Austin and to be responsible
stewards of the gifts given to the diocese, the Diocese of Austin issues the following policy:
I.

The diocese’s goal in using the Internet is:
A.

To improve communication among diocesan and parish personnel

B.

To provide information to a larger audience

C.

To allow access to the wealth of information available on the Internet to parish
and diocesan personnel.

II.

The Internet should be viewed as a tool to further the purposes and goals of the diocese,
which is the work of the Roman Catholic Church. It is therefore imperative that members
conduct themselves in a responsible, ethical, and polite manner while using the Internet.

III.

The intent of the diocese’s Acceptable Use Policy is to ensure that all uses of the Internet
are consistent with the purposes of the diocese.
A.

The policy does not attempt to articulate all required or proscribed behavior by its
members. The Internet is an open network in both implementation and spirit.
Technical measures could have been invoked to constrain Internet use but they
would have limited the utility of the Internet.

B.

Instead, in any specific situation, each individual's judgment of appropriate
conduct is relied upon. To assist in such judgment, the following general
guidelines are offered:
1.

All use of the diocesan Internet accounts must be in support of the work of
the Church and the diocese.

2.

Any use of the Internet through diocesan accounts for illegal purposes or
in support of illegal activities is prohibited.
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3.

Any use of the Internet through diocesan accounts to communicate
threatening, abusive, sexually oriented/explicit, or obscene language or
material is prohibited.

4.

Any use of diocesan e-mail accounts or websites for commercial purposes
is prohibited.

5.

Any use of diocesan e-mail accounts or websites for partisan political
lobbying is prohibited.

6.

No use of the Internet shall serve to disrupt the use of the network by other
users.

7.

All material viewed on websites should be considered copyrighted and not
available for reproduction unless specifically stated otherwise or unless
specific permission is granted for reproduction.
a.

All parishes, schools, and offices operating under the auspices of
the Austin Diocese may reproduce all material on the diocesan
website: www.austindiocese.org.

8.

Diocesan e-mail accounts should be used only by the authorized user(s) of
the account for the authorized purpose. Passwords allowing entry into
secured sections of the diocese’s website should be used only by
authorized personnel.

9.

All communications and information accessible via the Internet should be
assumed to be private property.
a.

Permission should be received before a user posts information
released by other individuals or parishes.

b.

Users should also make every effort to validate information and
sources before posting information and to list sources when
passing along information received.

10.

Users are strongly encouraged to maintain virus protection software on
their computers used for telecommunications.

11.

Schools and any other entities that allow children to have access to the
Internet must have safeguards to ensure that children cannot access
inappropriate material.

12.

All diocesan-related conferences (chat rooms) and bulletin boards will be
moderated.
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Standards for Website Planning, Setup and Design
Effective 2005
As parishes move online with an e-mail address and a connection to the World Wide Web, some
are also considering a website of their own. Others already have a website. Consider following
these suggested standards when planning for your parish website. These standards have been
adopted by the Diocese of Austin and are recommended to all parishes within the diocese.
I.

Website Purpose and Goals
A.

B.

First determine the purpose and goals of your website. Ask yourself questions
like:
1.

What would be helpful to parishioners?

2.

What information is most commonly requested from church staff and
receptionists/gatekeepers?

3.

Are there any repetitive tasks that can be handled by the website?

Consider how you will evaluate the effectiveness of your website in
accomplishing its purpose and goals. For example, time on phone reduced by 50
percent by directing callers to the website for answers to frequently asked
questions.
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II.

Domain Name Registration
A domain name is a unique World Wide Web address, such as www.yourparish.com. A
domain name is not required in order to have a website but it is strongly recommended.
The cost is minimal, at around $10 to $35 per year depending on where you register the
name.
A.

Naming Conventions
1.

2.

The name you want may not be available. Consider using the following
names (in this order) when selecting a domain name for your parish.
a.

yourparish.com, .org, .net, .info
(i.e. stmatthew.com)

b.

yourparishcity.com, .org, .net, .info
(i.e. stmatthewaustin.com)

c.

your-parish.com, .org, .net, .info
(i.e. st-matthew.com)

d.

your-parish-city.com, .org, .net, .info
(i.e. st-matthew-austin.com)

e.

nameparish.com, .org, .net, .info
(i.e. stmatthewparish.com)

f.

name-parish.com, .org, .net, .info
(i.e. st-matthew-parish.com)

g.

namecatholicparish.com, .org, .net, .info
(i.e. stmatthewcatholicparish.com)

h.

name-catholic-parish.com, .org, .net, .info
(i.e. st-matthew-catholic-parish.com)

If the domain name you want is not available by following this procedure
and you would like additional assistance, contact the diocesan web master.
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B.

Register.com
You may register a domain name with one of many companies but the diocese
recommends Register.com (www.register.com).
Please follow these steps to register your domain name:
1.

Go to www.register.com and enter your desired domain name in the
“start” box (i.e. “yourparish” without the “www” and extension “.com.”).

2.

Next, select your desired extension from the dropdown box next to the
start box (i.e. “.com,” “.org,” “.net,” “.info,” etc.).

3.

Click the “go” or “submit” button to see if this domain name is available.

4.

If the name you’ve entered is not available go back and enter another
name (following the naming hierarchy listed above) repeating the process
until you find a name that is available.

5.

Setup your Register.com account
a.

If you are a new customer you will be asked to create an account.

b.

The name you enter here will be considered the owner of the
domain name. Enter the name of someone who is in a permanent
position at your parish (i.e. the pastor, a deacon, office manager, or
business manager).
i.

This person will have control over the domain and will be
responsible for making any changes to contact information
and nameservers in the future.

ii.

If this person leaves your parish you must update the contact
information on your registrar account in order to retain
access to the account.

IMPORTANT: Print any confirmation screens during the registration and account
setup process and keep them in a file called “website Information.”
a.

You will be asked to create a username and password to access
your account later. Please write these down and keep them in this
file.

b.

Keep this file in a safe place, preferably with the other parish
administrative files, as you will need to find it again later.
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6.

III.

If you have any questions during the registration process, contact the
diocesan web master.

Website Hosting
Who will host your website? A web host is a company with a server where your website
files will be stored and “served” via the World Wide Web. There are thousands of hosts
to choose from, each with their own pricing, products, services, benefits, and caveats.
Most web hosts offer e-mail hosting too. This means you may be able to have e-mail
accounts like yourname@yourparish.com.
A.

B.

NOTE:

The following features and services are recommended for providers hosting
Diocesan websites:
1.

Server O/S – Linux running Apache

2.

PHP, MySQL, phpMyAdmin

3.

1GB storage (minimum)

4.

10 e-mail accounts (minimum)

5.

Web-based e-mail access (recommended)

6.

Account management console (recommended)

You may search for a web host online by typing “web hosting” or “website
hosting” into a search engine like Google.
1.

If you prefer to use a local web host try adding your location (such as
“Austin”) to your search query.

2.

As you search for a web host please choose one that offers the features
listed above.

3.

If you have any questions while searching for a suitable web host, contact
the diocesan web master.
The Austin Diocese also provides minimal web hosting in that you may
have your website hosted on the diocesan website at no charge. However, the
diocese does not provide e-mail accounts, web-based e-mail access or an
account management console. Any websites hosted on the diocesan server will
have addresses like www.austindiocese.org/yourparish and will not use a
unique domain name.
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C.

IV.

As with domain name registration, you will be asked to set up an account.
1.

Print any confirmation screens during the account setup process and keep
them in a file called “website information.”

2.

You will be asked to create a username and password to access your
account later. Please write these down and keep them in this file.

3.

Keep this file in a safe place, preferably with the other parish
administrative files, as you will need to find it again later.

Website Maintenance
Who will manage your website after it is launched? Will they need special tools or
software to update the website?
A.

If your website is not continually updated with new information it could quickly
become irrelevant.
1.

It is advantageous if a volunteer offers to help design your parish website
but is he or she willing and able to do at least weekly updates? If not, can
he or she train someone on your parish staff to do the updates?

2.

If you pay a company to design the website, ask about a content
management system that would allow you to manage certain content using
a web browser or how much their fees are for ongoing maintenance.
a.

V.

The company may also be able to train a staff person to do basic
maintenance tasks.

Gathering Content
A.

Content is the most important part of your website. Ask yourself:
1.

“What information are people looking for concerning our parish?”

2.

If you’re having trouble deciding what content to include on your website,
try looking at the “competition.”

3.

Do a Google search for the phrase “Austin churches” to see what other
church websites are publishing.

July 28, 2017

Z-9

B.

The Diocese of Austin recommends that all parish websites have at least the
following areas of content:
1.

About Us
A brief synopsis of your parish, its mission, and/or history, and possibly a
little information about the saint after which your parish was named. You
may also want to include a little information about your pastor and other
clergy or people in leadership positions.

2.

Contact Us
Physical address, office phone number and possibly a map showing your
location in the immediate area.
a.

Do not display an e-mail address but, rather, a contact form.
i.

3.

See § X: Other Considerations (Page Z-14) below for more
information.

Mass Times
A list of Mass times, when the sacrament of penance is offered and any
other regular services or meetings.

4.

Protecting God’s Children
A list of EIM 1 workshops at your parish with a short description of the
program and its purpose. You may also wish to refer to the Austin
Diocese’s website for more information on this program.

5.

1

Link to the Diocese of Austin, the U.S. Conference of Catholic Bishops,
and the Vatican
a.

Include a link back to the austindiocese.org website.

b.

This does not need to be a main feature or element in your website
template, but could be included in your footer.

c.

Also include the USCCB (www.usccb.org) and the Vatican
(www.vatican.va) websites.

d.

Be cautious of including links to other websites and be sure that
your pastor has approved all links.

Policy on Ethics and Integrity in Ministry
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6.

C.

Report Abuse
a.

This may also be in your footer.

b.

This should be a link to download this document:
http://www.austindiocese.org/policies/notice-of-concern.pdf

The previously mentioned content areas will probably remain unchanged, or
static, for long periods of time but you should also consider including other
content areas that would be useful to parishioners and the general public. These
content areas will need to be updated more frequently; so, before you decide to
include one of these modules in your website, be sure you have a plan for
maintaining them:
1.

2.

3.

Calendar
a.

Most content management systems will include a calendar module.
Ask your designer about it.

b.

A simple list of upcoming events would also suffice but be sure
you have a plan for updating it weekly.

Resources
a.

This is a place where commonly used forms or documents can be
made available to your parishioners (or the general public) to be
viewed or downloaded.

b.

Ask your web designer about password-protecting this section or
certain documents if necessary.

Ministries
This section of your website should include information about the active
or ongoing ministries in your parish including a way to contact their
leaders.

4.

Bulletin or Newsletter
Publish announcements, news, or even an online newsletter. Ask your
designer about including this in your content management system.
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5.

Photo Gallery
Publish photos from special events.

VI.

Ask your designer about including this in your content
management system or about software options for creating your
photo galleries.

b.

See § IX: Graphics and Images (Page Z-13) below for more
specific information on graphics and photos.

Website Content and Disclaimers
A.

VII.

a.

Be careful in placing content on your website.
1.

Web content is accessible to everyone, including the local media and those
who may not be sympathetic with the teachings of the Church.

2.

Any content on your website could be perceived as an endorsement by the
Roman Catholic Church; use disclaimers often.

3.

See § X: Other Considerations (Page Z-14) below for more information
on disclaimers.

Organizing Content
A.

Once you have your content gathered, you should organize it in outline format.
Break up this outline into main sections and subsections as illustrated in the
following example:
•

•

•
•
B.

Homepage
o
Welcome message
o
Sign up for newsletter
o
Announcements
Ministries
o
Youth
o
Religious Education
Contact Us
Etc.

This document is useful to your web designer in organizing your website assets
and navigation structure. Please be thorough and descriptive when building this
document.
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VIII.

Template Design
All websites should use a standard layout or template. The purpose of using a template is
to identify to the website visitor where they are on the Internet and to provide a point of
reference for navigating within a particular website.
A.

Your website template should include several main areas: Header, Navigation,
Content, and Footer.

B.

The example below illustrates a sample template which includes these main areas:
Header
Your parish name and maybe a logo
Navigation

Content

Link 1
Link 2
Link 3
Link 4

This is where the text and other
content items will be placed for
each page on your website.

Footer
©XXXX 2 Your Parish Name Here
Address, City, ST ZIP – Phone
Austin Diocese – Protecting God’s Children – Report Abuse
1.

IX.

Graphics and Images
A.

2

Your website does not have to use this particular layout but it’s a good
place to start. Your web designer may have another layout in mind, or they
may position these elements differently, but the purpose is to provide a
consistent structure to your website.

The use of graphics (photos and other art) in your website is an easy way to
enhance the user experience, but be careful how they are used.
1.

Many computer users do not have the latest and greatest technology at
their fingertips when browsing the web and they could become frustrated
while waiting for large images to download while visiting your website.

2.

Many visitors to your website could be using dial-up Internet connections.
Be sure to keep this in mind when including graphics and images on your
website.

Replace “XXXX” with current year.
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3.

B.

C.

Some visitors may also have small screens (15” monitor with 800x600
screen resolution).

Use the following standards for images on your website:
1.

Resolution: 72 dpi (dots per inch)

2.

Dimensions: less than 800 pixels wide

3.

Format: .JPG for photos, .GIF for line art

If you want to include large photos on your website, consider the use of thumbnail
images.
For example, let’s say you want to show five (5) photos of a recent youth activity
on the youth ministry page. Instead of inserting all five large images directly into
the document flow, you should insert smaller thumbnail images which the user
can click to view their larger versions. This lets the user decide how their
bandwidth is used rather than forcing them to download data they may not have
wanted in the first place.

D.

X.

If you have any questions regarding the use of images on your website, contact
the diocesan web master.

Other Considerations
A.

E-mail Addresses
1.

Do not show any e-mail addresses.
a.

XI.

This is an open invitation for SPAM and junk e-mail. Once a
Spammer harvests your e-mail address from the website, it’s
virtually impossible to remove it from their lists.

Web Logs, Blogs, Message Boards
As previously mentioned, you must be careful of the content that goes on your website.
The use of message boards or web logs (blogs) may streamline the process of
communication between certain groups of parishioners, but they also leave you open to a
multitude of liabilities.
A.

Any part of your website that automatically publishes user-contributed content
must be carefully monitored by an administrator on a regular basis.
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1.

XII.

If any questionable content shows up on a blog or message board
associated with your website, someone (preferably your web master and at
least one other parish leader) must have administrative access and be able
to remove the questionable content immediately.

Disclaimers
A.

Pages with content that could be considered controversial and sections of your
website that publish user-contributed content should include a disclaimer
message.

B.

It must be made clear that any views or opinions expressed on message boards
and blogs are those of the contributors and not of the parish, diocese, or Roman
Catholic Church.

C.

The same must also apply to offsite links, making a clear distinction between your
website and any others.
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Recommendations for Use of Social Networking Sites in a Parish
and Catholic School Setting
January 3, 2011
I.

Background
Many people today utilize popular social networking sites with much greater regularity
than more traditional e-mail accounts. In fact, the use of such sites has grown so popular
among teenagers that it is becoming increasingly difficult to reach a significant
demographic in that population without using it. It is therefore becoming more common
for ministry professionals and volunteers to use this technology to advertise their events
and otherwise communicate with teens in ways that have previously been done in person,
print, or even e-mail. As ministry leaders utilize these new ways to reach out to youth,
questions arise as to the proper use of such social networking sites, at least as they pertain
to ministry with children. In the interest of making the use of this technology a safe place
for youth and ministry leaders, the following recommendations have been put in place.

II.

Which Site(s) Should I Use?
A.

It is clear that, at the time of the writing of this policy, there are only three (3)
primary secular social networking sites that are popular enough among youth to
warrant consideration as a primary tool for youth in ministry. These sites are
MySpace, Facebook, and Twitter.

B.

At the writing of this policy, it is also clear that Facebook leaves the user with a
much greater amount of control over one’s account than MySpace in terms of
being able to hide aspects of one’s account from certain users, making it possible
to limit what youth might be exposed to if they access a site.

C.

Recommendation
1.

Youth ministry leaders using a social networking site for professional
purposes in contact with youth should only utilize Facebook.

2.

MySpace is not currently recommended due to its lack of user controls.
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3.

III.

Twitter can be used in conjunction with Facebook but should not be used
exclusively.

Separation of Professional and Personal Use
A.

There are two types of user accounts on Facebook: individual accounts and group
accounts. Group accounts are comparable to static web pages and do not allow
for the level of interaction with other users that makes social networking sites
useful in ministry. Ministry leaders are therefore forced to create individual
accounts to interact with youth. This brings up questions concerning the desire to
separate professional use of a networking site from its personal use. The terms of
service on Facebook forbid a user to register for more than one account or
impersonate another entity which does not allow having one site for personal use
and another for professional use.

B.

Recommendations
1.

Ministry leaders using a social networking site for professional purposes
in contact with youth may only use it for professional purposes and not
mix personal use with professional use.

2.

If ministry leaders choose to also use their social networking site for
personal purposes, they are strongly encouraged to familiarize themselves
with the many features that allow one to hide certain elements of their site
from view as well as set limits on what certain users may access.

3.

Ministry leaders must be aware that, if they use their social networking
site for personal and professional purposes, they are opening up their
personal lives to much greater public scrutiny.
a.

For this reason, they must be extremely vigilant in maintaining the
representation of themselves as a strong Catholic Christian who
works as a professional minister in all personal interactions that
can be viewed publicly.

b.

Anything that could cause scandal to the ministry must be avoided.
Such things may include inappropriate use of alcohol, advocacy of
inappropriate music/movies, inappropriate language, or the
expression of opinions that are contrary to the teachings of the
Catholic Church.
i.

c.

This includes inappropriate photographs or videos of one’s
self or others

The private endorsement of any political candidate or party is also
expressly forbidden.
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IV.

Photographs of Minors
Photographs are extremely common on the web, and are freely posted and passed around
by all who use social networking sites. There is sometimes concern that the posting of the
photograph of a minor on the Internet may expose that child to a child predator.
A.

To the extent that this is a danger, photographs on a social networking site are
actually much safer than on a regular web page because they are always limited to
those who have been officially recognized and accepted by the site user, whereas
a website is viewable by anyone.

B.

It could be very helpful if youth ministers communicate this to concerned parents.

C.

Nonetheless, a parent always reserves the right to have any photograph of their
own child removed from an Internet website.

D.

While it is not possible to control what pictures of youth will be posted by other
youth who are connected to a ministry website, the following recommendations
are put forth to help keep children safe and give parents the right to determine the
use of photographs of their children.

E.

Recommendations
1.

A child’s image should not be used on the Internet without written
permission from a parent.

2.

Such permission is normally part of the standard permission and release
form that parents must sign in order to allow their children to participate in
any activity, so that any pictures taken of the child participating in that
activity are automatically approved.

3.

The standard line already in place on the approved form reads: “I
agree that the Bishop or his agents may use my child’s portrait or
photograph for promotional purposes, website and office functions.”

4.

Images of children posted on the Internet should not be associated with
names unless there is specific permission granted by the parent for that
additional connection.

5.

Use of the images of children on a website should be limited to the
purpose of appropriate advertisement of ministry related events.
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V.

Other limitations
Despite the best written policies, abuses sometimes occur. Therefore, the following
recommendations are in place to assist ministry leaders in maintaining a safe
environment:
A.

If a ministry leader is utilizing a social networking site for ministry, even if it is
for professional and private purposes, the pastor or his designee must be aware of
its use and be provided a way to view the site.
1.

This could be as open as giving the pastor the username and password, or
it could be as restrictive as the pastor reserving the right to demand being
able to view the site in the presence of the ministry leader with no advance
warning.

B.

While we encourage pastors to allow use of networking sites in accordance with
this recommendation letter, the pastor or his designee reserves the right to forbid a
ministry leader from using a social networking site for professional purposes in
contact with youth of his parish.

C.

Parents may be given the opportunity to be “friends” of the minister in order to
keep abreast of what is going on in the ministry.

D.

Social needs should not be the sole means of communication for those who work
with teens. Parish and school e-mail accounts should also be used and parents
should be included/copied on e-mails to youth.
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Parish/School Website Guidelines
January 3, 2011
I.

Relevant Content
Material contained on a parish or school website should be relevant to the parish or
school and their intended audience. The Policy on Acceptable Use of the Internet (Pages
Z-3 – 4) also applies to information listed on a parish or school website. All ministry
websites should link to the parish or school website.

II.

III.

Approval of Posted Materials
A.

Prior to “going live” on the Internet web page, content must be reviewed by a
content administrator who may be the pastor, school principal, or designated
person who is appropriately qualified to review such content for the parish or
school.

B.

The content administrator should regularly monitor the web pages and initiate any
corrections.

C.

The content administrator should approve any new content.

D.

Regardless of who serves as content administrator, final approval to add or
remove content on the parish or school website lies with the pastor and/or
principal.

Photos
A.

Unless express permission is granted, photos or videos of minors should not be
accompanied by identifying information (e.g., name or address).

B.

Each parish and school should have a signed parental/guardian multi-media
release form on file before placing an image of a minor on a website. A multimedia release sample form can be found on page Z-22 (Appendix I: Sample
Multi-Media Release).
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IV.

V.

Child Protection
A.

Websites should not be used to collect information from minors (e.g. name, phone
number, home address, e-mail address, telephone number, hobbies, interests, or
any other information that would allow someone to contact the child).

B.

Parishes/Schools may be subject to the provisions of the Children’s On-Line
Privacy Protection Act (COPPA):
www.ftc.gov/bcp/conline/edcams/kidzprivacy/biz.htm

Defamatory Comments
Any inappropriate, defamatory, or harassing content or message on a parish or school
website, or one linked to a parish or school, is prohibited.

VI.

Posting of Articles from Out-of-House Sources
A.

VII.

Prior to posting articles (either from print or another website), permission from
the author or copyright holder must be obtained.
1.

This includes any articles that appear within the Catholic Spirit.

2.

Copyright laws prohibit substantial reproduction of another’s work in any
form (print, broadcast, Internet) without permission of the copyright
holder. This applies to music and photographs as well as words. Even
when a work has not been formally registered with the Copyright Office,
the holder may still claim (and be entitled to exercise) common law
copyrights.

3.

It is permissible to quote a few sentences, however, being careful to
attribute them to the author when known.

Acknowledgement of Parish or School Donors
An acknowledgement page of donors contributing to the parish or school is allowed
provided that the school or parish has the donor’s permission and does not maintain any
links to commercial sites from the donor page.

VIII.

Links to Other Websites
If there are any questionable links to other religious or Catholic sites, the pastor or
principal will refer the issue to the Diocesan Communications Director.
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Appendix I: Sample Multi-Media Release
Dear Parent or Guardian,

Below you will find release allowing the use of photos and videos of your child in
diocesan, parish, and school materials and campaigns, as well as other media initiatives (for
example, newsletters, websites, fund development efforts, newspapers and television). Please fill
in the blanks, sign, and return to the parish or school. You may wish to make a copy for your
records.

Multi-Media Release

I,
of
above.

, give my permission for photographs and videos
, my child, to be used for the purposes outlined

I understand that any photographs or videos will be used only to promote the Diocese of Austin
and the school or parish identified below (or their related ministries). I understand that the
parish, school, and diocese are entitled to, and may exercise, all rights to and from the photos and
videos for the benefit of the parish, school, or diocese.

Parish Name

City

Parent/Guardian Name (Please Print)

School Name

Parent/Guardian Signature
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The Liturgy Planning Form found on this page of previous editions of the Pastoral Manual is
now available exclusively online at www.austindiocese.org/offices-ministries/offices/worshipoffice/liturgy-planning-forms.
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Testimonial of Suitability
(for Temporary Priestly Ministry for Diocesan Priests)

Most Reverend Joe S. Vásquez, S.T.L.
Diocese of Austin
P. O. Box 13327
Austin, Texas 78711
Dear Bishop Vásquez:
In light of the provisions of can. 903 CIC and can. 703 §1 CCEO, I write to inform you that Rev.
[name]

is

an

[arch/diocese/eparchy] of

priest

of

the

[location],
[place of residence]. He will be

who currently resides in

[name of the church or

exercising ministry at
institution] in
diocese, on

incardinated

[location of the church or institution] in your
[date].

In regard to Rev.
statements:

[name], I am able to make the following



He is a person of good moral character and reputation.



I know of nothing which would in any way limit or disqualify him from this ministry.



I am unaware of anything in his background which would render him unsuitable to work
with minor children.

Respectfully in Christ,

Signature of Arch/Bishop/Eparch

Date

Printed Name:
[seal]

Title:

Effective

through
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Testimonio de Aptitud
(Para el Ministerio Sacerdotal Temporal de Sacerdotes Diocesanos)

Excmo. Sr. Joe S. Vásquez, S.T.L
Diócesis de Austin.
P.O. Box 13327
Austin, Texas 78711
Apreciable Sr. Obispo Vásquez:
A la luz de las disposiciones de la Ley Canónica 903 CIC y 703 § 1 CCEO, me dirijo a usted
para informarle que el Rev.
[nombre] es un sacerdote incardinado de
la [Arquidiócesis/Diócesis/Provincia] de
(lugar), que actualmente
reside en
[lugar de residencia]. Él estará ejerciendo su
ministerio en
[nombre de la iglesia o institución]
localizada en
[domicilio], la cual se encuentra dentro de
su diócesis, el día
[fecha].
Respecto al Rev.
siguientes declaraciones:

[nombre] , estoy en la posibilidad de hacer las



Él es una persona de buen carácter moral y reputación.



Desconozco exista algún impedimento que lo limite o descalifique de este ministerio.



Ignoro si existe algo en su pasado que lo considere inapto para trabajar con niños
menores de edad.

Respetuosamente en Cristo,

Firma del Arzobispo/Obispo/Provincial/

Fecha

Nombre impreso:
Título:
[Sello]

Efectivo a partir de

hasta
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BB

Book of Blessings

BCL

Bishops’ Committee on the Liturgy Newsletter (USCCB)

c.

Canon

CB

Ceremonial of Bishops

CCC

Catechism of the Catholic Church

CCEO

Corpus Canonum Ecclesiarum Orientalium

CDF

Sacred Congregation for the Doctrine of the Faith

cf.

Compare to

CIC

Code of Canon Law

CL

Christifideles Laici

DCD

Decree of the Congregation for Divine Worship and the Discipline of the Sacraments

DCE

Directory Concerning Ecumenical Matters

DE

Decree on Ecumenism and the Catholic Eastern Churches

DIAL

Diocesan Investment and Loan Program

DOASN

Diocese of Austin Supplementary Norms, 2009

DRE

Director of Religious Education

EGD

Ecumenical Guidelines for the Dioceses of Texas

EIM

Policy on Ethics and Integrity in Ministry

EM

Eucharisticum Mysterium

FC

Familiaris Consortio

FEO

Faithful to Each Other Forever: A Catholic Handbook of Pastoral Help for Marriage
Preparation

GCD

General Catechetical Directory

GCSPD

Guidelines for Celebration of Sacraments with Persons with Disabilities

GIRM 2002

General Instruction of the Roman Missal

GNLYC

General Norms of the Liturgical Year and the Calendar

GS

Gaudium et Spes

HV

Humanae Vitae

ID

Inaestimable Donum
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LM

Lectionary for Mass

LPR

Legal Permanent Residence

MCW

Music in Catholic Worship (United States Bishops Committee on Liturgy)

NCCB

National Conference of Catholic Bishops

NCD

National Catechetical Directory

ND

National Directory for the Formation, Ministry, and Life of Permanent Deacons in the
United States

NFCYM

National Federation for Catholic Youth Ministry

NFP

Natural Family Planning

NHC

Norms for Holy Communion Under Both Forms

NSC

RCIA - National Statutes for the Catechumenate

OCF

Order of Christian Funerals

PCS

Pastoral Care of the Sick: Rites of Anointing and Viaticum

PDO

Pastores Dabo Vobis

PDUS

Permanent Deacons in the United States: Guidelines on Their Formation and Ministry

PLBT

Pastoral Letter from the Bishops of Texas: Sin and The Sacrament of Reconciliation

PO

Presbyterorum Ordinis

PP

Populorum Progressio

QS

Quam Singulari

RA

Rite of Anointing of the Sick

RC

Rite of Confirmation

RCIA

Rite of Christian Initiation of Adults

RP

Rite of Penance

RS

Redemptionis Sacramentum

RTV

Renewing the Vision: A Framework for Catholic Youth Ministry

UBIT

Unrelated Business Income Tax

USCCB

United States Conference of Catholic Bishops

VT

Diocesan Youth Ministry Vision Team
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YYACM

Office of Youth, Young Adult, and Campus Ministry
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Diocese of Austin
The Catholic Church of Central Texas

Supplementary Norms

Promulgated: February 2, 2009
Effective: August 15, 2009

Estas normas tienen la intención de complementar
el Manual del Plan Pastoral de la Diócesis de Austin el cual continua vigente.

NORMAS COMPLEMENTARIAS
Bautismo de Niños
1. A través del Sacramento del Bautismo, somos liberados de los pecados,
reengendrados como hijos e hijas de Dios, configurados con Cristo el
Salvador e incorporados en su cuerpo, la Iglesia. En virtud de lo anterior, el
Bautismo no es solamente necesario para la salvación, sino se mantiene como
vía para la recepción de otros sacramentos (Ver c. 849*).

2. El Bautismo se confiere válidamente sólo mediante la ablución con agua
verdadera acompañada de la debida forma verbal (c. 849). Ninguna
innovación debe ponerse a prueba con relación a la forma y esencia del
sacramento. El bautismo se administra según el ritual prescrito en los libros
litúrgicos aprobados, excepto en caso de necesidad urgente, en el cual deben
cumplirse sólo aquellas cosas que son necesarias para la validez del
sacramento (c.850). En todos los casos y por la validez del sacramento, el
mismo ministro que vierte el agua debe ser el que diga las palabras de la
fórmula bautismal.

3. Dada la fundamental importancia del Bautismo para la salvación, la Iglesia
obliga a los padres para que bauticen a sus hijos en las primeras semanas;
cuanto antes después de su nacimiento. (c. 867 §1).
Por su parte, los pastores de almas están para dar la bienvenida a los padres de
familia con los brazos abiertos. En el caso de que los padres de familia no
practiquen su fe regularmente, la preparación de su hijo para el Bautismo
debe ser vista como la oportunidad de invitarlos a que se involucren en una
gran comunión con la Iglesia y fomenten su crecimiento espiritual.
El simple hecho de que los padres de familia no practiquen regularmente su
fe, no indica que el hijo no será creado en la fe católica. Más bien, en tales
casos el periodo necesario de preparación para el Bautismo debe incluir la
orientación, instrucción y la oración en común que motive de manera especial
a los padres de familia para que sean importantes testimonios de su fe para
con el hijo recién nacido (c. 851 §2).

* c.- Código de Derecho Canónico
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4. En el raro caso en que el Bautismo deba ser verdaderamente postergado, la
razón para ello debe ser explicada a los padres de familia de una manera
pastoralmente cuidadosa con el fin de que no se desalienten a fin de buscar
hacer a un lado los obstáculos que impidan el Baustimo inmediato de su hijo.
Con el propósito de asistirlos en la atención de cualquier preocupación, deben
ofrecerse los medios disponibles a los padres de familia. Nadie debe verse
impedido para que se busque el Bautismo debido a la negligencia por parte de
los ministros de la Iglesia.
5. Los Bautismos, fuera del caso de necesidad, no deben administrarse en casas
particulares, a no ser que el Ordinario del lugar lo hubiera permitido por causa
graves (c. 860 §1); o a no ser que el Obispo diocesano establezca otra cosa, el
bautismo no debe celebrarse en hospitales, exceptuando el caso de necesidad o
cuando lo exija otra razón pastoral (c. 860 §2).
6. Todos los fieles cristianos que residen dentro de los límites territoriales de un
parroquia son miembros de la misma con todos los derechos y obligaciones
que a ellos les asisten (c. 518). Se recomienda que el registro formal de los
feligreses sea realizado con la finalidad de tomar en cuenta la presencia de los
fieles en una parroquia. Sin embargo, dicho registro formal nunca puede ser
requerido como un prerrequisito a fin de que los fieles puedan compartir la
vida sacramental de la Iglesia en su parroquia local. Los miembros de una
parroquia también incluyen aquellos feligreses que residen fuera de los límites
territoriales de la misma, aunque deben estar formalmente registrados en ella.
El hecho de que algunos fieles pertenezcan a cierta parroquia por razones
territoriales, no significa que no puedan estar registrados también en otra
parroquia.
De manera regular y periódica, la Diócesis coordinará un censo diocesano y
trabajará con las parroquias a fin de actualizar la lista de los feligreses activos.
El Bautismo de un niño dentro del territorio de la parroquia no será negado o
pospuesto debido a que los padres no “estén registrados”, o en virtud de que
no cumplan con ciertos requisitos establecidos por la misma, tal como la
asistencia a Misa por un cierto número de semanas.
7. Excepto en casos necesarios, a nadie es lícito bautizar en territorio ajeno sin la
debida licencia, ni siquiera a sus súbditos, sin el debido permiso del párroco
donde se llevará a cabo el Bautismo o por el Obispo de la diócesis (c. 862).
Más aún, si el Bautismo se va a celebrar en el propio territorio del párroco,
pero no así de los feligreses, será necesario un permiso por escrito del párroco
de la iglesia donde ellos residen o donde están formalmente registrados como
una muestra de cortesía a su propio párroco.

* c.- Código de Derecho Canónico
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8. Los sacramentos de la Iglesia fueron instituidos por Cristo Nuestro Señor,
como símbolos y medios por los cuales se rinde culto a Dios, se expresa y
fortalece la fe y se realiza la santificación de los hombres (c. 840). A la luz de
esto, la Iglesia insiste firmemente que los obstáculos financieros nunca deben
ser un impedimento para que los fieles reciban los sacramentos.
Verdaderamente, un sacerdote o diácono que confieran un sacramento solo
por adquirir una retribución económica, cometen una grave ofensa (c. 1380).
Así, la ley eclesiástica estipula que: “Fuera de las oblaciones determinadas por
la autoridad competente, el ministro no debe pedir nada por la administración
de los sacramentos, y ha de procurar siempre que los necesitados no queden
privados de la ayuda de los sacramentos por razón de su pobreza” (c. 848).
En la Diócesis de Austin, ningún pago puede ser solicitado a los fieles para la
administración del Sacramento del Bautismo. Los fieles son libres de ofrecer
un donativo a la Iglesia y/o un obsequio personal para el ministro que celebra
el sacramento. Si no es claramente indicado que el obsequio es para uso
personal del ministro, en su lugar, éste debe ser dado para bien de la parroquia
(c. 1267 §1). A los padres de familia se les puede solicitar su contribución
para cubrir los costos de los libros y materiales utilizados en el curso de
preparación para la recepción del sacramento, en el caso de que dichos
materiales vayan a ser para ellos. Sin embargo, ningún costo de inscripción
puede ser solicitado por la clase.
Los fieles cristianos de bajos recursos nunca deben sentirse renuentes o
apenados para poder acercarse a la Iglesia en busca de la gracia sacramental
debido a su dificultad económica. Tampoco se utilizarán medios impertinentes
para determinar si el feligrés está o no posibilitado de poder pagar las cuotas
del servicio ministerial.
9. Los padres de familia participan en un programa que los prepara para el
Sacramento del Bautismo, el cual incluye lo siguiente: Teología del Bautismo
/ Sacramentos de Iniciación. El papel de los padres y los padrinos en la
formación de fe del niño, la responsabilidad del bautizado de vivir una vida de
fe, explicación del Rito Bautismal (Ver el manual pastoral).
A menos de que exista una urgente necesidad de celebrar el sacramento, las
sesiones de preparación no deberán ser de menos de una sesión de tres horas y
no más de 4 sesiones de razonable duración. A los padres de familia que
soliciten el Bautismo para su segundo hijo y futuros y que ya hayan
participado anteriormente en un programa de preparación, se considerará la
necesidad de ofrecerles un programa de preparación abreviado. A los padrinos
se les puede requerir participar en un seminario en el que se les explicará sus
responsabilidades.

* c.- Código de Derecho Canónico
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10. Solamente un padrino es requerido para el Sacramento del Bautismo (c. 873).
Si se escogen dos padrinos, deben ser seleccionados uno de cada sexo. Para
ser admitido como padrino, una persona debe: (c.874):

Haber sido elegida por la persona apropiada, o el párroco o ministro;
Tener no menos de dieciséis años de edad;
Ser católico, estar confirmado, haber recibido ya el Santísimo
Sacramento de la Eucaristía y llevar, al mismo tiempo, una vida
congruente con la fe y con la misión que va a asumir;
No estar afectada por una pena canónica, legítimamente impuesta o
declarada;
No ser el padre o la madre de quien se va a bautizar.
También debe hacerse notar que “El bautizado que pertenece a una
comunidad eclesial no católica solo puede ser admitido junto con un padrino
católico, y exclusivamente en calidad de testigo del Bautismo” (c. 874 §2). En
este caso, su papel como “testigo” debe ser especificado en el registro
bautismal.
En la Diócesis de Austin, además, un católico que va a ser padrino de
Bautismo firma la hoja que contiene el “Pacto” en el que certifique ser un
católico que goza de buena reputación, plenamente iniciado en la Iglesia, y si
es aplicable, en matrimonio reconocido por la Iglesia.
11. Habrá que cuidar que la información que aparezca en el certificado bautismal
(nombres, fecha de nacimiento, etc), sea la misma que aparece en el acta de
nacimiento.

Confirmación
12. Las directrices para la Confirmación están delineadas en el Manual Pastoral y
en los lineamientos de Educación Religiosa de la Diócesis de Austin. Dichas
directrices deben seguirse observando. Particular atención debe ser concedida
a la catequesis utilizada en la preparación de los candidatos para el
sacramento, así como la edad de los mismos.
13. Los candidatos para el Sacramento de la Confirmación que estén casados
deben haber contraído matrimonio reconocido por la Iglesia Católica.
14. Los padrinos de la Confirmación firman la hoja que contiene el “Pacto” en la
que certifican ser practicantes católicos, estar plenamente iniciados en la
Iglesia, y si es aplicable, en matrimonio reconocido por la Iglesia. Como es el
caso de los padrinos del Bautismo, los padrinos para la Confirmación deben
además tener al menos 16 años de edad, no trabajar bajo ningún castigo
canónico, y no ser padre o madre del candidato. Aunque no está estipulado en
la ley, será también pastoralmente benéfico para el padrino no ser alguien
aparte de la esposa (so), el o la prometida, el novio o la novia.
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15. De manera similar a la administración del Sacramento del Bautismo, ninguna
cuota será requerida para la celebración del Sacramento de Confirmación. En
el caso de que se ofrezca un donativo o regalo, éste será considerado de la
misma manera que en el Sacramento del Bautismo.
Sacramento de la Penitencia
16. El Sacramento de la Penitencia constituye el único modo ordinario con el que
un fiel consciente de que está en pecado grave se reconcilia con Dios y con la
Iglesia (c. 960). Debido a ello, los ministros sagrados comparten una seria
responsabilidad pastoral para que motiven a los fieles a fin de que celebren el
Sacramento de la Penitencia.
17. Los horarios para la celebración del Sacramento deben ser claramente dados a
conocer. Cada parroquia debe programar horarios cómodos y específicos para
la celebración del Sacramento de la Penitencia. Los penitentes no tienen que
“hacer una cita” a fin de celebrar dicho sacramento. Idealmente, la
disponibilidad para la celebración del sacramento en una parroquia debe ser
de tal forma que la mayoría de los fieles no requieran programar una cita.
18. La opción del anonimato debe estar disponible para aquellos que busquen
celebrar este sacramento.
19. Además de la práctica común de programar la celebración del Sacramento de
la Penitencia antes de la Misa de Precepto de los días sábados, cada parroquia
debe tener disponible al menos una fecha más cada mes (por ejemplo, el
primer jueves de mes por la noche). Esto ayudará a aquellas personas que no
puedan estar siempre disponibles para la confesión los días sábados, a fin de
que celebren el sacramento con más regularidad.
20. Bajo ninguna circunstancia, el Sacramento de la Penitencia puede ser grabado
(por ejemplo: en video, audio o cámara fotográfica). El sacerdote no debe ser
requerido para que firme una forma en la que verifique que el penitente acudió
a confesión.
21. En el caso de los niños, el Sacramento de la Penitencia debe realizarse varios
meses antes de la “Primera Comunión” (c.914).
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Matrimonio
22. Es a través de la alianza matrimonial, por la que el varón y la mujer
constituyen entre sí un consorcio de toda la vida, ordenado por su misma
índole natural al bien de los cónyuges y a la generación y educación de la
prole, fue elevada por Cristo Señor a la dignidad de sacramento entre
bautizados (c.1055 §1).
23. Dada la seria naturaleza de este compromiso, la preparación matrimonial es
esencial a fin de que una persona entienda la importancia del matrimonio y
viva el compromiso matrimonial de la manera más provechosa posible. El
Manual Pastoral Diocesano tiene directrices muy específicas empezando con
la “bienvenida de la pareja”, la “celebración de la liturgia”, “la consideración
de circunstancias especiales tales como el embarazo y la cohabitación”. Estas
directrices deben continuarse.


Con el objeto de ser justos con las parejas y en el caso de que
éstas se hayan preparado para el matrimonio en una parroquia
diferente a aquella donde se llevará a cabo el sacramento y el
miembro del clero que trabajó con ellos certifique que han sido
debidamente preparados, estos testimonios pueden ser
aceptados por la otra parroquia a fin de adaptar algunos
requerimientos para la preparación matrimonial a la luz de
aquellos ya cumplidos.

24. Si uno de los esposos es miembro de la parroquia (feligrés que vive dentro de
los límites geográficos de la parroquia o que está registrada en ella), la
parroquia puede aceptar un donativo de la pareja por concepto de la boda el
cual no sea mayor a $650 (“cuota máxima”). Esta cuota máxima incluye todos
los aspectos y gastos tales como: Las instalaciones, limpieza, apertura y cierre
de puertas, el uso de las instalaciones apropiadas para la boda (santuario, el
cuarto de la novia, almacén de las flores, etc) y cualquier coordinador de
bodas que la parroquia pueda proveer o requerir. La cuota máxima no incluye
gastos extras como músicos, flores, la renta de salones de recepción y otros
servicios similares. Si la pareja o sus familiares voluntariamente desean hacer
una contribución adicional a la cuota máxima, ellos pueden hacerlo
comprobando que la parroquia no se los requirió o sugirió poder hacerlo así.
Para las personas que no son miembros de la parroquia (feligreses que viven
fuera de sus límites territoriales o que no se han registrado en ella) la cuota
máxima puede ser mayor a la cantidad establecida siempre y cuando la cuota
aplicada a los que no son miembros de la parroquia sea razonable.
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En ningún caso, sin embargo, la imposibilidad de realizar el
pago de las cuotas debe ser un obstáculo para los fieles que
desean contraer matrimonio o que se de la impresión de que la
parroquia esté sacando provecho de la celebración del
matrimonio. Cuando se apliquen cuotas para la celebración de
los matrimonios, el monto de la cantidad solicitada debe ser
claramente explicada a los fieles. Ninguna cuota para la boda
puede ser agregada al actual intercambio de consentimiento, el
cual lo representa la celebración del sacramento por si mismo.



El miembro del clero no debe recibir una cuota personal por el
testimonio de consentimiento. Ellos pueden, sin embargo,
aceptar un donativo dado de manera voluntaria por parte de los
fieles. Con relación a la pregunta de los fieles en torno a la
cantidad apropiada del donativo, el representante del clero y
cualquier miembro del personal parroquial deben establecer
enfáticamente que tal ofrecimiento es de carácter voluntario.

25. Un matrimonio entre dos católicos, o entre un católico y una persona
bautizada, debe celebrarse en una iglesia parroquial (c. 1118 §1). El permiso
para contraer matrimonio a dos católicos fuera del lugar sagrado, solo será
concedido cuando una seria necesidad pastoral así lo requiera. (Ver la Sección
Q del Manual Pastoral).
26. Si una persona no ha celebrado el Sacramento de la Confirmación y desea
contraer matrimonio, él o ella deben ser confirmados antes de su boda a
menos de que exista un serio inconveniente (c.1065 §1). Sin embargo, la
celebración del Sacramento de la Confirmación puede no ser requerido como
prerrequisito para la celebración del matrimonio, ni la preparación para la
recepción de la Confirmación deben retrazar la celebración del matrimonio.
27. En la Diócesis de Austin, se cuenta con diversos programas de preparación
matrimonial. Cada uno de ellos debe incluir una hora de introducción sobre
Planeación Natural de la Familia [PNF]: (se recomienda el curso completo)
impartirdo por un instructor calificado. La preparación debe también
considerar un programa global de formación que incluya todos los aspectos
mencionados en el Directorio Nacional para la Catequesis (Sección 36). Los
programas de preparación que adelante se describen, que se tomen además del
curso de introducción del [PNF], cumplen los requerimientos diocesanos:
PROGRAMA DE PREPARACION MATRIMONIAL “JUNTOS
A IMAGEN DE DIOS” (Se recomienda) – La Diócesis de Austin
ofrece capacitación a instructores a nivel parroquial y de cada
deanato en el programa diocesano “Juntos a Imagen de Dios”,
ofrecido tanto en inglés, como en español. Para capacitación,
comuníquese por favor a la oficina de Family Counseling and
Family Life. Para asistir a las parroquias que no han formado sus
equipos de instructores, tanto a nivel parroquial, como de deanato
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(para parroquias pequeñas), la diócesis ofrece un limitado número
de clases y retiros directamente a las parejas. Para mayor
información, vea los horarios y formas de registro que se muestran
en la página de internet diocesana.
FOR BETTER AND FOREVER SPONSOR
PROGRAM (www.marriagepreparation.org)

COUPLE

UNITAS (www.cpcbooks.com)
TODAY AND ALL
(www.liguori.org)

THE

DAYS

OF

YOUR

LIFE

ONE IN THE LORD PROGRAM de Charles Balsam – Disponible
por parte del autor. Para información adicional, comuníquese a la
oficina diocesana de Family Counseling and Family Life.
Los programas que no se enlistan arriba pueden ser sometidos a la consideración del
Señor Obispo y la Oficina de Family Counseling and Family Life para su aprobación de
uso en la Diócesis de Austin.
Funeral
28. A través de la celebración de los ritos funerarios, la Iglesia obtiene para los
difuntos la ayuda espiritual y honra sus cuerpos, a la vez que proporciona a los
vivos el consuelo de esperanza. (c.1176 §2)

29. Debido a esto, los fieles difuntos han de tener exequias eclesiásticas conforme
al derecho (c.1176 §1). Los ritos funerarios pueden ser solamente negados a
los fieles en los casos siguientes, a no ser que antes de la muerte hubieran
dado alguna señal de arrepentimiento; 1) a los notoriamente apóstatas, herejes
o cismáticos; o 2) a los que pidieron la cremación de su cadáver por razones
contrarias a la fe cristiana; a los demás pecadores manifiestos, a quienes no
pueden concederse las exequias eclesiásticas sin escándalo público de los
fieles. (c.1184)
Aún en estos casos, si alguna muestra de arrepentimiento ha sido mostrada
antes de la muerte, los fieles deben recibir los ritos funerarios. El Obispo es
consultado antes de negar los ritos funerarios a los miembros de los fieles.
30. En la Diócesis de Austin, no debe solicitarse ninguna cuota para un funeral.
Los miembros de la familia del difunto pueden dar un donativo a la parroquia
o un obsequio personal al miembro del clero que presida el funeral. El
obsequio es voluntario.
31. Las Misas de Funeral deben ser celebradas generalmente en la iglesia
parroquial del difunto (c.1177), ya sea la parroquia donde estuvo formalmente
registrado, o aquella en cuyo territorio residió. Si otra iglesia hubiese sido
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designada por el difunto, o si las personas a cargo del funeral seleccionan otra
diferente, el párroco del difunto debe estar en conocimiento de ello.
Ordinariamente, las Misas del funeral no deben ser celebradas en las
funerarias.
32. La Iglesia aconseja vivamente que se conserve la piadosa costumbre de
sepultar el cadáver de los difuntos; sin embargo, no prohíbe la cremación, a no
ser que haya sido elegida por razones contrarias a la doctrina cristiana (c. 1176
§3). La “Orden de los Funerales Cristianos”, incluye provisiones para una
Misa con los restos cremados.
Los restos cremados deben ser enterrados o colocados en una tumba, no
diseminados, no guardados en casa, ni dividos entre varios miembros de la
familia.
33. La Iglesia prefiere que la cremación se lleve a cabo después de la liturgia
funeraria, pero admite que algunas veces las circunstancias obligan la
cremación antes de que sean celebrados los ritos correspondientes. La Iglesia
proporciona un ritual para ambos casos.
34. La Iglesia permite y fomenta que los ritos funerarios sean celebrados para
aquellos que han decidido quitarse su propia vida a través del suicidio. Un
cuidado pastoral especial debe ser proporcionado a sus famliares en esas
difíciles circunstancias.
Educación Religiosa
35. Los pastores de almas tienen el deber de disponer lo necesario para que todos
los fieles reciban educación religiosa (c. 794). Conforme a esto, el párroco,
asistido por su personal, están obligados a proporcionar instrucción religiosa y
preparación sacramental para todos los niños y sus padres que viven dentro de
los límites geográficos de la parroquia o quienes estén registrados en ella.
36. A un niño no se le puede negar por ningún motivo la educación religiosa,
incluyendo los casos en que las clases podrían estar llenas, los padres de los
niños no practiquen su fe, o las fechas límites para su registro se hayan
vencido. El niño tiene el derecho y obligación de estar cerca de Cristo y su
Iglesia.
37. Las cuotas para la educación religiosa deben ser razonables y discutidas por
los Consejos Pastoral y de Finanzas de la parroquia. A un niño no se le puede
negar la educación religiosa por causas económicas. Las personas de bajos
recursos no deben dejar de acercarse a la Iglesia para recibir la educación
religiosa debido a las dificultades que le impidan realizar el pago de su
inscripción.
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38. El párroco y el personal de catequesis de la parroquia deben proporcionar un
lugar adecuado para los niños que tienen necesidades especiales o han estado
ausentes de educación religiosa, con el fin de que puedan crecer en la fe. La
oficina de educación religiosa está preparada para asistir en esas
circunstancias especiales.
39. Si el proceso del Rito de Iniciación Cristiana para Adultos [RCIA] (siglas en
inglés) ha iniciado en una parroquia y una persona solicita ingresar a la
Iglesia, debe proporcionársele ayuda especial a fin de alentarla con el
propósito de que se prepare para el inicio del próximo programa de RCIA.
Este programa es adaptado a los niños si es necesario.
40. Los adultos casados que buscan bautizarse o que desean entrar en plena
comunión con la Iglesia Católica por medio de la profesión de fe, deben haber
contraído matrimonio reconocido por la Iglesia antes de entrar a la misma
Iglesia o en plena comunión. En tales casos, se tomarán las previsiones
necesarias a fin de examinar el estado que guarda el matrimonio, tan pronto
los candidatos se presenten por si mismos al Bautismo o entren en plena
comunión.
41. Todos los programas del ministerio para los jóvenes de la parroquia deben
incluir componentes de educación religiosa y formación espiritual.

Responsabilidad Pastoral
42. Los asilos, hospitales, prisiones y otras instituciones que se localizan dentro
de los límites territoriales de la parroquia, son normalmente responsabilidad
del párroco y su personal pastoral. Si por alguna razón se presentan demandas
fuera del alcance del párroco, el obispo diocesano debe ser notificado para que
se busque una solución apropiada.
En los asilos y hospitales, debe celebrarse la Santa Misa para los residentes
católicos con la frecuencia posible. Cuando la Misa no pueda celebrarse con
regularidad, al menos mensualmente debe ofrecerse un servicio de comunión.
Los Sacramentos de Penitencia y Unción de los Enfermos deben estar
disponibles en el momento en que se soliciten, al menos una vez al año.
43. Es responsabilidad del o los sacerdotes parroquiales, instruir a la secretaria de
la parroquia, el director y personal de educación religiosa con relación a la
preparación sacramental, educación religiosa y las ofrendas de la Misa. En
algunos casos, es mejor que el miembro de la parroquia hable directamente
con el sacerdote a fin de que no surjan ambigüedades o malos entendidos.
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Intenciones de la Misa y Ofrendas
44. Los fieles que ofrecen una ofrenda para que se aplique la Misa por su
intención, contribuyen al bien de la Iglesia, y con ella participan de su
solicitud por sustentar a sus ministros y actividades (c. 946). Cuando un
sacerdote acepta tal ofrenda, sin importar que tan pequeña sea, él está
obligado en justicia a cumplir la obligación de acuerdo a las normas de la
Iglesia y las intenciones de quien hizo la ofrenda.
45. Cada párroco está obligado a ofrecer una Misa por el pueblo a él confiado
cada domingo y Día Santos de Obligación- missa propopulo- (c. 534), a
menos de que se encuentre impedido legítimamente para hacerlo. Los vicarios
parroquiales no están obligados a esto. Si el párroco tiene a su cuidado más de
una parroquia, él puede ofrecer la Misa una vez por toda la gente que tiene
bajo su cuidado. En todo caso, ninguna otra intención puede ser vinculada a
esta Misa, ni un estipendio ser aceptado con motivo de la celebración de la
missa propopulo.
46. Un sacerdote puede aceptar un estipendio, u ofrenda, para que sea aplicada a
la Misa por una intención específica (cc. 945 ff). Las intenciones para las
Misas deben ser publicadas, pero no se requiere que éstas sean anunciadas en
voz alta durante la Misa.
47. Cuando se acepten las ofrendas para la Misa, todos los sacerdotes deben evitar
hasta la más pequeña apariencia de negociación o comercio con las ofrendas
de los fieles. La celebración de la Misa nunca debe convertirse o inclusive dar
la aparencia de parecerse a una forma de obtener una ganancia económica
para el sacerdote o por la parroquia.
48. La cantidad monetaria para los estipendos de la Misa es determinada por la
reunión provincial de obispos. La cantidad nunca puede ser incrementada por
un sacerdote o por la parroquia. Para la provincia de Galveston-Houston, a la
cual pertenece la Diócesis de Austin, la ofrenda sugerida es de $50 dólares.
Los fieles pueden libremente ofrecer una cantidad mayor. Deben ellos hacerlo
así, ya que muchas Misas son ofrecidas en la medida en que la cantidad de
ellas lo permita, a menos de que la persona que está haciendo la ofrenda
indique libremente al momento de hacer su solicitud que una Misa pueda ser
ofrecida por el número total de ellas.
49. Los sacerdotes no deben impedir a las personas de bajos recursos estar en la
posibilidad de tener intenciones aplicadas a la Misa, los anterior debido a su
imposibilidad de hacer la ofrenda sugerida
50. Solamente un estipendio puede ser aceptado por cada Misa. El sacerdote está
en la posibilidad de retener para su propio uso un solo estipendio por día. Los
otros estipendios adjuntados a otras Misas celebradas o concelebradas el
mismo día deben ser dados a la parroquia o las misiones.
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51. Ordinariamente, está estrictamente prohibido recaudar ofrendas por más de
una intención partícular y ofrecer una Misa colectivamente por el bien de esas
intenciones. Es particularmente cierto que algunas veces los fieles no tienen
conocimiento que sus intenciones específicas serán unidas a otras en la misma
Misa. Sin embargo, “en los casos en que la gente que está haciendo la ofrenda
ha sido previa y explícitamente informada y haya libremente aceptado
combinar sus ofrendas en una sola, sus intenciones pueden ser satisfechas con
la celebración de una sola Misa de acuerdo a la intention “colectiva”. En este
caso, es necesario que el lugar y tiempo para la celebración de esta Misa, la
cual no puede ser más de dos veces por semana, se haga pública”. (Decreto de
la Congregación para el Clero Mos iugiter obtinuit, Febrero 22, 1991).
Respecto a las Misas colectivas, el sacerdote puede aceptar solamente el
estipendo equivalente a una sola intención de la Misa. Él no puede retener
para su propio uso la cantidad ofrecida para todas las intenciones ofrecidas
colectivamente. Más bien, la cantidad remanente de las ofrendas son
entregadas a la parroquia o a las misiones.
Servicio de la Comunión
52. Cuando los Sacramentos del Matrimonio y Bautismo, o bien, un funeral no se
celebren dentro de la Santa Misa, la distribución de la Sagrada Comunión no
está permitida.
53. En domingo, un “servicio de comunión” no puede reemplazar la celebración
de la Misa, a menos de que sea autorizado por el obispo diocesano.
Quinceañera
54. Se recomienda que la Quinceañera no sea celebrada en lo individual, sino en
una celebración parroquial ofrecida regularmente para aquellos que deseen
participar. Las parroquias pueden formular sus políticas locales a este
respecto.
55. Para que pueda ser celebrada una Quinceañera, deben cumplirse los requisitos
enlistados en el Manual Pastoral, entre los cuales se incluyen que la persona
esté participando en el programa de educación religiosa y haya celebrado su
Bautismo, Primera Comunión y Primera Reconciliación. También se requiere
que la persona haya celebrado su Confirmación o se esté preparando para ello.

Emitidas el 2 de febrero, en el Año de Nuestro Señor 2009, la Fiesta de la Presentación
de Nuestro Señor, en el Centro Pastoral de la Diócesis de Austin.
Reverendísimo Gregory M. Aymond.
Obispo de Austin.
Diácono Ron Walker.
Canciller.
(sello)

