
 

Called, Gifted  
& Sent 

 
 
 
 
 
 
 
 
 
 
 

Resource Manual 
 

“Equipping volunteer ministers  
while ensuring safe and caring  

communities of faith.” 
 
 

 
 
 

Diocese of London 
Revised July 30, 2009 



Section - 1

“I NTRODUCTION ”



 

Table of Contents 
 
 

SECTION 1 - Introduction 
Letter from Bishop Ronald Fabbro, Bishop of London................................................... 1-1  
Called, Gifted & Sent, Main Objectives .......................................................................... 1-2  
Overview Chart................................................................................................................ 1-3  
Overview - Steps.............................................................................................................. 1-4  
Coordinating Team Member Ministry Role Description................................................. 1-6  
Oath of Confidentiality .................................................................................................... 1-8
  
SECTION 2 – Requirements for High Risk Ministry 
Overview & Check List ................................................................................................... 2-1  
Strategies for Decreasing Risk......................................................................................... 2-2  
Confidential Record Keeping - Overview ....................................................................... 2-3  
Freedom of Information - Overview................................................................................ 2-4  
Record Keeping Checklist for Volunteer Minister’s File ................................................ 2-5  
Vulnerable Position Police Records Check - Overview .................................................. 2-6 
Renewal of Criminal Reference Checks .......................................................................... 2-7  
Offence Declaration ......................................................................................................... 2-8  
Reference Checks - Overview ......................................................................................... 2-9  
Reference Checks - by Telephone ................................................................................. 2-10  
Reference Letter............................................................................................................. 2-12  
Reference Checks Summary - Guidelines ..................................................................... 2-15 
Reference Checks Summary - Template........................................................................ 2-16  
Interview Procedures - Overview .................................................................................. 2-17  
Interview Questions for Potential Volunteer Ministers ................................................. 2-19  
Interview Summary - Guidelines ................................................................................... 2-21  
Interview Summary - Template ..................................................................................... 2-22  
Removing a Current Volunteer Ministers & Reporting Abuse/Criminal Acts.............. 2-23 
 
SECTION 3 – Requirements for Other Ministries 
Overview & Check List ................................................................................................... 3-1 
  
SECTION 4 – Requirements for New Volunteer Ministers 
Overview & Check List ................................................................................................... 4-1 
 
SECTION 5 – Requirements for On-Going Support 
Overview & Check List ................................................................................................... 5-1 
Preparation & Formation Overview................................................................................. 5-2 
 
 
 
 
 



 

SECTION 6 – Appendix & Pocket 
How to find the Resource Manual ................................................................................... 6-1 
Ministry Role Description................................................................................................ 6-2 
Ministry Information Form.............................................................................................. 6-3 
Guidelines for Volunteer Ministers ................................................................................. 6-5 
Standards We Strive Toward ........................................................................................... 6-6 
Responsibilities of Volunteer Ministers........................................................................... 6-7 
Working with Vulnerable Individuals ............................................................................. 6-8 
Working with Other People’s Children ........................................................................... 6-9 
Volunteer Ministers & Liability..................................................................................... 6-11 
Prayer of Volunteer Ministers........................................................................................ 6-12 
Called, Gifted & Sent Pamphlet..................................................................................... 6-13 
 





Called, Gifted & Sent, Diocese of London                                                                                                             1-2

“Called, Gifted
& Sent”

Main Objectives

T To effectively invite, screen, prepare, nurture
and support volunteer ministers

T To ensure the safety of vulnerable people in
our faith community(ies) to whom we
minister



Pastor/Pastoral Team
Called, Gifted & Sent
Coordinating Team

Requirements  for 
HIGH RISK MINISTRY

Requirements for
OTHER MINISTRIES

Requirements for
NEW VOLUNTEER 

MINISTERS

Requirements for
ON-GOING SUPPORT

Confidential Record 
Keeping

Ministry Information Form

Guidelines for Volunteer 
Ministers

Ministry Role Description

Reference Check

Interview

Police Records Check

Confidential Record 
Keeping

Ministry Information Form

Guidelines for Volunteer 
Ministers

Ministry Role Descriptions

Process in place for 
requirements to be 
followed for HIGH RISK 
MINISTRY and OTHER 
MINISTRIES with new 
Volunteer Ministers

Training & Formation

Support

Appreciation

Feedback

HIGH RISK MINISTRY: 
All Ministry Leaders/Coordinators
Volunteers (14 yrs. and older) working with children and youth (under 18) regardless of the setting.
Volunteers (14 yrs. and older) working one-on-one with vulnerable adults.

Vulnerable Adults:  One who has difficulty protecting him/herself from harm temporarily or permanently and is 
at risk because of age, disability or circumstances such as emotional distress or uncertainty.

OTHER MINISTRIES:
All ministries that are not high risk (eg. Lectors, Ushers, Events Volunteers, Choir Members, etc)

1-3
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Overview - Volunteer Management 
Steps used while implementing 

 Called, Gifted & Sent 
 

1.  Ministry Role Description 
A Ministry Role Description describes the expectations of a Volunteer Ministry Position by 
clearly outlining the main responsibilities; abilities needed; length of commitment; 
orientation and preparation provided; supervision, support and benefits. 

 
Well written Ministry Role Descriptions will give the Volunteer Minister clear guidelines of 
what is (and is not) expected of them.  Often, Ministry Role Descriptions will relieve anxiety 
and build trust and credibility.   It will also serve as a helpful tool in evaluating both the 
Volunteer Minister’s and the Ministry’s efforts (*Trumbauer, p. 88). 
 
Samples of Parish Ministry Role Descriptions are on the Diocesan website. 

 
2.  Inviting/Recruiting (optional) 

Recruitment involves both discovery and invitation (*Trumbauer, p. 105).  An important part of 
recruiting is assisting people in discovering their gifts, inviting them into ministry and 
appropriately matching their gifts with the needs of the community.   

 
Too often we rely on a few key volunteer ministers to carry out the responsibilities of the 
community.  Using Ministry Role Descriptions and varied recruitment methods will assist in 
others becoming involved in fulfilling the needs of the community.   
 
Many parishes have an annual “Ministry Fair” to invite new volunteers. 

   
3.  Ministry Information Forms (see appendix) 

Faith Communities/Programs are responsible for obtaining basic information from all 
volunteer ministers.  The Ministry Information Form collects basic information about the 
person interested in a volunteer ministry position.  The individual will be invited to reflect on 
the gifts, experiences and reasons why he/she is interested in this ministry.   

 
The “Guidelines for Volunteer Ministers” (see appendix) are to be handed out to all 
volunteer ministers.  It serves as an educational tool and explains the expectations and 
responsibilities of all who volunteer in the Diocese of London. 

  
4.  Checks for High Risk Ministry 
 (References & Vulnerable Position Police Record Checks) 

Great care needs to be taken in ensuring appropriate individuals are matched to work in 
ministry with children, youth and vulnerable adults.  “Vulnerable adults include persons with 
mental, physical or emotional impairments.  This same care should also extend to ministering 
to those in crisis.” (*Trumbeaur, p. 205) 

 
 If individuals will be working with children, youth and vulnerable adults they will be 
required to provide references and a ‘Vulnerable Position Police Record Check’. Police 
record checks signal, in a very public way; that our faith communities are concerned about 
the safety of our members. 

....continued.... 



Called, Gifted & Sent, Diocese of London                                                                                                    1-5 

5.  Interviews 
When individuals are not known by the leadership of the community or when known 
individuals are interested in ministering with children, youth and vulnerable adults, 
interviews serve to ensure that individuals have appropriate gifts for these ministries.   

 
6.  Orientation to Volunteer Ministry  

Orientation to Volunteer Ministry assists in familiarizing volunteer ministers with some 
basic background information about the faith community and the diocese as well as an 
opportunity to meet their co-ministers and tour the facility.  The Diocese of London 
uses the “Guidelines for Volunteer Ministers” to orient volunteer ministers to 
volunteering in the Diocese.  

 
7.  Preparation & Formation 

The type and level of training that is required is directly related to the ministry being 
offered.  Different ministries require different preparation.  Being a choir director 
demands one type of formation while a catechist requires another and a youth minister 
still another.   

 
Preparation and formation have many possible forms.  They may include in-class 
training, mentoring, on-the-job training, retreats, reading, videos, discussion groups, 
faith sharing, etc. 

 
8.  Feedback & Supervision 

Giving and receiving feedback in ministry is critical for the development of both the 
volunteer minister and the ministry.  Volunteer ministers need to be encouraged to 
share their experiences - such as joys, struggles, challenges, suggestions, 
improvements, etc.  Those in leadership positions must also give volunteer ministers 
feedback about how they are fulfilling the role, what they are doing well and what areas 
they need to develop. 

 
9.  Participant Feedback 

Providing ways for participants to give feedback is essential for growth and 
development and ensuring that we are providing a safe and caring ministry.  Often, it 
serves to affirm volunteer ministers in the important role they are playing for the 
participants.  As well, if there are any concerns underlying a ministry, participants are 
given the opportunity to voice their perspectives. 

 
Participant feedback can be both formal and informal.  Formal feedback often occurs at 
the end of a ministry year by way of an evaluation tool.  Informal feedback occurs in 
regular conversations in which leaders are listening for how the ministry is unfolding.   

 
10.  Support & Appreciation 

“Many lifelong church volunteers report that no one has ever thanked them for their 
ministry in the church.”  (*Trumbeaur, p. 167)  Gratitude is a sign of a healthy community.  
Taking time to effectively support and appreciate one another is vital in order for 
volunteer ministers to stay motivated and active. 

 
 

*Trumbauer, Jean Morris, Sharing the Ministry, Augsburg Fortress, Minneapolis, 1999   
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Called, Gifted & Sent 
Coordinating Team Member 

  
 

Purpose of Position: 
Together with a team, to implement and maintain the Called, Gifted & Sent Process for all 
volunteer ministers at the local level (ie. program/parish/cluster/). 

 
Responsibilities: 
• Attend orientation & training sessions for Coordinating Teams in local area 
• Sign the “Oath of Confidentiality” 
• In Collaboration with the Pastor/Pastoral Team, and together with a team ensure that: 

• the filing system for volunteer ministers is being maintained, updated and kept 
confidential  

• ministry role descriptions are being updated and developed for all ministries in the 
parish/program 

• potential volunteer ministers are being screened properly (eg. Ministry Information 
Forms collected, Guidelines for Volunteer Minister & Ministry Role Description 
given to them) 

• potential volunteer ministers in a high risk ministry are screened properly (eg. In 
addition to the above, Police Records Check, interviews and reference checks have 
been conducted) 

• necessary initial and on-going training and formation is being provided for all 
volunteer ministers 

• ministry leaders/coordinators have the necessary tools to give feedback to and 
evaluate both volunteer ministers and the specific ministry 

• participants are given an opportunity to give feedback and evaluate the specific 
ministry 

• volunteer ministers are adequately supported, recognized and appreciated for their 
efforts 

• if a data base is being utilized, that it be adequately updated and maintained  
 

Abilities Needed: 
• An understanding of local reality and ministry 
• Sensitivity to the needs of volunteer ministers 
• Excellent interpersonal, communication skills and a team player 
• Organization skills 
• Respect for confidentiality 
• Willingness to learn and to implement new strategies at the local level  

 
Length of Commitment:  Two Years 
• Amount of Time Required:  Varies with season and role of Coordinating Team 

 
  
          
              ….continued….  
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Orientation & Training Provided: 
• Annual workshops provided by The Institute for Catholic Formation. 
 

Supervision and Support: 
• Supervision:  Pastor or Cluster/Zone Appointed Person 
• Support:  Diocesan Coordinator of Called, Gifted & Sent Initiative, Personnel Office 

(519.433.0658) 
 

Benefits: 
• Being a part of implementing a process to better support volunteer ministers and those 

receiving ministry 
• Development of leadership skills 
• Learning about church systems, change and ministry 
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Oath of Confidentiality

I,                                                      , agree that I will keep confidential any personal information
(please print name)

about volunteer ministers and potential volunteer ministers which comes to me as a result of

carrying out my responsibilities as a member of the                                                                     
(faith community/program)

Called, Gifted & Sent Coordinating Team.  I will observe the obligation of confidentiality 

regarding all matters coming to my knowledge in the performance of these duties.

So help me God.

  (Signature)

Signed and sworn in my presence
this         day of                200__

(Pastor’s / Director’s Signature)

(This completed document is to be placed in the Coordinating Team Member’s volunteer file)



Section - 2

“R EQUIREMENTS FOR 
HIGH RISK M INISTRY ”



Confidential Record 
Keeping

Ministry Information Form

Guidelines for Volunteer 
Ministers

Ministry Role Description

Reference Check

Interview

Police Records Check

Requirements  for 
HIGH RISK MINISTRY

A safe and secure place for volunteer 
ministers’ files has been established

All current volunteers involved in high risk 
ministry* have been identified

For each;

Ministry Information Form has been 
filled
- form in appendix, back pocket or on 
website

Guidelines for Volunteer Ministers have 
been distributed.
- Guidelines in appendix, back pocket or 
on website

Ministry Role Descriptions have been 
written for each ministry position and 
distributed.  
- Standard form in appendix, back pocket 
or on website.  
- Sample role description from other 
parishes on website.

Reference Check has been collected  
- 1 reference for current volunteers
- 3 references for new volunteers       
- guidelines and forms in this section            
- more background information on website                             

Interview has been conducted                   
- not necessary for current volunteers
- essential for new volunteer
- guidelines and forms in this section 
- more background information on website                             

Police Records Check has been obtained
- information in this section and on website

HIGH RISK MINISTRY: 
All Ministry Leaders
Volunteers (14 yrs. and older) working with 

children and youth (under 18) 
regardless of the setting.
Volunteers (14 yrs. and older) working
one-on-one with vulnerable adults.

Vulnerable Adults:  One who has difficulty 
protecting him/herself from harm temporarily or 
permanently and is at risk because of age, 
disability or circumstances such as emotional 
distress or uncertainty.

WEBSITE:   www.rcec.london.on.ca
(click on Called, Gifted & Sent)

For Support/Information Contact:
Personnel Office

519.433.0658
1070 Waterloo St. London, ON  N6A 3Y2

infohr@rcec.london.on.ca

2-1
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Strategies for Decreasing Risk 
 

 
When a ministry is considered a high risk ministry along with conducting the necessary steps 
outlined in this section, all efforts should be made to reduce the risk through one of the 
following strategies: 
 
1. Eliminate the risk  
There may be activities that have risks and possible consequences so great that they should 
be discontinued. For example: a parish may decide an overnight camping trip with altar 
servers and one adult volunteer minister is an activity with unacceptable risks. 
 
2. Modify the activity 
Change the location and the activity  
For example: all home visitations to the sick could be done with at least two volunteer 
ministers. Youth Ministry leaders could have at least one other adult volunteer present if they 
are driving participants home. 
 
3. Transfer or Share Liabilities  
Involve other organizations or service groups, which are better prepared to handle the 
specific risk issue.  
For example: transportation of youth or vulnerable adults, such as seniors, could be 
arranged through a local bus or taxi company. 
 
4. Assume the risk but minimize it wherever possible 
Ensure that all volunteer ministers, especially those working with vulnerable people have 
gone through the 10 Step System.  Especially ensure that they are equipped for the specific 
ministry by checking references, interviewing and having them undergo the ‘vulnerable’ 
position police record check.  Provide them with a clear ministry role description, the 
“Guidelines for Volunteer Ministers”, adequate training, support and feedback. 
For example: having shut-in parishioners receive Holy Communion is vital and a practice 
we would want to continue. 
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Confidential Record Keeping 
Overview 

 
The information gathered through this volunteer management process should only be accessible 
to the volunteer minister, the Called, Gifted & Sent Coordinating Team and the Pastor/Pastoral 
Team/ Director. 
 
Only basic information (eg. contact information & emergency contact information) and 
information about gifts and talents may be placed in a data base and be accessed by other 
ministry leaders.   
 
All volunteers have the right to expect that any personal information will be kept confidential. It 
is important that these guidelines on the maintenance and confidentiality of records be explained 
to all volunteer ministers and volunteer applicants so that they know who has access to their 
information. It should be made clear to them that they can examine their file at any time and may 
insert documentation of their own if they so desire. The file remains the property of the 
parish/program/ diocese. 
 
Volunteer Ministers’ Files should contain copies of: 
 
T Record Keeping Checklist  
T Ministry Role Description  
T Ministry Information Forms 
T Interview Summary (not personal notes from interviewers) 
T Reference Summary (not personal notes from person contacting references) 
T Letters of Praise 
T Appreciation Awards  
T Feedback / Evaluations 
T Certificates of Training  
T Information the Volunteer would like to insert. 
T Sealed & marked “Confidential” envelope containing Police Records Check 
 
This information is to be kept in a secured filing system to which only the Called, Gifted & Sent 
Coordinating Team and the Pastor/Pastoral Team/Director have access. 
 
Only the Pastor/Director or appointed delegate will have access to Police Records Check 
information. 
 
All files should be kept and updated while the volunteer is in a ministry position at the parish/ 
program. For legal reasons, data on volunteer ministers should be kept on file for seven**** 
years after a person has ceased her/ his ministry. 
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Freedom of Information & Protection of Privacy Act 
 

In January 1, 2004 the Personal Information Protection and Electronic Documents Act or 
PIPEDA will apply in Ontario. The Freedom of Information and Protection of Privacy Act in 
Ontario may also undergo substantial changes to include not-for-profit organization (eg. 
Churches). The following are guidelines on record keeping to assist in ensuring that you are 
complying by the law. For more information visit our website.  

 
1.  Create records with access in mind. 

Always create records assuming someone will ask to see them.  
Records should be created with the expectation that they could be the subject of an access 
request under the Act. Where feasible, organize records at the time of creation in ways that 
facilitate access. 

 
2.  Avoid quoting another person 

As a general rule, staff/coordinating team members should not be recording conversations by 
quoting those persons who made the comments. Quotations and the name of the person 
quoted are releasable under the Act unless they meet one of its specific exceptions. Use the 
interview summary forms and references summary form instead of notes taken during 
interviews and reference checks. These should be discarded appropriately immediately after 
the selection process is complete. 

   
3.  Don’t collect or record information you don’t need. 

Staff should not be recording unsubstantiated subjective evaluations in records. This is 
especially true where comments or opinions are about another individual. Under the Act, 
these comments are considered to be the personal information of the individual they are 
about and, therefore, that individual has a right of access to them. Don’t record subjective 
comments. Be objective. Don’t write it down unless you are prepared to have it read. 

  
4.  Avoid putting transitory notes on file 

The Act does not differentiate between an official file and an unofficial file. Any record in 
the Church’s custody or control is accessible under the Act, official or otherwise. For 
example, staff/coordinating team members should not put those hastily scribbled notes from 
a telephone conversation on file until they have taken the time to re-write them, removing all 
subjective comments or unnecessary quotations. Further, once they have rewritten the notes 
into the formal file, staff/coordinating team members should promptly destroy the transitory 
notes which are no longer needed. Use the interview summary forms and reference summary 
forms to summarize information. These will act as the final version of your notes. Always 
dispose of your transitory notes. 
 

5.  Other records keeping suggestions 
When necessary, if the situation suggests, inform individuals of respect for confidentiality. 
The staff must protect personal information under the custody and control of the Church and 
under the Freedom of Information and Protection of Privacy Act. 
 

[Information and recommendations regarding the Freedom of Information and Privacy Act 
 suggested by  Volunteer Canada] 
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Record Keeping Checklist 
for Volunteer Minister’s File

CONFIDENTIAL
Name of Volunteer Minister:

Ministry Information Form in file?   9Yes 9No
 

Ministry Position: 

Requirements Covered
Please date and initial once requirement has been completed

Date Initial

Ministry Role Description given

Guidelines for Volunteer Ministers given

For High Risk Ministry Only

Interview Conducted

Interview Summary Form completed and filed

Reference Checks Conducted

Reference Checks Summary Form completed and filed

Sealed Police Records Check in file

Supervision/Feedback

Resignation/Termination

Other documentation to be included in file:
• Ministry Information Form
• Ministry Role Description
• Sealed Police Record

Check
• Letters of Praise

• Copy of certifications
• Appreciation Awards
• Feedback/Evaluations
• Copy of Certificates of Training
• Information the Volunteer would like to insert
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Vulnerable Position Police Records Check 
Overview 

 
 

Vulnerable Position Police Record Check for Volunteers will check… 
• Criminal Records 
• Pardoned sexual offenses 
• Local involvement with police 

 
 
Process ~ 
1. Contact your local Police Department (see website for listing). Ask for the person who conducts 

police records checks. 
• explain that you are working on behalf of your parish and that you are calling regarding  

the “Vulnerable Position Police Records Checks” for those people volunteering with 
vulnerable individuals 

• ask what process volunteers need to follow if they need this police records check. In our 
diocese some police departments allow parishes to collect the forms while others require 
each volunteer to fill out and pick up their own forms. The parish must follow the local 
process set up by the police department. 

• ask the cost of having the police records check done for volunteers. In our diocese this 
ranges from $0 - $15. 

• set up a time to pick up the forms from the Police Department, if this is required.  
 
2. Inform your pastor/coordinator of the process that will be taken. 
 
3. The parish can collect the forms, set up a time for those who need “Vulnerable Position Police 

Records Check” to fill out forms. 
 
4. The parish can collect the forms, send information with cover letter (signed by Pastor) to the 

Police Force. (The police department can give you a sample cover letter.) 
 
5. Once the results are returned to the Pastor, he checks these results. Guidelines for the Pastor 

called “Protocal for Checking Police Records Checks by Pastors” can be found on the website.  
   
6. The results will be given to the Coordinating Team in a sealed envelope. It is to be placed in the 

volunteer minister’s file. The team will not have access to this information. 
 
7. If concerns arise from the Police Records Check thy will be handled by the Pastor. 
 
8. We must ensure absolute confidentiality in this matter for all volunteer ministers. 
 
9. If young people (14+) will be working in a high risk ministry, you will need to seek parental 

consent before asking for a Police Records Checks since young people, 18 years old and 
younger, are considered minors. 
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Renewal of Criminal Reference Checks 
 
 
The majority of our police records checks gathered in the initial implementation phase 
are now over five years old. We have been debating how to update these records in a 
timely and cost efficient manner. Some police forces are viewing criminal reference 
checks as a source of revenue and the price has increased.  
 
We have consulted other Dioceses in Ontario and a few school boards. We will follow 
the practice of asking those in “High Risk Ministry” who have already produced a 
police records check to sign off on a form indicating there have been no new criminal 
offences to declare since their last police record check.  The new form for renewal of 
police checks for volunteers follows.  
 
We will follow the same procedure and use a similar form for all priests, deacons and lay 
ecclesial ministers. This will be coordinated through the Pastoral Leadership Team.  
 
N.B. Those new to “high risk ministry” will still need to obtain a criminal reference 
check from the local police department. 
 
 
Please contact Mark Ouellette or Judy Furac at the Chancery Office for further 
information on the “Called, Gifted & Sent” program. 
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The volunteer will complete part A or part B

Part A     No Offences

I, ___________________________________, a volunteer with _________________________________,
(Please Print Name)          (Parish Name)

do certify that since the date of the Police Record Check submitted to my parish as a condition of
volunteering in a high risk ministry or group that I have not been convicted of an offence under the
Criminal Code of Canada or had any negative police involvement. I acknowledge that making a false
statement will be grounds for termination of my volunteer position(s) in the parish.

Volunteer’s Signature: _________________________________ Date: ___________________________

Screening Member Signature: ____________________________________________________________

Part B     Offences to Declare

I, ___________________________________, a volunteer with _________________________________,
(Please Print Name)          (Parish Name)

do certify that since the date of the Police Record Check submitted to my parish as a condition of
volunteering in a high risk ministry or group that I have been convicted of an offence under the Criminal
Code of Canada or have had negative police involvement as set out in the police records check. Please
provide details of this involvement below:

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

I acknowledge that making a false statement will be grounds for termination of my volunteer position(s)
in the parish.

Volunteer’s Signature: _________________________________ Date: ___________________________

Screening Member Signature: ____________________________________________________________

This information is for parish screening purposes only and will be kept confidential.

Diocese of London
Offence Declaration
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Reference Checks - Overview 
 

1. Contact the references given by the volunteer.  The Ministry Information Form provides 
contact information for these references.  For current volunteer ministry, 1 reference is 
required.  For new volunteer ministers, 3 references are required. 

 
2. Use the phone:  Most references are more likely to be honest over the phone or in person rather 

than in a formal letter. An outline of how to conduct a phone interview is included in this 
section.  A formal form is also provided if this is easier to obtain. 

 
3. Seek information on role-related behaviour: Ask for details about role related behaviours, 

such as tardiness and absenteeism, rather than about personality traits, such as ambition and 
intelligence, which are hard to evaluate reliably. 

 
4. Ask specific and direct questions: Questions such as "Would you be willing to have this 

person work one-on-one with your child?" or "How is this person's behaviour in a group 
setting?@ or "Would this person be able to work with those grieving?@ 

 
5. Combine references with other predictors: Reference letters are no substitute for  Ministry 

Information Forms, Interviews, a Police Records Checks.  They are only one important part of a 
good selection process for high risk ministries. 

 
6. Watch out for phrases with hidden meanings: Most references do not blatantly lie; they 

simply don't tell the whole truth; eg. an "individualist" may be a person who cannot work with 
others.   

 
7. Listen for traits and behaviours that match those of a suitable volunteer ministry leader.  Use 

 the Ministry Role Description to ascertain the skills/traits necessary for the specific ministry. 
 
8. Ask open-ended questions that require more than just Ayes@ or Ano@ responses.  Keep asking 

clarifying questions until you understand the answers the reference is giving.   
 
9. Obliging by the Human Rights Code - as there is specific information for which one  cannot 

legally ask due to the Human Rights Code (on website) use the templates provided as a guide 
and only ask questions directly related to the ministry role. 

 
10. Fill out the AReference Checks Summary@ form included in the section.  This is the only 

document to be kept in the volunteer minister=s file.  Discard appropriately  all personal notes 
taken while checking references. 

 
 

IMPORTANT INFORMATION  - RECORD KEEPING  
 

Current Volunteer Ministers involved in a high risk ministry will be asked for one written 
reference.  This information must be transferred to a reference checks summary form.  It then  
needs to be appropriately discarded in order to keep the information provided confidential. 
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Reference Checks - by Telephone 
 

C O N F I D E N T I A L 
— Personal Notes — 

(to be discarded appropriately once selection process is complete) 
 
Name of Volunteer Minister:  
           
Identify yourself and ask if he/she is in a confidential setting and can speak freely.  Note the attitude, tone and hesitancy 
(if any) in his/her voice through the conversation.  It is important to check all references to ensure you have a clear 
picture of the individual.  Explain that this will take about 10 minutes.  
What is your relationship with this person? 
  
  
 
How long have you known each other?  
Describe the ministry clearly to the person giving the reference. 
How would you describe his/her skills and suitability for this ministry? 
  
  
  
 
Identify the level of trust that will be developed with children/youth/vulnerable adults within the 
ministry.  (eg.  Joe will be working closely with children and may be alone with them.  Would you 
be comfortable with Joe having this kind of relationship with your child?”). 
 
Write below how you will phrase this to the reference person: 
  
  
  
 
Record Comments: 
  
      
  
    
Could you comment on how you think                            would fit into this ministry? 
  
  
  
 
How would you describe the candidate’s personality and temperament? 
  
   
  

....continued.... 
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What would you describe as                                 strengths? 
 
 
 
 
 
 
 
What would you identify as this individual’s weaknesses as they pertain to this ministry? 
 
 
 
 
 
 
 
On a scale of 1 to 10 (1 being very little and 10 very much), how little or how much does 
this person exhibit these traits? 

 Very Little       Very Much 

Dependability 
Trustworthiness 
Honesty 
Stress Management 
Respect for others 
Leadership ability 
Tolerance of diversity 
Team Player 
Respect for confidentiality 
Commitment 
 

1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10  
1.........2.........3.........4.........5.........6.........7.........8.........9.........10  

 
Would you have any hesitation in recommending this individual for this volunteer 
ministry position?  Is there anything we should be aware of in accepting this person? 
  
  
  
 
Do you have any further comments: 
  
   
 

IMPORTANT INFORMATION - RECORD KEEPING 
 

The only information about the reference checks that will be kept in the candidate’s file is the 
Reference Checks Summary Form.  Once the interview is complete please fill out this form and 
appropriately discard any personal notes you have made including these notes. 
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Reference Letter 

 
Throughout the province, volunteer organizations and churches are asking their 
volunteers to provide references.  This is done to assure the safety of children, youth, the 
elderly, vulnerable adults and volunteers themselves.  
 
In the Diocese of London, we are beginning a more formalized process of reference 
checks particularly for those working with vulnerable individuals.  Those currently 
volunteering in these ministries are being asked to provide a reference letter.  The 
information you provide will be kept confidential in our parish and is not shared with any 
outside organization. 
 
                                                                                     , is now volunteering at  

name of volunteer minister 
                                                                                      .  This person has supplied us with                            
                                      parish/program name 
    
 your name and address. The current ministry position for which he/she would like your 
reference is  
  

ministry position 
 
Brief Description:  
  
  
  
 
 
We wish to receive current, accurate information about this person.  Please base your 
assessment of this person on your experience of the work you have done together.  Again, 
your comments will be held in strict confidence.  We expect this will take about 15 to 20 
minutes. 

 
 
 

Please fill in the enclosed form and return it to the person listed below 
 

 
Called, Gifted & Sent, Team Member:____________________________________________  
Parish/Program: _____________________________________________________________ 
Address: ___________________________________________________________________ 
___________________________________________________________________________  
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Reference Letter 

 
C O N F I D E N T I A L  

Please PRINT your name: 
  
 
Please PRINT the name of the volunteer minister for whom you are writing this reference: 
  
 
What is your relationship with this person? 
  
  
 
How long have you known each other? 
  
  
 
How would you describe his/her skills and suitability for this ministry? 
  
  
  
 
How would you describe the candidate=s personality and temperament? 
  
  
  
 
What would you describe as the individual=s strengths? 
  
  
  
 
What would you describe as the individual=s weaknesses? 
  
  
  
 
This individual is working with vulnerable people (children, youth or vulnerable adults) as 
described in the introductory letter.  Are you comfortable with him/her having this type of 
relationship?  Why?  Why not? 
  
  
  

...continued... 
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Please indicate any problems or conditions that would interfere with the volunteer minister being 
able to care for those entrusted to him/her? 
  
  
  

 
On a scale of 1 to 10 (1 being very little and 10 very much), how much or how little does this 
person exhibit these traits? 
 
 

 
Very Little       Very Much 

 
Dependability 
Trustworthiness 
Honesty 
Stress Management 
Respects others 
Leadership ability 
Tolerant of diversity 
Team Player 
Respects confidentiality 
Commitment 
 

 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10 
1.........2.........3.........4.........5.........6.........7.........8.........9.........10  
1.........2.........3.........4.........5.........6.........7.........8.........9.........10  

 
Would you have any hesitation in recommending this individual for this volunteer ministry 
position?  Is there anything about this person of which we should be aware? 
  
  
  
 
Any further comments: 
  
  
  

 
 

We sincerely thank you for the time taken to 
provide answers to our questions and  
for returning this form to the person  

listed in the introductory letter. 
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Reference Checks Summary 

 
 

Only the Reference Checks Summary (template included in this section) will be kept in 
the volunteer minister’s file.  Discard appropriately all personal reference check notes and 
or reference letters once selection process has been completed.   
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Reference Checks Summary 
    Date:     
Name of Candidate: 
Volunteer Ministry Position:     

 
Objective: To assess the results of all reference checks to assist in determining suitability for      
            ministry. 

Base Score and Comments using information from all references 
 
# 

 
Criteria 

 
Score 

/10  

 
Objective Comments Made by Reference 

 
1 

 
Skills/Gifts 

 
 

 
 

 
2 

 
Suitability 

 
 

 
 

 
3 

 
Experience 

 
 

 
 

 
4 

 
Personality/ 
Temperament 

 
 

 
 

 
5 

 
Working with 
vulnerable 
population 

 
 

 
 

 
6 

 
Dependability 

 
 

 
 

 
7 

 
Trustworthiness 

 
 

 
 

 
8 

 
Honesty 

 
 

 
 

 
9 

 
Stress Management 

 
 

 
 

 
10 

 
Respect for others 

 
 

 
 

 
11 

 
Leadership ability 

 
 

 
 

 
12 

 
Tolerance of 
diversity 

 
 

 
 

 
13 

 
Team player 

 
 

 
 

 
14 

 
Respect for 
confidentiality 

 
 

 
 

 
15 

 
Commitment 

 
 

 
 

 
 

 
Total 

 
           
  150 

 
 

Recommendation: 
G References recommended candidate for this position 
G Candidate did not meet criteria as outlined by references 
G Candidate did not have experience required to fill position 
G Candidate did not have the skills required for this ministry 
G Reference(s) had hesitations about candidate working in this ministry 
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Interview Procedures
Overview

Interviews are an extremely important step in assessing suitability for ministry.  The interview
provides not only an opportunity to talk to the potential volunteer minister about his/her
background, gifts, talents, skills, interests and availability, but it serves to express the ministry
expectations and to convey the guidelines set for volunteering in our diocese. 

The Purpose of the Interview:

• To discern the emotional maturity and stability of a potential volunteer minister
• To clarify what attitudes, values, experiences, and skills the person would bring to ministry
• To share expectations regarding training, role, supervision and the ministry itself

Responsibility for Interviews:

• The Called, Gifted & Sent Coordinating Team is responsible for conducting interviews.  The
team may decide to invite the Ministry Leader/Coordinator of a specific ministry to assist with
the interviews since this person will have a clearer understanding of what gifts are needed to
perform  that specific ministry.

Who Will Be Interviewed?

• All new volunteer ministers who will be engaged in HIGH RISK MINISTRY as determined
by the Diocese of London.  

• Current volunteer ministers who are not presently involved in a high risk ministry and who
intend to move into a high risk ministry.

Guidelines for Conducting an Interview:

Preparation:
• All interviews must be conducted by at least 2 people.  Determine ahead of time who will be

asking which questions. Review Human Rights Code (on website).  Review  Interview Summary
Form.

• Interviews should be conducted at the parish (unless the ministry will take place in the potential
candidate’s home, in which case an interview in his/her home would also be suitable)

• Bring the completed Ministry Information Form and reference notes to the interview
• Establish an environment for the interview which is safe and free of distractions.

....continued...
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During Interview

• Welcome potential candidate and explain process of interview.
• Be a good listener - you are gathering information, not discussing your views!
• Attitude - show interest, be alert, maintain eye contact.  This person is very important,

make him/her feel that way 
• Describe the ministry specifically using the Ministry Role Description
• Use the “Interview Questions for New Volunteer Ministers” Form (in this section).

Follow the interview questions since interview questions are subject to Human Right
Legislation; only add questions of clarification.

• Look for attitudes towards children, youth, vulnerable adults and faith that do not match
those of your faith community.

• Give the potential candidate lots of opportunity to ask questions about the ministry and
your faith community.

• Close the interview by explaining the next steps (e.g. waiting for police record check,
who will be contacting him/her).

• Thank the person for his/her interest in the ministry and also for his/her cooperation.
• Let the person know how to contact you if he/she has any further questions.
• Record interview date on “Record Keeping Checklist” (in this section) and ask

candidate to initial as a way of acknowledging that the interview took place.

Following the Interview:

• Discuss interview with other interviewer
• Make a recommendation based on the interview (with the understanding that references

and the police record check may still be pending)
• Summarize your interview on the “Interview Summary” Form (in this section)
• Dispose of your personal interview notes immediately
• Decide who will follow up with references (if they have not yet been checked) and set a

time to make final decision.
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Interview Questions for Potential Volunteer Ministers
C O N F I D E N T I A L 

—Interviewer’s Personal Notes ----
(to be discarded appropriately once selection process is complete)

Date:                                   
Name of Candidate:   
Volunteer Ministry Position for which person is being interviewed: 

Remember to create a safe and relaxed environment for all of you.  You may begin by explaining why the interview is
taking place (eg.  To get to know them, answer any questions they may have, explain the role and expectations; explain
that this is part of a volunteer management in the Diocese of London that requires those working in positions of trust
with children/youth and vulnerable adults to be interviewed.).  Also you may want to establish a few details about his/her
length of time in the community, interests, relationships with adults and children/vulnerable adults.

1. Can you tell us more about the reason why you would like to volunteer in this ministry?

2. Can you tell us of a time when you volunteered/worked with a similar group of people and what
that was like for you?  OR   If you have never worked with this group of people before, what has
changed for you that you would like to now volunteer with this group?

          
3. What skills and gifts do you bring to this ministry?

4. Could you name for us what you would consider appropriate boundaries for this ministry?  (eg.
how you might treat those in your care?)

5. Are there any challenges that you can foresee that might make it difficult for you to carry out
your responsibilities in this ministry?

....continued....
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6. Can you describe an experience with similar challenges that you have faced?

7.  All volunteer ministers need feedback and support.  What do you think you might need to       
carry out your ministry?  Are you open to on-going supervision, training and support?

8. Do you have any questions about what you have read in the Ministry Role Description or the    
 Guidelines for Volunteer Ministers?

9.  Are you able to meet the time commitment?  And the length of service?

10. How do you think this ministry will enhance your relationship with God?

11.  If necessary, add question specific to ministry 

12.  Do you have any questions for us?

Thank candidate for his/her time and explain the next steps in the process.  Explain who will be
in touch with him/her.

IMPORTANT INFORMATION - RECORD KEEPING

The only information about the interview that will be kept in the candidate’s file is the Interview
Summary Form.  Once the interview is complete please fill out this form.  Once selection
process is complete, appropriately discard of any personal notes you have made including this
form.
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Interview Summary  -Guidelines

Only the Interview Summary will be kept in volunteer minister’s file.  Discard appropriately all
personal interview notes once selection process has been completed.  Following are some
guidelines of what you are looking for in the criteria.  Each criterion is to be scored out of 10. 
Ensure all comments made are objective.  Use guidelines as examples.

# Criteria Guidelines

1 Presentation and
Attitude

• How well candidate would represent parish/organization
• Positive attitude in general 
• Fit with the rest of the ministry team
• Interpersonal skills
• Personal general presentation

2 Interest and
Commitment

• Interest in the parish/organization’s activities
• Sense of genuine commitment towards the ministry
• Reliable/punctual

3 Skills/Gifts • Fit between the candidate’s skills and the position
• Level and variety of skills; could be used in various ministries
• Unique gifts/skills

4 Experience • Fit between the candidate’s experience and the position
• Readiness (minimal training)
• Variety of experience

5 Availability • Can begin when needed
• Fit between candidate’s availability and need in ministry
• Number of hours per week
• Can be called upon with short notice
• Available for emergency services

6 Commitment to
God/Church

• Able to speak about his/her relationship with God
• Sees connection between ministry and relationship with God

7 Respect other
people’s
boundaries

• Understands the need to respect other’s boundaries
• Healthy approach toward vulnerable population he/she will be working

with
• Positive attitude toward self, others, groups

8 Openness to
training/
supervision/
support

• Committed to on-going training and formation
• Open to being supervised and evaluated
• Willing to participate in support activities

9 Stability • Stability in previous jobs
• Stability in previous volunteer work

10 Communication
skills

• How the person expresses him/herself verbally
• Openness and non-verbal communication
• Writing skills (if needed)
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Interview Summary

Date:  
Name of Candidate:

Volunteer Ministry Position for which person is being interviewed:

Objective: To assess the results of a volunteer minister’s interview and to determine the               
         suitability of the candidate

# Criteria Score
/10

Objective Comments

1 Presentation and
Attitude

2 Interest and
Commitment

3 Skills/Gifts

4 Experience

5 Availability

6 Commitment to
God/Church

7 Respect of other
people’s boundaries

8 Openness to training/
supervision/ support

9 Stability

10 Communication
skills

Total            
  100

Recommendation:
G Candidate met criteria and was recommended for position
G Candidate did not meet criteria
G Candidate did not have experience required to fill position
G Candidate did not have the skills required for this ministry
G Candidate was interviewed but another candidate was more suitable
G Other:                                                                                                   
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Criteria for Removing a Current Volunteer Minister  
 

The only grounds for removing a current volunteer minister from her/his ministry position is if 
this person poses a direct and clear danger to those to whom they minister. If you acquire 
knowledge of a situation that is clearly unsafe you must report this to the Pastor/Pastoral Team 
Member/Director immediately. As always, confidentiality is paramount. This information must 
not be made public. Only the Pastor/Pastoral Team Member/Director is to be notified. 

 
Reporting Abuse/Criminal Acts by a Volunteer Minister 

 
In the case of the discovery of abuse/criminal action by or against a volunteer, the person who 
has uncovered the abuse has the responsibility to report it in the following manner: 

 
In the case of children under 16 who may be in need of protection: 
• Contact the local Children’s Aid Society (C.A.S.) to report the abuse* 
• Contact the Pastor/Director to update him/her on the situation. He/she will in turn contact 

the necessary parties (eg. C.A.S., the parents, the volunteer minister and civil authorities) 
 
*New legislation (Child & Family Services Act s.72 (1)) now states that anyone who has 
reasonable grounds to suspect that a child is or may be in need of protection (what an average 
person, given his/her training, background, and experiences, exercising normal and honest 
judgement would suspect) must make the report directly to the Children’s Aid Society forthwith 
and not rely on anyone else to report on his/her behalf. 
 
If you are unsure about your suspicion, you may consult with the Children’s Aid Society for 
further clarification without using the name of the child or family. If in reporting you want your 
identity to remain confidential and not shared with the family, you may request this of C.A.S. 
recognizing that legal access to records may be requested, by a party, if a case goes to court. 
 
A person who makes a report about a child to the Children’s Aid Society is protected from legal 
action, unless the report was made maliciously (Child & Family Services Act s.72(7)). 
 

In the case of individuals 16 and older: 
• Contact the Pastor/Director (who will in turn contact civil authorities, the volunteer 

minister and the participant). 
 
This protocol shows a Zero Tolerance attitude towards abuse/criminal acts. It also assures the 
civil authorities of our full cooperation in such matters. 
 
The Called, Gifted & Sent Coordinating Team’s responsibility varies depending on the age of the 
participant. In all cases the Pastor/Director needs to be informed and will take the responsibility 
of following through as necessary. 
 
Document all statements, conversations and observations as soon as possible using the Incident 
Report Form (see website). Describe the incident, situation, statement or symptoms and include 
dates and times these events were evident. Keep these documents strictly confidential until you 
pass them on to your Pastor/Director.           
              



Section - 3

“R EQUIREMENTS FOR
OTHER M INISTRIES ”



Confidential Record 
Keeping

Ministry Information Form

Guidelines for Volunteer 
Ministers

Ministry Role Description

Requirements  for 
OTHER MINISTRIES

A safe and secure place for volunteer 
ministers’ files has been established. 
Follow the same guidelines as with High 
Risk Ministry (see High Risk Ministry 
Section for details)

All current volunteers have been identified

For each;

Ministry Information Form has been 
filled
- form in appendix, back pocket or on 
website

Guidelines for Volunteer Ministers have 
been distributed
- Guidelines in appendix, back pocket or 
on website

Ministry Role Descriptions have been 
written for each ministry position and 
distributed.  
- Standard form in appendix, back pocket 
or on website.  
- Sample role descriptions from other 
parishes  on website.

OTHER MINISTRIES:
All ministries that are not high risk (eg. Lectors, Ushers, Events volunteers, Choir members etc.)

For Support/Information Contact:
Personnel Office

519.433.0658
1070 Waterloo St. London, ON  N6A 3Y2

infohr@rcec.london.on.ca

WEBSITE:   www.rcec.london.on.ca
(click on Called, Gifted & Sent)
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Section - 4

“R EQUIREMENTS FOR
NEW VOLUNTEER

M INISTERS”



Process in place for 
requirements to be 
followed for HIGH RISK 
MINISTRY and OTHER 
MINISTRIES with new 
Volunteer Ministers

Requirements  for 
NEW VOLUNTEER 

MINISTERS
As new volunteers are invited into ministry 

their information must be processed.  The 
following task must be delegated between 
the Pastor/Pastoral Team and Called, 
Gifted & Sent team members.

Who will ensure that Ministry Information 
Forms are properly filled out and hand out 
the Guidelines for Volunteer Ministers?

Who will update Ministry Role 
Descriptions and give them to the new 
volunteer minister?

If it is a High Risk Ministry:

Who will be involved in interviewing the 
new volunteer ministers?

Who will check references?

Who will ensure the police records check 
is done?

Who will ensure files are opened and 
pertinent information is filed?

Interested in knowing more about 
Inviting / Recruiting Volunteer Ministers?

- see website for ideas, information and links

WEBSITE:   www.rcec.london.on.ca
(click on Called, Gifted & Sent)

For Support/Information Contact:
Personnel Office

519.433.0658
1070 Waterloo St. London, ON  N6A 3Y2

infohr@rcec.london.on.ca
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Training & Formation

Support

Appreciation

Feedback

Requirements  for 
ON-GOING SUPPORT Once fundamental requirements  for each 

volunteer are in place, on-going support 
can be organized.  Many parishes have 
many of these components already in 
place.  Called, Gifted & Sent Coordinating 
Teams may assist in these efforts.

Training & Formation 
- background information in this section
- see website for diocesan programs and 
supports
- see website for links

Support
- background information in this section
- see website for ideas and links

Appreciation
- see website for ideas and links

Feedback
- background information in this section
- see website for more information

For Support/Information Contact:
Personnel Ofice

519.433.0658
1070 Waterloo St. London, ON  N6A 3Y2

infohr@rcec.london.on.ca

WEBSITE:   www.rcec.london.on.ca
(click on Called, Gifted & Sent)

Called, Gifted Sent, Diocese of London 5-1
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Preparation & Formation
Overview

From its inception, Called, Gifted & Sent, has had two main objectives: to equip volunteer
ministers for ministry and to ensure the safety of vulnerable people in our communities.  

Preparation and Formation are critical elements of equipping volunteer ministers for
ministry.  It is essential that volunteer ministers are well prepared and competent in
providing ministry.  Raising the level of preparation also ensures that the vulnerable in our
community are well taken care of not just because of the good intentions of people but
because these individuals have been trained in their particular ministry.

The role of the Called, Gifted & Sent Coordinating Teams is to ensure that proper formation
is taking place for volunteer ministers in their parish/organization.  This does not mean that
the coordinating team will be delivering the training.  Rather, that the CGS Coordinating
Team regularly assesses the needs of its volunteer ministers and links with diocesan
resources for this training.  The key role is to ensure that training is taking place.  

There are three different types of preparation that are needed for volunteer ministers:

Orientation
Orientation often refers to the general background and information given to a volunteer
minister prior to his/her starting ministry.  This needs to include: the Guidelines for
Volunteer Ministers (see tab 6), a tour of the facility and expectations for ministry.  It can
also include the general history of the parish/organization, its vision, mission, ministry
programs and policies.  

Training
Training refers to the development of the skills needed for a volunteer minister to carry out
his/her ministry with competence.  Because volunteer ministers come with varied
experiences and backgrounds, training should be provided on a needs basis.  For some
individuals their skills are readily transferrable to a specific ministry.  For others, a detailed
training session will need to be developed in order for them to be equipped to carry out the
ministry.  Training also needs to be geared to the ministry itself considering the fact that
some ministries require further and more in depth training than others.  See website for ideas
and links.

Formation
Formation is a lifelong, holistic, developmental process in the context of community that
focuses on developing disciples for Jesus who are committed to Gospel values.  Those in
volunteer ministry need to have opportunities for formation.   All volunteer ministry furthers
the Reign of God.

...continued...
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Preparation & Formation Overview pg. 2

Formation is the process by which volunteer ministers come to understand how, through their
baptism, they partake in living out the Gospel.  It is the on-going process of linking our
everyday life and ministry to our faith.  Formation provides volunteer ministers an opportunity
to deepen their walk with God in the context of community.  See website for ideas and links.

Some Guidelines for Preparation of Volunteer Ministers
1.  Keep It Simple
Given the reality of time constraints most individuals and families face, be realistic about what
and how orientation, training and formation is provided.  Do not overwhelm people with
sessions they must attend.  Keep it casual and needs-based.

2.  Use gathered and non-gathered opportunities
Although it would be ideal to always gather people for workshops and training, this is
unrealistic.  Develop creative ways of offering preparation opportunities.  For example, use
videos, cassettes, a buddy system, reading material, the internet and pamphlets as non-gathered
ways of ensuring your volunteer ministers are prepared.

3.  Must, Should, Could  - Offer A Variety of Options
Think in terms of what must be done, what should be done, what could be done in preparing
volunteer ministers.  Offering a variety of options of how you can prepare volunteer ministers
is essential for today’s volunteer.  It also allows for people to journey at their own pace.  There
are pieces of orientation and training that must be done - perhaps everything else can become
optional for volunteer ministers.

4.  Mentoring
An easy and effective tool for preparation is mentoring.  Consider veterans in a specific
ministry and prepare them to mentor newcomers.  This may also help to eliminate the “elitist”
mentality that some ministries tend to have to which new volunteer ministers feel unwelcome
and apart from the “regulars”.

5.  Do Not Reinvent the Wheel
Our diocese has many support systems in place to assist you in preparing volunteer ministers. 
Consider connecting with other diocesan offices and community initiatives already in place. 
Think as a cluster or zone for preparation.  

6.  Provide Funding
Advocate to your parish/organization’s council to develop a “continuing education” fund for
volunteer ministers.  This is an excellent way of supporting and recognizing the tremendous
efforts volunteer ministers make to our community.

7.  Retreats/Support Group Meetings
Many volunteer ministers live hectic lives.  Providing opportunities for prayer and peer support
can be a gift for many and an opportunity for deeper formation.
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How to find the Resource Manual  
 

 
Where to find the Called, Gifted & Sent Resource Manual 
 
1. Go to www.rcec.london.on.ca 
 
2. Click on About us 

 
3. Under “Other Information,” click Called, Gifted & Sent 

• The link will be on the Called, Gifted & Sent home page, under Resource Manual. 
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Ministry Role Description

Program:
Position:
Purpose of Position:

Responsibilities:

Abilities/Skills/Gifts Needed:

Length of Commitment:

Amount of Time Required:

When Ministry is Performed:

Orientation & Preparation:  

Ministry Leader: 
Supervision and Support:

Benefits:

                                                                                                                  
Volunteer Minister’s Signature Date    
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Volunteer Minister’s
Ministry Information Form

Name :

Address:
                                                                City                           Province               Postal Code

Phone Number:                                                       E-mail:  
Home

Work Place:                                                            Work Phone: 

Ministry Position(s): (eg. Eucharistic Minister, Youth Leader, Choir Member, Usher etc.)

Please provide a contact in case there is an emergency:
Name :
Address: 
                                                                City                           Province               Postal Code

Phone Number:                                                       Work Phone: 
Home

Relationship to Candidate:

����  If this volunteer ministry requires you to drive others:
Do you have a valid driver’s license?  � Yes      � No
How much general liability insurance do you have?    

(minimum $1,000,000  recommended)

���� Is the ministry with children/youth (under age 18)? � Yes      � No
(If yes, 3 references (see reverse) and a Police Records Check (see reverse) need to be provided)

���� Is the ministry with vulnerable* adults and will you be working one-on-one with them?
� Yes       � No

(If yes, 3 references (see reverse) and a Police Records Check (see reverse) need to be provided)
*Vulnerable adult: One who has difficulty protecting him/herself from harm temporarily or permanently and is at

risk because of age, disability or circumstances such as emotional distress or uncertainty.

���� Are you/will you be the ministry leader/coordinator? � Yes      � No
(If yes, 3 references (see reverse) and a Police Records Check (see reverse) need to be provided)

Please check (����):
� I certify that the information that is provided on this Ministry Information Form is true and

complete.

� I understand that this information will remain confidential.  Only those in ministry leadership in
our parish/organization will have access to this information.  

� I have read the “Guidelines for Volunteer Ministers”.

Signature:                                                                            Date: 

....continued...
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To better understand the gifts you bring to our community, please check (T) all that apply:

1. artistic
2. caring
3. children’s activities
4. clerical work
5. communication
6. community outreach
7. computers
8. cooking/serving food
9. coordinating events
10. C.P.R.
11. dance/drama
12. education
13. evaluating programs
14. evangelism
15. facilitating groups
16. finance/business

17. first-aid
18. leadership
19. leading small groups
20. library work
21. liturgy
22. maintenance work 
23. music
24. organizing/coordinating
25. pastoral care
26. photography
27. planning
28. praying
29. public speaking
30. recruiting others
31. seniors ministry
32. sewing

33. sharing new visions/ideas
34. social justice
35. socials
36. sound system/recording
37. teaching
38. team building
39. video 
40. visiting others
41. working hard
42. writing
43. young adult ministry
44. youth ministry 
G other languages:

                                          
G other:                             

FOR THOSE INVOLVED IN HIGH RISK MINISTRY 
(Ministry to Children/Youth or One-on-One Ministry with Vulnerable Adults)

REFERENCES:   (eg. faith group leader, work, personal (not related) who have known you for over two years)

Reference Name/Relationship Contact Information

Name:

Relationship:

Address:
Postal Code:
Telephone #:

Name:

Relationship:

Address:
Postal Code:
Telephone #:

Name:

Relationship:

Address:
Postal Code:
Telephone #:

I,                                                                        ,  authorize  
faith community/organization

to contact the character references  which I have listed in order to collect the information which is
appropriate to this ministry.  I understand that the information will be kept confidential.
Signature:                                                                            Date: 

POLICE RECORD CHECK:

I further agree to provide a “Vulnerable Position” Police Record Check.  I understand that its
contents will be kept confidential.
Signature:                                                                            Date: 

The parish/program will  advise you on the process that needs to be followed for acquiring a
“Vulnerable Position” Police Record Check in your area  

Note: Only the Pastor/Director  or appointed delegate will have access to this information.  Once he/she has looked it
over, the information will be sealed, marked “confidential” and placed in your volunteer minister file.
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Standards We Strive Toward

Each Volunteer Minister should:

1. BE TREATED AS A CO-MINISTER, WITH CLARITY ABOUT HIS/HER
MINISTRY ROLE ~ not just as "free help" and not with any special treatment either.

2. BE INVOLVED IN A SUITABLE MINISTRY based on gifts, interests and past
experience.

3. RECEIVE INFORMATION ABOUT THE FAITH COMMUNITY/
ORGANIZATION/ PROGRAM  - its goals, policies, people and ministries.

4. RECEIVE PREPARATION & TRAINING RELATED TO THE MINISTRY
thoughtfully planned and effectively presented. 

5. HAVE ACCESS TO ON-GOING DEVELOPMENT as a follow-up to initial training,
information about new developments, training for greater responsibility. 

6. RECEIVE SOUND GUIDANCE, DIRECTION & FEEDBACK, by someone who is
experienced, well-informed, patient, and thoughtful and who has time to invest in giving
guidance. 

7. WORK WITHIN AN APPROPRIATE MINISTRY SPACE conducive to the ministry.

8. HAVE ACCESS TO A VARIETY OF MINISTRY EXPERIENCES given the
volunteer minister’s gifts, experiences, interests and suitability for particular ministries.

9. BE HEARD, to have a part in planning, to feel free to make suggestions, to have respect
shown for an honest opinion. 

10. BE GIVEN SUPPORT & RECOGNITION.  Efforts are recognized through day-to-day
expressions of appreciation; through simple gestures of gratitude and general support, 
ministry is being carried out.
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Responsibilities of Volunteer Ministers

1. THE RESPONSIBILITY TO BE A CHRISTIAN WITNESS and a model of Christian living.

2. THE RESPONSIBILITY TO CARRY OUT MY TASKS IN LINE WITH THE MISSION OF
THE CHURCH and particular goals and aims set out by the program.

3. THE RESPONSIBILITY TO BE RELIABLE.  To follow through with commitments, arrive on
time and prepared to carry out my ministry.

4. THE RESPONSIBILITY TO BE HONEST.  To speak the truth in love and carry out all tasks with
integrity.

5. THE RESPONSIBILITY TO PROVIDE A SAFE & CARING ENVIRONMENT FOR THE
MOST VULNERABLE through my actions, deeds and words.

6. THE RESPONSIBILITY TO RESPECT CONFIDENTIALITY in all circumstances except those
listed below:

• when the person threatens suicide
• when a minor (16 and under) reports physical or sexual abuse
• when someone’s life is in danger
• when my or someone else’s physical well being is threatened
• when someone exhibits psychotic behaviour or some other form of mental illness
• a situation that is beyond your own experience and expertise.

(In these situations it is appropriate for you to share the information with the
coordinator/leader of the ministry)

7. THE RESPONSIBILITY TO REPORT ANY CONCERNS that may be harming individuals,
ministers or the church.

8. THE RESPONSIBILITY TO ATTEND PREPARATION & TRAINING SESSIONS so as to be
fully prepared for my ministry.

9. THE RESPONSIBILITY TO MINISTER WITHIN THE AGREED GUIDELINES &
MINISTRY ROLE DESCRIPTION since that is specifically what I have been mandated to do.

10. THE RESPONSIBILITY TO DRESS APPROPRIATELY FOR MINISTRY respecting the
cultural reality in which I am ministering.
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General Guidelines for Volunteer Ministers
Working with Vulnerable Individuals

The following guidelines are intended to provide a general overview of how ministry interaction
should occur. It is recognized that unforeseen circumstances can and will occur. If you find yourself
alone with a vulnerable participant for any significant amount of time, or in a situation of emotional
intensity, every effort should be made to inform the ministry leader/coordinator under the
circumstances.

• Volunteer Ministers should not spend extended time alone with vulnerable participants
without consent and knowledge of the ministry leader/coordinator.

• When, and if, programming requires a volunteer to be alone with a vulnerable participant
every effort must be made to protect the person's privacy. 

• Volunteer Ministers should not take others in their vehicles without letting the ministry
leader/ coordinator that this will or has occurred. 

• Any physical contact between adults should occur in "public" and be sanctioned by the
ministry leader/coordinator.

• Volunteer Ministers  should not take any money or property from a participant for their
volunteer ministry. 

• Volunteer Ministers must not act outside the set boundaries of their Ministry Role
Description.

These guidelines are not intended to hamper relationships between care-providers and care-seekers.
More importantly,  they are not designed to introduce suspicion into these relationships. In all cases
a certain amount of discretion rests with the volunteer minister, based on her/his knowledge and
preparation.   Being open or "transparent" with the ministry leaders/coordinator when the
relationship becomes closer or when more time is spent alone and reviewing all incidents are steps
which help to ensure the safety of our most vulnerable, the integrity of our programs and the well
being of volunteer ministers.
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Working with Other People’s Children

Taking Care
Society has become very sensitive to ensuring the safety of children. There are numerous
examples of adults abusing the trust children have placed in them. As a result, those who work
with children sometimes worry that well intentioned actions of caring and concern could be
misinterpreted. You can help to protect yourself from false accusations and misunderstandings
by remaining above suspicion.

Here are a few tips for adults and teens who work with children:
      •    don’t play favourites - show a similar level of affection to all of the children in your care.  
            One test of this: if you’re comfortable with others watching your interaction with               
            children,  you are probably okay. 

• touch children in safe places - never touch children on the private places of their bodies.
The back of the head and the shoulders are acceptable. The buttocks, the breasts, the
thighs, and the groin are unacceptable. Aggressive wrestling and tickling can put you at
risk of inappropriate contact. Comfort for sad children can be shown by placing your arm
on a shoulder and giving a gentle squeeze from the side. Allow children to back away
from your well intentioned affection. 

• take care in providing first aid - involve a member of the same sex as any child requiring
attention, if possible. Otherwise, have another person present. Unless absolutely
necessary, leave examination of private places to health care professionals. Don’t force
children to remove clothing for an examination. 

• stay in view of others - if you need to speak to a child alone, remove yourself the
necessary distance and remain in the view of others. 

• respect privacy - give children privacy when changing, taking showers, using the
washroom, and sleeping.  

• permission must be given by the parent/guardian before toileting or help changing is
given. 

• avoid sexual talk - do not tell sexual jokes or behave with children in a way that promotes
promiscuity or the acceptance of sexually explicit material. 

• supervise responsibly - do not permit abusive youth peer activities (eg. initiation
ceremonies, ridiculing, and bullying). 

.....continued....
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...Working with Other People’s Children continued....

•  know the special needs of the children - ask parents on a regular basis to inform you of
any medical needs or conditions (such as medication for hyperactivity). Stressful
situations at home or school can also affect children’s behaviour. 

• provide adequate supervision - maintain appropriate adult to youth ratios for the activities
and the age group. Ensure that those responsible for supervision have the skills
necessary. 

• take steps to prevent negative situations from arising through proper planning, adequate
supervision and clear communication of expectations. Stop inappropriate behaviour
early.

• use appropriate approaches to discipline - be fair, consistent and reasonable in
consequences for inappropriate behaviour. 

• physical forms of discipline must never be used.  Use of physical discipline or force
could lead to charges of assault and abuse.

• permission needs to be given by parent/guardian before children are transported by
volunteer ministers in their vehicles. 

• be alert to children at risk - know the symptoms of possible abuse and be approachable to
children in need. You have a duty to report suspected abuse.

      •     confidentiality needs to be respected except in the following situations:

• when the person threatens suicide
• when a minor (16 and under) reports physical or sexual abuse
• when someone’s life is in danger
• when your’s or someone else’s physical well being is threatened
• when someone exhibits psychotic behaviour or some other form of mental

illness
• a situation that is beyond your own experience and expertise.

(In these situations it is appropriate for you to share the information with
the coordinator/leader of the ministry)

(Loosely adapted from “Scouts Canada - Working with Other People’s Children”)
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Volunteer Ministers & Liability 
 
 

Topic: Liability Policy for the Diocese of London 
 
 What would happen if someone were injured at a parish activity?  Could the parish be sued?  
Could the volunteer(s) be sued?   In case of an injury during a parish activity, you and/or any 
volunteers present could be charged with “personal neglect”. 
 
 
When you are covered: 
 
 The diocese has a "liability policy" that covers anyone acting on their behalf.  This includes 
ordained, lay ministers and their volunteers with this proviso: that they are acting "within the 
scope of their duties" and on behalf of the parish/diocese (this includes planned, advertised 
programs or events).  The diocese would pay for "defence costs" if someone were charged, 
regardless of fault.  Neglect is determined if a "lack of care" were demonstrated and in such an 
event the diocesan liability policy would cover damages awarded. 
 
 
When you are not covered: 
 
 An ordained minister, lay minister or volunteer would not be covered by diocesan liability 
insurance if the accident occurred when he/she was acting "outside" of a parish ministry activity 
or event (eg. a volunteer who just spontaneously decided to take a few kids to the beach one day 
and one drowned). 
 
 
Some Possibilities for Ensuring Proper Care 
 

• Although it will not prevent a lawsuit, parent permission forms and medical release forms should 
always be used for each program or event. 

• Have a registered nurse present at events with lots of physical activity or with large numbers of people 
attending. 

• Arrange CPR, safety, and first-aid training for volunteer ministers. 
• There is no substitute for common sense and good judgement. 
• Follow the Called, Gifted & Sent protocol for selecting individuals who will be working with 

children/youth/ vulnerable adults. 
• Volunteers who are driving need to have a valid driver’s license and adequate liability car insurance 

($1,000,000 recommended). 
 
 



Called, Gifted & Sent, Diocese of London                                                                                                            6-12

Prayer of Volunteer Ministers

The Prayer of St. Francis of Assisi

Lord, make me an instrument of your peace,
Where there is hatred, let me sow love;

...where there is injury, pardon;
...where there is doubt, faith;

...where there is despair, hope;
...where there is darkness, light;

...where there is sadness, joy.

O Divine Master, grant that I may not so much seek
...to be consoled as to console;

...to be understood as to understand;
...to be loved as to love.

For it is in giving that we receive;
...it is in pardoning that we are pardoned;

...and it is in dying that we are born to eternal life.



On Going Steps 
 

The backbone of all our minis-
tries and outreach programmes is 
the many volunteer ministers 
who by their involvement an-

swer their baptismal call, and who by their 
dedication and actions promote the Reign 
of God. 

  It is the responsibility of each faith 
community to ensure that volunteers are 
well equipped to carry out their ministries.  
For this reason Called, Gifted & Sent has 
an on-going component.  The initial steps 
only serve to lay down a foundation for the 
vital work of supporting, forming, giving 
feedback to and appreciating our volun-
teers.  Many faith communities already do 
an outstanding job providing this for their 
volunteers.  This component ensures that 

Steps for 

New Volunteer Ministers 
Once the initial steps with current volunteer 
ministers is complete, the Coordinat-
ing Team will develop a process for 
all new volunteer ministers.   

 

This will include developing: 

• Ministry Role Descriptions 

• Appropriate Recruitment Processes 

• Ministry Information Forms 

• Checks (reference/police) * 

• Interviews  

Did you know….? 
• Over 60,000 volunteer positions     

exist in the diocese which are filled 
by parishioners!! 

 

• More than 2.9 
million people in    
Ontario involve 
themselves in some 
form of volunteer 
activity each year 

 

 

• Volunteers contribute an average of 
162 hours every year. 

 

 

• Almost three in four Canadians help 
people directly, by doing housework, 
driving someone to appointments or 
providing some other assistance  

 

CONTACT INFORMATION ~ 

PERSONNEL OFFICE 

Diocese of London 

(519)433-0658 

infohr@rcec.london.on.ca 

Called, 
Gifted & 

Sent 
“Equipping volunteer  

ministers while ensuring  

safe and caring  

communities of faith.” 

Diocese of London 



My Dear Friends, 

 

 The Called, Gifted & Sent initiative 
which began in our diocese in the Fall of 
2001 is a process by which  

 

we effectively invite, screen, prepare, nurture 
and support volunteer ministers 

we ensure the safety of vulnerable people in 
our faith communities to whom we minister. 

 

 It is due to the efforts of countless 
volunteers throughout the diocese that we 
can live out God’s call to proclaim the Gos-
pel in our world.  Volunteer ministers need 
support, formation, training, appreciation and 
feedback.  My prayer is that they will receive 
what they need in order that they may con-
tinue to live out their Baptismal call and offer 
their gifts to our community. 

 

 It is the responsibility of the Church 
to ensure that those most vulnerable amongst 
us are cared for in a safe and caring way.  
Our commitment to Called, Gifted & Sent 
demonstrates that we will do our utmost to 
provide ministry in such an environment. 

 

Through our baptism we are called to share our 
 gifts with one another and with the world.  
 Given the importance of being sent by 
 God, it is essential that we as a community 
 do all we can to prepare ourselves for                      
 ministry. 

 

Given the reality of  

 clustering in our 
diocese, we have come to 
understand the significance 
that volunteer ministers are 
playing and will continue to 
play in all ministries.   

 Volunteer ministers require appropriate 
preparation and  

 formation.   We are committed to your  

 development. 

 

We have a duty of care responsibility  to ensure a 
safe and caring community of faith through proper 
matching of gifts, screening, preparation, support, 
and feedback of volunteer ministers.  We need to 
foster a climate in which gifts are shared in the right 
way, at the right time, by the right people.   

 

It is our responsibility to create relationships and 
environments where the most vulnerable 
(children, youth and vulnerable adults) feel safe 
and are cared for appropriately. 

What will this mean  
for me? 

Why Now? 

Overall Goal 
 The overall goal of this initiative is to 
enhance the support, training and formation of 
our volunteer ministers and ensure the safety of 
vulnerable people.   

 

First Steps 
 The first steps include gathering basic 
information on all our current volunteer minis-
ters.  While many volunteer organizations have 
much of this work already completed for many 
faith communities this will be the first time 
formal information on volunteers is collected.   

 The type of information that is re-
quired is related to your level of responsibility 
and authority.  Those involved in high risk 
ministries (eg. working with children, youth, 
vulnerable adults) will be asked for more  

detailed information including a reference  

and a police records check. 

 Those working in 
other (non-high risk) minis-
tries (eg. ushers, choir mem-
bers, lectors) will be asked for 
basic information.  All infor-
mation will be held confiden-
tially at the parish.   

The   “Called,   Gifted   &   Sent”  Initiative 

There are different gifts, but the same Spirit.  There are different ministries, but the same Lord.  


