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PRINCIPAL ABBREVIATIONS AND DEFINITIONS

Archdiocesan Finance Council
Archdiocesan Pastoral Council

Archbishop of Denver

Archdiocese or Archdiocesan Corporation

Canon Law

CFO

COO

Church

DRE

Archdiocese of Denver (the public juridic person established by the Holy
See) and, in secular terms, the civil corporation entitled, The Archdiocese
of Denver, a Colorado Corporation sole.

"Canon Law," as used herein shall refer to ecclesiastical law governing the
Catholic Church including the principal codification of such law, The
Code of Canon Law (1983) as periodically amended or revised and
canonical instructions or other documents promulgated by the Holy See,
which interprets canonical legislation; the canonical norms for the
Catholic Church in the United States as approved by the Holy See; the
particular law, especially complementary legislation concerning canon
1262, of the United States Conference of Catholic Bishops, which body
interprets such law; the particular law, legislative decrees and regulations
promulgated by the Archbishop of Denver, who interprets such law; and
any relevant canonical statutes.

Chief Financial Officer, referred to as the “Finance Officer” in The Code
of Canon Law

Chief Operating Officer
The Universal Catholic Church

Director of Religious Education

Ecclesiastical Organizations

Archdiocesan Corporation, Archdiocese of Denver Mortuary at Mount
Olivet, Inc., The Mount Olivet Cemetery Association, St. Simeon
Cemetery Association, The Archdiocese of Denver Cemeteries Perpetual
Care Trust, Camp St. Malo Religious Retreat and Conference Center, Inc.,
Annunciation Heights, The Archdiocese of Denver Management
Corporation, The St. John Paul II Center for the New Evangelization,
Frassati Catholic Academy, Bishop Machebeuf High School, Holy Family
High School, Blessed Miguel Pro Catholic Academy, Seeds of Hope of
Northern Colorado, Saint John Vianney Theological Seminary,
Redemptoris Mater House of Formation, Family of Nazareth, Inc.,
Catholic Charities and Community Services for the Archdiocese of

2 of 506



July 1, 2023

Denver (Catholic Charities), The Archdiocese of Denver Welfare Benefit
Trust, The Archdiocese of Denver Irrevocable Revolving Fund Trust and
The Archdiocese of Denver Risk Management and Property/Casualty
Insurance Trust.

GDC General Directory for Catechesis
GIRM General Instruction of the Roman Missal
IT Information Technology. IT generally includes the use of technology to

collect, process, store, transfer or secure data, for work processes or
information. IT also can include electronic systems and equipment used to
communicate including phones. IT typically manages technology in the
form of equipment (computers, servers, switches, phones, cellphones,
tablets, mobile devices, copiers), software, data storage, networks and
security. In addition, IT is usually responsible for the interaction between
an organization’s internal technology and its use of and interaction with
external technology including services provided via the internet, web or

cloud.
MarComm Office of Marketing and Communications
OCS Office of Catholic Schools
Office of FAP Office of Finance, Administration and Planning
PFRC Project Finance and Review Committee

Revolving Fund Trust
Archdiocese of Denver Irrevocable Revolving Fund Trust

USCCB United States Conference of Catholic Bishops
V.F. Vicar Forane or Dean
V.G. Vicar General
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Chapter 1: Diocesan and Parochial Organization

Overview

This chapter provides an overview of the various levels of canonical responsibility within the
Archdiocese of Denver. The parts of this chapter are organized in the following manner:

Part 1 — describes the canonical responsibility of the Archbishop, the auxiliary bishop(s)
the Archdiocesan offices and their directors.

Part 2 — describes the councils established to assist the Archbishop in the exercise of the
office of governance.

Part 3 — describes the governance structure of the parishes of northern Colorado, the
canonical responsibility of the pastor and the consultative organizations established to
assist the pastor in the governance of the parish.

Part 4 — describes the governance structure of the other Ecclesiastical Organizations
within the Archdiocese.

Part 1: Office of the Archbishop

1.1.1. Archbishop

The Archbishop governs the Archdiocese with legislative, executive, and judicial power (canon
391). The Archbishop has all the ordinary, proper, and immediate power required for the exercise
of his pastoral office, as described in canon 381§1. As stated in the Preamble to this Handbook
and, in particular, in canons 392, 1276 and 1279, the Archbishop has a canonically defined role in
regard to the parishes and other public juridic persons within the Archdiocese to ascertain that they
are operating in accordance with canon law. Canon law requires that an annual report be provided
to the Archbishop from the parishes and other juridic persons (the Ecclesiastical Organizations)
subject to him (canon 1287). Canon law requires that the Archbishop establish particular law for
the financial procedures under which a parish and other juridic persons subject to him operate and
he has done so in the promulgation of this Handbook (canons 1276 and 1281).

Canon Law also requires the Archbishop to preserve the resources of the Archdiocese and its
juridic persons (canon 1276). Accordingly, the Archbishop’s Canonical oversight is accomplished,
in part, through ensuring that pastors and others observe Canonical norms and canon law, as
periodically amended, or revised, as well as the legislative decrees and regulations promulgated
by the Archbishop.

1.1.1.1. All legislative authority is to be exercised by the Archbishop and cannot be
delegated unless the law explicitly provides otherwise (canon 135§2). Therefore, general decrees
and particular law or norms of the Archdiocese must be approved and signed by the Archbishop
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and promulgated by his written authorization. Particular laws and general executory decrees are
dated and notarized by the Chancellor or Vice-Chancellor, who shall notify the COO or Moderator
of the Curia (canon 474).

1.1.1.2. The Archbishop exercises judicial power for those entrusted to his care.
Judicial power is exercised through the Judicial Vicar and judges of the Metropolitan Tribunal.

1.1.1.3. Ordinary executive power is exercised either personally by the Archbishop
or by the Episcopal Vicar(s), Judicial Vicar or Vicars General in accordance with the mandate of
authority granted to them.

1.1.1.4. All requests for pastoral visitations or the presence of the Archbishop
outside of the Pastoral Center are to be submitted in writing. Generally, requests are to be submitted
at least three months in advance of the scheduled activity. Significant alterations or difficulties that
may affect the pastoral visitation should be communicated to the Office of the Archbishop in a
timely manner. A general request for inclusion on the Archbishop’s calendar should be made
available in September from the Office of the Archbishop. If a liturgy is part of the pastoral
visitation, the Office of Liturgy is to be contacted.

1.1.1.5. Requests for personal appointments from priests will be scheduled at the
earliest possible opportunity.

1.1.1.6. All scheduled requests from deacons, religious or lay members of the

Christian faithful in the Archdiocese are to be forwarded in writing to the Office of the Archbishop
with an indication of the purpose for the request.
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1.1.2. Auxiliary Bishop

The Auxiliary Bishop(s) is to assist the Archbishop in the governance of the Archdiocese. The
Auxiliary Bishop(s) consults with the Archbishop on matters of greater importance and supports
the overall pastoral care of the Archdiocese.

1.1.2.1. The Auxiliary Bishop(s) is appointed an Episcopal Vicar or Vicar General
and exercises personally all executive power conferred on him by the Archbishop (canon 406§2).

1.1.2.2. The Office of the Auxiliary Bishop follows the same procedure in
scheduling as stated in 1.1.1.4. — 1.1.1.6.
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1.1.3. Archdiocesan Curia

The Archdiocesan Curia consists of those persons and organizations that assist the Archbishop in
the governance of the Archdiocese, especially in directing pastoral action, in administering the
Archdiocese, and in exercising judicial power (canon 469).

1.1.3.1. The Moderator of the Curia assists the Archbishop in organizing and
coordinating offices, persons, and activities of the Archdiocesan Curia. The Moderator of the Curia
may appoint a delegate(s) to assist him in his supervisory authority and coordination of the offices,
persons, and activities of the Archdiocesan Curia. In lieu of an individual serving as Moderator of
the Curia, the Archbishop may appoint a lay Chief Operations Officer (COO) to satisfy, as much
as possible, the responsibilities of the Moderator of the Curia.

1.1.3.2. The COO or Moderator of the Curia is to be informed in a timely manner
of significant concerns, important events, or issues which would affect the Archdiocesan Curia.
He may intervene directly or indirectly in handling individual concerns, implementing changed
policies, and coordinating pastoral action under the direction of the Archbishop.

1.1.3.3. The Vicars General are bishops or priests appointed by the Archbishop for
the exercise of ordinary executive power.

1.1.3.4. Episcopal Vicars are those priests entrusted with ordinary executive power
in a circumscribed manner according to their decree of appointment (e.g., Vicar for Clergy).

1.1.3.5. The Judicial Vicar must be a priest with at least a license in canon law. The
Judicial Vicar exercises judicial power on behalf of the Archbishop.

1.1.3.6. The Archdiocesan Finance Officer, also referred to as the Chief Financial
Officer (CFO), is appointed by the Archbishop and is to be an expert in financial matters (canon
49481). Under the authority of the Archbishop, the CFO is to oversee the stewardship of the
financial resources and the patrimony of the Archdiocese in accordance with the provisions of
canon and civil law, stipulations of donors, and the provisions of this Pastoral Handbook.

1.1.3.7. The Chancellor, working in close association with the COO or the
Moderator of the Curia, is appointed by the Archbishop and is to ensure that the acts of the Curia
are drawn up. The Chancellor is to authenticate ecclesiastical documents of the Archdiocese.
Ecclesiastical documents and acts concerning the affairs of the Archdiocese are to be maintained
by the Chancellor in the Archdiocesan archives. The Chancellor shall also exercise other such
duties as determined by the Archbishop.

1.1.3.8. The Chancellor may be given an assistant(s), who is called a Vice-
Chancellor.

a. The Chancellor is the liaison with the Kateri Catholic Community and
Office of Black Catholics.
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b. The faithful may freely establish and direct associations that serve the
charitable or pious purposes or which foster the Christian vocation in the world
(canon 215). Groups that formally request recognition of their organizations by the
Archbishop are asked to submit their requests in writing through the Vice
Chancellor.

c. In a similar fashion, groups may request the inclusion of their organization
in the Official Catholic Directory and, in turn, inclusion in the USCCB Group
Ruling from the IRS. Specific requirements for this process are found in Chapter 7.
(Ref. Chapter 7, “Finance, Administration and Planning — Archdiocese of Denver
and Ecclesiastical Organizations (Excluding Parishes).

1.1.3.9. The Archbishop may appoint a Special Advisor to act as the Archbishop’s
liaison to the USCCB Office of Child and Youth Protection to ensure compliance with the terms
and provisions of selected programs and provide advice on special projects on an ad hoc basis.

1.1.3.10. Canonical appointments — No employment position in the Archdiocese
constitutes an ecclesiastical office unless that position is mandated by the Code of Canon Law
and/or the person has been properly appointed to it by the Archbishop of Denver or another
competent ecclesiastical authority.

1.1.3.11. Volunteer positions — The Second Vatican Council affirms the universal call
to holiness, and the essential involvement of the lay faithful in the life of the Church. The
Archdiocese gratefully recognizes the apostolic, evangelical, and social activity of lay Catholics
freely associating or assisting in the ministry of the Church. Nevertheless, no person or group
represents or acts on behalf of the Church without an official canonical recognition and
endorsement.
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1.1.4. Delegated Authority

The Archbishop, COO or Moderator of the Curia, and CFO, to the extent that they exercise
executive power, can delegate in writing an individual who may act on their behalf for liturgical,
sacramental and financial matters in any given circumstance consistent with The Code of Canon
Law. Throughout this Pastoral Handbook, these positions are referred to as the “Archbishop or his
designees.” The delegation of authority for financial and/or business matters is stated in Chapter 7
— Finance, Administration and Planning and is to be followed in accordance with canon law.

1.1.4.1. Within the limits of their individual positions, each Director of the
Archdiocesan Pastoral Center has delegated authority from the Archbishop. This authority is to be
exercised with attention to the responsibilities of others.

1.1.4.2. Under the supervision of the COO or the Moderator of the Curia or the Vicar
General, Directors may develop programs and services of the Archdiocesan Pastoral Center. These
programs and services affect the efficient operation and coordination of the Archdiocesan Pastoral
Center. Should Directors develop new programs or services that would substantially impinge on
other offices of the Archdiocese, parishes or other Ecclesiastical Organizations established by the
Archbishop, there is to be broad discussion prior to initiating these programs and services.

1.1.4.3. The Operations Team consists of all senior personnel who manage the
various departments of the Archdiocese. Meetings are to provide an opportunity for guidance in
planning, strategy, mutual consultation, and collaboration under the guidance of the COO or
Moderator of the Curia.
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Part 2: Consultative Organizations to the Archbishop

Archdiocesan councils are established to assist the Archbishop in the exercise of his office of
governance and ministry.

1.2.1. Conflicts of Interest

The Archbishop has established various councils to carry out the apostolic work of the
Archdiocese. The members of each council and related sub-committee have important
responsibilities to the Archdiocesan organization. At all times they should act in the best interests
of the council and in a manner consistent with their duties, which include, but are not limited to,
the duty of care in the stewardship of the resources of the Archdiocese. Council members are to
exercise particular care to conduct their affairs so as to avoid conflicts (or the appearance of
conflicts) between their own interests (including the interests of their family members and other
related parties) and the interests of the Archdiocese. The purpose of this policy is to provide the
Archbishop with the most sound and impartial advice and to provide a mechanism by which
council members may disclose and address potential conflicts of interest.

1.2.1.1. While this policy applies to members of Archdiocesan councils, it is
strongly recommended that those entrusted with the governance of Ecclesiastical Organizations of
the Archdiocese, adopt this or a similar policy to address conflicts of interest. In like manner,
employees of the Archdiocese are to follow the intention of these provisions, disclosing to their
supervisor any potential conflicts of interest (Ref: Chapter 7 — Finance, Administration and
Planning - Archdiocese and Ecclesiastical Organizations).

1.2.1.2. The term “conflict of interest” pertains to any situation in which a council
member or a related party benefits or stands to benefit at the expense or potential expense of the
Archdiocese or the Ecclesiastical Organization or where the situation of a council member or
related party and the Archdiocese present a potential conflict of interest. The policy regarding
conflict of interest may also apply in circumstances when the closeness of relationship with the
one who would benefit may influence the council member unduly.

1.2.1.3. The conflict may be any activity, financial interest or relationship with
another person or organization that would (a) impair or appear to impair a council member’s
independent judgment in the discharge of his/her duties, (b) conflict with the best interests of the
Archdiocese or (c) result in a personal profit or advantage to these individuals at the expense of
the Archdiocese. The conflict may involve direct or indirect interests and may arise if an action is
taken which may compromise the council member’s capacity to act in the best interest of the
Archdiocese.

1.2.1.4. Prohibited actions include:
a. Receiving gifts, gratuities, or excessive entertainment from any person or

organization with which the Archdiocese has or is contemplating business dealings
or to which the Archdiocese is providing grants or other support. Monetary
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thresholds are set forth within the Conflict of Interest Disclosure Statement and Gift
Policy Disclosure set forth in Exhibits I and II.

b. Receiving loans or guaranties in the circumstance stated above.

c. Involvement or the appearance of the involvement of the Archdiocese in
any political campaign, including, but not limited to, the endorsement of any
candidate for public office in any manner which implies the Archdiocese or the
Archbishop endorses the candidate.

d. Attempts to influence legislation in any manner on behalf of the
Archdiocese without prior consultation with the Archbishop.

1.2.1.5. Procedures to address a conflict of interest consist of the following:

a. Annually, employees of the Archdiocese and the Ecclesiastical
Organizations who are Directors, all Archdiocesan Finance Council members and
its various sub-committees thereof must complete a Conflict of Interest Disclosure
Statement and Gift Policy and Disclosure Form. (See Exhibit I) All such
individuals must disclose all material facts concerning an actual or potential conflict
of interest as soon as such potential or actual conflict of interest is discovered.
Disclosure shall be directed to the applicable Archdiocesan council via the
chairperson or the secretary, and shall include an understandable description of all
relevant facts. Members of sub-committees may disclose relevant information to
the sub-committee chairperson or secretary, and the chairperson will then
communicate the information to the relevant council.

b. After disclosure of the (potential or actual) conflict of interest and all
relevant facts, the council member with the conflict shall not participate in any
discussions relevant to determining if a conflict of interest exists and, if so, how it
will be addressed. Such person may, however, make a presentation at the council
meeting to disclose the conflict and answer any pertinent questions.

c. After the presentation, he/she shall excuse himself/herself from the
discussion and the vote on whether the transaction or arrangement constitutes a
conflict of interest.

d. If it appears that a conflict of interest exists, the chair of the council will
appoint a disinterested person and/or committee to investigate alternatives to the
proposed transaction or arrangement. After exercise of such due diligence, the
council will determine whether a more advantageous transaction can occur. The
person found to have a conflict of interest shall not discuss the merits of or vote on
the transaction.
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1.2.2. Minutes

Minutes shall be prepared for all formal meetings of the various Archdiocesan councils, (the
Presbyteral Council, the College of Consultors, the Pastoral Council and the Finance Council).
Based upon an evaluation of need by each council, sub-committees of councils may be required to
maintain minutes. The minutes for sub-committee meetings would then be made available to
members of the applicable committee.

1.2.2.1. Included in the minutes shall be a list of those attending, including guests,
reference to the notice, location, agenda items, key concerns, questions, and a summary of the
important discussions. Motions shall be stated, with the indication of the manner and outcome of
any votes taken. The minutes are to be signed by the secretary or chair of the respective council.

1.2.2.2. Copies of the minutes are to be sent to or made available to the Office of
the Chancellor or his designee. The Chancellor or his designee shall maintain a copy of the minutes
in an appropriate manner. The minutes are to be reviewed by members of those participating in
the councils. These members are to be given an opportunity to correct the minutes.
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1.2.3. Duty of Care and Confidentiality

1.2.3.1. Acts emanating from advice or consent are acts of the Archbishop. All
whose advice or consent is required are obliged to offer their opinions sincerely (canon 127).
Members of councils are to exercise their responsibilities conscientiously and carefully with
respect to each council’s mission. Where relevant, this duty of care includes, but is not limited to,
familiarity with the governing documents and purpose of the organization, the review of financial
matters with respect to the council’s responsibilities, the review of minutes, proceedings, and
policies of the Archdiocese and the diligent and careful exercise of their duties. Council members
shall raise appropriate questions whenever there is an issue or preceding that is unclear or appears
questionable with respect to the Archdiocese.

1.2.3.2. While serving and thereafter, members of the councils and of any of their
sub-committees shall keep confidential all matters of record or reference, whether or not
communicated or discussed in the council meetings or among those serving. Members shall take
all required steps to preserve the secular privileges and canon law confidentiality obligations that
apply to their work. Trust, sensitivity, and candor shall be observed. All council members shall
speak and act, both during council meetings and outside of the council meetings, in a manner
supportive of the Archdiocese, the parishes within the Archdiocese and the Ecclesiastical
Organizations.
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1.2.4. Presbyteral Council

The Presbyteral Council advises and assists the Archbishop in all matters of pastoral care with
special emphasis on those matters that pertain to the presbyterate and to the administration of
parishes. The Presbyteral Council is governed by its statutes (see Exhibit VIII) according to canons
497 through 501.

1.2.5. The College of Consultors

When the Archdiocesan See becomes vacant, the Presbyteral Council shall cease to exist and the
College of Consultors will fulfill its function.

1.2.5.1. Until the designation of a diocesan administrator, the governance of an
archdiocese devolves upon the auxiliary bishop or, if there are several, upon the one who is senior
in promotion. If there is no auxiliary bishop, however, it devolves upon the College of Consultors
(canon 419).

1.2.5.2. The College of Consultors must elect a diocesan administrator, namely the
one who is to govern the diocese temporarily, within eight days of receiving notice of the vacancy
of the episcopal see and without prejudice to the prescript of canon 502§3. (canon 421§1)

Pursuant to canon law and the Pastoral Handbook, the College of Consultors must also provide
pastoral direction and guidance to achieve both the pastoral and the financial priorities of the
Archdiocese to the Archbishop. Overall, the College of Consultors is a subset of the Presbyteral
Council, which is the “senate of the bishop and which assists the bishop in the governance of the
diocese according to the norm of law to promote as much as possible the pastoral good of the
portion of the people of God entrusted to him”. The College of Consultors fulfills this mission with
particular reference to more important acts of diocesan governance.

1.2.5.3. The members of the College of Consultors, no fewer than six and no more
than twelve in number, are to be chosen by the Archbishop from among the priests of the
Presbyteral Council for a term of five years. The Archbishop is required to secure their counsel or
consent on matters stipulated by The Code of Canon Law.

1.2.5.4. After having received consent by interested parties and precise information
about the economic situation of the Archdiocese, the Archdiocesan Finance Council (AFC) and
the College of Consultors are to determine whether to give consent to the Archbishop for an act of
extraordinary administration as defined by the USCCB (See Exhibit V). In compliance with canon
1277, the particular law of the USCCB provides that the following are to be considered acts of
extraordinary administration and require the Archbishop to obtain consent of the Council:

a. To alienate (in the strict sense, convey or transfer ownership) goods of the
stable patrimony when the value exceeds the minimum limit (canon 1292§1).

b. To alienate goods donated to the Church through a vow, or to alienate
goods that are especially valuable due to their artistic or historical value
regardless of the appraised value (canon 1292§2).
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C. To incur indebtedness (without corresponding increase in the assets of the
Archdiocese) that exceeds the minimum limit (canon 1295).

d. Leasing of ecclesiastical goods owned by the Archdiocese when the market
value of the property to be leased exceeds the amount listed in Exhibit V Section I-
f or the lease is to be for three years or longer (canon 1297 and USCCB
Complimentary Norms for canon 1297).

e. In addition to alienation, the entering into any transaction that worsens the
financial condition of the Archdiocese (canon 1295).

f. To encumber the stable patrimony the value of which exceeds the
minimum limit (canon 1295).

g. Other extraordinary acts as defined by a USCCB complimentary norm:

i. Initiating a program of financing by issuance of instruments such as bonds,
annuities, mortgages or bank debt in excess of the minimum amount set in
accord with canon 1292 §1.

ii. Resolving an individual or aggregate claim(s) by financial settlement in
excess of the minimum amount set in accord with canon 1292§1.

iii. Engaging in the regular management or operation of a trade or business that
is not substantially related to the performance of the religious, spiritual,
educational or charitable purposes of the Church, for the purpose of generating
income to carry on such activities.

iv. Entering into any financial transaction or contractual agreement, the terms
of which address matters involving an actual or potential conflict of interest for
the Archbishop, his Vicar(s) General, Auxiliary Bishop(s) or CFO.

h. Consent must be given also for a transaction that may jeopardize the
patrimonial condition of the Archdiocese (canon 1295).

1. The Archbishop should obtain advice and/or hear from the Council on the
following:

v. Appointment and/or removal of the Chief Financial Officer of the
Archdiocese (canon 494)

vi. Decisions relative to the more important acts of administration (it is up to
the USCCB to define what is meant by acts of extraordinary administration.)
(canon 1277)

vii. Determination of the meaning of acts of extraordinary administration for
Religious Institutes subject to his control if the statutes are not specific (canon
1281§2)

Viii. Leasing of ecclesiastical goods owned by the Archdiocese when the
market value of the property to be leased exceeds the amount listed in Exhibit
V Section I-e (canon 1297 and USCCB Complimentary Norms for canon 1297).
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iX. Investment of tangible and intangible property assigned to an
endowment (canon 1305)

vii. Modification of the obligations imposed in executing last wills for
pious causes if such obligations cannot be fulfilled (canon 1310§2)

In addition to the canon law requirements, and consistent with the College of Consultors’
historical practice within the Archdiocese, the College of Consultors will provide such other
consultations to the Archbishop deemed necessary and prudent by the Archbishop.

1.2.5.5. The College of Consultors are to determine whether to give consent to the
Archbishop to alienate goods of the Archdiocese when the value of the goods whose alienation is
proposed is within the range of the minimum and maximum amounts (canon 1292) determined by
the USCCB.! When the maximum amount for the alienation has been attained, the additional
obligation required is permission from the Holy See subsequent to the granting of consent by both
the AFC and the College of Consultors.

! See Exhibit V — “Any change of the particular norms of the USCCB will be automatically incorporated into the
Pastoral Handbook upon receipt of the recognitio by the Holy See”.
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1.2.6. Archdiocesan Finance Council (AFC)

The AFC is mandated by canon law and advises the Archbishop in all areas pertaining to the fiscal
responsibilities of the Archdiocese (canons 492-494). The AFC, in accordance with the direction
of the Archbishop: (1) approves and recommends a yearly budget of projected income and
expenditures of the Archdiocese; (2) on a quarterly basis, reviews the financial results and financial
condition of the Archdiocese, as well as the actual income and expenditures at the end of the year,
and (3) receives the reports of the CFO. In addition, pursuant to a 2002 resolution of the USCCB,
every calendar year, each voting member of the AFC is required to sign a letter acknowledging
that:

“they have reviewed the financial statements of the Archdiocese, reviewed and discussed
the financial statements and management letter, if any, for that fiscal year and have met
and discussed the management letter and its recommendations with the auditors”.

1.2.6.1. The AFC and its related sub-committees are governed by specific statutes
which may be updated from time to time. In general, voting members of the AFC consist of the
Auxiliary Bishop(s), Vicars General, COO or Moderator of the Curia, the chairperson named by
the Archbishop, and sub-committee chairs of the Accounting and Audit Committee, Investment
Committee, Parish Finance and Review Committee (PFRC), the Real Estate Committee and four
members at large (with no employment or other significant relationship to the Archdiocese)
appointed by the Archbishop. The Archbishop appoints members of the AFC and the committees
of the AFC for five years, with the possibility of reappointment. When possible, the appointments
are staggered in order to support consistent and informed participation in the AFC and its sub-
committees. Non-voting members present for AFC meetings consist of the Chancellor and the
CFO. Other guests may be invited from time to time.

1.2.6.2. The Executive Committee of the AFC consists of the Archbishop, Auxiliary
Bishop(s), COO or Moderator of the Curia, the chairperson, and the CFO.

1.2.6.3. Other than the Executive Committee, each sub-committee consists of at
least four members of the laity who are not employed by the Archdiocese and who have no
significant relationship with the Archdiocesan Pastoral Center, the Archbishop and/or the COO or
Moderator of the Curia. The chairs of each sub-committee report to the AFC on a quarterly basis.
Duties of the sub-committees of the AFC include:

a. The Accounting and Audit Committee serves in an advisory capacity to the
COO or the Moderator of the Curia and the CFO. It reviews with the CFO and the
Controller the adequacy of operational and financial controls and other relevant
policies and procedures of the Archdiocesan Corporation and the Ecclesiastical
Organizations. In addition, this Committee reviews the annual budget of the
Archdiocesan Corporation and the Ecclesiastical Organizations, including the
quarterly and year-end financial statements. The Accounting and Audit Committee
also reviews the results of the external audits of these organizations and
recommends the appointment of auditors to the AFC.

31 of 506



July 1, 2023

To assist the Archbishop in his vigilance over the administration of goods
belonging to the parishes (canon 1296), the Accounting and Audit Committee
reviews information concerning compliance of the parishes within the territory of
the Archdiocese with the particular law of the Archdiocese as set forth in this
Pastoral Handbook and specifically those procedures set forth in Chapter 10 —
Parish Business Practices. In doing so, the Accounting and Audit Committee
reviews information provided by the Directors of Internal Audit and Parish Finance,
including providing oversight over compliance with the Internal Audit Charter of
the Archdiocese. The Committee reviews summary Internal Audit results and the
annual internal audit plan, providing guidance and feedback germane to the
planning and execution of Internal Audits and carry forward pertinent issues to the
AFC, as considered necessary by the Chairperson.

The Investment Committee serves as an advisor to the CFO and COO or Moderator
of the Curia of the Archdiocese and certain Ecclesiastical Organizations’ who have
chosen to participate in the Master Trust and the Preneed Master Trust investment
portfolios (Ref. Chapter 9 — Investment Policies), and the Priest Pension Plan. The
Investment Committee’s primary function is to monitor the Investment Policy and
Guidelines of the Archdiocese, including the oversight of investment managers,
asset allocation goals and other investment policies and procedures of the
Archdiocese. The Committee also reviews and evaluates performance of the
quarterly investment returns, the short and long-term investment needs of the
Archdiocese and adherence to the Socially Responsible Investment Policy intended
to promote human dignity and social justice and to comply with the investment
policies and principles as promulgated from time to time by the USCCB.

c. The Project Finance and Review Committee (PFRC) serves in an advisory
capacity in areas pertaining to new parish construction, major remodeling or
renovation, Catholic educational facilities, liturgical design, and capital fundraising
planning. The PFRC (Ref: Chapter 8 — Building, Property and Construction
Projects) is an advisory committee that reviews the financial feasibility of these
projects.

For qualifying projects, the pastor, members of his parish building committee and
parish finance council, the parish architect and other necessary professionals
present to the PFRC and respond to inquiries about the project’s financial
feasibility, estimated project cost, and parish master planning. Upon deliberation
of parish submittals, the PFRC will make a recommendation to the Archbishop or
his designee followed by a letter to the pastor. The chairperson of the PFRC will
also update the AFC on the status of the various construction projects within the
territory of the Archdiocese, including projects under construction and projects in
planning.

d. The Real Estate Committee serves in an advisory capacity in areas
pertaining to real estate management within northern Colorado, including the
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acquisition, alienation, and development of real estate. The Real Estate Committee
also reviews significant leases and other real estate transactions.

€. Quarterly, the CFO will present to the AFC a summary of the recent
Irrevocable Revolving Fund Trust Management Committee meetings. The
Management Committee facilitates the process upon which parishes can help one
another financially and primarily functions as the Loan Advisory Committee for
the Management Corp. (the management and accounting service provider to the
Revolving Fund Trust (Ref: Chapter 8 — Building, Property and Construction
Projects Irrevocable Revolving Fund Trust Management Committee).

f. Other Advisory Committees — When warranted, the CFO will update the
AFC on significant recommendations by other advisory committees, including the
Welfare Benefits Trust Advisory Committee, the Lay Pension Plan Advisory
Committee and the Priest Retirement Committee.

1.2.6.4. The AFC meets on a quarterly basis. Additional meetings may be called at
the discretion of the Archbishop. The AFC does not generate any legislative actions. The AFC
offers advice and consent in areas of fiscal responsibility and in other areas of fiscal concerns that
the Archbishop presents to it.

1.2.6.5. With the Presbyteral Council, the AFC is to be consulted by the Archbishop
prior to levying assessments or taxes on the public juridic persons subject to his authority (canon
1263) {Ref. — Presbyteral Council — 1.2.4.}.

1.2.6.6. The Archbishop is to consult with the AFC and the College of Consultors
for acts of major importance in light of the financial situation of the Archdiocese (canon 1277)
(Ref. — College of Consultors — 1.2.5.).

1.2.6.7. After having received consent by interested parties and having received
precise information about the economic situation of the Archdiocese, the AFC and the College of
Consultors are to determine whether to give consent to the Archbishop to alienate goods of the
Archdiocese when the value of the goods whose alienation is proposed is within the range of the
minimum and maximum amounts determined by the USCCB (Ref: College of Consultors-
1.2.5.).

1.2.6.8. The Archbishop needs the consent of the College of Consultors and the AFC
for acts as described in 1.2.5. for each public juridic person subject to the Archbishop’s authority.

1.2.6.9. In addition to the canon law requirements, and consistent with the AFC’s
historical practice, the AFC will provide consultation to the Archbishop on the following:

a. Appointment of financial auditors and investment consultants
b. Employee compensation and benefits

c. Development (fundraising)
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Insurance and risk management
Construction, property and real estate management

Investment and Accounting policies, including internal financial and
management controls

Banking arrangements

Such other consultations deemed necessary and prudent by the Archbishop.

If appropriate, the items noted above that require consent and/or consultation will be
discussed first by the appropriate Committee of the AFC. In turn, the Committee will make a
recommendation to the AFC on the particular item or matter.
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1.2.7. Archdiocesan Pastoral Council (APC)

While not mandated by canon law, the establishment of an Archdiocesan Pastoral Council is
encouraged (canons 511 and 514). The APC of the Archdiocese is governed by detailed statutes
which may be updated from time to time. In general, the APC is an advisory group to the
Archbishop with respect to a broad range of topics that are pastoral in nature. The purpose of the
APC is to formulate resolutions or recommendations to the Archbishop or consider particular
topics in order to offer advice. Under the direction of the Archbishop, the APC is to reflect upon
those things pertaining to the pastoral activities and apostolic works of the Archdiocese and to
offer practical counsel in such a way as to promote the pastoral and parochial mission of the
Archdiocese. No action of the APC is binding upon the Archbishop.

1.2.7.1. The APC is composed of the Vicars General, Vicar for Clergy, Judicial
Vicar, the Chancellor and the CFO as non-voting, ex-officio members. Voting members include
one lay person selected from each deanery, a maximum of two priests and two permanent deacons
of the Archdiocese, a maximum of two religious sisters and one religious brother, one young lay
adult between the ages of eighteen and twenty-one and such other members appointed by the
Archbishop in a manner which reflects the entire People of God in the Archdiocese. The maximum
number to serve shall be thirty Catholics in good standing with primary residence within the
territory of the Archdiocese.

1.2.7.2. The Archbishop is the president of the APC. He may appoint a chair who
will conduct meetings, organize and coordinate the activities and processes of the APC, appoint

members of committees, and perform such other duties as needed for the efficient and productive
service of the APC.

1.2.7.3. The APC shall meet at least one time per year, with a maximum of four
meetings per year, at a place and time determined by the Archbishop.
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Part 3: Description of Parish Governance — Parochial Consultative
Organizations
Overview

1.3.0 Parishes within the Archdiocese are definite communities of the Christian faithful, whose
pastoral care is entrusted by the Archbishop to a priest as its proper pastor (canon 517). Although
appointed by the Archbishop, a pastor does not receive his power from the Archbishop, but rather
from his office as pastor. In the administration of the property of the parish, the pastor of a parish
is not the representative or delegate of the Archbishop.

1.3.0.1 Under canon law, a parish is a stable community of the faithful where the
faith is lived and passed on; sacraments are celebrated; the Gospel is preached; works of social
justice are performed; and the faithful are educated. The parish is, pre-eminently, the means of
assuring that the faithful, through the sacraments, and especially the Eucharist, are spiritually
nourished and saved.

1.3.0.2 The pastor of a territorial parish is entrusted with ecclesiastical oversight
for all mission churches, oratories, and the use of stations, within the territory. When such locations
are under the care of a religious community, the pastor should work in cooperation with the
community in exercising his oversight.

1.3.0.3 Definitions of Locations

a. Territorial Parish- A traditional parish that serves all the people within a specified
boundary, according to can. 515. Generally, has been incorporated as a Colorado
Corporation Sole. Has its own finance council.

b. Personal Parish- A parish that serves a designated group of people, e.g., an ethnic
group, a college campus, an extraordinary form community. These parishes do not
have a specific territorial boundary, other than the specific land where the parish
buildings are located, as they serve anyone in the archdiocese who is part of the
designated group (cf. Can. 518). Has its own finance council. Has been
incorporated as a Colorado Corporation Sole.

c. Mission Church- A church that is associated with and situated within the territory
of a parish designated as a place for divine worship by permission of the ordinary
for the benefit of the territorial parish and the community of Christian faithful who
gather in it. Although the mission church may operate under a different name than
the territorial parish, generally, the mission church has not been individually and
civilly incorporated as it necessarily exists under the auspices of the territorial
parish. The mission church does not have its own finance council. The finance
council governing the mission church is the finance council of the associated
territorial parish. The mission church does not have a proper pastor assigned to it
individually. The pastor of the mission church is the pastor of the territorial parish.
All sacramental books and records are kept at the territorial parish.
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d. Quasi-Parish- A certain community the faithful within the archdiocese, entrusted
to a priest as its proper pastor, but because of special circumstances it is not yet
established as a parish. It may enjoy its proper finance and pastoral council, and in
general is equivalent to a Parish (cf. Can. 516)

e. Station- A location where Mass is celebrated on a regular basis, but is not owned
by a parish or the Archdiocese. Stations are typically covered by the territorial
parish within whose boundary they are located.

f. Oratory (can. 1223-1229)- A chapel with stability where Mass is celebrated on a
regular basis, but is not a parish or a mission. Religious houses and institutes that
are not parishes also fall under this distinction.

g. Shrine (can. 1230-1234)- A sacred place or church to which members of the
faithful make pilgrimage for a special reason of piety.

1.3.04 If it is the case that an oratory or shrine offers a stable Sunday Mass, such a
Mass (or Masses) should fulfill the specific mission of the location and should not supplant the
need for the lay faithful to be connected to and attend Mass at a particular parish. Any such
practices should be monitored and avoided through the collaborative efforts of the territorial pastor
and those who operate the oratory or shrine.

1.3.1. Canonical Statutes

Each parish in the Archdiocese is a public juridic person (canon 515) and the governance of the
parish is set forth in its Parish Statutes. A parish, as a public juridic person, owns its own property
(canon 1256). The pastor of a parish administers the parish and its property and represents it in its
juridic affairs (canons 532 and 1279).

As discussed in Chapters 8 and 10 and consistent with canon law and the norms of the Archdiocese
as set forth in this Pastoral Handbook, the Archbishop is responsible for exercising careful
vigilance over the administration of all goods belonging to the public juridic persons subject to
him, including all parishes in the Archdiocese (canon 1276). In the exercise of this responsibility,
the Archbishop is required to issue instructions for the proper administration of these persons
(canon 1281) and to define the acts which exceed the limit and manner of ordinary administration
(canon 1281). The norms contained within this Pastoral Handbook are given to guide the pastors
in the proper administration of their respective parishes and to define ordinary administration.
Pastors cannot go beyond the limits of their authority as defined in Chapter 10 without the
authorization of the Archbishop (canon 1281). Likewise, no action may be taken that would
worsen or damage the stable patrimony of a juridic person (a parish) without permission of the
Archbishop (canon 1295).

However, none of the oversight or approval powers of the Archbishop noted above may be used

to diminish the separate autonomy of a public juridic person, including a parish and its pastor as
set forth by universal law.
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Each parish in the Archdiocese has a right to acquire temporal goods to accomplish its mandate
(canon 1259). Such goods belong to the parish and do not belong to the Archdiocese (canon 1279).

1.3.2. Civil Statutes

Each parish in the Archdiocese is also its own separate legal entity under Colorado civil law
(pursuant to Colorado Revised Statutes §7-52-101). Each parish maintains Articles of
Incorporation setting forth its governance structure under civil law. The purposes of the parish
civil corporation are as follows:

a. To celebrate the Eucharistic liturgy, the sacraments, and
sacramentals in compliance with universal and particular law of the
Catholic Church;

b. To proclaim and expound faithfully the deposit of faith, to preach
the Gospel to all peoples, and to protect and safeguard revealed truth;

c. To provide for the pastoral care of its parishioners as well as all the
Christian faithful (Roman Catholics) who either reside within any decreed
territorial boundaries, who shall have a right to pastoral care by virtue of
Canon Law or who shall freely associate themselves therewith;

d. To acquire, retain, administer, and alienate temporal goods offered
by the Christian faithful and all other parish ecclesiastical goods exclusively
for the exercise of the pastoral care of the parish and for all other
responsibilities which are incumbent upon the parish as defined by Canon
Law;

€. To maintain the bond of unity and charity with, to participate in, and
to contribute to the life and ministry of the Archdiocese and of the Church
in accord with the provisions of universal and particular law and all other
specific mandates of the Archbishop which he from time to time may issue;

f. To acquire, retain, and administer real and personal property, to
alienate personal property, and, except in the circumstances of suppression
or merger, to request the approval where necessary for the alienation of real
property that will be effected by The Archdiocese of Denver, a Colorado
corporation sole, as trustee of the Archdiocese of Denver Charitable Trust;
and

g. To have perpetual succession and existence as afforded to a
corporation sole under Colorado law.

Notwithstanding any other provision in each parish’s Articles of Incorporation, a Parish
Corporation cannot be organized or operated for any purpose inconsistent with the Roman Catholic
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doctrine or canon law or inconsistent with the exempt purposes of Section 501(c)(3) of the Internal
Revenue Code or any of its corresponding successor provisions.

Subject at all times to Canon Law and the limitations imposed by this Pastoral Handbook, the
Parish Corporation within the Archdiocese shall have the following powers:

a. To conduct ministry;

b. To hold the beneficial interest, to possess, to use, to administer, and
to insure the parish's real property that, under the civil law, is held in trust
by the Archdiocese of Denver, a Colorado corporation sole, as trustee of the
Archdiocese of Denver Charitable Trust, for the benefit of the parish;

c. To hold legal title for or beneficial interest in the parish's personal
property, and to use, possess, invest, or expend such property;

d. To contract;

e. To acquire property by purchase, devise, bequest, gift, or otherwise;
f. To borrow money, issue notes, or negotiable paper;

g. To lease property or license the use of it;

h. To borrow money without security; guarantee the loans of other

religious, charitable and educational corporations and associations;

1. To hire, assign, discipline, and terminate contractors, employees,
and volunteers;

J- To sue and be sued; and

k. To operate and conduct such canonical entities (a quasi-parish or
mission) as may be determined in accordance with canon law for the
purpose of Christian worship; and,

1. To engage in other proper activities to accomplish its purposes.

1.3.3. Consultative Organizations to the Pastor

To assist the pastor or parochial administrator in the exercise of his office in the governance of the
parish, the Parish Pastoral Council, the Parish Finance Council and, when a parish has a school,
the School Advisory Council (collectively, the Councils) have been established. The pastor is not
a member of these consultative organizations, but presides over them and carefully evaluates the
consultation and advice given. These consultative Councils do not exercise authority directly or
do not mandate any act, as this would undermine the personal authority of the pastor. However, in
those circumstances, as set forth in 1.3.5. below, members of the Parish Finance Council are
required to provide consent. To serve on the Councils, the individual must demonstrate him/herself
to be an active participant in the life of the parish.

a. Minutes shall be prepared for all formal meetings of the various parochial

councils (the Parish Pastoral Council, the Parish Financial Council and School

Advisory Committee). Based upon an evaluation of need by each council, sub-
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committees of councils may be required to maintain minutes. The minutes for sub-
committee meetings would then be made available to members of the applicable
committee.

Included in the minutes shall be a list of those attending, including guests, reference
to the notice, location, agenda items, key concerns, questions, and a summary of
the important discussions. Motions shall be stated, with the indication of the manner
and outcome of any votes taken. The minutes are to be signed by the secretary of
the respective council.

b. Confidentiality — Similar to the consultative organizations to the
Archbishop, members of the Parish Councils and of any of their sub-committees
shall keep confidential all matters of record or reference, whether or not
communicated or discussed in the Council meetings or among those serving.
Members of the Parish Councils shall take all necessary steps to preserve secular
privileges and canon law confidentiality obligations that apply to their work. Trust,
sensitivity, and candor shall be observed. All Parish Council members shall speak
and act, both during Council meetings and outside of the Council meetings, in a
manner supportive of their respective parish.

1.3.4. Parish Councils and Leadership Teams

Pastors are highly encouraged, in addition to their finance council, to constitute another council or
team, made up of staff and/or non-staff parishioners, that will serve him in a consultative capacity.
This group would exist to help and support the pastor and the members of his staff in the
accomplishment of the pastoral objectives, identifying pastoral needs, implementation and
evaluation of programs and initiatives, as well as encouraging volunteerism and participation by
the parishioners in the life and ministry of the Church.

1.3.4.1. Clear guidelines about membership composition of this group, scope of work, and
terms of service, should be set in writing. All such groups should understand that the pastor retains
all decision-making authority.

1.3.4.2 When a new pastor is assigned to a parish, these groups are automatically

disbanded, although, the incoming pastor may decide to retain the members and/or groups, at
which point he may also modify the guidelines and member terms.
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1.3.5 Parish Finance Council

The pastor is to perform his duty of administration with the diligence of a “good householder” (cf.
c. 1284) as he is the sole administrator of the parish (cf. c. 532). Every parish must have a parish
finance council to assist him with the responsible stewardship of resources (canon 537). The Parish
Finance Council serves a critical role in collaboration with the pastor in protecting the parish lest
it be harmed from noncompliance with civil regulation or this Pastoral Handbook, poor
management of the parish resources or a lack of transparency. In some circumstances, parishes
administered by the same priest may have one parish finance council that acts on behalf of all the
parishes administered to. In that circumstance, it is recommended that the parish finance council
reflect the membership of the faithful from the participating parishes and/or missions. Pastors may
seek the assistance from the Chief Financial Officer in locating qualified finance council members.

The members of the Council are to act in good faith and always consider what is in the best interest
of the church. While monitoring and assisting with the management of their parish, the Council is
also to be knowledgeable about and supportive of initiatives within the Archdiocese of Denver and
the larger church. In the event Council members become concerned about financial decisions or
activities within their parish that run contrary to the guidance provided here, (pastor first, then if
they feel the concern remains or unaddressed...) they are encouraged to notify the Office of Parish
Finance.

The pastor or administrator may only place acts of extraordinary administration, as defined in
Exhibit V — Section IV, after having consulted and sought the majority of the votes? of the parish
finance council and after having obtained the written approval of the Vicar General or his delegate.
In the case in which the pastor or administrator wants to place an act of extraordinary
administration which is contrary to the majority of the finance council’s recommendation, he may
do so after providing an explanation to the Vicar General along with an explanation signed by the
finance council chair.

1.3.5.1. The pastor is to preside over the Parish Finance Council. In the event of a
change in pastors, the Finance Council and the existing members remain on the council and fulfill
their respective terms. The pastor is to encourage and support the work of the Finance Council
including providing the members with information that details their roles and responsibilities as
may be provided by the Office of Parish Finance.

1.3.5.2. The parish finance council shall consist of at least three members of the
parish. The members are to serve for three years with the possibility of reappointment. A member
who has served six years may be eligible to serve on the council again, but the pastor should consult
with the Office of Parish Finance. The members are to be qualified in financial administration and,
where possible, in matters of civil and canon law as applicable to parochial circumstances. It is
recommended that the Parish Finance Council designate one member as liaison with the Parish
Pastoral Council and if the parish has a school, one member as a liaison with the School Advisory

2 The only authority that can invalidate or forbid an act of extraordinary administration placed by the Pastor is the
Ordinary or his delegate. To seek the majority of the votes of the Finance Council is a requirement of this Particular
Law to help the Ordinary to make an informed decision.
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Council (see 1.3.6). The pastor appoints and may remove the members. However, the pastor may
only remove members for extraordinary reasons and after consulting with the Vicar General.

1.3.5.3. The Parish Finance Council should recommend a chairperson from amongst
its members annually for the pastor to appoint. The chairperson is to work with the pastor and
parish business manager to set an agenda, identify key business issues that need to be addressed
by the Council, conduct the meetings and to communicate with the pastor and business manager
and when necessary, with the Archdiocese of Denver on behalf of the Council. The chairperson
may also be asked to attend meetings with the pastor and staff from the Archdiocese and the
Management Corp. from time to time. The chairperson must be skilled in business and have the
ability to conduct effective meetings.

1.3.5.4. The chairperson is to be appointed annually no later than October 1.

1.3.5.5. The chairperson’s name, contact information, including email address, is to
be provided to the Office of Parish Finance at the time of their appointment and as part of the
Annual Report to the Archdiocese.

a. Parishes are to publish, at least once a year, in the parish bulletin, the names
of each of the members of the Parish Finance Council along with a link to the Archdiocese of
Denver website location containing Pastoral Handbook and the materials outlining the roles and
responsibilities of Council members.

1.3.5.6. It is recommended that the Parish Finance Council meet monthly but no less
than quarterly. Minutes of the Council meetings must be documented and retained at the parish. In
the event Council meetings are cancelled, every effort should be made to reschedule the meeting
and in no event may a parish go longer than three months without a meeting.

1.3.5.7. The pastor is to obtain the consent of his finance council for the following
matters:

a. For acts of extraordinary administration before he seeks approval of the
Archbishop. Acts of extraordinary administration are set forth in section 1.2.5.4.
of this Chapter for the Archdiocese, and by analogy, apply to the parishes. Such
acts include the following:

1. Alienation of stable patrimony of the parish over the minimum
limit (see Exhibit V)
ii. To incur indebtedness or encumber the stable patrimony of the

parish over the minimum limit. (see Exhibit V)

b. The Parish Finance Council must review, approve, and recommend the
annual parish budget for approval by the pastor.

c. At the discretion of the pastor, at least annually and at a minimum during

the budget development process, the Parish Finance Council is to discuss the wages
of all parish employees with the pastor.
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1.3.5.8. The Parish Finance Council is to provide assistance to the pastor or
administrator in administration of parochial goods and in assessing parish needs for present and
long-term financial support including the following.

a. Assisting the parish staff, as needed, in the preparation of the annual budget
of income and expenses according to the guidelines of the Archdiocese including
the coordination and development of the parish school budget (if one exists) into
the total budget of the parish.

b. Actively monitoring the actual financial results as compared to the budget
throughout the fiscal year. Advising the pastor when significant variances have or
will be realized. Assisting the pastor with determining the financial remedies
needed (e.g., expense reductions or fundraising) for significant negative budget
variances. The Council is to monitor parish spending to avoid deficit spending and
assisting the pastor with taking steps necessary to end deficit spending.

c. Submitting to the Office of Parish Finance, an Annual Report which
includes a list of all Finance Council Members by August 30" of each year. (Ref:
Chapter 10 — Parish Business Practices within the territory of the Archdiocese)

d. Reviewing the parish financial statements for the most current period and
monitoring payment of all obligations of the parish.

€. Assisting the pastor with an ongoing review of internal control and
accounting procedures.

f. Assessing offertory giving levels and the effectiveness of stewardship and
fundraising. Reviewing fundraising activities to ensure compliance with
fundraising requirements including civil regulations, proper internal controls and
cash deposit procedures.

g. Advising the pastor on all matters of parochial financial administration.

h. Assisting the pastor to insure there is active and informed participation of
the parishioners in the Archbishop’s Catholic Appeal.

1. Assisting the pastor in keeping current with and conforming to
Archdiocesan policies and civil regulations.

J- Ensuring that the parish remains current with its obligations to the parish
employees, parish vendors and Archdiocesan organizations, including the
payment of assessments, second or special collections, insurance premiums,
retirement premiums and payroll taxes.
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k. Reviewing and monitoring parish debt obligations to the Revolving Fund
Trust and/or other financial institutions.

1. Assisting the pastor with reporting the parish financial results and the
budget to the parishioners on a no less than annual basis. Such report to include a
summary Statement of Financial Position and Statement of Activities

m. Advising the pastor on administrative matters.

n. Assisting the pastor with recruiting and hiring the parish business manager
and or bookkeeper.

The Council is also to assist the pastor with reviewing the parish business
manager and bookkeeper’s annual performance. In addition, assisting the pastor in
monitoring and establishing just, fair, and non-discriminatory salaries and benefits
for parish employees.

0. Assisting with monitoring parish banking relations and the investment of
parish funds.

p. Assisting the pastor with reviewing the bank and investment account
reconciliations.

q- Advising the pastor on the acceptance of both unrestricted and restricted
gifts, including gifts of securities, real estate and other gifts which can be complex
in nature (see Chapter 11). Assisting the pastor and or parish staff with ensuring
restricted gifts are properly identified, documented, reported, tracked and that the
restricted purpose is fulfilled. Reviewing no less than annually, the parishes
record of restricted gifts received and fulfilled.

r. Assisting with assessing and planning for the maintenance, repair,
renovation or construction of parish buildings and capital assets.

S. Reviewing the activities and financial reports of parish auxiliary
organizations.
t. Providing advice and documenting the intent of internally designating

unrestricted funds.

u. Assessing the parish’s needs and assisting with the development of long-
range financial plans.

V. Providing advice and assistance with the Conflicts of Interest Policy (See
Chapter 7 — Archdiocese of Denver and Ecclesiastical Organizations), concerning
protection of whistle-blowers, fraud detection, reporting and prevention.
Reporting any suspicious financial activity in accord with Section 1.3.5.11.
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w. Reviewing and assisting the pastor in responding to issues identified in the
review conducted as part of the Parish Review Program. The Parish Finance
Council must meet with the representatives of the Office of Internal Audit when a
parish review is completed at the parish. The parish finance council members, in
addition to reviewing the findings, are to discuss with the representatives of the
Office of Internal Audit any concerns they may have over the management of the
parish funds or resources. A written response to the parish review must be signed
by the pastor and the chair of the Council and be sent to the Office of Internal Audit.
In the event the parish retains an external CPA to perform an audit, review or other
agreed upon procedures, the Council must meet with the CPA to review both the
purpose, scope and findings.

X. Assisting the pastor and the business manager in the review of significant
business contracts between the parish and outside vendors. A significant business
contract whose financial impact exceeds the norms outlined in Exhibit V, Section
IV.

y. The Council shall have such other duties or responsibilities as may be
identified elsewhere within this Pastoral Handbook or as requested by the pastor.

1.3.5.10. In the event the Parish Finance Council members become aware of any
action by the parish that may give rise to a conflict of interest, the member is to report the action
or activity to the chairperson and pastor immediately. The matter must be disclosed to the Council
and a determination of appropriate action, whether the member must resign from the Council or
recuse themselves from a particular issue must be documented in the minutes. If there is a serious
concern about a conflict of interest that is not resolved by the Pastor or chairperson of the Parish
Finance Council, members of the Council are to report their concern to the Director of the Office
of Parish Finance.

1.3.5.11. In the event any member of the Parish Finance Council receives a report
from someone of suspicion or evidence of fraud, theft or misuse of parish funds or property, they
must report the incident to one of the following depending on the nature of the report, the pastor
and/or the chairperson of the parish finance council. The report is to be raised in the Parish Finance
Council meetings and, if deemed credible, must be reported to the Director of the Office of Parish
Finance.
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1.3.6. School Advisory Council

In those parishes with a parish school, a School Advisory Council is required.

1.3.6.1. School Advisory Councils in the Archdiocese are established by the pastor
to advise the principal and pastor in matters of planning, policy formulation, finances,
development, marketing, and public relations. The council is consultative in nature and is not to
meet without the principal or pastor in attendance.

1.3.6.2. School Advisory Councils in the Archdiocese are not to engage in matters
regarding discipline, parent grievances, program development, approval of materials, and the
hiring, evaluation, or termination of teachers and principal.

1.3.6.3. School Advisory Councils are to develop and operate by a mission
statement, constitution, and by-laws that have been approved by both the pastor and the
Superintendent of Catholic Schools.

1.3.6.4. Council membership and term limits and renewals are to be specified in the
by-laws. The pastor and principal are ex-officio members of the council, and the principal serves
as chief executive officer of the council. Employees of the school or parish may not be members
of the council. Members of the School Advisory Council, other than the principal, are to be
appointed by the pastor or principal.

1.3.7. Parish Statutory Records

The Vice Chancellor, working in collaboration with the Chancellor and the Vicar for Clergy, will
maintain the official list of parishes and other juridic persons within the territory of the
Archdiocese. Such list will be maintained and updated as necessary. Pursuant to the terms of the
Parish Service Agreements with the Archdiocese, the Vice Chancellor’s office will be
responsible to assist the pastor and parish staff in providing consultation on related corporate
filings with the State of Colorado, including:

1.3.7.1. Secretary of State filings, including the Annual Report and changes in
principal offices;

1.3.7.2. Corporation Sole successor certificate of appointment; and,

1.3.7.3. Other required filings.
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Part 4: Description of the Governance Structure of the Ecclesiastical
Organizations within the Archdiocese

As set forth in the Preamble and in the Principal Abbreviations and Definitions to this Pastoral
Handbook, the Ecclesiastical Organizations of the Archdiocese are as follows:

— Archdiocese of Denver

- Archdiocese of Denver Mortuary at Mount Olivet, Inc.

— The Mount Olivet Cemetery Association

— St. Simeon Cemetery Association

— The Archdiocese of Denver Cemeteries Perpetual Trust

— Camp St. Malo Religious Retreat and Conference Center, Inc.

— Annunciation Heights

—  The Archdiocese of Denver Management Corporation

— The Saint John Paul IT Center for the New Evangelization

— Frassati Catholic Academy

— Bishop Machebeuf High School, Inc.

— Holy Family High School, Inc.

- BI. Miguel Pro Catholic Academy

— Seeds of Hope of Northern Colorado, Inc. / Seeds of Hope Charitable Trust
— Saint John Vianney Theological Seminary

- Redemptoris Mater House of Formation

— Family of Nazareth, Inc.

— The Archdiocese of Denver Welfare Benefits Trust

— The Archdiocese of Denver Irrevocable Revolving Fund Trust

— The Archdiocese of Denver Risk Management and Property/Casualty Insurance Trust
— Catholic Charities and Community Services for the Archdiocese of Denver, Inc.

1.4.1. The Ecclesiastical Organizations noted above have governing documents,
including canonical statues, articles of incorporation, by-laws and/or a formal trust agreement that
establish the governance structure for each of the respective entities. Such documents set forth the
nature, purpose, constitution, government, and authority of those entities from both a civil and
canonical perspective. Furthermore, the documents articulate the roles and responsibilities of the
various Directors, Trustees, Officers, Boards and Committees, as applicable.

1.4.2. Such Ecclesiastical Organizations are to adhere to their governing documents and
to Canon Law at all times, unless a specific exemption is granted by the governing Board of
Members or Board of Directors / Trustees and/or the Archbishop, as applicable.

1.4.3. In addition to the canonical organizational documents and the civil description of
these same organizations, (such as articles of incorporation, bylaws, and/or trust agreements) each
public juridic person subject to the Archbishop’s authority may declare acts of extraordinary
administration more restrictive than those specified by the USCCB in accordance with the norms
of canon 1277 and 1281.
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Chapter 2: The Clerical State

Overview

This chapter provides an overview of the Office of Vocations within the Archdiocese of Denver.
The parts of this chapter are organized in the following manner:

Part 1 — Office of Priestly Vocations

Part 2 — The faculties, rights and obligations of those ordained to the priesthood
Part 3 — Consultative organizations for priests

Part 4 — Faculties, procedures, rights and obligations of deacons

Part 5 — Consultative organizations for deacons

Part 1: Office of Priestly Vocations

The Office of Priestly Vocations is responsible for promoting and nourishing vocations to the
diocesan priesthood in the Archdiocese. This is accomplished through personal contact with
prospective seminarians as well as through talks, presentations, and vocation promotion material
given to individuals, parishes, schools, and large groups. The Office of Priestly Vocations
organizes, and hosts retreats and events throughout the year to further the end of assisting
individuals in their discernment of a priestly vocation. The Office of Priestly Vocations is also
responsible for assisting men throughout the application and acceptance processes for becoming a
seminarian for the Archdiocese. In addition to these duties, the Director of Priestly Vocations acts
as the liaison between the formation faculty of the college seminarians of the Archdiocese and
Saint John Vianney Theological Seminary in Denver.

2.1.1. Men interested in becoming diocesan priests in the Archdiocese should be referred
to the Office of Priestly Vocations. In a preliminary interview with the Director of Priestly
Vocations, the prospect will be advised of the steps required to enter seminary and how he may
cooperate in the process leading to acceptance as a seminarian for the Archdiocese.

2.1.2. Resources for those interested in consecrated vocations are also available through
the Office of Priestly Vocations.
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Part 2: The Priesthood

"The priest ... is a man of mystery. While he is called forth from among the members of the Church
and ever remains human and a sinner, he is nonetheless set apart for sacred duty and thus is
permanently marked with a special character. He becomes by that which he has been marked a
special participant in the continuing drama of salvation." (Archbishop J. Francis Stafford, Pastoral
Letter, In the Person of Christ, the Head of the Body: The Mystery of the Priestly Vocation, § 22.)

2.2.1. Vicar for Clergy

The Vicar for Clergy acts for and on behalf of the Archbishop in all matters related to priests and
deacons. He is to be available to the needs of the priests of the Archdiocese, and to work in close
association with the consultative organizations listed in Part 3. He is to assure the Archbishop that
canonical obligations for the pastoral care of the priests have been fulfilled.

2.2.2. Faculties

Priests of the Archdiocese, at the time of ordination or incardination, receive the faculties of the
Archdiocese. Extern and religious priests receive faculties when their application for ministry is
accepted. Reception of faculties is dependent upon meeting the background checks, as more fully
set forth in the Code of Conduct and other criteria for being in good standing, including reading
and agreeing to the Archdiocesan Code of Conduct. Special faculties may be given to a priest
because of a specific need in his ministerial appointment.

2.2.2.1. By the universal law of the Church, the following faculties are extended to
those priests in good standing in the Archdiocese:

a. To preach the Word of God everywhere with at least the presumed consent
of the pastor of the parish (canon 764).

b. To administer the sacraments and sacramentals except those prohibited by
The Code of Canon Law or those requiring the sacred order of the Episcopate.

c. To preach to men and women religious in their churches or oratories with
the permission of the competent superior (canon 765).

d. To make an exception for a just reason to the required age of sixteen for a
sponsor at Baptism or Confirmation (canon 874§1, °2; 893§1) and provided that the
selected sponsor has been confirmed (canon 874§1, °3). Ordinarily the exception
should be only by one year of age.

e. To admit a Christian who belongs to a non-Catholic ecclesial community to

be a witness (not a sponsor) to Baptism and only in the company of a Catholic
sponsor (canon 874§2).
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f. To administer the sacrament of Confirmation within his own territory to a
baptized non-Catholic adult whom the priest has received into full communion with
the Catholic Church (canon 883§2).

g. To confirm those in danger of death (canon 883§3).

h. To celebrate the Eucharist according to the norms of canonical and liturgical
law (canon 900§2).

1. To concelebrate the Eucharist unless the welfare of the Christian faithful

requires or urges otherwise but with due regard for the freedom of each priest to
celebrate the Eucharist individually, although not during the time when there is a
concelebration in the same church or oratory (canon 902).

J- To consume food or drink before the second or third celebration of the
Eucharist on the same day (canon 919§2).

k. To celebrate the Eucharist while seated, but without the people present, if
one is sick or elderly (canons 930§1; 906).

1. To celebrate the Eucharist by using the text of any approved Mass if one is
blind or suffering from another infirmity with someone present to help him (canon
930§2).

m. To celebrate and distribute the Eucharist on any day and at any hour, except
those excluded by liturgical laws of the universal or particular church (canon 931).

n. To celebrate the Eucharist in any suitable place (canon 932).

0. To celebrate the Eucharist according to the extraordinary form of the Latin
Rite privately or among a stable group of the faithful who request such celebration.

p. To those who have the habitual faculty to hear confessions by office or by
concession to exercise that faculty everywhere unless it has been restricted by the
local ordinary. Presbyters belonging to this or another diocese, religious institute or
institute of apostolic life who do not have faculties for hearing confessions from
their own ordinary or who have this faculty restricted by their own bishop, religious
superior or the law itself, are likewise restricted by the Archbishop (canon 967-
969).

q- When the penitent is in danger of death, to hear confessions anywhere and
absolve from any kind of censures and sins with the obligation of recourse in case
of recovery (canons 976; 1357§3).
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r. To absolve in the sacrament of Penance anyone from censures except those
specifically reserved to the Holy See (canon 1355). Censures reserved to the Holy
See are:

1. Desecration of the Consecrated Species (canon 1367).
ii. Use of physical force against the Roman Pontiff (canon 1370).

iii. Absolution of an accomplice in a sin against the 6th commandment
(canon 1378).

iv. Having consecrated a bishop without a pontifical mandate (canon
1382).

V. Being consecrated a bishop without a pontifical mandate (canon
1382).

vi. Direct violation of the sacramental seal (canon 1388).

S. To absolve in the internal forum anyone of the faithful from a latae
sententiae penalty which has not been declared, established by the law but not
reserved to the Holy See, namely apostasy, heresy, and schism (canon 1364§1),
physical attack on a bishop (canon 1370§2), pretended celebration of the Eucharist
or conferral of sacramental absolution by a lay man or woman (canon 1378§2),
false accusation of a confessor of solicitation (canon 1390§1), attempted civil
marriage of a non-clerical religious in perpetual vows (canon 1394§2) and procured
abortion (canon 1398). This faculty may be exercised by the confessor only within
the confines of this Archdiocese and on behalf of any persons regardless of their
domicile or the place where the penalty was incurred (canon 1355).

t. To carry the Oil of the Sick in a respectable manner so that in case of
necessity the sacrament of the Anointing of the Sick may be administered (canon
1003§1).

u. To impart blessings except those reserved to the Roman Pontiff and bishops
(canon 1169§2).

V. After consultation with the Archbishop, to grant ecclesiastical funeral rites
to baptized members of a non-Catholic church or ecclesial community unless this
would be evidently contrary to the will of the decedent and provided the decedent’s
own minister is unavailable (canon 1183§3).

w. To repeat the liturgical services on Good Friday and to celebrate an

additional Mass on the Vigil of Easter after the celebration of the Vigil
(Congregation for the Sacraments and Divine Worship, January 13, 1971).

2222, By the universal law of the Church, the following faculties are granted to
pastors of parish communities:
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a. To exercise the pastoral care of the community entrusted to him under the
authority of the Archbishop so that for this community he may carry out the offices
of teaching, sanctifying, and ruling with the cooperation of other presbyters or
deacons and with the assistance of the lay members of Christ’s faithful.

b. To act in the person of the parish in all juridic (canonical) matters according
to law.
C. In case of necessity, to have someone else satisfy the Missa pro Populo on

Sundays and Holy Days of Obligation (canon 534§1).

d. In case of necessity, to celebrate the Missa pro Populo on another day
(canon 534).
e. To assist, by virtue of their office, at the marriage of both subjects and non-

subjects provided one of the parties is of the Latin rite, but only in the pastor’s own
parish (canon 1109).

f. To delegate the faculty to assist at the marriages generally or for a particular
marriage (canon 1111§1) (the delegation is to be given in writing and the fact of
delegation is to be noted in the marriage record).

g. To grant permission for the marriage between Catholics or between a
Catholic and baptized non-Catholic party to be celebrated in a Catholic Church or
oratory other than the parish church of the Catholic parties (canon 1118§1). Only
the Archbishop or his designee can permit marriages between Catholics or between
a Catholic and a baptized non-Catholic to be celebrated in a suitable place other
than a Catholic church (canon 1118§2).

h. To suspend the obligations of a vow for as long as its fulfillment would
prejudice such a person if one has power over the matter of the vow (canon 1195).

1. To dispense from private vows made by a person belonging to the parish to
which the pastor is assigned and also by a visitor within the parish, but only if no
injury is done to the acquired rights of others (canon 1196).

J- To commute to a lesser good what has been promised by a private vow made
by a person belonging to the parish to which the pastor is assigned and also by a
visitor within the parish’s territory (canon 1197).

k. To suspend the obligations of a promissory oath. This faculty may not be

exercised if the suspension from the oath would tend to prejudice those who refuse
to remit its obligation (canon 1203).
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1. To dispense or commute a promissory oath. This faculty may not be
exercised if the dispensation from the oath would tend to prejudice those who refuse
to remit its obligation (canon 1203).

m. To dispense, in individual cases and for a just cause, from the observance
of a day of precept (i.e., a Holy Day of Obligation or day of penance (Ash
Wednesday, Good Friday)) or to commute the obligation into some other pious
work. This faculty may be exercised on behalf of one’s own parishioners or of one
visiting within the boundaries of the parish (canon 1245).

2.2.23. By virtue of the power granted to him by the universal law of the Church,
the Archbishop grants the following faculties:

a. To pastors, parochial vicars, and other priests with the approval of the pastor
to baptize an adult (i.e. one who has completed his or her seventh year) without
previously referring the matter to the Archbishop and to administer Confirmation
and Eucharist immediately (canon 863).

b. To pastors, parochial vicars, and other priests with the approval of the pastor
to baptize an adult who is not domiciled within the parish to which the priests are
assigned, provided the adult has been admitted to the catechumenate in their parish.
Notification of admission to the catechumenate and of the reception of Baptism
should be made to the person’s proper pastor (canons 857§2; 851§1).

c. To pastors, parochial vicars and other priests with the approval of the pastor
to receive into the Church an adult already baptized in a non-Catholic Church, who
does not dwell within the confines of the parish to which they are assigned,
provided the person took the course of instructions in the Catholic faith within their
parish.

d. To priests, if priests are lacking and for a just cause, to celebrate the
Eucharist twice on weekdays and even, if pastoral necessity requires it, three times
on Sunday and Holy Days of Obligation (canon 905§2).

€. To priests incardinated and having an assignment in the Archdiocese, to
whom this faculty is not given by the law itself, the Archbishop grants the habitual
faculty to hear confessions (canon 967§2). This faculty is not lost by loss of
assignment.

f. To all parochial vicars, the general faculty to assist at marriages within the
boundaries of the parish to which they are assigned (canon 1111).

g. To pastors and parochial vicars assigned to a parish, to allow ecclesiastical

funeral rights for an unbaptized child if the parents had intended to have the child
baptized (canon 1183§2).
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h. The Archbishop has delegated pastors and parochial vicars, chaplains and
rectors to dispense the faithful from the Eucharistic fast for a just cause. Such
delegation ceases when the Episcopal See is vacant.

2.2.24. Faculties of non-incardinated resident priests and deacons:

a. Ordinarily, the Archbishop grants faculties to non-incardinated resident
priests or deacons for the duration of their stay within the Archdiocese. Reception
of faculties is dependent upon meeting the background checks, the Archdiocesan
Code of Conduct and other criteria for being in good standing.

b. Requests for faculties must be made in writing with appropriate
documentation (e.g. explanatory letters from one’s ordinary) to the Archbishop.
Questions concerning this procedure may be referred to the Vicar for Clergy.

C. In case of emergency, non-incardinated resident priests or deacons desiring
faculties may contact the Vicar for Clergy or the Vicars General for information
and guidance.

2.2.25. Priests from outside of the Archdiocese receive faculties from their proper
bishop. If they possess the faculty of preaching or hearing confessions from their own ordinaries,
they may presume the faculty to preach and to celebrate the sacrament of reconciliation within the
Archdiocese, unless the Archbishop or the Vicar for Clergy has specifically denied that faculty.

a. Priests wishing to remain an indefinite period of time and minister in the
Archdiocese must obtain permission of the Archbishop. An intended stay of over

one month necessitates requesting permission for Archdiocesan faculties from the
Archbishop.

b. This permission is given in writing through the granting of priestly faculties
of the Archdiocese. These faculties are not to be presumed.

c. Prior to reception of faculties, the priest must present all information
requested by the Vicar for Clergy and fulfill requirements of good standing.

d. In order to maintain accurate clergy records, all written requests for the
faculties of the Archdiocese are to be directed to the Vicar for Clergy. A
background investigation, accurate and complete provision of additional
information by the one requesting faculties, and a letter of recommendation from
one's proper ordinary with his approval, are necessary prior to the reception of
faculties from the Archbishop.

e. Priests of religious institutes or societies of apostolic life obtain the faculties

of the Archdiocese before their appointment to pastoral ministry within the
Archdiocese. Religious priests receiving permission to live in the Archdiocese do
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not automatically enjoy faculties of the Archdiocese unless these have been
specifically requested and granted.

f. Priests of religious institutes, societies of apostolic life or from other
dioceses are to inform the Vicar for Clergy immediately if there is additional
information that should be communicated prior to the granting or continuation of
faculties. The ordinary of a priest incardinated in another diocese and seeking/with
faculties in the Archdiocese is to inform the Vicar for Clergy if, for any reason, the
letter of recommendation or approval of such priest is questioned or withdrawn.

2.2.3. Salary and Benefits

Since clerics dedicate themselves to ecclesiastical ministry, they deserve remuneration which is
consistent with their condition... (can. 281 §1). Priests under the auspices of the Archbishop will
receive remuneration according to their condition (see list of conditions below). Additional
compensation may be paid depending upon a priest’s condition, taking into account the nature of
their function and the conditions of places and times. Priests will typically fall into one of the
following 5 conditions of life. If there is a question about which condition applies to a priest, the
matter will be handled on a case-by-case basis.

Condition A- A priest assigned to full time ministry as: a pastor (or administrator) of a parish, a
seminary professor or formator, an episcopal vicar, a director of a curial office.

Condition B- A priest assigned to full-time ministry as: a parochial vicar or on special assignment
(e.g., further studies).

Condition C- A priest in unassigned ministry.
Condition D- A priest who is on a leave of absence from ministry.
Condition E- A retired priest.

The Archdiocese of Denver Clergy Benefit Schedule, which is updated annually and supplied to
pastors and business managers each spring to aid in the budget process, will indicate the base salary
level and additional compensation amounts, including an additional 7.65% compensation to
partially compensate priests (except for retired priests) for their self-employment tax.

A priest who is on administrative leave, but not Condition D (e.g., sabbatical, medical/sick,
suspension during an investigation, etc.) will receive the same level of compensation that he was

earning prior to the leave until such time as his administrative leave ends and his condition is
established.

Priests in all conditions are due the base salary, which presumes room and board are being
provided. In the event that room and board are not being provided, additional compensation will
be considered on a case by case basis so as to ensure that can. 281 is followed.
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Priests in Category C will only receive the base salary.

Priests in Condition E who are incardinated, are paid through the priest pension plan, which shall
not be less than the base salary. When a retired priest resides and or assists in a parish, the parish
may pay additional compensation. Such compensation is determined by the pastor of the parish.

Priests who are in Conditions C, D, and E are eligible for additional compensation from the
Archdiocese on a case-by-case basis so as to provide for the necessities of their life as well as for
the equitable payment of those whose services they need.

When a priest receives additional compensation, i.e., honoraria for seminary or sacramental work,
gifts, etc., he is encouraged to heed can. 282 §2 and apply excess funds to the good of the church
and works of charity.

Priests may be reimbursed for certain necessary expenditures (Ref: Chapter 10 — Parish Business
Practices within the Territory of the Archdiocese - Categories for Reimbursement of Priests).

2.2.3.1. Priests receive remuneration in relationship to their primary assignment and
should not receive honorarium for this work other than the offering associated with Mass
intentions. Honoraria related to sacramental work outside a priest’s primary assignment serve as a
supplement to remuneration. Such honoraria primarily exist to aid priests who do not enjoy the
same financial benefits that may exist in full-time parish ministry.

The amount paid in the categories of the mileage reimbursement, education allowance, retreat fee,
priests' convocation fee, and supply priest honoraria are announced annually in the Clergy Benefits
Schedule. The amount suggested for a Mass offering is determined by bishops of the province.
Mileage reimbursement and the offering associated with the Mass intention should be added to the
Supply Priest Honorarium. An honorarium and mileage reimbursement may also be paid for other
sacraments, e.g., Reconciliation. Such an honorarium should be representative of the time and
energy offered by the supply priest.

2.2.3.2. Every priest is entitled to adequate living arrangements that include food
and lodging (see Rectories 2.2.8). The parish will provide these arrangements.

All food expenses are subject to availability in the annual budget and approval of the pastor or
administrator of the parish. While it is true that priests have varying preferences and dietary needs,
the per priest cost of board should reflect real provisional need and avoid opulence. Provisions
include grocery, restaurant, or delivered food that is consumed by a priest.

The parish does not pay for food consumed by a priest when he is on vacation.

Money paid to diocesan priests for food provisions are not an allowance and must be tied directly
to actual need and use. In general, reimbursement is preferred, and advancements are not permitted.
Monies used for food provisions (and other aspects of sustenance) which are provided to religious
priests who have taken a vow of poverty may be advanced and are not considered compensation.
Parishes must have an expense reimbursement plan (pursuant to Section 10.21.1 of the Handbook),
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whereby proper documentation substantiating the expenditure must be provided to the parish.
Accounting of business-related meals or groceries should be kept separate from meals or groceries
regarded as provisions for priests.

Business related meals should be budgeted in a separate account as they do not represent provisions
for the priest.

Some priests may discern that expenses related to meals not consumed in the rectory are something
they will pay out of their own pocket. While this is a commendable practice, two things must be
kept in mind: this cannot be mandated of other priests, and when the priest changes assignments,
prudence must be used in calculating budgetary needs for the incoming priest.

Typically, the parish does not pay for alcohol. Alcohol consumed solely by the priest is never a
grocery, but rather a personal expense (Section 10.24.0.). Concerning business related meals,
certain alcohol expenses are permitted, and the good judgment of the priest will be trusted. Some
examples of acceptable alcohol expenses might be: wine for a staff or parish business meal, beer
served at a parish council BBQ, pre-dinner drinks while entertaining a presenter or group of priests
before or after a penance service, etc.

2.2.3.3. While needy parishes may negotiate an amount less than the standard rate
for sacramental services as defined annually for the supply priests, it is hoped that supply priests
would not expect a needy parish to pay more than the parish could afford.

2.2.3.4. Archdiocesan priests receive medical and other health benefits through the
Archdiocese of Denver Welfare Benefits Trust. The priest’s employer (e.g., a parish or Catholic
institution) pays the insurance premium and the priest pays the employee shared costs. Priests from
religious orders or other communities receive such medical insurance from the respective
orders/communities.

2.2.35. Archdiocesan priests also receive dental insurance through the Archdiocese
of Denver Welfare Benefit Trust dental insurance plan. The priest’s employer (e.g., a parish or
Catholic institution) pays the insurance premium and the priest pays the employee shared costs
consistent with the policies for shared expense as adopted by the priest’s employer. Priests from
religious orders or other communities receive such dental insurance from the respective
orders/communities.

2.2.3.6. Each priest who is incardinated into the Archdiocese is part of the
Archdiocese of Denver Priest Pension Plan, subject to certain conditions. Priests from religious
orders or other communities cannot participate in the Archdiocese of Denver Priest Pension Plan.

2.2.3.7. Each priest may take four weeks of vacation on an annual basis. The priest
is asked to find a replacement for himself, if possible. In the case of a parochial vicar, the
replacement priest must be acceptable to and approved by the pastor. The replacement priest is to
be paid by the Catholic institution or parish.
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2.2.3.8. A priest unable to continue in his current assignment because of personal
illness may be granted a sick leave by the Archbishop. The priest may continue on full salary
during the time of authorized sick leave; provisions will be made for room and board.

2.2.3.9. In those situations where Archdiocesan priests are sent outside of the
territory of the Archdiocese for an extended period of time, guidance has been provided in
Postquen Apostoli (1980) and more specifically in canon 1271. Based on the experience of the
Archdiocese and its missionary seminary, Redemptoris Mater House of Formation, additional
guidelines have been developed which include the following:

a. Priests sent to minister in a different diocese:

i If a priest is sent to work in another diocese in need, the bishop a
quo and the bishop ad quem must agree on a five-year renewable contract.

il. If a priest is sent to a wealthy country, usually the diocese ad quem
takes care of the salary, health benefits payments and retirement benefits.

iil. If a priest is sent to a third-world country, usually the diocese ad quo
takes care of salary, health benefits payments and retirement benefits.

b. Priests sent for the itinerant evangelization

1. If a priest is sent for the itinerant evangelization, the obligation of
the diocese a quo is to provide for healthcare and retirement benefits, while
for the salary the priest lives his condition of being itinerant.

ii. If a priest is sent for itinerant evangelization with a decree, the
Archbishop will provide the priest with a Letter of Good Standing.

Additional considerations for such situations have been established and are
monitored and implemented by the Office of the Vicar for Clergy, in consultation
with the Director of Human Resources of the Office of FAP. However, every
instance (whether it is under either scenario above) has to be individually evaluated
by the Archbishop based on its own merits according to natural and canonical
equity.

2.2.4. The Spiritual Life

This section singles out cherished and proven spiritual disciplines which lead a priest to be in union
with the author and source of the Priesthood--Jesus Christ, our High Priest. Only through
communion with Christ through personal prayer, reading of Sacred Scripture and the sacraments
is the priest able to come to know and love Christ and serve the Church. Priests of the Archdiocese
are called to grow in holiness and to deepen their spiritual lives by personally assuming the practice
of most, if not all, of the following spiritual disciplines.
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2.2.4.1. "Priests fulfill their chief duty in the mystery of the Eucharistic Sacrifice. In it
the work of our redemption continues to be carried out. For this reason, priests are strongly urged
to celebrate Mass every day... " (PO 13). Priests as persons are sometimes overwhelmed by the
challenges of the modern world and by the needs of the People of God. In their care and effort to
minister, priests need to remember that a priest's "pastoral love flows mainly from the Eucharistic
Sacrifice, which is therefore the center and root of the whole priestly life" (PO 14). The priest, in
imitation of Christ, is called to lay down his life for his people as symbolized in the Eucharist. To
this end, each priest of the Archdiocese should prepare carefully for the celebration of the
Eucharist, and see the Eucharistic Sacrifice as the heartbeat of his priestly life, which nourishes
and sustains his ministry to the People of God.

2.2.4.2. Believing that the entire life and work of a priest is a prayer offered to the
Father in and through His Son Jesus, priests should deepen this reality by singling out certain
moments of the day in formal prayer with the Lord. Only through prayer does intimacy with Christ
grow and deepen and is the priest better able to serve God's people. In particular, the people of
God are visibly encouraged by the priests' "daily conversation with Christ the Lord in visits of
personal devotion to the Most Holy Eucharist” (PO 18). Priests are encouraged to spend some time
each day in prayer before the Blessed Sacrament.

2.2.43. Praying the Liturgy of the Hours daily is a canonical obligation but not
imposed under threat of sin. It is a call from God that priests warmly and freely welcome at the
moment of ordination. By means of the Liturgy of the Hours, the Church sees the sanctification of
time and persons being accomplished. For a priest, prayer is a primary duty and is essential for
priestly ministry. Priests and deacons aspiring to priesthood are obliged to pray the Liturgy of the
Hours daily. Seminarians and deacon candidates should be introduced to and encouraged to pray
the Liturgy of the Hours, since it is the official prayer of the Church and gives a firm liturgical
direction to their prayer.

Priests should promote this treasury of prayers to the laity, particularly through its common
celebration in the local parish. When possible, the priest should lead the people of God in this form
of prayer.

2244, Priests, as ministers of reconciliation, recognize their own need for
forgiveness and the mercy of the Good Shepherd who searches out the sinner (Lk 15). Priests of
the Archdiocese should avail themselves of the sacrament of Penance on a regular basis, and, if
possible, have a regular confessor. Through regular celebration of the sacrament of Reconciliation,
priests will be better confessors for their people. Priests are also encouraged to make a daily
examination of conscience. Priests, along with their brother priests, and the Archbishop, should
gather annually during the Lenten season to participate in a Day of Recollection and to celebrate
the sacrament of Reconciliation.

2.2.45. Recognizing the value of retreating for prayer and reflection, coupled with
the benefits of coming together in priestly community, priests of the Archdiocese are required to
participate in a five-day annual retreat offered by the Archdiocese. Exceptions to this must be
approved by the Vicar for Clergy. Each priest is to inform the Vicar for Clergy which retreat he
will attend.
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An amount, determined by the Archdiocese, is to be allocated from the parish or Ecclesiastical
Organization’s budget for a priest's yearly retreat (See 2.2.3.1.). Besides the yearly retreat, deans
are encouraged to gather their priests together for regular deanery days of recollection. Such a
practice of deaneries praying and reflecting together is recommended at least once a year.

As exemplified in the spiritual writings of St. John of the Cross, St. Theresa of Avila and St.
Ignatius of Loyola, spiritual direction is an essential component for deepening one's commitment
to Christ and the Church. Every priest is strongly encouraged to be guided in his prayer life by
finding a spiritual director according to his choosing.

2.2.4.6. Priests are encouraged to read the Sacred Scriptures each day. Through
daily listening to the Word of God in their heart (lectio divina), priests are led to a deeper
knowledge of Jesus Christ. The priests of the Archdiocese are encouraged to update one another
on good spiritual reading that would be helpful to one another in their own ministry and spiritual
development. Suggestions and summaries of good resources are encouraged to be submitted to the
Office of the Vicar for Clergy by priests themselves so that they may be considered for publication.

2.2.4.7. Priests are to support and encourage the development of priests'
prayer/ministry support groups, in particular the Jesus Caritas and other priest support groups.

2.2.4.8. The Archdiocese is especially entrusted to the prayers and intercession of
Mary, the Immaculate Conception. Each priest is encouraged to foster personal devotion to the
Blessed Virgin through a daily recitation of the Rosary and the Angelus. Where possible, church
bells should ring at noon and 6:00 p.m. to remind the faithful of Mary's intercession through our
praying the Angelus.

2.2.4.9. Every priest is a vocation director through his sacramental relationship with
the people he serves. Each priest is to encourage young persons to listen to the Word of God within
their lives. Priests are strongly encouraged to annually sponsor a Holy Hour for vocations in their
parishes and develop parish vocation committees to help instill the idea of vocations in parish
members.

2.2.5. Theological Formation

The continuing theological formation of the diocesan priest is important not only for the priest
personally, but also for the people he serves. Priests are called to the pastoral care of the People of
God and therefore are called to teach the people in the ways of Christ and His Church. Accountable
to the Church through the Archbishop, priests must keep abreast of the current theological
advancements and the teaching of the Magisterium. With this in mind, the Archdiocese asks the
following of her priests:

2.2.5.1. Each year there are Presbyterate meetings called by the Archbishop. The

topics, chosen by the Archbishop, deal with current issues within the Universal Church or the
Archdiocese. These meetings serve as an excellent time for the priests of the Archdiocese to gather
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in prayer and fraternity with their Archbishop. The meetings are required for the priests of the
Archdiocese.

2.2.5.2. Workshops will cover a variety of topics. The facilitators of these
workshops will be qualified persons from outside and inside the Archdiocese. Since these
workshops are informal, they offer the opportunity for dialogue, small group discussion and
questions. Priests are encouraged to attend other workshops, not sponsored by the Continuing
Formation for Priests Committee, held outside or within the Archdiocese, e.g., those sponsored by
Saint John Vianney Theological Seminary, Regis University, and the Augustine Institute. Time,
location, and topic for workshops sponsored by the Archdiocese will be published in the priests’
mailing.

2.2.5.3. The annual priests' convocation is an excellent time for the priests of the
Archdiocese to gather in a relaxed setting to share camaraderie and prayer. The convocation has a
two-fold purpose: 1) The Archbishop will be present and have a specific agenda; and 2) there will
be a topic chosen for study at the convocation with time allotted for reflection by the priests. The
gathering is a good opportunity for priests to share ideas with each other and enjoy each other’s
company. The convocation is highly recommended.

2.2.54. At the scriptural, liturgical, and catechetical conferences, a wide variety of
topics are presented by nationally and internationally known speakers from various academic
faculties and ministries to satisfy the continuing education needs of priests, deacons, pastoral
ministers, and educators.

2.2.55. In addition to the priests' convocation and retreat funds, each parish or
related Ecclesiastical Organization is to reimburse priests for a portion of their continuing
formation expenses. The annual reimbursement limit is set forth in the Clergy Benefits Schedule.
Priests may be reimbursed for materials that contribute to their intellectual formation, e.g.,
workshops, conferences or class fees, books, periodicals, videos, etc. Priests should prepare a
simple report each year for the parish finance council or finance officer of his organization that
lists the reimbursed expenses for the year and gives a description of how each aided in his
intellectual formation.

2.2.5.6. Priests, as professional ministers, are to participate in a minimum of 20
hours of theological study per year. This includes any activity that is related to the study of some
branch of theology, i.e., sacred scripture, dogma, sacramental, moral, liturgical, spirituality, canon
law. Each clock hour of a theological seminar, academic course, or workshop equals one hour of
continuing education. Presbyterate meetings and retreats are not included in these hours. The
purpose of this requirement is to promote the highest quality of ministry and to encourage
continuing spiritual and professional growth in the individual priest.

2.2.6. Sabbaticals
A sabbatical is an educational or spiritual growth available periodically so that a priest may

maintain his effectiveness and expertise in ministry. Sabbaticals are primarily initiated by the priest
himself as a way to pursue his spiritual and theological interests.
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The various sabbatical programs available offer resources in two basic areas: 1) spiritual and
personal growth; and 2) growth in spiritual and theological knowledge and understanding. The
choice of the best program is primarily the responsibility of the priest after consulting with the
Vicar for Clergy, and with the final approval of the sabbatical by the Archbishop.

2.2.6.1. A sabbatical will be defined as an extended period of time away from a
priest's normal assignment: 1) for the purpose of spiritual and personal growth at a place
established for those purposes; and 2) for the purpose of study in a formal program which will
allow the priest to become more effective, skilled and knowledgeable. A sabbatical is distinguished
from other authorized leaves such as vacation, sick leave, and assigned or special studies.

2.2.6.2. Sabbaticals shall ordinarily be for one academic semester, a maximum of
six months, depending on the semester structure of the particular program.

2.2.6.3. Priests ordained for and incardinated in the Archdiocese are eligible to apply
for a sabbatical after every ten years of service to the Archdiocese.

2.2.64. A priest's absence from his assignment for a sabbatical shall be determined
in light of the needs of his present assignment. The determination is made following consultation
with staff members and depends on the availability of a priest replacement. The Vicar for Clergy
is also consulted.

2.2.6.5. A priest on sabbatical retains his right to salary and benefits from the parish
or ecclesiastical office to which he is assigned. In a 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.

2.2.6.6. The cost of the sabbatical, including travel, living expenses and program
costs will be shared by the Archdiocese through funds available from the Vicar for Clergy Office
and by the priest himself. The priest is to pay a fixed percent of the total cost and the
Archdiocese will pay the remaining percent of the cost up to a fixed dollar amount. See Exhibit
V Section IX.

2.2.6.7. At the conclusion of the sabbatical, the priest is asked to share his
experience with the Continuing Formation for Clergy Manager. He should prepare a written or
verbal report which includes the following: 1) an evaluation of the quality of the program; 2) an
assessment of whether the program should be recommended to others; and 3) an explanation of
how the sabbatical experience will be of value to his ongoing ministry.

2.2.6.8. The Archbishop and the Vicar for Clergy shall be responsible for the
administration of this policy.
2.2.6.9. Procedures are as follows:
a. A priest interested in a sabbatical shall consult with the Vicar for Clergy

regarding the various options that are available to him.
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b. The applicant sends a letter of request and initial proposal to the Vicar for
Clergy.

C. Applications must be submitted at least 15 months prior to the beginning of
the sabbatical leave, which would typically commence in June of a given fiscal
year.

d. After consultation with the Vicar for Clergy, the request will be provided to
the Archbishop.

e. If approved, the priest will receive a letter from the Archbishop authorizing

his participation.

2.2.6.10. The method of selection of priests is based upon:
a. Fulfillment of eligibility requirements.
b. Personal interest and need for personal growth.
C. Relationship to the overall needs of the Archdiocese.
d. Availability of the applicant at a particular time and the availability of
replacement personnel, if required.
€. Quality of the program and potential for benefitting from the experience.
f. Seniority (length and quality of previous service).
g Plans for future service to the Archdiocese.
h. Date of application in relation to other applicants.
2.2.6.11. Funding for a sabbatical is available for only 3 priests a year.
2.2.6.12. It is the responsibility of the priest going on sabbatical, in consultation with

the Vicar for Clergy, to make arrangements so that the essential work in his assignment is covered.
In an instance where substitute help is necessary, it is the responsibility of the priest to obtain such
assistance. Substitute help is paid for by the place of assignment.

2.2.6.13. It is the responsibility of the Vicar for Clergy to gather information about
sabbatical programs and to make this data available to the priests of the Archdiocese upon their
request.

2.2.17. Leave of Absence

For various reasons a priest may request a leave from active priestly ministry. The Archbishop
may grant the leave of absence and determine its length. The Archbishop or the Vicar for Clergy
will determine if the priest's health insurance premiums and retirement contribution will be paid
by the Archdiocese for up to one calendar year. The Archbishop must approve any extension
during the priest's leave of absence,
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2.2.7.1. If during this leave of absence, the priest attempts marriage, either civil or
canonical, all medical benefits will cease. He also incurs automatic suspension by canon
law.
2.2.7.2. The immediate effects of resignation or of a leave of absence are:

a. A priest who is on a leave of absence may not baptize, celebrate Mass,

preach, witness marriages, or hear confessions without the special permission of
the Archbishop. This restriction would not be valid for those sacramental ministries
provided for by canon law if the danger of death occurs.

b. A priest who has resigned or is on a leave of absence must not in any way
present himself as a representative of the Church either in or outside the
Archdiocese. He must not become involved in any of the official activities of a
parish or of a Catholic institution in such a way that people might mistakenly
consider him to be a part of the active pastoral ministry.

C. A priest on leave of absence who is not legally impeded from doing so may
receive the sacraments, and he has a right to the courtesy, charity and understanding
of his brother priests and of the people in the community.

2.2.8. Rectories

All priests in active Diocesan ministry are expected to live in a parish rectory. The rectory is the
residence of all the priests who live there: pastor, parochial vicars and priests in residence alike.
The privacy of each priest must be respected and should be planned for in the construction or
purchase of a rectory.

2.2.8.1 Residents- Only clergy and seminarians are allowed to reside in rectories. Family members
and other non-clerics are not to live in the rectory without the written permission of the
Vicar for Clergy. Without specific approval of the Archbishop or the Vicar for Clergy,
clergy from outside the diocese may not take up residence in the rectory or work at a parish.
A person who stays in a rectory longer than 14 days is considered to be in residence.

2.2.8.2 Guests- When appropriate privacy allows, family and friends of a priest may stay in the
rectory as guests. A parent or guardian must accompany all minors. Family members of
the priest resident who are minors (nephews, cousins, etc.) should typically not stay
overnight in the rectory unless they are accompanied by their parent or guardian. Should
an extraordinary circumstance arise, the dean should be notified. Minors who are not a
family member of the priest resident are not permitted as guests in a parish rectory unless
a parent or guardian accompanies them.

2.2.8.3 Food- Referto 2.2.3.2

2.2.8.4 Furniture- The parish is to provide a rectory that is adequately furnished in a contemporary
manner. All furniture, appliances, electronics, artwork, tools, etc., that are purchased by a
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parish, remain the property of the parish. If a priest decides to purchase personal furniture
with his own money, and dispose of the furniture owned by the parish, the priest will be
responsible for the replacement of any items he takes with him when he leaves the parish.

2.2.8.5 Pets- Pet ownership is a personal preference. When multiple priests reside in the same
rectory, they should be sensitive to each other’s preferences and/or allergies. As in all areas
of communal living, fraternal charity should prevail, and mutual agreements should be
made. The parish never pays expenses associated with owning a pet. This includes the wear
and tear of the rectory, i.e., carpet, walls, furniture, and yard.

2.2.8.6 Entering- In keeping with can. 1283, 2°, pastors (or administrators) are to prepare and sign
an accurate and clear inventory of the rectory, including its condition. Other priests who
reside in the rectory will prepare and sign an inventory in reference to their personal
quarters. The inventory should also include record of furniture, artwork, and other personal
items of significance that a priest brings with him when he begins residency.

2.2.8.7 During Residency- The pastor (or administrator), working with the other residents of the
rectory, should review and revise the inventories on an annual basis and make note of
changes, e.g. new furniture, wear and tear, etc.

2.2.8.8 Leaving- When a priest vacates a rectory the inventory will be referenced. The parish will
provide standard cleaning, i.e., house cleaning and carpet cleaning. The parish will pay for
refurbishment, painting, furniture purchases, etc., when wear and tear has occurred in a
typical manner. The priest will be responsible for refurbishment expenses when, due to his
preferences and choices, wear and tear has occurred in an extraordinary manner, e.g.,
smoking, pet ownership, untidiness, etc. The pastor (or administrator) will oversee the
leaving of resident priests. The pastor, together with members of the parish finance council,
will review the inventory and examine the condition of the rectory when the pastor leaves.
The dean (or if necessary, the Vicar for Clergy or Vicar General) will settle any disputes
that arise in this area.

2.2.9. Health

Proper health care indicates an awareness of the essential unity between the physical, intellectual,
emotional, and spiritual well-being of a person. Just as the priest is responsible to pursue programs
of spiritual enrichment and continuing education, a priest should develop and practice good health
habits in order that he may minister effectively.

A priest's responsible care of his physical, psychological, and emotional health is both an act of
stewardship for a part of God's creation, and a sign to others, inviting them to join in the care of
human life and all that sustains it. The body is to be a temple of the Holy Spirit that glorifies God
(I Cor 6, 19-20). Therefore, every priest is encouraged to develop a personal program of health
care which should include: health education, frequent medical examinations, proper nutrition,
exercise, adequate periods of rest, and the elimination of addictive habits which are known to be
harmful to human health.
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2.29.1. The Priests' Continuing Formation Committee shall sponsor periodic
educational programs directed towards improving the understanding and the care of the physical
health of the priests. Attendance is highly recommended.

2.2.9.2. Every priest of the Archdiocese who is under the age of 40 should have a
complete physical examination by the physician of his choice every two years. Every priest who
is over the age of 40 should have a complete physical examination every year.

2.2.93. In addition to the priests' convocation, retreat funds, and continuing
education expense reimbursement, each parish or related Ecclesiastical Organization is to
reimburse priests for a portion of their exercise, fitness, or healthy living expenses. (This is not the
same as medical healthcare expenses). The annual reimbursement limit is set forth in the Clergy
Benefits Schedule. Priests may be reimbursed for expenses that contribute to their fitness and
healthy living. These expenses must go toward products, services, or activities that help produce a
demonstrable physical health and fitness benefit to the priest. Priests should prepare a simple report
each year for the parish finance council or finance officer of the organization that lists the

reimbursed expenses for the year and gives a description of how each aided his fitness and physical
health.

2.2.10. Substance Abuse

The Archdiocese, in accordance with the counsel of professional authorities, recognizes
alcoholism and other substance dependencies as treatable illnesses, which in justice and charity
demand our enlightened concern.

2.2.10.1. A priest may not perform his ministry under the influence of alcohol or
substance abuse.

2.2.10.2. The Archdiocese will assist the priest to seek treatment for alcohol and
substance abuse.

2.2.10.3. Present or future assignment(s) will not be affected upon satisfactory
completion of treatment as long as the assignment would not jeopardize maintenance of beneficial
results or in the case of a future parish assignment, put the parish at risk. If treatment is refused or
the problem is aggravated, further therapy or some appropriate other action will be considered as
a condition for continued ministry.

2.2.10.4. Should time away from one's assignment be needed to facilitate treatment,
the Archdiocese will assist in coverage and financial arrangements.

2.2.10.5. Proper treatment will depend on such factors as duration of onset, degree of
impairment, physical and psychological complications, and social and vocational complications.

Effective treatment may take place in three ways:

a. Care which consists of detoxification and, if needed, physical stabilization
and continued counseling sessions, group sessions, €.g., AA meetings.
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b. Inpatient rehabilitation, probably for a longer period of time, wherein the
patient is helped to embrace a new value system and lifestyle enabling him to live
peacefully and productively without chemicals.

c. A diagnostic work-up either on an outpatient or inpatient basis.
2.2.10.6. The Vicar for Clergy maintains current lists of persons, programs, and

resources to aid persons who have an addiction. These resources shall be made available to those
who have identified an addiction in their lives and who seek help with addiction.
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2.2.11. Mass and Stole Fees

It is recommended earnestly to priests that they celebrate Mass for the intention of the faithful,
especially the needy, even if they have not received an offering. (canon 945§1). It is the policy of
the Archdiocese that the priests celebrate Mass for the intentions of the faithful, in accord with the
laws of the Church. Under no circumstance may a priest or deacon or parish demand an explicit
offering in order that the celebration of the sacrament takes place. As such, the following criteria
are to be noted.

2.2.11.1. On Sundays and Holy Days of Obligation, the pastor of a parish is
responsible for offering a Mass for the people of his parish (pro populo). If he has more than one
parish community or additional missions, he may say one Mass for all. If he does not offer the
Mass on that day, he should do so at the earliest possible opportunity. If he is unable to personally
offer the Mass, he is to see that another priest does so.

2.2.11.2. A priest may accept one offering a day for Masses offered. If he celebrates
more than one Mass and there is an offering for the other Masses, the offering does not go to the
priest. He is to send it to the Archbishop’s office for charitable use, or, upon written permission
from the Archbishop, use the offering for a particular charitable use (can 951).

2.2.11.3. A priest should accept no more intentions than he is able to fulfill within the
course of the coming year (canon 953). If he accepts an offering for an intention, he is obligated
to fulfill that intention, even if the offering is lost (canon 949). Under certain conditions, such as
the expressed desire of the donor, a parish may be permitted to accept intentions for longer than a
one-year period of celebration (canon 954). A priest should be aware of this possible limitation on
his own ability to offer Masses accordingly.

2.2.11.4. Any and all intentions that are not able to be satisfied in the course of the
upcoming year are to be sent to the office of the Vicar for Clergy to be distributed among parishes
in the Archdiocese and other places to insure a timely offering of the requested Masses (canon
956).

2.2.11.5. If money is offered for the application of Masses without an indication of
the number of Masses to be celebrated, the number is to be computed on the basis of the offering
established in the place where the dweller resides, unless the intention of the donor is presumed
legitimately to have been different (canon 950). In the territory of the Archdiocese, the presumed
amount to be applied to each Mass is the amount noted in Exhibit V Section II-b (canon 952).

2.2.11.6. With written permission from the Archbishop, a pastor may be allowed to
schedule twice a week to have a Mass celebrated with more than one intention. The pastor must
insure the following: the priest is to receive only one of the offerings for the Mass; all donors
whose intentions are offered at the Mass are informed ahead of time and agree to the multiple
number of intentions; the offerings from the intentions that do not go to the priest are to be sent to
the Archbishop’s office or, with previous approval, to a predetermined charitable cause.
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2.2.11.7. Pastors are obliged to keep an accurate account of accepted intentions and
records of there having been satisfied. This is to be kept in a special book, which is in turn checked
yearly by the bishop’s delegate (canon 958).

2.2.11.8. All stole fees are presumed to go to the parish fund, unless designated
otherwise (Canons 531, 551). This does not include Mass offerings, but only fees given for
marriages, funerals, Baptisms, blessings, or any other fee extended for sacraments or blessings.
Individuals may also give personal gifts to the cleric responsible for the service. If the intention of
the donor is unclear, the recipient may clarify if the gift is given to the priest or to the parish,
otherwise, the presumption is that the stole fee is a gift that belongs to the parish.

2.2.11.9. At the occasion of Mothers’ Day, Fathers’ Day, and All Souls Day, the
parish may collect names of the dead, and those to be prayed for, and remember them in the
prayers of the faithful for a particular Sunday or a fixed period of time. Offerings may be
received at that time but may not be required. The faithful must be aware, however, that the dead
will be prayed for at the prayers of the faithful, and not as the particular intention at a set Mass. If
offerings are to be received, the faithful must be aware of the intended recipients (the priests) of
these offerings.

2.2.12. Extern Priests

A priest from another diocese or from a religious community who wishes to minister in the
Archdiocese for a period over one month will be allowed to do so only by the Archbishop and in
agreement with the priest’s ordinary. Subsequent to the appropriate background check and meeting
the requirements of the Archdiocesan Code of Conduct, the Vicar for Clergy will give permission
for an extern priest to live in a parish setting, if available. When an extern priest receives the
permission of the Archbishop to minister in the Archdiocese, the Archbishop will seek the
consultation of the Deans’ Board concerning the assignment. He may also be asked to participate
in the enculturation program.

2.2.13. Incardination

A priest not incardinated into the Archdiocese may seek to be incardinated. This incardination
process typically takes five years to complete. Normally a priest will receive two assignments
during which he is evaluated as to his suitability in pastoral ministry in the Archdiocese.
Embarking on a course of incardination in the Archdiocese does not guarantee that incardination
in the Archdiocese is assured. Incardination rests ultimately with the Archbishop.

2.2.14. Illness in the Priests’ Families

Priests of the Archdiocese are asked to notify the Vicar for Clergy of any serious illness or death
in their families in order that this may be made known to other priests and that these intentions be
kept in the prayers of the faithful.
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2.2.15. Priests in Military Service

The Archdiocese for the Military Services, U.S.A. began its independent canonical existence in
1986, with the promulgation of the Apostolic Constitution, Spirituali militum curae. In cooperation
with other dioceses throughout this country, the Archdiocese is committed to assist in providing
for the spiritual care of the military and their dependents.

2.2.15.1. The Archdiocese establishes the goal of providing up to 6% of its active
Archdiocesan clergy for service to the Archdiocese for Military Services. This includes up to 4%
of priests in reservist status, and up to 2% of priests in active duty in the Archdiocese for Military
Services.

2.2.15.2. The Archdiocese will also permit seminarians to participate in the
chaplaincy program of the Military Archdiocese for one summer experience. This opportunity will
allow seminarians to minister to armed forces personnel.

2.2.15.3. Each request to participate in any facet of the Archdiocese for the Military
Services must be granted in writing by the Archbishop. This endorsement of the Archbishop may
be withdrawn at any time if the pastoral needs of the Archdiocese warrant it.

2.2.154. The priests of the Archdiocese will be informed when there is an availability
of an open position for a chaplaincy in the Archdiocese for Military Services by the Vicar for
Clergy. Any priest incardinated within the Archdiocese may apply for a position in the Military
Archdiocese. The Personnel Board will review his request and his qualifications for such a
position. A priest may not apply to be considered for service in any capacity in the Archdiocese
for Military Services until he has completed at least five years of pastoral ministry with the
Archdiocese.

2.2.15.5. A priest will normally be permitted to serve on active duty in the
Archdiocese for Military Services for a period of six years. After he has served a six-year
assignment, the Personnel Board will evaluate his position. Depending upon the pastoral needs of
the Archdiocese, he may be asked to return to full time parish ministry within the Archdiocese. He
may also be asked to relinquish his assignment with the Military Archdiocese so that another
interested priest may apply for a position.

2.2.15.6. The Archbishop reserves the right to make exceptions to this policy.

2.2.15.7. Since priests released for service in the Military Archdiocese are still
incardinated in the Archdiocese, those who serve in active military service continue to participate
in the priests' retirement plan of the Archdiocese. For new assignments after January 7, 2011, such
priests must pay into the Archdiocese Priest Retirement Plan an amount to be determined by the
Director of Human Resources and the Vicar for Clergy.
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2.2.16 Retirement

An incardinated priest typically stays active in parish ministry until they retire, which would
normally occur after having achieved his 70th year. There are some exceptions, and these will have
an effect on the pension plan payments the priest would receive.

2.2.16.1. If a priest was ordained or incardinated into the Archdiocese before January
1, 1993, he has the option of requesting early retirement. This request can be made when they
attain age 65. Priests ordained or incardinated after January 1, 1993 may request consideration for
retirement when they attain age 70.

2.2.16.2. A priest wishing to request early retirement must submit a letter of request
to the Archbishop, stating the reasons and the time frame of his request. The Archbishop will
decide on a case-by-case basis the response to such requests. In accord with canon law, a pastor
must submit a letter of resignation, requesting retirement, to the Archbishop, upon reaching 75
years of age. The Archbishop will consider each letter of resignation on its own merits. Depending
upon the health of the priest, his openness to continued service, and other factors, the Archbishop
may ask a priest of 75 years or older to stay on in his assignment or to take a new assignment,
instead of full retirement at that time.

2.2.17. Last Will and Testament

Every priest is required to make a last will and testament. Priests are asked to make this last will
and testament in duplicate, keeping a copy for their own files and sending a sealed copy to the
Vicar for Clergy. It is recommended that a brother priest be appointed personal representative of
the will. Specifics regarding funeral and burial arrangements should be attached to the will.

2.2.18. Employment and Pastoral Involvement of Laicized Clerics

A cleric dispensed from the obligations of the clerical state is bound to conditions set forth in the
rescript issued by the Apostolic See. A cleric who has left active ministry without dispensation
from the clerical state, may not be considered for employment at a parish or an Ecclesiastical
Organization without written permission from the Archbishop.
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Part 3: Consultative Organizations/Persons for Priests

2.3.1. Deans’ Board
2.3.1.1. The Statutes for the Deans’ Board can be found in Exhibit XII.
2.3.1.2. The Deans shall maintain a dialogue with each priest in his deanery

regarding his pastoral interests and aptitudes.

2.3.1.3. A priest may contact any member of the Deans’ Board regarding his own
re-assignment. A pastor may request the re-assignment of his parochial vicar(s). Any priest may
request particular or special assignments to the Vicar for Clergy in writing.

2.3.1.4. Ordinarily, a minimum of three weeks is allowed from the date of
notification until the effective date of re-assignment.

2.3.1.5. If there is a need for assignment outside the normal timeline due to death,
illness or other unexpected circumstances, the Vicar for Clergy will work in conjunction with the
affected Dean and the Archbishop to make recommendations. The Deans’ Board may be consulted
on this assignment.

2.3.1.6. When the Office of Pastor is vacant, the Archbishop may appoint a Parish
Administrator. The Parish Administrator is a priest or a deacon who is authorized to maintain the
responsibilities of a pastor, but is to initiate no new programs or significant administrative or
financial changes without the permission of the Archbishop.

2.3.1.7. Pastors are appointed for a six-year term that may be renewed. In the fifth
year of his term, the pastor may be asked to submit a self-evaluation to the Vicar for Clergy. The

Vicar for Clergy will then make his recommendation to the Archbishop.

2.3.1.8. A Parochial Vicar is normally assigned for a three-year term. His
responsibilities include those matters assigned by the pastor.
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2.3.2. Priest Retirement Advisory Committee

The purpose of the Priest Retirement Advisory Committee (PRAC) is to advise the Archbishop
and Vicar for Clergy on all areas related to priest retirement. The PRAC will at the same time be
the same committee as the Priests' Pension Plan of The Archdiocese of Denver Advisory
Committee (the "Advisory Committee"). All regulations from the bylaws of the Priests' Pension
Plan of The Archdiocese of Denver related to the Advisory Committee (section 10.2) shall be
adhered to.

The Advisory Committee shall consist of a combination of at least five (5) Priests and additional
lay members as determined by the Archbishop. To the extent possible, the Priests serving on the
Advisory Committee shall be of various age groups. The Vicar for Clergy will serve as the
chairman, ex oficio. Other ex oficio members include the Retired Clergy Manager and Housing
Director for Retired Clergy. All other members are appointed by the chairman. There are no terms,
members serve at the request of the chairman and may resign at any time.

The PRAC has the authority of the Advisory Committee in matters related to the Priests’ Pension
Program. In all other areas, even when a vote is taken, the will of the committee is advisory. The
Archbishop and Vicar for Clergy will make final determinations. The Presbyteral Council will be
consulted when required by Canon Law or when it is deemed prudent.

The PRAC shall meet at least two times per year. The first part of the meeting will be directly
related to the administration of the Priests’ Pension Plan, with all other items being discussed
afterwards. Curial staff may depart the meeting once areas related to their work have been
discussed.

The PRAC will discuss and propose action and/or policy in the areas of:
* Priests’ Pension Plan
» Special Needs Fund
* Medical Premium Fund
* Prophet Elijah House
* Retired Priests Living in Rectories
» Long-term Disability Care and Insurance
* Hospice Care
* Mortuary, Cemetery, and Funerals for Priests
* Other Matters of Importance as Determined by the Chairman or Members

2.3.3. Continuing Formation for Priests Committee

The goal of this Committee is to meet the continuing formation needs of the priests in the
Archdiocese. It strives to respond to the needs of pastoral ministry and the priests' personal and
spiritual needs. A committee of priests serves as advisors to the program. The needs of priests are
met through workshops, conferences, and sabbatical programs. This Committee is also responsible
for scheduling and coordinating retreats for the priests of the Archdiocese as well as implementing
accountability for the ongoing formation of priests. The Director of the Continuing Formation for
Priests' Committee is appointed by the Archbishop.
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2.34. Deans (Vicars Forane)

2.34.1. Consistent with canon 555, a Dean is “a close collaborator with the Bishop
in the pastoral care of the faithful and attentive ‘elder brother’ towards the priests of the deanery,
especially those who are ill or in difficult situations. It falls to him to coordinate the common
pastoral activity of the parishes, to see to it that priests are living lives in conformity with their
state and that parochial discipline is duly observed, particularly with regard to the liturgy”
(Congregation for Bishops, Apostolorum successors, number 218).

Deans are appointed by the Archbishop for a renewable term of three years according to a process
determined by the Office of the Archbishop. For a just cause, the Archbishop can freely remove a
dean prior to the expiration of the term of appointment (canon 554 §3).

The Parish Visitation Report is to be completed by the pastor each year in collaboration with the
Dean. A copy of the report is to be kept on file in the Office of Chancellor, and each parish is also
encouraged to keep a copy of the report in the parish files.

2.3.4.2. In order to effectively promote the pastoral welfare of the People of God, a
dean is to visit each parish within the deanery at least once a year. In keeping with canon 555, the
Dean is to insure that ecclesiastical goods are properly administered and cared for, specifically,
the Dean is to tour and inspect all facilities, including the rectory, to determine if they are being
properly cared for. During his visitation, the Dean is to review and evaluate the sacramental records
maintained by the parish and to ensure that a copy of these records is sent to the Archdiocesan
archives. With the pastor or parish administrator, the Dean is to evaluate the financial,
administrative or pastoral needs of the parish and to reflect upon other concerns, which may be
brought to the attention of the Archbishop. The Dean’s evaluation of the financial needs of the
parish should always be preceded by a report or meeting from the Parish Finance Council, in the
presence of the Pastor.

2.3.4.3. The Dean is to convene meetings with the priests of his deanery, no less
than quarterly, and preferably on a monthly basis. At these meetings the Dean is to discuss the
pastoral issue facing the deanery and modes of pastoral collaboration. He is to share with the priests
the Archbishop’s solicitude and any particular concerns that the Archbishop may have.
Presentations from members of the curia should also be welcomed at these meetings. Priests are
encouraged to share their own concerns to the Dean so that he may accurately apprise the
Archbishop. Furthermore, the Deans should ensure that regular meetings contain periods of
common prayer and fraternal fellowship. The Dean is to report to the Archbishop when the deanery
has assembled.

2.3.44. Apart from regularly scheduled meetings of all of the priests of the deanery,
the Dean is to maintain direct communication with each of the priests of his deanery, in order to
best inform and advise the Archbishop in matters regarding health and well-being of priest
personnel, potential for changes in assignment, needs in the deanery based upon growth, changing
demographics, and the like, and items of concern or clarification.
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The Dean should take care that the priests of the deanery have the necessary spiritual and material
support, and, whenever possible, opportunities for continuing education.

In the event of a pastor’s death, the Dean should assist in coordination of the funeral arrangements.

Although the Dean has a particular concern for the ministry and life of priests, deacons are
encouraged to present their pastoral concerns to their Deans either directly or through their pastors.

Should the Dean become aware of any disciplinary issues pertaining to the life or ministry of clergy
in the deanery, he is responsible, according to this prudent judgment, to inform the Archbishop or
Vicar for Clergy directly.

2.3.4.5. All clergy and parish personnel are to be familiar with the functions of the

Dean and the annual Parish Visitation Report and are to cooperate with the Dean in fulfilling his
responsibilities.

75 of 506



July 1, 2023

Part 4: Permanent Deacons
By direction of the Archbishop, the particular law for the life and ministry of deacons is to be taken
from Chapter 2 of the “National Directory for the Formation, Ministry and Life of Permanent

Deacons in the United States.” The following norms clarify and/or expand on the Directory norms.

2.4.1. Director of Deacon Personnel (Director for Deacons)

The Archbishop appoints the Director for Deacons who is either a priest or deacon. The Director
for Deacons reports to the Vicar for Clergy.

24.1.1. Associate Director — the Archbishop appoints an assistant director for the
diaconate office based on the needs of the diaconate community. The associate director(s) report(s)
to the Director of Deacon Personnel.

24.2. Faculties
Deacons with a canonical assignment in the Archdiocese possess the following faculties:

24.2.1. Within the confines of the canonical assignment approved for them by the
Archbishop, they may conduct all functions as identified in the National Directory for the
Formation, Ministry and Life of the Permanent Deacons in the United States, including, but not
limited to:

a. Administer Baptism solemnly.

b. Distribute Holy Communion at Mass and conduct the rite of Holy
Communion outside of Mass.

c. Celebrate the rite of Viaticum, distribute Holy Communion to the sick, and
share in the pastoral obligation to care for the sick.

d. Impart Benediction of the Blessed Sacrament.

e. Proclaim the Gospel of the Lord and read the Scriptures.

f. Teach and preach.

g. Administer the sacramentals of the Church in prescribed form.

h. Preside over religious worship, prayers and the Liturgy of the Word to the
degree permitted by the ritual books.

1. Officiate at funerals and burial rites.

J- Officiate at and witness marriages.
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k. Sub-delegate to other priests and deacons, in individual instances, the
faculty to assist at marriages within the boundaries of the parish to which the deacon
is himself assigned (canons 111,137§3). (The sub-delegation is to be given in
writing and the fact of sub-delegation is to be noted in the marriage record.

1. Perform an ecclesiastical funeral rite for an unbaptized child if the parents
had intended to have the child baptized (canon 1183§2).

m. Consume food or drink before the second or third assistance at the
celebration of the Eucharist on the same day (canon 919).

2.4.3. Assignments

As the primary shepherd who seeks to promote the well-being of all of the people of the
Archdiocese, the Archbishop appoints deacons to diaconal ministry.

24.3.1. The deacon functions within the Archdiocese according to the terms of the
assignment and faculties granted by the Archbishop.

2.43.2. The assignment of a deacon to a specific ministry, the delineation of his
duties and responsibilities and the designation of his immediate pastor or pastoral supervisor will
be clearly stated in a decree of appointment signed by the Archbishop. The Director for Deacons,
the pastor and the deacon collaborate in the preparation of this decree.

2.4.33. The decree of appointment will consist of Part A and Part B. Part A is a
letter which grants provisional assignment of the deacon to a parish ministry by the Archbishop.
Part B, which completes the decree of appointment, contains the delineation of the deacon’s duties
and responsibilities as referred to in paragraph 2.4.3.2. above. Part B is to be completed within six
weeks from the effective date of Part A.

2.4.34. Deacon assignments will normally be for 36 months, but can be up to a 42-
month period. There is no limit to the number of ministries a deacon may have in a parish.
However, due consideration is to be given to a deacon’s employment schedule and family
activities.

24.35. A newly ordained deacon will receive a three-year temporary appointment,
during which time his ministry will be supervised by his pastor in coordination with the Director
of Deacons. In addition, he will also be supervised by the Director for Deacons. Part of his
supervised ministry may include continuing formation and mentoring of Deacon Candidates and
Applicants in the formation process.

2.4.3.6. In his ministry, the deacon is accountable to the pastor or other supervisor
(and to the Archbishop, the Vicar for Clergy and the Director for Deacons).

2.4.3.7. A deacon requesting a change of assignment will send a letter to the Director
for Deacons six months prior to expiration of his current assignment. The Director will then
schedule a meeting for the deacon to meet with the Diaconate Personnel Board.
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2.4.3.8. A pastor requesting the assignment of a deacon, or the transfer of a deacon
is to send a letter to the Director for Deacons. This request will be reviewed by the Diaconate
Personnel Board.

2.4.3.09. The Director for Deacons, having met with the members of the Diaconate
Personnel Board, will submit to the Archbishop the recommendation(s) of the Board for diaconal
assignment.

2.4.3.10. The Archbishop alone can remove a deacon from an assignment.
Assignments or changes in assignments become effective only upon receipt of the decree of
appointment from the Archbishop.

2.4.4. Continuing Deacon Formation Requirements

Deacons are required to complete continuing education each calendar year. The particular norms
determining sufficiency of Continuing Deacon Formation are issued by the Archbishop in
cooperation with the Director of Deacon Personnel and the Deacon Council. Hours for Continuing
Deacon Formation are calculated on the basis of contact hours.

24.4.1. Each deacon in active ministry, regardless of age, is to complete 30 hours
of continuing formation annually.

2.4.4.2. As a minimum, hours are to be reported at the end of each assignment year
which corresponds to the beginning of his appointment.

2.4.43. Hours can be reported on a Diaconal web page. Associate Regional
Coordinators will verify the hours from the deacons on a quarterly basis.

2.4.4.4. Each region meets four times a year and will provide three hours of
continuing formation per session. Each deacon is required to attend at least three of these sessions
during the course of a year.

a. Deacons are also required to attend a session which includes a presentation
by the Archbishop.
2.4.4.5. Guidelines on how to obtain additional credits can be found in the January

2008 Continuing Diaconal Formation booklet from the Archdiocese (Revised October 2015).
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2.4.5. Obligations and Rights

24.5.1. The deacon is assigned by the Archbishop to perform particular ministerial
duties within and outside the parish.

2.4.5.2. The deacon is to annually review his duties and responsibilities (as defined
in the decree of appointment) with his pastor or supervisor.

2.4.53. The deacon is required to make an annual retreat. The parish to which the
deacon is assigned provides reimbursement for his annual retreat (see the Clergy Benefits Schedule
for the designated amount).

2.4.5.4. To receive an assignment with the Archdiocese, the deacon is required to
satisfy the continuing education requirements as defined in the diaconate continuing formation
policies. Failure to meet these requirements will result in the diaconal assignment not being
renewed. Should the deacon be delinquent in his continuing formation hours, the pastor will be
informed of this anomaly, usually six months prior to an assignment. The parish of assignment is
to budget an annual allowance for continuing formation expenses of the deacon (see the Clergy
Benefits Schedule for the designated amount).

2.4.5.5. As with other clergy assigned to a parish or institution, the deacon is to be
reimbursed for all authorized expenses he incurs that benefit the parish. Expenses anticipated by
the deacon will be submitted for reimbursement and may require preapproval by the pastor in
accord with the parish reimbursement policy. Expenses may include, but are not to be limited to:
travel, meals, required materials, telephone, postage, and meeting fees. Parishes are expected to
provide necessary liturgical vestments and related items required by the deacon for diaconal
ministry (Ref: Chapter 10 — Parish Business Practices within the Territory of the Archdiocese —
Stewardship of Assets 10.2.0.).

2.4.5.6. A deacon is obliged to pray for the Universal Church and must include in
his daily prayer those parts of the Liturgy of the Hours known as Morning and Evening Prayer.
Whenever possible, the deacon should lead these prayers within the community in which he has
been assigned to minister.

2.4.6. Diaconate Meetings

A diaconate region is a small group of deacons and wives which meets on a regular basis for the
purpose of sharing prayer, acquiring continuing formation, building spiritual fraternity,
exchanging positive dialogue on relevant issues and receiving updates and information from the
Archdiocesan offices. Deacons are assigned to a specific region.

24.6.1. Deacons and their wives are encouraged to attend the meetings of their
region. The deacon shall be required to attend at least three regional meetings a year.
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2.4.7. Employment of Deacons, Deacon Candidates and Applicants

There are occasions where it may be appropriate to employ a deacon, or a man in formation to
become a deacon, to fill a position. In particular, deacons should take precedence for cleric
positions normally filled by a priest, but where a priest is not available, such as the position of
pastoral assistant.

2.4.7.1 Pastors of Parishes and Directors of the various Offices of the Archdiocese,
as well as other related Ecclesiastical Organizations who desire to offer employment to a deacon,
or a man in formation to be a deacon, should consult with the Director of Deacon Personnel prior
to making an offer of employment.

2.4.7.2 No offer of employment should be made to a deacon who is not incardinated
in the Archdiocese until the Diaconate Office has determined that he is a deacon in good standing
and can be granted faculties.

24.73 Deacons employed by a parish will, as a matter of policy, normally have
their diaconal appointment at the same parish. To avoid conflict with the appointment process,
Deacons, candidates for the diaconate or applicants to the diaconate desiring to seek employment
in a parish, should consult with the Director of Deacon Personnel before applying for a position.

24.74 Deacons are permitted to retain employment outside the Church, as long as
the employment is not unbecoming or foreign to the clerical state (cf. cc. 285, 286, 288). Outside
employment must allow sufficient flexibility so that the deacon can be available for liturgical and
pastoral ministry in the Archdiocese of Denver. Deacons must comply with the ethical standards
of their profession and supplement these ethical standards with the moral teachings of the Catholic
Church. In the exercise of their employment, deacons must avoid any acts or participation in acts
which are contrary to the moral teachings of the Church or Divine law, as well as those acts which
could cause scandal to the faithful.

24.7.5 Prior to ordination to the diaconate, the Director of Deacon Personnel shall
evaluate each candidate’s employment to determine whether there are any aspects of the
employment which could be considered unbecoming or foreign to the clerical state, or otherwise
scandalous to the faithful. The identification of any such aspects will require the candidate to
modify the way in which he fulfills his employment obligations, and in extreme cases may require
the candidate to change employment altogether. The Vicar for Clergy of the Archdiocese of
Denver has the authority to order a deacon to modify or change his employment if it is deemed to
be unbecoming or foreign to the clerical state, or otherwise scandalous to the faithful. See Exhibit
XVI for a partial list of prohibited employment situations.
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2.4.8. Diaconal Ministry Assignments

2.4.8.1 Employment will not affect the diaconal ministry assignment requirements
defined in paragraph 2.4.3.4.

2.4.8.2 In the case of a parish assignment, the deacon’s roles and responsibilities for
the diaconal ministry will be defined in a decree that is issued by the Archbishop. The decree

will note that the roles and responsibilities could be impacted by the deacon’s employment.

2.4.9. Salary and Benefits: Other Compensation

Unless hired to fill a position (such as parish business manager, DRE, grounds keeper, etc.) and/or
unless the conditions of canon 281 §3 are present, the deacon does not expect to be compensated
for his diaconal ministry assignment or for otherwise exercising his ministry (however, see Section
2.4.9.4, regarding other compensation that may be paid to a deacon at the pastor’s discretion).
Where the deacon is hired to fill a position and/or the conditions of 281 §3 are present, the pastor
will determine the salary for the position recognizing that salary and benefits should be
commensurate with the salary and benefits paid to a qualified individual for that particular position.

2.4.9.1. A deacon who is therefore qualified to serve as a parish business manager,
youth minister, etc., may apply for and be hired for such a position in accordance with this policy.

2.4.9.2. Other employment benefits are to be offered to the deacon consistent with
the norms of the Archdiocese’s sponsored benefits programs.

2.4.93. As applicable, the pastor and the deacon, candidate for the diaconate, or
applicant for the diaconate, should consult with the Vicar for Clergy and the Director of Deacon
Personnel prior to taking any actions which would lead to separation from or termination of
employment.

2.494. Finally, if a pastor deems it appropriate and just, a pastor may compensate
a deacon in recognition of his services generally. The pastor may do so regardless of whether those
services fall within or outside of the deacon’s ministry assignment, and giving due consideration
to the deacon’s need. If such compensation payments are issued by the parish to which a deacon
is assigned, reporting should be processed through payroll. If such compensation payments are
issued by a parish to which the deacon is not assigned but to which he is nonetheless providing
ministry, such compensation payments may be processed through either payroll or through
accounts payable.

2.4.10. Stole Fees

A deacon is governed by the same policy that applies to priests in the Archdiocese. All stole fees
go to the parish fund. This includes stole fees given for marriages, funerals, Baptisms, blessings
and any other stole fee extended for sacraments or blessings, unless specifically stated otherwise
by the giver (Ref: Mass and Stole Fees, 2.2.11.).
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2.4.11. Deacon Sabbatical

A deacon incardinated in the Archdiocese may request a sabbatical from ministerial
responsibilities for reasons of health, education, personal or family obligations. Depending on the
circumstances of the request, a sabbatical with or without faculties can be granted. After reviewing
the request, the Diaconate Personnel Board will make a recommendation to the Archbishop. A
sabbatical is not granted to a deacon who moves to another diocese when he intends to continue
his diaconal ministry.

24.11.1. A sabbatical may be granted to a deacon when a formal request is made in
writing to the Director for Deacons. Upon the receipt of such a request, the Director will schedule
a meeting between the deacon and the Diaconate Personnel Board. A sabbatical will be considered
for a period of time designated by the Director for Deacons and the Diaconate Personnel Board
based upon the particular need. Members of the Board will then submit a recommendation to the
Archbishop who will make the final decision.

24.11.2. Sabbaticals are to be reviewed annually.
2.4.12. Title, Liturgical Vesture and Clerical Attire
2.4.12.1. The authorized title for a deacon is Deacon which precedes the name (e.g.,

Deacon Paul Smith).

2.4.12.2. For liturgical dress, the dalmatic, worn over the alb and stole, is the
liturgical vestment proper to the deacon.

2.4.12.3. In other ministerial or pastoral situations, the deacon should communicate
his presence as an ordained minister through clerical attire. In these situations, the deacon
is to wear the proper clerical attire. Clerical attire consists of a black shirt, Roman collar
and the prescribed diaconal cross worn around his neck. Situations where clerical garb is
appropriate include, but are not limited to, parish and archdiocesan activities. Examples of
such activities include, but are not limited to, Catechetical situations; visitations in
hospitals, prisons/jails, hospices, and nursing homes.

2.4.12.4. When ministering outside the Archdiocese, deacons should consult with the
local ordinary of where they minister concerning the appropriate attire for diaconal
ministry.

82 of 506



July 1, 2023

2.4.13. Incardination

A deacon who is not incardinated into the Archdiocese (extern deacon) may request the process of
incardination by following the incardination/excardination protocol.

2.4.13.1. An extern deacon’s request for diaconal assignment and faculties will be
considered after a recommendation from his ordinary and receipt of the necessary documentation.
A background check, meeting the criteria for the Archdiocesan Code of Conduct, and completion
of Archdiocesan documentation will support the recommendation. The Deacon Personnel Board
will review the deacon’s request prior to making its formal recommendation to the Archbishop.

24.13.2 Upon the recommendation of the Personnel Board and approval of the
Archbishop, an extern deacon will receive a three-year supervised assignment that will be
coordinated by the Director for Deacons. At the end of the three-year assignment, the extern
deacon can request incardination. The extern deacon will remain in a supervised temporary
assignment until he is granted incardination.

2.4.13.3. Deacons are bound by a special obligation to show reverence and obedience
to the Supreme Pontiff and to their own ordinary (canon 273). A deacon receives his diaconal
assignment and faculties from the Archbishop to whom he is accountable. If a deacon incardinated
in the Archdiocese moves to another diocese, he is still accountable to the Archbishop until he is
excardinated.
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2.4.14. Retirement

The term “retirement,” when applied to a deacon, refers to the cessation of formal, assigned
ministry.

2.4.14.1. A deacon may request retirement status from the Archbishop for reasons of
age, health, or long-term inhibiting family responsibilities. The request for retirement does not
assure retirement status.

a. If, because of health or long-term inhibiting family responsibilities,
it is discerned that the deacon is unable to perform his diaconal duties, the
Archbishop may direct the deacon to serve in a retired status.

b. The deacon should address his letter of request for retirement to the
Archbishop and also submit a copy to the Director for Deacons. This request should
be made three months prior to reaching his 75th birthday.

c. The retirement letter should be accompanied by a funeral planning sheet.

2.4.14.2. If the reason for seeking retirement involves an issue other than age, the
deacon should discuss the matter with the Director for Deacons, prior to issuing the letter.

2.4.14.3. All decisions regarding retirement of deacons are made by the Archbishop.

2.4.14.4. The retired deacon is encouraged to remain active in ministry as far as
circumstances permit. He will continue to possess the faculties of the Archdiocese unless they are
explicitly revoked. The pastor of the parish in which the retired deacon serves will grant needed
special delegations for each instance of sacramental ministry (e.g., weddings).

2.4.14.5. The retired deacon will be invited to remain active in his regional programs,
be invited to attend any and all formational and liturgical programs, and be asked to make his
annual retreat with his brother deacons. If the retired deacon continues to serve a particular parish,
the pastor will be asked to meet the expenses as outlined in section 2.4.2. Otherwise, if the cost of
this retreat would present a burden to the retired deacon, he should contact the Director for Deacons
for assistance prior to his retreat.

2.4.14.6. The retired deacon is excused from his continuing formation requirements.
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2.4.15. Substance Abuse

The Archdiocese, in accordance with the counsel of professional authorities, recognizes
alcoholism and other substance dependencies as treatable illnesses, which in justice and charity
demand our enlightened concern.

2.4.15.1. A deacon may not perform his ministry under the influence of alcohol or
substance abuse.

2.4.15.2. The Archdiocese will assist the deacon in seeking treatment for alcohol and
substance abuse.

2.4.15.3. Present or future assignment(s) will not be affected upon satisfactory
completion of treatment as long as the assignment would not jeopardize maintenance of beneficial
results or place the parish at risk. If treatment is refused or the problem is aggravated, further
therapy or some other appropriate action will be considered as a condition for continued ministry.

2.4.154. Should time away from one's assignment be needed to facilitate treatment,
the Archdiocese will assist in coverage and financial arrangements.

2.4.155. Proper treatment will depend on such factors as duration of onset, degree of
impairment, physical and psychological complications, and social and vocational complications.
Effective treatment may take place in three ways:

a. Care which consists of detoxification and, if needed, physical stabilization
and continued counseling sessions, group sessions, €.g., AA meetings.

b. Inpatient rehabilitation, probably for a longer period of time, wherein the
patient is helped to embrace a new value system and lifestyle enabling him to live
peacefully and productively without chemicals.
c. A diagnostic work-up either on an outpatient or inpatient basis.

2.4.15.6. The Vicar for Clergy maintains current lists of persons, programs and

resources to aid persons who have an addiction. These resources shall be made available to those
who have identified an addiction in their lives and who seek help with addiction.
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Part S: Consultative Organizations for Deacons

2.5.1. Diaconate Personnel Board

The Diaconate Personnel Board is composed of six Deacons and the Director for Deacons.
Members are appointed by the Archbishop and serve a term of three years, not to exceed two terms
consecutively without the approval of the Director of Deacon Personnel. The Chairman of the
Personnel Board is the Director for Deacons.

2.5.1.1. The Personnel Board is responsible to the Archbishop. The Personnel Board
is consultative, with its principal function being the recommendation of deacons’ personnel
appointments to the Archbishop.

2.5.1.2. The Archbishop is free to make appointments without consulting the
Personnel Board and deacons may approach the Archbishop personally regarding assignments.

2.5.1.3. All members of the Personnel Board are bound to the strictest
confidentiality regarding matters discussed during board meetings. This confidentiality prevails
after a deacon leaves the Personnel Board.

2.5.14. Members are accountable to the Archbishop regarding confidentiality. If it
is certain that a member of the Personnel Board is breaching confidentiality, the Archbishop and/or
the Director for Deacons may ask him to resign his position.

2.5.1.5 It is the function of the Personnel Board to study the needs of a parish and
the deacon. This may be done by meeting personally with the pastor, the deacon and/or his wife.

2.5.1.6.  The Personnel Board meets monthly to address deacon assignment issues and
the diaconal ministry needs of the Archdiocese

2.5.1.7.  Pastors’ requests for deacons are discussed at each Personnel Board meeting.

2.5.1.8.  Deacon assignments are scheduled to end on either the first of June or the first
of December. The Personnel Board begins meeting in January to consider those assignments that
are due the first of June. During the period of January through May, the Coordinator for Continuing
Education submits continuing education reports to the Personnel Board. When the Personnel Board
has received a report that the deacon has completed his required hours of continuing education,
the Personnel Board will make a recommendation to the Archbishop. The same process is followed
for deacons whose assignments expire the first of December. Recommendations for this group are
made to the Archbishop after the November meeting.

2.5.1.9. In making a recommendation for assignment, the Personnel Board first
considers the needs of the Archdiocese, then the deacon’s personal preference.

2.5.1.10. The Director for Deacons meets with the Vicar for Clergy to discuss Diaconate
Personnel Board recommendations and priest personnel assignments to assure that recommended
deacon assignments are made in the best interests of the Church.
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252 Diaconate Council

The Diaconate Council exists to provide a source of guidance and support to deacons and their
families in their mission of service to God and His Church. The chairman of the Council is the
Associate Director For Deacons. Members of the Diaconate Council are deacons who are
appointed as Regional Coordinators by the Archbishop. The Archbishop is the President of the
Council. A wives’ representative may be appointed for each region. One region coordinator’s wife
is elected from among the council wives to represent all council wives, as available.

2.5.2.1. Regional Deacon Coordinators (RDC) will be assigned a particular region
within the Archdiocese and will represent the deacons from their particular region. An Associate
Deacon Coordinator will be assigned to each region to assist and supplement the RDC in his
obligations as a Council Member.

2.5.2.2. Diaconal Committees are assigned to the regions of the Archdiocese and
will be created to develop activities and perform organized functions. The Diaconal Committees
will collect and report information from the Committees to the Diaconate Council chairman and
the Director of Deacon Personnel. Examples of Committees that might be established are migrant
ministry, retirement ministry, life issues ministry, evangelization, and publication ministry.

2.5.2.2.1. Committee leaders may be asked to participate with the Diaconate Council
by the Director of Deacon Personnel. This position would be as a non-voting member.

2.5.2.3. Deacon wives’ representatives may be asked to assist the Diaconate Council

with issues and concerns unique to the wives’ role in marriage to a Deacon. Wives’ representatives
are included in a consulting role and are not voting members of the Diaconate Council.

2.5.3. Continuing Formation Committee

A program for continuing formation is provided annually for the entire diaconal community. The
preparation, implementation, and evaluation of this program are coordinated by the Director for
Deacons.

2.5.3.1. A continuing formation coordinator appointed by the Director for Deacons

records the continuing formation hours for each deacon and reports them to the Personnel Board
annually.
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Chapter 3: The Teaching Office
Overview

The Archdiocese, the parishes within its territory and the Ecclesiastical Organizations serving the
faithful are composed of a diverse community of parishioners from different ethnic backgrounds.
While recognizing their individual contributions to the Church, the Archdiocese has proclaimed
its intent of being One Family Under God, a family where different cultural backgrounds are
honored but at the same time, the Unity of the Church is fostered. The Catholic faith in the
Archdiocese is to be taught recognizing the cultural elements of the different ethnic groups present
in the Archdiocese. Accordingly, while recognizing that all programs cannot meet the needs of
each person with various needs and limitations, efforts will be made to provide accessibility to
buildings and classrooms for all participants. Likewise, Archdiocesan personnel will consider
special needs of individuals and will assist parishes and other groups in providing educational
assistance and resources.

Part 1 — Duties of the Teaching Office

Part 2 — Child and Youth Protection / Code of Conduct

Part 3 — Educational and Ministry Programs of the Teaching Office
Part 4 — Medical Directives of the Archdiocese
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Part 1: Duties of Exercising the Teaching Office

3.1.1. Duties of the Teaching Office

3.1.1.1. As the Pastor of the Archdiocese, the Archbishop is responsible to foster
the educational apostolate within the Archdiocese. The Archbishop is to be informed of parish-
based programs of Catholic education and to have an opportunity to guide and assist the
implementation of educational programs. The Archbishop’s responsibility is heightened in
educational programs which impact public worship and the spiritual welfare of the parish
community.

3.1.1.2. Pastors participate in the teaching authority of the Archbishop, in guidance
of parochial educational programs. Pastors are encouraged to direct programs that enrich the faith
lives of the parish and to serve the people of God in the ministry of the word in union with the
Archbishop.

3.1.1.3. Speakers shall be defined in the Archdiocese as those presenting material
effecting faith and morals, in a parish, school, or related ecclesiastical entity, or under the
sponsorship or support thereof. Any person under consideration to give a presentation on matters
of faith, spirituality and/or morals must be approved by the Archbishop, Chancellor, or Vicar
General or Moderator of the Curia before invitation is formally extended to them.

Before finalizing agreements, contracts, or schedules, those intending to invite a speaker to the
Archdiocese must submit to the Office of the Chancellor, the speaker’s intended subject,
curriculum vitae, and an endorsement from their pastor or diocesan bishop. Criteria for approval
will include the speaker’s adherence to the doctrine of the Catholic Church in life and ministry.
Non-Catholic speakers will be considered in light of their work and their probity of life.

Forms for speaker approval may be obtained from the Office of the Chancellor.

Those speakers who are approved ipso iure are bishops and cardinals of the Catholic Church who
are in full communion with the Apostolic See; priests, deacons and seminarians of the Archdiocese
in good standing, or externs and religious who enjoy the faculties of the Archdiocese; employees
of the Archdiocese, parishes within the territory of the Archdiocese, and related Ecclesiastical
Organizations; and those religious who are assigned by the Archbishop to an ecclesiastical office
in the Archdiocese of Denver.
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3.1.2. Instruction in Theology

Members of Christ’s faithful are to be careful, in questions of opinion, against proposing their own
view as the teaching of the Church (canon 227).

3.1.2.1. Those who teach theology or philosophy in Saint John Vianney Theological
Seminary are to make a public profession of faith at the beginning of the first academic year in
which they teach.

3.1.2.2. The USCCB has promulgated a complementary norm for canon 772§2 of
The Code of Canon Law for the dioceses of the Church. “With due regard for the norms of canon
763, a Catholic who regularly expounds Christian doctrine on radio or television must be specially
qualified by his or her knowledge of the subject, by manifest adherence to the teaching of the
Magisterium and by the witness of his or her life as a Catholic. The individual must obtain the
permission of his or her proper diocesan bishop or the diocesan bishop of the place where the radio
or television program is originally broadcast. In the case of members of institutes of consecrated
life or societies of apostolic life, permission of the competent superior is also required, insofar as
the constitution of the institute or society provides for it.” Individuals in the Archdiocese are to
contact the Chancellor in order to request the permission in writing and to provide texts and/or
other evidence of prior public presentations or publications.

3.1.2.3. Instructors of sacred sciences are to receive a mandate from the Archbishop,
according to the norms of Ex Corde Ecclesia and canon 812.

3.1.2.4. Teachers of religion in Catholic high schools operating within the territory of the
Archdiocese of Denver are required to obtain approval to teach religion from the Archbishop of
Denver, in accord with canon 805. It is the duty of the teacher to request approval in writing prior
to entering the classroom. The approval to teach religion is valid for the duration of the teacher’s
tenure, unless it has been rescinded by the proper ecclesiastical authority. The procedure for
obtaining approval to teach religion can be found in the policy (#3125) of the Office of Catholic
Schools of the Archdiocese of Denver.

3.1.3. Ecumenical and Inter-Religious Affairs

In order to assist the Archbishop in fulfilling the pledge of the Catholic Church to work for
Christian unity and interfaith understanding according to the Second Vatican Council’s Decrees
Unitatis Redintegratio and Nostra Aetate, the Ecumenical and Inter-religious Affairs Officer
oversees ecumenical and inter-religious matters.

3.1.3.1. Initiatives involving ecumenical or inter-religious dialogue are to be

communicated to the Ecumenical and Inter-religious Affairs Officer with opportunities for him or
her to advise, assist, or participate in these initiatives.
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3.14. Censor Librorum

To assure that a cohesive and consistent evaluation of teaching occurs within the Archdiocese, the
Chancellor, with the assistance of qualified theologians, evaluates manuscripts or other forms of
teachings concerning faith and morals and advises the Archbishop regarding the granting of an
imprimatur.

3.1.4.1. The following books require an imprimatur prior to publication: books of
Sacred Scripture; liturgical books and books of private prayer; catechisms and catechetical
writings; textbooks on scripture, theology, canon law, church history or of a religious or moral
discipline which are used as the basis for instruction in elementary through high schools and
colleges; books treating religion or morals which are displayed, sold or distributed in churches or
chapels.

3.1.4.2. Other books concerning scripture, theology, canon law, church history,
religious or moral discipline and any writing having widespread use in which there is anything of
special concern to religion or good morals may be submitted before publication to the Office of
the Chancellor to receive an imprimatur.
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Part 2 — Child and Youth Protection; Code of Conduct

It is understood by the Archdiocese that no policy, no matter how good, can substitute for personal
holiness. The Church is not a secular corporation. She is the Bride of Christ and our mother and
teacher. As disciples, we need to act accordingly. We need holy priests, and we need holy laymen
and laywomen to encourage, guide and support them. We all share the task of not only preventing
crime or discouraging sin but also leading others to Jesus Christ through a witness of virtue and
right conduct.

3.2.1. The Office of Child and Youth Protection

The Archdiocese is committed to promoting a safe environment for the children and young people
in her care. To that end, the Office of Child and Youth Protection was established. The head of the
Office of Child and Youth Protection has the following responsibilities:

3.2.1.1. Ensure compliance with the USCCB’s Charter for the Protection of
Children and Young People in accord with the universal and particular law of the Church, as

understood in accord with canon 16.

3.2.1.2. Serve as the Archbishop's liaison to the Office of Child and Youth
Protection of the USCCB; and,

3.2.1.3. Oversee the Archdiocesan Safe Environment Training program.
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3.2.2. Mandatory Reporting Procedures Regarding the Abuse of Minors:
Confidentiality and Disclosure of Report

32.2.1. Reporting to Civil Authorities

a. Any person who has reasonable cause to suspect that anyone under the age
of 18 has been subjected to abuse or neglect, including sexual assault or sexual
molestation, shall immediately make an oral report of the abuse to the county
department of social services or local law enforcement agency (as appropriate)
where the abuse is known, or is suspected, to have occurred.

b. The reporting individual shall also file a written report with that same
department or agency within 24 hours, or as reasonably practicable, of the oral
report being made.

c. Colorado law (§§ 19-3-304 (1), (2), (2.5), 19-3-311) requires the reporting
by school personnel of suspected cases of child abuse and neglect to the appropriate
county department or local law enforcement agency. The information that should
be included in the initial report of suspected abuse is:

1. Name, address, age, gender, race of child

ii. Name and address of parent or guardian

iil. Nature and extent of child's injuries or neglect

iv. Name and address of person(s) suspected of abuse or neglect
V. Family composition

Vi. Source of information

vii.  Person making the report
viii.  Any action taken by the reporting source
iX. Any other helpful information

X. Name of the agency and official to whom the report was made.
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3222, Reporting to Church Authorities: Parish Schools / High Schools

a. If the report is made by a teacher, employee or volunteer involving the abuse
or suspected abuse of a student at a parish school or at a high school, she/he must
immediately notify the school principal.

b. The principal must in turn notify the parish priest (if applicable) and/or the
Superintendent for the Office of Catholic Schools.

c. The principal, parish priest and Superintendent must ensure a copy of the
report is forwarded to the Office of Child and Youth Protection within two business
days.

3.2.2.3. Reporting to Church Authorities: Qutside of Schools
a. If the reporting individual is an employee or volunteer, that individual must

immediately notify his/her immediate supervisor.

b. The employee’s supervisor is to forward a copy of the report of alleged
conduct to the Office of Child and Youth Protection within two business days.

C. If the allegations involve the alleged conduct of a priest, deacon or
seminarian, a copy of the report must also be forwarded to the Vicar for Clergy.

3.2.24. Confidentiality of Reports

a. All information pertaining to the abuse or suspected abuse of a minor shall
be treated as confidential, shall be clearly identified as “CONFIDENTIAL” and
shall be retained pursuant to the Records and Information Management (RIM)
Policy — and current Records Retention Schedule.

b. The file may be disclosed/transferred only in response to a valid order of a
court or other governmental body, or upon the receipt of a release that is reviewed
and approved by the Vicar General or Moderator of the Curia.

3.2.2.5. Recommendations of Civil Authorities — The recommendations of any
county department or local law enforcement agency to whom a report has been made shall be
carefully considered with regard to future dealings with the minor in question and/or the minor’s
parent(s) or legal guardian(s).
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3.2.3. Code of Conduct

The Archbishop promulgated and issued the Sexual Misconduct Policy in 1991. This policy has
since been revised and is now titled the Archdiocese of Denver Code of Conduct. The Code of
Conduct is the product of wide consultation, reflects the United States Conference of Catholic
Bishops’ 2002 Charter for the Protection of Children and Young People, and is updated as
necessary so as to be current with canon law and Colorado law. The most current version is
available for review on the Archdiocesan website and is also attached hereto as Exhibit I'V.

3.2.4. Mandatory Review and Agreement to be Bound by Code of Conduct

Upon commencement of their employment with, studies at, service to either the Archdiocese or an
Ecclesiastical Organization, and/or a parish, all priests, deacons, seminarians, employees and those
volunteers who work with children must thoroughly review and agree to the terms of the Code of
Conduct, and acknowledge their promise to adhere to its terms by executing the Acknowledgment
Page of the Code, and returning that executed page to their direct supervisor or rector for inclusion
in the appropriate file prior to beginning their service with the Archdiocese, an Ecclesiastical
Organization and/or a parish within the territory of the Archdiocese.
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Part 3: Educational and Ministry Programs of the Teaching Office

The following section briefly describes the various educational and ministry programs of the
Teaching Offices of the Archdiocese. It is not intended to present a full description of what each
office does but rather sets forth the particular laws pertaining to those offices.

3.3.1. Catechists

Pastors are to hire or appoint qualified and competent catechetical leaders who are faithful to the
teachings of the Church for the critical leadership positions of DRE, parish faith formation director,
director of evangelization (or an equivalent title) within the parish as envisioned by numerous
ecclesial documents and the General Directory for Catechesis (GDC).!

3.3.1.1. It is highly recommended that catechetical leaders appointed to oversee and
direct the evangelization and catechetical ministries of the parish work toward a graduate degree
in theology, religious education, or a related field.

3.3.1.2. The pastor and those who collaborate with him are to ensure that parish
catechetical leaders and catechists working with all age levels within the parish receive training
for the important ecclesial ministry to which they are called. This can be accomplished by
providing [1] ongoing catechist training at the parish and archdiocesan levels, and/or [2] by
completing the Catechetical Certificate through the Office of Evangelization and Family Life
Ministries, and/or [3] by completing the Catechetical School program, which is a part of Saint John
Vianney Theological Seminary. Completion of the Catechetical Certificate and the Catechetical
School Program yields a Master Catechist Certification. Completion of the Catechist Certificate is
encouraged for all catechists working in parishes and schools within one year of beginning their
ministry, while completion of the Master Certificate is encouraged within five years of beginning
ministry.

3.3.1.3. The pastor is to make particular provision:

a. That suitable catechesis is given for the celebration of sacraments.

b. That children are properly prepared for the first reception of the
sacraments of Penance and the Most Holy Eucharist and the sacrament
of Confirmation by means of a catechetical formation given over an
appropriate period of time. Parents should be appropriately engaged in
this process as well.

c. That children are more fruitfully and deeply instructed through
catechetical formation after their reception of First Communion.

d. That catechetical formation also is given to those handicapped in body
or mind insofar as their condition permits.

e. That the faith of young people and adults be fortified, enlightened and
developed through various means and endeavors.

f. That family faith formation programs enable the imparting of faith to
children and the growth of faith in adults through continuing education.

! The USCCB will provide a National Directory for Catechesis that will supplement the GDC.
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3.3.2. Office of Evangelization and Catechesis

The Office of Evangelization and Catechesis oversees the implementation of all policies of
evangelization? and catechesis in the Archdiocese. Evangelization activities and the primary
proclamation and on-going Gospel conversion of faith are accented by this Office.

3.3.2.1. The principal tasks of the Office of Evangelization and Catechesis are
enumerated in the GDC, 4265-266. Accordingly, in conformity with this, evangelization must be
viewed as the process by which the Church, moved by the Spirit, proclaims and spreads the Gospel
throughout the entire world. Specifically, “The process of evangelization, consequently, is
structured in stages or ‘essential moments’: missionary activity directed toward non-believers and
those who live in religious indifference; initial catechetical activity for those who choose the
Gospel and for those who need to complete or modify their initiation; pastoral activity directed
toward the Christian faithful of mature faith...” (GDC, q 49)

3.3.2.2. Catechesis is the responsibility of the entire Christian community (GDC
#220). Parishes are encouraged to provide adequate funding for personnel and resources to initiate,
support, and maintain the work of evangelization and catechesis within the parish.

3.3.2.3. In light of the high priority given to parish adult faith formation in the GDC
and Our Hearts Were Burning Within Us (USCCB 1999), parishes are to assume responsibility for
programs that nurture the growth of faith and spirituality in adult parishioners.

3.3.2.4. The pastor, as the chief catechist of the parish, is called to provide leadership
for the ministry of evangelization and catechesis within the local parish. Experience bears out that
the quality of catechesis in a community depends very largely on the presence and activity of the

priest. (GDC 9225).

a. The pastor is encouraged to consult with the Office of Evangelization and
Catechesis before hiring a parish DRE or the equivalent.

b. The GDC reminds us that the vocation of a catechist is an ecclesial vocation,
which is exercised in the name of the Church. The Church discerns this call and
confers the mission to catechize.

3.3.2.5. Parishes are to provide a general catechesis on the anointing and pastoral
care of the sick for the benefit of all parishioners, and a more specific catechesis for those who are
actually sick and for their families.

3.3.2.6. Parishes should strive to accommodate inquirers regardless of the time of
year when individuals seek membership in the Church. Individuals are not to be turned away for
an unreasonable period of time solely to fit the start of a formal RCIA cycle.

2 Evangelization here is used to mean the primary or first proclamation of the Gospel by which persons come to an initial
conversion and faith.
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3.3.2.7. The Rite of Christian Initiation indicates that each bishop is to regulate
certain elements of the rite for his own local church. The following are in effect:

a. Requests for the permission to omit a scrutiny are to be submitted in writing
by the pastor to the Archbishop. The scrutinies must be celebrated on Sundays in
Lent according to the ritual Masses provided in the Sacramentary with the “A”
cycle readings only (see Lectionary for Mass, no. 745-747).

b. The Archbishop or his delegate will preside at an Archdiocesan Rite (or
Rites) of Election on the first Sunday of Lent, or at another more convenient time
should circumstances warrant or if multiple celebrations are to be held in order to
accommodate the number attending.

C. The Book of the Elect is to be signed during the parish celebration for
sending catechumens for election and candidates for recognition by the
Archbishop.

d. If it is impossible for the catechumens to attend the Cathedral rite, then the

simple Rite of Election may be used, once permission is secured from the
Archbishop.

e. Pastors, for serious reasons, may seek permission from the Archbishop to
celebrate the entire Rite outside of the normal liturgical times.

3.3.2.8. Pastors, catechists, and parents are to be careful that more is not required of
confirmandi for the reception of this sacrament than that which is required by the Church.
Confirmation is not to be used as a means to secure and maintain an individual’s attendance in
religious education programs.

3.3.2.9. Parishes are to make suitable provision for the catechesis of the parents of
those to be confirmed.
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3.3.3. Youth, Young Adult and Campus Ministry

The Office of Youth, Young Adult and Campus Ministry provides leadership in the education and
evangelization of the youth and young adults in the Archdiocese. Duties include on-site visits,
Archdiocesan retreats and rallies, youth minister formation and certification programs, support for
those in youth, young adult and campus ministry, oversight over campus ministry programs,
networking those who minister to youth and young adults and promotion of the Church’s
commitment to higher education.

3.3.3.1. Based on the USCCB’s Pastoral Letters, Renewing the Vision — A
Framework for Catholic Youth Ministry, Empowering by the Spirit: Campus Ministry Faces the
Future, and Sons and Daughters of the Light - Young Adult Ministry, and the Archbishop’s Pastoral
Letter, Your Youth is Renewed like the Eagle’s, programs strive to build the faith community, form
the Christian conscience, educate for justice and peace, facilitate personal conversion and
development, and educate and mentor parish leaders.

3.3.3.2. Programs developed by those in Youth, Young Adult and Campus
Ministry are to be under the guidance of the parishes and their respective pastors; particular
consideration is to be given to the keeping of sacramental records and adequate preparation for
the sacraments of initiation.

3.34. The Catechetical School

The Biblical and Catechetical Schools are departments of the Saint John Vianney Theological
Seminary and provide classes in evangelization and catechetical formation for personnel in
Catholic schools, members of parishes and Archdiocesan offices. Completion of these classes
leads to formal recognition through a program of certification. Adult faith formation classes that
do not lead to certification are also offered.

3.34.1. Parish catechetical leaders are requested to promote the continuing
education and certification of volunteer catechists at an appropriate level. It is recommended that
each catechetical leader take at least two courses and one retreat per year.
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3.3.5. The Respect Life Office

The Respect Life Office of the Archdiocese affirms the Church’s teaching that all human life is
sacred from conception until natural death. Following the mission as set forth in a statement from
the U.S. Catholic Bishops “Pastoral Plan for Pro-Life Activities: A Campaign in Support of Life’,
the Respect Life Office is responsible for providing educational programs on life issues along with
pastoral care programs for pregnant mothers and people seeking healing and reconciliation from
past abortions. Parish outreach is accomplished through monthly meetings and an email
informational network sent out bi-weekly. Prayer and monthly holy hours and Masses are
encouraged throughout the Archdiocese.

3.3.5.1. Priests and parishioners are encouraged to attend the annual Respect Life
Mass celebrated by the Archbishop. During this Mass, Pro-Vitae Awards are given to priests,
deacons and laity of the Archdiocese for their witness in the community to the sanctity of human
life. Youth are awarded for their participation in the essay contest.

3.3.5.2. On-going parish-based programs to serve the pro-life mission of the Church
include:

a. Each pastor is asked to appoint or approve a Catholic man or woman as the
parish representative to perform respect life ministry. The representative is asked
to attend a monthly meeting for all parish respect life representatives. The pastor
also requests that the representative and all who perform respect life ministry in a
parish participate in the annual Respect Life Commissioning Mass. Each pastor is
encouraged to work closely with the designated representative to organize respect
life events for the parish. A pastor typically directs the representative to work in
coordination with the Respect Life Office of the Archdiocese and to consult on
questions or critical matters that arise in his/her respect life ministry for the parish.

b. Project Rachel is the post abortion ministry of the Archdiocese for women
and men seeking reconciliation and healing through the Church. Parishes are asked
to display the Project Rachel brochures in order to inform parishioners in need of
this important ministry. Parish offices are asked to refer inquiries regarding post
abortion to Project Rachel at 1-800-713-3021.

C. The Gabriel Project of the Archdiocese is a parish-based program to assist
pregnant women in need with spiritual, educational, and emotional support during
and after their pregnancy. The pastor is asked to appoint and/or approve a Catholic
woman in good standing as the parish coordinator.

d. The Gabriel House is a support center for the Gabriel Project. It is a center
for all the parishes throughout the Archdiocese to send pregnant mothers and
mothers with newborns to receive material, spiritual and emotional support. The
Gabriel House is located at 1341 Oneida Street, adjacent to St. James Catholic
Church.
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The coordinators are required to commit themselves to a minimum of one year’s time for the
program and volunteers are asked to commit up to one year. These policies include signing the
Archdiocesan Code of Conduct and adhering to confidentiality policy. The volunteers receive at
the time of their training a presentation on the rationale for policies to be adhered to in the Gabriel
Project.

3.3.6. Office of Marriage & Family Life

The Office of Marriage and Family Life assists in the pastoral obligation of marriage preparation
and monitors the observance of the Archdiocesan requirements in marriage preparation. Those
requirements are found in the publication “What God has Joined”, which are the Particular Norms
for Christian Marriage in the Archdiocese.

3.3.6.1. The Office strives to strengthen the local Church through such events as the
Annual Wedding Anniversary Mass, Rocky Mountain Catholic Men’s Conference, Natural Family
Planning Appreciation Dinner, initiatives designed to aid parents as primary evangelists and
catechists for children, and promoting those programs which are successful in the parishes.

3.3.6.2. The marriage preparation program is divided into four stages:

a. Remote Preparation, which begins in the initial stages of life and continues
until the period of engagement;

b. Proximate Preparation, which begins at engagement and extends for eight
to twelve months, ending ten weeks prior to the marriage;

c. Immediate Preparation, which covers the last ten weeks prior to the
marriage; and,

d. Marriage Celebration.

3.3.6.3. The following guidelines, to be considered in each stage of marriage
preparation, are implemented in the Archdiocese in order to celebrate Matrimony in a sacred and
worthy manner, while attentive to special circumstances of the couple.

The pastor is responsible for ensuring the implementation of the following guidelines, although he
is assisted in this effort by the parochial vicar, deacon and lay faithful.

a. To ensure that the couple has adequate time to prepare in a serious way,
preparation should begin at least eight to twelve months in advance of the couple’s
anticipated wedding date. Pastors may permit couples to have a decreased period
of preparation when circumstances dictate a legitimate need. This permission
should be noted in the pre-nuptial file.
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b. Pastors must be certain that the couples they hold out as an example to the
engaged are not living in direct conflict with the teachings of the Church,
particularly in matters of conjugal morality. Pastors are encouraged to oversee the
program of marriage preparation to be assured that all conferences and participating
couples understand marriage.

c. The pastor must be particularly careful to ascertain that both parties are free
to marry before proceeding with the marriage preparation. Marriage preparation
may not begin, nor may a date be set for a future marriage, until after these
obligations have been satisfactorily discharged.

The celebration of a Christian marriage is indicative of faith in Christ and His
Church and expresses the spousal relationship. Pastors are to be especially attentive
to the needs of those who have not actively practiced their faith in order to lead
them to a more complete conception of the gift and fruitfulness of the marriage.

d. In the case of pregnancy, a request for marriage will ordinarily only be
considered following completion of recommended counseling. In any case, the
couple may be strongly advised to delay the wedding until after the birth of the
child.

e. For sexually active and/or cohabiting couples, a goal of the preparation
process is to express the serious contradiction between sexual activity outside of
marriage and the significance of the ‘one flesh’ union as Christ’s love for the
Church and the world. Those preparing the couple for marriage are to encourage
the practice of chastity and separate living.

After thorough preparation and having been given every opportunity for
conversion, if a couple is unable to acknowledge God’s plan for marriage and
sexuality and the need for sacramental reconciliation, it may be advisable, in the
judgment of the pastor, to hold the wedding outside of Mass in a ceremony that is
reserved and simple.

Cohabitation and premarital sex are not in themselves canonical impediments to
marriage. Therefore, a couple may not be refused the marriage solely on the basis

of cohabitation or sexual activity prior to marriage.

f. Marriages must be celebrated in a church; outdoor weddings are not
permitted in the Archdiocese.

g. In performing validations, pastors must be assured of the adequate
preparation of the couple.

h. Although people have a natural right to marry, a priest or deacon is not to
witness a marriage unless he is morally certain that nothing impedes its valid and
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licit celebration. The following is a list of situations that may call for delay or
refusal of the marriage.

1.

1. Non-practice of the faith by the Catholic party or parties, with no
reasonable hope of resuming such practice.

il. Declaration of intention to deny the other party’s right to a
permanent union and to exclusiveness.

iii. Absolute refusal to have children.
iv. Existence of canonical impediment (unless dispensed).
V. Marriage in the Catholic faith only to satisfy parents or due to

parental pressure or simply for the sake of appearance.
Vi. Indifference or disdain for the Catholic instruction of their children.

vii.  Substantial lack of appreciation and awareness of the spiritual
dimensions of marriage.

viii. A radical lack of physical, emotional, spiritual or psychological
maturity required for marriage.

iX. Refusal to cooperate with the preparation process or to participate
in good faith.
X. A parent or guardian of a person under 18 has presented in writing

a strong and reasonable objection.

If on the basis of these policies a priest or deacon of the Archdiocese reaches

the pastoral judgment that he cannot witness the marriage of a particular couple in
the Church, no other priest or deacon may witness the marriage without the
permission of the Archbishop, the Judicial Vicar or the Vice Chancellor.

A couple denied permission by a priest or deacon to marry in the Church on the
basis of these policies may appeal the decision to the Archbishop through his
delegate, the Judicial Vicar. Prior to consideration of the appeal, all possible efforts
to resolve the issues involved on the parish level with the assistance of the Office
of Marriage and Family Life must have been exhausted.
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3.3.7. Home School Programs

Church teaching consistently affirms the right of parents to provide for the faith formation and
religious education of their children.

3.3.7.1. The Office Evangelization and Catechesis offers assistance to pastors and
parents preparing children for the reception of First Penance, First Holy Communion, and
Confirmation.

3.3.7.2. Likewise, parents and pastors have responsibility for preparing children
being educated at home for the reception of Confirmation (canon §90).

3.3.7.3. Children educated at home normally receive the sacraments at the same age
as other children from the parish. Pastors must evaluate the readiness of children for sacraments
within the parish in collaboration with the parents and child. Attendance of parish religious
education classes may not be made a condition for reception of the sacraments as the children’s
parents have both the right and duty so long as they do so in consultation with the pastor.

3.3.74. Children educated at home are strongly encouraged to participate in all
liturgies for those preparing for sacraments since the liturgy is the source and summit of Christian
life and the privileged place for catechesis. This invitation includes other special events supporting
sacramental preparation.

3.3.7.5. Parents of children educated at home are to be notified concerning special
programs that the parish is sponsoring for parents of children preparing to receive these
sacraments. Parents are to be encouraged to have their children participate in these programs;
however, children may not be denied the reception of these sacraments because of the failure of
parents to participate in these programs.

3.3.7.6. As a general rule, children educated at home are to receive Penance, First
Holy Communion, and Confirmation in their parish church.

3.3.7.7. Cases of doubt should always be resolved in favor of the right of the child
to receive the sacrament.
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3.3.8. Special Religious Education

The GDC, q189 states, “A growth in social and ecclesial consciousness, together with personalized
and adequate programs, makes it possible to provide integral catechesis for the disabled.” It is
necessary that the community be made aware of such catechesis and is involved in it.

3.3.8.1. The Office of Special Religious Education provides programs and services
to persons with developmental disabilities. The Office provides direct services to individuals and
supervision, and support to parishes in their ministry with persons who have developmental
disabilities.

3.3.8.2. Participation in the sacraments is to be in accord with the USCCB’s
Guidelines for Celebration of Sacraments with Persons with Disabilities.

a. Persons with developmental disabilities are prepared for and formed in the
sacraments according to their individualized needs and abilities.

b. The decision of readiness for reception of sacraments is made jointly by the
pastor, parents, teacher and involving the Office of Special Religious Education
when appropriate.

c. First Eucharist may be celebrated within the context of a special education
liturgy or within the parish liturgy. Occasionally a home Mass is celebrated, if
necessary.

d. On-going opportunities to share in the sacraments of Eucharist and
Reconciliation are provided within the special religious education program.

e. Persons with developmental disabilities are prepared for Confirmation by
the pastor or his delegate within the special religious education program. The
sacrament of Confirmation normally occurs within the parish celebration of the
sacrament.

f. Individuals with developmental disabilities are to have the potential to form
and maintain a marriage covenant according to the theology and canon law of the
Catholic Church before the initiation of marriage preparation. If there is any
question in this regard, the Judicial Vicar is to be consulted.

g. Religious education and pastoral care are provided for homebound persons
whose level of disabilities precludes incorporation into the parish community.

h. The sacrament of the Anointing of the Sick is also to be an element of

catechesis. Anointing of the Sick is celebrated for those individuals who fit the
requirements of subject of the sacrament as presented in the ritual book.
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3.3.9. Hispanic Evangelization

The Hispanic Evangelization Team works under the Office of Evangelization and Family Life
Ministries and acts on behalf of the Archbishop to support Hispanic ministry and evangelization
efforts in parishes and lay ecclesial movements throughout the Archdiocese. This is accomplished
by providing pastoral assistance, training, and coaching to parish and movement leaders and
collaborating with those leaders to launch new initiatives and plan larger events which enrich and
supplement local ministry efforts.

3.3.9.1. The mission of the Hispanic Evangelization Team is focused in serving the
following areas:
a. Family Faith Formation
b. Pastoral Juvenil
c. Lay Ecclesial Movements
d. Formation of leaders in Evangelization and Catechesis

3.3.10. Centro San Juan Diego: Hispanic Institute for Family and Pastoral Care

Centro San Juan Diego is a ministry of the Archdiocese of Denver that promotes the common good
of the Hispanic community through education, family support, integration and leadership
formation.

The ministry of Centro San Juan Diego focuses on the following areas:

e Common Good: The promotion of the good of every person and of the whole person, it
involves a human community where men can live truly human lives. (Paul VI) It is
concerned with all aspects of life; social, economic, political, cultural, personal and
spiritual. It is a participation in the fullness of life.

e Education: Equipping leaders with the knowledge and skills to serve in the parish and other
environments via general adult education and advanced faith formation courses.

e Family Support: To help families be healthy and thriving members of our church and
society.

e Integration: Promoting the full and active participation of each person and family in our
church and society.

e Leadership: Increasing the positive and creative influence on and in the service of others.

3.3.10.1. San Juan Diego Pastoral Institute: The Institute was inspired by the Gospel
and the Doctrine of the Catholic Church as reflected in the documents of the Second Vatican
Council, the USCCB, and the Latin American Bishop’s Conference. The objective is to build and
support pastoral leadership among Latino Catholics in all aspects of the Church through a
comprehensive Christian education.

3.3.10.2. Bienestar Family Services:
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a. Adult education for immigrant Hispanics in areas such as: English
Language acquisition, citizenship preparation, financial literacy, small business
education program, literacy, computer literacy, GED preparation, etc.

b. Advocacy and community referrals for people in need, including but not
limited to, legal assistance, and partnerships with different community
organizations.

3.3.11. Consecrated Life

Through programs of education and collaboration, the Office for Consecrated Life seeks to
promote vocations to institutes of consecrated life and to assist those who are consecrated virgins
in nurturing their spiritual lives and service to the Church.

3.3.11.1. The Director of Consecrated Life acts as a liaison between the Archdiocese
and various religious organizations, including religious institutes, secular institutes and
associations of the faithful formed with the intention of being established as institutes of
consecrated life. In addition, the Director meets with those who are inquiring about the life of a
consecrated virgin and provides information to individuals discerning religious vocations.

3.3.12. Social Ministry

The Office of Social Ministry advances the social mission of the Church by providing educational
and formation material on Catholic Social Teaching. The Director of Social Ministry promotes
those programs and organizations within the Archdiocese that respond directly to this social
mission. This Office also serves as the local contact to the USCCB on social issues. Further, this
Office is the coordinator for the Offices of Justice, Peace and Human Development, (JPHD), the
Catholic Campaign for Human Development, (CCHD), and Catholic Relief Services (CRS), the
Propagation of the Faith (Missions), World Mission, Home Missions, Rural Life Ministry,
National Catholic Partnership on Disabilities and the National Catholic Council on Alcoholism
campaigns. The Office of Social Ministry also supports and collaborates with the efforts of
Catholic Charities and the Colorado Catholic Conference.

3.3.12.1. National programs include the following:

a. Catholic Relief Services (CRS) is the official overseas development and
relief agency of the USCCB. CRS works with the poor in over one hundred
countries throughout Africa, Asia, Europe, and South and Latin America. The
Director coordinates all parish-based emergency relief collections and is the
Archdiocesan representative to CRS and promotes CRS” education programs (e.g.,
Operation Rice Bowl).
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b. Promotion of Catholic Missionary groups and organizations while
encouraging persons to consider missionary service is an important consideration
of their Catholic faith.

c. Under the Mission Cooperation Plan, the Archdiocese requires parishes to
participate in the annual acceptance of a designated mission organization. It is the
responsibility of the Office to coordinate the parish- based appeals. Each parish is
to schedule one Sunday a year for this special appeal. A special collection must be
taken up in the pew for this appeal at all Masses during the weekend. Any and all
money collected by the parish toward the missionary organization is to be
transferred and held in trust by the Archdiocese to ensure all accounting formalities
and donation requirements are met prior to full and direct disbursement to the
missionary organization.

d. The Office of Social Ministry helps with the coordination of the nationally
mandated collections, including, but not limited to - World Mission Sunday-Society
for the Propagation of the Faith (SPOF) CRS Collection — Social Development and
World Peace; Catholic Campaign or Human Development (CCHD), Catholic
Home Mission Appeal and the non- mandatory Church in Africa Collection.

3.3.12.2. For the national collections, parishes are asked to renew their promotional
materials list annually with by the COO or Moderator of the Curia.
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3.3.13. Office of Marketing and Communications

Through the Office of Marketing and Communications, the Gospel message and the teaching
office of the Archbishop are promoted through a variety of media. The Office works to advance
the overall mission of the Archbishop and the Church in northern Colorado through a wide range
of communication channels.

3.3.14. Archdiocese Media and Publications

3.3.14.1. The Denver Catholic is the official publication within the territory of the
Archdiocese reporting Catholic news as well as inspiring and educational content about the faith.
As an important teaching medium, it communicates the truth of the Gospel with faithfulness to the
Roman Catholic magisterium.

3.3.14.2. El Pueblo Catolico is the bi-monthly Archdiocese’s Spanish language
publication addressed to the large Spanish speaking community in Northern Colorado. The goals
of El Pueblo Catdlico are: to keep the Spanish community informed about Catholic activities and
Catholic teachings of the Church; to transmit messages of the Archbishop and Auxiliary Bishops
to the Spanish community; and to be a means by which the Spanish community can know their
Catholic traditions and faith more readily. £/ Pueblo Catdlico is circulated to Spanish-speaking
members of the parishes, and to other subscribers.

3.3.14.3. The Archdiocese of Denver’s websites are used to disseminate information
regarding the Archdiocese of Denver and Catholic organizations and agencies in a rapid and timely
manner. This is done primarily using three websites: archden.org, denvercatholic.org and
elpueblocatolico.org. These three websites provide general information on the Archdiocese and its
various entities, including parishes, offices, ministries, and directories. Additionally, they are
regularly updated to be a portal of information regarding the priorities of the Archbishop and the
Archdiocese, current events, formative and informative content, breaking news and more.

3.3.14.4. Vicars, directors, and pastors are encouraged to anticipate upcoming
newsworthy events well in advance and advise the Office of Marketing and Communications.
Important local news, features and commentaries are priorities in the Denver Catholic and El
Pueblo Catolico digital editions.

3.3.14.5. All material submitted to the Office is subject to sound theological review,
editorial judgment, fact checking and editing.

3.3.14.6. The Denver Catholic and The El Pueblo Catolico do not accept political
advertising or advertising in conflict with Church teaching or potentially offensive to its readers.
The Denver Catholic and El Pueblo Catélico reserve the right to reject or cancel any advertising
at any time.

3.3.14.7. The Denver Catholic and The El Pueblo Catolico offer discounts off the
open rate for advertising by parishes and the Ecclesiastical Organizations within the Archdiocese.
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3.3.14.8. The Office of Marketing and Communications reserves all copyrights,
including rights of distribution, for all materials produced by the Office. Third party vendors may
withhold copyright. If you would like reprints or to republish something, please contact us to
ensure permission is able to be granted.

3.3.15. Executive Director of Marketing and Communications

The Executive Director of Marketing and Communications promotes the message of the
Archdiocese externally and internally, using digital and print media channels, and through
effective public relations and mass media. The Executive Director is responsible for the Denver
Catholic and El Pueblo Catoélico, all Archdiocesan-owned websites, social media, and content
production. The Executive Director also consults with various Archdiocesan departments and
ministries to guide their marketing and communications efforts.

3.3.15.1. The Director of Public Relations and Publications serves as the official
spokesperson for the Archbishop, Auxiliary Bishop(s) and the Archdiocese in general. The
Director, in collaboration with the Executive Director and appropriate staff, is responsible for all
news releases, official statements, and responding to media inquiries in a timely and accurate
manner. The Director also supports and advises all archdiocesan parishes, ministries, and entities
in their interactions with the media.

3.3.16. Media Relations

The Office endeavors to build positive Church-media relations based on cooperation, credibility,
and professional reliability, and by responding proactively and promptly to issues, and current
events, and media requests.

3.3.16.1. When a priest, deacon, or employee of the Archdiocese or an Ecclesiastical
Organization is contacted by the media (television, radio, newspaper or magazine) regarding any
matters, he or she is to inform the Director of Public Relations and Publications before responding
or conducting an interview. The Director’s role is to help discern how to effectively and positively
respond to the request, ensure consistent messaging, and if requested, coordinate details and
logistics with the media outlet.

3.3.16.2. Press conferences are to be arranged through the Office of Marketing and
Communications in all instances.

3.3.16.3. As a general policy, confidential information should remain within the
smallest group of those with a need to know; the potential for either negative or positive news
reaching the media should be brought to the attention of the Director of Public Relations and
Publications.
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3.3.16.4. Contact with television and radio stations and systems for the purpose of
airing special liturgies (e.g., Christmas midnight Mass), participating in inter-faith programming
or ecumenical programming, is initiated through the Office of Marketing and Communications.
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Part 4: Medical and Health Care Directives

Medical and Health Care issues raise a host of complex ethical and moral questions for Catholics.
The Church’s response to emerging medical technology is rooted in her deep awareness of the
dignity of the human person.

The Medical and Health Care Directives and guidelines set forth in Exhibit VII are promulgated

as particular law for the Archdiocese and serve as a guide to navigating these complexities.
Additional information may be obtained from the Archbishop’s delegate for healthcare.
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Chapter 4: Office of Catholic Schools

Overview

The policies in this chapter are subject to and shall be administered and interpreted consistently
with ecclesiastical principles, Catholic doctrine and canon law, especially canons 796 through 806,
and canon 827.2, all of which are incorporated into this chapter by reference.

Specifically, the Archbishop has the right to pastorally shepherd the Catholic schools within the
Archdiocese, even those established or directed by members of religious institutes. He has also the
right to issue directives concerning the general regulation of Catholic schools. These directives
apply also to schools conducted by members of a religious institute, although they retain their
autonomy in the internal management of their schools. Further, those who are in charge of Catholic
schools are to ensure, under the supervision of the Archbishop, that the formation given in them
is, in its academic standards, at least as outstanding as that in other schools in the area (canon 806).

Accordingly, the norms contained in the Office of Catholic Schools Administrators’ Manual are
subject to the general administration, interpretation, and authority of the parish pastor and
principal, and in regard to matters of religion, morals and general regulation, to the canonical
authority of the Archbishop and his designee, the Superintendent of Catholic Schools (“the
Superintendent”).

The Office of Catholic Schools Administrators’ Manual (the Manual) is organized
in the following series:

= Series 1000 — Organization and Administration

= Series 2000 — Students

= Series 3000 — Personnel

= Series 4000 — Instruction and Evaluation

= Series 5000 — Parish School Finances

= Series 6000 — Federal and State Regulations and Aid Programs

However, this chapter of the Pastoral Handbook contains only Series 1000, 5000

and 6000 (referred to as Parts 1, 3 and 4 herein). Series 2000, 3000 and 4000 are contained solely
in the Office of Catholic Schools Administrators’ Manual.
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Part 1: Organization and Administration

Within the territory of the Archdiocese, there are two types of Catholic schools as well as specific
guidelines for their respective establishment:

~ Archdiocesan Catholic Schools — The schools which are classified by the Archbishop
as governed by this particular law and the Office of Catholic Schools Administrator’s
Manual.

~ Archdiocesan related Catholic schools — Those schools owned or operated by a person,
entity or organization other than a parish or an Ecclesiastical Organization of the
Archdiocese (as defined in the Principal Abbreviations and Definitions to this Pastoral
Handbook). Such schools are still required to obtain the necessary ongoing approval of
the Archbishop as specified in the Archdiocesan Related School Form.

The Archbishop has sole ecclesiastical authority to recognize and designate a school as “Catholic.”
All Catholic schools within the Archdiocese are canonically responsible to the Archbishop
pursuant to canon 806.

Schools seeking the title “Catholic” are required to submit a request in writing to the
Superintendent, who evaluates the request and makes a recommendation to the Archbishop.

Each school owned or operated by a religious institute and each privately operated school seeking
a relationship with the Archdiocese is to demonstrate a written philosophy and Mission Statement
in accord with canon law and the major documents published by the Congregation for Catholic
Education. The school is to adhere to all Archdiocesan policies contained in the Office of Catholic
Schools Administrators’ Manual. The school is to strive to ensure that all aspects of education are
rooted in and faithful to Catholic teaching as set forth in The Catechism of the Catholic Church.
School personnel are to cooperate in the periodic review of the school for compliance with these
standards. A written agreement is entered into in acknowledgment of meeting the requirements for
related schools.

On behalf of the Archbishop, the Superintendent will conduct periodic reviews of schools related
with the Archdiocese or schools bearing the title “Catholic.”

Unless explicitly stated to the contrary, policies contained in the Office of Catholic Schools

Administrators’ Manual refer only to Archdiocesan Catholic schools and not to the Archdiocesan
related Catholic schools as defined above.
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4.1.1. Accreditation and Licensing

All Archdiocesan elementary and high schools will be accredited by the North Central Accrediting
Association and certified as Catholic through the Catholic School Endorsement of the Office of
Catholic Schools.

The purpose of accreditation is to acknowledge the professional educational standards of the
school. The accreditation process is intended to act as a means of ongoing planning and school

improvement.

All Catholic preschool and elementary school before and after school care programs will be
licensed by the Colorado Department of Human Services.
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4.1.2. Request for New School Openings

4.1.2.1. Any group wishing to open an Archdiocesan Catholic school must first
comply with the following procedures:

a. Discuss the proposal with the Superintendent and obtain approval before
initiating any formal steps in the process of opening such a school.

b. Submit to the Superintendent a written proposal, which includes a
professional feasibility study estimating support, projected enrollment, financial
forecasts and funding resources, and other pertinent information that may be
requested.

c. If, after reviewing the proposal and supporting data, the Superintendent
determines that the proposal has sufficient merit, the Superintendent will
recommend to the Archbishop that he approve the request to establish such a
school. Only with the approval of the Archbishop may a school call itself "Catholic"
or use the term "Catholic" in its title.

d. If the proposal includes construction, the PFRC must also be consulted (Ref:
Chapter 8 — Building, Property and Construction Projects - Project Finance Review
Committee (PFRC)).

4.1.2.2. Any group wishing to open an Archdiocesan related Catholic school must
first comply with the following procedures:

a. Contact the Archbishop for permission to enter the Archdiocese.

b. Contact the Superintendent to begin the process to become an Archdiocesan
related Catholic school.

4.1.2.3. After approval of the Superintendent, the founding group must request the
written approval of the Archbishop to open the school.
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4.1.3. Request for School Closing

Any consideration of permanently closing or substantially changing the enrollment of a Catholic
school, whether Archdiocesan or Archdiocesan related, must be initiated in writing by the pastor,
president of the religious order, or appropriate administrator of the school to the Superintendent
by October 1 of the school year prior to the proposed change. The Office of Catholic Schools, at
the direction of the Superintendent, will direct a thorough study of the situation and alternatives.
The Superintendent will then present recommendations to the Archbishop. The actual decision to
close a school can be made only by the Archbishop with the consultation of the Presbyteral
Council.

Sufficient time should be provided in announcing a closure to allow faculty to seek employment
and for student enrollment opportunities at other Catholic schools where available.

4.1.4. Establishment, Expansion or Elimination of School Programs

Adding or eliminating grade levels or rounds, programs, instructional pilot programs or curriculum
offerings requires that the pastor and the principal/director of the respective parish preschool and
elementary school or, the principal with consultation from the Board of Trustees for the
Archdiocesan high schools, confer with the Superintendent and submit a written request for
approval. The Superintendent will render a final written decision.
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4.1.5. Use of Name Policy

Attaching the school’s name, logo, or other insignia to an event, activity, or publication implies a
close connection with the school, usually sponsorship or endorsement. Involvement by individual
faculty, staff, students or parents is not, by itself, sufficient basis to title an activity, program, or
event as “school” sponsored. Rather the activity, program or event must be one for which the
school takes institutional responsibility.

Faculty members, staff, students, parents, and parish members may use or authorize the use of the
school name, logo, or insignia (alone or in conjunction with the name of a specified organization
or activity) only with the written approval of the pastor and principal in parish schools and the
principal and Superintendent in Archdiocesan high schools.

In appropriate cases determined by the principal/pastor or principal/Superintendent, permission
for ongoing events, activities, or publications requiring approval under this policy may be given.

4.1.6. School Handbooks

Each school shall develop and distribute a parent/student handbook. This handbook must state the
philosophy, mission, rules, and regulations of the school. All elements of the handbook must be in
compliance with the policies and regulations of the Archdiocese.

In addition, each school shall develop and distribute a faculty handbook containing rules and
regulations not in conflict with the policies of the Archdiocese. Both the parent/student handbook
and the faculty handbook must confirm, using a form approved by the Office of Catholic Schools,
that the handbook does not constitute an express or implied contract with the school and the parent
or student, and with the school and faculty.

Both parent/student and faculty handbooks must be reviewed by administration and other
appropriate parties, updated annually, and published prior to the opening of the school year. Copies
must be submitted to the Office of Catholic Schools at the beginning of each school year.

Agreement forms contained within each parish school handbook must be signed by parent(s) and
by student(s) in grades 3 — 12 must be on file in the school office no later than October 1 of each

school year.

Agreement forms signed by faculty and staff must be on file in the school office no later than
September 15 of each school year.
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4.1.7. Roles and Responsibilities: Archbishop, Pastors, Superintendent, Office of
Catholic Schools, Principal, Preschool Director, Assistant Principal, and Teacher

The roles and responsibilities of the Superintendent, the staff of the Office of Catholic Schools,
pastor, principal and preschool director in the administration of the Catholic schools are
interrelated and collaborative and are to reflect the intent of the local ordinary in the duties of
education and sanctification.

4.1.7.1. Archbishop — The responsibility for the educational apostolate in the
Archdiocese belongs to the Archbishop. All policies in this manual have been approved by the
Archbishop.

4.1.7.2. Pastors — The pastor is responsible for both the administrative and spiritual
leadership of the parish Catholic school.

The pastor is also responsible in the following areas:
a. Works with the Superintendent as co-supervisors of the principal.

b. Works with the principal as employer and co-supervisor of the teachers and
school staff.

C. Cooperates with the Office of Catholic Schools in the supervision of the
school’s academic and religious programs.

d. Ensures that the religious teachings directed by the Archbishop are
implemented in the parish school.

e. Consults with the Office of Catholic Schools before making any decisions
regarding legal matters and contractual disputes.

f. Maintains a close working relationship with the principal.

g. Approves the budget and long-range plans.

h. Provides for worship opportunities at the school.
1. Is visible at school and present to students.
k. Employs the principals in parish schools. For the separately incorporated high

schools of the Archdiocese, principals are employed by the respective schools with
oversight by its Board of Trustees and the Board of Members.

L. Pastors are encouraged to familiarize themselves with The Office of

Catholic Schools Administrator’s Manual in order to support the Superintendent
and the principal in carrying out these mandatory policies.
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m. Every parish should strive to provide religious education through high
school.
n. All persons engaged in preparing children for the first celebration of the

sacraments of Penance and Eucharist need to keep in mind that these sacraments
are distinct. A suitable period of time should pass after the first celebration of the
sacrament of Reconciliation so that it is seen as a distinct sacrament. The sacrament
of Penance is to be celebrated prior to the reception of First Eucharist.

0. Parish and school programs should be sensitive, respectful, and supportive
of the role of the parent. Accomplishing this goal often requires additional attention
on the part of the parish, school, and the catechist.

4.1.7.3. The Superintendent - The Superintendent has been appointed by the
Archbishop as his designee in all matters pertaining to Catholic schools. Therefore, s/he is
responsible to the Archbishop for all activities of the apostolate of Catholic schools and directs
this apostolate in its entirety. The Superintendent ensures the Catholicity of all Catholic preschools,
elementary schools, and high schools in the Archdiocese.

The Superintendent intervenes when called upon by the Archbishop, pastor or principal or when
an emergent or significant cause has been brought to his/her attention.

The Superintendent oversees the implementation of all school policies according to the Office of
Catholic Schools Administrator’s Manual.

The Superintendent assists each school in evaluation of program effectiveness.

Associate Superintendents may be delegated specialized responsibilities that they will fulfill on
behalf of and in communication with the Superintendent.

4.1.7.4. Office of Catholic Schools — The Office of Catholic Schools, under the
direction of the Superintendent, is authorized to carry out the mandate of the Archbishop pursuant
to canon law. This delegation of authority is further classified and defined by policies in the Office
of Catholic Schools Administrators’ Manual. The Superintendent may delegate certain
responsibilities.

The Office of Catholic Schools also:

a. Serves the educational needs of the people of the Archdiocese through
Catholic schools by providing necessary programs at the Archdiocesan level, as
well as leadership, support and consultative services to pastors, principals, and to
those who collaborate with them in the ministry of Catholic school education.

b. Recommends to the Archbishop policies in regard to the qualification,

hiring, supervision, and evaluation of Archdiocesan Catholic school principals,
assistant principals, and teachers.
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C. Helps to ensure the quality of Catholic education and places particular
emphasis on faith formation in each Catholic school in the Archdiocese by
cultivating a love for Jesus Christ, fidelity to His Church, commitment to the dignity
of the human person, service to others, and evangelization.

d. Directs planning for new schools, sets the academic standards for the
schools and sets technology standards for the schools.

e. Assists pastors and Catholic school educational leaders in managing
educational and administrative trends. This includes: developing creative
approaches to methodology; evaluating new and revised theological and
catechetical texts; assisting with and developing, implementing, and monitoring the
required curriculum; and implementing Church directives important to the
educational ministry.

f. Coordinates services, communication, and cooperation among the various
educational components.

g. Supervises the spiritual and professional formation of all Archdiocesan
school educators.

h. Helps to ensure the financial stability of the school. In school financial
matters requiring additional monitoring, reporting, and intervention, the
Superintendent of Catholic Schools works with the Office of Parish Finance.

1. Organizes, directs, and implements staff development programs and
promotes professional and faith educational programs and services among the
faculty and staff of each Catholic school in the Archdiocese, while providing
valuable resources to parents whose children are served by these schools.

J- Provides advice and consultation to schools in legal, financial, business
operations, school safety, and evaluates the quality of Catholic education in accord
with the guidance of the Archbishop.

4.1.7.5. Principal — The principal is responsible for the ordinary operation of the
school as specified in the principal contract and for the following Archdiocesan policies and
directives. The principal is also responsible for:

a. Exercising leadership in all phases of the educational program.

b. Maintaining communication with the pastor and the Office of Catholic
Schools.

C. Collaborating with appropriate parties in establishing the budget and in

long-range planning for the school.
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d. Setting local school policies in consultation with the pastor.

e. Interviewing, hiring, supervising and terminating teachers in consultation
with the pastor and in accordance with Archdiocesan policy.

f. Meeting expectation of the Office of Catholic Schools regarding
implementation of the curriculum and co-curricular programs.

g. Working with the pastor to provide spiritual leadership in the school.
h. Establishing positive public relations within and outside the school
community.
1. Fostering a positive working relationship with the other principals in the
Archdiocese.
J- Attending Archdiocesan principals’ meetings and annual retreat.

4.1.7.6. Preschool Director — The preschool director is responsible for the

administration of the Catholic preschool. The director provides leadership in all phases of the
educational process.

Under the supervision of the pastor and/or the principal, the preschool director:

a. Provides leadership in the faith, academic, and administrative dimensions
of the preschool program.

b. Formulates, evaluates, and periodically revises the philosophy of the
preschool program.

c. Maintains a continuous plan for the supervision and evaluation of the
teachers and support staff.

d. Develops an ongoing program to ensure the religious and professional
development of the faculty.

e. Makes recommendations to the pastor regarding the hiring and dismissing
of teachers and support staff.

f. Develops, evaluates, and revises the preschool curriculum according to
Archdiocesan guidelines.

g. Maintains appropriate records as required by the Office of Catholic Schools,
the Archdiocese and the State of Colorado.
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h. Ensures the maintenance and safety of the school buildings according to
local procedures.

1. Administers the preschool program budget.
J- Promotes good public relations within and beyond the parish.
4.1.7.7. Assistant  Principal — The assistant principal shall assist in the

administration and supervision of the school under the direction of the principal and shall exercise
the authority of the principal during the latter’s absence from the school. A job description should
be developed at each local school to outline specific job responsibilities.

4.1.7.8. Teacher — Catholic school teachers serve actively in the education and faith
development of their students. Catholic school teachers are expected to abide by the standards of
faith, morals and teachings of the Catholic Church. Catholic school teachers shall fulfill the duties
outlined in the teacher job description and those stated in the contract. Under the supervision of
the principal/director, the teacher:

a. Strives to achieve the goals of Catholic education.

b. Assumes responsibility for the leadership and management of the grades or
classes assigned.

C. Develops and implements a daily instructional program according to the
needs of the students and established curriculum.

d. Maintains accurate records of attendance, scholastic achievement, etc. as
required by the school, Archdiocese, and state.

€. Establishes positive public relations within and outside the school
community.
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Part 2: Child Abuse

4.2.1. Reporting Child Abuse and/or Neglect

Reference should be made to Chapter 3, Part 2 “The Teaching Office — Child and Youth
Protection,” which provides both an overview and the specific Archdiocesan policies concerning
Child and Youth Protection, including notification to law enforcement officials or Department of
Social Services, and mandatory reporting by the Superintendent of Catholic Schools and Parish
Pastors.

Part 3: Parish School Finances

The finances of a parish school within the territory of the Archdiocese of Denver, including its
accounting, internal controls, financial reporting, and budgeting procedures, must follow the
protocols and governance standards set forth in Chapter 10 of this Handbook — Parish Business
Practices within the territory of the Archdiocese. The following supplementary information is set
forth for those parishes with schools in the territory of the Archdiocese and Bishop Machebeuf
High School and Holy Family High School (the Archdiocesan high schools).

4.3.1. School Budget Preparation

4.3.1.1. In elementary schools and preschools, the pastor, principal/director, parish
business manager, school advisory committee and others deemed appropriate shall help prepare
the annual school budget according to Archdiocesan guidelines.

The budget is then submitted to the parish finance council and pastor for final approval.

A working budget, sufficiently developed to set tuition, must be approved by the parish finance
council and pastor prior to registration.

4.3.1.2. In Archdiocesan high schools, the principal, any designated staff members,
and appropriate financial advisory committee shall prepare the annual school budget according to
Archdiocesan guidelines. It is then sent to the Board of Trustees who will approve it to be sent to
the Superintendent. The budget will then be submitted to both the CFO and the Board of Members
through the Superintendent for final approval.

A working budget, sufficiently developed to set tuition, must be approved by the Board of
Members prior to registration.
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4.3.2. Tuition

Tuition for Catholic schools is set at the local level and shall be directly related to the per pupil
cost. The Office of Catholic Schools recommends that schools set one tuition rate for Catholics
who are parishioners at a parish within the Archdiocese and another rate for non-affiliated and
non-Catholic students. The rate for non-affiliated and non-Catholic students may be equal to or
greater than the per pupil cost. Families who are parishioners of parishes without schools, but
whose children are enrolled in an Archdiocesan elementary school for kindergarten or a higher
class or, one of the Archdiocesan-operated high schools, are eligible to receive the affiliated
Catholic rate if, as determined by the pastor, the family attends Mass regularly and is involved in
the activities, organizations, or programs of the parish. Additional guidelines the pastor may
consider utilizing in this determination of eligibility for the affiliated tuition rate may include:

4.3.2.1. The family has been registered in the parish for at least six months.

4.3.2.2. The family verifiably contributes, according to their means, on a regular
basis to the financial support of the parish.

Schools may reserve the right to charge additional fees as needed. These fees may be non-
refundable at the discretion of the local parish/school.
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4.3 3. Financial Requirements

Each school within the territory of the Archdiocese will have a written explanation of financial
requirements of parents, including, but not limited to, tuition, fundraising obligations if any, and
the procedures for financial delinquency, including continuation at school and participation in
graduation/continuation ceremonies. This should be published in the parent/student handbook and
as part of the tuition contract.

4.3.3.1. Tuition contracts should include the following elements:
a. Name or title the form as a Tuition Contract.
b. Complete name(s), addresses, phone numbers of those entering into this

contract, along with a statement that they acknowledge full responsibility for the
payment of tuition.

C. Names of the children whose tuition is covered by the contract.

d. The exact amount of tuition that is under contract.

€. The payment plan (monthly, semester, quarterly, other) and dates payments
are due.

f. Specify what constitutes a late payment.

g. List all consequences that may apply to late payments.

h. Specify all consequences that may apply to non-payment.

—

List any terms or provisions for contract cancellation or waiver, if any.

J- Include a statement of compliance: “I/We agree to abide by and comply
with the terms and conditions stated in this Tuition Contract. We have had the
contract explained and been provided the opportunity for questions. We understand
this is a legal, binding and enforceable contract.”

k. Parent(s)/Guardian(s) signature/date.
1. Guarantor’s signature, if other than Parent/Guardian(s)/date.
m. Date contract goes into effect.

Students will not be permitted to register at another Catholic school within the Archdiocese nor
graduate from Holy Family High School or Bishop Machebeuf High School, until all financial
obligations at their current or previous Catholic school(s) within the Archdiocese have been met.

Transcripts, report cards and/or other student records may not be withheld for non-payment of
tuition and/or other school fees.
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43 4. School Purchasing Procedures

Within the limits defined by the approved school and parish budgets, the principal/director shall
be responsible for all expenditures connected with the school.

Each Archdiocesan school shall have a procedure whereby no employee can obligate the school
for any purchase without (1) a requisition signed by the principal/director or the
principal's/director’s designee and (2) such obligation having been part of the approved school
budget.

The principal should obtain bids for purchases and projects to avoid potential conflicts of interest.

In the two Archdiocesan high schools, expenditures in excess of amounts stipulated by each
entity’s canonical statutes and secular governing documents must be submitted to the
superintendent and approved by the Board of Members. If approved by the Board of Members,
capital expenditures must be submitted to the PFRC (Ref: Chapter 8§ — Building, Property and
Construction Projects - Catholic School Projects). In Archdiocesan preschools and elementary
schools, expenditures in excess of the amount noted in Exhibit V Section II-g require the written
approval of the pastor or his designee.

In Archdiocesan high schools, expenses not part of the budget, must be reviewed by the Board of
Trustees, submitted to the superintendent and approved by the Board of Members.

Refer to Archdiocesan policy for parish expenditures in excess of the amount noted in Exhibit V
Section VI.
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4.3.5. Fundraising Projects

No organization may promote a fundraising project in the school’s name without prior approval of
the school principal/director and pastor in parish preschools and elementary schools and by the
principal and Superintendent in Archdiocesan high schools (Ref: Chapter 10 — Parish Business
Practices within the Territory of the Archdiocese, - Parish Fundraising, Capital Campaigns and
Gift Acceptance Guidelines and Chapter 11 — Fundraising and Charitable Gift Acceptance
Guidelines). This policy should be disseminated to the appropriate officers, associations and
activity groups.

4.3.6. Fundraising Revenue

All funds collected by the various activity groups of the school shall be deposited in an authorized
school/parish account. Those funds shall be disbursed by the school in the approved procedure for
purchasing and disbursements.

These fundraising revenues are monitored and administered by the principal/director and pastor in
parish preschools and elementary schools and by the principal and Superintendent in Archdiocesan
high schools.

Unless previously designated and approved by the principal/director and pastor/Superintendent,
all funds raised on behalf of the school or its activities associations may be used at the discretion
of the principal, director, pastor and superintendent.

The pastor must have his signature on any parish school account. Bank statements must be mailed
to the pastor of parish schools and to the Principal for the high schools who shall review them and

pass them along to the appropriate individuals for reconciliation.

This policy should be disseminated to the appropriate officers, associations and activity groups.

4.3.7. Retaining Financial Records

School ledgers and payroll records and other financial records and receipts are kept on file in
accordance with the policy (Ref: Chapter 10 — Parish Business Practices within the Territory of
the Archdiocese — Ownership of Records and Information Management Requirements and
pursuant to the current Records Retention Schedule).
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4.3.8. Use of School Facility by Outside Agencies

Schools will adhere to Archdiocesan policies contained in the Archdiocese of Denver Risk
Management and Insurance Manual regarding the use of parish/school facilities — Chapter 10 -
Parish Business Practices within the Territory of the Archdiocese. A facility usage license
agreement is the preferable agreement to an outside organization — at no time should a school enter
into a charter agreement.

439. Donations, Grants and Endowments

Funds in the form of donations/grants shall be accepted only when the purpose or terms are
acceptable to the school and the Archdiocese (Ref: Chapter 11 — Archdiocesan Fundraising and
Charitable Gift Acceptance Guidelines).

Gifts or grants of real property (buildings or land) or securities shall not be accepted without the
approval of the Archdiocese as set forth in Chapter 11.

The pastor and Superintendent must review grant requests for school needs of any kind in excess
of the amount noted in Exhibit V Section II-k before such requests are sent to the proposed
foundation and/or funding agency.

Grants and/or donations specifically designated for new positions must be approved by the pastor
in preschools and elementary schools and by the Superintendent in Archdiocesan high schools.

Grants and/or donations specifically designated for new programs must be approved by the
Superintendent.

Donors should be advised that all new programs must be approved by the Superintendent and will
be monitored by the principal and the Office of Catholic Schools.

Endowments and/or separate foundations established for the support of a parish school, may be set
up only with the permission of the Archdiocese and in accord with Archdiocesan policy (Ref.
Chapter 10 - Parish Business Practices within the Territory of the Archdiocese).
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4.3.10. Fundraising/School Volunteer Hours

At all times schools will comply with the Internal Revenue Service (IRS) guidelines that address
fundraising and volunteer hours.

Schools may not impose fines for volunteer hours not completed by parents or accept payment in
lieu of volunteer hours.

Schools may neither require nor allow parents to work in lieu of tuition.
Schools may not impose fines for fundraising obligations not met by parents.

Schools may require that parents purchase a reasonable amount of Scrip Certificates.
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43.11. School Vehicles

43.11.1. School buses, Inspection and Maintenance: The pastor and
principal/director of any Archdiocesan school, which operates school vehicles for transporting
students, shall insure that an annual vehicle safety inspection is completed for each such vehicle
before the beginning of each school year by a certified Department of Transportation inspector
and that records of such inspections are maintained.

The pastor and principal/director shall also make certain that a mandatory pre-trip inspection is
performed every time the bus is used and that records of these inspections are maintained.

43.11.2. School Bus Drivers: Pastors and principals/directors of Archdiocesan
schools, which operate school bus vehicles for student transportation, are responsible for verifying
the qualifications of the vehicle drivers. All such drivers must possess a valid Colorado Driver’s
License, have an excellent driving record, and exhibit the ability to maintain student order while
driving. All bus drivers must attend a minimum of six hours of safety training annually. Such
drivers are under the supervision of the school principal. Refer to the Archdiocese of Denver’s
Risk Management and Insurance Manual for more information.

4.3.11.3. Contracted School Bus Services: A pastor and principal/director of a school
which contracts with a student transportation company operated by an outside agency shall ensure
that such a company provides high standards of safety for its drivers, and the amount defined in
Exhibit V Section III-e minimum insurance coverage. A certificate of insurance should be obtained
for the school records. The company must also provide verification of their own workers
compensation and a statement that all bus drivers have been approved (i.e. drug test and
background check) to drive for the company.

It is the responsibility of the pastor and principal/director to observe all pertinent state laws in the
operation of an Archdiocesan school transportation program.

43.11.4. School Vans: For specific policies regarding use of 10-15 passenger vans,

refer to the Archdiocese of Denver Vehicle Policy within the Risk Management and Insurance
Manual of the Archdiocese of Denver.
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4.3.12. School Bank Accounts

4.3.12.1. Any and all school accounts using the parish federal employer
identification number (EIN) or parish name are considered parish accounts.

4.3.12.2. The school should not maintain a separate check supply apart from
the parish. Instead, all check supply should be maintained in a secure location at the parish business
office.

4.3.12.3. Authorized bank account signers on all parish accounts should be
limited to the pastor and if this is impractical because of the frequent absence of the pastor, a
second signer should be added. The second signer should be the Parochial Vicar, Parish Deacon
or Pastoral Assistant (Ref: Chapter 10 — Parish Business Practices within the Territory of the
Archdiocese — Cash Management and Oversight).

4.3.12.4. School expenses should normally be paid by check prepared by the
parish business office and signed by the pastor. For smaller expenses of a more immediate nature,
the school may maintain a small petty cash fund of no more than the amount defined in Exhibit V
Section I1-1, solely at the pastor’s discretion. The petty cash fund disbursements must be supported
by documentation.

132 of 506



July 1,2023

Part 4: Federal and State Regulations and Aid Programs

4.4.1. Administration of Federal Government Programs in Archdiocesan Schools

All federal government services and programs are provided directly to the individual child through
Archdiocesan schools, and are generally administered through the local public school district in
which the Catholic school is located. By law, the public-school districts and other government
agencies are required to inform non-public schools of programs and services available to them.
The Office of Catholic Schools does not administer those services or programs.

It is the responsibility of the principal to be knowledgeable about requirements for each
government program, to plan for and administer these programs within the school and to meet
deadlines for evaluation and application for these services. The acceptance of and involvement in
these entitlements rest with the principal. It is expected that all principals will take advantage of
all federal programs available to their students.

The Office of Catholic Schools will assist principals in this responsibility. Principals are
responsible to provide government program information to the superintendent when requested to
do so.

4.4.2. Statement of Non-Discrimination by Archdiocesan Schools

All schools must publish their yearly statement affirming non-discriminatory policies regarding
race and sex (Title IX) in the treatment of students and the employment practices of the school.
These statements are to be in accord with the Office of Catholic Schools’ statements of non-
discrimination, which are given below and are to be reprinted in their entirety. Original copies of
the statements and methods of publication are to be dated and maintained in the administrative
school file. These files are to be available to government and Archdiocesan personnel.

ASSURANCE STATEMENT OF COMPLIANCE WITH THE PURPOSES OF TITLE IX
EDUCATION ACT

The Catholic schools of the Archdiocese, under the jurisdiction of the Archbishop, and at the
direction of the Superintendent, attest that none of the Catholic schools discriminates on the basis
of sex in its admission policies, its treatment of students or its employment practices.

NOTICE OF STUDENT NON-DISCRIMINATION POLICY

The Catholic schools of the Archdiocese of Denver, under the jurisdiction of the Archbishop of
Denver and at the direction of the Superintendent, state that all their Catholic schools admit
students of any race, color, national or ethnic origin to all the rights, privileges, programs, and
activities generally accorded or made available to students at the schools. Furthermore,
Archdiocesan schools admit handicapped students in accord with the policy on Admissions, in the
Catholic School’s Administrator’s Manual. These schools do not discriminate on the basis of race,
age, handicap, color, national or ethnic origin in the administration of their educational policies,
employment practices, scholarship and loan programs, or athletic or other school-administered
programs.
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Chapter 5: The Sanctifying Office in the Church
Overview
Part 1: Introduction

5.1.1. Scope of the Chapter

This chapter pertains to the celebration of the sacraments and of the liturgy in the Archdiocese and
refers to the particular norms of the USCCB. When necessary, clarification is made in the
application of universal legislation to Archdiocesan circumstances.

5.1.1.1. Pastors and their collaborators are to refer to the proper books or documents
for the celebration of the sacraments and sacramentals or seek assistance from the Office of
Liturgy.

5.1.1.2. All parishes, religious houses, and institutions where liturgy is celebrated
regularly are encouraged to have a liturgy committee. The function of this committee is to assist
the priest-celebrant with the preparation of the particular liturgies under the direction of the pastor,
parish administrator, rector, or chaplain. Members of the liturgy committee should be trained in
and familiar with liturgical principles.

5.1.2. The Office of Liturgy

The Office of Liturgy provides support and information to the clergy and those whom they serve.
Authorized parish representatives may schedule workshops pertaining to liturgical ministries and
or on topics of general liturgical interest.

5.1.2.1. The Office of Liturgy plans all archdiocesan liturgies involving the
Archbishop of Denver and his Auxiliary Bishop(s). It also serves as a resource and advisor to the
archbishop, clergy, parishes, and laity in all matters related to the celebration of the sacred liturgy
by promoting and fostering its proper implementation in the Archdiocese of Denver.

5.1.2.2. Those individuals planning education programs (e.g., those involved with
RCIA, sacred music, and ethnic ministries) are encouraged to consult with the Office of Liturgy
in order to provide the faithful with a cohesive and current liturgical education.

5.1.2.3. In consultation with the Office of Liturgy, the Masters of Ceremonies assist
with the coordination of parish and Archdiocesan liturgies at which the Archbishop or his delegate
are present. In collaboration with the Office of Liturgy, Masters of Ceremonies act as the
Archbishop’s representative in these preparations.
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5.1.3. General Liturgical Norms

All liturgical functions celebrated in the Archdiocese are to use the approved liturgical ritual books
and approved scriptural translations. No one, not even the priest-celebrant, is at liberty to add,
remove, or change any of the liturgical texts, scriptural language or prescribed rubrics.! The priest
or parish liturgy committee may use options when the Roman Missal’, Lectionary or ritual books
so provide or when the rubrics state: “in these or similar words...”

5.1.3.1. While parish registration is not a requirement for the reception of
sacraments, the parish census is to be updated at the time that the sacraments are celebrated (e.g.,
names of the newly baptized, new registration for the newly married).

5.1.3.2. Catholic ministers may not ordinarily administer the sacraments to those

who are not in full communion with the Catholic Church, with the exception stated in canon 844§3.

5.1.4. Liturgical Ministers

The designation of men or women to serve in such ministries as extraordinary minister of Holy
Communion, lector, cantor, leader of singing, commentator, usher is left to the discretion of the
pastor in the light of the needs of the parish (GIRM 95-107). Persons who exercise any liturgical
ministry should be living a life consistent with the faith. Their marriages must be in accord with
the teachings of the Church.

Those who exercise liturgical ministries shall dress in accord with the requirements of the parish.

5.1.5. Liturgical Vestments

The ordinary vestment for all liturgical services is the alb, worn with a stole by priests and deacons.
(Ref: Vestments, 5.4.5.). A principal celebrant at Mass should wear the chasuble. Deacons of the
Mass should wear a dalmatic. Religious order priests are not permitted to wear their religious habit
in substitution for the liturgical alb (Liturgical Instaurationes, September 5, 1970, #8c).
Concelebrating priests are encouraged to wear a Chasuable. The principle celebrant wears the
prescribed color and out of necessity, the concelebrants may even wear white. (Redemptoris
Sacramentum #124)

!Sacrosantum Concilium (“SC”) 22.

2Liturgical norms are currently governed by the General Instruction of the Roman Missal 2003 (GIRM), replacing a certain
amount of the legislation contained in the earlier GIRM. The current Sacramentary will be replaced by the Roman Missal (RM).
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5.1.6. Sacred Movement

Dance is not an integral part of the official worship of the Latin Church. Consequently, dance is
not permitted to take place within the liturgy proper (cf. Notitiae XI [1975]: 202-205 and BCL
Newsletter 39 [August 2003] 30).

5.1.7. Sacred Music

The sacred music used at divine worship, whether liturgical or religious, is sung prayer. In addition
to being technically and aesthetically proper in the judgment of competent musicians, any text
should express Catholic faith. Music is to be appropriate to its place in the liturgy and to a proper
diversity of roles among the ordained ministers, cantor, congregation, choir, and instrumentalists.
It must also be appropriate for the occasion and the congregation, using the three liturgical,
pastoral, and musical judgments as found in the United States Catholic Conference of Bishops
document, Sing to the Lord: Music in Divine Worship. Classical music may be admitted into the
sacred liturgy provided it accords with the dignity of the temple and contributes to and fosters the
edification of the faithful. (See Exhibit XIX)

5.1.7.1. The musicians’ ministry is to aid the congregation in the act of worship. The
music is to support the congregation. The music selected must assist the congregation to worship
and is not to be a performance. The voice of the cantor should never predominate over the voice
of the presider, e.g., at the Our Father.

5.1.7.2. Music must always serve the sacramental nature of the liturgy. This is
especially so when an issue arises concerning certain pieces of music which are popular or
quasi-traditional in the secular culture but do not reflect the Christian teaching of the sacrament.
Clergy and pastoral musicians have a responsibility to develop within the faithful a proper
understanding of the place of music within sacramental celebrations. Gregorian chant has “pride
of place because it is proper to the Roman Liturgy” (GIRM 41).

5.1.7.3. Musicians and pastors are encouraged to instruct the faithful to say or sing

together in Latin the congregation’s parts of the Mass, “set to the simpler melodies” (SC 54, GIRM
41), e.g., the Gloria, Angus Dei, etc.

5.1.8. Multicultural Liturgies

Developing a multicultural spirituality asks that we understand and respect the spirituality of our
own culture and be respectful of the customs and traditions of other cultural groups in the parish.
All the members of a multicultural community are called to a conversion of heart and mind so that
the parish may worship together.

5.1.8.1. When several languages are to be used during a liturgical celebration, in
order to make God’s Word and the content of the prayers and songs accessible to those gathered
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and using the United States Conference of Catholic Bishops document, Guidelines for a
Multilingual Celebration of the Mass, the following should be considered:

a. Those planning liturgies are to determine the language understood by the
majority of those assembled.

b. Languages spoken by only a small group within a large congregation should
not normally be used for the Scriptural readings.

5.1.8.2. The presidential prayers (Collect, Prayer Over the Gifts, Prayer after
Communion) should be prayed in the same language. The introduction “Let us pray” may be said
in another language.

5.1.8.3. The Eucharistic Prayer (which begins at the dialogue preceding the preface)
should be prayed in one language.

5.1.84. Music should allow those present to pray as one community in diverse
voices. To encourage the participation of all present, the singing of the short texts in several of the
languages of those assembled, e.g. Lord Have Mercy with the use of Greek refrains with
invocations and verses in the various languages may be helpful.

The singing of alternate verses of a familiar hymn in several languages or hymns in a bilingual or
multilingual format is also possible. By encouraging all cultural groups to develop a common
repertoire, the choirs from the various cultural groups will share the music ministry and model
their unity as one body in Christ.

5.1.8.5. For the proclamation of the Readings, the use of the language understood
by the group present in the largest numbers at the liturgical celebration is preferred. A short
summary introducing each reading in the alternate language may be helpful. The 1 and 2™
readings are proclaimed only once, regardless of language.

5.1.8.6. For the responsorial psalm, the response and verse may be in one language
or the verses in one language and the response in a second language.

5.1.8.7. The Gospel may be proclaimed in two languages. The order in which this
is done includes: the introduction, proclamation of gospel, no ending response, immediate
beginning in the second language, close with ending “The gospel of the Lord... Praise to you, Lord
Jesus Christ.”

5.1.8.8. The Prayer of the Faithful provides an opportunity to recognize the presence
of the variety of cultures present in the assembly. Two options for the Prayer of the Faithful are:

a. Each intention may be prayed in one language with the response in another
language.
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b. In the alternative, intentions may be prayed in several languages with a
multilingual response.

5.1.8.9. Worship or participation aids should be provided at liturgies at which

several languages are used.

5.1.9.

a. The presidential prayers, the readings, and the general intercessions should
be printed in the language not spoken.

b. The people’s responses are printed in the language to be spoken.
c. When the Eucharistic celebration includes other sacraments, it is helpful to
include rubrics and the prayers of the celebrant (e.g., the prayer of consecration for

an ordination) in the language not being prayed for the sake of the members of the
assembly unfamiliar with the language.

Forms of the Latin Rite

The celebration of Mass according to the 1962 editio typica of the Roman Missal of St. John XXIII
may be celebrated by priests who have received such faculty from the Archbishop.?

a.

For a priest to celebrate Mass in accordance with the 1962 Roman Missal, he must
demonstrate to the Ordinary a sufficient knowledge and facility of the Latin language and
a sufficient ability to observe the rubrics of the 1962 Roman Missal (SP, Art. 5.4).

Those clerical institutes and personal parishes that have been canonically erected for the
celebration of Mass according to the 1962 Roman Missal may celebrate according to the
calendar and Lectionary of the 1962 Roman Missal. Use of the current Lectionary may be
used “the readings may be given in the vernacular using approved texts” (Summorum
Pontificum, [SP], Art. 6).

In other communities that have been authorized by the Archbishop to celebrate according
to the 1962 Roman Missal, the readings are to be proclaimed in the vernacular language,
using translations of the Sacred Scripture approved for liturgical use by the United States
Conference of Catholic Bishops.

5.19.1. Use of other Latin Rites, i.e., Anglican Use, Mozarabic, Ambrosian, in the

Archdiocese of Denver, require permission of the competent ecclesial authority and the
Archbishop.

3 Prot. No. 2021-0494 ABA: Decree Implementing the Motu Proprio, Traditionis Custodes, in the Archdiocese of

Denver
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Part 2: Baptism

5.2.1. Celebration of Baptism

The current ritual book, The Order of Baptism of Children (“OBC”), is to be used for the Baptism
of infants. Infants are those who have not yet reached the age of reason (7 years old) and cannot
profess their own faith. (canons 97§2; 852§2; OBC 1).

5.2.1.1. All other individuals are to be considered adults, and the rites and policies
of the Rite of Christian Initiation of Adults (“RCIA”) must be followed.

5.2.1.2. In the case of infant Baptism, parishes are to provide a catechetical program
of instruction for parents and godparents preceding the Baptism. This proper instruction of parents
and godparents includes, but is not limited to: the meaning of Baptism and the obligations which
are attached to it, the scriptural foundation for the sacrament, the sacramental life of the Church,
and the rite of Baptism itself.

5.2.1.3. To provide sufficient time for their instruction and the choosing of
appropriate godparents, parents are to be encouraged to prepare prior to the birth of their child.

52.14. A record should be maintained in parish files of those who attended the
classes. Catholics in good standing with the Church would not be required to take this instruction

again for at least two years.

5.2.1.5. It is left to pastors to determine whether to accept Baptismal preparation
done at another parish.

5.2.1.6. The Rite of Baptism may be celebrated at any time (canon 856), but should
be avoided during the Easter Triduum, with the exception of the Easter Vigil.

5.2.2. Baptismal Name

The baptismal name is not to be foreign to Christian sentiment (canon 855). The name of a saint
is highly encouraged as the baptized is assured of his/her intercession (cf. Catechism of the
Catholic Church [“CCC”] 2156).

5.2.3. Minister of Baptism

The ordinary ministers of Baptism are bishops, priests and deacons (canon 861). In case of
necessity, any layperson may baptize an individual if a cleric is not available. To baptize and
confirm a child in danger of death, a priest uses the rite found in the Order of Confirmation (RC),
52-56.
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5.2.4. Subject of Baptism

Parents have a grave responsibility to present their infants for Baptism as soon after the birth as
possible. Consideration must be given first of all to the welfare of the child who is not to be
“deprived of the benefit of the sacrament" (OBC 8; canon 867§1).

5.24.1. A child of parents who belong to the Latin church is ascribed to it by
reception of Baptism. If one of the parents does not belong to the Latin Church and both parents
agree that the child be baptized in the Latin Church, the child is ascribed to it by reception of
Baptism. If the agreement is lacking, the child is ascribed to the ritual church to which the father
belongs. Notification of the proper rite of the child is to be made in the baptismal register in the
parish in which the child is baptized.

524.2. Baptism is not to be delayed because the parents are not married in the
Church. The ordained ministers and those assisting are not to give any indication of forcing the
couple to be married before the Baptism is celebrated. However, some efforts should be made to
catechize the parents who are presenting a second or third child for Baptism and have not rectified
their marital situation.

5.2.43. The proper persons to present an infant for Baptism are the parents. Another
member of the family could give the founded hope of rearing the infant in the faith as long as the
parents promise not to interfere with the person making this commitment.*

5.2.4.4. Registration or monetary contributions to the parish community by
envelopes or other means are not to be used as determining factors as to the parents' practice of the
faith. Parish registration is not to be made a condition of the parents if they ask for Baptism for
their children.

5.2.4.5. If a pastor, or if after consulting with the pastor, a parish priest or deacon
judges that deferral of Baptism in a specific instance is necessary, he is to explain his reasons to
the parents and godparents. He would then enter into concentrated preparation with a view towards
Baptism.

5.2.5. Conditional Baptism and Emergency Baptism

Since Baptism can be conferred validly only once, one is never to be re-baptized unless there is
serious reason to doubt either the fact or the validity of Baptism previously administered. Only in
these cases, would Baptism be conferred conditionally. The officiating minister should explain to

4Assurances must be given that this gift will be able to grow through a genuine education in faith and Christian living so that the
sacrament may attain its full "truth." (Sacred Congregation for the Doctrine of the Faith, Pastoralis Actio1980, No. 28.2) These
assurances are to be given by the parents or relatives, although they can be supplied in various ways within the Christian community.
If these assurances are not serious, that fact can be reason for postponing the sacrament. If there are no assurances, the sacrament
must be denied.
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the one to be baptized and those present the theological rationale for conditional Baptism and the
specific reasons for employing it.

5.2.5.1. After an emergency Baptism has been performed and the danger of death
has passed, parents are encouraged to have their children receive the accompanying ceremonies of
Baptism. Priests and deacons are encouraged to remain in contact with the parents once the
emergency Baptism has been celebrated.

52.5.2. Baptisms performed under emergency conditions are to be recorded in the
baptismal register of the parish in whose territory they occur or in the case of St. Joseph or St.
Anthony Hospital in their baptismal registers.

5.2.6. Godparents

Pastors are responsible to ensure that the Christian faithful are aware of the requirements
concerning godparents (see canons 872, 873, 874).

5.2.6.1. In view of the ecclesial and educational role of godparents and sponsors,
only Catholics who are fully initiated into the Church, mature enough to accept publicly the
teaching of the magisterium of the Church, living a life consistent with the faith, and who are not
bound by any canonical sanction, may be permitted to act as godparents at a Catholic Baptism or
as a sponsor at one's full reception into the Church. A baptized believing non-Catholic may be
admitted along with a Catholic godparent to serve as a witness of the fact of Baptism (General
Introduction, Christian Initiation [“CI”’] 10).

5.2.6.2. There may be either one male sponsor (godparent) and one female sponsor
or only one sponsor of either sex. There cannot be two sponsors of the same sex.

5.2.6.3. If invited and if the other church or the ecclesial community permits, a
Catholic may act as a witness to the fact of Christian Baptism in a non-Catholic Christian Church
or ecclesial community. A Catholic may not be a godparent or a sponsor in a Baptism within a
non-Catholic Christian community (Directory on Ecumenism, 57).

5.2.6.4. If the Godparent cannot be present in person, another person may be
appointed to serve as a proxy. The proxy must meet all the requirements of the Godparent (can.
874). The appointed Godparent should be the one to make or confirm the appointment of the person
who will serve as the proxy. In the record of Baptism, the name of the Proxy should be recorded
in the notes.

5.2.7. Record of Baptism and Godparents

If the Baptism concerns a child born to an unmarried mother, the name of the mother must be
inserted in the register if her maternity is established publicly or if she seeks it willingly in writing
or before two witnesses. The name of the father must be inscribed if a public document or his own
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declaration before the pastor and two witnesses proves his paternity; in other cases, the name of
the baptized is inscribed with no mention of the name of the father or the parents (canon 877 §2).
The baptismal certificate is to contain only the name of the mother or the father or both parents.
The baptismal certificate is not to have the names of two parents of the same sex. In cases of
adoption for civil purposes a notation may be made in the baptismal register notes that the child
has two parents of the same sex but only one parent may appear in the parent column and on any
certificates issued.

“Therefore, even in cases of such operations the records are not to be altered. Specifically, the
altered condition of a member of the faithful under civil law does not change one’s canonical
condition which is male or female as determined at the moment of birth. However, should a
situation rise in which some sort of notation is determined to be necessary, it is possible, in the
margin of the entry for Baptism, to note the altered status of the person under civil law. In such
cases, the date and relevant protocol number of the civil juridic act or document should be included
along with, where possible, a copy of the documentation itself at that page of the Baptismal
Registry” (October 15, 2002 letter from USCCB regarding clarification from the Congregation for
the Doctrine of the Faith regarding gender reassignment).

5.2.7.1. If the Baptism concerns an adopted child, notation of the baptismal record
is determined as follows:

a. For children baptized after their adoption is finalized, the following
information shall be entered in the register:

1. The Christian names(s) of the child as designated by the adoptive
parent(s)
il. The name(s) of the adoptive parent(s)

iii. The date and place of birth

iv. The names of the sponsors selected by the adoptive parent(s)
V. The place and date of Baptism
Vi. The name of the minister performing the Baptism

vii.  The fact of adoption but not the names of the natural parents.

b. The baptismal certificate 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. For children baptized before the 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 Colorado civil law:
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1. Parentheses shall be placed around the names of the natural parents.
ii. The name(s) of the adoptive parent(s) shall then be added.
iil. The child’s former surname shall be parenthesized, and the new

surname added.
iv. A notation shall be made that the child was legally adopted.

d. The baptismal certificate issued by the parish for these individuals shall 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.
The name(s) of the sponsor(s) shall not be given and no mention of the fact of
adoption shall be made on the baptismal certificate.

e. Parish personnel having access to parish registers have an obligation not to
disclose to any person any information that would identify or reveal, directly or
indirectly, the fact that a person was adopted.

5.2.7.2. Unfortunate familial circumstances lead, at times, to the desire to change
the godparents noted on the baptismal certificate. Since the certificate is documentation of an
accomplished act, the names of the original godparents cannot be changed. Names of other
individuals may be added to the notes if they have taken on the role of the original sponsors and
the pastor is to see to it that their names as well as the date of the addition be placed both on the
register and on the certificates. 5.2.6.2 applicable to these new individuals. The names of the
original sponsors will remain both in the register and on the certificates.
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5.2.8. Adult Baptism and Rite of Full Reception into the Church

The RCIA, the Rite for children of catechetical age, and the Rite of Reception of Baptized
Christians into Full Communion with the Catholic Church are contained in the ritual book, Rite of
Christian Initiation of Adults. The National Statutes on the Catechumenate govern the
catechumenate in the United States.

5.2.8.1. The ritual process is designed primarily for the unbaptized, although it has
been adapted successfully for the completion of initiation of those from other Christian churches
or ecclesial communities who wish to unite themselves fully with the Roman Catholic Church. It
is necessary to keep distinct those who are to be joined to Christ, and incorporated into the Church
through the reception of Baptism, Confirmation, and Eucharist, and those to be incorporated into
full communion with the Church through the profession of faith and the reception of Confirmation
and Eucharist. The ritual makes this distinction clear by providing distinct rites for those to be
baptized and for those to be fully received into the Roman Catholic Church.

5.2.8.2. Pastors and catechists should become familiar with the rites associated with
the RCIA in order to properly determine the rite by which an individual enters the Catholic Church.

5.2.8.3. An unbaptized person seeking membership into the Catholic Church, either
as an adult or as a child from the age of seven is to be admitted to the catechumenate and formed
in accord with the approved rites of Christian initiation.

5.2.8.4. Both adults and children who have reached the age of reason are to receive
all three sacraments of Baptism, Confirmation and Eucharist at the same celebration (canon 883.2).

5.2.8.5. The Rite of Christian Initiation is composed of stages that reflect a
deepening appreciation of one's desire for Baptism, Confirmation, and Eucharist. These stages
may be indeterminate in length. The National Statutes on the Catechumenate has set minimum
time frames. The personal journey to full reception into the Church requires greater time for some.

5.2.8.6. Catechumens and candidates seeking full reception into the Church living
in irregular marital situations must be reconciled in their marital unions in accord with the
procedures of Church law before they may be admitted to the Rite of Election or the Call to
Continuing Conversion.

5.2.8.7. The RCIA has also been adapted successfully for those who were baptized
Catholic as infants and yet were never catechized or fully initiated into the Church.

a. These individuals, including those who have joined another church or
ecclesial community after their own Catholic Baptism must seek readmission to the
Catholic Church through the Rite of Full Reception.

b. Uncatechized Catholics who never formally left the Catholic Church have

the right to be confirmed by the Archbishop or his designee. Such individuals
should be included in the parish Confirmation celebrated by the Archbishop or his
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designee. When a serious difficulty prevents an individual from being confirmed
by the Archbishop or his designee, a pastor may request delegation.

5.2.8.8. The Rite of Christian Initiation indicates that each bishop is to regulate
certain elements of the rite for his own local Church. The following are in effect as a matter of
Archdiocesan law.

a. The scrutinies must be celebrated on Sundays in Lent according to the ritual
Masses provided in the Roman Missal with the "A" cycle readings only (see
Lectionary for Mass). The Archbishop or his designee will preside at an
Archdiocesan Rite (or Rites) of Election on the First Sunday of Lent, or at another
more convenient time should circumstances warrant or if multiple celebrations are
to be held in order to accommodate the number to attend. The Book of the Elect is
to be signed during the parish celebration for sending catechumens for election and
candidates for recognition by the Archbishop.

b. Requests for the permission to omit a scrutiny are to be submitted in writing
by the pastor to the Archbishop.

c. Deans or pastors may seek permission to preside at a Rite of Election in
their individual deaneries or parishes for their own catechumens and candidates if
it is impossible for the catechumens and candidates to attend the Cathedral Basilica
celebration.

d. The simple Rite of Election may be used once permission is secured from
the Archbishop (no.745-747).

e. Pastors for serious reasons may seek permission from the Archbishop to
celebrate the entire rite outside of the normal liturgical times.
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Part 3: Confirmation

5.3.1. Celebration of Confirmation

Confirmation normally should be conferred within Mass with the participation of the parish
community. In considering the number of people who will attend the celebration in relationship to
the number of candidates and the size of the church, it may be necessary to schedule multiple
Confirmation Masses. A parish that regularly has very few candidates to be confirmed each year
is encouraged to combine the celebration with that of a neighboring parish.

5.3.1.1. Preparation for the liturgy of the Order of Confirmation is done in
collaboration with the Office of Liturgy when the minister is the Bishop or his designee.

53.1.2. The rite is to be followed as it appears in the ritual book. There are no
additions made to it, such as the giving of certificates during the Mass. The wearing or giving of
stoles is not an appropriate gesture.

5.3.1.3. As in the case of Baptism, if a new name is chosen, it is not to be foreign to

Christian sentiment.

5.3.2. Catechesis for Confirmation

Pastors, catechists, and parents are to be careful that more is not required of confirmands for the
reception of this sacrament than that which is required by the Church. Confirmation is not to be
used as a means to maintain an individual's attendance in religious education programs.

5.3.2.1. Parishes are to make suitable provision for the catechesis of the parents of
those to be confirmed.

53.2.2. The Order of Confirmation should be an integral part of the catechetical
process. Those to be confirmed should be familiar with the gestures and prayers of the Order.

5.3.3. Minister of Confirmation

A priest has the faculty to administer the Sacrament of Confirmation under the following three
circumstances:
a. He is administering all three sacraments of initiation to a candidate in the same ceremony.
b. He is receiving a non-Catholic Christian into the communion of the Church.
c. He is confirming a person who is in danger of death.
In all other circumstances a priest must write to the Archbishop and receive delegation in order to
administer the sacrament.

5.3.3.1. Only after discussion with the individual and with a serious reason

interfering with the person’s ability to be confirmed by the Archbishop (or his delegate) may a
pastor request delegation from the Archbishop to confirm a Catholic.
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53.3.2. A priest who has received the faculty to administer the Sacrament of
Confirmation can associate another priest to confer the Sacrament of Confirmation: in place of
himself in the event that he is unable to travel to the location of the Mass, or alongside of himself
when the number of candidates to be confirmed is greater than 140 (can. 884).

5.3.4. Subject of Rite

The practice of the Archdiocese is to confirm children in the third grade. Typically, children will
embark on a two-year preparation process beginning in the second grade; receiving the Sacrament
of Reconciliation during their first year, and the Sacraments of Confirmation and Eucharist, at the
same Mass, during their second year.

Older children and adults who are already baptized (and may have already received their first
communion) are to be confirmed at a celebration of Confirmation proximate to the time they have
completed catechesis.

5.34.1. It is to be highly encouraged within marriage preparation that the future

spouses have received the Sacrament of Confirmation before marriage, not during the Order of
Celebrating Matrimony itself.

5.3.5. Confirmation Sponsors

It is desirable that the godparent at Baptism be also the sponsor at Confirmation, although another
person, of either sex, may fulfill this function. The regulations set forth concerning the
requirements of godparents at Baptism apply also to the sponsors at Confirmation (canons 893,
874) with due regard for conditions noted in the Order of Confirmation, 6.

5.3.5.1. If the Sponsor cannot be present in person, another person may be appointed
to serve as a proxy. The proxy must meet all the requirements of the Sponsor (can. 874). The
appointed Sponsor should be the one to make or confirm the appointment of the person who will
serve as the proxy. In the record of Confirmation, the name of the Proxy should be recorded in the
notes.

5.3.6. Record of Confirmation

The pastor must record in the Confirmation register carefully and without delay the name of the
confirmed, name of the minister, parents, sponsors, place and date of the conferral of Confirmation
(canon 895). Local practice is to record Confirmations in confirmation registers.

5.3.6.1. The pastor must make notation of Confirmation in the baptismal register if
the confirmed was also baptized in the same church. Otherwise, the pastor must inform the pastor
of the place of Baptism about the conferral of Confirmation so that a notation is made in the
baptismal register (canon 895).
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Part 4: The Eucharist

In the sanctuary, only those books published in a format appropriate for use in worship are to be
used. Missalettes and similar participation aids are not to replace the Roman Missal or Lectionary.

The rubrics for the celebration of the Eucharist as found in the GIRM, 2010, are to be followed in
the Archdiocese with the following specifications or emphases:

54.1. Celebration of Mass in Parishes

54.1.1. A prayerful atmosphere is to be encouraged before Mass in the church,
sacristy and adjacent areas. The habit of inviting the assembly to greet one another as Mass begins
is not encouraged. (GIRM 45).

54.1.2. At the beginning of Mass, the altar is always prepared with a white cloth.
Other colors may be placed below the white cloth, in accordance with GIRM 117. Candles used
in the opening procession may be placed on the altar when the ministers reach the sanctuary (GIRM
73).

5.4.1.3. The use of the entrance antiphon is to be recovered, especially at weekday
Masses when there is no entrance song (GIRM 48).

54.14. The integrity of the Gloria is to be maintained (GIRM 53). It is preferably
to be sung.
54.1.5. The readings are proclaimed. Readings are not to be performed or acted out

within the Mass, but may take place before or after the liturgy.

5.4.1.6. The responsorial psalm is part of the revealed word of God and is not to be
replaced by a song, even if adapted from the psalms (GIRM 57). Responsorial psalms should be
chosen in accordance with the options listed in GIRM 57. The responsorial psalm is typically to
be sung or recited from the ambo (GIRM 61).

54.1.7. If the gospel alleluia is not sung, it may be omitted (GIRM 63).

54.1.8. The Gospel is always proclaimed by either a deacon or priest except on
Palm Sunday and Good Friday when others may take parts. However, the part of Christ is normally
reserved to the priest.

5.4.1.9. Reading the Prayer of the Faithful is the role of the deacon. If the deacon is
not present, or some other circumstance requires, this role may be performed by an appropriate
member of the laity. This should be done at the ambo (GIRM 71).

5.4.1.10. The Sign of Peace is given to those nearby. The celebrant does not leave the
sanctuary except for a special occasion for example, to greet family members at a funeral (GIRM
82).
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54.1.11. The Breaking of the Bread is only done by the ordained, not extraordinary
ministers (GIRM 8§83).

5.4.1.12. The precious blood is never consecrated in a flagon and then poured into
ancillary vessels during the fraction rite. (Redemptoris Sacramentum #106)

5.4.1.13. The ambo is reserved for the Liturgy of the Word. Announcements and the
leading of music should be done at another location (GIRM 105).

54.1.14. Elements of the celebration are not shared among individuals. For example,
a reading is proclaimed by only one reader. Exceptions are the division of the parts of the reading
of the Passion of Our Lord or the general intercessions in different languages (GIRM 109).

5.4.1.15. When the Sacred Species is presented to them, the faithful (including
deacons of the Mass) are to make a bow of the head and respond with “amen” to the words (GIRM
160) “the Body of Christ” or “the Blood of Christ.” The name of the communicant is not used by
the priest, deacon or extraordinary Minister of Holy Communion. The faithful may receive on the
hand or the tongue.

5.4.1.16. According to each individual’s choice, the faithful may kneel, sit or stand
after they receive Holy Communion (GIRM 43)

54.1.17. The assembly is to stand for the Prayer after Communion (GIRM 43).
Announcements at the end of Mass occur after the Prayer after Communion.

5.4.2. Altar and Sanctuary

5.4.2.1. It is appropriate to have a fixed altar in every church. Altars should not be
moved to accommodate a baptismal font for Baptisms or Advent wreath or other reason.

54.22. The altar is always vested except for its dedication and from the end of the
Mass of Lord’s Supper on Holy Thursday to the Good Friday celebration when it is prepared for
distribution of Holy Communion and then the cloth is removed again until the Easter Vigil. The
uppermost cloth on the altar is always white in color (GIRM 304). Under cloths may be of seasonal
liturgical colors or colors proper to a particular cultural feast. The corporal is removed from the
altar with the other elements at the end of Mass.

54.2.3. The processional cross should be a cross with the crucified Christ (GIRM
117).

54.24. The use of a Book of Gospels is optional. The GIRM does not specify if the
Book of Gospels is laid on the altar or is placed upright (GIRM 173). If the Book is placed upright,
it is to be securely placed. Bookstands for vertical placement of the Book of Gospels are to be
avoided.
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54.25. When a deacon reads the Gospel at a Mass with a bishop as celebrant from
the Book of Gospels, the deacon goes to the bishop for the Book to be kissed. The Book of Gospels
is then placed on the credence table or another dignified place. It is not carried out of the sanctuary
in procession and it is not placed for display once the Liturgy of the Word has been completed
(GIRM 175).

54.2.6 Wax candles are to be used on the altar. The sanctuary light may be oil or
wax. Special permission for exceptions to these norms can be requested through the office of
liturgy.

5.4.3. Homilies

The homily, an integral part of the Sunday Eucharist, is only given by a priest or deacon. If a leader
among the laity is requested to speak about a topic, such as an upcoming event or a financial
project, this should be done following the Prayer after Holy Communion, before the blessing and
dismissal. When exceptional circumstances warrant it, a reflection might be given following the
Prayer after Holy Communion by a layperson.

5.4.4. Liturgy of the Eucharist

544.1. The recitation of Eucharistic prayers is to be done by the priest presiding at
the celebration of the Eucharist and solely by the concelebrating priests as indicated in the rubrics,
including the concluding doxology. The assembly remains kneeling until the completion of the
“amen” after the doxology (GIRM 43).

5.4.4.2. In the Archdiocese, the faithful capable of kneeling will do so after the
singing or recitation of the Lamb of God (GIRM 43).

5.4.4.3. Pastors of churches and chaplains of chapels currently without kneelers are
to make accommodations to encourage kneeling as indicated in the GIRM.

54.44. Communion may be distributed under both kinds or species at any
Eucharist, whether a Sunday, a holy day of obligation, or a weekday. The pastor of a church will
decide its frequency. The celebrant should also use pastoral judgment in a given situation.
Distribution under both kinds is to be done in a manner promoting an orderly and reverent
reception without the danger of spillage.

5.4.4.5. When the Sacred Species is presented to them, the faithful (including
deacons of the Mass) are to make a bow of the head and respond with “amen” to the words (GIRM
160 and 161) “the Body of Christ” or “the Blood of Christ.” The name of the communicant is not
used by the priest, deacon or extraordinary Minister of Holy Communion.

5.4.4.6. The faithful may receive the Body of Christ on the tongue or in the hand
according to the communicant’s preference.
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5.4.4.7. While intinction is an approved option in which the faithful may receive the
Eucharist under both kinds, reception by drinking from the chalice to manifest the sign value of
eating and drinking is to be preferred. Pastoral judgment as to when to implement intinction is best
left to the pastor.

To receive by intinction, the communion minister dips the consecrated host in the Precious Blood
and places it on the communicant’s tongue. The consecrated elements are never handed back to
the communicant. Self-communication is never done by a communicant.

54.4.8. Any Precious Blood that may remain is to be consumed. It is not to be
poured into a sink, sacrarium or the ground, nor left in the tabernacle until the next Mass (except
to reserve for an intended visit to the sick). After communion, only the priest, deacon or instituted
acolyte cleanses the vessels at the side table. In the alternative, the vessels are covered with a
purificator and left on a corporal on the side table to be purified after Mass. Any consecrated hosts
are to be placed in the tabernacle immediately after communion.

5.4.4.09. Blessings of children or adults do not take place at the distribution of Holy
Communion. If individuals come forward or are brought forward, the ordinary or extraordinary
minister of Holy Communion invites them to a spiritual communion with these or similar words:
“May Jesus Christ reign in your heart” while raising a host above the ciborium.

5.4.4.10. The places and requisites for worship should be truly worthy and beautiful
signs and symbols of heavenly realities.

a. Only unleavened bread is to be used at Mass. The breads are best obtained
from religious houses or institutions authorized to bake or distribute them. If
parishioners prepare the breads, only wheat flour and water are to be used, with no
other additives (salt, sugar, honey, etc.). Breads that are crumbly and make care of
the Precious Body difficult are not to be used. An approved recipe may be requested
of the Office of Liturgy.

b. No bread made from rice or any other non-wheat product, nor any other
kind of wine except that made from grapes may ever be substituted for the wheaten
bread and grape wine required for the validity of the Eucharist.

Persons allergic to gluten are to be catechized with sensitivity that by consuming
the Precious Blood they are receiving the Body, Blood, Soul and Divinity of Our
Lord. It has been advised that they not receive the Precious Blood from the chalice
which has the fraction particle dropped into it. Information about low-gluten hosts
is to be shared with individuals who have gluten intolerance. This is found in the
BCL Newsletter 39 (2003) 45-50, available from the Office of Liturgy.

Priests may use a chalice in addition to the one that contains the fraction particle

and its placement is recommended to be always at a particular communion station
for those with gluten intolerance.
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In rare cases a person may be allergic to bread made from wheat as well as to wine
made from grapes. Perpetual abstinence from the Eucharist that such a condition
requires is a high form of suffering for a Catholic. In this case, the person should
be brought to the understanding that he or she shares in the suffering of Christ in a
most unique way. Spiritual communion should be explained and fostered in these
individuals.

c. Only wines approved for sacramental use may be used for the celebration
of the Eucharist. Ordinary table wine should never be used.

544.11. Sacred vessels are to be made from precious metal. Sacred vessels may
also be made even from other solid materials that, according to the common estimation in each
region are precious, for example, ebony or other hard woods as long as such materials are suited
to sacred use and do not easily break or deteriorate (GIRM 327-331). Pastors are to be attentive
to this as they are replacing sacred vessels.

5.4.4.12. Materials used for purification are to be made of cloth and are not
disposable.

5.4.5. Vestments

Vestments should be made of a good quality fabric and may be decorated with appropriate
liturgical symbols. The dignity of the Eucharistic celebration is always to be upheld; novelty
decorations are not conducive to the sacred liturgy (GIRM 344).

5.4.6. Music

While the organ has pride of place (GIRM 393), pianos, guitars, percussion instruments, and other
instruments may be used in the Mass, as long as the dignity of the celebration is upheld.
Instruments that communicate a secular tenor or promote entertainment rather than worship are
not to be used. The texts of songs and hymns sung should always be in conformity with Catholic
doctrine. Concerning Mass parts, only musical settings that adhere to the exact language presented
in the Roman Missal are to be used. Popular (aka secular) music, whether sung or merely
instrumental, is not permitted. (See Exhibit XIX)

5.4.7. Concelebration

Mass is to be concelebrated as described in the GIRM with the following specifications:

5.4.7.1. If a deacon is not present, a concelebrant typically proclaims the Gospel
rather than the presider (GIRM 212).
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5.4.7.2. In concelebration with a bishop, a priest or deacon goes to the bishop and
receives his blessing before proclamation of the Gospel. When the principal celebrant is another
priest, the priest proclaiming the Gospel neither asks nor receives the blessing (GIRM 212). If no
deacon is present, a concelebrant may elevate the chalice at the concluding doxology of the
Eucharistic Prayer.

5.4.7.3. The integrity of the Sacrifice requires that concelebrants receive from the
same species that they themselves have consecrated in the celebration of the Eucharist.
Concelebrants always receive under both species, except those who would normally use mustum
in their Eucharistic celebration.

5.4.74. The principal celebrant or the deacon distributes the hosts to the
concelebrating priests after the breaking of the bread in silence.

5.4.8. Eligibility for Reception of the Eucharist

Catechesis for First Eucharist of children usually includes catechesis for First Penance. A suitable
period of time should pass after the first celebration of the sacrament of Penance/Reconciliation
so that both Penance and Eucharist are seen as distinct sacraments. Penance is to be celebrated
prior to the reception of First Eucharist.

5.4.8.1. Those who are to receive Holy Communion are to abstain from all food and
drink, with the exception of water and medicine, for at least one hour before the reception of
communion. Chaplains in institutions such as schools, in particular, should be attentive to instruct
students on the meaning and value of the Eucharistic fast and should be careful that it is observed
by all who intend to receive the Eucharist. The Archbishop has delegated pastors and parochial
vicars, chaplains and rectors to dispense the faithful from the Eucharistic fast for a just cause. Such
delegation ceases when the Episcopal See is vacant.

5.4.8.2. Those who unexpectedly have the possibility to receive Holy Communion
in a hospital, home, or prison with no possibility to fast for one hour are to observe a fifteen-minute
fast.

5.4.8.3. A person who is conscious of grave sin is not to celebrate Mass or to
receive the Body of the Lord without prior sacramental confession unless a grave reason is
present and there is no opportunity of confessing; in this case the person is to be mindful of the
obligation to make an act of perfect contrition, including the intention of confessing as soon as
possible. (canon 916)
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5.4.9. Deacons at Mass

The functions of the deacon at Mass are given in the GIRM with the following emphases:

5.4.9.1. Deacons are to be trained to sing as far as possible their particular roles
within the Eucharist in order to lead the assembly in more festive or solemn liturgies. These parts
of the Mass include the penitential rite, introduction to the Gospel, general intercessions, dismissal
and Exultet. At Masses where there is no cantor, this may also include the Gospel alleluia.

5.4.9.2. Deacons are to lead the third option of the Penitential Act, unless they
acquiesce to a celebrant or another with a more competent voice if it is to be sung.

5.4.93. Deacons are to read or sing the general intercessions either from their place
at the side of the celebrant or from the ambo where the Liturgy of the Word was proclaimed.

5.4.94. If there is more than one deacon at a Mass and incense is used, one may
place incense in the thurible for the consecration and incense the host and the chalice as they are
shown to the people (GIRM 179). Deacons kneel at the epiclesis and stand after the elevation of
the chalice.

5.4.10. Extraordinary Ministers of Holy Communion

Extraordinary ministers of Holy Communion have received a mandate from the Archbishop to
assist in the distribution of Holy Communion when there is a genuine pastoral need. An instituted
acolyte is an extraordinary minister. Extraordinary ministers of Holy Communion are not to
distribute communion when a sufficient number of ordinary ministers (bishops, priests, deacons)
are present at the Eucharist, whether or not they are celebrants or assisting as deacons.

5.4.10.1. A genuine pastoral need is one which may arise when ordinary ministers
are not available because they are fulfilling other duties, or when they are unable to administer
Holy Communion conveniently because of poor health or advanced age or when the number of
the faithful who wish to receive communion is so great that the celebration of Mass would be
unduly prolonged.

5.4.10.2. Mandation is given by the Archbishop. A written request is to be made to
the Archbishop by the pastor or chaplain. Extraordinary ministers of Holy Communion are to be
selected by the pastor or chaplain based on evidence of personal willingness to assume the
responsibility such a role entails. The request describes the needs of the parochial (or other)
situation, the names of candidates, give an assurance that all those for whom mandation is being
requested have been fully initiated into the Church with the sacraments of Baptism, Confirmation,
and Eucharist. The request also is to verify that the candidates are of sufficient Christian maturity,
have a definite relationship to the parish or institution to be served, give evidence of a character
and way of life that reflects a serious and well-formed faith and moral commitment and are at least
age 16. The request also is to verify that the candidates for mandation publicly affirm the
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magisterium of the Church, are in good standing in the Church and, if married, in a regular marital
situation.

5.4.10.3. If, for any reason, an exception to the above age requirement is desirable, a
request is to be made to the Archbishop.

5.4.10.4. If, for any reason, an exception to the above age requirement is thought
desirable, a request is to be made to the Archbishop. Age exceptions will not generally be made in
parish situations. A Catholic high school may wish to petition for the designation of students at
the junior and senior levels as extraordinary ministers of Holy Communion. An exception to the
general age requirement may be given in exceptional instances. Full initiation remains a firm
requirement.

5.4.10.5. Individuals are to be given sufficient formation and training for the role to
be undertaken. Instruction in the theology of the Eucharist, the proper nature of this ministry as
extraordinary in nature, and prayerful Eucharistic spirituality should be part of the training required
for all extraordinary ministers of Holy Communion. The training includes the practical features of
this ministry. Some of these details are: how to receive communion themselves under both kinds;
how to distribute the host and the cup; hygienic washing of vessels; locking the tabernacle;
carrying a pyx with reverence; reverent personal style; and what to do when an accident occurs
with the Eucharistic species.

5.4.10.6. The Archbishop has forbidden the practice of placing a consecrated host in
a pyx when presented during the distribution of Holy Communion.

5.4.10.7. Besides knowing how to distribute Holy Communion, extraordinary
ministers should be examples to the parish community in their own reverent participation at Mass
and reception of Holy Communion.

5.4.10.8. Mandation for extraordinary ministers of Holy Communion is granted for
up to four-year periods. The ability or willingness of an individual to continue as an extraordinary
minister beyond the limit of mandation should not be presumed; this willingness and ability is to
be confirmed by the pastor or chaplain and the individual prior to renewal.

a. Extraordinary ministers are appointed to a particular parish or institution
only and may not minister outside or beyond the parameters of their appointment.
They are to be commissioned for the role according to the Rite of Commissioning
Extraordinary Ministers of Holy Communion (Book of Blessings, Chapter 63).
Pastors should keep a current list of all extraordinary ministers in their parishes.

b. In cases of emergency when there is no time to apply to the Archbishop,
and for a specific occasion only, all priests who enjoy the faculties of the
Archdiocese may appoint an extraordinary minister or ministers for that occasion
alone. Such extraordinary ministers are to be commissioned according to the Rite
of Commissioning an Extraordinary Minister to Distribute Holy Communion on a
Single Occasion (cf. Sacramentary, 1985, Appendix 5).
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c. Extraordinary ministers of Holy Communion may also be designated for
ministry to the sick and shut-ins of the parish to allow for a more frequent reception
of the sacrament than would otherwise be possible. Persons who minister to the
sick and shut-ins are to be duly prepared and instructed in the rite of giving
communion to the sick. They also should be knowledgeable of what procedures to
follow when they bring communion to the hospitalized.

d. Extraordinary ministers of Holy Communion may also assist in prison
ministry. They are to be particularly attentive and sensitive to the inmates in
explaining the guidelines for reception of Holy Communion and to carry out
Communion Services reverently and in such a way as not to confuse the service
with the Holy Sacrifice of the Mass.

5.4.10.9. Those who take the Eucharist to the sick and shut-ins are to show reverence
for the sacrament, carrying it in an appropriate manner and going directly to their destination. At
the same time, they are to express concern and ordinary social courtesies to those on whom they
call. At no time is the extraordinary minister allowed to keep possession of the Eucharist in his or
her home or vehicle. After the communion call, any remaining elements of the sacred species are
to be returned to the church or consumed by the individual and the pyx is to be purified.

5.4.10.10. Pastors and chaplains should develop the full complement of ministries that
function in the celebration of the Eucharist. Therefore, unless absolutely necessary, extraordinary
ministers of Holy Communion do not serve as lectors, ushers, or choir members at the same Mass.

5.4.10.11. An annual class for extraordinary ministers is recommended for the
improvement of their ministerial awareness and skills. A day of recollection for extraordinary
ministers allows opportunities for prayer and community-building, as well as for attention to any
procedural or scheduling difficulties.

5.4.10.12. Periodically, a parish review should determine whether there is a sufficient
or excessive presence of extraordinary ministers at liturgical celebrations.

54.11. Servers

The role of altar server may be fulfilled by males and females. The decision regarding who may
function as altar servers in a parish belongs to the pastor, observing the Archdiocesan guidelines,
as well as all other requirements.

54.11.1. Training is to include instruction on the Mass and its parts, and on the name
and usage of the various objects used in the liturgy. Training includes performance of various
functions of the server during the Mass and other liturgical celebrations. Servers are to receive
guidance on attire and maintaining proper decorum, gesture, and posture when serving Mass or in
other liturgical celebrations.
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54.11.2. The specific functions of servers include:

a. Servers carry the cross and the processional candles. They hold the book for
the priest celebrant when he is not at the altar, carry the thurible and incense, present
the bread and wine to the priest during the preparation of the gifts or assist him
when he receives the gifts from the people, and wash the hands of the priest. Servers
do not stand at the altar or function in any roles proper to a deacon.

b. Servers respond to the prayers and dialogues of the priest along with the
congregation. They also join in singing the hymns and other chants of the liturgy.

C. Servers should be seated in a place from which they can easily assist the
priest celebrant and deacon. The place next to the priest is normally reserved for
the deacon.

d. Servers do not distribute Holy Communion unless they are instituted
acolytes or mandated extraordinary ministers. Servers assist with the purification
of vessels only if they are an instituted acolyte.

e. The Order for the Blessing of Altar Servers, Sacristans, Musicians and
Ushers (Book of Blessings, nos. 1847-1870) may be used before servers begin to
function in this ministry.

f. Parishes may choose an alb for boy and girl servers. It is the preference of
the Archbishop that cassocks and surplices be reserved for male servers in the
Archdiocese. Attire should be neat and modest. Shorts or skirts and dresses above
the knee are inappropriate. Shoes, obvious under vesture, should reflect the
decorum of the sacred actions.

5.4.12. Lectors
The lector should dress appropriately for the setting of the Mass. The lector is to proclaim the

Word of God from a Lectionary. The lector may carry in the Book of the Gospels in the entrance
procession if there is no deacon. The Lectionary is never carried in procession.

5.4.13. Masses with Children

Masses with children are those in which the majority “has not reached pre-adolescence” (Postquam
de Precibus of the Congregation for Divine Worship, 1974). This has been identified as up to the
third grade (BCL Newsletter 30 [1994] 147). The Directory for Masses with Children is to be
followed in these circumstances. All other Masses are to respect the level of intellectual
development of the participants. The liturgical prayers to be used are those found in the Roman
Missal and are not to be adapted.

As indicated in the Directory for Masses with Children, 417, these liturgical experiences are to be
infrequent, must include a homily, and are not to replace regular catechetical instruction.
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5.4.14. The Celebration of Communion Services

Nothing surpasses what takes place at the altar at the hands of the priest in the person of Christ
who at the consecration makes Jesus Christ present in His Body and Blood. The faithful are to be
instructed that Communion Services are to be celebrated only when a real need is present and not
out of convenience.

Deaneries should coordinate daily Mass schedules in a manner which addresses the needs of the
faithful who desire to attend daily Mass.

5.4.14.1 A Liturgy of the Word with Distribution of Holy Communion, i.e., a
Communion Service, can be celebrated only when no priest is available to celebrate a Mass and
travel to another location for Mass would represent a hardship for the faithful.

Such services may only be scheduled when no priest is available at the time of a regularly
scheduled Mass. Such services are not permitted to be scheduled on Sundays or Holy Days of
Obligation without permission of the Archbishop (or via one of his Vicars general).

Where it serves a pastoral need and no priest is available, a Liturgy of the Word with Distribution
of Holy Communion may be regularly scheduled and celebrated at institutions where residents are
unable to travel to the nearest Mass, e.g., jails and nursing homes.

5.4.14.2. A deacon is the preferred minister of the Rite of Distributing Holy
Communion Outside Mass found in Holy Communion and Worship of the Eucharist outside of
Mass. If no deacon is available, an extraordinary minister leads the rite. The order of preference
among extraordinary ministers is: instituted acolytes, seminarians and diaconal candidates, then
other laity. They should be properly trained to lead the service reverently and to clearly retain the
distinction that a Communion Service is not a celebration of Mass. The ritual book for a
Communion Service should be used and not the Roman Missal.

5.4.14.3. Specific rubrics of “Sunday Celebrations in the absence of a priest” are not
added to a Communion Service during the week. A deacon may give a homily. If someone other
than the ordained celebrates the rite, a time of silence may follow the readings. No reflection is to
be given unless stated explicitly that the bishop or pastor has provided such material from approved
sources. Communion services in any locality, such as nursing homes or jails, are not done on Holy
Saturday, since Holy Communion can only be distributed as Viaticum on that day.

5.4.15. A Sunday Celebration in the Absence of a Priest

5.4.15.1. Only with the prior permission granted by the Archbishop or his designee
and after a diligent search for a priest to celebrate Mass has been unsuccessful may a Sunday
Celebration in the Absence of a Priest take place.

5.4.15.2. The celebration is led by a deacon. If none is available, a layperson who has

been appointed by the Archbishop, on the recommendation of the pastor, is to lead it, following
the prescriptions of the rite.
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5.4.15.3. The appointment may be for as long as the individual’s mandation as an
extraordinary minister of Holy Communion and as long as the need exists for the individual’s
Sunday service within the parish. When mandation as an extraordinary minister is requested to be

renewed, permission to continue to lead a Sunday Celebration in the absence of a priest is also to
be included.

5.4.16. Communion Visits within Prison Ministry

Because non-Catholics may attend the services, a particular sensitivity in explaining the difference
between a Communion Service and Mass and who may receive Holy Communion will be
necessary. It may be necessary to repeat the explanation at every visit.

5.4.17. Eucharistic Adoration within the Parish

Parishes may have extended periods (three hours or more) of adoration of the exposed Blessed
Sacrament with the permission of the Archbishop. Parishes that propose having extended periods
of Eucharistic Adoration are to gather names of parishioners who are willing to take periods of
time on a regular basis. Guidelines delineated by the ritual text, Holy Communion and Worship of
Eucharist outside Mass (HCWEM) are to be followed. A pastor must agree to accept responsibility
that all elements will be implemented appropriately. With all elements recognized and when a plan
is developed, a pastor may present the plan to the Archbishop for the required permission.

54.17.1. Records of permission for extended adoration will be maintained in the
Office of Liturgy.
5.4.17.2. The presence of two adorers scheduled for each time period is highly

encouraged, but there must always be at least one adorer. It is usually necessary for a parish to
build up the number of adorers by beginning with a limited period of adoration before proposing
more extended periods of adoration in a parish setting.

5.4.17.3. The exposed consecrated Host in a monstrance is placed on an altar to
underscore the link between the sacrifice and the reality that remains in the Blessed Sacrament.
There are always four to six wax candles lit during exposition.

5.4.17.4. Tabernacles that open and expose a luna are highly discouraged in the
Archdiocese. Pastors who are considering the purchase of a tabernacle should keep this in mind.

Where these tabernacles are currently in use, the faithful should be instructed regarding 5.4.17.5.

5.4.17.5. The prescription that exposition is interrupted only twice in a day is to be
strictly implemented.

5.4.17.6. The monstrance should not be visible in the church where Mass is occurring.
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5.4.17.7. Perpetual adoration is understood as 24 hours per day, seven days a week
with the exception of the time within the Sacred Triduum, from midnight of Holy Thursday until
the Easter vigil when we experience the absence of Our Lord from our midst.

5.4.17.8. Yearly, a parish review should assure that there continues to be a sufficient
number of adorers for the committed hours.
Part 5: Reconciliation or Penance

Individual and integral confession with absolution constitutes the only ordinary means by which
Christ's faithful who are aware of serious sin are reconciled with God and with his Church.

5.5.1. Celebration of Rites

Pastors should make the sacrament available on a regular basis each week, on days and times
befitting the needs of the faithful. A schedule that indicates only that individual confessions are
available “upon request” is not acceptable. If the sacrament of Penance takes place immediately
prior to either an anticipatory or Sunday Mass, it is recommended that the celebrant of the Mass
be someone other than the confessor. Time for confessions in the vicinity of the weekday Masses
is commendable.

5.5.1.1. The sacrament of Penance may occur simultaneously while Mass is
celebrated (Misericordia Dei 2).

5.5.1.2. Pastors are highly encouraged to offer the sacrament of Penance during the
Sacred Triduum.

5.5.1.3. General absolution of more than one penitent without previous individual
confession of sins to a priest constitutes an extraordinary means of sacramental Reconciliation and
is not to be employed unless, 1) the danger of death is imminent and the time is not sufficient for
a priest or priests to hear the confessions of the penitents individually, or 2) when conditions are
such that individual penitents through no fault of their own would be forced to be deprived of
sacramental grace or Holy Communion for a long period of time. The USCCB has determined that
a “long period of time” is one month. The conditions necessary for serious necessity and the
prospect of being forced to go without the sacrament of Reconciliation for one month do not
currently exist in the Archdiocese.

552 Place of the Celebration

The proper place to hear sacramental confession is a Church or oratory. For a serious cause and
according to prudent pastoral practice, confessions may be heard elsewhere.

5.5.2.1. In each parish church, there must be sufficient number of places for
sacramental confessionals which are clearly visible, truly accessible, and which provide a fixed
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screen between the penitent and the confessor. Provision should also be made for penitents who
wish to confess face-to-face.

5.5.2.2. The room should be arranged so that a penitent who chooses to confess
behind a screen may enter the room without being seen by the priest.

5.5.2.3. Rooms should also be constructed to permit speaking at normal voice levels
without being overheard outside the room.

5.5.3. Minister of Penance

A priest who possess the faculty of hearing confessions is the minister of Penance. In danger of
death, any priest may validly and licitly absolve.

5.5.4. Subject of the Celebration

Parents, as models of faith and Christian witness and in virtue of their duty as the primary educators
of their children in a particular way, are to be engaged actively and intimately in preparing their
children for the first reception of the Penance. Parents are invited to attend catechetical sessions
provided at the parochial level which include 1) content essentially the same as that presented to
the candidates; 2) special emphasis on the psychological and spiritual development of children; 3)
explanation of the Archdiocesan norms for the Penance; and, 4) explanation of essential roles of
all involved in the process of preparation.

5.54.1. Pastors are bound to provide for the suitable catechesis of children for the
celebration of the sacrament of Reconciliation by means of catechetical formation over an
appropriate period of time in such a way that children are instructed with an awareness of sin and
the joy over the encounter with the Lord who forgives.

5.54.2. The specific immediate catechesis for the first reception of the sacrament of
Reconciliation must demonstrate the distinctiveness of this sacrament through a separate
catechesis and by a substantial period of time between the first reception of the sacrament of
Reconciliation and the subsequent reception of First Eucharist.

5.54.3. In order for a child to receive Penance, the following initial requirements
are to be met:

a. A candidate must possess the age of reason;

b. A candidate must provide a certificate of Baptism or evidence of profession
of faith in the Catholic Church; and,

C. Children who are home schooled are to be questioned by the pastor or his
designee as to their preparation. These children may be encouraged to celebrate
their First Reconciliation with the parish religious class or at another time scheduled
with the pastor.
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5.5.4.4. Planning for the celebration of First Reconciliation should take place well
in advance, especially so as to insure an adequate number of confessors. Every effort should be
made to encourage parents to take an active role at home in preparing their children for the
sacrament.

5.54.5. Care should be taken to instruct the children thoroughly in First
Reconciliation, i.e., individual, auricular, private confession and absolution. Regular opportunities
and encouragement for all children to confess privately must be given.

a. The format of the individual confession should be designed to approximate
as closely as possible the conditions the child can expect to experience in
subsequent confessions celebrated according to Rite I.

b. Children, like adults, must have the option of confession anonymously
behind a fixed grille. Provision should also be made for penitents who wish to
confess face-to-face.

5.54.6. Elementary and secondary Catholic schools and parish religious education
programs should provide a Penance Service (Rite II) for their students at least once a semester.

5.5.4.7. After proper catechesis, an adult coming into full communion with the
Church may request the sacrament any time prior to their full reception into the Church. Such

individuals are to be encouraged in frequent celebration of the sacrament after their full reception.

5.5.5. Giving Absolution

In order for a priest to give absolution the three acts of the penitent must be present: contrition,
confession, and satisfaction.

5.5.5.1. The Sin of Physician Assisted Suicide
a. In the case of someone who has requested Physician-Assisted Suicide
(PAS), the problem of contrition arises. The confession of sins is not enough if there
is no detestation for the sin committed and a resolution not to sin again. A person
who has formally requested PAS has placed themselves in an objective state of sin.
Through this request, the person has started a process that he intends to end in
suicide, with the complicity of a physician or other medical professional. True but
imperfect contrition only requires purpose of amendment,” that is, the resolution to
reject the objective state of sin and promise to rescind the official request for PAS
as soon as possible. The penitent should also properly dispose of the medication,
and notify any relatives, friends and relevant medical personnel of his or her change
of heart. It may happen, however, that after all reasonable efforts have been made,
the person seeking PAS shows neither signs of being sorry, nor the needed purpose
of amendment. In this painful situation, the penitent requires the priest to delay

3 Can. 987.
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absolution until a later time, while other efforts are made so that the penitent may
be properly disposed.®

If the penitent has decided to apply for PAS but has not yet begun the official
request process, the priest can give absolution, as long as the penitent is willing to
reverse his decision.

b. In the case of someone who has committed the sin of scandal by
encouraging a relative or friend to request PAS, the priest will confirm he or she is
contrite and has a firm purpose of amendment. Absolution can be granted to the
penitent, who may be invited to make proper satisfaction by praying for those he
has offended, and, if possible, talking to them and trying to convince them to
rescind their PAS request.

C. In the case of someone who has formally cooperated in the evil of PAS, the
priest will welcome him mercifully and help him understand the seriousness of his
sin and the greatness of God’s love. True contrition requires purpose of amendment,
which implies a resolution to stop participating in PAS and begin a path of healing
and reconciliation with the Lord. Possible means of satisfaction for those who have
participated in PAS could involve praying for those whom they have helped commit
suicide, seeking to heal wounds created in the family by their promotion of PAS,
performing acts of mortification, or offering acts of love (thereby seeking to foster
true compassion) for those whom they have affected, etc.

6 Cf. Can. 980.
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Part 6: Anointing of the Sick
Parishes are to provide a general catechesis on the anointing and pastoral care of the sick for the
benefit of all parishioners, and a more specific catechesis for those who are actually sick and for

their families.

5.6.1. Pastoral Care of the Sick

Rites of Anointing of the Sick and Viaticum as found in Pastoral Care of the Sick (PCS) are part
of the Church's pastoral care and ministry to the sick and dying. Through her ministers, the Church
expresses concern, compassion and hope to the sick and dying and is present to them through
visits, prayer and the celebration of the sacraments of Anointing, with distribution of Holy
Communion, including the celebration of Viaticum.

It is the serious responsibility of the pastor to ensure that the sick and aged be given every
opportunity to receive Holy Communion frequently. In bringing them the Holy Eucharist, the
Church manifests that special care and concern so frequently demonstrated by Christ in the
Gospels. The sick, above all, need to be nourished by the real presence of Christ in the Eucharist.
Besides assuring the sick that they remain vital members of the parish community, these visits
afford the priest or deacon the chance to explain the Christian significance of human suffering:
that through their suffering and their faith, the sick are united to Christ in His suffering. Through
prayer they can sanctify their suffering and draw strength in bearing it.

5.6.1.1. Ministry to the sick is important. Parishes are encouraged to:
a. Include prayers for the sick of the parish in the Prayer of the Faithful during
Mass.
b. Manifest the dismissal of the extraordinary ministers of Holy Communion
who at the conclusion of the Mass leave for their ministry among the sick and
homebound.

5.6.1.2. Hosts should be carried in a pyx or other appropriate vessel carried on one's

person and treated with the utmost reverence. The bearer of the Eucharist is to complete the visit
without interruption. Care should be taken that any unused hosts are returned immediately to the
tabernacle or consumed and not left in any other place.

5.6.1.3. Sick people unable to receive under the appearance of bread may receive
under the appearance of wine alone. Transporting the Precious Blood requires special care in an
appropriate container secure and worthy of this purpose.

5.6.14. Those who live with or care for the sick at home should be instructed to
make proper preparations for a reverent reception of the Eucharist, if possible. A table should be
prepared and covered with a suitable cloth upon which the Blessed Sacrament can be placed. Two
lighted candles and holy water should also be placed on the table together with a glass of water
and a spoon.
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5.6.2. Visits by Priests

When scheduling visits to the sick, the pastor should arrange that he or another priest visit all the
sick within the parish boundaries at least once a month to afford them the opportunity to receive
the sacrament of Penance and, if necessary, the sacrament of Anointing of the Sick.

Parishioners should be instructed to make their religious preference clear at the time of admission
to a hospital or long-term care facility and to inform their parish of their desire for pastoral care.

5.6.3. The Celebration of the Rite

In preparation for anointing a sick person, the priest must always provide an opportunity for
sacramental confession and absolution. In the case of grave sin, the reception of sacramental
absolution is a necessary prerequisite for receiving the sacrament of Anointing of the Sick.

5.64. Subjects of the Rite

Only those whose health is seriously impaired by sickness or old age or are facing serious surgery
are proper subjects for the sacrament. Parishes that hold regularly scheduled celebrations of
Anointing of the Sick should announce at each celebration the requisites to be a subject for the
sacrament so that the gravity of the sacrament is not diminished.

5.6.4.1. Ordinarily, those who are recovering from any form of chemical
dependency do not qualify as subjects for this sacrament nor do those who suffer from acute or
mental illness. The spiritual help and sacramental nourishment most appropriate to such persons
are: prayer, the sacrament of Penance, and frequent reception of the Holy Eucharist.

5.6.4.2. Those who once had the use of reason, but have subsequently lost their
mental faculties due to senility, unconsciousness, mental illness or some other reason should be
anointed (PCS, 11).

5.6.4.3. A baptized child is anointed if “he or she has sufficient use of reason to be
strengthened by the sacrament of anointing” (PCS, 50).

5.6.44. Certain pastoral concerns arise when the subject of the right is a person who
intends to end their life by means of Physician-Assisted Suicide (PAS):

a. “The anointing of the sick is not to be conferred upon those who persevere
obstinately in manifest grave sin.”” The request for PAS is a grave sin, which sets
the person in objective contradiction with Christ’s Paschal Mystery and with their
baptismal call to live and die with Christ. Therefore, the Anointing of the Sick and
the reception of Viaticum for a Catholic who has requested PAS should always be

7 Canon 1007.
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preceded by the reception of the Sacrament of Reconciliation (see 5.5.5.1.). When
there is a delay in granting absolution, this will also entail a delay of the Anointing
of the Sick and Viaticum.

b. In the case of someone who has not requested PAS but is considering this
possibility, and has not yet determined to do so, the Anointing of the Sick should
not be delayed, and the priest should encourage the person to make a Confession.
This will be an opportunity to help the person remember his baptismal call in Christ,
reject the temptation of PAS and the sin of despair, offer the fatherly
accompaniment of a priest, and invite him to contemplate the Passion of the Lord.

C. In the case of someone who has firmly determined to request PAS, but has
not yet done so, the priest is in a different situation. The request for the Anointing
will be a providential opportunity to engage this person with understanding and
encourage them to receive God’s mercy through Confession. As a true father and
physician, the priest will listen attentively and will make every effort to help this
person change his determination. If the person decides to reverse his or her decision,
the priest will be able to anoint him or her after Confession. Otherwise, the person’s
decision to pursue PAS will require the priest to delay the Anointing.

5.6.5 Pastoral Care of the Dying

The sacrament of Penance can be celebrated prior to the reception of Viaticum. Viaticum is distinct
from the sacrament of the Anointing of the Sick. It is the proper sacrament for a dying Christian;
anointing is the proper sacrament for a Christian who is seriously ill. However, the priest should
feel free to repeat the sacrament of Anointing of the Sick together with the reception of Viaticum,
especially if a long period of time has elapsed since the last anointing, and even more so if the
person is dying from a more recent or different illness.

5.6.5.1. In the case of persons in manifest serious sin who have fallen unconscious,
their repentance should not be presumed and thus their lack of disposition to receive the Sacrament
of Anointing of the Sick would persist.

Part 7: Matrimony
5.7.1. Time

Marriages celebrated during Mass on Saturday evening after 4:00 p.m. should use the Mass of
Sunday. If the Mass of Sunday is not celebrated, the Mass does fulfill the Sunday obligation.
Marriages during the seasons of Advent, Lent, and on days having a penitential character should
reflect the nature of these times and days especially with regard to the style of music and
decorations (Order of Celebrating Matrimony, 11).
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5.7.2. Place

The sacrament of Marriage is to be celebrated in the parish church of the bride or groom. Proper
canonical permission is needed for the sacrament to be celebrated elsewhere. The ecclesial
dimension of the sacrament is to be explained to the faithful and those elements that encourage its
awareness are to be employed.

5.7.3. Celebration of Matrimony within Mass

The celebration of the sacrament of Marriage manifests the mystery of the Church in its unity and
life-giving relationship between Christ and His Body.

5.7.3.1. The Liturgy of the Word is carried out in the same manner as at Sunday
Mass. The Book of the Gospels may be used. The lectors at the celebration of Marriage during
Mass are ordinarily to be practicing Catholics. “On exceptional occasions and for a just cause, the
bishop of the diocese may permit a member of another church or ecclesial community to take on
the task of reader” (Directory for Ecumenism, 133).

5.7.3.2. There may be three readings that are always from the Sacred Scriptures.

5.7.3.3. When the ritual Mass is not used, one of its scriptural readings may replace
the proper readings of the day. The exceptions to this option are Easter, Christmas, Epiphany,
Ascension, Pentecost, the Solemnity of the Body and Blood of Christ, and holy days of obligation.
The responsorial psalm is always a psalm.

5.7.3.4. Only the liturgical formulas for the consent provided in the Order of
Celebrating Matrimony are to be used by the couple during the celebration of the sacrament. The
bride and groom may memorize or have a copy of the text when the first or second formula for the
exchange of consent is used.

5.7.3.5. Everyone stands with the couple during the actual celebration of Matrimony
(OCM, 23). An arrangement should be used that best expresses both the couple as ministers of the
sacrament and the priest [or deacon] as the Church's witness, without obscuring the view of the
congregation.

5.7.3.6. With pastoral sensitivity to the presence of Catholics and non-Catholics,
instruction should be given beforehand about the guidelines for reception of Holy Communion.

5.7.4. Celebration of Matrimony without Mass

The celebration of Marriage outside Mass may be used for a baptized Catholic and a baptized
person who is not a Catholic (Ref: Order of Celebrating Matrimony, Chapter 1I, Order of
Celebrating Matrimony without Mass). The celebration of Marriage outside of Mass is also used
for a baptized Catholic and an unbaptized person, either a catechumen or a non-Christian (see
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Order of Celebrating Matrimony, Chapter 111, Order of Celebrating Matrimony between a Catholic
a Catechumen or a Non-Christian).

5.74.1. There is no Sign of Peace in the Rite of Marriage outside Mass.
5.74.2. If there is distribution of Holy Communion (except where it is not

distributed for the Matrimony between a Catholic and a Catechumen or Non- Christian), the
guidelines should be presented with care to the assembly.

5.7.5. Praver at the Marian Altar or Shrine

The practice of the bride and groom visiting the Marian altar or shrine at the conclusion of the
celebration should reflect sincere devotion to Mary, the Mother of the Lord. The Order of
Celebrating Matrimony makes no reference to this devotional practice; therefore, the celebrant
should work with the couple to find an appropriate time for this devotion that does not detract from
the liturgy.

5.7.6. Other Practices

The exchange of consent is the sacramental action of unity and its primary symbol. In general,
anything contrary to the Church' s faith in the sacrament of Marriage or of a private or personal
nature should not be introduced into the Order of Celebrating Matrimony itself. There are cultural
exceptions which are permitted in the OCM, such as the Blessing and Giving of the Coins and the
Blessing and Placing of the Lazo or the Veil, Crowning the Bride and Groom, etc., couples should
speak with the celebrant of the Marriage as to where their proper inclusion is in the liturgy.

5.7.7. Unity Candle

This is not a part of the Order of Celebrating Matrimony. The Archdiocese of Denver does not
allow a Unity Candle/Sand Ceremony as part of the Liturgy as it may appear to be a duplication
of the main liturgical symbols of the consent of the couple and exchange of rings. It would be
better done at the wedding reception before the dinner or festivities begin.

5.7.8. Sacred Music for the Rite of Marriage

Music at the celebration of the sacrament of Matrimony serves the words and actions of the rite to
more effectively express the faith celebrated in the liturgy. All music used in the celebration of the
sacrament must express the Catholic faith and be liturgically appropriate. Popular (aka Secular)
music is not permitted (cf. 5.4.6). Recorded music should not replace the song of the assembly,
the choir, the organist, or other instrumentalists. (See Exhibit XIX)
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In general, those who serve the parish as cantors or leaders of song, psalmists, instrumentalists,
members of the schola, and the choir should carry out these liturgical ministries for the celebration
of weddings. If the parish guidelines permit guest musicians, there should be an assurance that the
music played or sung is liturgically appropriate and of good musical quality. The guest musician
is expected to follow all the norms for sacred music.

5.7.9 Record of Marriage

The pastor is to note as soon as possible after the marriage in the parish register, the names of the
spouses, the person who assisted and the witnesses and the place and date of the celebration of the
marriage (canon 1121.1) The pastor also must make notation of Marriage in the baptismal register
if one or both of the parties was also baptized in the same church. Otherwise the pastor must inform
the pastor of the place of Baptism about the celebration of Marriage so that a notation is made in
the baptismal register.
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Part 8: Holy Orders

5.8.1. The Rite of Ordination

The Office of Liturgy is primarily responsible for the liturgical planning of any of the celebrations
of the Rite of Ordination in cooperation with the ordinand, other offices of the Archdiocese, and
superiors of religious institutes who request the Archbishop to celebrate an ordination of their
members. The rehearsal for the liturgy is under the direction of the Office of Liturgy.

5.8.2. Record of Ordination

After an ordination has taken place, the names of those ordained, the ordaining minister, place and
date of the ordination are to be noted in a special register to be kept carefully in the curia of the
place of ordination. All documents of individual ordinations are to be carefully preserved by the
Office of Clergy (canon 1053).

Part 9: Funeral Rites
59.1. General Guidelines
59.1.1. A Catholic who dies is to be given funeral rites according to the norms of

canon, liturgical, and particular law (cf. OCF 10). For funeral rites, catechumens are to be
considered members of the Christian faithful (OCF 18).

59.1.2. Children who die before Baptism may be given church funeral rites if their
parents intended to have them baptized (OCF 18).

5.9.13. Before a priest refuses Christian burial, he should consult with the Vicar for
Clergy.

59.14. Those charged with the care of souls should make every effort prior to the
time of death to educate the faithful in a Christian attitude of reverence for the dead and in correct
funeral procedures.

5.9.1.5. Parishes may conduct catechesis on Christian burial. In a sensitive manner,
pastors may suggest that willing parishioners plan their funeral rites as a way to assist family
members prepare for the parishioners’ deaths. These plans could be kept on file in the parish offices
and/or a copy given to a family member or friend.

5.9.1.6. Pastors are encouraged to catechize the faithful regarding the choice and
limitations of cremation in the Catholic Church (Ref: Chapter 5 - Cremation, 5.9.7.).

59.1.7. Upon the death of a loved one, families are asked to contact their parish as
soon as possible and before any arrangements are made with a mortuary for liturgical services. On
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initial contact with the bereaved family, a priest or other minister from the parish should arrange
to visit the family or meet with them to offer condolences in person, to pray with them (if this is
acceptable to them), to prepare, and plan with them for the rites of burial.

5.9.1.8. In accordance with canon law and when considering the possibility of

closing parish churches and/or alienating portions of parish property, columbaria are not permitted
to be constructed on church property (canon 1242).

5.9.2. Ceremonies before the Funeral Liturgy

It is strongly encouraged that the funeral rites be conducted in the presence of the body of the
deceased. This practice is most in accord with the sacred principles and rituals of the Christian
faith. Furthermore, the presence of the body can be helpful in facilitating the grief process by
offering the reality of presence (OCF 19).

5.9.2.1. The funeral rites for a Catholic are to be celebrated in his or her own parish
church. Another parish church may be chosen for the funeral after obtaining the permission of the
pastor of the church of celebration, making the necessary arrangements with him, and informing
the pastor of the deceased.

5.9.2.2. Although the vigil is the established principal rite before the funeral Mass,
other forms of prayer (e.g., the rosary) are allowed when pastoral circumstances suggest. Eulogies
in honor of the deceased are appropriately done at this time of prayer.

5.9.2.3. If a vigil is celebrated, the proper minister is a priest or deacon. A layperson
may lead a vigil when no priest or deacon is available, using the prescribed texts of the OCF
(OCF14). In funeral notices, appropriate wording is used to describe the liturgical services
scheduled for the deceased. The vigil service (as well as a rosary or other prayer service) should
not occur immediately before the funeral Mass (OCF 55).

5.9.3. The Funeral Liturgy

"The funeral liturgy is the central liturgical celebration of the Christian community for the
deceased" (OCF 128). Although the funeral Mass has traditionally been conducted in the morning,
the possibility of an afternoon or evening funeral liturgy should not be excluded. Because such
arrangements may result in additional expense, the family should be informed of this prior to
making a decision.

5.9.3.1. Only in uncommon circumstances, when in the judgment of the priest,
pastoral considerations strongly advise an exception to the norm, may a funeral Mass be celebrated
outside of a parish church. The funeral Mass is not normally celebrated in another place, e.g.,
mortuary chapel or funeral home.

59.3.2. Catholics who wish to have a funeral Mass are reminded to make certain
that their wishes are recorded with the parish or made known to a family member or friend.
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5.9.3.3. With the permission of the celebrant, one member or friend of the family
may deliver a brief eulogy, no more than five minutes in length, before the Final Commendation.
Criteria for the eulogy include the likelihood of maintaining composure at this emotional time, the
content cannot be offensive, racist, lewd or inappropriate, reminding the person giving the eulogy
that they are in a sacred place. The celebrant will request to review the content beforehand (OCF
170). It may be the case that the eulogy itself, or multiple eulogies, should be incorporated into the
vigil service.

5.9.3.4. If the family of the deceased requests a viewing of the body of the deceased
at the time of the funeral Mass, the viewing may be done before the Mass in the vestibule area of
the church but not in the area near the sanctuary. It is not appropriate to open the coffin at the
funeral Mass following the final commendation and farewell.

5.9.3.5. If the family of the deceased person insists on the opening of the coffin after

the funeral Mass, the Final Commendation and Farewell is not conducted in the church. Rather,
the Rite of Committal with Final Commendation would take place at the cemetery.

5.9.4. Funeral Liturgy Outside Mass

The funeral liturgy outside Mass is ordinarily celebrated in the parish church, but may also be
celebrated, in case of necessity, in the home of the deceased, a funeral home, or cemetery chapel.
The readings are to be chosen from those of the Lectionary for Mass, in the section "Masses for
the Dead." The celebration may also include Holy Communion (OCF 177-180).

5.9.4.1. The order for funeral liturgy outside Mass may be used:

a. When the funeral Mass is not permitted, namely, on holy days of obligation,
on Holy Thursday, during the Paschal Triduum, and on the Sundays of Advent,
Lent, and the Easter Season;

b. When in some places or in certain circumstances it is not possible to
celebrate the funeral Mass before the committal, for example, if a priest is not
available;

c. When for pastoral reasons the pastor and the family judge that the funeral
liturgy outside a Mass is a more suitable form of celebration (e.g., if family
members object to having the Mass and family dissension threatens).

5.9.4.2. If the funeral liturgy outside Mass is celebrated with a Communion Service,
it is recommended to be done in a church or Catholic chapel where there is the presence of the
Blessed Sacrament.

5.9.43. If a priest is available, it is appropriate that he offer a funeral Mass and does

not conduct a Communion Service, except in the instances noted above. A Communion Service
may not be celebrated during the Paschal Triduum.
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5.9.4.4. While the homily may properly include an expression of praise and
gratitude to God for the gift of a Christian life, it should be inspired by the Scripture readings of
the funeral liturgy. The homily should relate Christian death to the paschal mystery of Christ who
shed light on the enigma of suffering and death.

594.5. Music of a popular or secular nature is not appropriate to the Christian
liturgy. Music of this kind may be used in a family gathering or another situation, which includes
the vigil. Musicians and others trained in selecting appropriate music for the Christian liturgy are
the proper ones to consult with the family on music for the funeral liturgy. Recorded music is not
appropriate for funeral liturgies in the parish church.

5.9.5. The Rite of Committal

Catholic cemeteries are an integral part of the Church's beliefs and rites. Normally, Catholics
should be buried in the holy ground of their Catholic cemetery. Catholics may be buried in
cemeteries other than Catholic cemeteries if they have made a request to be buried with members
of their families or in a plot purchased when a Catholic cemetery was not reasonably available, or
for other good reasons.

5.9.5.1. When a Catholic is to be interred in a cemetery that is not Catholic, the
priest, deacon, or other funeral minister should conduct the services at the graveside. He should
bless the grave and follow the usual ritual for the burial of a Catholic.

5.9.5.2. If the gravesite is not accessible to the minister until after the burial, it is
encouraged that the minister return to bless the site. It is commendable that at least one family
member or friend accompanies him.

5.9.5.3. To symbolize the family unit in death, relatives who are not Catholic may
be buried in a Catholic cemetery with their family members. In occasions when a person who is
not Catholic is to be buried in a Catholic cemetery, the minister of the Church in which he or she
shared belief or communion may conduct the service.

5.9.5.4. The practice of accompanying the body to the cemetery should be continued
when possible. The importance of the cemetery liturgy lies mainly in the presence of the
community accompanying the body to its final resting place. The Final Commendation and
Farewell is preferably celebrated at the graveside, but may be celebrated at a cemetery chapel, or
in the church as circumstances may permit.

5.9.6. Funeral Directors

Pastors, their collaborators, and funeral directors are encouraged to maintain effective
communication. The family and parish priest or deacon plan on the time, place, and nature of the
funeral rites and communicate this to the funeral director. If a family contacts the funeral director
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before the parish, the funeral director is asked to contact the pastor or his delegate in whose parish
the funeral liturgy is to be conducted. Arrangements for liturgy or sacred music should be made
only after consultation with the parish that holds primary responsibility for planning the funeral.
(See Exhibit XIX)

5.9.7. Cremation

Cremation “does not enjoy the same value as burial of the body. The Church clearly prefers and
urges that the body of the deceased be present for the funeral rites, since the presence of the human
body better expresses the values which the Church affirms in those rites” (OCF, Appendix 2).
While the Church permits cremation, the cremated remains should always be treated with the same
respect as a body in a casket.

5.9.7.1. The funeral Mass is best celebrated with the body of the deceased present
before it is taken to the crematory. Extraordinary circumstances may prevent the presence of the
body for the funeral rites when cremation is the only reasonable option prior to the funeral.

5.9.7.2. The Archbishop authorizes the pastor to judge the individual circumstances
in which the cremated remains are present in the church during the funeral Mass (OCF 426).

5.9.7.3. Since the funeral pall is symbolic of the baptismal garment, none is used to
cover the cremated remains (OCF 434).

5.9.74. Care should be taken that the cremated remains of the deceased are accorded
proper respect through interment in blessed cemetery ground or in a mausoleum promptly. The
keeping of the cremated remains by a relative or friend does not show due reverence to the
deceased. Further, any scattering of the cremated remains, dividing of cremated remains among
family members, and/or making cremated remains into jewelry are not permitted, because of the
reverence due to the bodies and remains of the bodies of those who have been baptized and have
been temples of the Holy Spirit.

5.9.8. Ecumenical Situations

Occasionally a priest or deacon is asked to conduct the prayers at the vigil or funeral of a person
who is not a Catholic. The priest or deacon should see his role as one of gathering the friends and
relatives of the deceased person to lead them in prayer, and to bring them God's consolation in
their need. He should exemplify the concern of God and His Church for all. The priest or deacon
may lead the funeral service if this would not be contrary to the wishes of the deceased and if the
minister of the Church or ecclesial community in which the deceased person was a regular member
or communicant is unavailable (OCF 18).

If the family of a deceased Catholic wishes a non-Catholic (Christian or otherwise) to participate

in the funeral rites, the individual may do so during the vigil, although he or she may not lead the
vigil service. Such individuals may give a eulogy, according to the guidelines listed.
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5.9.9. Burial and Organ Donation

Mount Olivet Cemetery and St. Simeon Cemetery are Colorado nonprofit corporations (see
Chapter 12 — Roman Catholic Organizations, Entities and Benefit Plans/Funds). Inability to meet
the funeral costs should never be a deterrent to burial in a Catholic cemetery. In the face of financial
hardship and absence of sources of public or other funds, the pastor or administrator should contact
the Directors of Mount Olivet Cemetery or St. Simeon Cemetery.

5.909.1. Still-born babies and fetuses are buried without charge as a special ministry
to families experiencing such tragic losses.

5.9.9.2. If a fetus was baptized before death, such a child is to receive a Christian
burial. The decision and procedure for the burial of other fetuses and stillborn babies is left to the
parents and their pastor.

5.9.93. It is recommended that amputated limbs be buried in a blessed place.
Hospital personnel may dispose of amputated limbs in a manner they deem most suitable and
hygienic. Cremation is not excluded, but the preference of the person and family should be
carefully considered.

5.9.94. Catholic moral principles and values fully support the donation of bodily
organs to another person, the willing donation of body organs at death, or the donation of one's

body to science at death.

5.9.10. Christian Burial for those who use Physician-Assisted Suicide

Certain pastoral concerns arise when the deceased ended their life by means of Physician-Assisted
Suicide (PAS):

a. In the case of PAS, there are qualitative differences that place the person
requesting it in a worse situation than others who commit suicide by conventional
means. PAS is different from typical suicides because it involves the active
participation of society (medical professionals, family members, state employees,
etc.) and because it generates public scandal by leading others into sin.

b. It is necessary to differentiate between an isolated case of premeditated
suicide and the decision to use PAS. In the first case, Christian funerals should be
considered on a case-by-case basis but in the case of PAS funerals may not be held
because of the risk of scandal.

C. Those who use PAS may have their remains buried according to the Rite of
Committal. No other rite may be used, i.e., a vigil, funeral, or paraliturgical
celebration.
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d. Some days after the burial, the priest should encourage the family of the
deceased to have Masses offered for the repose of their loved one’s soul. In any
case, any kind of celebration of the decision of requesting PAS must be avoided.

e. The denial of a funeral is not a judgment on the salvation of the deceased,

rather it is a means of protecting against the scandal of a public sin that promotes
the culture of death and erodes our vision of every human life as a gift.

5.9.11 Record of Funeral

When the burial has been completed, a record is to be made in the register of deaths according to
the norms of particular law (canon 1182). The parish of baptism does not need to be notified of a
death.

Part 10: Other Acts of Divine Worship

5.10.1. Healing Services

Norms given to the universal Church by the Congregation for the Doctrine of the Faith and
confirmed by the Holy Father, include the following:

5.10.1.1. Liturgical and non-liturgical non-sacramental “healing services” require the
explicit permission of the Archbishop (Art. 4§3). Explicit permission is required for the
transmission by television or radio of healing services.

5.10.1.2. Liturgical services must be celebrated in accord with what is prescribed in
the liturgical book prepared for that purpose (Art 3 and 4§2).

5.10.1.3. To avoid confusion in the minds of the faithful, there should be no
resemblance of words or gestures between any prayer service of healing and the celebration of the
sacrament of the Anointing of the Sick.

5.10.1.4. Prayers of healing are not to be introduced into the celebration of the Mass,
the other sacraments, or the Liturgy of the Hours (Art 7§1). This does not apply to the insertion of
an appropriate intention that the sick be healed in the Prayer of the Faithful (Art 7 §2).

5.10.1.5. Prayer services to obtain healing conducted in a church or sacred place
should be led by a priest or deacon.

5.10.1.6. No one from outside the Archdiocese may conduct a healing service of any
kind within the Archdiocese without permission of the Archbishop.
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5.10.1.7. The oils that have been consecrated or blessed for use in the sacraments may
not be used outside of the sacramental celebration for which it is intended.

5.10.1.8. No oil of any kind is to be used by clergy or faithful during or prior to
services that are organized for healing.

5.10.2. Distribution of Ashes on Ash Wednesday

On Ash Wednesday when the blessing and distribution of ashes takes place outside Mass, the entire
Liturgy of the Word is to be celebrated. The blessing of ashes is reserved to a priest or deacon.
Extraordinary Ministers of Holy Communion may assist in their distribution if serious pastoral
advantage warrants. (See the Book of Blessings for the rite.)

5.10.3. Lay Preaching

When, in particular cases, he judges it to be to the spiritual advantage of the faithful and after
verification of the competency of the individual, the Archbishop can admit lay faithful to preach,
to offer spiritual conferences, or give instructions in churches, oratories or other sacred places. The
laity (including seminarians and diaconal candidates) may not preach in the time reserved for the
homily during Mass. The pastor or chaplain of a place must in writing request permission from the
Archbishop for an individual to preach before an invitation is extended to the layperson.

5.10.4. Quinceaiieras

Recognizing that quinceaieras are optimal moments of catechesis in the life of young people, their
families and friends, pastors are to choose the best preparation for quinceafieras in their parishes.
This may be done in collaboration with surrounding parishes.

A catechetical program is encouraged for the individuals involved. The celebration may be a
private celebration of one young woman or a collective celebration on a particular day each month.
It may or may not be associated with a Mass. Offering the sacrament of Penance may be included
as a preparation.

The following sentence should be added: “The proper ritual book to be used in the celebration of

quinceafieras is Bendicion al cumplir quince afios/Order for the Blessing on the Fifteenth Birthday
published by the USCCB.
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Part 11: Sacred Times and Places

In order that the integrity of the Sunday Mass be fostered in our parishes, the following general
norms are to be taken into account.

5.11.1. Sunday Mass Schedules

There should be an adequate provision of Masses so that the faithful can fulfill their Sunday
obligation. The number of Masses celebrated on Sunday and holy days should reflect the size and
nature of the stable and seasonal community that attend a particular location where Mass is
celebrated.

5.11.1.1. The notion of Sunday as the day of the celebration of the Resurrection of
the Lord must not be diminished. Sunday Masses are not to be celebrated until the time of Evening
Prayer on Saturday, which generally is understood to begin no earlier than 4:00 p.m. Each location
may schedule Saturday evening anticipated liturgies for the Sunday obligation.

5.11.1.2. A review of the schedule of Sunday liturgies should be done periodically.
Such reviews are recommended to include discussion on a deanery level. If a reduction of Masses
is considered, there must be an adequate explanation or catechesis to the parish regarding the
rationale for such schedule modifications, with an opportunity to receive input from parishioners
prior to finalizing a decision. Masses scheduled for Saturday evening and Sunday evening should
be planned and celebrated with the same quality and dignity as the other Sunday Masses.

5.11.1.3. Masses on Sundays and holy days of obligation require a homily and to the
extent possible, singing at the most significant moments as indicated in the GIRM.

5.11.1.4. A priest has an obligation of celebrating the proper Mass when he knows
the congregation is fulfilling their Sunday or holy day of obligation.

5.11.2. Daily Mass Schedule

Daily Masses should be scheduled according to the needs of the parish and surrounding
geographical area and in cooperation with the other parishes of a deanery so that the celebration
of parish Communion Services is kept to a minimum.

5.11.3. Liturgical Calendar

The celebration of the particular feasts and days of prayer in each liturgical year is governed by
the common liturgical calendar of the Archdiocese. Priests and others responsible for the planning
of liturgical celebrations are to observe the celebrations entered into the calendar.
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5.11.3.1. The Archbishop may give permission for a votive Mass for special
occasions when serious pastoral advantage warrants its use. The presbyterate will be made aware
of the permission (GIRM, 374).

5.11.3.2. Ritual Masses are related to the celebration of certain sacraments and
sacramentals. Please refer to the GIRM and the norms in the ritual books for when these Masses
may be celebrated.

5.11.3.3. Days of funeral Mass celebration are governed by the liturgical calendar.
5.11.3.4. Evening Masses on Christmas Eve are of the vigil until midnight.
5.11.3.5. Baptisms and Confirmations (except at the Easter vigil), marriages and

funeral Masses are prohibited during the Easter Triduum.

5.11.3.6. The Easter vigil, the central event of the liturgical year, is not to begin
before nightfall, that is, before complete darkness. This is considered “astronomical twilight.” The
Office of Liturgy will publicize this calculation of “complete darkness.” The Easter vigil must be
completed before sunrise. No other Mass of Easter may be celebrated before the Easter vigil has
been concluded (General Norms for the Liturgical Year & the Calendar, March 21,1969, #21).

5.11.4. Concerts in Churches

The document, Concerts in Churches, of the Congregation of Divine Worship and Discipline of
the Sacraments dated November 5, 1987, should be referenced and the norms that it contains are
to be followed when church buildings are considered for concerts within the Archdiocese.

5.11.4.1. Both in urban areas and in the countryside, the church remains the house of
God, and the sign of his dwelling among his people. It remains a sacred place, even when no
liturgical celebration is taking place (cf. Concerts 5).

5.11.4.2. Any performance of sacred music that takes place during a celebration
should be fully in accord with that celebration. Compositions that date from a period when the
active participation of the faithful was not emphasized as the source of the authentic Christian
spirit (SC n. 14, Pius X Tra le sollecitudini) are no longer to be considered suitable for inclusion
within liturgical celebrations (cf. Concerts 6). The limitation on certain musical works can be
overcome by arranging for their performance outside the context of liturgical celebration in a
concert of sacred music.

5.11.4.3. When the proposal is made that there should be a concert in a church, the
Archbishop is to grant the permission on an individual basis.

5.11.4.4. In order that the sacred character of a church be conserved in the matter of
concerts, the Archbishop specifies:
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a. Requests are to be made in writing in a timely manner, indicating the date
and time of the proposed concert, the proposed program with the works and the
names of the composers.

b. After having received the authorization of the Archbishop, the rectors and
parish priests of the churches should arrange details with the choir and orchestra so
that the requisite norms are observed.

C. Entrance to the church must be open to all and its sacred space respected
and tickets may not be sold. A suggested donation may be offered.

d. The performers and the audience must be dressed in a manner which is
fitting to the sacred character of the place.

€. The musicians and the singers should not be placed in the sanctuary. The
greatest respect is to be shown to the altar, the president’s chair and the ambo.

f. The Blessed Sacrament should be reserved in a side chapel or in another
safe and suitably adorned place (canon 938§ 4).

g. The concert should be presented or introduced not only with historical or
technical details, but also in a way that fosters a deeper understanding and an

interior participation on the part of the listeners.

h. Music selections must always be of the Christian tradition. Secular music is
not permitted.

Liturgical Guidelines for the Renovation and Building of Churches

As chief Liturgist of the Archdiocese, the Archbishop exercises a particular responsibility
regarding elements of the liturgy. A pastor, rector or chaplain is to request approbation of the
Archbishop whenever there is a proposal for a new church or a substantial renovation in an existing
church or chapel even if such proposals do not need to go through the PFRC. This communication
is the initial step in the planning process. A substantial renovation includes a new altar, tabernacle,
or other liturgical elements of the church (Ref: Chapter 8 — Building, Property and Construction
Project Guidelines).
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Part 12: Sacramental Records and Register

5.12.1. Sacramental Records and Permanent Files

The Archdiocesan Archives (the Archives) exist to gather, arrange, maintain, preserve and
safeguard written documents, photographs, and material culture which document the Church in
northern Colorado. The written documents pertain to the spiritual and temporal affairs of the
Archdiocese (canon 486).

5.12.1.1 The Archives holdings include Sacramental Registers for all closed parishes
within the Diocese. In addition, the Archives maintains a master index of Sacramental records
pertaining to baptism, confirmation, marriage and death for the years 1935 to present. Interested
parties may obtain personally or through proxy an authentic written copy or photocopy of
documents which by their nature are public and which pertain to their personal status within the
Church (canon 487). Also included in the Archives may be documents which attest to the blessing
or dedication of a church or cemetery, ordination records (canon 1053), historical materials relating
to the Archdiocese (canon 491§2) including papers from Bishops and Archbishops, copies of
property deeds and titles (canon 1284§2.9), copies of charter documents for pious foundations
(canon 1306§2) or civil corporate documents. The Archives also holds transcripts for all closed
diocesan high schools and some closed diocesan elementary schools.

5.12.1.2 The Archbishop is to assure that the acts and documents of the archives of
cathedral, parochial, collegiate and other churches and entities in his territory are also diligently
preserved and that inventories or catalogs are made in duplicate, one of which is to be preserved
in the archives of the church and the other in the Archdiocesan Archives (canon 491§1 and
1283§3). The Archbishop or his designee is to inspect these documents (canon 535§4). The
Archives of the churches should be secured in fireproof containers and materials from them should
not be destroyed without the written permission of the Chancellor or his designee.

5.12.1.3. Each parish shall maintain the parish register and permanent files containing
the official letters from the Archbishop to which all priests of the parish have access.

5.12.1.4 Each parish is to have parochial registers of baptism, marriage, death and
confirmation (canons 535, 877, 895, 1121 and 1182). Confirmations and those things which pertain
to the canonical status of the Christian faithful by reason of marriage, reception of sacred orders,
perpetual profession made in a religious institute, and enrollment or ascription in a church sui iuris
are noted in the baptismal register (canon 535§2). These Sacramental registers must be kept in a
secured manner preferably in a locked fireproof cabinet. Access to these registers should be kept
limited to pastors and key parish staff. Care should be taken that registers never be left unattended.
If for some reason the pastor is forced to leave his church due to a natural disaster or impending
crisis, the Sacramental registers must leave with the pastor and the Chancellor or his designee must
be notified immediately as to the whereabouts of the registers.

5.12.1.5 The pastor is to ensure that these registers are accurately inscribed and
carefully preserved. Since the registers are meant for permanent preservation, the bindings and
paper shall be of quality that is considered permanent, durable and acid free. An authentic copy of
the parochial registers is to be sent annually by January 31st to the Archdiocesan Archives. The
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diocesan archivist can provide each parish with the approved forms for submittal. The copy of the
register is to have the original signature of the pastor on each page and should be embossed with
the parish seal. The information should come directly from the parochial registers and not from
electronic databases. In the cases of electronic transmittal of these records, a letter certifying the
authenticity of these records by the pastor with the parish seal must be sent into the Archdiocesan
Archives with the records. This copy of the register provides a prudent safeguard against
destruction. The Archives supply documentary evidence for parochial registers that would
otherwise be irretrievably lost to destruction. As the parish registers become complete, they should
be sent into the Archives for microfilming or digitization as an added safeguard against destruction.

5.12.1.6. Occasions may arise where an error is discovered in the Sacramental
register books or an individual may undergo a legal name change. In these cases, before a change
may be made in the Sacramental register, the pastor must receive legal proof such as a State issued
birth certificate or identification showing the correct information. When that proof has been
presented, a copy of the proof must be made and kept either with the Register or in a separate file
and the correction may be made in the register by crossing out the error and in red ink adding the
corrected information. Any information changed in a Sacramental register must be initialed and
dated. White-out or total eradication is not permitted. Proper proof must be presented to the pastor
before a change is to be made to the Sacramental register. In the case of baptism of an already
adopted child, the Sacramental register must note the fact of adoption but not the names of the
natural parents. 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. In the case of adoption of an already baptized child, the Sacramental register
must be updated to reflect the fact of the adoption, after legal proof of such adoption has been
presented to the pastor. In such Sacramental registers, parentheses shall be placed around the
names of the natural parents; the name(s) of the adoptive parent(s) shall then be added; the child's
former surname shall also be parenthesized and the new surname added; and a notation shall be
made that the child was legally adopted. Baptismal certificates issued by the parish for these
individuals shall 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. The
name(s) of the sponsor(s) shall not be given, and no mention of the fact of adoption shall be made
on the baptismal certificate. Parish personnel having access to parish registers have an obligation
not to disclose to any person any information which would identify or reveal, directly or indirectly,
the fact that a person was adopted. When these changes have been made, the Archives office needs
to be notified in writing so that the Archive registers may be updated with the corrected
information.

5.12.1.7. Occasions may arise in which a sacrament was simply never recorded.
Sacraments can be recorded at a later date even if an initial entry does not exist. In these cases,
witnesses to the event can attest to this fact. Parents and godparents can attest to the baptism of an
infant. The individuals themselves and the sponsor(s) can attest to the event for a person old
enough to remember the event. Photographs of the event can provide supporting documentation to
the event, but are not in and of themselves proof. The pastor of the church where the Sacrament
was conferred should guide the witnesses through the creation, signature and notarization of an
affidavit. Sample affidavits for baptism and confirmation are available from the Archives Office.

182 of 506



July 1, 2023

Once the Sacrament has been duly recorded in the church’s registers, a copy should be sent to the
Archives Office immediately so that registers kept in that office may have the updated information.

5.12.1.8. Genealogists sometimes request sacramental records for family members.
It is recommended that church personnel distinguish between requests from individuals that need
sacramental records for their life in the Church and requests from individuals that seek sacramental
record information for genealogical purposes. It is the duty of the pastor to provide sacramental
certificates to individuals who need these records for their life in the Church. Requests for
genealogical research can be directed to the Archives office where a fee for such research is
charged.

5.12.1.9. Generally, sacramental records are considered private between the
individual and the Church. Individuals have a right to their own records and parents have a right
to the records for their minor children. However, the passage of time changes the sensitivity and
therefore privacy of records. Records that are one hundred or more years old are to be considered
available for public purview. Records that are less than one hundred years old are to be considered
confidential and not available for public purview regardless of whether the person is deceased or
alive. When issuing updated copies of sacramental records to individuals, care should be taken that
the person receiving the certificate is, in fact, the person on the record. It is appropriate to ask for
photo identification before releasing a baptismal or other sacramental certificate. If there is doubt
as to the intention or identity of the person requesting the record it is appropriate to deny release
of the certificate.

5.12.1.10. Access to the Archives will be by appointment only with the Archivist.
Prospective historical researchers and genealogists will need to fill out an “Application for Use of
the Archives” form before being granted an appointment. No general permission for unsupervised
examination or copies of archival materials will be given. Only the Archivist may search the
original records for the particular manuscript or information requested. Admission to the Archives
is at the discretion of the Archivist. The Archivist reserves the right to deny access to collections
under certain conditions, including but not limited to:

a. Condition of collection

b. Legal issues including canon caw, privacy and copyright
c. Irreplaceability of material

d. Unprocessed state of collection

€. Donor restrictions

f. Availability of material elsewhere

The Archivist will supervise the researcher at all times. Archival material will not be duplicated in
any form without written permission from either the Chancellor or one of the Vicars general.
Examination of personal Episcopal correspondence requires written permission from the
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Archbishop of Denver. The Archives may charge a fee for the Archivist to do extensive personal
or historical research for patrons unable to physically come to the Archives as well as a fee for any
permissible duplication of materials located in the Archives.

5.12.1.11. Sacramental records may be duplicated on secure computers with
no public access for ease of reference only with permission of the Archivist. A complete
handwritten record must be maintained in the registers and the registers themselves are never to
be destroyed or discarded. The handwritten registers are considered the original authentic copy of
sacramental records and it is from these that certificates (authentic copies) and reports must be
generated from. Certificates should have an official appearance and issued in a consistent format.
Parishes may obtain blank certificates from commercial vendors or may have them printed locally.
All certificates must bear the name and address of the parish, be issued with all relevant notations
and contain the parish seal. They are to be signed by the pastor or his delegate and must be either
typed, printed or handwritten in ink. If the certificate is issued for a person’s life in the church,
then no monetary charge is to be made. If the certificate is to be used for civil purposes or non-
ecclesiastical purposes, then a parish at its discretion could ask a reasonable fee for such documents
as long as it would not be considered a hardship on the individual requesting the document.
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Chapter 6: Office of the Judicial Vicar/Metropolitan Tribunal and Office
of Canonical Affairs; Office of the Episcopal Vicar for Marriage

Overview

This Chapter contains information regarding the nature and basic procedures of the Metropolitan
Tribunal, marriage procedures, and other canonical affairs.

Part 1 - contains the responsibilities of the Metropolitan Tribunal
Part 2 — contains the responsibilities of the Office of Canonical Affairs

Part 3 - contains the responsibilities of the Episcopal Vicar for marriage and a description of
permissions and dispensations

Part 1: Metropolitan Tribunal

As in any society, there is a need for an organization wherein rights and obligations can be vindicated,
clarified and judgment rendered in disputed areas, so the Church establishes such a forum within
ecclesial society. The Archbishop exercises his judicial power governance and Christian reconciliation
through the Tribunal and Panels established according to the norms of law.

6.1.1. Jurisdiction

The Metropolitan Tribunal of the Archdiocese is the Court of First Instance of the Archdiocese. It is
also the appellate Court for the Dioceses of Cheyenne, Wyoming; Pueblo, Colorado; and Colorado
Springs, Colorado. The Archdiocese of Philadelphia is the appeals court for the Archdiocese.

6.1.1.1. The Metropolitan Tribunal adjudicates all petitions placed before it
according to the norms of law for which it is competent. While the bulk of the work of the
Metropolitan Tribunal is involved in judging marriage cases, its scope is not limited to that area.

6.1.1.2 In order to file a petition for a marriage case, it is necessary to present to the
Metropolitan Tribunal a preliminary questionnaire which is typically completed with the assistance
of the petitioner's Advocate. The Tribunal forwards a questionnaire to the respondent and assists in
the instruction of the petition.

6.1.1.3 To present a petition regarding any matter other than a marriage case,
please contact the Metropolitan Tribunal for assistance.

6.1.2. Due Process

The Archdiocese has established a procedure for arbitration of ecclesiastical disputes and the norms
of this procedure may be obtained through the Metropolitan Tribunal.
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Part 2: Office of Canonical Affairs

The Office of Canonical Affairs under the direction of the office of the Judicial Vicar has been
established in the Archdiocese of Denver to assist with a variety of canonical matters.

6.2.1. The Office of Canonical Affairs advises and coordinates work with the Office of the
Vicar for Clergy on a variety of issues, including incardinations and excardinations, irregularities for
orders and their dispensation, laicizations and other issues related to the canonical status of clergy.

6.2.2. The Office of Canonical Affairs works on investigating and preparing Special Faculty
III cases wherein a cleric has left active ministry.

6.2.3. The Office of Canonical Affairs advises a variety of Archdiocesan departments and
entities in the Archdiocese of Denver regarding their canonical status and helps to draft canonical
statutes and decrees for the erection and suppression of juridic persons in the Archdiocese. It also
drafts agreements and other canonical documents pertaining to the relationship between entities in
the Archdiocese of Denver.

6.2.4. The Office of Canonical Affairs offers canonical opinions on a variety of special
situations in the Archdiocese. It may also be entrusted with preliminary investigations of certain
matters.

6.2.5. The Office of Canonical Affairs advises the local ordinary on a variety of canonical
topics and drafts various decrees, precepts, dispensations and other rescripts on behalf of the local
ordinary.

6.2.6. The Office of Canonical Affairs sends and receives correspondence with Rome on a
variety of canonical matters, including matters pertaining to hierarchical recourse, consultation with
the dicasteries of the Holy See, and petitions for favors to the dicasters and the Apostolic
Penitentiary.

Part 3: Office of the Episcopal Vicar for Marriage; Permissions and
Dispensations

6.3.1 Archdiocesan Marriage Procedure

A baptized Catholic man is expected to marry a baptized Catholic woman (canon 1124). Any
deviation from this requires a permission or dispensation, from the appropriate ecclesiastical
authority.

6.3.1.1. In the Archdiocese, the Episcopal Vicar for Marriage handles marriage
permissions and dispensations through the Metropolitan Tribunal and its staff. Therefore, all
applications for permissions and dispensations are to be sent to the Metropolitan Tribunal.

6.3.1.2. There is to be no date set for a wedding if one or both of the parties is/are not
canonically free to marry (Ref.: Chapter 3 -The Teaching Office).
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6.3.2. Procedure for Seeking Permissions and Dispensations

Applications are to be submitted once the priest/deacon who is to witness the marriage is certain of the
parties' freedom to marry and that nothing stands in the way of the licit and valid celebration of the
sacrament of marriage. The application for permission or dispensation is to be submitted at least three
months prior to the date of the marriage.

6.3.2.1. All permissions and dispensations are to be applied for at onetime.

6.3.2.2. Only under emergency circumstances is a permission or dispensation to be
sought over the telephone. In this situation, the priest/deacon seeking the grant must send the
necessary documentation without delay to the Metropolitan Tribunal. Since the validity of the
marriage may hinge on whether the permission or dispensation was granted, the permission or
dispensation must be properly recorded.

6.3.2.3. With all dispensations, there is to be a just and reasonable cause (canon 90)
for seeking the relaxation of ecclesiastical law, and many permissions also require a just and
reasonable cause. Whether a just and reasonable cause is present is the judgment of the authority
granting the permission or dispensation. The permission or dispensation is not to be presumed.

6.3.2.4. The determination of the just and reasonable cause may involve examination
of the pre-marital documents and the FOCCUS (i.e., Facilitating Open Couple Communication,
Understanding and Study) results. In practice, these preparatory instruments are automatically sought
when permissions from place and dispensations from canonical form are requested.

6.3.3. Types of Permissions

6.3.3.1. Among the marriage situations that require permission, the most
common are:
a. Mixed religion

b. Change of place

c. Marriage of a person who has natural obligations arising from a prior union
toward another party or toward children

6.3.3.2. In line with the tradition of the Church, marriage between a Catholic and a
baptized non-Catholic is "prohibited without the express permission of the local ordinary" (canon
1124). Permission may be granted only where there is 'just and reasonable cause" and where the
conditions outlined in canon 1125 are fulfilled.

6.3.3.3. These conditions include the Catholic party's promise to remove dangers of
defection from the faith, and to do all in his/her power to raise the children in the faith. When there is
no moral certainty in these areas, or in the other areas mentioned in canon 1125, the matter may have
to be referred to the appropriate Congregation in Rome.

6.3.3.4. The parish church is the pre-eminent location for the marriage of Catholics
and the celebration is expected to take place there. If a Catholic couple has an attachment to another
Catholic church or oratory that is not a parish church, e.g., Mother Cabrini Shrine or St. Catherine's
Chapel at Camp Saint Malo, permission to celebrate in a place not a parish church is required from
the Metropolitan Tribunal or pastor, if the church or oratory is within the pastor’s territory.
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Delegation may also need to be sought for the witnessing priest/deacon if he is outside his parish
territory.

6.3.3.5. For marriages between a baptized Catholic and a baptized non- Catholic, the
preferred place is the parish church of the Catholic party. For serious reasons, another sacred place,
e.g., a recognized church, but not a commercial wedding chapel, would be considered. A mixed
marriage between the baptized is a sacrament; therefore, there is a preference for a sacred place.

6.3.3.6. Permission is to be obtained from the Metropolitan Tribunal for a Mass to be
celebrated at the mixed marriage of the baptized.

6.3.3.7. For marriages between a baptized Catholic and a non-baptized person, the
parish church of the baptized Catholic is the preferred place. Failing this, the marriage may take
place in another suitable place. The other place must be suitable not in the matter of convenience, but
reflective of the sacredness of the state of marriage. No permission from place is required in this
circumstance, as long as it is within the parish territory of the witnessing priest/deacon, as this is
granted by canon 1118§3. If the proposed place is outside of the parish territory, permission must be
sought.

6.3.3.8. If the parties are marrying outside of their proper or personal parish (a parish
with no boundaries), they are to have their own pastor's permission to do so.

6.3.3.9. The witnessing priest or deacon must have the necessary delegation to
witness any marriage outside of his territorial jurisdiction; otherwise, the marriage is invalid.
Marriages are to be recorded in the territorial parish of the place where the marriage occurred, except
in the case of dispensation from canonical form.

6.3.3.10. Only those marriages are valid which are contracted in the presence of the
local ordinary or parish priest or of the priest or deacon delegated by either of them, who in the presence
of two witnesses, assists (canon 1108) in accord with the canons on marriage celebration.

6.3.3.11. If arequest for permission for change of place is received for a marriage taking
place outside of the Archdiocese, this permission must be granted by the ordinary of the place of
marriage. Particular caution is to be exercised because practice varies among dioceses regarding
consent to places other than a parish church for weddings. No permission may be presumed. The
request is processed through the Metropolitan Tribunal, which contacts the respective diocese in
which the wedding is to take place.

6.3.3.12. If a person is marrying and has natural obligations in justice to a third party
(either previous spouse or children), another marriage may seriously endanger that third party's right
to maintenance or support. The Church is concerned for those who may be hurt by any action she is
called to witness, namely, another marriage for a party with obligations. Permission must be sought
for such a marriage.

6.3.3.13. This permission is readily granted to those who are living up to their
commitments. For those who are not, any subsequent marriage is usually delayed until an equitable

solution is reached.

6.3.3.14. For other situations requiring the ordinary's permission, please refer to canons
1071 and 1102 and contact the Metropolitan Tribunal.
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6.3.4. Types of Dispensations

Marriage between a baptized Catholic and a non-baptized person is invalid unless the necessary
dispensation has been granted. The conditions for the grant are contained in canons 1125 and 1126.

6.3.4.1. The canonical form of marriage binds baptized Catholics. If a Catholic
attempts marriage without fulfilling the form to which he/she is bound, then that marriage is invalid
unless a dispensation from form has been granted. The dispensation from canonical form may be
granted in a circumstance of mixed religion or disparity of cult. The normal conditions for mixed
religion permissions/dispensations must be present as well as grave difficulties in the way of
observing the canonical form (canon 1127§2).

6.3.4.2. When a dispensation from canonical form has been granted, the Catholic

priest/deacon, if present at the ceremony, must not give or accept the vows. The parish of preparation
ofthe couple maintains the marriage documents and records the marriage in its marriage register.

6.3.5 Marriages Taking Place Outside of the Archdiocese

When preparing a couple for a marriage which is to take place outside of the Archdiocese, it is
necessary to be attentive to the fact that certain dispensations cannot be granted without the permission
of the ordinary of the place of the marriage (cf. 6.3.3.11). These grants cannot be presumed, as dioceses
vary in what will be permitted or dispensed.

6.3.5.1. It is the norm for all marriages taking place outside of the Archdiocese that
the completed pre-nuptial file, including the prenuptial inquiry (the MA & MB forms), certificates of
completion (NFP, classes, etc.), current sacramental certificates and the dispensations or permissions
granted be forwarded to the Metropolitan Tribunal (1300 South Steele Street, Denver, CO 80210).
The Metropolitan Tribunal transmits to the diocese in question. The name of the person officiating
and the address of the place where the marriage is to take place are to accompany these documents.
This action is to be completed no later than one month before the date of the ceremony and much
earlier where there are unusual circumstances, or the marriage is taking place in another country.

6.3.5.2. Some permissions or dispensations must be granted by the local ordinary of
the place where the marriage is to be celebrated.
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Chapter 7: Finance, Administration and Planning — Archdiocese of
Denver and the Ecclesiastical Organizations (Excluding Parishes)

Overview

The Archbishop has the right and duty to watch over and oversee the patrimony of the Church. To
assist the Archbishop, canon law provides for the establishment of diocesan finance councils, the
preparation of diocesan budgets, and specific responsibilities of the diocesan finance officer (the
CFO as defined below) (canons 492-494) (Ref: Chapter 1 Diocesan and Parochial Organization).
Canons 1276-1278 discuss the responsibilities of diocesan bishops with regard to the
administration of goods, consultation with the finance council and college of consultors and
delegation of responsibilities to the finance officer. Canon 1284 enumerates specific duties of
administrators of ecclesiastical goods. The USCCB provided additional guidance entitled
Diocesan Internal Controls. This text begins by explaining that “all administrators are to perform
their duties with the diligence of a ‘good householder’ consistent with canon 1284.”

Finally, the USCCB document states, “The finance council of a diocese should have a significant
role in the internal control function of a diocese and in providing direction, guidance, and oversight
to the bishop. In addition to its advisory capacity, the finance council has specific right and duties
under canon law.”

Purpose

This Chapter provides an overview of the business practices for the Archdiocesan Corporation and
the Ecclesiastical Organizations. This chapter does not provide instruction to parishes within the
territory of the Archdiocese unless specifically mentioned or referenced. Rather, reference should
be made to Chapter 10 for an overview of parish business practices.

This chapter is organized as follows:

Part 1 — describes the financial and business policies of the Archdiocese, and those
Ecclesiastical Organizations for which accounting services are provided by the Office of
FAP.

Part 2 — describes General Business Practices for the Archdiocesan Corporation and the
Ecclesiastical Organizations.

Employees of Archdiocesan offices and the Ecclesiastical Organizations shall observe the
applicable civil and canon laws, the particular law of the Archdiocese, and instructions
promulgated by the Archbishop pertaining to the administration of the Archdiocesan
Corporation and the Ecclesiastical Organizations.
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Part I: Financial and Business Policies of the Archdiocesan Corporation

7.1.1. Temporal Goods of the Archdiocese

The Archdiocesan Corporation has the right to acquire, retain, administer, and alienate temporal
goods in pursuit of its proper objectives (canon 1254§1). Temporal goods are the assets and
property held in common stewardship for the benefit of the Church in furtherance of its earthly
ministry.

7.1.1.1. The Archdiocesan Corporation adheres to the concept that proper
stewardship of temporal goods requires reporting the financial activity of the Archdiocesan
Corporation to the members of the Church. Administrators must maintain adequate financial
records as of the end of the fiscal year (canon 1284§2). These accounts are to be submitted to the
Archbishop or his designee.

7.1.2. Chief Financial Officer

The Archbishop appoints the Chief Financial Officer (CFO) of the Archdiocese after consultation
with the AFC and College of Consultors. It is the obligation of the CFO to administer the goods
of the Archdiocese in accordance with canon law, the applicable civil law, and with Archdiocesan
particular law, including the contents of this Pastoral Handbook. The Office of CFO has the
administrative authority of the Archbishop in all matters of finance, business operations and
administration, except such authority as is reserved to the Archbishop by canon law, by the
particular law of the Archdiocese, by decree, and/or by instruction promulgated by the Archbishop
(see Chapter 1 — Diocesan and Parochial Organization).

7.1.2.1. Responsibilities of the CFO are described generally in canon 1284 and are
likened to a “good householder.” Proper stewardship requires that the CFO be highly competent
in business matters, display impeccable integrity, and be committed to excellence.

7.1.2.2. The CFO acts validly under canon law if actions taken are within the limits
of ordinary administration (canon 1281) or if actions taken are per the Guidelines of Authority,
7.1.4. Acts of extraordinary administration that are beyond those promulgated in particular norms
by the USCCB are to be established by the Archbishop after consultation with the AFC.

7.1.2.3. Given the importance of the office of CFO and to ensure the successful
candidate is qualified, the Archdiocesan Corporation must not only check CFO candidate
references, but must perform a national background check (including credit history) and engage
such other screening procedures as deemed prudent and as are required by the Code of Conduct,
Exhibit IV.

7.1.3. Office for Finance, Administration, and Planning

The Office of Finance, Administration, and Planning (Office of FAP) exists to assist the CFO with
the CFO’s stewardship responsibilities in administration and finance.
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The Office of FAP provides business and administrative services to the Archdiocese and certain
Ecclesiastical Organizations in the following areas: fiscal management, treasury, banking,
investments, budgeting, financial planning, secular legal matters, human resources, benefits
administration, information systems, facilities management, real estate, parish finance, internal
audit, insurance and risk management, and construction.

As currently structured, the majority of the Office of FAP’s responsibilities are sourced to offices
and staff of the Archdiocese of Denver Management Company (Management Corp).

The same candidate screening procedures applicable to the position of CFO are applicable to other
positions within the FAP, as deemed prudent.

7.1.3.1. In consultation with the COO or Moderator of the Curia, as applicable, the
CFO oversees the Office of FAP. The CFO may also be appointed by the Management Corp to
serve as either the President or Treasurer of the Management Corp.

7.1.3.2. Under the guidance of the CFO, with input and assistance from the COO,
both the Management Corp. and the Office of FAP work closely with the AFC in reviewing and
advising the Archbishop on annual budgets for the Archdiocesan Corporation and the
Ecclesiastical Organizations, on quarterly and annual financial reports, and on preparing other
financial information to be periodically submitted to the Archbishop throughout the year as part of
the Archbishop’s oversight responsibilities. Such requests and information are used to advise the
Archbishop on important acts of fiscal administration and on general financial or business matters.

7.1.3.3. The objectives of the Office of FAP and the Management Corp. are
primarily to ensure the provision of the resources necessary for divine worship, to ensure effective
clergy support, for the carrying out of apostolic and charitable works (especially for the needy
(canon 1254§2)), and to deliver assistance to the Archbishop and his designee in the fulfillment of
their responsibilities to provide canonical oversight of public juridic persons within the territory
of the Archdiocese.
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7.14 Guidelines of Authority

Employees of the Archdiocese and the Ecclesiastical Organizations do not have authority to
approve and commit the expenditure of funds of their respective employer unless such authority
is properly granted to them by their employer. The scope of such authority is addressed in either
this Pastoral Handbook, or in each entity’s governing documents, as applicable.

The Archdiocese and the Ecclesiastical Organizations are to implement internal control procedures
and other appropriate safeguards to prevent misuse / negligent use of funds and to ensure that
financial and other resources are maximized in support of the mission of the Church. The
Archdiocesan Corporation and the Ecclesiastical Organizations therefore maintain the
mechanisms set forth in this section to provide each level of its respective management with a
corresponding level of authority. While the approved budgets of the Archdiocese Corporation and
the Ecclesiastical Organizations provide control over revenues and expenditures for each entity,
or over a cost center within such entity, the following provides additional means for the
safeguarding of Archdiocesan Corporation and the Ecclesiastical Organization assets.

7.1.4.1 The authority granted an employee, be it approval authority or commitment
authority, is limited to the business that is normal to his / her respective area of duties. If another
Ecclesiastical Organization or Archdiocesan department is to be charged a fee, then approval must
also be obtained by an employee in that Ecclesiastical Organization or department, as applicable,
and per the actual approval and commitment authority as described below, within the specific
limitations of Exhibit V.

7.1.4.2. For purposes of this chapter, there are two types of authority: Approval
Authority and Commitment Authority.

Approval Authority is the authority to: (i) authorize the purchase of goods or services; (ii) approve
bills and invoices for purchases of goods and services; (iii) approve salary actions; and/or to (iv)
authorize the execution of non-monetary agreements. Approval Authority does not include the
authority to commit the Archdiocese or an Ecclesiastical Organization contractually, nor to engage
in any action, oral or written, that could reasonably be interpreted to be such a commitment.

Commitment Authority is the authority to: (i) sign a contract, (ii) issue a proposal or purchase
order, or to (iii) take any other act that creates a binding contractual obligation of the Archdiocese
or an Ecclesiastical Organization to another party.

7.1.4.3. Approval Authority

a. Operating and Capital Expenditures — Approval authority for specific
categories is set forth in Exhibit V. Shown are the maximum approval amounts for
specific positions.

b. Requests for salary increases and for the hiring of new employees for the

Archdiocesan Corporation are to be submitted to the CFO for preliminary approval,
with final approval to be obtained either from the Archbishop, or from the COO or
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Moderator of the Curia, all as deemed appropriate in any given situation. For the
Ecclesiastical Organizations, approval authority is determined by the entity’s
respective governing documents and procedures, though reference to Exhibit V is
encouraged.

c. Approval Authority for capital campaigns, for fundraising proposals, or for
new business formation relating to a new mission or other religious need within the
Archdiocesan Corporation shall be discussed as set forth in Exhibit V. Such
proposals shall be submitted for approval to the CFO, with final approval either
from the Archbishop, or from the COO or Moderator of the Curia. As for the
Ecclesiastical Organizations, approval shall be as determined by the entity’s
respective governing document and procedures.

d. Approval authority for the alienation of temporal goods (e.g., the sale of
real property) is set forth in Exhibit V and is further described in Chapter 8.

e. Any new facility construction to be completed by the Archdiocesan
Corporation or a related Ecclesiastical Organization shall be submitted to the
Archbishop for initial permission, and then to the PFRC sub-committee of the AFC
for review pursuant to the guidelines set forth in Chapter 8.

f. The Archbishop, either the COO or Vicar General, and/or the CFO must
approve any lease, sale, or purchase of real estate, depending on the monetary
thresholds.

g. The net present value of a capitalized lease must be calculated using the
Archdiocese’s marginal cost of debt, as determined by the Director of Accounting.
This total is considered a capital expenditure for Delegation of Approval Authority
purposes and requires the approval either of the COO or Moderator of the Curia, or
of the CFO.

h. Any non-monetary agreement (i.e., settlement of litigation, granting of right
of way, leases, easements, etc.) with the Archdiocesan Corporation or with an
Ecclesiastical Organization requires the approval of the Archbishop, COO or
Moderator of the Curia or the CFO.
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7.1.4.4. Commitment Authority

a. Commitment Authority for the Archdiocesan Corporation and an
Ecclesiastical Organization is reserved solely for the Archbishop, the Auxiliary
Bishop, the COO or Moderator of the Curia, the CFO and/or for the duly authorized
personnel of the Ecclesiastical Organizations.

For commitments that extend beyond one year and are greater than the amounts set
forth in Exhibit V Section II-j, the Archdiocesan Corporation and Ecclesiastical
Organizations shall submit to the Office of FAP all commitment documents.
Submission for review is to occur prior to signature by the COO or Vicar General,
or the CFO, as applicable. Upon full execution, such documentation shall be
maintained per applicable document retention guidelines in the Archdiocesan
Corporation or Ecclesiastical Organization records. Except as stated in, b., below,
the Office of FAP is responsible for implementing procedures to ensure that
original commitment documents are retained and secured and available for FAP
review as needed, though ultimately all finalized agreements / contracts must be
shared with the Legal Department for storage consistent with the applicable
document retention period.

b. Those Ecclesiastical Organizations that have procedures to ensure
appropriate commitment authorization, and/or do not use the accounting services
of the Office of FAP, are not required to submit such documents to the Office of
FAP.

C. Commitment documents include contracts to supply or perform services,
contracts to purchase goods, services, real estate, leases, memoranda of
understanding, any amendment to a commitment document, and all other
documents which serve to legally bind the Archdiocesan Corporation and the
Ecclesiastical Organizations.

7.1.4.5. Limitations are as follows:

a. The guidelines set forth by the Archbishop from time to time will be the
maximums allowable for each category and shall be utilized on any matter.

b. Any action that has the result of circumventing the intent of this policy or
the Archbishop’s delegation is strictly prohibited. For example, approval to
purchase single items (i.e., computers, printers, fax machines, copiers) as part of a
larger plan which, in aggregate, exceeds the amount set forth in Exhibit V Section
II-k, or reflects solely monthly maintenance amounts, within the delegate’s
authority, is not valid.

c. In general, an employee exercising approval authority for a transaction
cannot be the one who exercises commitment authority for that transaction. In
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particular, an employee approving the purchase request is not permitted to sign the
purchase order or contract.

d. An employee cannot approve payments to or for the benefit of
himself/herself or a family member. Approval must be obtained from his/her
supervisor. The Director of Accounting, the CFO, and/or the COO or Moderator of
the Curia, must approve any amount over the supervisor’s Approval Authority (Ref:
Chapter 1 — Diocesan and Parochial Organization - Conflicts of Interest).

€. All payment requests must have the appropriate level of approval and

supporting documentation prior to submission to the Accounting Department of the
Office of FAP.

7.1.4.6. In general, if the individual in an Authorized Approval position is not
available, then the CFO, or the COO or Moderator of the Curia, is responsible for any necessary
approvals. In an emergency wherein expenditure approval is urgently necessary, the Accounting
department of the Office of FAP will refer the matter to the Archbishop, the Chancellor or the
Director of Accounting.

7.1.4.7. Budget Overruns of the Archdiocesan Corporation and Ecclesiastical
Organizations

With respect to any capital or operating expenditure that will result in a significant overrun
(those greater than the amount set forth in Exhibit V Section II-k) shall be submitted for
consideration and approval within the Archdiocesan Corporation by the CFO, or by the COO or
the Moderator of the Curia, or if within an Ecclesiastical Organization, per the entity’s internal
process.

196 of 506



July 1, 2023

7.1.5. Conflicts of Interest

When signing / countersigning for purchases and authorizations, or when engaging consultants or
advisors to assist the Archdiocesan Corporation or an Ecclesiastical Organization, all employees
are expected to avoid even the appearance of impropriety. All employees are further expected to
never engage in self-dealing, and to timely disclose a potential conflict of interest in contracts,
requisitions, and disbursements of funds so as to facilitate assessment of whether a conflict-of-
interest review process should proceed. While the annual submission of a formal written disclosure
of conflicts of interest is required by Directors and members of senior management, all personnel
are to follow the intention of the guidelines in Chapter 1 — Diocesan and Parochial Organization
with self-disclosure of potential conflicts to their supervisor and annual disclosure through the
completion of the Conflict of Interest Statement — See Exhibit 1.

7.1.6. Professional Conduct

Employees are expected to perform their duties and otherwise act in such a fashion as to represent
the Archdiocesan Corporation or an Ecclesiastical Organization in a professional and courteous
manner. This is a continuing obligation and should govern employee behavior in dealing with other
organizations and engaging in outside activities.

7.1.6.1. High standards of ethical behavior in the workplace serve the Archdiocesan
Corporation and the Ecclesiastical Organizations and those whom they in turn serve. The ability
to provide professional, open, and sincere interaction with each other depends upon each person’s
conduct. Each employee is responsible to enhance and maintain the ethical standards in all
decision-making and discussions. As a result, each employee is to be:

a. Accurate in communication, never misrepresenting facts nor shading the
truth.
b. Honest in promising what is feasible and dependable in following through

on these commitments.

c. Willing to share information with those who have a need to know and
ensuring that the communication takes place.

d. Able to submit concerns regarding questionable accounting or business
practices by employees, committee members and/or officers of the Archdiocesan
Corporation and the Ecclesiastical Organizations.

7.1.6.2. The rights of good reputation and of privacy exist for individuals employed
by the Archdiocesan Corporation and the Ecclesiastical Organizations, those with whom
employees interact, and for the Archdiocese and the Ecclesiastical Organizations themselves.
Employees are encouraged to consider the right of good reputation in all communications and to
avoid any comments or criticisms that could damage the reputation of others.

197 of 506



July 1, 2023

7.1.6.3. Except as necessary to administer the conflicts of interest program, any
person having access to a disclosure made pursuant to the operations and business matters of the
Archdiocesan Corporation and the Ecclesiastical Organizations shall maintain the confidentiality
of such disclosure. Failure to maintain professional confidentiality, especially in violation of the
rights of good reputation and of privacy, is considered in evaluating job performance and retention.

7.1.6.4. All employees should be mindful of the importance of the fair and respectful
treatment of persons without regard to race, color, sex, age, disability, religion, marital status,
national origin or any other protected characteristic. Employees should therefore refrain from
public speech or action that is contrary to the courteous treatment of all persons.

7.1.6.5. In the event any employee of the Archdiocesan Corporation or of an
Ecclesiastical Organization, or any member of the AFC or its subcommittees, receives a report
from someone suggesting suspicion or evidence of fraud, theft or misuse of funds or property, they
must report the incident to one of the following — the Archbishop, the COO or Moderator of the
Curia, the Chairperson of the AFC, or to either the CEO or the Chairperson of the Board of the
Ecclesiastical Organization in question.

a. This policy is intended to encourage and enable the AFC and its sub-
committee members, board members of the Ecclesiastical Organizations, volunteers and/or
employees of the Archdiocesan Corporation and the Ecclesiastical Organizations to raise concerns
which may require internal investigation and appropriate action. With this goal in mind, no AFC
or sub-committee member, volunteer or employee who reports a concern in good faith shall be
subject to retaliation or, in the case of an employee, adverse employment consequences. Moreover,
a volunteer or employee who retaliates against someone who reported a concern in good faith is
subject to discipline up to and including dismissal from their position.

b. Handling of Reported Violations — The Archbishop, in consultation with the
appropriate advisors, shall address all reported concerns. The Archbishop, or the appropriate
advisor to the Archbishop, (e.g., Chair of the AFC, COO or Moderator of the Curia, CFO or
Chancellor) will notify the sender and acknowledge receipt of the concern as soon as reasonably
possible, and preferably within five (5) business days.

All reports will be promptly investigated. If warranted by the findings from an internal
investigation, appropriate corrective action will be recommended to the Archbishop and the AFC.
In addition, action taken must include a conclusion and/or follow-up with the complainant for
complete closure of the concern.

If warranted, the Accounting and Audit Committee of the AFC has the authority to retain outside
advisors or any other resource deemed necessary to conduct a full and complete external
investigation of all allegations.

c. Acting in Good Faith — Anyone reporting a concern must act in good faith
and have reasonable grounds for believing the information disclosed indicates an improper
accounting or business practice. The act of making allegations that prove to be unsubstantiated,
and that prove to have been made maliciously, recklessly or with the foreknowledge that the
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allegations are false, will be viewed as a serious disciplinary offense and may result in discipline,
up to and including dismissal from their position.

7.1.7. Email and Phone Communications

The email and phone systems are provided to Archdiocesan and Ecclesiastical Organization
employees to assist in promoting and advancing the mission of the Church. Mobile phones are
provided to select directors and employees who need this form of communication in their
respective roles. The right to retrieve the contents, including emails, phone history, and voicemails
for legitimate reasons, is reserved to the employer (e.g., to retrieve lost messages, to comply with
investigations of wrongful acts, to recover from systems failure, or to periodically monitor the
systems to ensure that system policies are followed). Personal use of email, voicemail or mobile
phones by employees is permitted, but use cannot interfere or conflict with business use. Personal
use should be kept to a minimum.

7.1.7.2. The personnel of the various Ecclesiastical Organizations located on the
campus of the Saint John Paul II Center for the New Evangelization, of the Colorado Catholic
Conference, of the Mount Olivet Cemetery, of the Saint Simeon Cemetery, of the Archdiocese of
Denver Mortuary, of the Seminary Parish Houses, and of Centro San Juan Diego, are permitted to
use the email system and network resources.

7.1.7.3. Prohibited Uses of email and phone communications include:
a. Using such communications for personal monetary gain or for commercial

purposes that are not directly related to the Archdiocesan Corporation or
Ecclesiastical Organizations.

b. Sending copies of documents, including the work of others, in violation of
copyright laws.

c. Purposefully opening harmful email or attempting to breach any
communication security measures.

d. Using such communications to harass or intimidate others or to interfere

with the ability of others to conduct Archdiocesan or Ecclesiastical
Organization business.

e. Using such communications for any purpose restricted or prohibited by laws
or regulations.

f. Constructing such a communication so that it appears to be from someone
else with the intent to harm.

g. Sending or receiving obscene, profane or offensive material. This includes

accessing “adult” material. Strictly prohibited are wuses of the
communication system that would or could jeopardize the work, morale,
public image or mission of the Archdiocesan Corporation or Ecclesiastical
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Organization. Also, messages, jokes, or forms that violate the harassment
policy or create an intimidating or hostile work environment are prohibited.

h. Creating or forwarding “chain letters” or “pyramid schemes” of any type is
prohibited.
1. Sending anything pertaining to the good reputation of individuals and all

matters that could be perceived as slanderous or injurious to individuals,
departments, and ecclesial and non-ecclesial institutions.

7.1.7.4. Any email coming to an employee’s attention that was not directed to that
employee should be immediately returned to sender, notifying the sender that the message was
inadvertently sent. Under no circumstance should the message not intended for an employee be
“interrupted” or forwarded to anyone else.

7.1.7.5. Appropriate disciplinary action will be taken against individuals found to
have engaged in prohibited use of the electronic mail resources, including evaluating job
performance and retention.

7.1.7.6. If there is known or suspected prohibited use of the -electronic
communication system, employees are to follow the standard of reporting as is utilized pursuant
to the harassment policy.

7.1.7.7. The Information Technology department of the Office of FAP is responsible
for ensuring the secure and efficient use of systems according to this policy. Employees are asked
to comply with changes to the email and phone security procedures as they are implemented. In
the case where an employee has not followed the stated policy, he/she (and possibly their manager)
will be notified and required to comply.
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7.1.8. Ownership and Management of Records

7.1.8.1. Ownership of Records- All Records and Information (see Exhibit III for
definition of this and other terms) created, received, used, maintained, or preserved by the
employees of the Archdiocesan Corporation, the parishes of northern Colorado and by the
Ecclesiastical Organizations (as applicable), for the benefit or on behalf of these institutions during
the course of their employment, is the property of said entities.

7.1.8.2. Management of Records — No Recorded Information shall be removed,
destroyed, physically transferred, stored, transferred into another media type, or otherwise
disposed of except in strict compliance with the Records and Information Management (RIM)
policy and Records Retention Schedule — see Exhibit III- and the Current Records Retention
Schedule. Any questions or comments regarding this policy should be directed to the Archivist
and Records Manager or the Office of the Chancellor. Note that Recorded Information that is not
subject to a retention schedule (such as routine phone messages, transmittal cover sheets and
superseded drafts) are termed Non-Records and thus by definition are not included in the Records
Retention Schedule of Exhibit II1.

7.1.8.3. Compliance with Civil and Canon Law — The Archdiocesan Corporation
and the Ecclesiastical Organizations must be in compliance with the mandates of canon and civil
law regarding their respective maintenance and retention of Records. Employees of these entities
are to follow all applicable civil laws insofar as they are not contrary to divine law and unless
provided otherwise in canon law (canon 22); protect all documents with the greatest care; and,
erect and maintain safe places for Records intended for archives and for general record storage
(canon 486).
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7.1.9. Computer Hardware and Software

The Information Technology department of the Office of FAP (IT) is responsible for the purchase,
installation, maintenance, and upgrades of all computer hardware and software for the
Archdiocesan Corporation, the Ecclesiastical Organizations located at the Saint John Paul II Center
for the New Evangelization, the Colorado Catholic Conference, Mount Olivet Cemetery, Saint
Simeon Cemetery, Mount Olivet Mortuary, Seminary Parish Houses, and Centro San Juan Diego.
To ensure proper computer support and ensure compliance with various software licensing
agreements, IT requires that all employees of the Archdiocesan Corporation and the Ecclesiastical
Organizations observe the following policies:

7.1.9.1. For inventory, security, and insurance reasons, all IT assets at Archdiocesan
Corporation or Ecclesiastical Organization offices that are used for work purposes must belong to
one of the above entities. Personal computer hardware or software should not be used for work
purposes.

7.1.9.2. Software installed on employee computers must be the property of the
Archdiocesan Corporation or the Ecclesiastical Organization. Employees are not permitted to

install personal software programs on their computers without the approval of the IT department.

7.1.9.5. Removal of technology from the Archdiocesan Corporation’s or the
Ecclesiastical Organizations’ facilities must receive approval from IT staff.

7.1.10. Information Systems Data

The Information Technology team will provide a secure and reliable network environment that
will allow access to online data systems.

7.1.10.1. The following are a minimum of what is recommended to protect the critical
Information Systems assets:

a. Physical Security — It is recommended that computers are located in a dust-
free setting, placed in an area free from water exposure, and utilize proper electrical
surge protection. The file servers should be placed in a room that has limited access.

b. Software Security — The Information Technology team will provide secure
logins to systems and ensure that employees have the appropriate level of access to
data. Employees are expected to comply with password requirements of complexity
and will be required to change them at least every 180 days.

c. Backup Procedures — The Information Technology team will ensure that
regular backups are taken for systems of the Archdiocese. The backups will be
stored offsite, and regular testing of data restoration will occur throughout the year.
Data stored on employee desktops and laptops will not be backed up. Each
employee is given access to cloud storage so they may backup their files. It is the
responsibility of the employee to ensure critical files are backed up to their cloud
location.
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7.1.11. Treasury Operations

In order to ensure proper security and control over the Archdiocesan Corporation’s and
Ecclesiastical Organizations’ cash and temporary cash investments, the Director of Treasury
implements certain procedures for processing transactions.

7.1.11.1. The Human Resources department of the Office of FAP prepares paychecks
and direct deposit advice for the Archdiocesan Corporation and certain Ecclesiastical
Organizations. Each department within the Archdiocesan Corporation and the Ecclesiastical
Organizations utilizing such services are required to designate a payroll distributor who is
responsible for ensuring timely delivery of the paycheck or direct deposit advice to individual
employees on payday. Exceptions to standard distribution procedures must be requested in writing
and approved by the Executive Director of Human Resources.

7.1.11.2. Any paycheck or direct deposit advice that cannot be delivered to the
employee must be returned to the Human Resources department of the Office of FAP. Paychecks
will not be released to an employee earlier than the customary payday. Employees wishing to
ensure availability of their pay during times such as vacation, business travel or facility closures
are encouraged to take advantage of the direct deposit option.

7.1.11.3. All accounts payable (A/P) checks are signed and mailed to the payee by
the Accounting department of the Office of FAP. A/P checks will be processed for release pursuant
to the schedule periodically published and updated by the Director of Accounting.

7.1.11.4. Wire transfers must be submitted to the Director of Treasury three days in
advance of the required payment date. Each wire transfer must have approval from a manager or
supervisor of the requesting department. In the event the wire transfer exceeds the employee’s
approval authority, the requesting employee is responsible for obtaining the appropriate approval
from the CFO, the COO or Moderator of the Curia, or the Archbishop, prior to submission of the
request.

7.1.11.5. All banking transactions are to be made by, or in coordination with, the
Director of Treasury. Included are initial account set-up and changes, letters of credit, foreign
exchanges, and other related transactions. Bank signature cards and authorized signers are
reviewed periodically for appropriateness by the Director of Treasury.

7.1.11.6. All Archdiocese bank borrowings, incurrence of other indebtedness, and
investment related activities are to be processed by the CFO or the Director of Treasury and must
have appropriate approvals from the COO or Moderator of the Curia, the Archbishop and/or the
AFC itself.

7.1.11.7. All non-bank financing (equipment leasing and related transactions) will be
done by or in coordination with the Director of Treasury, Director of Accounting or the CFO.
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7.1.12. Financial Statement Guidelines

The Archdiocesan Corporation and the Ecclesiastical Organizations strive to present fairly, in all
material respects, the financial position of the Archdiocesan Corporation and the Ecclesiastical
Organizations and the results of their operations and cash flows in conformity with generally
accepted accounting principles. The Archdiocesan Corporation and the Ecclesiastical
Organizations shall maintain the necessary accounting records to prepare financial statements in
accordance with generally accepted accounting procedures. The Director of Accounting is
responsible for maintaining the necessary accounting records to comply with the requirements of
the various regulatory bodies (federal and state) and generally accepted accounting principles.

7.1.12.1. The Archdiocesan Corporation and certain Ecclesiastical Organizations
shall prepare financial statements on a schedule determined by the Director of Accounting. The
Director of Accounting shall establish the format and content of required submissions. Certain
Ecclesiastical Organizations (primarily Catholic Charities) are not subject to the distinct audit
requirements of the Archdiocese and/or not under the oversight of the Director of Accounting.

7.1.12.2. Accounting policy changes require the approval of the Director of
Accounting, the CFO, and consultation with the Accounting and Audit Committee of the AFC for
recommendation to the Archbishop or his designee. Discussions with external auditors regarding
the interpretation, materiality, and unique applications of generally accepted accounting
procedures require the concurrence of the Director of Accounting and the CFO.

7.1.12.3. The Archdiocesan Corporation and the Ecclesiastical Organizations are

required to have an annual audit of their respective financial statements unless a specific exemption
is granted by the CFO after hearing from the president of the Ecclesiastical Organization.
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7.1.13. Procedures for Financial Transactions

The Director of Accounting is responsible for the preparation, maintenance and issuance of
detailed accounting policies and procedures to ensure compliance with the general accounting
policies.

7.1.13.1. The Director of Accounting shall determine the timing, frequency, and level
of financial disclosure required from the Archdiocesan Corporation and the Ecclesiastical
Organizations.

7.1.13.2. All accounting and finance personnel within the Archdiocesan Corporation
and its Ecclesiastical Organizations and within the Office of FAP are responsible for the integrity
of internally and externally reported financial information.

7.1.13.3. The Archdiocesan Corporation and the Ecclesiastical Organizations are
required to use a defined chart of accounts and other similar information necessary to properly
segregate, monitor, control, and report financial information.

7.1.14. Property and Equipment

In connection with the disposal of surplus or obsolete property and equipment owned by the
Archdiocese or an Ecclesiastical Organization (for which the Management Corp. provides
services) this policy is implemented in order to assure sound management control of inventory and
to recover any residual market value from idle assets.

The Archdiocesan Corporation and the Ecclesiastical Organizations shall capitalize those items
that qualify as capital property. To qualify as capital property, an item must be used in the business
activities of the Archdiocesan Corporation or the Ecclesiastical Organizations and not be held for
resale.

7.1.14.1. A capital item is a purchased item costing the amount set forth in Exhibit V
Section II-i or more and with an estimated useful life greater than one year. Cost is based on the
unit cost and includes a pro rata share of transportation, installation, sales and other taxes, legal
costs, and a reduction for discounts taken.

7.1.14.2. A capital item is a self-constructed asset costing the amount set forth in
Exhibit V Section II-i or more, with an estimated useful life greater than one year. Cost is based
on the purchase price of materials used in or consumed in the construction process, direct labor of
Archdiocesan and the Ecclesiastical Organization employees, the cost of contract labor, authorized
overhead allocations, and other reasonable direct and indirect costs.

7.1.14.3. Interest costs incurred to finance construction costs are capitalized as a part
of certain assets in compliance with generally accepted accounting principles. Any interest

capitalization requires approval of the Director of Accounting.

7.1.14.4. Exceptions to the capitalization rules require the approval of the Director of
Accounting.
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7.1.14.5. Capital property shall be depreciated over its useful life using the straight-
line half-year method of depreciation. Useful life is based on the expected economic life of the
asset that must be supported by experience, engineering specifications or other objective criteria.

7.1.14.6. Retirements, sales, and exchanges may result in a gain or loss on capital
property. The gain or loss shall be determined and recorded when an asset is retired, sold or
exchanged.

7.1.14.7. Once a capital asset is written down because of impairment, it may not be
restored at a later date. Capital property assets that are impaired or whose future use is in doubt
shall be written down and not reserved.

7.1.14.8. Without proper approval, Archdiocesan or an Ecclesiastical Organization’s
property cannot be removed from the premises of the respective organization. The Director of
Accounting, the Director of Information Technology and/or the designated officer of the respective
Ecclesiastical Organization must be notified when assets are to be moved or transferred prior to
the removal from the grounds of the Saint John Paul II Center, the offices of the Colorado Catholic
Conference, from the offices of Centro San Juan Diego or from the grounds/offices of an
Ecclesiastical Organization. Archdiocesan or Ecclesiastical Organization employees may not
remove property for personal use.

7.1.14.9. The Archdiocesan Corporation and the Ecclesiastical Organizations
maintain capital property records containing sufficient information to ensure that all assets can be
identified, located and periodically inspected.

7.1.14.10. The Director of Accounting or designated officer of the Ecclesiastical

Organization is responsible for the retirement process of old and outdated equipment. Supervisory
and other personnel must notify the Director of Accounting when they have such equipment.
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7.1.15. Employee Expense Reimbursements: Travel, Meals, Entertainment, and
Miscellaneous Expenses

Generally

The Archdiocesan Corporation and the Ecclesiastical Organizations reimburse expenses properly
incurred by employees for travel, meals, entertainment, and other miscellaneous business expenses
under the IRS definition of an “Accountable Plan”.

The Archdiocesan Corporation and the Ecclesiastical Organizations expect all employees to act
with moral integrity and to exercise sound business judgment when incurring employee business
expenses. Standard business judgment requires safeguarding the Archdiocesan Corporation’s and
the Ecclesiastical Organizations’ assets and protecting the interest of the faithful of northern
Colorado.

The Archdiocesan Accountable Plan process requires the following of employees and supervisors:

a. For the Archdiocesan Corporation and for those Ecclesiastical
Organizations using the accounting services of the Office of FAP, the employee is
to complete a supervisor approved expense reimbursement report to the Office of
FAP’s Accounting department for processing. The Office of Accounting is
responsible for verifying the accuracy of the report for overall content and
adherence to Accountable Plan rules. Each Ecclesiastical Organization not using
the Office of Accounting is to engage in the same or similar process.

b. Employees are responsible for (i) submitting accurate, neat, and timely
expense reimbursement reports with all required supporting receipts/
documentation; for (ii) correctly coding expenses; and for (iii) obtaining the
appropriate level of approval for the requested reimbursement.

c. IRS requirements are very precise as to the elements of an expenditure that
must be recorded in the expense reimbursement report and the required supporting
documents. In the case of travel expenses and business entertainment expenses, the
amount, time, place, individuals involved (including names, diocese/organization
as applicable, and titles) and business purpose must be recorded and substantiated.
In addition, a description of the type of entertainment provided, the nature of the
business relationship with those entertained, and nature of the expected benefit to
the organization must support any business entertainment expense. The expense
must be substantiated with appropriate receipts and documentation that supports
the business purpose of the expense.

d. A direct supervisor with the appropriate approval authority must approve
an employee’s completed expense reimbursement report. Each approver is
responsible for ensuring that expense reimbursement reports are complete, all
required documentation is present, the expenses are for valid and necessary

207 of 506



July 1, 2023

business purposes, the reimbursement amounts sought are reasonable, and that the
employee complied with all expense reimbursement policies and procedures.

e. Expense reimbursement reports must be submitted within 60 days of the
expense being incurred. Expense reimbursement reports submitted in excess of 60
days of incurring the expense will be sent to the Director of Accounting to
determine if the reimbursement report will be processed. Any excess
reimbursement or advance (See 7.1.15.8.) must be returned within 60 days of the
expense having been incurred and paid, or at the conclusion of the event requiring
the advance, as applicable.

f. The expense must: (i) be incurred by an individual while he/she is
performing services as an Archdiocesan or an Ecclesiastical Organization’s
employee; (ii) be incurred during the ordinary course of business; and it must (iii)
be demonstrated that the expense is directly related to or associated with the
conduct of business.

g. Business expenses will not be reimbursed without proper completion,
original receipts, supporting documentation and appropriate level of approval of the
expense reimbursement report.

h. Advances not properly and timely submitted will be included on the
employee’s Form W-2 as income.

1. Independent contractors and/or vendors are not Archdiocesan Corporation
or Ecclesiastical Organization employees. Monies paid to independent contractors
for airfare, travel, lodging, meals, or other miscellaneous expenses are not
reimbursable under the Archdiocesan Accountable Plan but are considered income
to the independent contractor.

7.1.15.1. Tickets for air travel are to be purchased with cost savings in mind. As a
general rule, lower cost fares are to be purchased.

7.1.15.2. Any accounting for travel, meals, and entertainment expenses must be based
upon actual expenses incurred by an employee while in the conduct of authorized business.

7.1.15.3. Employees shall not include other employees’ expenses when accounting
for their own business expenses. The Archdiocesan Corporation requires the most senior level
employee to incur the cost of expenses shared by two or more employees (e.g., group meal).

7.1.15.4. The Archdiocesan Corporation and the Ecclesiastical Organizations
reimburse employees for the use of their personal vehicles when on business at the current IRS
allowed reimbursement rate, plus tolls and parking, provided that (1) the use is in the best interest
of the Archdiocesan Corporation and the Ecclesiastical Organizations, and (2) the employee does
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not receive a car allowance. The IRS rates change annually; the reimbursement must therefore be
submitted using the current rate in effect when the mileage was incurred.

7.1.15.5. Neither the Archdiocesan Corporation nor an Ecclesiastical Organization
carries insurance, nor do they assume responsibility for any physical damage to an employee’s
personal vehicle. The employee should insure personal vehicles used for business for the amounts
set forth in Exhibit V Section Illa. property damage coverage. (The cost of insurance is one of the
factors used in determining the cents-per-mile reimbursement rate for use of personal vehicles.)

7.1.15.6. If a spouse accompanies an employee for business related travel, a spouse’s
travel expenses are not generally reimbursable. In advance of a trip, the Archbishop, his designee,
the CFO and/or the president of the Ecclesiastical Organization may, however, approve policy
exceptions where the presence of an employee’s spouse is specifically required for the purpose of
the trip and/or the travel will be combined personal and business purpose.

Travel and Other Expense Advances

7.1.15.8. Advances will be granted on an exceptional basis only, primarily when
substantial out of pocket cash expenses (in excess of the amount set forth in Exhibit V Section II-
e) will be incurred. Advances, if approved, will only be issued within 30 days prior to the time the
employee will incur the expense. Cash expenditures are defined as expenses that cannot be charged
on a credit card. The advance must be accounted for on an expense report. A travel advance should
not be used for lodging, for service payments such as honoraria, for professional fees, for
conference fees, or for other costs that can be prearranged, prepaid or invoiced. Advances must be
approved by the individual’s supervisor and the CFO, COO or Moderator of the Curia, or per the
Ecclesiastical Organization’s approval process, as applicable.

Entertainment, Emplovee Gifts and Meals

7.1.15.10. Entertainment - The Archdiocesan Corporation and the Ecclesiastical
Organizations shall reimburse employees for meals and entertainment expenses when the expenses
serve an essential business purpose and are morally appropriate. Only Directors or above may
incur entertainment expenses Employee entertainment of other employees is not reimbursable
unless it is pre-approved by the employee’s supervisor.

7.1.15.11. Employee Gifts - In the absence of prior supervisor approval, it is improper
and considered serious misconduct for employees to entertain other employees and seek an
expense reimbursement, or to provide gifts to employees using Archdiocesan Corporation’s or
Ecclesiastical Organizations’ funds. To warrant approval, such entertainment or gifts shall have a
valid business purpose and shall be infrequent in nature. Gifts for special events (weddings or
special engagements) must be limited to one gift per year or event, as contemplated by an approved
budget.

7.1.15.12. Meals — Exempt employees may be reimbursed subject to their supervisor’s
approval, for meals when working three (3) consecutive hours in excess of a standard workday on
a scheduled workday or working four (4) or more hours on a weekend. Employees must coordinate
with their supervisor when planning on working in excess of the standard workday. When an
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employee is traveling out-of-state on behalf of the Archdiocesan Corporation or an Ecclesiastical
Organization, actual expenditures for meals will be reimbursed. Finally, normal and pre-approved
means (i.e., required staff or working lunches) are also reimbursable.

Miscellaneous Expenses

7.1.15.13. The Archdiocesan Corporation and the Ecclesiastical Organizations shall
reimburse their employees for certain miscellaneous expenses provided there is a valid business
purpose and upon prior approval of their supervisor. These expenses include such items as
memberships in professional organizations, conferences, required continuing education courses
and dues.

7.1.15.14. Telephone Calls — With the advent of smart phones, telephone charges
incurred while traveling are not incurred as frequently. Nonetheless, if applicable, call charges will
be reimbursed when such costs relate directly to the business of the Archdiocesan Corporation or
the Ecclesiastical Organizations. Documentation of the business purpose and the person called is
required. Telephone charges on hotel bills submitted for reimbursement must be documented on
the expense report. Cellular and home telephone charges relating to Archdiocesan Corporation and
the Ecclesiastical Organizations’ business will be reimbursed with appropriate supporting
documentation. Refer to the Cell Phone Policy for details on reimbursement and company phones.
Business calls must be identified on the original telephone bill submitted with the expense
reimbursement report.

7.1.15.15. Laundry — Unless travel is over seven consecutive days, dry cleaning, valet
service’s expenses, etc., are not reimbursable.

7.1.15.16. Tips and Gratuities — Tips are reimbursable for normal services associated
with business travel, such as food services, porters, etc. Tips included on meal receipts will be
reimbursed. Tips must be reasonable, and any unusual amounts will be deducted from the expense
report. The general guidelines to be used for tipping are as follows: no more than the percentage
set forth in Exhibit V Section II-q for meals.

7.1.15.17. Subscription and membership in professional and other organizations —
Subscription and professional membership fees must relate to or benefit the business affairs of the
Archdiocesan Corporation or the Ecclesiastical Organizations and must be approved in advance
by the employee’s supervisor.

7.1.15.18. Credit Cards — The Archdiocesan Corporation and the Ecclesiastical
Organizations will not reimburse for credit card fees or late charges. For expenses incurred through
use of a credit card, credit card statements may not be submitted as supporting documentation.
Rather, the original invoice must be submitted to substantiate an expense for reimbursement.

7.1.15.19. Employee Recruitment — Reasonable travel and meal expenses incurred by
a prospective employee participating in the Archdiocesan Corporation’s or an Ecclesiastical
Organization’s recruitment process are reimbursable, without need for IRS reporting, upon the pre-
authorization by the COO or Moderator of the Curia, or the CFO, or by the president of the
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Ecclesiastical Organization, as applicable. All Accountable Plan expense reporting and
substantiation rules apply. Once an offer of employment has been accepted, relocation expenses
incurred by the prospective employee and his/her family may be paid if agreed to during the
recruitment process and documented in a signed agreement by the employer and the prospective
employee (see the Human Resources department for the current relocation policy and
accompanying employee agreement). Relocation expenses are subject to IRS regulations and are
currently taxable to the employee. Relocation expenses must be authorized by the Human
Resources department of the Office of FAP, the COO or Moderator of the Curia, or the CFO and/or
the president of the Ecclesiastical Organization, as applicable.

7.1.15.20. International Travel — Reimbursable international expenses incurred by
employees include expenditures incurred for travel, personal meals, business meals, entertainment,
lodging, passport fees, airport taxes, exchange rate fees, and other items necessary for the conduct
of Archdiocesan Corporation and the Ecclesiastical Organizations’ business. Expense
reimbursement reports must be submitted in US dollars with an explanation and translation of the
foreign receipts and their conversions. Travelers must use the currency rates that were in effect
when travel took place.

7.1.15.21. Honoria and Contractors —Honoria and contractor fees should not be paid
for personally by employees and therefore should not be submitted on employee expense
reimbursement reports (Ref: Utilization of Consulting Services, 7.1.17.). Rather these types of
expenses should be contracted for through properly drafted and approved Archdiocesan
Corporation or Ecclesiastical Organization agreements for third party services.

7.1.15.22. Office, Other Supplies, and Miscellaneous Items — Employees are to check
with the Accounting department of the Office of FAP to determine if the Archdiocesan
Corporation and the Ecclesiastical Organizations have an established account with a vendor prior
to the employee making a purchase individually. Further, if the item can be purchased by the
Archdiocesan Corporation or the Ecclesiastical Organization directly, rather than through the
individual, sales tax will not be charged. Additionally, often the Archdiocesan Corporation will
have a discount program with a vendor, reducing the expense. If an item must be purchased by the
individual, the employee is to obtain a sales tax-exemption certificate from the Office of FAP’s
Accounts Payable department. The establishment of credit with any vendor must be initiated
through the Director of Accounting.

7.1.15.23. Non-Reimbursable Expenses — Personal expenses are generally not
reimbursed. See 7.1.15 for a description of reimbursable expenditures. Expenses not reimbursable
by the Archdiocesan Corporation and the Ecclesiastical Organizations include but are not limited
to the following items:

a. Travel expenses incurred for personal reasons, including travel insurance,
upgrades, traffic tickets, accidents or damages, thefts or loss of personal property

while traveling.

b. Personal entertainment costs, health club fees, medical costs, and personal
cell phone costs.
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7.1.16. Seeking Legal Representation

7.1.16.1. In advance of filing or contesting any legal action with a civil court or
governmental entity, the COO or Moderator of the Curia, the CFO, the Chancellor, or the proper
representative of the impacted Ecclesiastical Organization, will consult with and seek the written
authorization of the Archbishop or Vicar General (canon 1288).

7.1.16.2. Any concerns that might reasonably lead to legal action are to be
immediately reported to the COO or Moderator of the Curia, and to the CFO. Reporting is to occur
at either the time of an incident that could reasonably give rise to legal action, or at the initial
indication that legal action might ensue, whichever comes first. Reporting need not and should not
wait for the actual receipt or service of a summons, subpoenas, etc. Reporting of any incident or
concern must occur before securing legal counsel.

7.1.16.3. With regard to specific projects or matters within the Archdiocese that
require legal input, only the Vicar General, the COO or Moderator of the Curia, the Vicar for
Clergy, the Chancellor, the CFO, or the president of the impacted Ecclesiastical Organization
(subject to that entity’s governing documents) have authority to engage legal counsel.
Coordinating the hiring and management of outside legal counsel provides a greater degree of
assurance that legal services will be provided at the lowest possible cost, that unnecessary,
incomplete, or repetitive legal work is avoided, that legal practices, positions and policies will be
consistent within the Archdiocese, and that the mission of the Catholic Church will not be
compromised. For these reasons, it is essential that those seeking assistance of legal counsel
determine the specific issue(s) to be addressed, the relevant facts needing to be conveyed, and the
applicability of the advice to the Archdiocesan Corporation or the Ecclesiastical Organization.

7.1.16.4. Employees should be alert to identify communications from officials of
governmental agencies (IRS notices and garnishments, for example) that may indicate a possible
governmental or administrative action. Rather than responding independently to this form of
communication, employees are to refer the communication to the COO or Moderator of the Curia,
the CFO, the Director of Accounting, or the president of the Ecclesiastical Organization.
Communications during the course of legal proceedings should be handled in a similar fashion.

7.1.16.5. With the exception of garnishments and other third-party actions to collect
funds approved by a court against an employee or vendor, any legal action, or threatened legal
action, will be investigated and evaluated by the COO or Moderator of the Curia, and by the CFO,
or by the Ecclesiastical Organization’s president, as applicable. Service of process on the
Archdiocese of any legal documents (including warrants, summonses, subpoenas, etc.) is to be
directed to and handled by the COO or Moderator of the Curia, or by their respective designee.

7.1.16.6. It may be necessary to investigate allegations or suspicions that an
employee has engaged in wrongdoing in violation of criminal or civil laws. When an investigation
is required, the COO or Moderator of the Curia, the Chancellor, and the CFO are to be consulted
directly at the outset. These three offices are to be given the opportunity to seek legal counsel, if
deemed necessary, and to coordinate the scope of the investigation. The policy regarding retention
of outside counsel applies equally in matters of suspected or alleged wrongdoing.

212 of 506



July 1, 2023

7.1.17. Utilization of Consulting Services

Within the Archdiocesan Corporation, requests for third party consulting services shall be
approved either by the COO or Moderator of the Curia, or by the CFO. Use of outside consultants
by the Ecclesiastical Organizations should proceed per their respective review and authorization
processes, though guidance toward appropriate third-party consultants is to be sought from and
provided by the Office of FAP.

7.1.17.1. The requesting office shall make every effort to obtain pricing based on
either an hourly or daily rate, or on a fixed price basis, rather than on a retainer basis. Project scope
should be fully and carefully defined prior to execution of the underlying consulting agreement

7.1.17.2. The term “Consultant” shall mean an individual or firm/company entering
into an agreement to perform services in such areas, but not limited to, finance, investment, fund-
raising, public relations, personnel, strategic planning, engineering or information systems. This
definition does not include temporary workers needed to perform specific limited non-advisory
tasks under an approved program, such as summer temporary helpers.

7.1.17.3. Consultants are not employees of the Archdiocesan Corporation or the
Ecclesiastical Organizations. Money paid to Consultants for airfare, travel, lodging, meals or other
miscellaneous expenses are not reimbursable under the Archdiocesan or Ecclesiastical
Organization’s Accountable Plan, but rather should be treated as reportable income to the
Consultant.

7.1.17.4. The Office of FAP must approve all requests for consultant services
involving former Archdiocesan Corporation and/or Ecclesiastical Organizations employees. If the
cumulative costs for a specific consultant including the overall amount of all amendments,
extensions, or additional contracts exceeds the amounts set forth in Exhibit V Section II-j per
annum, regardless of whether the consultant is or is not a former employee, such request must have
the approval of the CFO.

7.1.17.5. Depending upon the form of consultation provided, consultants to be
retained by the Archdiocesan Corporation and/or Ecclesiastical Organizations must carry the
following types of insurance coverage and must designate the “Archdiocese of Denver” as an
“additional insured” on each of the following policies at no additional cost to the Archdiocesan
Corporation or the Ecclesiastical Organizations. The consultants shall provide a certificate of
insurance reflecting that the Archdiocesan Corporation and the Ecclesiastical Organizations are an
additional insured prior to performing any services for or on behalf of the Archdiocese:

a. Workers' Compensation and Employers' Liability
Required: Waiver of Subrogation Endorsement
Limits: the amounts set forth in Exhibit V Section III-b

b. Vehicle Liability: A contractor who uses a vehicle or truck should be

required to provide evidence of Vehicle Liability coverage for all owned, non-
owned and hired vehicles.
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Required: (1) Archdiocese of Denver named as an additional insured
(2) Primary and Non-contributory endorsement
(3) Waiver of Subrogation Endorsement

Limits: the amount set forth in Exhibit V Section III-c.

C. General Liability: All contractors should provide evidence of Commercial
General Liability Coverage naming the Archdiocese and the parish as additional
insureds. Coverage should include Products and Completed Operations. Required:
(1) Archdiocese of Denver named as an additional insured

(2) Primary and Non-contributory endorsement

(3) Waiver of Subrogation Endorsement
Limits: the amounts set forth in Exhibit V Section III-d.

d. These coverage requirements and limitations must be obtained and verified

with Lockton Companies by the requesting department prior to submittal to the
CFO.
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Part 2: General Business Practices for the Archdiocese and Ecclesiastical
Organizations

7.2.1. Official Catholic Directory

The Archdiocesan Corporation’s and the Ecclesiastical Organizations’ exemption from federal
income tax pursuant to Section 501(c)(3) of the Internal Revenue Code (“Code™) is through
inclusion in the United States Conference of Catholic Bishop’s Group Ruling #0928, and
evidenced by their publication under the Archdiocese of Denver’s listing in what is known as the
Official Catholic Directory (OCD) (aka the Kennedy Directory)

7.2.1.1. All tax-exempt organizations listed in the OCD under the Archdiocesan
Corporation are strictly prohibited from participating or intervening in political campaigns on
behalf of or in opposition to any candidate for political office.

7.2.1.2. All Archdiocesan parishes are automatically included in the OCD without
need for application, their listings being overseen by the Legal Department. All non-parish entities
that seek to be listed in the OCD under the Archdiocese must complete an application, submit the
completed application to the CFO or his designee (the Legal Director) for processing, and if
approved, comply with all annual reporting requirements.

7.2.1.4. There are specific requirements enforced by the IRS in order to be listed in
the OCD. All entities listed under the auspices of the Archdiocese may be required to re-submit an
application for listing, or to supplement their application for a determination of the appropriateness
of continued listing in the OCD. As well, any change in a listed entity’s operation, control, mission,
purpose, and/or corporate structure are to be reported to the Legal Department for evaluation of
continued listing.
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7.2.2. Government Reporting Requirements

The Accounting department of the Office of FAP is responsible for ensuring that all applicable
federal and state reporting forms and supporting documentation are obtained, when necessary,
prior to making disbursements. In accordance with Internal Revenue Service regulations, the
Archdiocesan Corporation and the Ecclesiastical Organizations requires a valid Taxpayer
Identification Number (TIN) to be on file in the Accounting department of the Office of FAP for
all payment transactions prior to processing a check — regardless of amount and including “one-
time” payments. TINs are provided via Form W-9: Request for Taxpayer Identification Number
and Certification.

7.2.2.1. A TIN consists of nine numbers. It is either a Social Security Number (SSN)
issued by the Social Security Administration, or an Employee Identification Number (EIN) issued
by the Internal Revenue Service. The name and TIN combination provided must agree with IRS

files.

The nine-digit tax number provided via Form W-9 must exactly match the name and number the
IRS has on file. Specifically:

a. Social Security Number will match to an Individual’s name.
SSN format: xXx-XX-XXXX.

On the W-9 form complete the individuals name and add DBA with business name
on the second line if applicable. Many payees provide the individuals SSN but
neglect to include the DBA business name.

b. Employer Identification Number will match to a business name.
EIN format: XX-XXXXXXX.

7.2.2.2. If a payee refuses or neglects to provide a TIN, the Archdiocese and the
Ecclesiastical Organizations (payer) must begin backup withholding immediately, complete the
required annual solicitation (request) for the TIN, and backup withhold until the TIN is received.

7.2.2.3 Responsibility for obtaining TIN information is that of the approving
manager. It is important to note that completing the W-9 is required regardless of the amount of
the initial payment. The Accounting department of the Office of FAP will inform the manager that
payment cannot be processed until a W-9 is received. In situations where manual checks are
prepared via petty cash checking accounts, managers must confirm that a completed W-9 is on file
before payment is processed. It is suggested that the original W-9 be sent to Accounting department
of the Office of FAP with a copy remaining on site for future reference.

7.2.2.4 Form W-9 is available in the Accounting department of the Office of FAP
or on-line at the IRS web site — www.irs.gov.
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Sales Taxes

7.2.2.5. Sales Taxes — The Archdiocesan Corporation and the Ecclesiastical
Organizations comply with all applicable federal, state and local tax laws. Colorado law requires
that sales tax must be collected by all businesses selling tangible, personal property located in
Colorado. If the Archdiocesan Corporation and the Ecclesiastical Organizations sell a product to
the end user, sales tax must be collected. The amount of sales tax collected depends upon the taxing
districts where the business is located. All tax rates are subject to change.

7.2.2.6. Purchases — The Archdiocesan Corporation and the Ecclesiastical
Organizations are exempt from sales tax. The exemption only applies to items purchased for use
in the regular operations of the organization. It is the responsibility of the employee to obtain the
tax-exempt form from the Accounting department of the Office of FAP, or from the respective
Ecclesiastical Organization’s accounting department, prior to incurring an expense.

7.2.2.7. Sales Tax Exemption - Individuals are encouraged to purchase items in a
manner that allows the items to qualify for a sales tax exemption. In order to qualify, the individual
purchaser must provide or show the vendor a copy of the organization’s sales tax exemption
certificate. Another option is to use vendors who have the sales tax exemption certificate on file.

7.2.2.8. Sales to parishes are not subject to sales tax.

7.2.2.9. The following transactions are not exempt from sales tax:
a. Sales made by Archdiocesan Corporation or the Ecclesiastical
Organizations to employees, parishioners or outside purchases are subject to sales
tax.
b. Purchase of a taxable item, such as a room or meal, paid for with personal

funds of an employee is not tax-exempt even though the funds are reimbursed by
the Archdiocesan Corporation and the Ecclesiastical Organizations.

C. Construction contractors who perform a construction contract for the
Archdiocesan Corporation and the Ecclesiastical Organizations are considered to
be the ultimate user of the purchased material and are subject to sales tax when
purchasing building materials used to perform the contract.

d. Purchases of food and beverages by the Archdiocesan Corporation and the
Ecclesiastical Organizations are subject to tax if the final recipient reimburses the
Archdiocesan Corporation and the Ecclesiastical Organizations in any way, such as
the purchase of a ticket, payment of a registration fee or membership fee, or making
an involuntary contribution to attend such an event.

€. Sales of tangible personal property acquired as a gift or donation sold to the

public are subject to sales tax. Designating proceeds of a sale for charitable
purposes does not exclude the sale from sales tax.
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f. Purchases made by Archdiocesan Corporation and the Ecclesiastical
Organizations that are used in a function or activity that do not qualify as the regular
charitable or religious function for which it was organized are subject to sale tax.

7.2.2.10 Organizations must keep all records of business transactions to enable both
the organization and the Colorado Department of Revenue and other city and county departments
to determine the correct amount of sales and use taxes for which the organization is liable. These
records must be available for review by the Department of Revenue and MUST include:

a. Complete, accurate beginning and ending inventories.
b. Purchase receipts
C. Sales receipts

d. Cancelled checks

€. Invoices

f. Dated delivery acceptance receipts showing location

g. Bills of lading

h. All other account books and documents pertaining to the business

7.2.2.11 Colorado law requires that sales tax be separately listed from the selling

price on all invoices, billings, and business records. It is illegal to advertise that a sale is tax-free
or for the seller to “absorb” the sales tax. Violation of these guidelines subjects the Archdiocesan

Corporation and the Ecclesiastical Organizations to penalties.

7.2.2.12 Contact the Accounting department of the Office of FAP for current sales
tax rates prior to sale.
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7.2.3. Real Estate and Capital Projects

Any contemplated transaction involving real property owned by the Archdiocese or property held
by the Archdiocesan Corporation for the benefit of a parish within the territory of the Archdiocese
or for an Ecclesiastical Organization, including purchases, sales, leases, license or use
arrangements, easement agreements, or encumbrances of any kind with respect to any building or
land must be coordinated by the Office of FAP. The policies contained in Chapters 8 and 11 must
be adhered to by management of both the Archdiocesan Corporation and the Ecclesiastical
Organizations. Formal, written authorization of such transactions must be executed by the
Archbishop or his designee prior to any formal commitment to ensure adherence to the Canon
Law.

7.2.4. Risk Management

A consideration of risk management includes study of the nature and extent of the risk to which
the Archdiocesan Corporation and the Ecclesiastical Organizations are exposed. All practical
methods of eliminating the risk and/or preventing or minimizing losses must be explored in order
to reduce the overall exposure to possible material losses. Events or situations or changes in
business operations, including new programs or business opportunities, may present additional or
new risk exposures to the ongoing operation of the Archdiocesan Corporation and the
Ecclesiastical Organizations and must be brought to the attention of the insurance broker for the
Archdiocese’s self-insured risk program, currently Lockton Companies, for further risk
assessment, or to obtain proper insurance coverage and/or other means to protect assets.

7.2.4.1. The Archdiocesan Corporation and most Ecclesiastical Organizations must
be insured through the insurance program established by the Archdiocese of Denver Risk
Management and Property/Casualty Insurance Trust (“the Insurance Trust”). The Trust’s insurance
program includes: property insurance, builders risk insurance, general liability, automobile
insurance, crime coverage, umbrella liability, directors and officers liability, morality liability, etc.
Archdiocesan personnel are encouraged to contact the Insurance Trust’s broker, Lockton
Companies, for any specific coverage questions or for the cost of insurance, to review select
agreements for coverage terms, for certificates or proof of insurance, etc. Contact the Insurance
Trust’s Third-Party Administrator, Gallagher Bassett, to report property or bodily injury claims.
Each parish or organization should be familiar with the nature and extent of the insurance provided
by the insurance program.

7.2.4.2. Lockton Companies provides Trust participants with education and
consultation in the areas of public safety, loss control inspections and recommendations,
environmental protection, compliance with governmental regulatory agencies and risk
management.

7.2.4.3. The Archdiocesan Corporation and the Ecclesiastical Organizations are
required to follow the policies and guidelines as outlined in the Risk Management and Insurance
Manual and issued by the Management Corp in order to minimize their exposure to uninsured and
unnecessary injury, loss of life, or financial risks. The Archdiocesan Corporation and the
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Ecclesiastical Organizations are to maintain a copy of and utilize the Archdiocese of Denver Risk
Management and Insurance Manual. Significant risk management issues are addressed within that
Manual, including the following:

a. If the Archdiocesan Corporation or an Ecclesiastical Organization makes
available a portion of its property to individuals or groups, the principles and practices of the
individuals or groups must be compatible with the teachings of the Catholic Church. In addition,
if the individuals or groups require the use of the property for an event, a facility usage license
agreement shall be provided and kept on file by the respective Ecclesiastical Organization office,
with a certificate of insurance naming the Archdiocesan Corporation and the Ecclesiastical
Organization as additional insured parties. In general, a facility usage license agreement is the
preferable agreement to an outside organization — but there are some circumstances in which a
charter agreement is necessary. Please refer to the Risk Management and Insurance Manual for
additional guidelines around agreements. The license or charter agreement shall be maintained
during any period in which the facility is used and shall be required regardless of whether rent is
charged.

b. The Archdiocesan Corporation or an Ecclesiastical Organization that is
renting or leasing property must have a signed written lease agreement outlining the terms of use
and payment (see 10.16.0.).

C. Consistent with the Archdiocesan Corporation’s commitment to promote and help assure
a safe environment for children, young people, and at-risk adults in her care (Ref: Chapter 3 — The
Teaching Office — Minor and At-Risk Adult Protection), those who use and occupy Archdiocesan-
owned buildings and other premises for Archdiocesan activities, the Archdiocese and its related
Ecclesiastical Organizations within its territory are to:

1. Pre-screen those organizations or individuals that lease or request a use
agreement for such properties.

ii. Require background checks on such tenants as a condition for tenancy when
the proposed tenant and the related ecclesiastical organization share use
and/or access to all or any portion of the related ecclesiastical organization’s
property, excluding parking areas.

7.2.5. Employment and Personnel Matters

Employees of the Archdiocesan Corporation and the Ecclesiastical Organizations are an important
resource that perform a valuable role in furthering the mission of the Church and assisting the
parishes in northern Colorado. Employees of the Archdiocesan Corporation or the Ecclesiastical
Organizations do not possess an ecclesiastical office unless they are appointed to their position
with a canonically executed decree by the Archbishop or another canonically competent authority.

In order to continue being a good Steward of all Archdiocesan and the Ecclesiastical

Organizations’ resources, it is important that the Archdiocese and the Ecclesiastical Organizations
adopt, and consistently apply, good employment practices. The following are all critical elements
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in the establishment and maintenance of a good employment program: performing proper due
diligence as part of the hiring process; conducting annual performance evaluations; reviewing and
approving in writing the starting wages and all adjustments thereto; complying with all legal
employment requirements and regulations set forth by federal and state authorities maintaining
proper employee personnel and other associated employment files. The policies contained within
this Pastoral Handbook and in the Exhibits (Exhibit VI — Personnel and Other Employment Related
File Contents) as well as the guidelines issued from time to time by the Director of Human
Resources of the Office of FAP are intended to assist the Archdiocesan Corporation and the
Ecclesiastical Organization with their individual employment programs.

When there is employee turnover at the Archdiocesan Corporation or any Ecclesiastical
Organization, it is an opportunity to take a fresh look and determine the current staffing needs. For
example, it is not always necessary to replace a position, or replace it with the same title,
responsibilities, or same combination of skills. It is important to determine if the job duties can be
absorbed by other individuals, or if the position should be replaced with a different set of skills or
responsibilities altogether.

Some action steps in this area include the following: identify the need, prepare, review and update
a job description, review applications and resumes, check re-hire status with the Office of Human
Resources of the Office of FAP, set up and conduct the interviews, check applicant references,
determine the overall best qualified applicant, and make the job offer contingent upon the receipt
of an acceptable background check.

When Archdiocesan Corporation’s or Ecclesiastical Organizations’ personnel offer a position to a
prospective employee, it is important to communicate the following specifics to the new employee:
the title of the position, start date, hourly or monthly pay, work schedule, employment status (full-
time with benefit package, or seasonal, part-time, or temporary without benefit package), the
responsibilities and expectations of the position and the immediate supervisor of the position.

7.2.5.1. Re-Hire Policy — Employees who have resigned or been a part of a reduction
in force from employment within the Archdiocese, the parishes within the Archdiocesan
Corporation or Ecclesiastical Organizations (“the Archdiocesan system”), are eligible for re-hire
by the Archdiocesan Corporation or Ecclesiastical Organization. However, in recognition that all
Archdiocesan entities are called to assist one another in building the Kingdom of God, employees
who have been terminated either for cause or at-will within the Archdiocesan system are not
eligible for re-hire without advance approval by the Director of the Office of Human Resources of
FAP (the Director). It is very important to contact the Director to determine the re-hire status of
prospective candidates who have been previously employed by the Archdiocesan Corporation, a
parish within northern Colorado or an Ecclesiastical Organization.

7.2.5.2. Performance Evaluation Program — The evaluation program is an
important tool to provide valuable feedback to employees on an annual, or bi-annual, basis. The
evaluation program, when used consistently, is an opportunity to encourage, enlighten, and
strengthen the work product of all the various departments and ministries of the Archdiocesan
Corporation and its Ecclesiastical Organizations.
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7.2.5.3. Progressive Discipline Process — The purpose of progressive discipline in
the workplace is to improve performance and/or behavior which are not meeting the employer’s
expectations and to promote change to achieve an acceptable level of performance. The discipline
process it is not meant to punish employees and is a business practice encouraged by the
Archdiocese.

Please note that this is a voluntary process for the respective Archdiocesan employer.

It is recommended that supervisors contact the Office of Human Resources of the Office of FAP
for consultation prior to performing any form of written discipline or termination of employment.

7.2.5.4. Employment contracts for Holy Family High School and Bishop
Machebeuf High School are utilized exclusively for schoolteachers and school principals only in
accord with the norms established by the Office for Catholic Schools (See 10.25.8).

7.2.5.5. The Archdiocesan Corporation and the Ecclesiastical Organizations are
strongly encouraged to follow the policies and guidelines as outlined and issued by the Office of
Human Resources of the Office of FAP as they pertain to employment practices and benefits
administration. The Ecclesiastical Organizations are to implement the Employee Handbook,
modified for their particular employment practices, as such guidance is considered to be a “best
business practice” in the secular world.

7.2.5.6. The Archdiocesan Corporation and the Ecclesiastical Organizations must
use the approved Job Application form for all applicants for employment unless a specific
Ecclesiastical Organization has developed its own. Refer to Exhibit VI, Personnel and Other
Employment Related File Contents.

7.2.5.7. All wages, pay rates, and adjustments thereto for the Archdiocesan
Corporation or related Ecclesiastical Organization must be approved by the requesting supervisor
of the position, the applicable Director of Human Resources, the CFO, the COO or Moderator of
the Curia (subject to monetary thresholds — see Exhibit V) and/or the president, or Executive
Director of the respective Ecclesiastical Organization.

7.2.5.8. The Archdiocesan Corporation and the Ecclesiastical Organizations are to
comply with the requirements of the Office of Minor and At-Risk Adult Protection, including the
Code of Conduct and safe environment training documentation for each employee in a separate
file (Ref. Chapter 3 — The Teaching Office).

7.2.5.9. Personnel Files are to be maintained on all full-time, part-time, current, and
temporary employees. Refer to Exhibit VI, Personnel and Other Employment Related File
Contents for a listing of personnel file contents and other employment related files that must be
maintained. In addition, please refer to Exhibit III, Record Retention Policy for information
regarding the applicable retention for files of former employees.

7.2.5.10. The Archdiocesan Corporation and the Ecclesiastical Organizations are
encouraged to provide sick and vacation time or PTO (Paid Time Off) benefits to their employees.
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If such benefits are provided to employees, the Archdiocesan Corporation and the Ecclesiastical
Organization must develop written procedures that detail the benefit(s), who is eligible, the
procedures for using the benefit(s), and who are the participating eligible employees. Appropriate
records must be maintained to identify and account for benefit hours accumulated and used and
the supervisor of each employee will bear the responsibility for the accuracy of such records.
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7.2.6. Electronic Giving and Registration

The Archdiocesan Corporation encourages its various offices and the Ecclesiastical Organizations
to consider the benefits of an effective, secure, and professional Electronic Giving program.
However, these programs must always be processed through the secure online giving page
maintained by the Archdiocesan Corporation, provided the Ecclesiastical Organization utilizes the
accounting and information technology services of the Offices of FAP).

Specifically, because of security, liability, potential civil penalties, and other issues related to
electronic payment programs / collections, the Archdiocesan Corporation requires all of the
Ecclesiastical Organizations to consult with the Director of Treasury prior to considering any
electronic giving programs. The Archdiocesan Corporation is concerned about the following:

- Security issues — any fraud on a donor’s bank or credit card account could greatly
undermine the trust that the entire community places in the offices of the Archdiocesan
Corporation and/or the Ecclesiastical Organizations.

- Successful electronic giving and registration depends on offering donors or registrants
many options, including:

« Credit card payments options which maintain compliance with data security
standards established by the Payment Card Industry (PCI).

- Easy and confidential ways to initiate and change giving amounts.

«  Opportunities to include special collections or other donations in the giving mix.

Consultation with the Director of Treasury covers any program whereby the Archdiocesan
Corporation or the Ecclesiastical Organizations initiate the process of transferring funds from a
donor’s bank account and/or uses a donor’s credit card to charge for a donation or registration fee
to the donor’s account.
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Chapter 8: Building, Property, and Construction Project Guidelines

Overview

As stated in the Preamble to this Handbook and, in particular, in canons 392, 1276 and 1279, the
Archbishop has a canonically defined role in regard to the parishes and other public juridic persons
within the Archdiocese to ascertain that they are operating in accordance with canon law. Canon
law requires that the Archbishop establish particular law for the financial procedures under which
a parish operates and has done so in the promulgation of this Handbook (canons 1276 and 1281).
In connection with this chapter of the Handbook, the Archbishop and his designees have provided
guidance in the complex areas of Construction and Real Estate Projects / Transactions in order to
help preserve both the resources of the Archdiocese and its faithful (canon 495).

Accordingly, the purpose of this chapter is to provide Archdiocesan employees and advisors,
pastors, the building committees, and finance councils with an understanding of the policies for
capital construction projects, major remodeling and real estate transactions conducted in the
Archdiocese by parishes and the Ecclesiastical Organizations within its territory. The following
topics are covered: construction guidelines for capital expenditures and construction projects,
construction involving liturgical design, real estate transactions, Catholic schools’ projects, and a
description of roles and responsibilities.
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8.1. Parishes and Ecclesiastical Organizations Planning Capital Expenditures

8.1.1. Capital or Construction Limit: A pastor of a parish has authority to spend up to the
limit (see Exhibit V) for capital items, architectural services, construction contracts, or other
expenditures (including furniture, liturgical items, artwork, office equipment and automobiles).
The President or other authorized officer of an Ecclesiastical Organization has similar authority
per that entity’s governing documents and internal policies. The Limit is understood to be the Total
Project Budget, encompassing all costs associated with the project. Circumvention of this policy
is not permissible by measures such as breaking a project into smaller components. All items that
exceed the limit must have prior approval from the COO or Moderator of the Curia, and/or CFO
of the Archdiocese or, the Board of Directors of the applicable Ecclesiastical Organization. (Ref:
Chapter 10 - Parish Guidelines of Authority — Authorization Limits — 10.3.0.)

8.1.2. Permission from the Archbishop — Significant construction projects impact the
Archdiocese as a whole. Accordingly, when contemplating a new facility, sizable remodeling, or
land purchase needs, the pastor and/or authorized officer of the related Ecclesiastical Organization
must write a letter or email to the Archbishop or COO describing the project and seeking the
Archbishop’s or the Vicar General or COO or Moderator of the Curia’s approval. If the pastor
anticipates liturgical worship space issues, the pastor’s letter shall request initial approval from the
Archbishop.

8.1.3. Planning Elements — The parish or an Ecclesiastical Organization should begin
planning early to clarify how the entity sees its mission and future needs and how that mission best
serves the needs of the faithful, as well as realistically assessing its resources. The entity should
reflect on the proposed project, how it will contribute to the entity’s ministries and how it will
impact the entity’s daily work and yearly budget (Ref: Chapter 10 - Guidelines of Authority:
10.3.0.). Hyperlink reference

8.1.4. Planning for Capital Campaign — After review and approval by the Office of FAP,
a parish must then receive permission from the COO or Moderator of the Curia for the project
before conducting a capital campaign fund drive after review and approval by the Office for FAP
(Ref: Chapter 11 — Administrative Authority). Parishes may clarify in their communications what
the funds will be used for if they raise above and beyond the project cost, in order to alleviate any
confusion regarding restrictions on the use of the funds. An Ecclesiastical Organization should
receive approval to conduct a capital campaign from its Board of Directors before seeking approval
from the Archbishop. Capital campaigns for construction projects must also receive a
recommendation for approval from the PFRC.

8.1.5. Overall Guidelines

8.1.5.1. Broad Participation — The parish building committee, or its equivalent for
an Ecclesiastical Organization, should seek means to involve the parish community and/or
advisory groups of the entity in the building project. Parishioners that are involved in planning will
have a stronger sense of project ownership in the project and will be better prepared to assist with
financially supporting the project.
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8.1.5.2. Building Committee — The building committee is an advisory group to the
pastor and/or the president of an Ecclesiastical Organization. Committee members should be
involved and loyal in the life and work of the Church. At least one member should be a
representative from the parish finance council or its equivalent in an Ecclesiastical Organization.
Assignments and responsibilities of the building committee are to be defined early in the planning
process.

8.1.5.3. Planning Information Gathering — The data gathering process must be
ministry driven. Understanding the needs of the parish or Ecclesiastical Organization and the
persons served is a critical goal in gathering planning information. It is recommended the building
committee engage all ministry leaders and facility managers during this phase.

8.1.5.4. Parish Profile — The profile of the parish is a combination of information
about the environment and demographics within and surrounding the parish. This includes parish
membership, parish ministry, and activities with an assessment of the facilities needed to
compliment the ministries of the parish.

8.1.5.5. Pre-Design — An architect may be retained during the Planning Information
Gathering phase (8.1.5.3), also known as Pre-Design. The architect reviews and analyzes the
parishes/ Ecclesiastical Organization's needs assessment and funding capacity to determine the
project scope and budget. The architect consults with the pastor and the parish building committee
and provides a preliminary feasibility evaluation of the project with particular reference to the
budget and schedule constraints.

8.1.6. Other Guidelines for Parishes and Ecclesiastical Organizations

8.1.6.1. Master Planning Building or Facility Usage — Planning will consider the
mix and juxtaposition of buildings, support facilities and land required for parish activities,
ministries, and growth. Planning should consider the long-term facility uses for the proposed
building and the entire parish plant. The design should be flexible with the possibility of expansion
or multi-use capability over the life cycle of the structure.

8.1.6.2. Preliminary Architectural Planning and Programming — The pastor or
President of the Ecclesiastical Organization may hire an architect on a fee basis for planning and
programming with the respective entity’s building committee (subject to limitations of 8.1.). The
architect selected generally is the same professional who completes the entire project. That
individual will need to be formally selected after the parish is granted approval to prepare
construction documents. {Ref. Selection of Architect —8.5.1.}

8.1.6.3. Prioritize Project Elements — The parish or the Ecclesiastical Organization
must prioritize the construction phases according to the results of the planning, needs assessment
and advice from its architect, so that completion of the most important part(s) of the project will
occur first should finances prove insufficient to fund the entire proposal.
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8.2. Real Property, including Leasing Transactions

Consistent with both canon law and appropriate civil/secular laws, parish property is beneficially
owned by the respective parish or the Ecclesiastical Organization. Within the Archdiocese, all real
property is held in Trust by the Archdiocese of Denver Charitable Trust for the benefit of the
parishes in the territory of the Archdiocese and for certain Ecclesiastical Organizations; however,
the beneficial owner of parish property is the applicable parish or Ecclesiastical Organization as
set forth in the official records of the 25 different counties comprising the territory of the
Archdiocese in the state of Colorado. Generally speaking, the transaction and legal decisions and
actions concerning real property are the responsibility of the Archdiocese as Trustee, and operating
decisions and pastoral concerns are the responsibility of the Ecclesiastical entities.

e Canon Law recognizes the AOD and each of its Parishes as separate Legal entities, public
juridic person.
e Each entity has distinct rights, roles, and responsibilities regarding real estate.
o The Archdiocesan Corporation Sole holds bare legal title to real property, Legal
Owner.
o The Parish, Beneficial Owner, is entitled to the economic benefit of the real
property: the use, possession, and management of such property.
e The Declaration of Trust, together with Canon Law, the Archdiocese’s Pastoral Handbook,
and other church law, clarifies the rights, roles and responsibilities of the AOD and parish
regarding real estate.

The purpose of this section is to highlight the norms for the purchase, sale, disposal, lease, and
other uses of real property of the Archdiocese, parishes and their schools, and the Ecclesiastical
Organizations.

8.2.1. Real Property Transactions — The Archbishop, or his designee, must approve the
purchase and sale of property, property lease and/or other use agreements, easement arrangements,
annexation, subdivision and zoning submittals, official site development plans and related
agreements, matters involving mineral interests and water rights, and acceptance of donated
property for parishes. Transactions by Ecclesiastical Organizations should be governed by their
canonical statutes or secular governing documents (Ref: Chapter 11 - Receiving Gifts of Real
Estate) Hyperlink

8.2.2. Initiation of Approval Process on Real Estate Transactions — It is suggested that
the pastor or appropriate officer of the Ecclesiastical Organization seek advisement from the
Director of Real Estate for discussion of the policy, procedures, and practical aspects of the
proposed real estate transaction prior to full inclusion of other input and resources. The approval
process is initiated at the parish or by the president of the Ecclesiastical Organizational level
through consultation between the pastor, the appropriate officer of the Ecclesiastical Organization
and their respective finance councils and/or pertinent board of directors. It is then the
pastor’s/officer’s responsibility to communicate the proposal, as supported by his advisory
councils and, of course, with the general consensus of his parishioners/ board of directors. In the
case of property purchase or sale proposals, the pastor or other responsible individual shall provide
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a written request to the Archbishop that summarizes the basic terms of the proposed transaction,
the rationale and planning that support the proposal, the support of the parish finance council or
the entity’s respective board of directors/advisory group(s) and as much detail on financial aspects
of the transaction as may be available at the time. The parish shall bring all other types of real
estate matters and questions to the attention of the Director of Real Estate.

8.2.3. Real Property Purchase Subject to the Archbishop’s Final Approval — All real
property purchase contracts involving parishes within the territory of the Archdiocese are to
designate the Archdiocese of Denver, a Colorado corporation sole, as trustee for the benefit of the
parish along with the applicable parish (the public juridic person and beneficial owner), as the
proper parties to the contract. The parish should work with the Director of Real Estate to review
and process the appropriate documentation for not only purchase and sale contracts, but on
documents such as Letters of Intent, leasing proposals, development agreements and other types
of matters affecting real property rights. Said documents and their specific language should be
coordinated with the Director of Real Estate and shall be approved and executed by the Archbishop
or his duly appointed designee. All such contracts are specifically entered into subject to the
Archbishop’s final written approval, which may be provided by his designee for such purpose at
the time the transaction is finalized.

8.2.4. 50% of Real Property Purchase Amount in Cash — The parish may borrow funds
from the Irrevocable Revolving Fund Trust (“Revolving Fund”) when available or, in unusual
circumstances, through an outside financing source, when approved by the Revolving Fund
Management Committee (Ref: 8.6) and/or the Archbishop or his designee. However, at least 50%
of the total cost of the proposed real property purchase must be on hand in cash and deposited in
either the parish’s bank or Revolving Fund account at the time of signing the purchase contract
unless a specific exemption has been granted by the Archbishop or his designee. In addition, the
parish should have sufficient operating cash reserves, defined generally as a sum equal to six
months of budgeted operating costs, before the proposed real estate acquisition can be finalized.

8.2.5. Real Property Due Diligence — All real property purchases, and donations are
subject to review of title, current survey or improvement location certificate, environmental
inspection, zoning inquiry, professional appraisal or other fair value market verification, and other
inspections as may be necessary depending upon the nature of the property and its intended use.
The Real Estate and Construction Departments will assist the parish in coordinating these due
diligence tasks and has a number of qualified consultants that they can recommend for this work.

8.2.6. Significance of Fair Market Value in the Proposed Alienation of Real Property —
The approval process requirements for proposed real property transactions are a function, in part,
of the fair market value of the property at issue and must follow and be in accordance with canon
law and related directives as provided by the USCCB, as well as the Particular Norms of the
Archdiocese of Denver. The dollar amount levels are adjusted from time to time by the USCCB
and are included in Exhibit V — Limits for Alienation Transactions, Acts of Extraordinary
Administration and Acts of Major Importance.

8.2.6.1. Archdiocesan and/or an  Ecclesiastical — Organization’s — property
transactions valued below the “Archdiocesan minimum amount”’(See Exhibit V) — In the case of a
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proposed property alienation or other transactions involving fair value amounts under the
minimum threshold, the Director of Real Estate and/or the Real Estate Committee reviews the
proposal at issue and provides a recommendation for consideration to the COO or Moderator of
the Curia and for the approval by the Archbishop or his designee.

8.2.6.2. Archdiocesan and/or an Ecclesiastical ~Organization’s  property
transactions above the “Archdiocesan minimum amount”, but below the maximum amount (See
Exhibit V) — Review and favorable recommendation of such transactions by the Real Estate
Committee of the AFC are prerequisite for Archbishop's approval when the dollar amount or value
involved exceeds the minimum amount in the case of purchases or sales, or in other transactions
that may be unique or complex. The Real Estate Committee consists of individuals with
professional competence and expertise in the areas of real estate, law, transactions, and finance,
and also includes the COO, CFO, Executive Director of Real Estate and Construction and Director
of Real Estate. The Chairperson of the Real Estate Committee reports to the AFC on a quarterly
basis.

Further review by the Archdiocesan Finance Council and the College of Consultors of the
Archdiocese may proceed based on the Real Estate Committee’s recommendation, with these
additional bodies’ approvals being taken under advisement by the Archbishop in reaching his final
decision on a proposed transaction. In order to comply with the requirements of canons 1293 and
1294, the Archdiocese has implemented the following policy:

The valuation of the property to be sold or purchased is a critical factor to be considered in real
estate transactions. Therefore, when the Archdiocese, an Ecclesiastical Organization, or a parish
within the territory of the Archdiocese, proposes the sale or alienation of an asset above the
minimum amount (See Exhibit V) as defined by the USCCB, but below the maximum limits
similarly defined (See Exhibit V), the following are required:

a. One certified appraisal prepared by a licensed appraiser who is a member
of a firm approved by the Archdiocese. Such appraiser, at minimum, will have MAI
certification among their professional qualifications; and,

b. An independent, signed opinion of value prepared by a second qualified
expert. The pertinent qualifications of such expert are dependent on the nature of
the property to be alienated, i.e., residential, commercial, development, etc., but
need not include professional status as a licensed appraiser in all instances.

8.2.6.3. Parish or other juridic person property transactions valued below the
“Parish Minimum Amount” (See Exhibit V — In the case of a proposed property alienation or other
transactions involving fair value amounts under the Parish Minimum Amount threshold, the
Director of Parish Finance and/or the Director of Real Estate, after receiving the recommendation
of the pastor and his parish finance council, reviews the proposal at issue and provides a
recommendation for consideration to the COO for the approval by the Archbishop or his designee.

8.2.6.4. Parish or other juridic person property transactions above Parish
Minimum described in Exhibit V, but below the maximum — Review and favorable recommendation

230 of 506



July 1, 2023

of such transactions by the PFRC and/or the Real Estate Committee are prerequisite for
Archbishop's approval when the dollar amount or value involved exceeds the Parish Minimum
Amount in the case of purchases or sales, or in other transactions that may be unique or complex.

Consistent with section 8.2.6.2., if such parish property transactions are greater than the
“Archdiocesan Maximum Amount”, further review and favorable recommendation by the Real
Estate Committee of the AFC, the AFC itself and the College of Consultors is required with these
additional bodies’ recommendations being taken under advisement by the Archbishop in reaching
his final decision on a proposed transaction.

8.2.6.5. Alienation of Archdiocesan property (including parishes or Ecclesiastical
Organizations above the “Archdiocesan maximum amount” — When a proposed sale or alienation
of an asset is valued above the maximum amount, two formal appraisals prepared by firms
approved by the Real Estate Department, certified by an appraiser with MAI credentials, and such
other additional qualifications as may be deemed relevant to the transaction at issue are required.
In addition, the approval of the Holy See is required (canon 1292§2). Accordingly, additional time
will need to be allowed for approval of the transaction should the Archdiocese, a parish or an
Ecclesiastical Organization contemplate alienating property at this level of value.

8.2.7. Property Transactions of Other Kinds — Approvals related to transactions that do
not involve either the purchase or sale of real property are generally initiated through contact with
the Director of Real Estate. Additional types of real property matters such as leasing agreements
(see 8.2.10.), shared parking arrangements, easements, water rights, mineral interests and zoning
and development issues among others, fall within this category. Given the wide range of different
matters that may be involved, final approval of any given matter may be subject to varying criteria
that are typically context specific. As a first step in this process, therefore, the Ecclesiastical
Organization or parish must provide certain information to the Real Estate Department. Upon
receipt of this data from the parish or the Ecclesiastical Organization, the Real Estate Department
staff will provide guidance and assistance to the parish, both as to the specifics of the contemplated
transaction and as to the pertinent review and approval process. In some cases, this may include
recommending the retention of one or more qualified consultants for additional assistance,
potentially including outside legal counsel. The cost incident to these third-party consultants is a
parish expense, which the parish or the Ecclesiastical Organization must pay directly to these
vendors.

8.2.8. Tax-Exempt Property Issues — Church-owned real property does not automatically
have tax-exempt status, nor does it retain such status (once granted upon formal application to the
Colorado Division of Property Taxation). Absent the continued use of the property for purposes
in furtherance of the Church’s mission and timely compliance with tax-exempt property reporting
requirements on an annual basis, such tax-exempt status may be in jeopardy. Applications for tax-
exempt property status, communications with the Division of Property Taxation for the State of
Colorado, and the filing of annual Tax Exempt and Property Reports required by the state must be
coordinated through the Real Estate Department of the Office of FAP, which will assist with the
necessary processes.
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8.2.9. Donations of Real Property — Chapter 11- Archdiocesan Fundraising and
Charitable Gift Acceptance Guidelines specifically discusses the protocols and procedures
applicable to the acceptance of charitable gifts to the Archdiocese, the Ecclesiastical
Organizations, and parishes within its territory, including donations of real property interests.
Donations of this type must be coordinated through the Director of Real Estate and adhere to the
guidelines outlined under “Receiving Gifts of Real Estate” in Chapter 11.

8.2.10. Leasing Transactions — On November 13, 2002, the USCCB approved
complementary legislation for the implementation of canon 1297 of the Code of Canon Law for
the dioceses of the United States. This action was ratified by the Holy See on May 2, 2007, and is
now particular law of the Archdiocese. In accord with the provisions of canon 1297, the following
norms shall govern the leasing of Church property within the Archdiocese:

8.2.10.1. Prior to the leasing of ecclesiastical goods owned by the Archdiocese, the
Archbishop must hear the Archdiocesan Finance Council and the College of Consultors, when the
market value of the goods to be leased exceeds the limit (see Exhibit V).

8.2.10.2. Prior to the leasing of ecclesiastical goods owned by the Archdiocese, the
Archbishop must obtain the consent of the Archdiocesan Finance Council and the College of
Consultors when the market value of the property to be leased exceeds the limit or the lease is
longer than the prescribed number of years (see Exhibit V).

8.2.10.3. The valid leasing of ecclesiastical goods owned by a parish or other public
juridic person subject to the governance of the Archbishop requires consent of the Archbishop
when the market value of the property to be leased exceeds the limit or the lease is longer than one
year (see Exhibit V).

8.2.10.4. The valid leasing of ecclesiastical goods owned by a pontifical institute of
consecrated life or society of apostolic life requires, in addition to the consent of the competent
major superior and council, the nihil obstate of the Archbishop when the market value of the
property to be leased exceeds the limit or the lease is longer than three years (see Exhibit V).

8.2.10.5. The valid leasing of ecclesiastical goods by any public juridic person
requires the consent of the Holy See when the market value of the goods exceeds the limit (see
Exhibit V).

8.2.10.6 Use Agreements shall be used when leasing to a related entity for
intermittent periods for less than one year.

8.2.11. Telecommunications Contracts (Cell Site and Other Related Leases)

8.2.11.1. Telecommunications equipment is allowed to be located on either parish
properties or the properties owned by an Ecclesiastical Organization of the Archdiocese, subject
to satisfaction of certain substantive and procedural requirements and coordination of the leasing
contract process with the Real Estate Department in the Office of FAP.
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8.2.11.2. In addition to those requirements applicable to approval of any leases or
other use of the property of a parish in northern Colorado, specific requirements for the leasing of
telecommunications equipment include the following:

a. Risk/Benefit Analysis — The parish (including its pastor, Finance Council and School
Advisory Committee, if any) or Ecclesiastical Organization (by its board or other governing body)
must prudently evaluate the potential risks involved
b. School Safety Assessment — In the case of a parish with a school, the parish
must consult with the Office of Catholic Schools and the Archdiocese of Denver’s
insurance broker, Lockton Companies, and provide each of them with the parish’s
evaluation and conclusions as to its Risk/Benefit analysis.

c. Legal Consultation and Coordination — The parish or Ecclesiastical
Organization must coordinate completion of the lease or other form of
telecommunication’s agreement with the outside law firm recommended by the
Director of Real Estate of the Office of FAP for such purpose. The resulting legal
expenses must be paid for by the parish or the Ecclesiastical Organization as a
necessary transaction cost.
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8.3. Project Financing Review Committee (PFRC)

The purpose of this section is to highlight the norms and operating procedures for the PFRC. The
PFRC is comprised of individuals with professional competence and expertise in areas of parish
administration, construction, and finance. The PFRC members serve in an advisory capacity in
areas pertaining to parish construction, major remodeling or renovation, Catholic educational
facilities, and capital fund-raising for projects exceeding the limit (see Exhibit V) in total estimated
project cost. Except for schools, oratories, or churches, projects that are estimated to be less than
the limit in total expenditures will be reviewed solely by the Directors of Design and Construction,
Real Estate, and Parish Finance, the CFO and the COO or Moderator of the Curia for approval in
order to simplify and expedite the process. Building projects involving oratories and churches
follow the guidelines in Chapter 8 — Building, Property and Construction Projects of Special
Projects — Liturgical Design Procedures. and those involving schools follow the guidelines of
Catholic School Projects.

The pastor, his parish building committee, parish finance council and parish architect will make a
project presentation to the PFRC and respond to inquiries about the project’s financial feasibility,
estimated project cost, and parish master planning. Ecclesiastical Organizations that are
responsible to the Archdiocese shall present their projects to the PFRC, after approval by their
respective Board of Directors.

The Chairperson of the PFRC reports to the AFC on a quarterly basis.

8.3.1. Purpose of PFRC — The PFRC is an advisory committee that reviews the financial
feasibility of parish construction and renovation projects with a total expenditure estimated to be
over the limit (see Exhibit V). Upon deliberation of parish submittals, the PFRC will make a
recommendation to the Archbishop or is designee followed by a letter to the pastor. If the
recommendation is favorable, the parish can proceed to the next step in design or to the
Management Committee of the Irrevocable Revolving Fund Trust. The Management Committee
will recommend whether a loan can be approved either from the Irrevocable Revolving Fund Trust
or outside sources. (Ref: Chapter 8§ — Building, Property and Construction Guidelines - 8.10)

8.3.2. Membership of PFRC — The PFRC shall consist of the COO, CFO, President of the
Management Corp., the Director of Design and Construction, the Director of Parish Finance, the
Director of Real Estate, the Superintendent of Catholic Schools, a committee chair who is a
member of the AFC, the Director of Liturgy, one priest, and other volunteers selected from time
to time. Terms of the committee members other than the Archdiocesan employees will be
staggered, and no one member can serve for greater than five consecutive years unless re-appointed
by the Archbishop.

8.3.3. Meetings of PFRC — The PFRC meetings are typically scheduled on the fourth
Wednesday of each month January through October and the third Wednesday in November and
December. Special meetings of the PFRC may be called at the discretion of the Committee
Chairperson or the CFO.
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8.3.4. Objectives of PFRC — The PFRC evaluates the parish needs assessment, master
plan, and financial information and serves as advisors to the pastor, the Archbishop and/or his
designee.

8.3.5. Limitations in Responsibilities — The PFRC does not concern itself with other
aspects of the pastoral life of the Archdiocese, nor does it generate any legislative actions. It is
purely advisory in areas of project fiscal review.

8.3.6. Other Duties of PFRC — Other duties of the PFRC generally relate to:

8.3.6.1. Reviewing parish budget and financial statements, as well as other source
materials needed to generate an informed recommendation.

8.3.6.2. Reviewing the adequacy of current revenues to cover current operational
expenses and projected debt service, financial breakdown of the construction project,
contingencies, risk management plans, and project timetables.

8.3.6.3. Reviewing project program, analyzing master plan goals, project phasing,
economic soundness, and project long-term viability.

8.3.6.4. Recommending additional investigations or in-depth analyses related to the
accuracy of the financial statements, the internal controls, or compliance with this Pastoral
Handbook.

8.3.6.5. Consideration of the parish needs assessment, master plan and projected
future needs.

8.3.7. Presentation to the PFRC — The parish wishing to raise capital funds, build new
facilities, remodel existing facilities, or engage in various real property transactions, must request
a presentation to the PFRC. The parish should complete the financial information forms and follow
PFRC procedure.

8.3.8. Parish Submittals in Advance of Presentation to PFRC — The financial information
forms and relevant materials must be submitted to the Director of Planning and Construction two
weeks in advance of the scheduled PFRC meeting. If a parish cannot send materials in advance, it
may be required to reschedule.
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8.4. Financial Feasibility and Analysis

Financial planning begins with a careful analysis of the financial resources of the parish and/or an
Ecclesiastical Organization. A parish or an Ecclesiastical Organization should not be allowed to
pursue the project planning process without giving timely attention to the project’s financial
potential.

8.4.1. Basis for Evaluating Feasibility — Financial potential is determined by examining
the cash available, parish budget allocations, estimated income from capital fundraising, and
estimated borrowing capacity.

8.4.1.1. Cash Available — Cash available includes the funds accumulated in cash,
savings accounts, and reserve funds set aside for the new construction. However, it excludes a
reasonable reserve, generally six months of cash funds used for business operations.

8.4.1.2. Parish Budget Allocations — Amounts from the parish budget set aside for
the building project are to include the future monthly new construction debt service payment and
the increased costs to maintain a larger plant.

8.4.1.3. Anticipated Income from a Capital-Funding Program — The current
experience in the Archdiocese is that a well-led capital fund-raising program will yield
approximately 2.5 times the annual offertory of the parish.

8.4.1.4. Estimating Borrowing Potential — Parishes and Ecclesiastical Organizations
have access to loan funds from outside financing or the Revolving Fund. In order to acquire a loan
from the Revolving Fund or seek outside financing, the parish must have a PFRC recommendation
and approval from the Management Committee.

8.4.2. Completion of Financial Information Forms — The use of the financial information
forms standardizes the process and ensures that adequate information is supplied. Forms must be
obtained from the Office of Parish Finance. Additional relevant financial or other information
should be designated as “supplemental.”

8.4.3. Project Budget and Funding Sources — It is important that all potential project costs
and funding sources be identified during the planning and design phases of parish projects. When
projects are presented before the PFRC, in addition to the major component costs such as building
construction and architectural design fees, all potential costs for furniture, fixtures and equipment,
including potential gifts of liturgical and religious art items, must be budgeted as “costs” to the
project. Likewise, the PFRC will make inquiries as to the existence of any potential gifts of
furniture, fixtures, and equipment, including liturgical and religious art items as “funding sources”
for the project. The “reconciliation” of costs and their related funding sources should also include
proposed “in-kind-services” by parish volunteers. Funding sources must be identified and must
match or exceed project costs if parish projects are to be approved and successfully executed in a
way that does not financially burden the parish.
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8.4.4. 50% of Total Project Cost Held in Cash before Construction — At least 50% of the
total construction cost must be on hand in cash deposited in either the parish’s Revolving Fund
account or bank account prior to proceeding with actual construction unless a specific exemption
is granted by the Archbishop or his designee. In addition, the parish should also have sufficient
operating cash reserves, defined generally as a sum equal to six months of budgeted operating
costs, before construction commences.
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8.5. Selection of an Architect

8.5.1. Prior Approval to Hire an Architect — When the parish is ready to hire an architect
on a project required to go before the PFRC, the pastor and his advisors must meet with the PFRC
prior to interviewing, selecting, and contracting with an architect. The Director of Design and
Construction maintains a list of architects who have performed well on recently completed projects
in the Archdiocese. The Director of Design and Construction will assist the pastor with
identification of architects qualified to perform architectural services. (Ref: Chapter 8§ — Other
Guidelines — 8.1.6.2.)

8.5.2. Architects — The architect commissioned to design the project should be versed in
Catholic beliefs, liturgy, rituals, ceremonies, rubrics, and symbols. Liturgical guideline assistance
is available from the Office of Liturgy and especially the guidance contained in the publication,
Built of Living Stones, as developed and approved by the USCCB in November 2000. These
guidelines, developed by the USCCB’s Committee on the Liturgy, identify the designs required to
be liturgically correct, aesthetically pleasing, imaginative, functional and within the constraints of
a project budget.

8.5.3. Licensed Architects — While it is permissible that various architects may contribute
during the design process, the Archdiocese will approve as the architect of record and construction
only those individuals/firms who are licensed to practice architecture in the State of Colorado and
reside in the State of Colorado. The final selection should be made upon the basis of the architect’s
professional standing in the community, ability to design, competence regarding construction
issues, practical efficiency, business capacity, integrity, sound professional judgment, relative
experience, and the ability to listen and cooperate with all those involved in the project.

8.5.4. Architect Selection — The parish may interview a reasonable number of
architectural firms and/or consider the architect who has worked on its early programming. The
Archdiocese requires that all architects selected for parish interview must be provided with an
honest and fair opportunity for selection. The selection process includes parish review, on-site
investigation, and interview. The parish will request information from various architectural firms
and create an outline of qualifications and experience.

8.5.5. Architect Interview Process — The architect interview process is conducted when
multiple competing architectural firms are asked to make separate presentations before the pastor
and his building committee. The interview is a two-way dialogue and allows the potential architect
and the parish to become acquainted.

8.5.6. Final Selection — Final selection of an architect should promptly follow the
interview process.

8.5.7. Owner/Architect Agreement — The Director of Design and Construction, in
conjunction with the pastor and the architect, will generate an owner/architect agreement for the
architect, pastor of the parish and the Archbishop or his designee, as Trustee for the benefit of the
parish, to sign.
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8.7. Selection of a Contractor

8.7.1. Director of Design and Construction — The pastor must contact the Director of
Design and Construction before selecting a general contractor to provide construction services.
The Director of Design and Construction maintains for reference a list of general contractors that
have performed well on recently completed projects in the Archdiocese and will assist the pastor
with the identification of contractors qualified to perform construction services.

8.7.2. Selection of a Contractor — As a general rule, construction services providers
(general contractors) are selected on the basis of competitive bidding by the pastor of the parish,
after consultation with the Director of Design and Construction. However, the selection of a
contractor that has provided pre-construction services during design leading to contract for
construction services on a “negotiated fee” guaranteed maximum price basis is potentially an
acceptable alternative. After a general contractor has been identified based on competitive price
methodologies, the architect will assist the Director of Design and Construction in the preparation
of the construction contract documents.

8.7.3. Construction Contract — The Director of Design and Construction, the Director of
Parish Finance, the CFO, the COO or Moderator of the Curia and/or the Archbishop will review
and approve the contractor and related construction documents for parish construction and
renovation contracts. The pastor of the parish and the Archbishop or his designee, as Trustee for
the benefit of the parish, will sign the contract.

8.7.4. Construction Administration — The construction is authorized to commence
following the full execution of the contract by the contractor, pastor and the Archbishop or his
designee. Construction administration is a service provided by the architect. If the pastor chooses
to hire a separate project manager for construction administration services, the project manager
must comply with similar requirements as those used to select an architect, including, but no
limited to, professional licensure and insurance.

8.7.5. Use of Volunteers and Staff — As a general rule, the use of parishioner volunteers
and staff to perform construction services is discouraged. Personal safety as well as worker
qualification issues are a significant concern. Additionally, volunteer worker availability cannot
be readily integrated into contractor scheduling. While the use of parishioner volunteers and staff
is not absolutely forbidden, requests for the use of volunteers and staff must be submitted to and
approved by the Director of Planning and Construction before volunteers and staff can be utilized
on any parish construction project, preferably when the project is presented to the PFRC for
approval. Consideration will be given to allowing volunteers and staff to assist in limited tasks. In
short, construction projects are much different than ongoing maintenance projects due to the
degree of complexity, licenses, and certifications in areas of required expertise, and contractual
obligations. More specific guidance is provided in the AOD Risk Management and Insurance
Manual.

8.7.6. Budget Monitoring and Administration — The components of project budgets
generally consist of the following: 1) Construction Costs; 2) Project Contingency; 3) Architect’s
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Fees; 4) Furniture, Fixtures & Equipment (FF&E), and 5) Miscellaneous Costs. As a general rule,
budget monitoring and compliance of Construction Costs, Project Contingency and Architect’s
Fees are relatively easy to accomplish because it is performed by the architect and are based on
well-defined contract terms. Budget monitoring and compliance of FF&E and Miscellaneous Costs
have proven to be a challenge on Archdiocesan projects. This is an important issue because failure
to control these costs can cause the total budget to be exceeded, resulting in project cost overages
which cannot be funded by the parish. Accordingly, pastors sponsoring construction projects must
designate a competent staff person or parish volunteer whose duty will be to monitor budgeted
project expenditures, particularly the FF&E and Miscellaneous Costs. The person is to coordinate
these efforts with architect and Director of Design and Construction, including the submission of
monthly project expenditures and budget performance reports to the Office of Planning and
Construction. Absent a staff person or volunteer, an owner’s representative may be retained by the
parish or ecclesiastical entity.

8.7.7. Budget Overages — With respect to any contract price revision, all change order
claims shall be processed in accordance with the terms of the agreements between the parish and
the architect or contractor and shall be submitted for consideration and approval to the Director of
Planning and Construction, Director of Parish Finance and Parish Controller, the CFO, and the
Archbishop’s designee. Additionally, with respect to project capital budget expenditures
authorized by the Archbishop’s designee via the PFRC project approval process, if it is determined
that budget overages will occur, all transactions resulting in such overages shall be provided to the
Director of Planning and Construction and the Director of Parish Finance and Parish Controller
for submission to the CFO and/or COO or Moderator of the Curia for further action, including
potential re-consideration via the PFRC process. All contract changes shall bear the signatures of
all of the parties to the original contract.
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8.8. Special Projects — Liturgical Design Procedure

8.8.1. Design and Approval of New Church Buildings and Renovations — The following
protocol is provided for pastors who wish to build or renovate churches and chapels, in whole or
in part, in the Archdiocese. This includes new liturgical furnishings, artwork, and permanent
decoration. Liturgical design should be in conformity with the General Instruction of the Roman
Missal.

8.8.2. Purpose — The protocol provides a framework for the Archbishop and a pastor to
better collaborate in building or renovating churches and chapels. The protocol also enables the
Office of Liturgy to provide and explain to pastors and their communities, the guidelines of the
Archdiocese for such projects and to aid them from the first stages of their project planning. It
further allows the Office of Liturgy to review submitted material in order to identify areas of
concern or make recommendations. Finally, the protocol provides an opportunity to resolve issues
as early as possible in an open and deliberate forum.

8.8.3. Protocol Process — Pastors must consult the Archbishop and notify the Office of
Liturgy whenever there is a change of plans or new information that has bearing on resolutions
already agreed upon.

8.8.3.1. When the pastor has decided to begin a building or renovation project, he
must communicate his intentions to the Archbishop.

8.8.3.2. The pastor informs the Office of Liturgy that he wants to build or renovate
church/oratory space and the liturgy staff should ordinarily meet with the pastor at this time.

8.8.3.3. The Office of Liturgy may present Built of Living Stones to the pastor (Ref:
Chapter 8 — Building, Property and Construction Project Guidelines).

8.8.3.4. The pastor develops schematic design and submits it to the Director of
Design and Construction.

8.8.3.5. The Director of Design and Construction submits design drawings to the
Office of Liturgy for review.

8.8.3.6. The Office of Liturgy submits its review to the Archbishop for his
comments.
8.8.3.7. The Archbishop informs the Office of Liturgy concerning the status of any

liturgical issues.

8.8.3.8. The Office of Liturgy participates in the PFRC meetings with the pastor and
informs the Archbishop as to the outcome.
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8.8.3.9. The Office of Liturgy and the pastor remain in contact with the Director of
Design and Construction until the project is completed.

8.8.4. Built of Living Stones Provisional Guidelines — Built of Living Stones is the guiding
document for the building and renovation of churches. Designs should be measured against the
patrimony of sacred architecture, and this requires study and prayer. The design should be
beautiful, noble, and balanced. Minimal and merely functional designs should be avoided; designs
that are ostentatious and overly elaborate are also to be avoided.

8.8.4.1. The Altar — The altar should be placed in the central axis of the sanctuary in
the most prominent place of all. It should be beautiful, fixed and immovable, and constructed of
noble materials, with a preference for at least a natural stone mensa. (Please see The Order of the
Dedication of a Church and an Altar).

8.8.4.2. The Ambo — The ambo should be suitably placed for the proclamation of the
Word in a location that serves as a natural focal point for the Eucharistic assembly. It should be
immovable. To show the close relationship between the Liturgy of the Word and the Liturgy of
the Eucharist, the ambo can be constructed out of the same materials and crafted in a fashion
similar to the altar.

8.8.4.3. The Celebrant’s Chair — The celebrant’s chair should be conspicuously
placed in the sanctuary so that it is visible to the whole nave. It should not appear to be a throne.

8.8.4.4. The Tabernacle — The tabernacle should be placed in the sanctuary or at
least adjacent to it in a prominent, secure, fixed, immovable, and conspicuous manner. It should
be visible from the nave and closely associated with the altar and the ambo. The craftsmanship of
the tabernacle should be consistent with the craftsmanship of the altar so that the faithful can draw
the connection between the Blessed Sacrament offered on the altar and the Blessed Sacrament
reserved in the tabernacle. To facilitate adoration, a chapel of reservation can be incorporated.

8.8.4.5. Crucifix — According to the GIRM, there shall be a crucifix on the altar or
near it, clearly visible from the nave. The processional cross can fulfill this requirement provided
that it is displayed in the sanctuary, especially during the liturgy. It is convenient that a visible
crucifix is placed on the sanctuary wall.

8.8.4.6. Baptismal Font — The baptismal font should be suitable for both adults and
children. Consideration given to its size, placement and design should include the care of the holy
water. The preference of the Archbishop is that it be located near the main entrance and along the
central axis.

8.8.4.7. Confessionals — The confessionals should be provided in an open and

prayerful part of the Church, preferably the nave. At least one should have both a screen and an
arrangement to facilitate face-to-face confessions.
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8.8.4.8. Sacristy — Sacristies should be provided which are prayerful places to
prepare for liturgy. Provisions should be made for the reverent care, purification, and storage of
sacred vessels, as well as vestments and other articles for the liturgy. Thus, a sacristy should have
suitable closets, counter tops, drawers, cabinets, a sink, and a sacrarium.

8.8.4.9. Musicians — Musicians, both choir and instrumentalists, are a part of the
Eucharistic assembly with a special liturgical function. They should be placed in a location that
assists their ministry. This location should not distract from the liturgical actions at the altar nor
appear as a performance.

8.8.4.10. Image and symbol — Beautiful images of Christ, Our Lady, the saints, as
well as symbols and other liturgical art should adorn the church in such a way that they prepare
the faithful for Mass, aid their participation in the liturgy, and foster a spirit of adoration and
mission after liturgy. For new construction or remodels, statues and images of saints should not be

placed in the central and principal position above the altar (please see The Order of the Dedication
of a Church and an Altar).

8.8.4.11. Kneelers — In order that the Eucharistic assembly may kneel at the
appropriate times, there shall be kneelers provided with the seating in the nave and for the
musicians.

8.8.4.12. Exterior of the Church — The exterior of the church should be identifiable
as a church. Incorporating a large, recognizable cross on the exterior is suggested. The interior
design of the church should be compatible with the exterior design.

8.8.5. If there are occasions in which a significant change in the design is proposed either
prior to or during construction, the Directors of the Liturgy Office and Design and Construction
are to be notified by the pastor and given an opportunity to evaluate the effect of the change on the
overall project and the liturgical design.

8.8.6. The dedication or blessing of an edifice or altar that will be used to worship God
whether permanently or temporarily is integral to the building process. The nature of this liturgy

is decided upon in conjunction with the Office of Liturgy before the date of its celebration is
scheduled (GIRM 290 and BLS 118fY).
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8.9. Catholic School Projects

In all Archdiocesan pre-schools, elementary and middle schools, capital expenditures in excess of
the limit (see Exhibit V) must be submitted to the Superintendent of Catholic Schools for approval
and awareness prior to the Director of Planning and Construction commencing procedures. For
non-parochial Archdiocesan schools, capital expenditures in excess of the limit must be
recommended by the respective school’s Board of Trustees and then approved by the Board of
Members. If approved by the Board of Members, the proposed project must be submitted to the
PFRC for review and approval(s) pursuant to the guidelines contained in this Chapter. In
Archdiocesan preschools and elementary schools, expenditures are approved as prescribed by the
pastor or his designee.

8.9.1. Any group wishing to open a Catholic school must first comply with the following
procedures:

8.9.1.1. Discuss the proposal with the Superintendent of Catholic Schools and
obtain approval before initiating any formal steps in the process of opening such a school.

8.9.1.2. Submit to the Superintendent of Catholic Schools a written proposal, which
includes a professional feasibility study estimating support, projected enrollment, financial
resources, and other pertinent information that may be requested.

8.9.2. If, after reviewing the proposal and supporting data, the Superintendent of Catholic
Schools determines that the proposal has sufficient merit, the Superintendent of Catholic Schools
will recommend to the Archbishop that he approve the request to establish such a school. Only
with the approval of the Archbishop may a school call itself “Catholic” or use the term “Catholic”
in its title or communication with the public.

8.9.3. The Superintendent of Catholic Schools, with the Director of Planning and
Construction, is to review school projects at critical phases of design, expansion, development, or
other significant change of use in order to evaluate the impact upon the school. Typical critical
phases of design are at the completion of schematic design, design development, and cons