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"Remember, brothers, that we have a soul
and if we lose it, we will not recover it."

Pedro de San Jose Betancourt

"May everything be lost, but charity."
Mother Maria Encarnacion Rosal
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To the Provincial Superior Sisters, Bethlemite Sisters,
Association of the Bethlemites Laity, and Apostolic Collaborators.

Dear Sisters and Brothers:
Since Holy Brother Pedro de San José Betancur conceived the Bethlemite Order as
an apostolic instrument at the service of the Church, one of his great concerns, which
was reflected in the documents that would collect what would later become the
Bethlemite charism, was the service to the sick, the orphans and the poor; but along
with all this, also a total concern and dedication to the education of children and youth,
especially the poorest, as one of the primary ways of evangelizing them. Later, Blessed
Mother María Encarnación Rosal, in her process of reforming the Bethlemite female
branch, took up this characteristic element of the Institute's charism and began the
process of founding schools and hostels, first in Central America and later, in Colombia.
In face of these apostolic priorities of Pedro de Betancur and María Encarnación
Rosal, it is evident how the Bethlemite community took care of the education and
formation of children and youth, from its very beginnings, as one of its main apostolates,
at the service of society.

Since its constitution, the Institute has always provided its apostolic service in the
care of children and teenagers, as an integral part of its apostolic work and its charism,
therefore, everything that could put its integrity at risk or harm its rights, is alien to
the service that as a religious community we render to the societies of the countries
where we are present as a religious Institute and, in general, to human beings. In
this context, this letter is framed, which I hope will not only be welcomed by each
one of the sisters, novices, and postulants, but also by the laity and all the staff linked
to the apostolic works of the Institute, given its importance and significance in the
current moment in which the Catholic Church lives of which we are
members lives.
Ecclesial Context
In recent years, the painful situation of numerous victims of sexual abuse, abuse of
power and conscience, at the hands of priests, religious men and women and laity
in multiple apostolic works, has been revealed or has come to light of the Church.

Although it can be said that many of the cases correspond to the past, it is also
true that others are current. "The pain of these victims - says Pope Francis - is a
moan that cries out to heaven, that reaches the soul and that for a long time was
ignored, shut up or silenced"1. The Supreme Pontiffs Benedict XVI and Francis have
repeatedly apologized for "not acting on time, recognizing the magnitude and
seriousness of the damage that was being caused in so many lives"2 given the
seriousness of this type of behavior and the consequences that follow these behaviors
for the victims.
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

1 FRANCIS, Letter to the People of God (2018).
2 FRANCIS, Letter to the People of God (2018).

Carta Superiora GeneralInstitute of the Bethlemite Sisters
Daughters of the Sacred Heart of Jesus
General House
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At the light of this painful and shameful reality, in which priests, religious people
and lay people who work or are part of the work teams or directors of the apostolic
works of the Catholic Church have been involved, from the Roman Curia and under
the leadership of the last Supreme Pontiffs, a complex, broad and public process has
been advanced, of investigation of complaints, production of norms, reform of other
norms, sanctions, attention to victims and all kinds of possible actions, all this aimed
at eradicating from the life of the Catholic Church, this type of practice; but equally,
of sanction to those who have incurred in this type of behavior and of reparation to
the victims; all this done in a forceful way.

The Supreme Pontiffs have spared no efforts, actions, or decision making, leading
to ensure that the Church, effectively, become more and more the reflection and
transparency of the Gospel, than of the sins and limitations of its ministers and religious.

We know that this painful reality has not been the same in all the countries where the
Catholic Church is present, nor has it had the same seriousness in all religious orders
and communities, or in lay associations, or in the apostolic works of the Church. Unfortunately,
beyond the numbers and percentages, which are generally not very high, the seriousness
of this type of behavior is so significant that it ends up overshadowing the work of that
large percentage of committed priests, religious men and women, and lay people, who
give their lives every day, for the glory of God, at the service of the Gospel, in total fidelity
and dedication to the mission to which they have committed themselves.

As an Institute of Consecrated Life, we cannot do less than take the measures that
are in our hands, to contribute so that under no circumstances, a single religious,
novice, postulant, or lay person, belonging to or linked to the apostolic works of the
Institute, is involved in practices of abuse or mistreatment of minors or people in
vulnerable conditions. And if an unfortunate case arises that involves any person, be
they religious or lay, in any of the apostolic works of the Institute, those who have the
responsibility to intervene should not hesitate to do so, even bringing it to the attention
of the pertinent civil authorities, so that all the processes that may take place are
advanced, the victims are protected, and their rights are guaranteed and the guidelines
and procedures of both the Catholic Church and the Institute itself are applied.

The Synod of Bishops on Youth, Faith, and Vocational Discernment in the face of
the various types of abuse carried out by some bishops, priests, religious and laity,
which have caused suffering that can last a lifetime, ratifies the firm commitment to
adoption of rigorous preventive measures that prevent a repetition of these events,
based on the selection and training of those who are assigned tasks of responsibility
and education. In addition, it proposes going to the root to eradicate abuses and points
out that clericalism and "the desire for domination, the lack of dialogue and transparency,
spiritual emptiness, in addition to psychological fragility are the terrain in which corruption
thrives"3. The Synod appreciates and highlights the work of countless people who,
with honesty, dedicate themselves to the service of youth in the Church and expresses
its gratitude to those who have the courage to immediately denounce evil; in this way,
they help The church to act decisively.. . . . . . . . . . . . . . . . . . . . . . . . . . . .
3 Synod of Bishops, XVI General Assembly: Youth, Faith and Vocational Discernment. Final Document (October
27, 2018), 29-30.
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Protocols of Protection
The General Government of the Institute has produced some protocols that have been
included in the Handbook for the Creation of Healthy and Safe Environments in the
Apostolates of the Institute, which are mandatory for each one of the communities
and apostolic works of the Institute, both by the religious as well as by the laity. These
protocols, as well as all the provisions that have been included in the Handbook for
interactions between religious and laity with minors or people in vulnerable conditions,
are not mere suggestions, but rather they have force binding, both for the religious
and for the laity.

For this, the Provincial Superiors must advance the processes of updating legal
documents such as regulations, contracts, clauses, and other documents to which
there is place, to include in the documents, the pertinent legal aspects that give binding
force to the protocols and the Handbook itself.

In this order of ideas, the Handbook for the Creation of Healthy and Safe Environments
in the Works of the Institute, together with the protocols that have been included in it
or that are produced and sent from the General Government of the Institute, must be
socialized in all the communities of the Bethlemite sisters and in the apostolic works
of the Institute, leaving a record of this work. This guideline must be fully complied
with, which is why the Provincial Superiors must guarantee that this is done in all the
communities and works that depend on them.

The protocols and the Handbook, if required, must be adjusted to the legal
regulations of each country, since no directive may be included in them that
contravenes the legal system of the country where the Bethlemite community or its
apostolic works are located. In this sense, none of the prescriptions, norms, protocols,
guides, or Handbook can go against the legal systems of the countries where the
Institute is present; but in the same way, the legal system of the countries cannot
repeal or modify, to the detriment of minors or people in vulnerable conditions, the
norms that come from the canonical order of the Roman Curia or the General
Government of the Institute.

All religious and laity linked to the apostolic works of the Institute must subscribe
to the clauses of knowledge and commitment, both in the Handbook for the Creation
of Healthy and Safe Environments in the Apostolic Works of the Institute, as well as
in the protocols and decrees produced in the perspective to guarantee in the Institute,
the integrity of minors and people in vulnerable conditions.
Zero tolerance
The guidelines of Pope Francis, as well as the prescriptions for the Universal Church
and all its works, have been zero tolerance against any type of abuse or mistreatment
of minors and people in vulnerable conditions. Any type of conduct or behavior of a
nun, a priest, or a lay person, who could threaten the integrity of a minor or a person
in a vulnerable condition, is not compatible with the charity and love that the Gospel
asks of us as believers, before the people of God, in general and especially minors
and people in vulnerable conditions.

Pope Francis insists on the importance of “determination” in this fight and the need
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to “remain” faithful to the line of zero tolerance against abuse4. For this reason, any
type of abuse is a very serious situation, in the face of which the appropriate measures
must be taken in all the apostolates of the Institute, both those prescribed by the
Roman Curia and those of this General Government, to create the conditions to
prevent this type of behavior, as well as to respond or assume the procedures that
must be carried out, in the case of knowing that this type of behavior could be
presenting itself in any apostolic work of the Institute.

Zero tolerance implies that in the face of any possible case of abuse, action is
taken with transparency, without covering up, preventing, detecting, accompanying
and, if there is a crime, report it to the pertinent authorities, so that they carry out the
relevant investigations and, if the crime is proven, prosecute and punish the offender.
All members of the Institute, both religious and laity, should know that under no
circumstances will management or decision-making personnel cover up or let a possible
act of abuse go by. Likewise, it is up to the authorities of the Institute to collaborate
with the civil authorities, so that they can fulfill their functions, without prejudice to the
canonical actions and the procedures that the Church and the Roman Curia have
arranged to deal with this type of situation, under canonical norms. One cannot either
ignore the victims or treat them only in legal or economic terms. They must be fully
attended, with the respect and care they deserve, guaranteeing their rights and their
restitution, in case they have been violated.

“Both the abuses and their coverage can no longer be tolerated”5. Each Provincial
Superior will take the necessary measures so that, in each country where the Institute
is present, the specific rules of action are established, considering the Handbook for
the Creation of Healthy and Safe Environments in the Apostolates of the Institute,
which includes the protocols that must be followed in the different cases that may
arise. The decisions made in each Province and country must be sent to the General
House before December 31, 2022.
Practical Guidelines

1. The religious, the hired laity and the volunteers personnel of the apostolic works of
the Institute, who have a relationship with minors, must know and comply with each
one of the norms and procedures included in the Handbook on the Creation of
Healthy and Safe Environments in the Apostolic Works of the Institute, as well as in
the regulations that are produced, whether these are from the General Government
or the Provincial Government. All the personnel linked to the apostolic works of the
Institute must sign the clauses of commitment to comply with the prescriptions for
thepreventionofabuseandmistreatmentofminorsandpeople invulnerableconditions.

2. In every apostolic work of the Institute, the responsible person of the respective
Province must be made known, to deal with possible complaints of sexual abuse
or mistreatment of a minor or a person in a vulnerable condition. It corresponds
to the Provincial Superior, to appoint the person responsible for dealing with the
possible cases that may arise.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
4 FRANCIS, Message to the French Episcopal Conference (7.11.2018).
5 Press release from the Holy See, 06.10.2018: https://press. atican.va/ content/ salastampa/en/ bollettino/
pubblico/2018/10/06/com.htm
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3. Any religious or lay person, related to the apostolic works of the Institute, who
becomes aware of a possible case of sexual abuse or mistreatment, in which a
minor or vulnerable person is presumably involved, has the obligation to
immediately notify the person designated for such situations and/or the Provincial
Superior.

4. When the news involves a nun, whoever is aware of the situation must inform
the Provincial Superior, who, if the news is credible, is obliged to carry out a
preliminary investigation, according to law, under pontifical secrecy, and take the
necessary. appropriate precautionary measures (MP Sacramentorum Sanctitatis
Tutela, Article 16). The Provincial Superior will act according to the Protocol of
the Institute and the Norms of the Province. Relations with the Congregation for
the Doctrine of the Faith are the exclusive responsibility of the Superior General.

5. As a direct channel with the Superior General where any person, whether religious
or lay, victims or relatives of the victims, can formulate their complaints so that
from this instance the process of preliminary investigation can be advanced, the
email: protecciondelosmenores@bethlemitas.org.co has been created to which
any person may send the information they consider pertinent or related to possible
cases of abuse or mistreatment.

6. When the denounced fact implies a crime, according to the laws of the country
in which they occur, regardless of whether the person involved is a religious or
a lay person, the Provincial Superior will be responsible for acting according to
the law of the country, and if appropriate, will make the complaint to the civil
authorities, or accompany the victim or their guardians to make it.

7. The precautionary measures imposed on religious accused of sexual abuse of
minors are the responsibility of the Superior General. If this is the case, the
Provincial Superior can also do it, with the consent of the Superior General.

8. The investigations and statements in which a nun is involved in a possible case
of abuse or mistreatment, will be carried out under pontifical secrecy, being a
serious fault the dissemination of any information in this regard.

9. Having produced a case that has gone beyond public opinion and the media,
the guidelines set forth in the Institute's Guide for Communications for Crisis
Management will be used.

10. The Superiors of the apostolic work and the Provincial Superiors, by themselves
or by others whom they designate, have the obligation to listen, care for and
help the victims, and take the pertinent precautionary measures. They also have
an obligation to help and accompany the religious or lay person who is involved
in a civil, administrative, or criminal proceeding.

Official Documents
The following documents are part of the entire procedure that, from this date, will
become references and prescriptions for the comprehensive protection of minors and
people in vulnerable conditions.

• The Handbook on the Creation of Healthy and Safe Environments in the Apostolic
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Works of the Institute, which is the reference framework document for the protection
of minors and people in vulnerable conditions and which includes the action
protocols against possible cases that may be presented in the Institute.

• The Decree for the Comprehensive Protection of Minors and Persons in Vulnerable
Conditions in the Apostolic Works of the Institute is mandatory for all: Bethlemite
religious and lay people, apostolic companions, and volunteers personnel of the
apostolic works of the Institute. Everyone must be informed of its content and
must leave a record of and deliver it.

• The Guide for the Management of Communications Crisis to be applied in all the
communities and apostolic works of the Institute, making the appropriate cultural
and legal contextualization. It includes an annex with general criteria on
communication in cases of accusations of sexual crimes.

• The Protocol for the Protection and Prevention of Minors and People in a Vulnerable
Condition in the Institute of the Bethlemite Sisters, which has each one of the
procedures that must be followed if a situation of abuse arises or mistreatment
of a minor or a person in a vulnerable condition.

In addition to the previous documents of the Institute, some from the Vatican are
included, which, due to their content, are significant for the processes that can be
carried out in the Institute.

• The Vademecum of the Congregation for the Doctrine of the Faith called On
Some Procedural Issues in Cases of Sexual Abuse of Minors Committed by
Clerics, which although it is aimed at handling cases in which clerics are involved,
has important elements that can be used in handling cases with religious, but
fundamentally because it includes important elements of the Code of Canon Law
that apply to both clerics and religious (Version 1.0 subject to modifications).

• The apostolic letter in the form of Motu Proprio Vos Estis Lux Mundi of Pope
Francis addressed to bishops and major superiors, which includes the procedures
to be followed if a cleric or a religious is involved in crimes of child abuse.

• The letter of Pope Francis to the Presidents of the Episcopal Conferences and
the Superiors of the Institutes of Consecrated Life and the Societies of Apostolic
Life Concerning the Pontifical Commission for the Protection of Minors where
specifies the responsibility of all entities and organizations and of the Church to
implement the appropriate measures to guarantee the protection of minors from
any type of abuse or mistreatment.

• These are the documents that, at a minimum, must be taken as references for
the prevention and management of any situation that could be considered as
abuse or mistreatment of minors and people in vulnerable conditions.

• The documents produced by the General Government are constructed in the light
of those produced by the Roman Curia, and if those of the Institute do not cover
or illuminate the possible situations that arise in the apostolic works of the Institute,
should be referred to the Vatican documents.

•
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As a conclusion
Let this be the opportunity to invite all the sisters of the Institute to renew our consecration
and dedication to the Lord Jesus, who has called us to this vocation of service, so
that all of us, in the best way of Holy Brother Pedro of San José Betancur and Blessed
Mother María Encarnación Rosal, continue giving our lives for the good of the apostolic
works of the Institute, in an atmosphere of charity and dedication to all the beneficiaries
of our apostolate, seeking holiness in our lives, but especially, in fidelity to the Gospel
and to the Constitutions of our Institute.

There are many sisters, who have been and continue to be an example of life,
dedication, and service, both for the Institute and for society, they have done so without
saving anything for themselves and in total dedication, which can only be recognized
as an example of virtue. For this reason, my invitation to all the communities of the
Institute is not to lose heart in our work and in our service to the Church and to society,
knowing that there are more Bethlemite sisters who are examples of holiness and
dedication than those who have incurred in behaviors and conducts that contradict
our charism, Christian charity, and dedication to religious life.

I also want to ask all the sisters not to stop praying for the Institute, for its General
and Provincial Government, as well as for all the sisters, novices, postulants and lay
people who make it up so that we all remain faithful to the Gospel and to the charism
received, let us make the best decisions in the face of situations that can distance us
from them, but above all, so that we have the strength of the Holy Spirit, and thus
remain faithful in the life we have chosen for love.

Irma Cecilia Fuentes Pérez, Bethl. Superior General
Bogotá, March 25, 2022 - Solemnity of the Annunciation of the Lord

Originally signed.
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Introduction
This Handbook has been prepared for the Institute of the Bethlemite Sisters, Daughters
of the Sacred Heart of Jesus; it takes as reference documents of the current national
and international legal regulations, and the guidelines and decrees of the Catholic
Church on the protection of minors and people in conditions of vulnerability from all
types of abuse, harassment, or violence. Its content aims to contribute to the Creation
of Healthy and Safe Environments for minors and people in vulnerable conditions6,
and at the same time, it constitutes as an intended institutional policy focused on
fulfilling the legal requirements on the matter, for all the apostolic works of the Institute
(regardless of the country or the type of service it provides to human communities)
in which they are inserted and providing their apostolic service.

This Handbook is a policy document of the Institute, it is part of the organizational
documents and its operation, as it contains principles, criteria, and procedures to prevent
any type of abuse or mistreatment by any member of the apostolic works towards
children, teenagers or people in vulnerable conditions who are part of or who meet
them. Therefore, when adopted by the Superior General of the Institute, it is a mandatory
document.

In this order of ideas, in the event of a situation of abuse or mistreatment of a minor
or a person in a vulnerable condition, the authorities of the apostolic work that are aware
of it will proceed in accordance with what is established here. At the same time, they
will inform the civil authorities of the situation, so that due process is followed in said
instances and the procedures of the case are advanced, without prejudice to the actions
that are followed in the apostolic work, for their attention, investigation, protection of
victims and punishment of those responsible.

In addition, this Handbook provides the right direction for any action in the apostolic
work, in the face of possible cases of abuse or mistreatment of minors and people in
vulnerable situations. And since the Institute's policy is zero tolerance for any behavior
or conduct of this nature, that direction always seeks compliance with legal and ecclesial
guidelines regarding the protection of victims, the treatment of aggressors who are
minors - that privileges protection and training measures over punitive ones–, the sanction
of the adults responsible for the abuse or mistreatment, as well as the judicialization
that may take place.
It should not be forgotten that the Handbook that we present is an institutional policy
document whose character is not that of a standardized instrument that prevents the
intervention of specialized mental health professionals, to attend to the situations that
are contemplated here, or that prevents the actions of the judicial authorities in charge
of investigating and sanctioning the behaviors that are enunciated. Its function is rather
to guide the entities or apostolic works of the Institute, in which there is a plurality of
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
6 Vulnerable population is understood as people or population groups that, due to their nature or certain
circumstances, are more exposed to suffering mistreatment of their fundamental rights, or that require an
additional effort to join development, overcoming exclusion, poverty and the effects of inequity and violence of all
kinds.
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people, educational levels and functions, to explain in a clear and simple way what it
intends to do in the Institute in the Creation of Healthy and Safe Environments, in which
there is no place for any type of mistreatment, abuse or outrages against minors or
people in vulnerable conditions.
The Handbook is divided into six chapters that condense the policy elements on the
protection of minors or people in vulnerable situations, namely.

a. The reference documents that support and sustain it.
b. The concepts and central categories to understand the concept of abuse and its

implications, relevant for the apprehension of the principles, criteria and procedures
that are presented later.

c. The criteria and procedures called to guarantee the construction of healthy and
safe environments for minors and people in vulnerable conditions.

d. The strategies formulated by the Institute so that in its apostolic works any situation
or action that gives rise to the abuse of minors or people in vulnerable conditions
is prevented.

e. The protocols established to deal with the accusations of alleged abuse, as well
as the way to proceed in the care of the victims of abuse, framed in the right to
due process that assists the victims and the accused.

f. The organisms or instances that must exist in the apostolic works of the Institute
and its functioning, in the Creation of Healthy and Safe Environments, with clarity
on the functions that must be observed by those who have some responsibility in
the achievement of that objective.

Finally, the bibliography that supports the use of this Handbook is included.
It is therefore expected that all personnel involved in the apostolic works of the Institute

and the Bethlemite sisters themselves appropriate the contents of this Handbook by
knowing it, and fundamentally by making it come to life, fulfilling its prescriptions, and
putting them into practice, which contributes to the great purpose of the Institute to bring
the Word to all, in an environment that is healthy and safe for all those evangelized.
This Handbook is in force as of the date of its promulgation, and therefore has binding
force for all the personnel of the different levels of the Institute, without any reason or
condition to ignore or prevent its compliance.

Institute of the Bethlemite Sisters
Daughters of the Sacred Heart of Jesus
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Chapter 1
JURIDICAL AND FOUNDATION BASIS OF THE HANDBOOK

1. International documents related to the rights of children and those related to their
integral protection, especially those of UNICEF that are in force, as well as those
that have been approved and accepted by said entities.

2. The political constitutions of the countries where the apostolic works of the Institute
are found, consecrate the fundamental rights of minors and people in conditions of
vulnerability.

3. The legislation of each country where the works of the Institute are located that
fully protect minors and people in vulnerable conditions.

4. The penal codes of the different countries where the apostolic works of the Institute
are found, specifically, the articles related to crimes against the freedom, integrity,
and sexual formation of minors.

5. All international and national standards established to prevent and counteract
exploitation, pornography, and sex tourism with minors.

6. The behavior or conduct of religious, clergy, apostolic companions, lay people, and
other members of the Church, in relation to minors and people in condition of
vulnerability is explained in The Code of Canon Law of the Catholic Church.

7. All pontifical documents, from apostolic letters, exhortations, motu proprio, decrees,
and other provisions of the Roman Curia in relation to the protection of minors and
people in vulnerable conditions.

8. The Constitutions and other documents of the Institute of the Bethle m i t e
Sisters, in which the Major Superiors have defined policies, criteria, and procedures
in relation to the comprehensive protection of minors and people in conditions of
vulnerability.
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Chapter 2
MAIN TYPES OF SITUATIONS OR CONDITIONS IN WHICH ABUSE OR

MISTREATMENT TO MINORS AND PEOPLE IN CONDITION
OF VULNERABILITY CAN BE CONFIGURED

Some of the main situations and contexts in which attitudes, conditions and procedures
can be configured that favor the mistreatment or abuse of a minor or a person in a
vulnerable condition are addressed below. These have been extracted from the
specialized literature, so they are listed and proposed as references of what can
neither happen nor contribute to any area in which there are minors or people in
vulnerable conditions, in the process of creating a healthy, safe, and favorable
environment for the adequate formation of minors, in the Catholic faith or in any
other development of the apostolic work. This, to avoid all kinds of violence, abuse,
or mistreatment in such contexts. The main situations are listed in the following
sections.

ASYMMETRIC CONFLICTS
In the contexts in which minors interact with adults, different types of conflicts can
arise between the actors involved. Conflicts are part of community life, and research
on coexistence in human groups points out that the underlying problem is not the
conflicts themselves but refraining from resolving them adequately.

In the classifications of conflicts, it is considered that the most complex are those
that occur between those who live in an asymmetric relationship, for whatever reasons.
Although asymmetric conflicts may include different members of a social group, only
those involving minors or people in vulnerable conditions will be recorded here. The
most outstanding of these types of conflicts are the following:

1. Between a di headmistress, teacher, member of the administrative or support
team, or member of the maintenance and general services, and a minor or a
person in a condition of vulnerability.

2. Between a parent or guardian, and a student who is not his/her child or under
his/her responsibility, or a person in a vulnerable condition.

3. Between an occasional visitor to the entity or a contractor who provides a service
to it, and a minor or a person in a vulnerable condition.

4. Between a neighbor or member of the community surrounding the entity, and
a minor or a person in a vulnerable condition.

5. Between a leader, a coach, an educator, a religious, a guide, and a minor or
a person in a vulnerable condition.
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6. All these asymmetrical conflicts, if not resolved properly, generally lead to
mistreatment, and in some cases, to the abuse of minors or people in vulnerable
conditions, because the party that is an adult or who holds authority usually
ends up imposing his/her point of view on the weaker party or who is in a
subordinate position.

7. This generally translates into a violation of the care, protection, and rights of
minors, in such a way that, if a mediator or a third person who seeks to mediate
between the parties is not involved, the minor or the vulnerable people almost
always end up losing, and even turn out to be victims of some type of violence,
which can range from words to physical aggression.

INSTITUTIONALIZED VIOLENCE
When we speak of institutionalized violence, we do not necessarily mean that an
entity or apostolic work deliberately generates conditions or situations that encourage
violence against minors or people in conditions of vulnerability. In other words, it
could happen that due to negligence, carelessness, inexperience, light action or
condescension, the condition is created so that someone, when applying a rule or
procedure, produces or fosters situations of violence that can lead to the abuse or
mistreatment of minors or people in vulnerable conditions.

We speak of institutionalized violence because such conditions or behaviors occur
precisely in the institutional context and in the exercise of institutional powers that
end up generating or allowing acts of violence, aggression, abuse of minors or people
in vulnerable conditions, situations that could be avoided, if acted differently.
The main conditions or situations of this type of violence are:

1. Attitudes of educators in the exercise of their training work, associated with
teaching stereotypes, personal conditions, the hidden curriculum, emotional or
personality conditions, or ways of proceeding that are considered legitimate, as
part of the educational and training processes. Among them are the following:
passive aggression; evaluative sanctions; authoritarianism; ignoring the problems
of coexistence; arbitrary decisions; the penalty; disqualifying, prejudiced or
negligent psychological attitudes; the academic negligence of the educator;
aggressions that are classified as crimes, among others.

2. Situations in which minors, due to various circumstances, establish healthy
relationships with each other that become toxic, given the damage, setbacks,
problems, and damage that they cause them, and that go unnoticed by educators
or trainers. This does not imply that educators seek to control or interfere in the
life and interactions of minors arbitrarily, but that they assume adequate follow-
up and accompaniment, which allows them to detect harmful situations for minors
under their responsibility and intervene in a timely manner, educate, and avoid
the damages that such relationships may cause.
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3. Whether due to carelessness, indifference. or negligence, letting situations pass
in which minors are being mistreated in their homes or within their families,
without the entity – whichever it may be – intervening to take the necessary
measures required to deal with this type of situation, among others, bring them
to the attention of the authorities or competent entities to attend to, intervene,
stop, or correct such behavior.

4. The stereotypes and cultural patterns present in the environment of the apostolic
work, especially in the context of the school, which are related to the role of
women or the role of men, and are expressed as concern for academic or sports
results, social discrimination, censorship and disqualification towards those who
are in the process of building their sexual identity and do not assume the
culturally established stereotypes of male or female; or the disqualification or
pointing out of those who have some type of limitation, or some exceptional
quality, just to mention the most notable ones.

5. The inadequate use of language as a fundamental vehicle for interactions
between minors or people in vulnerable conditions and their educators, trainers,
or guides. Language is one of the most relevant aspects of these interactions,
and if due care is not taken, if continuous revision and adjustment exercises
are not carried out, or self-awareness processes are not carried out, it is very
possible to develop attitudes of passive violence, when the hidden curriculum
is allowed to filter, or formative interactions are permeated with the problems,
stereotypes, prejudices, or attitudes of educators, who do not always point in
the same direction as the formative intentions of the Institute or of the apostolic
work express.

The previous aspects together constitute conditions, situations, or procedures in
which, without intending to, the entity is quickly involved, and –as already mentioned
before– are part of the violence that society and culture exercise against children,
teenagers, and people in vulnerable conditions, as well as what is born, grows,
develops, and is established in the usual practices of the training processes of the
entities.

INSTRUMENTALIZATION OF MINORS
OR PEOPLE IN VULNERABLE CONDITIONS
The absolute and inviolable value of the human being has always been mentioned
– from philosophy, ethics, anthropology, and psychology. However, societies, cultures,
institutions, and human groups often create conditions or make it possible for children,
teenagers and even people in vulnerable conditions to be instrumentalized, to put
them at the service of ideologies, economic interests, family or school conflicts, or
turning them into ¨loot¨ in a confrontation between adults, just to mention a few
examples.
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This reality supposes stripping the minor or the person in a vulnerable condition of
their dignity and placing them at the level of an object or instrument (hence the name
given to this situation) that can be used at the free will of those who act in this way.

This situation may be the result of a deliberate action, but usually it is not, if it is
not due to the desire, the confusion and the need to resolve a problematic situation,
the minor or the person in a vulnerable condition is degraded, taking away their being
a person, their absolute value, their dignity and their condition as an aim in itself,
who can never be used as a means, in any situation.

However, beyond the motivations, in no circumstance, problem or situation, the
minor and the person in a vulnerable situation should be exploited. This means that
these subjects cannot be treated as objects, as means, or as "something" that can
be manipulated and used to satisfy the likes and needs of another.

Since always, especially from the field of philosophy and in it, from ethics, the
principle has been promulgated that human beings are aims in themselves, that they
cannot be exploited, alienated, subjugated or stripped of their human condition,
because regardless of their age, condition, gender, race, creed, or any other
particularity, they are the most absolute (they do not depend on anything or anyone
to have value), and in this sense their dignity must always be protected, their value
and condition. In the context of life in community or in human groups, there are
numerous occasions or opportunities in which a minor or a person in a vulnerable
condition can be exploited.
The most relevant are perhaps the following

1. When educators, managers, trainers or religious have conflicts with their peers,
with parents or with managers, and minors or people in vulnerable conditions
are left in the middle, and they are placed at the service or as a strategy to
"win" the counterpart or get ahead.

2. When there is a conflict between the entity and some parents or relatives (conflict
that can escalate to administrative or judicial instances for its resolution) and
minors remain in the middle, as each party seeks to win over the other. Therefore,
regardless of who the winner is, almost always the minor ends up losing and
ends up being exploited, for the sake of the interests that guide the said conflict.

3. When there is a conflict between father and mother, and a process of family
separation takes place, usually traumatic, the children (who are linked to the
apostolic work or to the entity), usually minors, end up in the middle, converted
into instruments of one or both parents, guided by the desire to "beat" the
counterpart; this, without considering or without taking care of the minor, a
situation that goes beyond the scope of competence of the entity itself.7

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
7 As a general criterion, in the apostolic works or the entities of the Institute, sides are not taken in favor of any of
the members of the couple when there is a conflict between them. The rule is to abide by what the competent
authorities have on the matter; but if the conflict harms or violates any of the rights of minors, the entity will take
actions to protect them, framed by the law and the guidance of specialists in the field.
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4. When there is a legal dispute between parents or relatives for the custody or
parental authority of the minor, for the maintenance fee, or for a permission to
leave the country, and this is left in the middle, subject to the ups and downs
of the legal conflict and without taking into consideration the affectation that said
situation may cause.

5. When there is a conflict, however minimal, between the educators or trainers
and the parents, and the minor is in the middle. It often happens that both
parents and educators ignore minors and their needs, overlapping those of
adults: who is right, who will win the conflict, who provides more evidence or
arguments, etc.

6. When there is a situation in which a minor has a special consition of affective
order, coexistence, academic, social, disciplinary, economic, or any other
condition, and the entity or apostolic work handles it in an inadequate manner,
violating the rights of that minor, by applying rules, imposing sanctions, and
leaving aside the special conditions and needs of that boy or girl.

The above exemplify the most common situations in which the instrumentalization
of minors or people in vulnerable conditions is incurred, who leave aside their human
condition, their dignity, and their needs, even though these are prevalent, since that
in the legal system worldwide and in most countries, there is a supreme interest in
children, teenagers, and people in conditions of vulnerability, their protection and
respect for their rights.

ABUSE OF MINORS
The abuse of minors and teenagers or of a person in a vulnerable condition is usually
a subtle behavior that can go unnoticed, unless it is sexual abuse, which is generally
established and normalized in many contexts where children and teenagers are
present.

This type of behavior requires a precise understanding and delimitation, so that
they can be effectively identified and prevented, in such a way that the conditions
can be created to build an organizational culture of zero tolerance for any type of
abuse or violence against children, teenagers and people in vulnerable conditions.
What is abuse?
For the cases to which we refer, abuse is the mistreatment of a child or young person
under 18 years of age, by a relative, a caregiver, someone who lives in their home
or works with them, even an educator.

The abuse can be physical, sexual, or emotional. There is also abuse of negligence,
and it is important to note that it is more typical and common to find these types of
abuse in different forms of combination than alone. For example, a physically abused
child is often also emotionally abused, and an abused child may also be a victim of
neglect.
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Why do children or adolescents refrain from reporting?
There are many reasons why children or adolescents do not tell anyone that they
are (or have been) abused. Typically, the abuser is someone the child or family
knows and trusts, someone close enough that the child or teenager may keep quiet
about the abuse because they don't want to get that person in trouble; or because
they think that those close to them will not believe their story.

Keep in mind that abusers often use persuasive and manipulative tactics to make
the child (or teen) feel involved in their behavior; or to make him/her "accomplice"
of it, as soon as he manipulates him so that he does not say anything, keep discretion
and consider that what happens is normal. These tactics – which are referred to as
"preparation" – can include buying gifts, planning special activities, or making a game
out of the abuse that can confuse the victim. Nor should we ignore the fact that, due
to the proximity that usually exists between the abuser and his victim, the latter may
feel guilty for the behavior to which he is being subjected.

Finally, it is possible that the child and teenager do not talk to anyone about what
is happening to them for fear that the person who abuses him or her will exercise
violence against him or her or close friends, for not getting into trouble, or –as already
stated– for fear of causing problems for the abuser, to whom he/she may feel
compromised or in "debt".

Signs of physical abuse
Even when there are obvious signs that can be associated with physical abuse, the
fact that the minor has them does not necessarily mean that he or she has been a
victim of that form of abuse.

Therefore, in the presence of signs that generate suspicion that a minor is being
assaulted, a process of medical assessment and evaluation of the alleged victim and
the circumstances in which the situation may be presenting must be initiated by the
competent professionals linked to the different entities that carry out the apostolic
work of the Institute.

Physical abuse occurs when a relative or person responsible for the well-being of
a child, teenager, or vulnerable person intentionally, not accidentally, inflicts or causes
physical injury. This includes bruises from blows or bites, broken bones, cuts, scrapes,
sprains, burns or any other damage that affects the physical integrity of the victim.
The most common signs that an adult or family member is physically abusing a minor
or a vulnerable person are the following:

• Marks on the body that cannot be explained (cuts, bruises, burns, black eyes,
fractures, or dislocations).

• Bruises in various stages of healing or marks showing the shape of some object,
for example, a belt, an electrical cable, etc.
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• Burns of various shapes, or in a pattern, such as those produced by specific
objects, such as a lit cigarette, an ironbox, or other hot objects.

• Hidden marks in areas of the child's or teenager's body, which commonly are
not exposed to the naked eye.

Signs of emotional abuse
Emotional abuse is mistreatment that affects the growth and psychological development
of the minor or the person in a vulnerable condition. It involves abuse with words,
actions and with indifference. The main symptoms in victims of this type of abuse
are the following

• Develops extreme behaviors, such as complaining excessively, or being very
demanding, passive or overly aggressive.

• Acts inappropriately by imitating adults (for example, by advising or lecturing
peers), or in an inappropriately childish manner (for example, by performing
repetitive actions, such as body rocking or banging head or body parts against
walls or objects).

• Shows delayed development for his/her age, both physically and emotionally.
• Avoids being closely attached to his/her parent or caregiver or expresses a lot

of fear and inhibition in their presence.
Signs of Neglect
Neglect can give rise to the commission of the types of abuse noted above, against
children, teenagers, or people in vulnerable conditions.
It is the behavior of an adult, relative or person responsible for the care of minors
or people in vulnerable conditions, of not providing adequate supervision, food,
clothing, shelter, or meeting other basic needs of that person.
Negligence is evidenced in facts that compromise the welfare of the victim, among
others, the following:

• He/she has not received help to face physical or medical problems that are
known or reported by the entity, so that the responsible relative attends to them.

• He/she lacks adult supervision or says there is no one in his/her home who can
provide the care he/she needs.

• Frequently misses school.
• Asks for or steals food or money.
• He/she lacks medical care, dental care, immunizations, or eyeglasses.
• He/she is perceived as neglected, abandoned, dirty, lacking the basics for his/her

subsistence.
• He/she always lacks the elements he/she requires for his/her adequate

development or growth as a person, as a student and as a human being.
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Behaviors of an abused victim
The following may be some evidence of any type of abuse of a child, a young person,
or a person in a vulnerable condition:

• Shows sudden changes in behavior or suddenly drops in academic performance.
• Has learning problems (for example, difficulty concentrating) not attributable to

physical or psychological causes.
• Is always vigilant, as if preparing to face an undesirable or harmful event.
• Tends to complain a lot, be demanding, or withdraw.
• Spends as much time as possible in spaces other than his/her home, or engage

in activities that justify staying out late and delay his/her return home.

SEXUAL ABUSE OF MINORS
OR PEOPLE IN CONDITION OF VULNERABILITY
Child sexual abuse can be defined as any sexual activity with a child, in which force
is used or the threat of force is used, regardless of the age of the participants. It is
also defined as any sexual contact between an adult and a child, regardless of
whether there is deception or whether the minor understands the sexual nature of
the activity, which may include penetration, touching or sexual acts that do not involve
physical contact, such as exposure or voyeurism. In other words, by sexual abuse
we understand the action by which an adult – with guilt or intent, due to carelessness
or negligence – involves a minor or a vulnerable person, in any act of a sexual nature,
with or without explicit coercion, or implied, by any means, with or without physical
contact, whether initiated by the minor or vulnerable person.
Conditions of sexual abuse
Sexual abuse involves two aspects that are interrelated and serve as criteria to define
whether this form of abuse has occurred:
• Coercion: Occurs in the context of an imbalance of power, which the abuser

uses as an advantage, to interact sexually with his victim, using threats, physical
force, blackmail, deception, or manipulation. The person with power is in a
situation of superiority over his victim, which prevents the victim from using her
freedom to grant or not consent or defend herself. A person has power over
another when he forces her/him to do something that he/she does not want, or
that does not favor him/her. It should be noted that coercion can be exercised
without using force or intimidation, for example, through seduction.

• Asymmetry: Occurs when the abuser is older than the victim, both in terms of
age and anatomical differences, cognitive differences, development of sexual
desire, social skills, and sexual experience. This asymmetry promotes coercion.
Inequality at different levels allows the person with power to feel safe and without
fear of committing any act, while the vulnerable person perceives his inferiority
and feels insecure, which prevents him from defending himself.
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Common actors in situations of sexual abuse
• The abuser: Adult or older person who uses a position of power intentionally

and to achieve sexual stimulation for himself or for another and leads the minor
or person in a situation of vulnerability, under pressure or coercion, to act or
participate in situations in which they do not consent or do not agree to participate
in such activity.

• The victim: Person –underage or in a vulnerable situation– who suffers sexual
abuse and is in a situation of dependency or helplessness due to being in an
asymmetrical condition with respect to the abuser.

• The accomplice: Any person who knows of sexual abuse or suspects it (before,
during or after its consummation), without intervening to prevent it, mitigate its
effects or prevent it from continuing to be practiced, by the subject who commits
it, without filing the respective complaint with the school authorities or officials.

Most common forms of sexual abuse
Sexual abuse behaviors refer to behaviors that can generate risks to the sexual
integrity or the sexual, emotional, and affective formation of the minor or person in
a vulnerable situation, or in a relationship between its members that exceeds the
appropriate limits in interpersonal treatment8. These behaviors can be grouped into
the four categories listed below.

1. Use of language with sexual content or meaning. It occurs through expressions
of verbal and gestural order, by the abuser towards the minor or in a vulnerable
situation, whose content is sexual, seductive, obscene, or provocative. Such
expressions can occur in both the private and public spheres, and include
questions about sexual behavior, comments of a sexual nature, or stories with
explicit sexual content.

2. Visual stimulation. It refers to practices in which the abuser seeks to visually
stimulate the minor or the person in a vulnerable situation with exhibitionist
behaviors, photographs, or videos of sexual content. Some of the expressions
that can be presented in this category are the taking of photographs of the
victims in erotic positions, the offering of pornographic material of any kind, or
the invitation to use certain types of clothing or to perform actions conducive to
sexually arousing others. Visual stimulation is also related to the voyeurism of
the abuser, who is sexually stimulated by looking at or spying on their victim,
usually in their intimacy.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
8 It is proposed as a criterion of asymmetry, in the affective relationships between children and adolescents, the fact
that there is a difference in age between them, of three or more years of age, or of three or more grades in the
educational system. In the same way, the criterion of asymmetry is applied in any affective relationship between a
minor under 14 years of age and an adult - given that according to current legal regulations and international
standards- a minor under 14 years of age does not have the capacity to give any type of consent.
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3. Physical contacts with sex-genital content or significance. Behaviors of this type
include all types of sexual and genital contact. They can be exercised by the
abuser using force, seduction, coercion given by his power relationship with the
victim, and can occur in situations in which she is unconscious or under the
effect of substances that alter her state of conscience. Such actions range from
greetings or hugs that involve friction with a sex-genital connotation, to any type
of contact with the genital organs, including caresses and penetrations.

4. Exposure to any type of sexual activity. This category consists of exposing
minors to any activity of sexual content, without it being conducted by specialized
professionals and duly authorized by an institution, in the context of a training
process. This type of abuse involves events such as talks, offering pornographic
material, stories, reading erotic or sexuality-related literature that is not educational
or scientific material, presentation of personal sexual experiences, etc.

Wrong beliefs about sexual abuse
One of the main impediments to detecting or reporting sexual abuse is related to
wrong beliefs, fears, prejudices, and myths surrounding the subject. The most common
wrong beliefs about sexual abuse are the following:

1. Children or adolescents make up stories about sexual abuse. When a child
reports abuse, you must listen to him/her, especially the younger his/her age,
since it is rare for children to lie, and it is more common that teenagers give
false reports.

2. Children and teenagers are responsible for the sexual abuse of which they are
victims, and they can avoid it. A child or adolescent is never responsible for
sexual abuse, even when he/she allows himself/herself to be seduced, since it
is not his/her fault that an older person takes advantage of his/her curiosity,
helplessness, or naivety. Adults are the ones who must guarantee that children,
teenagers, or vulnerable people are not victims of sexual abuse and instruct
them to avoid situations or people that put them at risk.

3. Sexual abuse only happens to little kids. Teenagers and people in vulnerable
situations can also become victims of sexual abuse, and even adults. Sexual
abuse occurs when there is asymmetry between the parties in any of its forms.

4. Sexual abuse is only suffered by girls. Children and adolescents, as well as
people in vulnerable situations, regardless of their gender, can also be victims
of sexual abuse.

5. Today there are more cases of sexual abuse than in the past. That's not true.
What is true is the existence of more tools to detect, report and deal with cases
of sexual abuse, which have always been the case.
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6. Only the mentally ill or sexual predators commit sexual abuse. Many abusers
of children, adolescents or vulnerable people are apparently normal people, often
admired and loved by their victims, or in the worst cases, close people or family
members who may not have a history of behavior of this type.

7. Sexual abuse only occurs in lower social classes. Any minor or person in a
vulnerable situation, regardless of gender, social class, or context, can be a
victim of sexual abuse, as research on this phenomenon has shown.

8. Those who commit sexual abuse are ignorant people. Research has not
established that the level of knowledge or educational level is a factor that
promotes or prevents abuse of children, teenagers, or vulnerable people: in fact,
people admired for their academic level and culture can also be abusers.

9. Sexual abuse is always accompanied by physical violence. Many cases of sexual
abuse, as studies on the subject show, occur without resorting to physical
violence, but rather taking advantage of the minor's or teenager's curiosity to
seduce them, manipulating them with affective expressions and gifts, blackmailing
them or tricking them with attractive offers.

10.Sexual abuse is easy to recognize. Most of the cases of sexual abuse are not
known by the people close to the victims, because this is a problem that tends
to be denied or hidden.
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Chapter 3
POLICIES AND CRITERIA FOR THE PREVENTION OF ABUSE

OR MISTREATMENT OF MINORS AND PEOPLE
IN CONDITION OF VULNERABILITY

This chapter proposes the criteria and principles that should govern the interactions
between the people who are part of the apostolic works of the Institute and minors
or people in conditions of vulnerability. These criteria and principles must be put into
practice and observed by each one of those who are linked to the apostolic works.
With them, it is intended to confront all types of violence or abuse, including sexual
violence, as well as the instrumentalization of the most vulnerable population.

RECOMMENDATIONS FOR SPECIAL SITUATIONS IN WHICH
MINORS OR PEOPLE IN CONDITION OF VULNERABILITY ARE INVOLVED
The following indications focus on ordinary situations in the professional relationship
between adults -whatever their status in an apostolic work of the Institute- and minors
or people in conditions of vulnerability, situations that can be interpreted ambiguously
by one and the other, and even by third parties. With these indications we try to
eliminate such ambiguity, so that the service that is intended to be provided to the
population linked to the works of the Institute is not questioned.

With minors from 0 to 14 years old
1. When children need to change their clothes or get dressed: in the case of the

smallest ones, who require help, the activity must be carried out in the company
of a responsible adult and in conditions of privacy, leaving the dressing room
door partly opened. In the case of older boys and girls, privacy conditions and
the presence of two adults will also be guaranteed, who, as far as possible, will
remain in spaces adjacent to the dressing room.

2. Parents must have permanent access to communications, especially electronic
ones, that are sent to them from the entity, which obviously will be done through
official channels.

3. Efforts will be made to have differentiated spaces for the use of toilets o restrooms,
discriminating between those for adults and those for minors. For the latter, if
possible, such rooms will also be differentiated by age groups.

4. If there are incidents to attend to in the restrooms or in the locker rooms, the
adults who are responsible for carrying out that task will intervene, depending
on the time or the activity being carried out.
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5. The care, first aid and nursing care that are not urgent will be oversaw by the
personnel assigned for it, and in any case with the door partly opened, to prevent
an opportunity for minors to remain alone with adults, for prolonged periods

6. When minors or people in vulnerable conditions, due to some special activity,
must spend the night in the facilities of the apostolic work or in a center for
coexistence and meetings, they will be guarded or accompanied by two or more
adults.

7. When minors or people in vulnerable conditions leave the facilities of the apostolic
work, to carry out an activity that involves spending the night outside, there will
be specific spaces for their accommodation separate from those of adults.

With minors from 14 to 18 years old
1. Adults linked to the apostolic work, by employment contract or even as volunteer

collaborators, must not have affective-sexual relationships with minors or with
people in vulnerable conditions, under any circumstances.

2. In the presence of minors, mistaken verbal expressions of an erotic or sexual
nature shall not be used, nor references to physical appearance that are ironic,
humiliating, or that involve an invasion of their privacy or that of third parties.

3. Strict confidentiality will be kept regarding the details of the intimate life, both of
adults and minors, and any conversation or comment of a morbid or indecent
nature will be avoided.

4. Adults linked to the apostolic work by employment contract or as voluntary
collaborators will avoid actions or the use of clothing that insinuates or induces
sexual or erotic excitement.

5. A minor may be assigned to report to adults any behavior or attitude that may be
inappropriate, or that may create a risk to any of the minors who are changing
their clothes.

6. The adults and educators of the apostolic work will not inform minors or people
in vulnerable conditions about their personal contact data (phone numbers, mobile
numbers, emails), they will not link them to their social networks, nor will they
meet with them outside the entity to which they are attached, without the expressed
permission of the Headmistress' Office and for a duly scheduled activity.

7. The social network accounts used for communication with minors will only be
institutional ones, of which the Headmistress of the apostolic work are informed,
and will not have just a single administrator.

8. Communication through messages or emails with minors or with people in vulnerable
conditions will always be done through institutional channels, with a copy for filing,
or a hidden copy for the persons responsible for the apostolic work. Likewise, any
writing that may give rise to misleading or ambiguous interpretations will be avoided.
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9. In the educational outings or in any event that takes place outside the facilities
of the entity, such as excursions or camping, the activities will be programmed
by the responsible team involved, they will be carried out in the presence of all
the members of the participating group, and they will be approved in advance
by the entity's management bodies.

10.No accompanying adult can sleep or stay alone, in a room or closed space, with
a minor or a person in a vulnerable condition, for any circumstance or condition.

11.Emergency medical or nursing care for any minor or person in a vulnerable
condition will be provided by the person responsible for this function in the
presence of another adult.

GENERAL CRITERIA FOR INTERACTIONSOF ANYMEMBEROF THE APOSTOLIC
WORK WITH MINORS AND PEOPLE IN CONDITION OF VULNERABILITY

The following criteria must be observed by all the members of the entities of the Institute;
they are prescribed to prevent situations or behaviors that may lead to the abuse of a
minor, a teenager, or a person in a situation of vulnerability. For this reason, the following
behaviors are prohibited, in all circumstances, in the relationship between any member
of the entity and minors or vulnerable people linked to the Institute:

1. Transporting them in their private vehicle, except as part of the procedure’s
medical emergency, in which his/her integrity or life is at risk.

2. Giving them private classes or carrying out with them activities related to the
profession of the adult member of the entity, without prior, written, and informed
authorization by the headmistress, the director, the superior or head of the entity,
or the person that he/she designates for that purpose.

3. Carrying out therapies or any type of treatment without the authorization of the
parents or of the person who has parental authority of the minor, of the
headmistress, director, superior or head of the entity, or of the person designated
for such purpose.

4. Frequently lend them money or give them gifts, with or without a special reason,
inappropriate activities when third parties who are not members of their own
family participate in them.

5. Address issues of an affective or sexual nature that cannot be discussed publicly,
that do not have the proper authorization from the directors of the entity and the
parents, or that are not properly organized and adjusted to age, condition, and
set training criteria.

6. Take them or accompany them to pubs, discos, places of entertainment or others
outside the entity, either on their own initiative or on the initiative of minors and/or
people in vulnerable conditions, unless that activity makes part of an outing duly
organized by the entity.
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7. Consuming alcohol, tobacco or any other psychoactive substance in the presence
or company of minors, inside or outside the entity's facilities, and not observing
the established criteria and procedures on the subject.

8. Show hostile behavior towards any person, among others, insulting, giving
nicknames, satirizing, mocking, ironizing, ridiculing, humiliating, or discriminating,
in formative or informal contexts, inside or outside the apostolic work.

9. Expressly mocking his/her physical, psychological, or emotional characteristics,
or making any sexual or erotic comments about his/her body or physical
appearance.

10.Relate stories, experiences, situations related to their own sexual life, or discuss
in their presence or with them issues related to this type of experience.

11.Ask them questions about their intimate life, or that make them feel uncomfortable,
because they refer to their private sphere.

12.Fighting or playing games that involve excessive physical contact, and physical
expressions of affection, such as hugs, kissing as greetings, and caresses.

13.Treat them in a morbid way and make indecent insinuations or proposals, directly
or ambiguously, that can generate insecurity or misunderstandings.

14.Sit them on the lap or carry them, unless that type of attention is required, due
to the minor's age or due to the circumstance that motivates it, in which case
the presence of another adult must be sought.

15.Take pictures of them, make videos or any other type of recording of their body
image, in erotic or suggestive positions, or of their private parts.

16.Take photos of them outside the activities organized by the entity, for which there
is the proper authorization of their directives and parents.

17.Show them or offer them pornographic material of any kind or affective-sexual,
erotic, or affective content, which refers to the private life of people.

18.Dealing in private with situations related to behaviors or practices related to
Sexting, Grooming or any other practice that involves sexual or intimate content
of the people involved in said situations.

19.Encouraging them to wear garments, accessories, outfits, or costumes, and to
participate in activities that sexually arouse others or have any type of sexual
connotation.

20.Have physical contacts which are typical of affective-family relationships, or that
involve their intimate private parts.

21.Establish affective relationships or have sexual intercourse with them.
22.Failure to comply with any of the criteria or procedures established in the entity's

Policy for the Management of Personal Data, called to guarantee the right to
privacy and reputation of people.

The behaviors listed before, because they are prohibited in the interactions of minors,
students, and people in vulnerable conditions with any adult member of the entity, if
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they are carried out by personnel linked to the institution, will be just grounds for the
termination of the work contract, once the disciplinary and legal procedures have been
completed; and while the investigations of the case are carried out, the person involved
will be separated from the minor or the group of minors, or from the people in
vulnerable conditions with whom he interacts in the exercise of his functions.

Regardless of the procedures that are followed in the entity, the headmistress,
director, superior or head of the entity, will inform the authorities of any behavior
configured by current legislation as a crime, so that they can carry out their investigation
and application of the sanctions or penalties that may apply.

GENERAL CRITERIA FOR THE INTERACTIONS OF EXECUTIVES, EDUCATORS,
ADMINISTRATIVE AND SUPPORT PERSONNEL WITH MINORS AND PEOPLE IN
CONDITION OF VULNERABILITY
In addition to the aspects defined in the section entitled "Criteria for the interactions
of any member of the apostolic work with minors and people in vulnerable conditions",
other criteria and procedures that must be observed in these interactions are presented
below:

1. All communication between any member of the apostolic work and a minor will
always be done through the ordinary channels established by the institution, and
not through personal mail.

2. All digital communication to a minor, necessary for reasons of the missionary
work carried out by the apostolic work, will be made with a copy to the parents
or guardians.

3. Given the relationship of asymmetry characteristic of the formative processes
with minors and teenagers, only the relationships that correspond to the missionary
work of the apostolic work will be established with them.

4. In all procedures and actions pertaining to functions such as headmistress,
educators, administrative, support or service personnel, the ethical and moral
principles consigned in the ideology of the Institute and its apostolic work, and
in other legal documents in force, will prevail.

5. No manager, educator, administrative, support or service staff will remain alone
with a child, teenager, or person in a vulnerable situation, in any space of the
entity that does not provide the possibility for others to see what happens between
them. If a minor or vulnerable person had to be accompanied or evaluated, or
receive support in any type of training procedure, this must be carried out at the
entity's facilities, in accordance with the pre-established schedule and with the
knowledge and consent of the directors of the entity.

6. Children, teenagers, or people in vulnerable situations are not allowed to go to
the place of residence of adults linked to the apostolic work, unless they are their
parents or relatives, or at events in which they are present.

7. When children, teenagers, or people in a vulnerable situation go alone or in a
group to closed places where adults meet, for reasons of rest or work, care must
be taken as long as what happens inside can be seen from the outside.
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8. If a manager, educator, administrative, support or service staff, due to their work,
visits a minor or person in a vulnerable situation at home, they must do so with
the consent of their parents, and in no case that person should stay alone or
behind closed doors with him or her.

9. Under no circumstances is endorsed or permitted the personal relationship by
virtual means, including social networks between minors and educators,
managerial, administrative, support or service personnel.

10.Any member of the managerial, educational, administrative or support staff, upon
learning of non-compliance with the rules, criteria and procedures contained in
this Handbook, by any member of the entity, will immediately inform their managers
of that situation for handling and care.

CRITERIA FOR THE INTERACTIONS OF THE SISTERS, PRIESTS AND SPIRITUAL
GUIDES WITH MINORS AND PEOPLE IN CONDITION OF VULNERABILITY
In addition to the criteria defined in the section entitled "General criteria for the
interactions of any member of the apostolic work with minors and people in vulnerable
conditions", the following are criteria and procedures that must be observed for the
interactions of sisters, priests or spiritual guides with minors or people in vulnerable
conditions:

1. No sister, priest or spiritual guide will remain alone with a child, teenager, or
person in a vulnerable situation, in closed spaces of the Institution, without the
presence of other adults. The accompaniment, spiritual advice or pastoral tasks
must be carried out in the facilities of the entity, in spaces and times set aside
for that purpose.

2. Children, teenagers, or people in vulnerable situations will not visit the place of
residence of religious, priests or spiritual guides, except for events in which
parents or other adults are present and accompanying them.

3. It is also not allowed for sisters, priests or spiritual guides to visit children,
adolescents or people in vulnerable situations in their homes; but if there is a
need to do so, by virtue of the mission of the apostolic work, it will only be
possible with the authorization of the directives of the entity and the consent of
the parents; and in no case, that adult will be able to stay alone and behind
closed doors with the person he/she visits.

4. It is essential to guarantee confidentiality around the celebration of the sacrament
of reconciliation, which must take place in a space where others can see from
a distance, both the priest and the person who is confessing.

5. Religious, priests or spiritual guides who have a relationship with minors must
know and comply with these rules and criteria, as well as the canonical provisions
of the Catholic Church, to avoid any type of improper, inappropriate, or ambiguous
conduct.

6. In the event that a complaint is filed about alleged abuse or mistreatment against
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a minor or a person in a vulnerable condition, by a sister, a priest or spiritual
guide, the headmistress, director, superior or head of the entity will comply with
the protocols provided in this document, and will inform the Ordinary of the
ecclesial jurisdiction of that situation.

7. Any religious linked to the apostolic works of the Church, who becomes aware
of a possible case of sexual abuse in which a minor or person in a vulnerable
condition is presumably involved, has the obligation to immediately notify the
person in charge of the Institute for such situations, or to the Ordinary of the
ecclesial jurisdiction.

8. When the news involves a sister, the person responsible will notify the Ordinary
of the ecclesial jurisdiction: if the news is credible, he is obliged to carry out a
preliminary investigation, according to law, under pontifical secrecy, and take the
appropriate precautionary measures. The Ordinary of the ecclesial jurisdiction will
act according to the Protocol of the Catholic Church. Relations with the Congregation
for the Doctrine of the Faith are the exclusive competence of the Ordinary of the
ecclesial jurisdiction.

9. When the denounced fact implies a crime, according to the laws of the country,
regardless of whether the person involved is a consecrated or a lay person, the
Ordinary of the respective ecclesial jurisdiction will be responsible for acting
according to the law; if appropriate, will make the complaint to the civil authorities,
or accompany the victim or their guardians to make it.

10.The apostolic work does not support or endorse any type of activity that has not
been organized by the entity, that is carried out outside its facilities and in which
minors or people in vulnerable conditions and religious, priests or spiritual guides
participate.

11.The sisters, priests, or spiritual guides, whenever they know of any situation,
behavior or conduct that contravenes this Handbook or the criteria and procedures
contained in it, by their companions or any other person linked to the entity, will
those circumstances in knowledge of their directives, for their handling and attention.

SPECIAL CRITERIA FOR INTERACTIONS BETWEEN GENERAL SERVICES STAFF
AND MINORS OR PEOPLE IN CONDITION OF VULNERABILITY
In addition to the aspects defined in the section entitled "General criteria for the
interactions of any member of the apostolic work with minors and people in conditions
of vulnerability", the following are specific criteria and procedures that must be observed
in the interactions of general services personnel with minors or people in vulnerable
conditions.

1. The interactions of these groups will be limited to giving and receiving instructions
related to the fulfillment of support tasks in the entity.

2. The interactions of the general services personnel of the apostolic work with
minors and people in vulnerable conditions, for social reasons, friendship, games,
socialization or of any other nature, related to the social life of each other are
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not allowed.
3. The interactions of the general services staff of the apostolic work with minors

and people in a vulnerable condition, for reasons of coexistence, academic,
training, educational or of any other pedagogical nature, are not allowed, unless
they are part of an activity previously organized by the entity and
its directors.

4. The general services staff of the apostolic work is not authorized to provide
individual or personal attention to minors or people in vulnerable conditions inside
or outside its facilities, in any activity, whatever it may be.

5. The general service personnel of the apostolic work, whenever they are aware
of any situation, behavior or conduct that contravenes this Handbook or the
criteria and procedures contained therein, either by their colleagues or by any
other person linked to the entity will inform its directors of those circumstances
for their management and attention.

SPECIAL CRITERIA FOR PARENT INTERACTIONS AND OTHER FAMILY
MEMBERS WITH MINORS AND PEOPLE IN CONDITION OF VULNERABILITY
In addition to the aspects defined in the section entitled "General criteria for the
interactions of any member of the apostolic work with minors and people in conditions
of vulnerability", the following are other criteria and procedures that must be observed
in the interactions of the parents or other relatives with minors or people in vulnerable
conditions within the framework of the activities organized by the entity.

1. Under normal conditions, it is up to the parents or other relatives to care for,
accompany or monitor the performance of minors and people in vulnerable
conditions with whom they have family ties or legal guardianship, to support their
training, pedagogical and educational processes, as well as the requests made
by the entity's staff.

2. The entity does not sponsor interactions between parents or other relatives with
minors and people in vulnerable conditions, for social reasons, friendship, games,
socialization or of any other nature related to the social life of one another; but
if these interactions result from the decision of the families, they will assume full
responsibility for the well-being of those who are not able to procure it for
themselves.

3. The interactions of parents or other relatives with minors and people in vulnerable
conditions are also not allowed, for coexistence, academic, training, educational
reasons or of any other nature, unless they are part of an activity previously
organized by the entity and its directors.

4. Parents or other relatives are not authorized to attend or carry out training activities
related to the mission and functions of the entity, or to carry out any other activity,
regardless of its nature, individually or in groups, with minors or with other people
in a vulnerable condition, who are not their own family nucleus, inside or outside
the entity's facilities, unless such interactions occur at the direct request of other
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parents and under their entire responsibility.
5. Any activity that involves interactions of parents or other relatives, with minors

or with people in vulnerable conditions, who are not from their own family nucleus,
outside the entity's facilities and especially activities that involve spending the
night in facilities that are not their own home, will be the responsibility of the
parents of minors who organize and allow them. Ordinarily, the entity does not
usually organize such activities, and if it does, it requests prior, explicit, and
informed permission from the parents of those minors, and such activities are
carried out according to the criteria set forth in this Handbook.

6. Parents or other relatives, whenever they are aware of any situation, behavior
or conduct that contravenes this Handbook or the criteria and procedures contained
therein, by any member of the entity's staff, other parents, or persons outside
the same, will bring these circumstances to the attention of the directors, for their
management and attention.

SPECIAL CRITERIA FOR STAFF INTERACTIONS ORGANIZATIONS THAT
PROVIDE SERVICES RELATED TO THE MISSIONARY WORK OF THE ENTITY,
WITH MINORS AND PEOPLE IN CONDITION OF VULNERABILITY
In addition to the aspects defined in the section called "General criteria for the interactions
of any member of the apostolic work with minors and people in vulnerable conditions",
the following are other criteria and procedures that must be observed for the interactions
of the personnel linked to organizations that provide services related to the missionary
work of the entity, with minors or people in vulnerable conditions.

1. The interactions of the personnel of organizations that provide services related
to the missionary work of the apostolates in it, with minors and people in vulnerable
conditions, will be limited to giving instructions regarding the fulfillment of
their work in support of the entity.

2. The interactions of the personnel of organizations that provide services related
to the missionary work of the entity, with minors and people in vulnerable conditions,
for social, friendship, game, socialization, entertainment reasons or any other
nature related to the social life of each other are not allowed.

3. The interactions of the staff of organizations that provide services related to the
missionary work of the entity, with minors and people in vulnerable conditions,
for coexistence, academic, training, educational reasons or of any other nature
are also not allowed unless they are part of an activity previously organized by
the entity and its directors or headmistresses.

4. The staff of organizations that provide services related to the missionary work of
the entity is not authorized to serve minors or people in vulnerable conditions, inside
or outside their facilities, individually or personally, for any activity, whatever it is.

5. The personnel of organizations that provide services related to the missionary
work of the entity, whenever they are aware of any situation, behavior or conduct
that contravenes this Handbook or the criteria and procedures contained therein,
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either by their colleagues or of any other member of the entity, will inform those
circumstances to its directors, for their management and attention.

6. The interaction of the staff of organizations that provide services related to the
missionary work of the entity with minors and vulnerable people will only be
allowed, when it comes to training activities, such as gatherings, excursions,
summer camps, complementary activities, and of any other nature according to
the criteria and requirements of the regulations or norms of the apostolic work
of the Institute and its documents and criteria for the care and protection of
minors and people in conditions of vulnerability. These activities must have the
prior, expressed, and informed request and authorization of the parents or
legal guardians of minors or people in vulnerable conditions and have been
scheduled and defined by the entity.

The criteria and procedures included in this chapter of the Handbook seek to ensure
that the group of adult members of the entity, regardless of the relationship they have
with it, is clear about the guidelines that govern their interactions with minors and
people in condition of vulnerability attached to the apostolic work of the Institute.

Capítulo 4
STRATEGIES FOR THE PREVENTION OF THE ABUSE OR MISTREATMENT
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OF MINORS AND PEOPLE IN VULNERABLE CONDITIONS

The following are the strategies defined by the Institute, for its religious communities
and apostolic works, to create an environment that allows preventing all kinds of
circumstances and conditions that make possible mistreatment and abuse of minors
or people in condition of vulnerability.

CRITERIA AND PROCEDURES FOR THE SELECTION OF CANDIDATES TO THE
RELIGIOUS LIFE IN THE INSTITUTE
The following are the measures, strategies, criteria, and procedures that are considered
in the linking of new personnel to the Institute of the Bethlemite Sisters, regardless
of the country or province to which they want to join.
It is the duty of the sister in charge of vocational promotion and of the formation team
of each province to guarantee full compliance with the criteria and procedures set
forth herein.

Include as part of the vocational selection procedure, the realization of a serious,
consistent, and significant process of vocational discernment that allows the candidate
to cleanse the motivations that lead her to choose religious life as a vital option.

1. Demand from the candidate a serious professional evaluation, responsible and
adjusted to the criteria of the Institute, on her personality, by a professional of
human behavior who can give elements of judgment on her suitability to join
the Institute.

2. Request the judicial record of the candidate and check if she has a record in her
country`s databases that record mistreatment or abuse of minors. Such
consultations will be respectful of the right to privacy and personal data protection
policies, according to the existing legal regulations in each country where the
provinces of the Institute operate.

3. Apply the profile of the religious candidate that the Institute has formulated,
without concessions in relation to the characteristics and conditions established
to carry out the vocational selection process.

4. In the vocational discernment process, make this Handbook known to the candidate
and explain the criteria and procedures that the Institute follows to guarantee the
comprehensive protection and care of minors and people in conditions of
vulnerability.

5. Request from the candidate a formal and explicit statement that she has not
been linked to administrative or legal investigations for mistreatment or abuse of
minors or people in vulnerable conditions.

6. During the time that the candidate's vocational election process lasts and the
selection made by the Institute, her way of proceeding must be carefully observed,
to identify if she is an integral and emotionally balanced person, who can relate
to others, as is expected of a religious of the Institute, if she recognizes the limits
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and strengths of her personality and character, and if she lets herself be supported,
in her process of integral development.

7. A person who has been the subject of a court conviction for a crime that could
endanger the physical or moral integrity of a minor, cannot be linked to the
Institute as a religious.

CRITERIA AND PROCEDURES FOR THE SELECTION OF PERSONNEL WHO IS
LINKED TO THE INSTITUTE

The following are the measures, strategies, criteria, and procedures that are
considered for the linking of new personnel to the apostolic works of the Institute,
regardless of their condition, role, profession, functions, and origin. It is the duty of
the Human Resources area, of each of the apostolic works of the Institute, to ensure
that all the criteria and procedures set forth herein are fulfilled:

1. Include in the personnel selection process, the application of personality tests
that allow to get reliable information about the candidate.

2. Request the judicial records of the candidate and check if there are records of
his/her in the country`s databases that record mistreatment or abuse of minors.
Such consultations will respect the right to privacy and data protection policies
according to the existing legal regulations in each country where the apostolic
works of the Institute are present.

3. Make this Handbook known to the candidate and explain the criteria and procedures
that the Institute follows to ensure the comprehensive protection and care of
minors and people in vulnerable conditions.

4. Ask the candidate for a formal and explicit declaration of not having been involved
in administrative or legal investigations, due to mistreatment or abuse of minors
or people in vulnerable conditions.

5. Explain to the candidate that the "Individual Work Contract" and the "Internal
Work Regulations" of the apostolic work of the Institute contain clauses on the
criteria and procedures that govern the work relationship, and that the Handbook
for the creation of healthy and safe environments in the works of the Institute
establishes unmistaken guidelines to guarantee the comprehensive protection
and care of minors and people in vulnerable conditions; and that non-compliance
with such criteria, procedures and guidelines constitutes just cause to unilaterally
terminate the contract by the entity, without prejudice to the legal actions that
may take place.

6. In the process of selecting educators and employees for the apostolic work of
the Institute, in addition to fulfilling the requirements of the job description, the
following personal qualities of the candidate are valued:

• His/her human quality and his/her interpersonal relationship, on which his/her
relationship with each one of the members of the apostolic work will depend,
especially with minors and people in vulnerable conditions.
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• Its availability to comply with each one of the criteria and procedures defined
by the apostolic work of the Institute, in favor of the care and comprehensive
protection of minors and people in conditions of vulnerability.

• Their ability to offer testimony and example of affective and sexual maturity,
and of being upright and integral in the different dimensions of human
development.

• Their willingness to comply with the norms of the apostolic work of the Institute
on the comprehensive protection and care of minors and people in conditions
of vulnerability.

• His/her agreement that his/her actions and attitudes in interactions with minors
and people in vulnerable conditions are subject to public scrutiny, in accordance
with the criteria defined in this Handbook.

• His/her willingness to denounce or inform the authorities of the apostolic work
of the Institute about ill-treatment or abuse perpetrated against minors or people
in conditions of vulnerability about which they are aware, so that said situations
are investigated, judged and, if applicable, sanctioned, and to ensure timely
and effective care for the victim.

• His/her flexibility, capacity, and willingness to assume new procedures to carry
out the apostolic work of the Institute, according to the juridical-legal
developments of the country where it resides, in favor of the comprehensive
protection of minors and people in conditions of vulnerability.

• Contribute with the authorities of the apostolic work of the Institute to disseminate
the criteria and procedures set forth in this Handbook for the comprehensive
protection and care of minors and people in conditions of vulnerability.

The person who has been subject to a judicial sentence for a crime that could put at
risk the physical or moral integrity of a minor, or of a person in a vulnerable condition,
should not be linked to the apostolic work of the Institute to work with those persons.

CRITERIA AND PROCEDURES FOR THE PERMANENT TRAINING OF THE
PERSONNEL ALREADY LINKED TO THE INSTITUTE AS RELIGIOUS

The following are the measures, strategies, criteria, and procedures that will be
considered, in the training, formation and follow-up processes, for all the religious who
are already members of the Institute, in any of its provinces, because they have
issued temporary or final vows, regardless of their status, role, profession, functions
and provenance. It is the duty of the Superior of each religious community to ensure
compliance with these criteria and procedures.

1. Review and analyze, at least once a year, the contents of this Handbook, to
remember the criteria, procedures, and actions of the Institute, in its search for
the comprehensive protection and care of minors and people in condition of
vulnerability.
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2.Include in the discernment processes for assigning positions of responsibility to
religious, in addition to meeting the requirements of the position description,
having shown the following personal qualities:
• Possess an undeniable human quality, which translates into their transparent,

fraternal, supportive, and charitable relation towards every one of the sisters
who are part of the Institute, and towards minors and people in vulnerable
conditions.

• Be willing to comply with all the criteria and procedures defined by the Institute
for the comprehensive care and protection of minors and vulnerable people.

• Be able to offer testimony and example of affective, emotional, and religious
maturity, as well as integrity and integrality, in the different dimensions of human
development.

• Provide all the sisters, the laity linked to the apostolic works of the Institute,
the beneficiaries of the apostolic service, and in general, those who meet them,
respectful treatment, care for others, protection and safeguarding each one of
their rights.

• Comply with the rules and provisions of the Institute and the Catholic Church,
for the comprehensive protection and care of minors and people in vulnerable
conditions.

• Be willing that their actions, behaviors, and ways of proceeding in interactions
with minors and people in vulnerable conditions are subject to public scrutiny,
considering the criteria defined in this Handbook.

• Be determined to denounce or inform the Institute's authorities about any
mistreatment or abuse against minors and people in vulnerable conditions, so
that said situations can be investigated.

• Commit to assume the new procedures that are produced in the Institute and
in the Catholic Church in favor of the comprehensive protection of minors and
people in vulnerable conditions.

• Contribute with the authorities and superiors of the Institute, to consistently
spread the criteria and procedures set forth in this Handbook, for the
comprehensive protection and care of minors and people in vulnerable
conditions.

3. Given that the following qualities and competencies are highly valued by the
Institute, all the religious must cultivate them, from the different levels of competency
and training:
• Provide protection and accompaniment to any religious or to children,

adolescents and people in condition of vulnerability, to prevent situations that
are potentially risky, ambiguous, that degenerate into abuse or mistreatment,
or of any other nature that contradicts what is defined in this Handbook, for
their comprehensive care and protection.

• Be aware that any omission (such as being aware of and not reporting
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unacceptable behavior towards other religious, minors and people in vulnerable
conditions, or withholding information that helps prevent abuse) and any
negligence in the comprehensive protection to which they are entitled said
persons may give rise to abuses and therefore are susceptible to being
investigated considering the criteria and procedures contemplated in this
Handbook.

• Show hospitality, understanding, willingness to listen, appreciation and respect
towards other religious, minors and people in vulnerable conditions, which are
important behaviors and attitudes for the training processes and the affective
development of people.

• Avoid affective gestures that involve physical contact, especially if they can
confuse the other or generate ambiguity in interpersonal treatment and can be
interpreted as excessive and inconvenient. Gestures of affection should not
overwhelm the person who receives them, cause them displeasure, and much
less stimulate them sexually, regardless of the intention of the person who
offers them.

• Being an example and testimony of the evangelical counsels, Christian charity,
evangelical acceptance and everything that expresses the Bethlemite charism
and fraternal, respectful and careful love towards others, sisters, apostolic
companions or beneficiaries of missionary work of the apostolates of the
Institute.

CRITERIA AND PROCEDURES FOR THE PERMANENT TRAINING OF THE
PERSONNEL ALREADY LINKED TO THE APOSTOLICWORKS OF THE INSTITUTE
The following are the measures, strategies, criteria, and procedures that will be
considered in the processes of reinduction, training, formation and monitoring of all
personnel linked to the apostolic works of the Institute, regardless of their status, role,
profession, functions, and provenance. It is the duty of the Human Resources area
of the apostolic works of the Institute to ensure compliance with all the criteria and
procedures set forth herein:

1. Review and analyze, at least once a year, the contents of this Handbook, to
remember the criteria, procedures and actions of the Institution and its directors,
to achieve the comprehensive protection and care of minors and people in
vulnerable conditions.

2. Include, in the performance evaluation processes, items related to compliance
with this Handbook.

3. Promote in all the members of the entity, from the different levels of competence
and training, the following qualities, and competences that the Institution highly values:
• Possess an excellent human quality, which is expressed in the treatment

towards each one of the members of the apostolic work, especially minors
and people in vulnerable conditions.
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• Comply with each one of the criteria and procedures defined by the Institute,
for the comprehensive care and protection of minors and people in vulnerable
conditions.

• Offer testimony and example of affective and sexual maturity and be a whole
and integral person in the different dimensions of human development.

• Accept that their own actions and attitudes, about their interactions with minors
and people in vulnerable conditions, are subject to public scrutiny, according
to the criteria defined in this Handbook.

• Denounce or inform the authorities of the Institute about possible cases of
mistreatment or abuse of minors and people in vulnerable conditions, so that
said situations can be investigated.

• Assume the new procedures approved by the Institute and the Catholic Church
for the comprehensive protection of minors and people in vulnerable conditions.

• Contribute with the authorities of the Institute to spread the criteria and procedures
set forth in this Handbook for the comprehensive protection and care of minors
and people in vulnerable conditions.

4. Provide protection and accompaniment to children, teenagers, and people in
vulnerable conditions, to prevent potentially risky or ambiguous situations that
degenerate into abuse or mistreatment, or of any other nature, that contradict
the provisions of this Handbook for care and comprehensive protection of students.

5. Be aware that any omission (such as being aware of and not reporting
unacceptable behavior towards minors and people in vulnerable conditions, or
withholding information that helps prevent abuse), or neglect of the
comprehensive protection to which said minors are entitled people, can give
rise to abuses against them and, therefore, are considered serious offenses
subject to the sanctions that may apply.

6. Show hospitality, understanding, willingness to listen, appreciation and respect
towards minors and people in vulnerable conditions, which are important
behaviors and attitudes for the training processes and the affective development
of these people.

7. Avoid gestures of affection that involve physical contact, especially expressions
that may confuse the other or generate ambiguity in interpersonal treatment and
may be interpreted as excessive and inappropriate. Gestures of affection should
not overwhelm the person who receives them, cause displeasure or discomfort,
and much less stimulate them sexually, regardless of the intention of the person
who produces them.

PREVENTION STRATEGIES FROM SUPPORT SERVICES
The support, orientation, psychology, and human development services of the apostolic
works of the Institute must fulfill specific functions aimed at promoting the prevention
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of any type of mistreatment or abuse of minors and people in conditions of vulnerability.
The most important are the following:

1. Know and appropriate what is stipulated by the current regulations, both of the
country in which the apostolic work of the Institute is located, and of the Catholic
Church, on the comprehensive protection of minors and people in conditions of
vulnerability. In the same way, stay updated on everything related to these topics.

2. Carry out training for all personnel of the apostolic work of the Institute to which
they belong, on the proper management of affectivity, the proper resolution of
conflicts, and the early identification of possible cases of abuse or mistreatment,
among others.

3. Guarantee that, in the formative processes implemented in the apostolic work of
the Institute, issues of prevention of mistreatment and sexual abuse are addressed
in an appropriate manner for the different ages of the beneficiaries and with
criteria of proportionality and gradualness.

4. Whenever necessary and opportune, inform minors and people in vulnerable
conditions about their rights, called to guarantee their comprehensive protection
and timely care, in the event of being subjected to mistreatment or abuse.

5. To guide the Headmistresses/ directors of the apostolic work of the Institute, who
request it, about the procedures to follow, in the eventual case of sexual abuse
or mistreatment of a minor or a person in a vulnerable condition.

6. Spread the relevant aspects of this Handbook to parents and responsible adults,
in the different formative spaces and events, to instruct them in the criteria and
procedures that are followed in the apostolic works of the Institute, for the adequate
and effective protection of minors and people in vulnerable conditions.

AWARENESS AND TRAINING FOR MEMBERS OF THE APOSTOLIC WORK
The following are the actions and procedures that have been determined to achieve
adequate awareness and training of people linked to their apostolic works, in the face
of mistreatment and abuse of minors and people in vulnerable conditions. They are:

1. In each apostolic work, programs called to make aware and train its members
will be promoted, to prevent sexual abuse and improper or inadequate affective
conduct. Similarly, it seeks to eradicate from the institutional culture wrong beliefs
originating from a distorted view of the problem of mistreatment or sexual abuse
of minors or people in conditions of vulnerability, beliefs that lead people and
institutions to deny or refrain from dealing with them.

2. In the collegiate instances of the different apostolic works of the Institute, all
cases of sexual abuse or mistreatment of minors or people in vulnerable conditions
must be addressed seriously, professionally, and diligently. This is to ensure that
prevention strategies and attention to the possible causes of this type of behavior
are implemented from these instances.

3. All formation or training processes for the personnel who work in the apostolic works
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of the Institute will reiterate the zero tolerance policy in the face of possible cases
of mistreatment and abuse against minors and people in conditions of vulnerability.

4. Each apostolic work of the Institute will organize a Committee for the Protection
and Care of Minors. This will generate new prevention and training strategies for
all its members, will assist and advise the director, headmistress, rector or superior
in handling eventual cases of mistreatment or abuse that may arise or become
known, and will receive complaints about this type of conduct, among other functions.

ADEQUACY OF PHYSICAL SPACES AND THE INTERACTIONS IN THEM
As measures of prevention and care of minors and people in vulnerable conditions,
the following procedures will be carried out in the apostolic work of the Institute and
the following criteria will be considered, for the use of physical spaces, during the
interactions of management, administrative, teaching and support staff with minors or
people in vulnerable conditions.

The places used for directive, pedagogical, psychological, pastoral, and formative attention
will be spaces that facilitate the confidentiality of interpersonal communication and, at the
same time, visibility from a distance of the interactions of the people gathered there.

In the activities programmed by the apostolic work of the Institute, for minors or
people in vulnerable conditions, which are carried out outside its facilities (meetings,
gatherings, retreats, field trips or others), there will always be the accompaniment of
two adults. preferably of the opposite sex.

In the activities programmed by the entity, so that minors or people in vulnerable
conditions spend the night away from their homes, there will be separate accommodation
for boys, for girls, and for adults in-charge.

Minors or people in vulnerable conditions will not spend the night in the facilities of
the apostolic work of the Institute, except to attend events organized and authorized
by its directives, which will take the form of camps, with the prior written authorization
of the parents. The staff of the entity will be responsible for organizing the conditions
so that these camps guarantee the safety and well-being of the participants.

The expressions of affection, in the spaces of the entity, will be governed by prudence
and the rule that what cannot be done in public, cannot be done in private either.

COMMITMENTS AND RESPONSIBILITIES OF PARENTS, GUARDIANS AND
ADULTAS IN-CHARGE

The following are guidelines, functions, care, and strategies that will guide parents,
guardians, and other responsible adults in the perspective of preventing mistreatment
and abuse against minors and people in vulnerable conditions:

1. Know the content of this Handbook to enforce it, both inside and outside the
apostolic work of the Institute and assume attitudes and behaviors consistent
with its purposes. For this, the Handbook will be available to this public through
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the Institution's virtual platform, and its reading, acceptance and compliance will
be certified by means of a written certificate signed by the same parents, guardians,
or in charge adults.

2. To inform the competent authorities, inside and outside the apostolic work of the
Institute, of any well-founded suspicion regarding a situation of ill-treatment or
sexual abuse against a minor or a person in a vulnerable condition, as provided
by the legal regulations and institutional criteria.

3. Guarantee that minors or people in a situation of vulnerability under their charge
do not attend meetings with third parties (even if these are members of the
formative body of the apostolic work of the Institute), which have not been duly
scheduled and announced by the directives of the entity or the personnel designated
by them.

4. Provide, at home, to minors or people in vulnerable situations under their charge,
spaces and environments that generate trust, tenderness, care, and protection
of themselves and their physical, family, social, environmental and computer
environment. In this sense, adults in-charge adults will participate in the activities
or processes that the apostolic work of the Institute favors for their formation and
development.

5. Participate, with the personnel assigned to do so, in the formulation, planning
and development of strategies that promote healthy coexistence, human, sexual
and reproductive rights, participation and democracy and the promotion of healthy
lifestyles of the persons linked to the apostolic work of the Institute.

6. Permanently and actively accompany minors or people in vulnerable situations
under their charge, in their growth, both at home and in the formative processes
carried out by the apostolic work of the Institute, for the promotion of healthy
coexistence and training in sexuality and affectivity.

7. Comply with the conditions and obligations established in the norms of the
apostolic work of the Institute, in relation to the rights of minors and people in
vulnerable conditions and the duties of parents, guardians and in charge adults,
in such a way that the fulfillment of their function as guarantors and the duty to
care and protect that assists them is always ensured.

All other guidelines, functions and strategies that are pertinent and adequate for the
integral protection and care of their children.

Chapter 5
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PROTOCOLS, PROCEDURES AND STRATEGIES FOR ACTION AGAINST
CASES OF ABUSE OR MISTREATMENT OF MINORS AND PEOPLE IN

CONDITION OF VULNERABILITY

This section includes the protocols, procedures, and strategies for the actions of
the apostolic work of the Institute in the face of possible cases of mistreatment
or abuse of minors or people in vulnerable conditions.

DUE PROCESS

In all the actions that are followed to deal with any situation that may result in
mistreatment, harassment, violation of rights or of a similar nature, due process
will be observed, and the entity will ensure that it respects each of the principles
and procedures provided for said process is effective for all involved. The regular
channel defined by the apostolic work of the Institute to deal with possible abusive
or mistreating behavior of minors or people in vulnerable conditions is as follows:

Interventions of First Instance
• The di headmistress or the Institutional Delegate for the Protection of Minors

and People in a Situation of Vulnerability9.
• The Committee for the Protection of Minors and Vulnerable Persons.

Interventions of Second Instance

The rector or headmistress / the superior / the correspondent

In this way, the existence of a double instance is guaranteed for making decisions
about possible situations of mistreatment or abuse of minors or people in vulnerable
conditions that are denounced or known in the context of the apostolic work of
the Institute.

PROTOCOL FOR THE ATTENTION OF POSSIBLE CASES OF ABUSE DETECTED
IN THE ENTITY

Anyone who is a victim or knows of a situation of possible abuse or mistreatment in
which a member of the apostolic work of the Institute is involved, should inform a
director or member of the Committee for the Protection of Minors and Vulnerable
Persons or the Institutional Delegate for the Protection of Minors, People in a Situation
of Vulnerability, filling out the format established for such purpose (“Report Format”).

1. The manager or official who has been informed of such a situation must
immediately take the necessary measures to protect the victim to avoid any
other damage that could occur.

2. If the reported situation has involved physical, mental, or emotional harm to
the victim, the institution will guarantee the victim immediate, specialized care,
by referring them to health service providers.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
9 The Institutional Delegate can be a professional of human conduct, or a nun of excellent prudence who has
been designated by the Superior, the rector or the correspondent of the entity.
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3. Without prejudice to compliance with due process and the regular conduct
set forth in this Handbook, the entity will immediately inform the parents of
minors or people in vulnerable conditions about the situation that has occurred,
as well as the parents of the aggressor, if he/she is another minor.

4. All actions that take place to collect information and provide care to those
involved, which involve the collection or registration of personal data, will be
subject to the current legal criteria and provisions related to the protection of
the right to privacy and habeas data.

5. If it is considered that the situation of alleged abuse or ill-treatment may
constitute a crime, it will be immediately brought to the attention of the pertinent
authorities, so that they may proceed as appropriate.

6. According to the nature of the facts and in the opinion of the headmistress,
correspondent, or the superior of the apostolic work of the Institute, the
Committee for the Protection of Minors and Vulnerable Persons will be
convened, so that it may review the actions carried out to date and determine
the route to follow.

7. If it is considered necessary, depending on the seriousness of the situation
and if the alleged aggressor is an employee or adult member of the apostolic
work of the Institute, the headmistress, the correspondent, the superior or
the president of the Committee for the Protection of Minors and Vulnerable
Persons, may order that said accused be removed from the functions that
could lead to contact with the alleged victim, while the facts are clarified.

8. The Committee for the Protection of Minors and Vulnerable Persons will
immediately adopt the necessary measures, in compliance with the provisions
of this Handbook and within the scope of its competence, aimed at protecting
the alleged victim, the person who presumably committed the attack, as well
as possible witnesses and people who reported the situation.

9. In case it is considered necessary, the Committee for the Protection of Minors
and Vulnerable Persons, headed by its president, once the situation is clarified,
will take the corresponding measures, contemplated in the normative documents
of the apostolic work of the Institute, the Institute itself, or of the Catholic
Church, as the case may be.

10.On each situation reported and attended by the apostolic work of the Institute,
a record will be filled out, in which everything that has been done will be recorded.

11.If the abuse or mistreatment committed does not give rise to legal action but
can be dealt with in the competent sphere of the apostolic work of the Institute,
the Institute – through one of its directors – will impose the appropriate
sanctions, depending on the seriousness of the violation. imputed conduct
and will explain the resources available to the aggressor to replace or appeal
the decision made.
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12.The decision made up to this moment will be communicated in writing to
whoever has been found responsible for inappropriate behavior, in accordance
with the principles, criteria and procedures defined in the Handbook on the
Creation of Healthy and Safe Environments in the Apostolates of the Institute,
so that the accused can exercise his legitimate right to defense and due
process, and the victim is protected. These decisions are not of a criminal
or judicial nature since the apostolic work of the Institute is not assisted by
such competence.

13.The Committee for the Protection of Minors and Vulnerable Persons –or the
person it designates– will provide accompaniment to the victim of abuse or
mistreatment and will follow up on their case, to determine if the restoration
of their rights and their comprehensive protection have been fulfilled and if
the person has received specialized care, if required.
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PROTOCOL FOR THE ATTENTION OF COMPLAINTS OF POSSIBLE CASES OF
ABUSE

1. Opening of the preliminary investigation10

• This action will respond to the decision of the rector, headmistress, the director
or the correspondent, or the superior of the entity to initiate the preliminary
investigation, which will be communicated to the said Delegate in a written,
formal and expressed manner, taking into account that this is competent to
personally undertake the investigation.

• Unless there are serious inconveniences, the person accused of committing
the abuse will be notified as soon as possible, in writing, about the opening
of the investigation against him, as a guarantee of due process. In said action,
all the steps or aspects of due process, consigned in this Handbook, will be
considered, and he/she will be warned that under no circumstances should
he/she or may he/she communicate with the accuser, the accusers, or the
alleged victim and his family. In the same way, it will be recommended that
he/she seeks the advice of a lawyer specialized in this type of situation11.

• During the preliminary investigation process, the right of the accused to have
a suitable defense will always be respected. Consequently, unless the rector,
the legal representative or the superior judges that there are serious reasons
against it, from the first phase of the investigation, the accused must be informed
of the accusations against him, so that he can answer each one. The prudence
of the rector, the correspondent or the superior will decide what information
will be communicated to the accused.

• At all times of the preliminary investigation procedure, the accused will be
assured the necessary means for the development of their activities in the
apostolic work of the Institute, in accordance with the regulations and Handbooks
of the entity and until there is a decision on the formal opening of the investigation.

• The preliminary investigation will be prevented from endangering the reputation
and honor of those involved. Therefore, those who intervene in it will respect
the confidentiality of the proceedings, the presumption of innocence of the
accused and the other principles that assist him, as part of due process. Only
the people expressly authorized by the rector, the correspondent or the superior,
will have access to the information or documents related to the accusations
against the defendant.

• If a complaint is filed against the competent authorities, of a crime committed
against a minor, by a member of the apostolic work of the Institute, it will be
the responsibility of the accused to seek the proper legal advice to respond
before the courts of the country and defray its cost. Not even privately, the

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
10 The concept of investigation used in this Protocol does not refer to the work that is optional for the judicial
authorities of the country, but to the basic investigation that the entity must make to determine if there are
reasonable elements of judgment that allow the management team of the entity, to the rector or superior to
implement the "Protocol for the attention of possible cases of abuse" consigned in this Handbook.
11 Whoever is the trusted lawyer of the presumed implicated person will never act as a representative of the interests
of the apostolic work of the Institute, should not advise him, nor should he have contractual ties with the entity.
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accused may make use of lawyers or legal advisers who have employment
ties with said apostolic work.

2. Precautionary measures applicable during the preliminary investigation in cases
in which there are compelling reasons to presume that the abuse committed
constitutes a crime.
• The rector, the correspondent or the superior, in accordance with the parameters

established by the legal system of the country, may impose, during the preliminary
investigation process, the precautionary measures necessary or appropriate,
to safeguard the reputation of the people involved, as well as the reputation
and interests of the apostolic work.

• Even without the preliminary investigation having concluded, if it is credible for
the rector, the correspondent or the superior, the commission of a crime, prior
consultation with the Institutional Delegate for the Protection of Minors, will
impose the necessary precautionary measures, so as not to give rise to the
defendant repeating the criminal conduct with which he is charged. Said
precautionary measures will be notified to him in writing.

• In accordance with what is legally established, the precautionary measures may be:
• The suspension of the person involved from exercising their work in the entity.
• The imposition or prohibition to attend the entity.
• Prohibition from carrying out their ordinary duties in the entity while awaiting the

result of the preliminary investigation.
•The imposition or prohibition to contact the possible victim or his/her family.

3. Development of the preliminary investigation
• The Institutional Delegate for the Protection of Minors appointed by the rector,

the correspondent or the superior is responsible for carrying out the investigation
process, according to the criteria and procedures defined in this Handbook. Its
mission is to collect, as far as possible, all the information necessary to assess
the credibility of the complaint (persons involved, places, dates, relevant facts,
possible witnesses, and other means of evidence).

• The Delegate will meet with the person or persons who have presented the
accusations, with the victim (if the accusations have been made by other people),
with the accused and with any other person who can help clarify the facts to which
refer to the accusations. Everyone will be reminded of their right to legal advice.

• The Investigating Delegate and those whom he/she interviews will sign a written
report of each interview, with the pertinent data (name of the declarant and of the
person receiving the declaration, place, date, facts, important circumstances, etc.).

• If the victim is still a minor12, the investigative delegate will judge whether it is
appropriate to interview her/him or not. To interview her/him, he/she will previously

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
12 This interview that is done to the minor does not have and cannot have the connotation of an expert
evaluation made by a professional expert in sexual abuse, mistreatment, or violence. Avoid asking questions
and exploring or delving into the points of view that the person carrying it out may have.
Basically, it is about listening to the version of the minor or the person in a vulnerable condition, avoiding asking
questions about the fact that is being investigated and much less, questions that lead the minor to make value
judgments about what is being investigated. This criterion also applies when the aggressor is a minor.
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request the express consent of his/her parents or correspondents and the
interview will take place in their presence.

• If the accused is still a minor, the investigating delegate will judge if it is
appropriate to interview him/her or not; and to interview him/her, he/she will
previously request the express consent of his/her parents or correspondents
and the interview will take place in their presence.

• If the accused is of legal age, he or she will be informed of the charges brought
against him or her before being interviewed, to give him or her an opportunity
to respond, and will be reminded of his or her due process rights, including
not to self-incriminate.

4. Conclusions of the preliminary investigation
• The rector, the legal representative was the superior will ensure that the

preliminary investigation is carried out with the utmost care and speed, and
that of a written record of each step of its development, including the
conclusions, which will be given to him/her for his/her information. The
conclusions must state the following aspects: (i) Whether the accusations
are credible. (ii) If the facts and circumstances investigated constitute a
crime/offense against a minor. (iii) If said crime/offense is attributable to the
accused.

• After listening to his/her delegate, the rector, the correspondent, or the
superior may order that the investigation be extended; but if it considers that
the information is sufficient, it will proceed to close the preliminary investigation,
an act that will be communicated in writing and formally.

• If the accusations are not credible, the rector, the correspondent or the
superior will declare the investigation concluded and dismiss the accusations
as baseless.

• If the accusations are credible and there are reasons to presume that a
crime has been committed, the communication declaring the closure of the
preliminary investigation will order the referral of the case to civil justice and
will confirm the precautionary measures deemed necessary.

• Said written and formal communication will be timely notified to the accused
and to the victim, if he/she is of legal age, and if not, to parents or
correspondents.

• It will act with justice, compassion, and charity, and will try at all costs to
prevent or remedy the scandal. For this, appropriate measures will be
considered, without these being interpreted as compromise towards the
accused.

• When the notification takes place, or at an opportune moment, the rector,
the correspondent or the superior, or the Institutional Delegate for the
Protection of Minors will try to meet with the victim, and if he/she is a minor,
with his/her parents or tutors, to inform them about the result of the preliminary
investigation. For this meeting, another person authorized by the Institute
will be present too.
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• If the accusation is credible, the following actions will be taken: (i)The victim
will be provided with due accompaniment following the criteria established
in this Handbook. (ii)The accused will be reminded of the meaning of the
precautionary measures and will be offered the attention that he/she requires,
at the beginning of the corresponding process. (iii) The accused will be
reminded that, if convicted by the courts, he/she will have to assume his/her
responsibility for any possible civil or criminal consequences, including
compensation for damages, obligations to which the apostolic work of the
Institute that he/she is linked is not subject to.

• If the accusation is implausible and the accused has not been prosecuted
in civil justice, or was prosecuted and acquitted, the following measures will
be taken: (i) The petitioner will be treated with respect and compassion.
(ii)Anyone who is unfoundedly accused will be offered all the human help
they require. (iii) The rector, the correspondent or the superior will take the
necessary measures to restore the reputation of those who have been unfairly
accused. Consequently, all precautionary measures will cease for the
defendant, and he/she will be fully reincorporated to his/her ordinary work.
(iv) The rector, the correspondent or the superior will visit the group, course
or department in which the accused had been carrying out his/her educational
work, to transmit the same information, in the way that seems most appropriate,
to all interested persons.
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PROCEDURE FOR THE ACCOMPANIMENT OF VICTIMS OF ABUSE OR
MISTREATMENT

1. The main duty of the apostolic work of the Institute towards the victims of abuse
is to procure for them, through adequate and permanent accompaniment, healing,
reconciliation, and forgiveness. According to the circumstances of each case, the
victim may also be provided with psychological support and other required services,
by common agreement with them.

2. The apostolic work of the Institute has a delegate of the rector, the headmistress,
the correspondent or the superior, who will be the official in charge of coordinating
the accompaniment of the victims. That said delegate will be a psychology
professional, and in addition to having a solid human maturity, will have experience
in psychological counseling in this type of situation.

3. For the accompaniment work to be efficient, the rector's, the headmistress’ the
correspondent`s or the superior`s delegate will have the necessary means to
carry out their task and may seek advice from external specialists, if required.

4. If deemed necessary, said delegate will refer the victim, and/or the aggressor, to
the attention of external professionals capable of providing the appropriate therapeutic
support, given that the professionals of the apostolic work of the Institute do not
carry out therapeutic processes as required by the situation being faced.

5. As a manifestation of their commitment to the victims, the rector, the headmistress,
the correspondent, or the superior will meet with them, whenever the circumstances
of the case allow it, even periodically, to listen to them and offer them the
necessary support.

6. The reprehensible or criminal actions of an official or member of the apostolic
work of the Institute, or of an external aggressor, and their eventual civil or
criminal consequences, including possible compensation for damages, are the
exclusive responsibility of the accused and not of said apostolic work.

COMPREHENSIVE PROTECTION MEASURES FOR THE VICTIMS OF ALLEGED
CASES OF ABUSE OR MALTREATMENT THAT WILL BE IMPLEMENTED BY THE
STAFF OF THE APOSTOLIC WORK OF THE INSTITUTE

1. Upon learning of a case of alleged abuse or mistreatment, the physical, emotional,
or moral conditions of the victim will be verified, to take the necessary precautions
or measures, tending to their immediate attention by specialized and competent
personnel, so that she/he receives the support and help she/he requires to restore
her/his physical, emotional, or moral conditions.

2. The personnel of the apostolic work of the Institute will record in writing the
measures taken for the protection of the victim, with attention to her/his care,
protection, discreet handling of information, and especially her/his non-
revictimization, and will promptly report on these measures to her/his parents or
guardians, if the case involves minors.
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3. Victims of abuse or mistreatment will always be protected from any situation in
which they are exposed to recrimination, censorship, criticism, threat or other
harmful behavior by the alleged aggressor or aggressors, so that do not aggravate
the consequences of the act itself.

4. If the victims of mistreatment or abuse are minors and the alleged aggressor is
alien to the apostolic work of the Institute, its staff will activate the routes established
by the authorities to deal with such cases, and will bring the facts or situations
of abuse to the attention of the Institute. of the competent organisms, so that
said instances or authorities take the measures of the case.

5. In any case of abuse or mistreatment that is known in the apostolic work of the
Institute, by any of its officials, the re-victimization of those involved will be avoided
at all costs. To this end, the following actions will be carried out:
• Any official or employee of the entity will be prevented from questioning or

making inquiries about what happened.
• Possible aggressors must be separated from their presumed victims and from

people who have knowledge of the victimizing facts who have no responsibility
in the process that is being carried out, to avoid reproaches or undue pressure
against the accused.

• When referring to the facts of alleged abuse, the victim will express herself
freely, before the person she has chosen for that purpose, who will above all
show her willingness to listen to her, and give her space to communicate what
she wants, validating her feelings and avoiding scrutinizing or making judgments.

• The task of investigating or interrogating to establish the victimizing facts will
only be carried out by competent and specialized personnel, and efforts will
be made to minimize the number of people who participate in said interviews.

• Efforts will be made to ensure that the information on the victimizing acts is
known by a very small group of people, both in the institutional sphere and in
the family, to avoid undue interventions in the care of the victim.

6. Each investigation carried out by the entity with the victim can lead her to relive
the victimizing facts and the pain that these have caused her. Therefore, efforts
will be made to minimize the sessions of the specialists assigned by the entity
with the alleged victims.

7. Whenever the victim requires specialized support or help, whether in the field of
physical or emotional health, the entity will provide it immediately and expeditiously,
to help him cope with his situation and seek the reestablishment of his normal conditions.

8. If the victim or her family requires some type of judicial, legal or any other type
of support, the staff of the entity will provide them with the guidelines of the case
to ensure their protection and seek justice, without this implying encouragement
or stop his/her decisions or those of his/her family, in any way.

In accordance with the circumstances of each case, other necessary and pertinent
measures will also be taken to guarantee that the victims are fully protected, that their
rights are restored and, to the extent possible, that the damage caused is repaired.
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Chapter 6
ORGANISMS AND INSTANCES FOR THE TREATMENT
OF CASES OF ABUSE OR MISTREATMENT OF MINORS
AND PEOPLE IN CONDITION OF VULNERABILITY

The following are the organizations and instances that each one of the apostolic works
of the Institute must deal with possible cases of mistreatment or abuse of minors and
people in vulnerable conditions.

COMMITTEE FOR THE PROTECTION OF MINORS AND VULNERABLE PERSONS

The Committee for the Protection of Minors and Vulnerable Persons is the instance
defined by the apostolic work of the Institute to help and support the directors of the
entity, in the attention to possible situations of abuse of minors or people in vulnerable
conditions. It seeks to comply with the criteria and procedures of this Handbook to
achieve comprehensive care in said situations.

As a support instance, the Committee will also ensure compliance with the legal
regulations that seek to ensure the comprehensive protection of minors and people
in conditions of vulnerability from any type of abuse by members of the staff attached
to the entity or other people who have contact with minors linked to his apostolic
work, so that they enjoy a healthy and protected environment, where there is no place
for any type of abuse.

In addition to the functions registered in its regulations, the Committee will act,
before the parents, as a guarantor of the implementation of the measures aimed at
ensuring that minors and people in vulnerable conditions who are part of the entity
enjoy the necessary conditions for its protection and healthy development.

Parents and in charge adults are expected, in addition to knowing this Handbook,
to contribute to compliance with the procedures, criteria and principles set forth in it.
And it will be up to the Committee to channel their contributions, proposals, and
concerns, collecting them, systematizing them, and looking for ways to implement
them.

The Committee will also contribute to the improvement of all the procedures and
strategies included in this Handbook on the Creation of Healthy and Safe Environments
in the Institute's works. Thus, it is sought that the entity always has the capacity to
improve in the prevention of the phenomenon of abuse or mistreatment against minors
or people in vulnerable conditions and to respond promptly and efficiently if it has to
face situations of this nature.

It is important to clarify that the Committee is not a sanctioning body, but the regular
conduit for examining cases of possible abuse, and based on said analysis, making
recommendations to the entity's management team on new strategies or procedures,
as well as adjustments to the already existing ones.
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Thus, the Committee will function as an instance of support, orientation and analysis,
and its action will be always directed to build a healthy and protected environment
for the development of the apostolic work of the Institute.

The Committee will have its own regulations, which is one of the annexes to this Handbook.

FUNCTIONS OF THOSE RESPONSIBLE FOR INTERVENING IN PROCESSES
THAT ADDRESS SITUATIONS OF ABUSE OR MISTREATMENT OF MINORS OR
PEOPLE IN CONDITION OF VULNERABILITY

Duties of headmistress/ correspondent / superior

1. In his/her capacity as correspondent, establish and maintain relationships and
interactions with other entities that contribute to the efficient attention of cases
of possible situations of abuse.

2. Guarantee compliance with the principles, criteria and procedures defined and
consigned in the Handbook on the Creation of Healthy and Safe Environments
in the apostolic works of the Institute, as well as the current legal regulations.

3. Reform and update the Handbook on the Creation of Healthy and Safe Environments
in the works of the Institute, when the current legal regulations so provide, or when
required, by virtue of the conditions of the apostolic work of the Institute.

4. Ensure that the entity's personnel, at all levels, comply with the criteria, principles
and procedures contained in the Handbook on the Creation of Healthy and Safe
Environments in the Institute's works.

5. Address the requirements and requests made by country authorities, in response
to compliance with current legal regulations regarding the protection of minors
and people in vulnerable conditions, from any type of abuse.

6. Convene and chair the meetings of the Committee for the Protection of Minors
and Vulnerable Persons, and exercise their representation.

7. Choose the members that make up the Committee, and process requests or
suggestions from the people who are invited to the sessions of said Committee.

8. Report on cases of possible abuse, identified in the entity, of minors or people
in vulnerable conditions, in accordance with current regulations and the protocols
defined in this Handbook, and follow up on such cases, including cases that must
be referred to the competent authorities and official instances.

Functions of the personnel in the different levels of the entity

1. Comply with the specific tasks assigned by the rector, the headmistress, the
correspondent, the superior, or the Committee, related to the protection of minors
and people in vulnerable conditions.
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2. Strictly comply with the procedures, criteria and policies included in the Handbook
on the Creation of Healthy and Safe Environments in the works of the Institute
according to the role, responsibility, or condition that each person has.

3. Immediately inform any director of the entity about any situation, circumstance
or behavior that could constitute abuse of a minor or a person in a vulnerable
condition, so that the actions that may take place can be carried out, according
to the provisions contained in this Handbook.

4. Propose or suggest actions, procedures or strategies aimed at guaranteeing the
comprehensive protection of minors and people in vulnerable conditions, to prevent
factors that could contribute to setting up situations of abuse or mistreatment.

5. Apply the institutional criteria for the prevention of abuse or mistreatment of
minors or people in a vulnerable condition, and handle information about situations
of this type of which they are aware, with good judgment, discretion, and prudence,
so as not to re-victimize those who are found involved in them and ensure their
effective attention.

Functions of the Institutional Delegate for the Protection of Minors and People
in Vulnerable Conditions 13

1. Keep a record and archive of eventual complaints. The documentation of each
case will rest in the private archive of the apostolic work, in accordance with the
regulations for the protection of personal data. It may not be photocopied or
digitally reproduced without the express permission of the competent authority
of the Institute.

2. Direct, according to the express mandate of the rector, the correspondent or the
superior, the preliminary investigation of possible cases of abuse or mistreatment,
in accordance with the criteria established in this Handbook.

3. Advise the correspondent, or the superior in assessing the accusations and in
determining the need to apply precautionary measures.

4. Monitor compliance with the prevention measures established in this Handbook
and propose new measures for the protection of minors and people in vulnerable
conditions.

5. Comply with the rules established in the legal system of the country, the Code
of Ethics of the Profession, this Handbook and other concordant rules.

6. Ensure that there is no behavior or behavior of any member of the entity, which

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
13 The Institutional Delegate for the Protection of Minors and People in Vulnerable Conditions will always be a
person with training in psychology or related areas.
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may lead or may be considered as a case of alleged abuse of minors or people
in vulnerable conditions.

7. Train the members of the entity, whenever required, regardless of their position
or function, in the procedures, criteria and principles contained in the Handbook
on the Creation of Healthy and Safe Environments in the works of the Institute
in a manner that they always know the way of proceeding of the Institute, to
guarantee the integral protection of minors and people in vulnerable conditions,
from any behavior that could be considered as possible abuse or mistreatment.
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Decree 001
The Superior General of the Institute of Bethlemite Sisters

Daughters of the Sacred Heart of Jesus in use of
their canonical and legal powers and

CONSIDERING:

That it is the duty of the Superior General to establish norms, criteria, and procedures
that are applied in all the Apostolic Works and Communities of the Institute.
That the Holy Father Francis in the Motu Proprio Vos Estis Lux Mundi urges all the
superiors general of the Institutes of Consecrated Life, to take the required measures
to protect minors and people in conditions of vulnerability.
That the Institute of the Bethlemite Sisters is an institution of the Catholic Church
subject to the Code of Canon Law.
That the Institute of the Bethlemite Sisters is an ecclesial organization called to be a
witness of charity, of living the gospel and of commitment to the neighbors to whom
it directs its pastoral work.
That the religious sisters linked to the Institute of the Bethlemite Sisters with temporary
or final vows must jealously guard the evangelical counsel of chastity.
That it is the responsibility of the Superior General of the Institute to define the
procedures and criteria to guarantee strict compliance with the provisions of the
ecclesiastical authorities on matters defined by them as relevant for the Institutes of
Consecrated Life.
That in the Catholic Church, clerics and religious men and women have been involved
in behaviors of mistreatment and abuse of minors and people in vulnerable conditions.

DECREES

First. Adopt the Handbook on the Creation of Healthy and Safe Environments in the
Works of the Institute as a reference document that complements the provisions of
the Catholic Church on the protection of minors and people in vulnerable conditions,
mandatory compliance in all the religious communities and the apostolic works of the
Institute.
Second. Include as annexes of the Handbook for the Creation of Healthy and Safe
Environments in the Apostolic Works of the Institute the following document

a. Guide for handling communications in cases of sexual violence involving minors
or people in vulnerable conditions in Institute`s apostolic works.

b. Format of declarations and authorizations for people who wish to enter the
Institute and form as Bethlemite religious.
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c. Format of declarations and authorizations for people who wish to enter to work
in the apostolic works of the Institute.

d. Format for reports to the authorities of the Institute on possible cases of sexual
violence involving minors or people in vulnerable conditions to be investigated.

e. Knowledge clause of the Handbook for the Creation of Healthy and Safe
Environments in the Apostolic Works of the Institute and commitment to compliance.

f. Format for free and spontaneous version of possible victims of situations of
mistreatment or abuse.

g. Format for discharges in situations of mistreatment or abuse of minors, elderly
or vulnerable people.

h. Regulation of the Committee for the Protection of Minors and Vulnerable Persons.
i. Confidentiality clause for people linked to the Committee for the Protection of

Minors and Vulnerable Persons.
Third. Provide that in a term not exceeding six months from the date of promulgation
of this Decree, in all the Religious Communities and Apostolic Works of the Institute,
the Handbook has been widely spread and the procedures included in the Handbook
have been put into practice.
At the end of the time provided for the implementation of the procedures included in
the Handbook, each superior of the religious communities or the directors/
headmistresses of the apostolic works, will send to the Provincial Superior, a report
on the process followed for the implementation of the Handbook. And likewise, the
Provincial Superiors will send a report with the summary of the process followed in
their Provinces, to the General Government.
Fourth. Provide that in one year from the date of entry into force of this Decree, a
process of monitoring, evaluation and adjustment of the Handbook and its annexes
be carried out to identify the strengths and progress of the entire process of protection
and care of minors and people in vulnerable conditions, as well as opportunities for
improvement, where appropriate.

This Decree enters into force on the date of its promulgation.

IT MUST BE COMMUNICATE AND ENFORCE IT

Mother Irma Cecilia Fuentes Pérez Bethl. Superior General
Bogotá, March 25, 2022 - Solemnity of the Annunciation of the Lord

originally signed
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Guide for communications management in crisis
situations for or in cases of accusations of sex crimes

INTRODUCTION
The Institute of the Bethlemite Sisters, like any other organization made up of human
beings and multiple apostolic works, can be exposed to a media crisis, which comes
from internal, external, or circumstantial causes, which can significantly affect the
image and credibility of the Institute or of the apostolic work where the crisis occurs.

No institution, apostolic work or Province of the Institute is exempt from needing
guidelines to handle a crisis with the media. Once exposed to public opinion, the facts
spread with surprising speed, causing perplexity, uncertainty and confusion within the
entire institution and a negative perception among external audiences. Faced with this
reality, from the General Government of the Institute, this Guide is proposed, which
includes a series of directives and orientations, which must be put into practice, in the
event of a crisis or a possible situation of abuse, which transcends to public opinion.

The guidelines included in this guide are a general orientation, which obviously
must be reviewed and updated, but also, in each Province, they must be adapted to
the reality and conditions of the country or countries that comprise it. When an
institution is not prepared to deal with a crisis in the media and it breaks out, the
attitude is usually reactive, disjointed, and ineffective. This attitude, far from helping
to overcome the difficulty, can contribute to deepen it. Hence the importance of these
guidelines that are proposed in this document, since it is precisely about being prepared
to face this type of situation, which if it involves a situation of sexual abuse of a minor,
can escalate and become more complex, they generate a lot of negative impact for
the entity in question and for the Institute itself.

OBJECTIVES
General
Define the guidelines, processes, procedures, actions and communication skills
required, for handling situations that affect the public image of the Institute, at its
different levels: the Institute in general, the Provinces, the communities and the different
apostolic works, in order to preserve the trust of interest groups and institutional
credibility.
Specific objectives

1. Establish principles, guidelines and communication actions that allow a timely
and truthful response to possible crisis scenarios due to leak to the public media,
of a possible case of abuse of a minor or a person in a vulnerable condition.

2. Maintain the credibility and trust of the Institute and its apostolic works, with its
interest groups, facilitating tools and protocols in communication management,
when crisis situations arise.
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3. Facilitate the delivery of timely information, to the various interest groups, in the
event of a possible crisis due to the leaking of possible cases of abuse, especially
to the media, which affect the victims and their families and members of the Institute.

4. Encourage the sense of commitment, solidarity, and support, the sisters and lay
members or collaborators of the apostolic works of the Institute, for an adequate
management of communication, in crisis situations.

DEFINITION OF COMMUNICATION CRISIS
A crisis is understood as any unexpected situation that alters the normal performance
of the activities in the religious communities of the Institute or in its apostolic works
and that may have a negative impact on its image, due to the alleged facts or
problematic situations that they involve, thus affecting the relationships of them, with
their interest groups, due to the negative impact that said information has.

Generally, the communicational crisis occurs when information has been leaked to
the media and to the public in general, about an alleged act of abuse or of any other
nature, which generally produces a scandal, due to the seriousness of the information
that is revealed, which in many cases has not been verified, but are "hearsay" versions,
which can feed the curiosity of possible interested groups of people or detractors, in
the activities carried out by the religious.

The consequences of communication crises can be devastating for any institution,
but even more so for a religious community, if it refers to situations, events, possible
crimes, or behaviors that have already been proscribed by society in general and by
the competent authorities. Hence the need and urgency of taking adequate, timely
and pertinent measures to manage it, without this implying a cover-up of the possible
perpetrators or any other inappropriate behavior on the part of those who hold authority
in the apostolic work or the religious community.

From the above perspective, timely and adequate communication in crisis situations
seeks to mitigate already existing communicational aspects and facilitate information
relationships with the entity's interest groups (social in general and ecclesial), as well
as prevent negative impacts on credibility of the institution with the public.

Risk Factors that Can Produce Communicational Crisis Situations
There are many risk factors that can trigger communicational crisis situations, however,
in this section only some of them that should be considered will be presented,
precisely because of what they can trigger.

The most relevant, which imply or require an immediate reaction, are the following:
—Violence between equals or in a situation of inequality (bullying, harassment,

mistreatment, etc.).
—Justified complaints without significance in the media.
—Justified complaints published in the media.
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—Justified complaints published in the media and with the intervention of
authorities.

—Issues that have to do with discrimination: racial, cultural, sexual, disabilities,
etc.

—Serious accidents involving religious, contracted persons or volunteers of the
apostolic work, participants in activities, students of educational institutions or
indirectly affected.

—Situations of corruption by religious, contracted personnel, or volunteers.
—Any violation of the security of computer and digital media such as web pages,

social network profiles, e-mail boxes, databases, etc.
—Aspects of generalized public order that threaten the life and integrity of the

members of the apostolic work or of the religious community.
—Natural disasters or emergencies that threaten the life and safety of any

person or apostolic work of the Institute.
—Any situation involving minors or people in vulnerable conditions, such as

abuse, accidents, the commission of a crime, etc.
—Any situation involving minors or people in a condition of vulnerability, related

to situations of sexual abuse.
These are included as some of the factors that can lead to a communicational crisis,
with the usual and probably devastating consequences. Hence the importance of
proper management of communications in all the apostolic works of the Institute, as
well as in religious communities.

PRINCIPLES OF COMMUNICATION IN CRISIS
—Opportunity: the official pronouncements that are made must be produced

considering the manner or form in which the unofficial communications are
being derived and that may be impacting the religious community or the
apostolic work.

—Speed: when an official pronouncement must be made, it must not only be
opportune, but also expeditious, that is, whoever is responsible for the
communication must produce said statement as soon as possible so that it is
useful for managing the communication crisis.

—Transparency: the messages that are generated as official pronouncements of
the Institute must be transparent, that is, they must not hide information that is
relevant or that must be supplied, clearly not including unnecessary truths.

—Truthfulness: the messages that are generated as official pronouncements
of the Institute must, in addition to being transparent, also be truthful, that is,
they must be adjusted to the facts and situations on which they deal and on
the aspects that can be communicated without affecting the investigations by
the competent authorities.
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—Clarity: the messages generated as official pronouncements of the Institute
must be clear, that is, avoid public confusion, include pertinent and adequate
information to what is being communicated and serve to present the official
version of the Institute.

—Responsibility: the messages that are generated as official pronouncements
of the Institute must be weighed so as not to include statements of dubious
origin, or half-truths, or unfounded accusations, among others. All this, because
the Institute must be able to face or be responsible for everything that is
reported in them.

—Commitment: the messages that are generated as official pronouncements
of the Institute must also evidence a commitment on the part of the Institute,
its directors, headmistresses and all the personnel of the apostolic work or of
the religious community, with the clarification of the facts, with the search for
the truth, with attention to all those involved in the situations under investigation,
and especially, with the protection of the victims, if it is required.

These are the most relevant principles that must be considered in the generation of
informative messages in crisis situations. Of course, in addition to them, all those
considered pertinent can be added, depending on the situation being addressed or
the particularities of the context in which the religious community or the apostolic work
involved is found.

COMMUNICATION GUIDELINES FOR CRISIS SITUATIONS
The following are the most important guidelines for proper communication management
in crisis situations.
1. Institute Communications Committee.
The Communications Committee of the Institute reports directly to the Superior General
of the Institute, in coordination with the other members of the Institute and the advisors.
It is important that all crisis communication is carried out centrally, with a
single voice and a single criterion.
The meetings, functions, participants, and other aspects of the Committee's procedures
will depend on the criteria and decisions defined by the Superior General of the
Institute and according to the needs and requirements that arise.

• The Committee will be made up of:
– The Superior General of the Institute.
– The Vicar General.
– The General Advisor of Formation.
– The General Advisor of the Apostolate.
– The Provincial Superior.
– The External Advisors in legal and communication matters (A lawyer and a

social communicator or journalist, as a minimum and preferably).
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• The functions of the Committee are:
—Ensure compliance and updating of this Guide.
—Articulate and coordinate crisis management and make timely decisions.
—Ensure an effective infrastructure to deal with the moment of crisis (material

and human resources).
—Guarantee the circulation of information in interest groups with timeliness,

accuracy, speed, and efficiency.
—Promote necessary training for spokespersons, drills, communication skills and

effective management of communication for the crisis.
—Identify possible events that could generate a communication crisis and

determine preventive actions, to minimize their impact, should they occur.
—Establish strategies to control the crisis and neutralize the consequences when

they show up.
—Define the interest groups considering the type of crisis, to generate

communicated to said interest groups.
—Establish informative priority for members of the institution, victims, and families

of the case, in such a way that all fronts are covered and all those possibly
involved in the crisis are attended to.

—Produce the communication reports that are required to be generated, from
this level, in case of a crisis.

—Inform the Provincial Communication Committees, as well as give them guidance
in cases of crisis.

2. Communication Committee of the Province.
The Communication Committee of the Province reports directly to the Superior Provincial
of the Institute, in coordination with the other members of the same and the advisors.
The meetings, functions, participants, and other aspects of the Committee's procedures
will depend on the criteria and decisions defined by the Provincial Superior and
according to the needs and requirements that arise.

• The Committee will be made up of:
– The Provincial Superior.
– The Provincial Vicar.
– The Provincial Advisor of Formation.
– The Provincial Advisor of Apostolate.
– The Provincial Secretary.
– The External Advisors in legal and communication matters (A lawyer and a

social communicator or journalist, as a minimum and preferably).
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• The functions of the Committee are:
—Ensure compliance with this Guide and the guidelines that are produced on

the matter, from the General Government.
—Maintain timely and effective communication with the Institute's Communications

Committee, reporting to it any incident that arises and is addressed in the Province.
—Articulate and coordinate crisis management and make timely decisions in the

face of situations that occurred in the Province.
—Ensure an effective infrastructure to deal with the moment of crisis (material

and human resources)
—Guarantee the circulation of information in interest groups with timeliness,

accuracy, speed and efficiency.
—Promote necessary training for spokespersons, drills, communication skills and

effective management of communication for the crisis, with the management
teams of the apostolic works of the Institute.

—Identify possible events that could generate a communication crisis and
determine preventive actions, to minimize their impact, should they occur.

—Establish strategies to control the crisis and neutralize the consequences when
they show up.

—Define the interest groups considering the type of crisis, to generate
communications to said interest groups.

—Establish informative priority for members of the institution, victims, and families
of the case, in such a way that all fronts are covered and all those possibly
involved in the crisis are attended to.

—Produce the communications that are required to be generated, from this level,
in the event of a crisis.

3. Minimum Elements that Must Be Included in the Messages.
In the messages that are produced, whether these are from the General Government
or from the Provincial one, the following elements must be included as a minimum.
Always attending to the communication principles included in this Guide.

– Place
– Time.
– Characteristics of the fact
– Implicated.
– Responsible parties (if known).
– Answer the questions what? where? when? how? and why?
– Measures adopted by the religious superiors or the directors/headmistresses

of the apostolic work
– Thanks, acknowledgments, and condolences (if required).
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4. Institutional Spokesperson.
The Official Institutional Spokesperson is the person delegated by the Communication
Committee, be it the General or the Provincial, to give the communications produced
by these organizations, to attend to or respond to crisis situations. It is the visible
face of the entity in each situation.
The Institute has an official spokesperson from the General House and an official
spokesperson, either in each country where there are apostolic works of the Institute
or one per Province, to be able to interact as a valid interlocutor with the local and
national media, considering the own context (language, culture and other aspects to
take into account). Both the spokesperson for the General Government, as well as
the national or provincial spokespersons, will be under the supervision of their respective
Committees.
The functions of the spokesperson are:

—Inform the authorities, the media and the public of the conditions and severity
of the crisis.

—Inform the causes of the crisis, measures taken, number of victims (if any) and
causes of their deaths and figures of material damage (if any), among others.

—Be attentive to the requirements of the media and authorities, and report timely
and permanently from the moment the crisis begins, until the moment it is
resolved.

—Maintain permanent contact with the respective Communication Committee on
which the spokesperson reports, since it is said Committee that determines what
information to disclose and the guidelines to follow.

Depending on the severity of the situation, the spokesperson may vary between:
—A suitable person from the technical area (journalist or social communicator).
—A provincial superior.
—It should be borne in mind that the spokesperson for the Institute, be it the

General, the Province or the Country, must meet a series of essential requirements,
such as the following, which are what make him or her ideal for carrying out this
function:
a) Mastering the subject about which he/she is giving statements;
b) Within his/her explanations she/he must include: figures, statistics, measures

taken, management of the situation and causes of the situation, among others;
c) Be prepared for possible questions;
d) Have excellent management of the media;
e) Have a good attitude (the spokesperson can never be a reactive person);
f) Have a good personal presentation (the spokesperson, in moments of crisis,

is the image of the Institute);
g) Have the ability to express themselves correctly (good command of the
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language);
h) Control panic and nerves (have a "cool head");
i) Cordial and polite; i) Transmit security.

5. Practical Guidelines.
In addition to the above aspects, some practical recommendations are included here
for handling communications in crisis situations or in a special way, when the situations
involve alleged cases of sexual abuse of minors. It should not be forgotten that
communication crises can occur not only due to alleged cases of sexual abuse but
also for many other reasons.

—Unless otherwise determined in a specific case, no person or institution, except
for the Superior General or the Provincial Superior, spokesperson or delegate,
is empowered to make statements or disclose information to the media about
the crisis situation that may have occurred. Therefore, all statements should
be sent to the indicated spokespersons.

—All information provided to the media will be prepared and distributed from the
General, Provincial or Country Communication Committee.

—It is not convenient to make public statements about specific cases or people,
even more so if the details of the case are unknown. Sometimes, it is important
to admit to the media that there is not enough information to respond adequately
to a certain question.

—Always keep in mind the precise objectives of institutional communication and,
consequently, the limits of the thematic competence of the official spokesperson
or delegate. Indeed, it is not up to the spokesperson to prejudge the innocence
or guilt of the accused, nor to provide information on facts, people or specific
circumstances of the case. Similarly, references to issues of a strictly legal nature
should be avoided. This task corresponds to the civil judicial instances or to the
defense of the accused. The fundamental task of institutional communication is
to clearly present aspects such as the following:
• The clear condemnation of the Institute of the Bethlemite Sisters to any act

of mistreatment or sexual violence against minors and people in vulnerable
conditions, as well as its actions to prevent and punish these cases.

• The solidarity of the Institute of the Bethlemite Sisters with the victims, with
their relatives and with the affected ecclesial communities.

• The will of the Institute of the Bethlehem Sisters to collaborate with the civil
authorities, while respecting their own competences, in the course of the
investigation.

• Reiterate the Church's call to denounce alleged cases of sexual abuse or
mistreatment of minors.

—No blame or responsibility, direct or indirect, should be accepted for alleged
criminal acts that are the sole responsibility of the accused.



76

—Do not feel intimidated by the media or by the sensationalist tone that, on many
occasions, characterizes the news coverage of this type of situation. Indeed, it
is good to understand that, although journalists may be inconvenient or
uncomfortable when formulating their questions or opinions, they should not be
considered a priori as "enemies". Ordinarily, they meet the demands of their
profession. They should always be treated with respect, favoring an atmosphere
of mutual trust.

—It is convenient to also assess the criterion of opportunity, paying due attention
to media times. Therefore, action should not be taken hastily or extemporaneously,
but rather in a timely, strategic, and organized manner. For all this, consider the
guidelines indicated by the Communication Committee.

—It must be borne in mind that, even if an effective response to the crisis has been
provided, its consequences will not necessarily disappear immediately. Permanent
and constant work is required, in the medium and long term, to heal wounds and
clean the distorted image that the media and the various publics have been able
to create about the Church, the Institute and about the accused persons.

—The delegated spokesperson must be informed, as soon as possible, of the
essential elements of the referred sexual abuse case, to transmit clear and truthful
information to the media.

—The Director of the Communication Office or head of communication will be the
person in charge of coordinating the meetings with the representatives of the
media, favoring permanent contact, which is very necessary when the image
and reputation of the Church and the Institute are beaten.

—Address the media in a well-lit, open, or soberly decorated place that favors the
transmission of an image of institutional transparency.

—The spokesperson will address the media sitting or standing, avoiding making
statements about sexual abuse of minors while walking.

—Speak calmly and in simple language, offering an image of serenity and control
of the situation that favors confidence in the person who transmits the message.

—Maintain eye contact with the audience (through the camera) and maintain a
tone of voice capable of conveying conviction and commitment to the message
expressed. The good use of gestural language -especially of the hands- is
important to emphasize the most relevant aspects of the message. Facial gestures
must be consistent with the feelings expressed in the statement or statements.

—Before inopportune or uncomfortable questions, he/she should always answer
with serenity and respect. Journalists should not be denied answers, it is better
to say that a note on that subject will be sent in due course.

—Carry out a permanent monitoring of the media, to know what is being published
and the positioning and reactions that are being generated by the actions that
are being taken by the government of the Institute.

—Avoid being distracted by other topics of interest to journalists, but that have
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nothing to do with the content of the message being presented. Due to its
importance, the sexual abuse of minors requires the convening of press
conferences or interviews dedicated exclusively to dealing with said matter.

—In his/her) appearance before the media, if the situation requires it, the
spokesperson may be accompanied by an expert.

—The Director of the Press Office or head of communication must record all the
statements that the spokesperson offers to the media. This practice helps to
clarify before public opinion any eventual manipulation or misunderstanding.
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Formats
1. Formal declaration of not having been involved in ecclesiastical, administrative,

or legal investigations for mistreatment or abuse of minors or people in vulnerable
conditions - Declaration for Religious Candidates.

2. Formal declaration of not having been involved in ecclesiastical, administrative,
or legal investigations for mistreatment or abuse of minors or people in vulnerable
conditions - Declaration for Laity.

3. Report of situations that can be considered as abuse or mistreatment of minors
or people in vulnerable conditions.

4. Knowledge clause of the Handbook on the Creation of Healthy and Safe
Environments and commitment to observance - For Religious and Laity.

5. Format for free and spontaneous version of possible victims of situations of
mistreatment or abuse.

6. Format for discharges in situations of mistreatment or abuse of minors or people
in vulnerable conditions - For Religious and Laity.

7. Regulations of the Committee for the Protection of Minors and Vulnerable Persons.

8. Committee for the protection of minors and vulnerable persons.

9. Confidentiality clause for people linked to the Committee for the protection of
minors and vulnerable people.

10. Authorization for the consultation in the country databases on inabilities to work
with minors. - For Religious and Laity.
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–DECLARATION FOR RELIGIOUS CANDIDATES–
FORMAL DECLARATION OF NOT HAVING BEEN INCURRED IN

ECCLESIASTICAL, ADMINISTRATIVE OR LEGAL INVESTIGATIONS BY
MISTREATMENT OR ABUSE OF MINORS OR PERSONS IN CONDITION OF

VULNERABILITY
I_________________________ with Identity No.______________________________
in my condition of candidate to become religious sister in the Institute of Bethlemite
Sisters Daughters of the Sacred Heart of Jesus prior to the religious and legal relationship
to that Institute I declare in a voluntarily, freely, and in an explicit way the following
1) That up to the date, on which I sign this document, I have not been involved in
administrative or legal investigations, for mistreatment or abuse of minors or people
in vulnerable conditions, that I know or that I have been informed of them.
2) I have not been the object of reproaches, recommendations, investigations, or
actions by the authorities in the institutions in which I have worked until now, for having
been involved, even tangentially or out of mere suspicion, in situations related to
behaviors or conducts related to mistreatment, abuse or violence, against minors or
people in vulnerable conditions.
3) In the same way, I declare that whenever I have known of any anomalous situation
in the treatment of people close to me or in the contexts in which I have worked, in
relation to alleged situations of mistreatment, abuse or violence towards minors or
with people in a vulnerable situation, I have always acted with total diligence, protecting
the victims and informing the authorities of the Entity, so that the appropriate measures
are taken, in order to address those situations.
4) Given that the information in this statement is completely true, I authorize the
correspondent of the Institute of Bethlemite Sisters, in a prior, expressed and informed
manner, to carry out the consultations and verifications of the case, with the relevant
authorities or entities, to as may be the case, in order to validate or certify the
information that rests on me in the databases that store that kind of information, in
order to ensure the veracity of what I certify in this document.
5) Finally, I accept and declare, in a prior, expressed, and informed manner, that this
declaration, in accordance with current national and international legal legislation on
the management of personal data, will be governed by the following conditions:

a) I authorize the Institute of Bethlemite Sisters
____________________________________ to consult existing databases or court
records of the country, if there is information about me regarding investigations
carried out by the ecclesiastical, administrative, or judicial authorities, by situations
that constitute abuse, violence or mistreatment of minors or people in a vulnerable
condition.
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b) I declare that I know that all the information related to this document, as well as
with the queries made about me, will be treated in accordance with current
national and international legal legislation, on the management of personal data
of the Institute, which is available in its website.

c) I declare that I have been informed that the following are the basic rights that I
have as the owner of the data that can be accessed by virtue of the authorization
that I grant through this Document: 1) All the data related to this Document will
only be used by the Institute, as evidence of the statement made by the holder
of itself, as part of the procedures followed in the Entity, to compliance with the
provisions of the legal regulations on the integral protection of minors and people
in vulnerable conditions. 2) At any time, I can request a consultation of the
information that the Institute tells about me, addressing the Data Management
Officer Personnel or the Correspondent of the Institute. 3) The Institute will ensure
the confidentiality and privacy of my personal data reported or consulted, according
to current legal provisions. 4) At any time, I can request a copy of this authorization.
5) I declare that I have been informed that because it is sensitive data, I am not
obliged to grant this authorization.

d)The Institute's Personal Data Processing Officer, in charge of processing of data
related to this Declaration, may be contacted in the following email address
usodedatos@.org (according to the domain of each province)

In proof of the foregoing, I sign this declaration in the city of______________in the
month of __________ in the year__________

_____________________________Printed or legible name
_____________________________Signature
_____________________________Identification document
_____________________________Date of Issue of the Identity Document
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–FOR LAY PEOPLE–
FORMAL DECLARATION OF NOT HAVING BEEN INCURRED IN

ECCLESIASTICAL, ADMINISTRATIVE OR LEGAL INVESTIGATIONS BY
MISTREATMENT OR ABUSE OF MINORS OR PERSONS IN CONDITION OF

VULNERABILITY

I_________________________ with Identity No.______________________________
in my condition to fill a vacant post in the apostolic works of the Institute of Bethlemite
Sisters Daughters of the Sacred Heart of Jesus named ____________________
located in the address __________________________________prior to the legal
relationship with that entity, legal relationship with said entity, I myself declare, voluntarily,
prior and explicitly, the following statement
1) I declare that up to the date, on which I sign this document, I have not been
involved in administrative or legal investigations, for mistreatment or abuse of minors
or people in vulnerable conditions, that I know or that I have been informed of them.
2) I declare that I have not been the object of reproaches, recommendations,
investigations, or actions by the authorities in the institutions in which I have worked
until now, for having been involved, even tangentially or out of mere suspicion, in
situations related to behaviors or behaviors related to mistreatment, abuse or violence,
against minors or people in vulnerable conditions.
3) In the same way, I declare that whenever I have known of any anomalous
situation in the way of treating or relating with my co-workers, in relation to alleged
situations of mistreatment, abuse or violence towards minors or people in vulnerable
situations, always I have acted with total diligence, protecting the victims, and informing
the authorities of the Entity, so that the appropriate measures are taken, to address
those situations.
4) Given that the information in this statement is completely true, I authorize the
correspondent of the Entity or Apostolic Work of the Institute of the Bethlemite Sisters,
in a prior, expressed and informed manner, to carry out the consultations and verifications
of the case, with the pertinent authorities or entities, to which there is place, in order
to validate or certify the information that rests on me in the databases that store that
kind of information, in order to ensure the veracity of what I certify in this document.
5) Finally, I accept and declare, in a prior, expressed, and informed manner, that
this declaration, in accordance with current national and international legal legislation,
on the management of personal data, will be governed by the following conditions:
a) I authorize the Entity or Apostolic Work of the Institute of the Bethlemite Sisters
named_________________________________________ so that it can consult the
bases of existing data or in the judicial records of the country if there is information
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about me regarding investigations carried out by the ecclesiastical, administrative, or
judicial authorities, for situations that constitute abuse, violence or mistreatment of
minors or people in a condition of vulnerability.
b) I declare that I know that all the information related to this document, as well as
with the queries made about me, will be treated in accordance with current national
and international legal legislation, on the management of personal data of the Entity,
which is available in its website.
c) I declare that I have been informed that the following are the basic rights that I
have as the owner of the data that can be accessed by virtue of the authorization
that I grant through this Document: 1) All the data related to this Document will only
be used by ___________________________ as evidence of the statement made by
the holder of the same, as part of the procedures followed in the Institution, for
compliance with the provisions of the legal regulations on the integral protection of
minors and people in vulnerable conditions. 2) At any time, I can request a consultation
of the information with that_______________ about me, addressing the Officer of
Management of Personal Data or the Correspondent of the Entity; 3)
________________________ will ensure the confidentiality and privacy of my personal
data reported or consulted, according to current legal provisions; 4) At any time, I can
request a copy of this authorization; 5) I declare that I have been informed that because
it is sensitive data, I am not obliged to grant this authorization.
d) The Personal Data Management Officer of _______________________,in charge
of data processing related to this Declaration, may be contacted in the following email
address usodedatos@_____________.org (according to the domain of each province)

In proof of the foregoing, I sign this declaration in the city of _____________ in the
month of_______________ the year__________________

_____________________________Printed or legible name
_____________________________Signature
_____________________________Identification document
_____________________________Date of Issue of the Identity Document
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REPORT OF SITUATIONS THAT MAY BE CONSIDERED AS ABUSE OR
MISTREATMENT OF MINORS OR PERSONS IN CONDITION OF

VULNERABILITY
Place: ________________________________Date:__________________________

Name of the person reporting the situation:_______________________________
Name of person receiving the report:____________________________________

Description of the facts (Conditions of time, manner, and place):
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
______________________________________________________________

Measures taken for the protection of victims
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________
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Information on Data Management
In accordance with current legal legislation, both national and international, and the
Institute's Personal Data Management Policy, the management of data reported in
this format will be governed by the following conditions:
a) The person who reports the present data does so with the purpose of informing
the authorities of the Entity of a situation that probably could constitute a behavior
of abuse or mistreatment of a minor or a person in a vulnerable condition, of which
he/she has become aware.
b) This information will be treated in accordance with the Institute's Personal Data
Management Policy.
c) The following are the basic rights that the owners of the data hat administer in
this format have: 1) All the data recorded in this format will only be used by the
Institute for the handling and attention of the possible situation of abuse or
mistreatment, under the rules and procedures established in its institutional policy
documents. 2) At any time you can request a query of the information that the
Institute has, by contacting the Entity's Personal Data Management Officer. 3) The
Institute will ensure the confidentiality and privacy of the personal data of the
holders that are being reported, according to current legal provisions.
d) The Data Protection Officer of the Entity, before whom he/she can exercise
his/her rights, free of charge, can be contacted at the following email address:
usodedatos@_________________.org (according to the domain of each province)

In evidence, I sign

Name:
Signature: __________________________
Identificatioon Document :_______________
Place and date:_______________________
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–FOR RELIGIOUS AND LAY PEOPLE–
CLAUSE OF KNOWLEDGE OF THE HANDBOOK FOR THE CREATION OF

healthy AND SAFE ENVIRONMENTS AND COMMITMENT TO OBSERVANCE

I ___________________, identified with Identity Document _______ declare to
have completely understood and accepted that
a) The Handbook on the Creation of Healthy and Safe Environments in the Apostolic
Works of the Institute has been prepared as a guide to help me carry out my service
in the Institute of the Bethlemite Sisters or in its Apostolic Works with success and
diligence, particularly in that which refers to dealing with minors and people in
vulnerable conditions.
b) Observance of the normative criteria established in the Handbook on the Creation
of Healthy and Safe Environments in the Apostolic Works of the Institute are mandatory
for the exercise of my service or religious life in the Institute.
c) The information contained in the Handbook on the Creation of Healthy and Safe
Environments in the Apostolic Works of the Institute should not be interpreted, in any
way, as a contract of employment or continuation of employment and does not establish
a labor relationship between the Institute or its Apostolic Works and my person.
d) The responsibility for compliance with the standards established in the Handbook
on the Creation of Healthy and Safe Environments in the Works of the Institute lies
exclusively on me and not on the Institute. Therefore, I assume my responsibility for
the facts that could be imputed to me for non-compliance with the guidelines included
in the Handbook, as well as the sanctions or penalties that my actions could entail.
e) The Handbook on the Creation of Healthy and Safe Environments in the Works
of the Institute has been built and defined by the Institute and is its property, which
reserves the right to make changes to its content, with or without prior notice, and
that it is my duty to familiarize myself with said Handbook and its eventual modifications,
adhering faithfully to the norms contained therein.
f) It is my duty to inform the directors of the Institute or the Entity of any possible act
of violation of the conduct or behavior established in the Handbook, of which I may
have knowledge or be a witness, so that they advance the actions to which there is
place.
g) I know that in case of being involved in a behavior that could be considered
mistreatment or abuse, I must assume my responsibility, both disciplinary in the Entity
or in the Institute, as well as ecclesiastical and legal to which there may be a place,
as well as, all the consequences that follow from my conduct.
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h) I know that whenever I can or is within my reach, I must contribute with the Institute
or its Apostolic Works, so that the criteria, principles, and procedures contained in
the Handbook on the Creation of Healthy and Safe Environments in the Works of the
Institute are known. and put into practice by each one of those linked to the Apostolic
Works of the Institute.
Having read and accepted the regulations established in this Handbook on the Creation
of Healthy and Safe Environments in the Works of the Institute, together with the
instructions and clarifications necessary for its full compliance, I agree that my actions
will be governed, always and in all circumstance, by the norms contained therein,
exonerating the Institute of the Bethlemite Sisters and its Apostolic Works, from any
eventual ecclesiastical, civil, or criminal consequence, that the breach of the norms
contained in this Handbook or other actions, could cause me.
For my will to be recorded and to have the effects provided by law, I sign this
declaration before a witness,

________________________________ Printed or legible complete name
________________________________ Signature
________________________________ Document Identity No.

________________________________ Printed or legible witness`s complete name
________________________________ Witness`s Signature
________________________________ Witness`Document Identity No.

________________________________ Date
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FORMAT FOR FREE AND SPONTANEOUS VERSION OF POSSIBLE
VICTIMS OF SITUATIONS OF MISTREATMENT OR ABUSE

Place: Date:
Name:
Next, I am offered the possibility that in my own words and without any type of pressure
or conditioning, I explain or narrate what happened in the situation in which I
have been involved and that it could probably constitute mistreatment or abuse.
Description of the facts (Conditions of time, mode, and place).
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

Note: If more space is needed, one may request a blank sheet of paper or write on the back.
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People who know or knew the situation
Names and surnames: ________________________________________________
Institution: ______________________________________________________
Age:
Contact information:_________________________________
Position or Function:

Names and surnames: _______________________________________________
Institution:
Age:
Contact information:
Position or Function:

Names and surnames: _________________________________________________
Institution: __________________________________________________________
Age: ________
Contact information:____________________________________________________
Position or Function:
____________________________________________________

I declare that I have made this report voluntarily, without pressure or coercion of any
kind, aware of the responsibility and the implications that the same has for the situation
that is being addressed and in which I have been involved. Likewise, I am aware that
what is written in this report can be revised and adjusted, when I am in the presence
of others who can help me in this process.

Information on Data Management
In accordance with current legal legislation and Personal, Data Management Policy
the management of the data that is reported in this format, will be governed for the
following conditions:
a) I report the above information to the competent authorities of the Institute or of the
Apostolic Work, to that the Entity knows my version of what happened and can follow
up to the situation that occurred in accordance with current legal regulations.
b) This information will be treated in accordance with the Personal Data Management
Policy of the Institute or of the Apostolic Work, which is available in its web page.
c) The following are the basic rights that I have as the owner of the data that I provide
in this format: 1) All the data recorded in this format will only be used by the Institute
or the Apostolic Work to handle the situation that could be considered mistreatment
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or abuse in which I have been involved; 2) At any time, I can request a query of the
information that the Institute or the Apostolic Work has, by contacting the Personal
Data Management Officer of the Entity; 3) The Institute or the Apostolic Work will
ensure the confidentiality and privacy of the personal data of the holders that are being
reported, according to the current legal provisions.4) I may request a copy of this
authorization at any time.
d) The Data Protection Officer of the Entity, before whom one can exercise his/her
rights, free of charge, can be contacted at the following email address:
usodedatos@__________________.org (according to the domain of each province)

In evidence, I sign:

Name: _____________________________
Signature: __________________________
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–FOR RELIGIOUS AND LAY PEOPLE–
FORM FOR RELEASE IN SITUATIONS OF MISTREATMENT OR ABUSE OF MINORS
OR PERSONS IN CONDITION OF VULNERABILITY
Place: ______________
Date: ______________
Full name: ________________________________________________________

Below is the opportunity for those who have been involved in the possible commission
of inappropriate behavior that could be considered mistreatment or abuse of a minor
or a person in a vulnerable condition, to present their discharges, against the imputation
has been made.
Disclaimers of the accused person:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_______________________________

Note: If more space is needed, one may request a blank sheet of paper or write on the back.
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Documents or supports of my version:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

People who can corroborate my version:
Names and surnames: __________________________________________
Contact information: __________________________________________

Names and surnames: __________________________________________
Contact information: __________________________________________

Names and surnames: __________________________________________
Contact information: __________________________________________
I declare that I have made these discharges against the imputation that has been
made to me, for the possible commission of inappropriate behavior with a minor or a
person in a vulnerable condition and the implications that they have for the situation
that is being addressed and in which I have been involved.
Information on Data Processing
In accordance with current legal legislation and the Personal Data Management Policy,
the processing of data reported in this format will be governed by the following
conditions:
a) I__________________________________________________report the above
information to the competent Institute or Apostolic work authorities so that the Entity
knows my report of what happened and can make a follow up to the situation that
occurred according to the current legal regulations.
b) This information will be treated in accordance with the Personal Data Management
Policy of the Institute or of the Apostolic Work, which is available on its website.
c) The following are the basic rights that I have as the owner of the data that I provide
in this format: 1) All the data recorded in this format will only be used by the Institute
or the Apostolic Work to handle the situation that could be considered mistreatment
or abuse in which I have been involved; 2) At any time I can request a query of the
information that the Institute or the Apostolic Work has, by contacting the Entity's
Personal Data Management Officer. 3) The Institute or the Apostolic Work will ensure
the confidentiality and privacy of the personal data of the holders that are being
reported, according to the current legal provisions. 4) I may request a copy of this
authorization at any time.
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e) The Data Protection Officer of the Entity, before whom one can exercise his/her
rights, free of charge, can be contacted at the following email address:
usodedatos@______________.org (according to the domain of each province)

In evidence, I sign:

Full name: __________________________________________

Signature: __________________________________________

Identity Document No. ____________________________
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COMMITTEE FOR THE PROTECTION OF THE MINORS
AND VULNERABLE PERSONS `S REGULATION

CHAPTER I
Constitution and Nature

Article 1. Nature.
The Committee for the Protection of Minors and Vulnerable Persons is constituted as
a body that assists and supports the directors/headmistresses of the Institute, in
possible situations of mistreatment or abuse of minors or persons in vulnerable
conditions, seeking to carry out , comprehensive care for the victims of these situations,
through the application of the criteria, principles and procedures defined in the Handbook
on the Creation of Healthy and Safe Environments in the Works of the Institute, as
well as in the current legal regulations.
Article 2. Members of the Committee.
The Committee for the Protection of Minors and Vulnerable Persons is made up of
the following members:
a. The superior or headmistress of the Apostolic Work, who presides over it.
b. The legal representative of the Institute or of the Apostolic Work.
c. A director of the Entity chosen by the superior or headmistress of the Apostolic Work.
d. A psychology professional, chosen by the superior or headmistress of the Apostolic
Work.
e. A legal professional, chosen by the superior or headmistress of the Apostolic Work.
f. Other people according to requirements, with voice and without vote.
Article 3. Address.
The domicile of the Committee is in the facilities of______________________ .

CHAPTER II
Functions of the Committee for the Protection of Minors and Vulnerable Persons

Article 4. Functions of the Committee.
The functions of the Committee are the following:
a. Identify, document, analyze and make suggestions to the superior or headmistress
of the Apostolic Work, about possible cases of abuse of minors or people in vulnerable
conditions that occur in the Entity.
b. Lead in the Entity, actions that promote the prevention of any type of mistreatment
or abuse of minors or people in vulnerable conditions.
c. Promote the linking of the Entity to strategies, programs and activities for the
prevention or care of any type of mistreatment or abuse of minors or people in
vulnerable conditions, which meet the criteria, principles and procedures defined in
the Handbook on the Creation of Healthy and Safe Environments in the Works of the
Institute, as well as the current legal regulations.
d. Support, guide and make proposals, to the superior or headmistress of the apostolic
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work, of strategies and actions, in the face of adequate decision-making, related with
the actions that are followed in possible cases of mistreatment or abuse of minors or
people in vulnerable conditions and.
e-Monitor compliance with the provisions established in the Handbook on the Creation
of Healthy and Safe Environments in the Works of the Institute for the construction
of a healthy and safe environment in the Entity.
f. Monitor compliance with care strategies for victims of cases of mistreatment or
abuse of minors or people in vulnerable conditions, which have been presented and
attended to in the Entity.
g. Propose policies that favor the comprehensive protection of minors and people in
vulnerable conditions, in accordance with what is defined in the Handbook on the
Creation of Healthy and Safe Environments in the Apostolic Works of the Institute.
h. Channel the proposals and suggestions of any of the members of the Entity who
propose, in the perspective of increasingly qualifying and perfecting, the procedures
and the principles and criteria that have been included in the Handbook on the Creation
of Healthy and Safe Environments in the works of the Institute.
i. Others that are characteristic of its nature.
Article 5. Functions of the Committee Members. The functions of the members of the
Committee are the following:
a. Punctually attend Committee meetings, when the Committee is called by the superior
or headmistress of the Apostolic Work.
b. Debate the matters presented before the Committee by the superior or hedmistress
of the Apostolic Work, by one of its members or by some other member of the Entity.
c. Maintain strict confidentiality of the matters discussed in the Committee, in accordance
with the Personal Data Management Policy.
d. Invite other members of the Entity to the sessions of the Committee when the
situation so requires and in accordance with the provisions of the Handbook on the
Creation of Healthy and Safe Environments in the Works of the Institute.
e. Know, appropriate, and apply the procedures set forth in the Handbook on the
Creation of Healthy and Safe Environments in the Works of the Institute.
f. Commit to the fulfillment of each one of the functions that the present regulation
confers to the Committee.
g. Propose strategies that allow compliance with the components contemplated in the
current legal legislation, for the achievement of promotion, prevention, attention, and
monitoring of situations that may constitute mistreatment or abuse of minors and
people in vulnerable conditions.
h. Prepare the topics that the Committee requests, for their adequate debate and attention.
i. The others that are assigned by the superior authority.
Article 6. Prohibitions. The following are the prohibitions that are established for the
members of the Committee for the Protection of Minors and Vulnerable Persons.
a. Reveal information about the cases dealt with in the Committee, refraining from
providing any information about the people involved, following the provisions of current
legal legislation on the right to privacy and management of personal data.
b. Distort the decisions made in the Committee.
c. Interfering with the smooth running of the Committee's deliberations or activities.
d. Take the spokesperson on your own to inform about the decisions the Committee
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made not respecting the normal "chain of command”.
e. Dissociate relations between the members of the Committee.

CHAPTER III
Meetings and Functioning of the Committee

Article 7. Kinds of Meetings.
The meetings of the Committee for the Protection of Minors and Vulnerable Persons
will be of two kinds:
a. Ordinary, which are convened once a semester of the school year.
b. Extraordinary, will be convened by the Chairman of the Committee, when the
circumstances require it or at the request of any of its members.
Article 8. Quorum. The quorum of the Committee for the Protection of Minors and
Vulnerable Persons to deliberate and adopt valid decisions is constituted by the
attendance of all the members that comprise it.
Article 9. Minutes. Minutes will be drawn up for each of the Committee meetings,
containing at least the following aspects:
a. Place, date, and time in which the meeting was held.
b. Record of Committee members who attended the session.
c. Summary of the topics discussed at the meeting, as well as the actions, measures
recommendations, concepts adopted.
d. Signature of the Chairman of the Committee and of the person who acted as
Secretary once it has been approved by the attendees.
Article 10. Guests. Any member of the educational community may participate in the
deliberations of the Committee, with voice but without voting rights. This participation
will be done by invitation or by personal request duly approved by the Chairman of
the Committee and which will be recorded in the minutes of the same, whether it is
accepted or denied.
Article 11. Term of the Committee. The Committee for the Protection and Care of
Minors will exercise its functions for the school year for which it was elected and will
remain in office, until one of its members is changed by the decision of the person
who should select them.
The Committee will remain in force in the Entity, even if it is passed from one school
year to another. It will only be modified when by decision of the superior, headmistress
of the Apostolic Work or the correspondent of the Entity or when changes occur within
it.
Given in the city of -----------, on -------------- ( full Date)

Chairperson of the Committee
_______________________________
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COMMITTEE FOR THE PROTECTION OF MINORS AND VULNERABLE
PERSONS CONFIDENTIALITY CLAUSE FOR PERSONS LINKED TO THE

COMMITTEE FOR THE PROTECTION OF MINORS
AND VULNERABLE PERSONS

I member of the Committee for the Protection of Minors and Vulnerable Persons, in
my condition of being aware, that by integrating said Committee, I will access semi-
private, private, and sensitive information, I agree to:
1. Comply with all procedures, principles and criteria defined in the Handbook on the
Creation of Healthy and Safe Environments in the Apostolic Works of the Institute,
the Policy for the Management of Personal Data of the Institute, which I declare to
know and accept.
2. Do not disclose, under any circumstance, the information on the matters that are
dealt with in the Committee, whatever said information may be, with persons outside
the Committee or in any event or circumstance that may arise.
3. Not to use the private or confidential information to which I have access, for purposes
other than those defined and established in the functions of the Committee, of which
I am a member, and for the fulfillment of the same.
4. Keep absolute confidentiality of the matters discussed in the work sessions or
meetings of the Committee to which I belong, in such a way that the privacy and
reputation of those who are involved in those matters are protected or the confidentiality
of the matters is guaranteed. treaties, unless I am explicitly requested to disclose
some information, which must be recorded in the meeting minutes of the Committee.
5. Inform the authorities of the Entity, in case of learning of any improper or inappropriate
behavior or contrary to what it is established, either in this confidentiality clause, or
in the Handbook on the Creation of Healthy and Safe Environments in the Apostolic
Works of the Institute, or in the Policy for the Management of Personal Data of the
Institute, by any member of the Entity, with regard to the management of personal
data or reserved and confidential information, which violates the right to privacy or
the good name of the holders or against the interests and projects of the Institute or
the Apostolic Work.
6. Maintain each one of the commitments assumed by me here, even after my
relationship with the Committee for which I sign this confidentiality clause or my
employment relationship with the Entity has ceased.
7. Assume all disciplinary, legal, ecclesiastical liability consequences, to which there
is place, against the inadequate management of confidential information or personal
data of any of the members of the Entity, when a leak of that information is reported,
in which I am involved.
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8. Assume the consequences to which there is a place and established in the documents
or in the Institutional Policies, or in the Committee Regulations, for serious offenses
to the functions or responsibilities assumed, when presented by my part, a leak of
information reserved exclusively for the field of Committee to which I belong.

In evidence of the foregoing, this document is signed in the city of____________ on
the _____day of the _____________month of year______

Note: the name must be written in clear readable handwriting

Name of the employee __________________________
Signature __________________________
Identity Document. __________________________

Name of the correspondent __________________________
Signature__________________________
Identity Document. __________________________
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–FOR RELIGIOUS AND LAY PEOPLE–
AUTHORIZATION FOR THE CONSULTATION IN THE COUNTRY

DATABASES ABOUT INABILITIES TO WORK WITH MINORS
Exclusive for Colombia

I_______________________________ Identity Document_______________________
in my condition of___________________ I freely, previously, and explicitly grant
authorization to:
1)Authorize the Institute of the Bethlemite Sisters or their Apostolic Work, to carry out
the consultations and verifications of the case, with the relevant authorities or entities
that may arise, as established in Decree 753 of 2019, which regulates the provisions
in Law 1918 of 2018, as well as with the other concordant regulations, in order to
validate or certify the information that lies on me in the databases, of disabilities for
crimes/offenses against freedom, integrity and sexual formation committed against
children, girls and teenagers according to the provisions of the regulations referenced
and established for this purpose by the National Police.
2) In the same way, I declare that I grant the Institute of the Bethlemite Sisters or
their Apostolic Work, by means of this document, in a free, responsible and autonomous
manner, prior, expressed and informed authorization, so that while my employment
relationship lasts or my link to the Institute as a religious or as a volunteer, as many
times as required, consult the state databases, if I have been included in the registry
of disabilities for crimes/offenses against freedom, integrity and sexual formation against
minors, in the terms that establishes Law 1918 of 2018 or its Regulatory Decree.
3) I acknowledge and accept that this declaration, in accordance with current legal
legislation and the Personal Data Management Policy, will be governed by the following
conditions:

a) All information related to this authorization will be treated in accordance with the
Entity's Personal Data Management Policy, which is available on its website.

b) The following are the basic rights that I have as the owner of the data that is
authorized to be consulted in accordance with this declaration:
1) All the data related to this authorization will only be used by the Entity as

evidence of the authorization given by me, to consult the databases of people
convicted of abuse of minors, in the terms provided by Decree 753 of 2019.

2) At any time I can request a consultation of the information that the Entity has.
3) I may request a copy of this authorization at any time.
4) All the rights that I have as the owner of the data that the Entity consults, I
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can exercise them in the Entity or Institution.
c) I declare that I have been informed that the Entity will ensure the confidentiality

and privacy of personal data, which may be obtained from me, in the consultation
of country databases, which by virtue of this authorization, the Entity consults.

d) The Personal Data Processing Officer of the Entity, before whom I can exercise
my rights, free of charge, can be contacted at the following email address:
usodedatos@______________.org (according to the domain of each province)

In proof of the foregoing, I sign this declaration in the city of_______________ in the
month of ____________of the year______

_______________________________________Printed or legible name
______________________________________ Signature
______________________________________Identity Document Number.

______________________________________Document Issue Date
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LETTER OF THE HOLY FATHER FRANCIS
To the presidents of episcopal conferences and the superiors of
institutes of consecrated life and societies of apostolic life about the
pontifical commission for the protection of minors.

APOSTOLIC LETTER IN THE FORM OF "MOTU PROPRIO"
“VOS ESTIS LUX MUNDI”
It specifies the norms that the Catholic Church must follow regarding
the sexual abuse of priests or members of institutes of Consecrated
Life.

CONGREGATION FOR THE DOCTRINE OF THE FAITH
VADEMECUM
On some procedural issues in cases of sexual abuse of minors
committed by clerics.

Church Documents
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In March of last year, I established the Pontifical Commission for the Protection of
Minors, announced in December 2013, to offer proposals and initiatives aimed at
improving the rules and procedures for the protection of all minors and vulnerable
adults, and I have called highly qualified people known for their efforts in this field to
be part of this Commission.

The following July, in a meeting I had with some people who have been sexually
abused by priests, I was moved and impressed by the intensity of their suffering and
the strength of their faith. This once again confirmed my conviction that everything
possible must continue to be done to eradicate from the Church the scourge of sexual
abuse of minors, and to open a path of reconciliation and healing for those who have
suffered abuse.

For these reasons, I added new members to the Commission last December,
representing the dioceses throughout the world. And in a few days, all these members
will meet in Rome for the first time.

In this context, I believe that the Commission will be a new, valid, and effective
instrument to help me encourage and promote the commitment of the entire Church
in its various spheres — Episcopal Conferences, dioceses, Institutes of Consecrated
Life, and Societies of Apostolic Life, etc. — to put into practice the necessary actions
to guarantee the protection of minors and vulnerable adults and provide responses
of justice and mercy.

Families should know that the Church spares no effort to protect their children, and
they have the right to approach it with full confidence, because it is a safe house.

Therefore, no other type of consideration, of whatever nature, such as, for example,
the desire to avoid scandal, can be given priority, because there is absolutely no place
in the ministry for those who abuse minors.

Careful attention must also be paid to the full compliance with the circular issued
by the Congregation for the Doctrine of the Faith on May 3, 2011, to help the Episcopal
Conferences in preparing guidelines for dealing with cases of sexual abuse of minors
by clerics. It is important that the Episcopal Conferences adopt an instrument to
periodically review the norms and verify their compliance.

The diocesan Bishop and Major Superiors have the task of verifying that the safety
of minors and vulnerable adults is guaranteed in parishes and other Church institutions.
As an expression of the Church's duty to manifest the compassion of Jesus to those
who have suffered sexual abuse, and to their families, dioceses and Institutes of
Consecrated Life and Societies of Apostolic Life are urged to establish programs of
pastoral care, which may count on the provision of psychological and spiritual services.
Pastors and those responsible of religious communities must be available to meet

LETTER OF THE HOLY FATHER FRANCIS
To the presidents of episcopal conferences and the superiors of

institutes of consecrated life and societies of apostolic life about the
pontifical commission for the protection of minors.
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those who have suffered abuse and their loved ones: these are valuable occasions
to listen and ask for forgiveness from those who have suffered a lot.

For all these reasons, I ask for your full and attentive collaboration with the Commission
for the protection of minors. The task that I have entrusted to him includes assisting
you and your Conferences, through a mutual exchange of "virtuous praxis" and
programs of education, training, and instruction regarding the response to be given
to sexual abuse.

May the Lord Jesus instill in each one of us, ministers of the Church, that love
and that predilection for the little ones that has characterized his presence among
men, and that translates into a special responsibility for the good of minors and
vulnerable adults.

May Mary Most Holy, Mother of tenderness, help us to fulfill, with generosity and
rigor, our duty to humbly recognize and repair the injustices of the past, and to always
be faithful to the task of protecting those who are the favorites of Jesus.

Vatican, February 2, 2015
Feast of the Presentation of the Lord Francisco.
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APOSTOLIC LETTER ISSUED "MOTU PROPRIO"
BY THE SUPREME PONTIFF - FRANCIS

“YOU ARE LUX MUNDI"

It specifies the norms that the Catholic Church must follow regarding the sexual
abuse of priests or members of institutes of Consecrated Life.
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TITLE I

GENERAL PROVISIONS

Art. 1 – Scope of application

§1. These norms apply to reports regarding clerics or members of Institutes of
Consecrated Life or Societies of Apostolic Life and concerning:

a) Crimes against the sixth commandment of the Decalogue consisting of:

i. forcing someone, by violence or threat or through abuse of authority, to perform
or submit to sexual acts;

ii. performing sexual acts with a minor or a vulnerable person;

iii.the production, exhibition, possession or distribution, including by electronic means,
of child pornography, as well as by the recruitment of or inducement of a minor
or a vulnerable person to participate in pornographic exhibitions;

b) conduct carried out by the subjects referred to in article 6, consisting of actions or
omissions intended to interfere with or avoid civil investigations or canonical
investigations, whether administrative or penal, against a cleric or a religious regarding
the delicts referred to in letter a) of this paragraph.

§2. For the purposes of these norms,

a) "minor" means: any person under the age of eighteen, or who is considered by
law to be the equivalent of a minor;

b) "vulnerable person" means: any person in a state of infirmity, physical or mental
deficiency, or deprivation of personal liberty which, in fact, even occasionally, limits
their ability to understand or to want or otherwise resist the offence;

c) "child pornography" means: any representation of a minor, regardless of the means
used, involved in explicit sexual activities, whether real or simulated, and any
representation of sexual organs of minors for primarily sexual purposes.

Art. 2 – Reception of reports and data protection

§1. Taking into account the provisions that may be adopted by the respective
Episcopal Conferences, by the Synods of the Bishops of the Patriarchal Churches
and the Major Archiepiscopal Churches, or by the Councils of Hierarchs of the
Metropolitan Churches sui iuris, the Dioceses or the Eparchies, individually or
together, must establish within a year from the entry into force of these norms,
one or more public, stable and easily accessible systems for submission of reports,
even through the institution of a specific ecclesiastical office. The Dioceses and
the Eparchies shall inform the Pontifical Representative of the establishment of the
systems referred to in this paragraph.
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§2. The information referred to in this article is protected and treated in such a way
as to guarantee its safety, integrity and confidentiality pursuant to canons 471, 2¡ CIC
and 244 §2, 2¡ CCEO.

§3. Except as provided for by article 3 §3, the Ordinary who received the report shall
transmit it without delay to the Ordinary of the place where the events are said to
have occurred, as well as to the Ordinary of the person reported, who proceed according
to the law provided for the specific case.

§4. For the purposes of this title, Eparchies are equated with Dioceses and the Hierarch
is equated with the Ordinary.

Art. 3 – Reporting

§1. Except as provided for by canons 1548 §2 CIC and 1229 §2 CCEO, whenever a
cleric or a member of an Institute of Consecrated Life or of a Society of Apostolic Life
has notice of, or well-founded motives to believe that, one of the facts referred to in
article 1 has been committed, that person is obliged to report promptly the fact to the
local Ordinary where the events are said to have occurred or to another Ordinary
among those referred to in canons 134 CIC and 984 CCEO, except for what is
established by §3 of the present article.

§2. Any person can submit a report concerning the conduct referred to in article 1, using
the methods referred to in the preceding article, or by any other appropriate means.

§3. When the report concerns one of the persons indicated in article 6, it is to be
addressed to the Authority identified based upon articles 8 and 9. The report can
always be sent to the Holy See directly or through the Pontifical Representative.

§4. The report shall include as many particulars as possible, such as indications of
time and place of the facts, of the persons involved or informed, as well as any other
circumstance that may be useful to ensure an accurate assessment of the facts.

§5. Information can also be acquired ex officio.

Art. 4 – Protection of the person submitting the report

§1. Making a report pursuant to article 3 shall not constitute a violation of office confidentiality.

§2. Except as provided for by canons 1390 CIC and 1452 and 1454 CCEO, prejudice,
retaliation, or discrimination as a consequence of having submitted a report is prohibited
and may constitute the conduct referred to in article 1 §1, letter b).

§3. An obligation to keep silent may not be imposed on any person about the contents
of his or her report.

Art. 5 – Care for persons

§1. The ecclesiastical Authorities shall commit themselves to ensuring that those who
state that they have been harmed, together with their families, are to be treated with
dignity and respect, and, in particular, are to be:
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a) welcomed, listened to and supported, including through provision of specific services;

b) offered spiritual assistance;

c) offered medical assistance, including therapeutic and psychological assistance, as
required by the specific case.

§2. The good name and the privacy of the persons involved, as well as the confidentiality
of their personal data, shall be protected.

TITLE II

PROVISIONS CONCERNING BISHOPS AND THEIR EQUIVALENTS

Art. 6 – Subjective scope of application

The procedural norms referred to in this title concern the conduct referred to in article
1, carried out by:

a) Cardinals, Patriarchs, Bishops and Legates of the Roman Pontiff;

b) clerics who are, or who have been, the pastoral heads of a particular Church or of
an entity assimilated to it, Latin or Oriental, including the Personal Ordinariates, for
the acts committed durante munere;

c) clerics who are or who have been in the past leaders of a Personal Prelature, for
the acts committed durante munere;

d) those who are, or who have been, supreme moderators of Institutes of Consecrated
Life or of Societies of Apostolic Life of Pontifical right, as well as of monasteries sui
iuris, with respect to the acts committed durante munere.

Art. 7 – Competent Dicastery

§1. For the purposes of this title, "competent Dicastery" means the Congregation for
the Doctrine of the Faith, regarding the delicts reserved to it by the norms in force,
as well as, in all other cases and as far as their respective jurisdiction is concerned,
based on the proper law of the Roman Curia:

- the Congregation for the Oriental Churches;

- the Congregation for Bishops;

- the Congregation for the Evangelization of Peoples;

- the Congregation for the Clergy;

- the Congregation for Institutes of Consecrated Life and Societies of Apostolic Life.
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§2. To ensure the best coordination, the competent Dicastery informs the Secretariat
of State, and the other Dicasteries directly concerned, of the report and the outcome
of the investigation.

§3. The communications referred to in this title between the Metropolitan and the Holy
See take place through the Pontifical Representative.

Art. 8 – Procedure applicable in the event of a report concerning a Bishop of
the Latin Church

§1. The Authority that receives a report transmits it both to the Holy See and to the
Metropolitan of the Ecclesiastical Province where the person reported is domiciled.

§2. If the report concerns the Metropolitan, or the Metropolitan See is vacant, it shall
be forwarded to the Holy See, as well as to the senior suffragan Bishop by promotion,
to whom, if such is the case, the following provisions regarding the Metropolitan apply.

§3. If the report concerns a Papal Legate, it shall be transmitted directly to the
Secretariat of State.

Art. 9 – Procedure applicable to Bishops of Eastern Catholic Churches

§1. Reports concerning a Bishop of a Patriarchal, Major Archiepiscopal or Metropolitan
Church sui iuris shall be forwarded to the respective Patriarch, Major Archbishop or
Metropolitan of the Church sui iuris.

§2. If the report concerns a Metropolitan of a Patriarchal or Major Archiepiscopal
Church, who exercises his office within the territory of these Churches, it is forwarded
to the respective Patriarch or Major Archbishop.

§3. In the preceding cases, the Authority who receives the report shall also forward
it to the Holy See.

§4. If the person reported is a Bishop or a Metropolitan outside the territory of the
Patriarchal, the Major Archiepiscopal or the Metropolitan Church sui iuris, the report
shall be forwarded to the Holy See.

§5. In the event that the report concerns a Patriarch, a Major Archbishop, a Metropolitan
of a Church sui iuris or a Bishop of the other Eastern Catholic Churches sui iuris, it
shall be forwarded to the Holy See.

§ 6. The following provisions relating to the Metropolitan apply to the ecclesiastical
Authority to which the report is to be forwarded based on this article.

Art. 10 – Initial duties of the Metropolitan

§1. Unless the report is manifestly unfounded, the Metropolitan immediately requests,
from the competent Dicastery, that he be assigned to commence the investigation. If
the Metropolitan considers the report manifestly unfounded, he shall so inform the
Pontifical Representative.
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§2. The Dicastery shall proceed without delay, and in any case within thirty days from
the receipt of the first report by the Pontifical Representative or the request for the
assignment by the Metropolitan, providing the appropriate instructions on how to
proceed in the specific case.

Art. 11 – Entrusting the investigation to a person other than the Metropolitan

§1. If the competent Dicastery considers it appropriate to entrust the investigation to
a person other than the Metropolitan, the Metropolitan is so informed. The Metropolitan
delivers all relevant information and documents to the person appointed by the Dicastery.

§2. In the case referred to in the previous paragraph, the following provisions relating
to the Metropolitan apply to the person charged with conducting the investigation.

Art. 12 – Carrying out the investigation

§1. Once he has been appointed by the competent Dicastery and acting in compliance
with the instructions received, the Metropolitan, either personally or through one or
more suitable persons,

a) collects relevant information regarding the facts;

b) accesses the information and documents necessary for the purpose of the
investigation kept in the archives of ecclesiastical offices;

c) obtains the cooperation of other Ordinaries or Hierarchs whenever necessary;

d) requests information from individuals and institutions, including civil institutions,
that are able to provide useful elements for the investigation.

§2. If it is necessary to hear from a minor or a vulnerable person, the Metropolitan
shall adopt appropriate procedures, which take into account their status.

§3. In the event that there are well-founded motives to conclude that information or
documents concerning the investigation are at risk of being removed or destroyed, the
Metropolitan shall take the necessary measures for their preservation.

§4. Even when making use of other persons, the Metropolitan nevertheless remains
responsible for the direction and conduct of the investigation, as well as for the timely
execution of the instructions referred to in article 10 §2.

§5. The Metropolitan shall be assisted by a notary freely appointed pursuant to canons
483 §2 CIC and 253 §2 CCEO.

§6. The Metropolitan is required to act impartially and free of conflicts of interest. If
he considers himself to be in a conflict of interest or is unable to maintain the necessary
impartiality to guarantee the integrity of the investigation, he is obliged to recuse himself
and report the circumstance to the competent Dicastery.

§7. The person under investigation enjoys the presumption of innocence.
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§ 8. The Metropolitan, if requested by the competent Dicastery, informs the person
of the investigation concerning him/her, hears his/her account of the facts and invites
him/her to present a brief in defence. In such cases, the investigated person may be
assisted by legal counsel.

§9. Every thirty days, the Metropolitan sends a status report on the state of the
investigation to the competent Dicastery.

Art. 13 – Involvement of qualified persons

§1. In accordance with any eventual directives of the Episcopal Conference, of the
Synod of Bishops or of the Council of Hierarchs regarding how to assist the Metropolitan
in conducting the investigation, the Bishops of the respective Province, individually or
together, may establish lists of qualified persons from which the Metropolitan may
choose those most suitable to assist in the investigation, according to the needs of
the individual case and, in particular, taking into account the cooperation that can be
offered by the lay faithful pursuant to canons 228 CIC and 408 CCEO.

§2. The Metropolitan, however, is free to choose other equally qualified persons.

§3. Any person assisting the Metropolitan in the investigation is required to act impartially
and must be free of conflicts of interest. If he considers himself to be in a conflict of
interest or be unable to maintain the necessary impartiality required to guarantee the
integrity of the investigation, he is obliged to recuse himself and report the circumstances
to the Metropolitan.

§4. The persons assisting the Metropolitan shall take an oath to fulfil their charge properly.

Art. 14 – Duration of the investigation

§1. The investigation is to be completed within the term of ninety days or within a
term otherwise provided for by the instructions referred to in article 10 §2.

§2. Where there are just reasons, the Metropolitan may request that the competent
Dicastery extend the term.

Art. 15 - Precautionary measures

Should the facts or circumstances require it, the Metropolitan shall propose to the
competent Dicastery the adoption of provisions or appropriate precautionary measures
with regard to the person under investigation.

Art. 16 – Establishment of a fund

§1. Ecclesiastical Provinces, Episcopal Conferences, Synods of Bishops and Councils
of Hierarchs may create a fund, to be established according to the norms of canons
116 and 1303 §1, 1¡ CIC and 1047 CCEO and administered according to the norms
of canon law, whose purpose is to sustain the costs of the investigations.

§2. At the request of the appointed Metropolitan, the funds necessary for the purpose
of the investigation are made available to him by the administrator of the fund; the
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Metropolitan remain duty-bound to present an account to the administrator at the
conclusion of the investigation.

Art. 17 – Transmission of the documents and the votum

§1. Having completed the investigation, the Metropolitan shall transmit the acts to the
competent Dicastery, together with his votum regarding the results of the investigation
and in response to any queries contained in the instructions issued under article 10 §2.

§2. Unless there are further instructions from the competent Dicastery, the faculties
of the Metropolitan cease once the investigation is completed.

§3. In compliance with the instructions of the competent Dicastery, the Metropolitan,
upon request, shall inform the person who has alleged an offence, or his/her
correspondents, of the outcome of the investigation.

Art. 18 – Subsequent measures

Unless it decides to provide for a supplementary investigation, the competent Dicastery
proceeds in accordance with the law provided for the specific case.

Art. 19 – Compliance with state laws

These norms apply without prejudice to the rights and obligations established in each
place by state laws, particularly those concerning any reporting obligations to the
competent civil authorities.

The present norms are approved ad experimentum for three years.

I establish that the present Apostolic Letter in the form of Motu Proprio be promulgated
by means of publication in the Osservatore Romano, entering into force on 1 June
2019, and then published in the Acta Apostolicae Sedis.

Given in Rome, at Saint Peter’s, on 7 May 2019, the seventh year of my Pontificate.

FRANCIS



CONGREGATION FOR THE DOCTRINE OF THE FAITH

VADEMECUM
ON CERTAIN POINTS OF PROCEDURE

IN TREATING CASES OF SEXUAL ABUSE
OF MINORS COMMITTED BY CLERICS

NOTA BENE:

a. In addition to the delicts listed in art. 6 of the Normae promulgated by the Motu Proprio Sacramentorum
Sanctitatis Tutela, what follows is to be observed – with eventual adaptations – in all cases involving delicts
reserved to the Congregation for the Doctrine of the Faith;
b. The following abbreviations will be used: CIC: Codex Iuris Canonici; CCEO: Codex Canonum Ecclesiarum
Orientalium; SST: Motu Proprio Sacramentorum Sanctitatis Tutela – 2010 Revised Norms; VELM: Motu Proprio
Vos Estis Lux Mundi – 2019; CDF: Congregatio pro Doctrina Fidei.

***

0. INTRODUCTION

In response to numerous questions about the procedures to be followed in those
penal cases for which it is competent, the Congregation for the Doctrine of the Faith
has prepared this Vademecum, intended primarily for Ordinaries and other personnel
needing to apply the canonical norms governing cases of the sexual abuse of minors
by clerics.
The present Handbook is meant to serve as a handbook for those charged with
ascertaining the truth in such criminal cases, leading them step-by-step from the notitia
criminis to the definitive conclusion of the case.
While not issuing new norms or altering current canonical legislation, this Handbook
seeks to clarify the various stages of the procedures involved. Its use is to be
encouraged, since a standardized praxis will contribute to a better administration of
justice.
Reference is made above all to the two Codes presently in force (CIC and CCEO);
the Norms on Delicts Reserved to the Congregation for the Doctrine of the Faith in
the revised 2010 version, issued with the Motu Proprio Sacramentorum Sanctitatis
Tutela, taking account of the revisions introduced by the Rescripta ex Audientia of 3
and 6 December 2019; the Motu Proprio Vos Estis Lux Mundi; and, not least, the
praxis of the Congregation for the Doctrine of the Faith, which has in recent years
become increasingly clear and consolidated.
Intended to be flexible, this Handbook can be periodically updated if the norms to
which it refers are modified, or if the praxis of the Congregation calls for further
clarifications and revisions.
A choice was made not to include in this Vademecum guidelines for carrying out the
judicial penal process in the first grade of judgment, since it was felt that the procedure
set forth in the present Codes is sufficiently clear and detailed.
It is hoped that this handbook will assist Dioceses, Institutes of Consecrated Life and
Societies of Apostolic Life, Episcopal Conferences and the various ecclesiastical
circumscriptions to better understand and implement the requirements of justice
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regarding a delictum gravius that constitutes for the whole Church a profound and
painful wound that cries out for healing.

I. What constitutes the delict?

1. The delict in question includes every external offense against the sixth
commandment of the Decalogue committed by a cleric with a minor (cf. canon
1395 § 2 CIC; art. 6 § 1, 1¼ SST).

2. The typology of the delict is quite broad; it can include, for example, sexual
relations (consensual or non-consensual), physical contact for sexual gratification,
exhibitionism, masturbation, the production of pornography, inducement to
prostitution, conversations and/or propositions of a sexual nature, which can also
occur through various means of communication.

3. The concept of “minor” in these cases has varied over the course of time. Prior
to 30 April 2001, a minor was defined as a person under 16 years of age (even
though in some particular legislations – for example in the United States [from
1994] and Ireland [from 1996] – the age had already been raised to 18). After
30 April 2001, with the promulgation of the Motu Proprio Sacramentorum Sanctitatis
Tutela, the age was universally raised to 18 years, and this is the age currently
in effect. These variations must be taken into account when determining whether
the "minor” in question was in fact such, according to the legal definition in effect
at the time of the facts.

4. The use of the term “minor” does not reflect the distinction occasionally proposed
by the psychological sciences between acts of “paedophilia” and those of
“ephebophilia”, that is, involving post-pubescent adolescents. Their degree of
sexual maturity does not affect the canonical definition of the delict.

5. The revision of the Motu Proprio SST, promulgated on 21 May 2010, states that
a person who habitually has the imperfect use of reason is to be considered
equivalent to a minor (cf. art. 6 § 1, 1¼ SST). With regard to the use of the
term “vulnerable adult”, elsewhere described as “any person in a state of infirmity,
physical or mental deficiency, or deprivation of personal liberty which, in fact,
even occasionally limits their ability to understand or to want or otherwise resist
the offence” (cf. art. 1 § 2, b VELM), it should be noted that this definition includes
other situations than those pertaining to the competence of the CDF, which
remains limited to minors under eighteen years of age and to those who “habitually
have an imperfect use of reason”. Other situations outside of these cases are
handled by the competent Dicasteries (cf. art. 7 § 1 VELM).

6. SST has also introduced (cf. art. 6 § 1, 2¼ SST) three new delicts involving
minors, i.e., the acquisition, possession (even temporary) or distribution by a
cleric of pornographic images of minors under the age of 14 (as of 1 January
2020, under the age of 18) for purposes of sexual gratification by whatever means
or using whatever technology. From 1 June to 31 December 2019, the acquisition,
possession, or distribution of pornographic material involving minors between 14
and 18 years of age by clerics or by members of Institutes of Consecrated Life
or Societies of Apostolic Life are delicts for which other Dicasteries are competent
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(cf. arts. 1 and 7 VELM). From 1 January 2020, the CDF is competent for these
delicts if committed by clerics.

7. It should be noted that these three delicts can be addressed canonically only
after the date that SST took effect, namely, 21 May 2010. The production of
pornography involving minors, on the other hand, falls under the typology of delict
listed in nos. 1-4 of the present Vademecum, and therefore is also to be dealt
with if it occurred prior to that date.

8. In accordance with the law governing religious who are members of the Latin
Church (cf. canons 695ff. CIC), the delict mentioned above in no. 1 can also
entail dismissal from a religious Institute. The following should be kept in mind:
a/ such dismissal is not a penalty, but rather an administrative act of the supreme
Moderator; b/ to issue a decree of dismissal, the relevant procedure described
in canons 695 § 2, 699 and 700 CIC must be carefully followed; c/ confirmation
of the decree of dismissal demanded by canon 700 CIC must be requested from
the CDF; d/ dismissal from the Institute entails the loss of membership in the
Institute and the cessation of vows and obligations deriving from profession (cf.
canon 701 CIC), as well as the prohibition of exercising any sacred orders received
until the conditions referred to in canon 701 CIC are met. The same rules,
suitably adapted, are also applicable to definitively incorporated members of
Societies of Apostolic Life (cf. canon 746 CIC).

II. What must be done when information is received about a possible delict
(notitia de delicto)?

a/ What is meant by the term notitia de delicto?

9. A notitia de delicto (cf. canon 1717 § 1 CIC; canon 1468 § 1 CCEO; art. 16
SST; art. 3 VELM), occasionally called notitia criminis, consists of any information
about a possible delict that in any way comes to the attention of the Ordinary or
Hierarch. It need not be a formal complaint.

10. This notitia can come from a variety of sources: it can be formally presented to
the Ordinary or Hierarch, orally or in writing, by the alleged victim, his or her
guardians or other persons claiming to have knowledge about the matter; it can
become known to the Ordinary or Hierarch through the exercise of his duty for
vigilance; it can be reported to the Ordinary or Hierarch by the civil authorities
through channels provided for by local legislation; it can be made known through
the communications media (including social media); it can come to his knowledge
through hearsay, or in any other adequate way.

11. At times, a notitia de delicto can derive from an anonymous source, namely, from
unidentified or unidentifiable persons. The anonymity of the source should not
automatically lead to considering the report as false. Nonetheless, for easily
understandable reasons, great caution should be exercised in considering this
type of notitia, and anonymous reports certainly should not be encouraged.

12. Likewise, when a notitia de delicto comes from sources whose credibility might
appear at first doubtful, it is not advisable to dismiss the matter a priori.
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13. At times, a notitia de delicto lacks specific details (names, dates, times[...]). Even
if vague and unclear, it should be appropriately assessed and, if reasonably
possible, given all due attention.

14. It must be pointed out that a report of a delictum gravius received in confession
is under placed the strictest bond of the sacramental seal (cf. canon 983 § 1
CIC; canon 733 § 1 CCEO; art. 4 § 1, 5¼ SST). A confessor who learns of a
delictum gravius during the celebration of the sacrament should seek to convince
the penitent to make that information known by other means, in order to enable
the appropriate authorities to take action.

15. The responsibility for vigilance incumbent on the Ordinary or Hierarch does not
demand that he constantly monitor the clerics subject to him, yet neither does it
allow him to consider himself exempt from keeping informed about their conduct
in these areas, especially if he becomes aware of suspicions, scandalous behaviour,
or serious misconduct.

b/ What actions should be taken upon receiving a notitia de delicto?
16. Art. 16 SST (cf. also canons 1717 CIC and 1468 CCEO) states that, when a

notitia de delicto is received, a preliminary investigation ought to ensue, provided
that the report is “saltem verisimilis”. If that plausibility proves unfounded, there
is no need to pursue the notitia de delicto, although care should be taken to keep
the documentation, together with a written explanation regarding the reasons for
the decision.

17. Even in cases where there is no explicit legal obligation to do so, the ecclesiastical
authorities should make a report to the competent civil authorities if this is
considered necessary to protect the person involved or other minors from the
danger of further criminal acts.

18. Given the sensitive nature of the matter (for example, the fact that sins against the
sixth commandment of the Decalogue rarely occur in the presence of witnesses),
a determination that the notitia lacks the semblance of truth (which can lead to
omitting the preliminary investigation) will be made only in the case of the manifest
impossibility of proceeding according to the norms of canon law. For example, if
it turns out that at the time of the delict of which he is accused, the person was
not yet a cleric; if it comes to light that the presumed victim was not a minor (on
this point, cf. no. 3); if it is a well-known fact that the person accused could not
have been present at the place of the delict when the alleged actions took place.

19. Even in these cases, however, it is advisable that the Ordinary or Hierarch
communicate to the CDF the notitia de delicto and the decision made to forego
the preliminary investigation due to the manifest lack of the semblance of truth.

20. Here it should be mentioned that in cases of improper and imprudent conduct,
even in the absence of a delict involving minors, should it prove necessary to
protect the common good and to avoid scandal, the Ordinary or Hierarch is
competent to take other administrative provisions with regard to the person
accused (for example, restrictions on his ministry), or to impose the penal remedies
mentioned in canon 1339 CIC for the purpose of preventing delicts (cf. canon
1312 § 3 CIC) or to give the public reprimand referred to in canon 1427 CCEO.
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In the case of delicts that are non graviora, the Ordinary or Hierarch should
employ the juridical means appropriate to the particular circumstances.

21. According to canon 1717 CIC and canon 1468 CCEO, responsibility for the
preliminary investigation belongs to the Ordinary or Hierarch who received the
notitia de delicto, or to a suitable person selected by him. The eventual omission
of this duty could constitute a delict subject to a canonical procedure in conformity
with the Code of Canon Law and the Motu Proprio Come una madre amorevole,
as well as art. 1 § 1, b VELM.

22. This task belongs to the Ordinary or Hierarch of the accused cleric or, if different,
the Ordinary or Hierarch of the place where the alleged delicts took place. In
the latter case, it will naturally be helpful for there to be communication and
cooperation between the different Ordinaries involved, in order to avoid conflicts
of competence or the duplication of labour, particularly if the cleric is a religious.

23. Should an Ordinary or Hierarch encounter difficulties in initiating or carrying out
the preliminary investigation, he should immediately contact the CDF for advice
or help in resolving any eventual questions.

24. It can happen that the notitia de delicto comes directly to the CDF and not through
the Ordinary or Hierarch. In that case, the CDF can ask the latter to carry out
the investigations or, in accordance with art. 17 SST, can carry them out itself.

25. The CDF, according to its own judgment, by explicit request or by necessity, can
also ask any other Ordinary or Hierarch to carry out the preliminary investigation.

26. The preliminary canonical investigation must be carried out independently of any
corresponding investigation by the civil authorities. In those cases where state
legislation prohibits investigations parallel to its own, the ecclesiastical authorities
should refrain from initiating the preliminary investigation and report the accusation
to the CDF, including any useful documentation. In cases where it seems
appropriate to await the conclusion of the civil investigations in order to acquire
their results, or for other reasons, the Ordinary or Hierarch would do well to seek
the advice of the CDF in this regard.

27. The investigation should be carried out with respect for the civil laws of each
state (cf. art. 19 VELM).

28. For the delicts considered here, it should be noted that the terms of prescription
for the criminal action have varied significantly over time. The terms currently
in effect are defined by art. 7 SST.[1] Yet since art. 7 § 1 SST permits the CDF
to derogate from prescription in individual cases, an Ordinary or Hierarch who
has determined that the times for prescription have elapsed must still respond
to the notitia de delicto and carry out the eventual preliminary investigation,
communicating its results to the CDF, which is competent to decide whether
prescription is to be retained or to grant a derogation from it. In forwarding the
acts, it would be helpful for the Ordinary or Hierarch to express his personal
opinion regarding an eventual derogation, basing it on concrete circumstances
(e.g., cleric’s health status or age, cleric’s ability to exercise right of self-defence,
harm caused by the alleged criminal act, scandal given).

29. In these sensitive preliminary acts, the Ordinary or Hierarch can seek the advice
of the CDF (as is possible at any time during the handling of a case) and freely
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consult with experts in canonical penal matters. In the latter case, however, care
should be taken to avoid any inappropriate or illicit diffusion of information to the
public that could prejudice successive investigations or give the impression that
the facts or the guilt of the cleric in question have already been determined with
certainty.

30. It should be noted that already in this phase one is bound to observe the secret
of office. It must be remembered, however, that an obligation of silence about
the allegations cannot be imposed on the one reporting the matter, on a person
who claims to have been harmed, and on witnesses.

31. In accordance with art. 2 § 3 VELM, an Ordinary who has received a notitia de
delicto must transmit it immediately to the Ordinary or Hierarch of the place where
the events were said to have occurred, as well as to the proper Ordinary or
Hierarch of the person reported, namely, in the case of a religious, to his major
Superior, if the latter is his proper Ordinary, and in the case of a diocesan priest,
to the Ordinary of the diocese or the eparchial Bishop of incardination. In cases
where the local Ordinary or Hierarch and the proper Ordinary or Hierarch are not
the same person, it is preferable that they contact each other to determine which
of them will carry out the investigation. In cases where the report concerns a
member of an Institute of Consecrated Life or a Society of Apostolic Life, the
major Superior will also inform the supreme Moderator and, in the case of Institutes
and Societies of diocesan right, also the respective Bishop.

III. How does the preliminary investigation take place?
32. The preliminary investigation takes place in accordance with the criteria and

procedures set forth in canon 1717 CIC or canon 1468 CCEO and cited below.
a/ What is the preliminary investigation?
33. It must always be kept in mind that the preliminary investigation is not a trial,

nor does it seek to attain moral certitude as to whether the alleged events
occurred. It serves: a/ to gather data useful for a more detailed examination of
the notitia de delicto; and b/ to determine the plausibility of the report, that is, to
determine that which is called fumus delicti, namely the sufficient basis both in
law and in fact so as to consider the accusation as having the semblance of
truth.

34. For this reason, as the canons cited in no. 32 indicate, the preliminary investigation
should gather detailed information about the notitia de delicto with regard to facts,
circumstances and imputability. It is not necessary at this phase to assemble
complete elements of proof (e.g., testimonies, expert opinions), since this would
be the task of an eventual subsequent penal procedure. The important thing is
to reconstruct, to the extent possible, the facts on which the accusation is based,
the number and time of the criminal acts, the circumstances in which they took
place and general details about the alleged victims, together with a preliminary
evaluation of the eventual physical, psychological and moral harm inflicted. Care
should also be taken care to determine any possible relation to the sacramental
internal forum (in this regard, however, account must be taken of the prescriptions
of art. 24 SST[2]). At this point, any other delicts attributed to the accused (cf.
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art. 8 § 2 SST[3]) can be added, as well as any indication of problematic facts
emerging from his biographical profile. It can be useful to assemble testimonies
and documents, of any kind or provenance (including the results of investigations
or trials carried out by civil authorities), which may in fact prove helpful for
substantiating and validating the plausibility of the accusation. It is likewise
possible at this point to indicate eventual exempting, mitigating or aggravating
factors, as provided for by law. It could also prove helpful to collect at this time
testimonials of credibility with regard to the complainants and the alleged victims.
An Appendix to the present Vademecum contains a schematic outline of useful
data that those carrying out the preliminary investigation will want to compile and
have at hand (cf. no. 69).

35. If, in the course of the preliminary investigation, other notitiae de delicto become
known, these must also be looked into as part of the same investigation.

36. As mentioned above, the acquisition of the results of civil investigations (or of
an entire trial before a tribunal of the state) could make the preliminary canonical
investigation unnecessary. Due care must be taken, however, by those who
must carry out the preliminary investigation to examine the civil investigation,
since the criteria used in the latter (with regard, for example, to terms of prescription,
the typology of the crime, the age of the victim, etc.) can vary significantly with
respect to the norms of canon law. In these situations too, it can be advisable,
in case of doubt, to consult with the CDF.

37. The preliminary investigation could also prove unnecessary in the case of a
notorious and indisputable crime (given, for example, the acquisition of the civil
proceedings or an admission on the part of the cleric).

b/ What juridical acts must be carried out to initiate the preliminary investigation?
38. If the competent Ordinary or Hierarch considers it appropriate to enlist another

suitable person to carry out the investigation (cf. no. 21), he is to select him or
her using the criteria indicated by canons 1428 §§ 1-2 CIC or 1093 CCEO.[4]

39. In appointing the person who carries out the investigation, and taking into account
the cooperation that can be offered by lay persons in accordance with canons
228 CIC and 408 CCEO (cf. art. 13 VELM), the Ordinary or Hierarch should keep
in mind that, according to canons 1717 § 3 CIC and 1468 § 3 CCEO, if a penal
judicial process is then initiated, that same person cannot act as a judge in the
matter. Sound practice suggests that the same criterion be used in appointing
the Delegate and the Assessors in the case of an extrajudicial process.

40. In accordance with canons 1719 CIC and 1470 CCEO, the Ordinary or Hierarch
is to issue a decree opening the preliminary investigation, in which he names
the person conducting the investigation and indicates in the text that he or she
enjoys the powers referred to in canon 1717 § 3 CIC or 1468 § 3 CCEO.

41. Although not expressly provided for by law, it is advisable that a priest notary be
appointed (cf. canon 483 § 2 CIC and canon 253 § 2 CCEO, where other criteria
are indicated for the choice), who assists the person conducting the preliminary
investigation, for the purpose of ensuring the authenticity of the acts which have
been drawn up (cf. canons 1437 § 2 CIC and 1101 § 2 CCEO).
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42. It should be noted, however, that since these are not the acts of a process, the
presence of the notary is not necessary for their validity.

43. In the investigative phase the appointment of a promoter of justice is not foreseen.

c/ What complementary acts can or must be carried out during the preliminary
investigation?
44. Canons 1717 § 2 CIC and 1468 § 2 CCEO, and articles 4 § 2 and 5 § 2 VELM

speak of protecting the good name of the persons involved (the accused, alleged
victims, witnesses), so that the report will not lead to prejudice, retaliation or
discrimination in their regard. The one who carries out the preliminary investigation
must therefore be particularly careful to take every possible precaution to this
end, since the right to a good name is one of the rights of the faithful upheld by
canons 220 CIC and 23 CCEO. It should be noted, however, that those canons
protect that right from illegitimate violations. Hence, should the common good
be endangered, the release of information about the existence of an accusation
does not necessarily constitute a violation of one’s good name. Furthermore,
the persons involved are to be informed that in the event of a judicial seizure or
a subpoena of the acts of the investigation on the part of civil authorities, it will
no longer be possible for the Church to guarantee the confidentiality of the
depositions and documentation acquired from the canonical investigation.

45. In any event, especially in cases where public statements must be made, great
caution should be exercised in providing information about the facts. Statements
should be brief and concise, avoiding clamorous announcements, refraining
completely from any premature judgment about the guilt or innocence of the
person accused (since this is to be established only by an eventual penal process
aimed at verifying the basis of the accusation), and respecting any desire for
privacy expressed by the alleged victims.

46. Since, as stated above, in this phase the possible guilt of the accused person
has yet to be established, all care should be taken to avoid – in public statements
or private communication – any affirmation made in the name of the Church, the
Institute or Society, or on one’s own behalf, that could constitute an anticipation
of judgement on the merits of the facts.

47. It should also be noted that accusations, processes and decisions relative to
delicts mentioned in art. 6 SST are subject to the secret of office. This does not
prevent persons reporting – especially if they also intend to inform the civil
authorities – from making public their actions. Furthermore, since not all forms
of notitiae de delicto are formal accusations, it is possible to evaluate whether
or not one is bound by the secret, always keeping in mind the respect for the
good name of others referred to in no. 44.

48. Here too, consideration should be given to whether the Ordinary or Hierarch is
obliged to inform the civil authorities of the reception of the notitia de delicto and
the opening of the preliminary investigation. Two principles apply: a/ respect for
the laws of the state (cf. art. 19 VELM); and b/ respect for the desire of the
alleged victim, provided that this is not contrary to civil legislation. Alleged victims
should be encouraged – as will be stated below (no. 56) – to exercise their duties
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and rights vis-ˆ-vis the state authorities, taking care to document that this
encouragement took place and to avoid any form of dissuasion with regard to
the alleged victim. Relevant agreements (concordats, accords, protocols of
understanding) entered into by the Apostolic See with national governments must
always and in any event be observed.

49. When the laws of the state require the Ordinary or Hierarch to report a notitia
de delicto, he must do so, even if it is expected that on the basis of state laws
no action will be taken (for example, in cases where the statute of limitations has
expired or the definition of the crime may vary).

50. Whenever civil judicial authorities issue a legitimate executive order requiring the
surrender of documents regarding cases, or order the judicial seizure of such
documents, the Ordinary or Hierarch must cooperate with the civil authorities.
If the legitimacy of such a request or seizure is in doubt, the Ordinary or Hierarch
can consult legal experts about available means of recourse. In any case, it is
advisable to inform the Papal Representative immediately.

51. In cases where it proves necessary to hear minors or persons equivalent to them,
the civil norms of the country should be followed, as well as methods suited to
their age or condition, permitting, for example, that the minor be accompanied
by a trusted adult and avoiding any direct contact with the person accused.

52. During the investigative process, a particularly sensitive task falling to the Ordinary
of Hierarch is to decide if and when to inform the person being accused.

53. In this regard, there is no uniform criterion or explicit provision in law. An
assessment must be made of all the goods at stake: in addition to the protection
of the good name of the persons involved, consideration must also be given, for
example, to the risk of compromising the preliminary investigation or giving scandal
to the faithful, and the advantage of collecting beforehand all evidence that could
prove useful or necessary.

54. Should a decision be made to question the accused person, since this is a
preliminary phase prior to a possible process, it is not obligatory to name an
official advocate for him. If he considers it helpful, however, he can be assisted
by a patron of his choice. An oath cannot be imposed on the accused person
(cf. ex analogia, canons 1728 § 2 CIC and 1471 § 2 CCEO).

55. The ecclesiastical authorities must ensure that the alleged victim and his or her
family are treated with dignity and respect, and must offer them welcome, attentive
hearing and support, also through specific services, as well as spiritual, medical
and psychological help, as required by the specific case (cf. art. 5 VELM). The
same can be done with regard to the accused. One should, however, avoid giving
the impression of wishing to anticipate the results of the process.

56. It is absolutely necessary to avoid in this phase any act that could be interpreted
by the alleged victim as an obstacle to the exercise of his or her civil rights vis-
ˆ-vis the civil authorities.

57. Where there exist state or ecclesiastical structures of information and support for
alleged victims, or of consultation for ecclesial authorities, it is helpful also to refer
to them. The purpose of these structures is purely that of advice, guidance and
assistance; their analyses do not in any way constitute canonical procedural decisions.
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58. To defend the good name of the persons involved and to protect the public good,
as well as to avoid other factors (for example, the rise of scandal, the risk of
concealment of future evidence, the presence of threats or other conduct meant
to dissuade the alleged victim from exercising his or her rights, the protection of
other possible victims), in accordance with art. 19 SST, the Ordinary or Hierarch
has the right, from the outset of the preliminary investigation, to impose the
precautionary measures listed in canons 1722 CIC and 1473 CCEO.[5]

59. The precautionary measures found in these canons constitute a taxative list, in
other words, only one or more of those delineated can be chosen.

60. This does not prevent the Ordinary or Hierarch from imposing other disciplinary
measures within his power, yet these cannot be strictly defined as “precautionary
measures”.

d/ How are precautionary measures imposed?
61. First, it should be stated that a precautionary measure is not a penalty (since

penalties are imposed only at the end of a penal process), but an administrative
act whose purposes are described by the aforementioned canons 1722 CIC and
1473 CCEO. It should be clearly explained to the party in question that the
measure is not penal in nature, lest he think that he has already been convicted
and punished from the start. It must also be emphasized that precautionary
measures must be revoked if the reason for them ceases and that they themselves
cease with the conclusion of the eventual penal process. Furthermore, they can
be modified (made more or less severe), if circumstances so demand. Still,
particular prudence and discernment is urged in judging whether the reason that
suggested them has ceased; nor is it excluded that – once revoked – they can
be re-imposed.

62. It has been noted that the older terminology of suspensio a divinis is still frequently
being used to refer to the prohibition of the exercise of ministry imposed on a
cleric as a precautionary measure. It is best to avoid this term, and that of
suspensio ad cautelam, since in the current legislation suspension is a penalty,
and cannot yet be imposed at this stage. The provision would more properly be
called, for example, prohibition from the exercise of the ministry.

63. A decision to be avoided is that of simply transferring the accused cleric from
his office, region or religious house, with the idea that distancing him from the
place of the alleged crime or alleged victims constitutes a sufficient solution of
the case.

64. The precautionary measures referred to in no. 58 are imposed by a singular
precept, legitimately made known (cf. canons 49ff. and 1319 CIC and 1406 and
1510ff. CCEO).

65. It should be noted that whenever a decision is made to modify or revoke
precautionary measures, this must be done by a corresponding decree, legitimately
made known. This will not be necessary, however, at the conclusion of the
possible process, since at that moment those measures cease to have legal
effect.
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e/ What must be done to conclude the preliminary investigation?
66. It is recommended, for the sake of equity and a reasonable exercise of justice,

that the duration of the preliminary investigation correspond to the purpose of
the investigation, which is to assess the plausibility of the notitia de delicto and
hence the existence of the fumus delicti. An unjustified delay in the preliminary
investigation may constitute an act of negligence on the part of ecclesiastical
authority.

67. If the investigation has been carried out by a suitable person appointed by the
Ordinary or Hierarch, he or she is to consign all the acts of the investigation,
together with a personal evaluation of its results.

68. In accordance with canons 1719 CIC and 1470 CCEO, the Ordinary or Hierarch
must decree the conclusion of the preliminary investigation.

69. In accordance with art. 16 SST, once the preliminary investigation has concluded,
whatever its outcome, the Ordinary or Hierarch is obliged to send, without delay,
an authentic copy of the relative acts to the CDF. Together with the copy of the
acts and the duly completed form found at the end of this handbook, he is to
provide his own evaluation of the results of the investigation (votum) and to offer
any suggestions he may have on how to proceed (if, for example, he considers
it appropriate to initiate a penal procedure and of what kind; if he considers
sufficient the penalty imposed by the civil authorities; if the application of
administrative measures by the Ordinary or Hierarch is preferable; if the prescription
of the delict should be declared or its derogation granted).

70. In cases where the Ordinary or Hierarch who carried out the preliminary investigation
is a major Superior, it is best that he likewise transmit a copy of all documentation
related to the investigation to the supreme Moderator (or to the relative Bishop
in the case of Institutes or Societies of diocesan right), since they are the persons
with whom the CDF will ordinarily communicate thereafter. For his part, the
supreme Moderator will send to the CDF his own votum, as above in no. 69.

71. Whenever the Ordinary who carried out the preliminary investigation is not the
Ordinary of the place where the alleged delict was committed, he is to communicate
to the latter the results of the investigation.

72. The acts are to be sent in a single copy; it is helpful if they are authenticated by
a notary who is a member of the curia, unless a specific notary had been appointed
for the preliminary investigation.

73. Canons 1719 CIC and 1470 CCEO state that the original of all the acts is to be
kept in the secret archive of the curia.

74. Again, according to art. 16 SST, once the acts of the preliminary investigation
have been sent to the CDF, the Ordinary or Hierarch is to await communications
or instructions in this regard from the CDF.

75. Clearly, if other elements related to the preliminary investigation or new accusations
should emerge in the meantime, these are to be forwarded to the CDF as quickly
as possible, in order to be added to what is already in its possession. If it appears
useful to reopen the preliminary investigation on the basis of those elements, the
CDF is to be informed immediately.

IV. What can the CDF do at this point?
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76. Upon receipt of the acts of the preliminary investigation, ordinarily the CDF
immediately sends an acknowledgment to the Ordinary, Hierarch, Supreme
Moderator (in the case of religious, also to the Congregation for Institutes of
Consecrated Life and for Societies of Apostolic Life; if the cleric is from an Eastern
Church, to the Congregation for Oriental Churches; and to the Congregation for
the Evangelization of Peoples if the cleric belongs to a territory subject to that
Dicastery), communicating – unless it had previously done so – the protocol
number corresponding to the case. Reference must be made to this number in
all further communication with the CDF.

77. After attentively examining the acts, the CDF can then choose to act in a variety
of ways: it can archive the case; request a more thorough preliminary investigation;
impose non-penal disciplinary measures, ordinarily by a penal precept; impose
penal remedies or penances, or warnings or rebukes; initiate a penal process;
or identify other means of pastoral response. The decision, once made, is then
communicated to the Ordinary with suitable instructions for its execution.

a/ What are non-penal disciplinary measures?
78. Non-penal disciplinary measures are singular administrative acts (that is, acts of

the Ordinary or Hierarch, or of the CDF) by which the accused is ordered to do
or to refrain from doing something. In these cases, limits are ordinarily imposed
on the exercise of the ministry, of greater or lesser extent in view of the case,
and also at times the obligation of residing in a certain place. It must be
emphasized that these are not penalties, but acts of governance meant to ensure
and protect the common good and ecclesial discipline, and to avoid scandal on
the part of the faithful.

b/ What is a penal precept?
79. The ordinary form with which these measures are imposed is the penal precept

mentioned in canon 1319 § 1 CIC and 1406 § 1 CCEO. Canon 1406 § 2 CCEO
states that a warning containing the threat of penalty is equivalent to a penal precept.

80. The formalities required for a precept are those previously mentioned (canons
49ff. CIC and 1510ff. CCEO). Nonetheless, since it involves a penal precept,
the text must clearly indicate the penalty being threatened if the recipient of the
precept were to violate the measures imposed on him.

81. It should be kept in mind that, according to canon 1319 § 1 CIC, a penal precept
cannot impose perpetual expiatory penalties; furthermore, the penalty must be
clearly defined. Other exclusions of penalties are foreseen by canon 1406 § 1
CCEO for Eastern rite faithful.

82. Such an administrative act admits recourse within the terms of law.
c/ What are penal remedies, penances and public rebukes?
83. For the definition of penal remedies, penances and public rebukes, canons 1339

and 1340 § 1 CIC and canon 1427 CCEO should be consulted.[6]
V. What decisions are possible in a penal process?
84. The decision that concludes the penal process, whether judicial or extrajudicial,

can be of three types:
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• conviction (“constat”), if with moral certainty the guilt of the accused is established
with regard to the delict ascribed to him. In this case, the decision must indicate
specifically the type of canonical sanction imposed or declared.

• acquittal (“constat de non”), if with moral certainty the innocence of the accused is
established, inasmuch as no offence was committed, the accused did not commit
the offence, the offence is not deemed a delict by the law or was committed by
a person who is not imputable.

• dismissal (“non constat”), whenever it has not been possible to attain moral certainty
with regard to the guilt of the accused, due to lack of evidence or to insufficient
or conflicting evidence that the offence was in fact committed, that the accused
committed the offence, or that the crime was committed by a person who is not
imputable.

It is possible to provide for the public good or for the welfare of the person accused
through appropriate warnings, penal remedies and other means of pastoral solicitude
(cf. canon 1348 CIC).
The decision (issued by sentence or by decree) must refer to one of these three types,
so that it is clear whether “constat”, “constat de non” or “non constat”.

VI. What penal procedures are possible?
85. By law, three penal procedures are possible: a judicial penal process; an extrajudicial

penal process; or the procedure introduced by article 21 § 2, 2¡ SST.
86. The procedure provided for in article 21 § 2, 2¡ SST[7] is reserved for the most

grave cases, concludes with a direct decision of the Supreme Pontiff and requires
that, even though the commission of the delict is manifestly evident, the accused
be guaranteed the right of self-defence.

87. For the judicial penal process, the relative provisions of the law should be consulted,
either in the respective Codes or in articles 8-15, 18-19, 21 § 1, 22-31 SST.

88. The judicial penal process does not require a double conforming sentence;
consequently, a decision rendered by a sentence in an eventual second instance
becomes res iudicata (cf. art. 28 SST). Such a definitive sentence can be
challenged only by a restitutio in integrum, provided elements are produced that
make its injustice clear (cf. canons 1645 CIC, 1326 CCEO), or by a complaint
of nullity (cf. canons 1619ff. CIC, 1302ff. CCEO). The Tribunal established for
this kind of process is always collegiate and is composed of a minimum of three
judges. Those who enjoy the right of appeal against a sentence of first instance
include not only the accused party who considers himself unjustly aggrieved by
the sentence, but also the Promoter of Justice of the CDF (cf. art. 26 § 2 SST).

89. According to articles 16 and 17 SST, a judicial penal process can be carried out
within the CDF or can be entrusted to a lower tribunal. With regard to the decision
rendered, a specific letter of execution is sent to all interested parties.

90. Also in the course of a penal process, whether judicial or extrajudicial, the
precautionary measures referred to in nos. 58-65 can be imposed on the accused.

a/ What is the extrajudicial penal process?
91. The extrajudicial penal process, sometimes called an administrative process, is a
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type of penal process that abbreviates the formalities called for in the judicial
process, for the sake of expediting the course of justice without eliminating the
procedural guarantees demanded by a fair trial (cf. canons 221 CIC and 24 CCEO).

92. In the case of delicts reserved to the CDF, article 21 § 2, 1¡ SST, derogating
from canons 1720 CIC and 1486 CCEO, states that the CDF alone, in individual
cases, ex officio or when requested by the Ordinary or Hierarch, may decide to
proceed in this way.

93. Like the judicial process, the extrajudicial process can be carried out within the
CDF or entrusted to a lower instance, or to the Ordinary or Hierarch of the
accused, or to third parties charged with this task by the CDF, possibly at the
request of the Ordinary or Hierarch. With regard to the decision rendered, a
specific letter of execution is sent to all interested parties.

94. The extrajudicial penal process is carried out with slightly different formalities
according to the two Codes. If questions arise concerning which Code is applicable
(for example, in the case of clerics of the Latin rite who work in Eastern Churches
or clerics of an Eastern rite who are active in Latin rite circumscriptions), it will
be necessary to clarify with the CDF which Code is to be followed, and then to
adhere strictly to the CDF’s decision.

b/ How is an extrajudicial penal process carried out according to the CIC?
95. When an Ordinary is charged by the CDF with carrying out an extrajudicial penal

process, he must first decide whether to preside over the process personally or
to name a delegate. He must also appoint two assessors who will assist him or
his delegate in the evaluative phase. In choosing them, it would be advisable
to consider the criteria set forth in canons 1424 and 1448 § 1 CIC. It is also
necessary to appoint a notary, according to the criteria given in no. 41. The
appointment of a promoter of justice is not foreseen.

96. The aforementioned appointments are made by decree.These officials are required
to take an oath to fulfil faithfully the task with which they have been entrusted and
to observe secrecy. The administration of the oath must be recorded in the acts.

97. Subsequently, the Ordinary (or his delegate) must initiate the process by a decree
summoning the accused. This decree must contain: the clear indication of who
is being summoned; the place and time at which he must appear; the purpose
for which he is being summoned, that is, to take note of the accusation (which
the text of the decree is to set forth briefly) and of the corresponding proofs
(which the decree need not list), and to exercise his right of self-defence.

98. Although not explicitly provided for by law in an extrajudicial process, nonetheless,
since a penal matter is involved, it is most fitting that the accused, in accordance
with the prescriptions of canons 1723 and 1481 §§ 1-2 CIC, be assisted by a
procurator and/or advocate, either of his own choice or, otherwise, appointed ex
officio. The Ordinary (or his delegate) must be informed of the appointment of
the advocate by means of a suitable and authentic procuratorial mandate in
accordance with canon 1484 § 1 CIC, prior to the session in which the accusations
and proofs are made known, in order to verify that the requirements of canon
1483 CIC have been met.[8]
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99. If the accused refuses or fails to appear, the Ordinary (or his delegate) may
consider whether or not to issue a second summons.

100. If accused refuses or fails to appear at the first or second summons, he is to
be warned that the process will go forward despite his absence. This notification
can be given at the time of the first summons. If the accused has failed or
refused to appear, this should be noted in the acts and the process is to continue
ad ulteriora.

101. On the day and time of the session in which the accusations and proofs are
made known, the file containing the acts of the preliminary investigation is shown
to the accused and to his advocate, if the latter is present. The obligation to
respect the secret of office should be made known.

102. Particular attention should be given to the fact that, if the case involves the
sacrament of Penance, respect must be shown for article 24 SST, which states
that the name of the alleged victim is not to be revealed to the accused unless
the accuser has expressly consented otherwise.

103. It is not obligatory that the assessors take part in the notification session.
104. Notification of the accusations and proofs takes place in order to give the

accused the possibility of self-defence (cf. canon 1720, 1¡ CIC).
105. “Accusation” refers to the delict that the alleged victim or other person claims

to have occurred, as this has emerged from the preliminary investigation. Setting
forth the accusation means informing the accused of the delict attributed to him
and any attendant details (for example, the place where it occurred, the number
and eventual names of the alleged victims, the circumstances).

106. “Proofs” are all those materials collected during the preliminary investigation
and any other materials acquired: first, the record of the accusations made by
the alleged victims; then pertinent documents (e.g., medical records;
correspondence, even by electronic means; photographs; proofs of purchase;
bank records); statements made by eventual witnesses; and finally any expert
opinions (medical, including psychiatric; psychological; graphological) that the
person who conducted the investigation may have deemed appropriate to accept
or have carried out. Any rules of confidentiality imposed by civil law should be
observed.

107. All the above are referred to as “proofs” because, despite having been collected
in the phase prior to the process, from the moment the extrajudicial process is
opened, they automatically become a body of evidence.

108. At any stage of the process, it is legitimate for the Ordinary or his delegate to
ask for the collection of further proofs, should it be considered appropriate on
the basis of the results of the preliminary investigation. This can also occur at
the request of the accused during the defence phase. The results will naturally
be presented to the accused during that phase. The accused is to be presented
with what was collected at the defence’s request, and a new session for presenting
accusations and proofs is to be held, should new elements of accusation or
proofs have emerged; otherwise, the material collected can be considered simply
as further evidence for the defence.

109. The argument for the defence can be presented in two ways: a/ it can be



128

accepted in session with a specific statement signed by all present (in particular
by: the Ordinary or his delegate; the accused and his advocate, if any; the notary);
or b/ through the setting of a reasonable time limit within which the defence can
be presented in writing to the Ordinary or his delegate.

110. It should be carefully noted that, according to canon 1728 § 2 CIC, the accused
is not bound to confess (admit) the delict, nor can he be required to take an oath
to tell the truth.

111. The argument for the defence can clearly make use of all legitimate means, as
for example the request to hear its own witnesses or to present documents and
expert opinions.

112. For the admission of these proofs (and, in particular, the gathering of statements
of eventual witnesses), the discretionary criteria permitted to the judge by universal
law on contentious trials are applicable.[9]

113. Whenever the concrete case requires it, the Ordinary or his delegate is to assess
the credibility of those taking part in the process.[10] According to article 24 §
2 SST, however, he is obliged to do so with regard to the credibility of the accuser
should the sacrament of Penance be involved.

114. Since this is a penal process, the accuser is not obliged to take part in the
process. The accuser has in fact exercised his right by contributing to the
formation of the accusation and the gathering of proofs. From that moment, the
accusation is carried forward by the Ordinary or his delegate.

c/ How is an extrajudicial penal process concluded according to the CIC?
115. The Ordinary or his delegate invites the two assessors to provide, within a

certain reasonable time limit, their evaluation of the proofs and the arguments of
the defence, in accordance with canon 1720, 2¼ CIC. In the decree, he can
also invite them to a joint session to carry out this evaluation. The purpose of
this session is evidently to facilitate analysis, discussion and debate. For such
a session, which is optional but recommended, no particular juridical formalities
are foreseen.

116. The entire file of the process is provided beforehand to the assessors, granting
them a suitable time for study and personal evaluation. It is helpful to remind
them of their obligation to observe the secret of office.

117. Although not required by law, it is helpful if the opinion of the assessors is set
down in writing so as to facilitate the drafting of the subsequent final decree by
the person charged to do so.

118. Similarly, if the evaluation of proofs and defence arguments takes place during
a joint session, it is advisable that a series of notes on the interventions and the
discussion be taken, also in the form of minutes signed by the participants.
These written notes fall under the secret of office and are not to be made public.

119. Should the delict be established with certainty, the Ordinary or his delegate (cf.
canon 1720, 3¼ CIC) must issue a decree concluding the process and imposing
the penalty, penal remedy or penance that he considers most suitable for the
reparation of scandal, the reestablishment of justice and the amendment of the
guilty party.
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120. The Ordinary should always keep in mind that, if he intends to impose a perpetual
expiatory penalty, according to article 21 § 2, 1¼ SST he must have a prior
mandate from the CDF. This is a derogation, limited to these cases, from the
prohibition of inflicting a perpetual penalty by decree, laid down in canon 1342
§ 2 CIC.

121. The list of perpetual penalties is solely that found in canon 1336 § 1 CIC,[11]
along with the caveats contained in canons 1337 and 1338 CIC.[12]

122. Since it involves an extrajudicial process, it should be remembered that a penal
decree is not a sentence, which is issued only at the conclusion of a judicial
process, even if – like a sentence – it imposes a penalty.

123. The decree in question is a personal act of the Ordinary or of his delegate, and
therefore should not be signed by the assessors, but is to be authenticated by
the notary.

124. In addition to the general formalities applicable in the case of every decree (cf.
canons 48-56 CIC), the penal decree must cite in summary fashion the principal
elements of the accusation and the development of the process, but above all it
must set forth at least briefly the reasons for the decision, both in law (listing,
that is, the canons on which the decision was based – for example, those that
define the delict, those that define possible mitigating, exempting or aggravating
circumstances – and, however concisely, the juridical logic that led to the decision
to apply them) and in fact.

125. The statement of reasons in fact is clearly the more difficult, since the author
of the decree must set forth the reasons which, by comparing the matter of the
accusation and the statements of the defence (which he must summarize in his
exposition), led him to certainty concerning the commission or non-commission
of the delict, or the absence of sufficient moral certainty.

126. Since not everyone possesses a detailed knowledge of canon law and its formal
language, a penal decree should primarily be concerned with explaining the
reasoning behind the decision, rather than being concerned about precise and
detailed terminology. Where appropriate, competent persons may be called upon
for assistance in this regard.

127. The notification of the entire decree (therefore not simply the dispositive part)
is to take place by the legitimate means prescribed (cf. canons 54-56 CIC[13])
and in proper form.

128. In all cases, an authenticated copy of the acts of the process (unless these had
been previously forwarded) and of the notification of the decree must be sent to
the CDF.

129. If the CDF decides to call to itself the extrajudicial penal process, all the formalities
called for in nos. 91ff. will clearly be its responsibility, without prejudice to its right
to request, if necessary, the cooperation of lower instances.

d/ How is an extrajudicial penal process carried out according to the CCEO?
130. As was stated in no. 94, the extrajudicial penal process as described in the

CCEO is carried out with certain distinctive characteristics proper to that law.
For the purpose of greater ease of explanation and to avoid repetitions, only
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those distinctive characteristics will be indicated: consequently, the following
adjustments must be introduced to the praxis outlined above and shared with
the CIC.

131. Above all, it must be remembered that the prescription of canon 1486 CCEO
must be strictly followed, under pain of invalidity of the penal decree.

132. In the extrajudicial penal process according to the CCEO, there is no mention
of assessors, but the presence of the promoter of justice is obligatory.

133. The session for the notification of the accusation and proofs must take place
with the obligatory presence of the promoter of justice and the notary.

134. According to canon 1486 § 1, 2¼ CCEO, the session of notification and
consequently the presentation of the defence is to take place solely with oral
arguments. Nevertheless, this does not exclude, for such arguments, the defence
being presented in written form.

135. Particular attention should be given to the question whether, on the basis of
the gravity of the delict, the penalties listed in canon 1426 § 1 CCEO are indeed
adequate for achieving the provisions of canon 1401 CCEO. In deciding the
penalty to be imposed, canons 1429[14] and 1430[15] CCEO should be observed.

136. The Hierarch or his delegate should always remember that, according to article
21 § 2, 1¼ SST, the prohibitions of canon 1402 § 2 CCEO are abrogated. Therefore
he is able to impose a perpetual expiatory penalty by decree, having obtained the
prior mandate of the CDF required by the same article 21 § 2, 1¼ SST.

137. For the drawing up of the penal decree, same criteria indicated in nos.119-126 apply.
138. Notification of the decree will then take place in the terms of canon 1520 CCEO

and in proper form.
139. For those things not mentioned here, reference should be made to what has

been stated regarding the extrajudicial process according to the CIC, including
the possibility that the process will take place in the CDF.

e/ Does the penal decree fall under the secret of office?
140. As previously mentioned (cf. no. 47), the procedural acts and the decision fall

under the secret of office. All taking part in the process, in any capacity, should
be constantly reminded of this.

141. The decree is to be made known in its entirety to the accused. The notification
must be made to his procurator, if he has one.

VII. What can happen once a penal procedure ends?
142. According to the type of procedure employed, there are different possibilities

available for those who were parties in the process.
143. If it was the procedure mentioned in article 21 § 2, 2¼ SST, inasmuch as it

concerns an act of the Roman Pontiff, no appeal or recourse is admitted (cf.
canons 333 § 3 CIC and 45 § 3 CCEO).

144. If it was a penal judicial process, the possibility of a legal challenge exists,
namely, a complaint of nullity, restitutio in integrum, or appeal.

145. According to article 20, 1¼ SST, the only tribunal of second instance for appeals
is that of the CDF.
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146. To present an appeal, the prescriptions of law are to be followed, noting carefully
that article 28, 2¼ SST modified the time limits for the presentation of an appeal,
imposing a peremptory time limit of one month, to be calculated according to
what is laid down in canons 202 § 1 CIC and 1545 § 1 CCEO.

147. If it was an extrajudicial penal process, recourse can be made against the
decree that concluded it, within the terms provided by law, namely, by canons
1734ff. CIC and 1487 CCEO (cf. Section VIII).

148. According to canons 1353 CIC and 1319 and 1487 § 2 CCEO, appeals and
recourses have a suspensive effect on the penalty.

149. Since the penalty is suspended and things return to a phase analogous to that
prior to the process, precautionary measures remain in force with the same
caveats and procedures mentioned in nos. 58-65.

VIII. What should be done in case of recourse against a penal decree?
150. The law provides different procedures, according to the two Codes.

a/ What does the CIC provide for in case of recourse against a penal decree?
151. According to canon 1734 CIC, whoever intends to present a recourse against

a penal decree must first seek its revocation or emendation from the author (the
Ordinary or his delegate) within the peremptory time limit of ten useful days from
the legitimate notification of the decree.

152. According to canon 1735, the author, within thirty days after receiving the petition,
can respond by emending his own decree (but before proceeding in this case,
it is best to consult the CDF immediately), or by rejecting the petition. He also
has the faculty of not responding at all.

153. Against an emended decree, the rejection of the petition, or the silence of its
author, the one making recourse can apply to the CDF directly or through the
author of the decree (cf. canon 1737 § 1 CIC) or through a procurator, within
the peremptory time limit of fifteen useful days provided for by canon 1737 § 2
CIC.[16]

154. If hierarchical recourse is presented to the author of the decree, he must
immediately transmit it to the CDF (cf. canon 1737 § 1 CIC). Thereafter (and
also in the case that the recourse was presented directly to the CDF), the author
of the decree need only await possible instructions or requests from the CDF,
which in any case will inform him about the result of the examination of the
recourse.

b/ What does the CCEO provide for in case of recourse against a penal decree?
155. The CCEO provides a simpler procedure than that of the CIC. In fact, canon

1487 § 1 CCEO provides only that recourse be sent to the CDF within ten useful
days from the decree’s notification.

156. The author of the decree in this case need only await instructions or requests
from the CDF, which in any case will inform him about the result of the examination
of the recourse. However, if the author is the Ordinary, he must take note of
the suspensive effects of the appeal, mentioned in no. 148 above.
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IX. Is there anything that should always be kept in mind?
157. From the time of the notitia de delicto, the accused has the right to present a

petition to be dispensed from all the obligations connected with the clerical state,
including celibacy, and, concurrently, from any religious vows. The Ordinary or
Hierarch must clearly inform him of this right. Should the cleric decide to make
use of this possibility, he must write a suitable petition, addressed to the Holy
Father, introducing himself and briefly indicating the reasons for which he is
seeking the dispensation. The petition must be clearly dated and signed by the
petitioner. It is to be transmitted to the CDF, together with the votum of the
Ordinary or Hierarch. In turn, the CDF will forward it and – if the Holy Father
accepts the petition – will transmit the rescript of dispensation to the Ordinary or
Hierarch, asking him to provide for legitimate notification to the petitioner.

158. For all singular administrative acts decreed or approved by the CDF, the possibility
of recourse is provided by article 27 SST.[17] To be admitted, the recourse must
clearly specify what is being sought (petitum) and contain the reasons in law (in
iure) and in fact (in facto) on which it is based. The one making recourse must
always make use of an advocate, provided with a specific mandate.

159. If an Episcopal Conference, in response to the request made by the CDF in
2011, has already provided its own written guidelines for dealing with cases of
the sexual abuse of minors, this text should also be taken into account.

160. It sometimes happens that the notitia de delicto concerns a cleric who is already
deceased. In this case, no type of penal procedure can be initiated.

161. If a reported cleric dies during the preliminary investigation, it will not be possible
to open a subsequent penal procedure. In any case, it is recommended that the
Ordinary or Hierarch inform the CDF all the same.

162. If an accused cleric dies during the penal process, this fact should be
communicated to the CDF.

163. If, in the phase of the preliminary investigation, an accused cleric has lost his
canonical status as a result of a dispensation or a penalty imposed in another
proceeding, the Ordinary or Hierarch should assess whether it is suitable to carry
on the preliminary investigation, for the sake of pastoral charity and the demands
of justice with regard to the alleged victims. If the loss of canonical status occurs
once a penal process has already begun, the process can in any case be brought
to its conclusion, if for no other reason than to determine responsibility in the
possible delict and to impose potential penalties. In fact, it should be remembered
that, in the determination of a more serious delict (delictum gravius), what matters
is that the accused was a cleric at the time of the alleged delict, not at the time
of the proceeding.

164. Taking into account the 6 December 2019 Instruction on the confidentiality of
legal proceedings, the competent ecclesiastical authority (Ordinary or Hierarch)
should inform the alleged victim and the accused, should they request it, in
suitable ways about the individual phases of the proceeding, taking care not to
reveal information covered by the pontifical secret or the secret of office, the
divulging of which could cause harm to third parties.
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***

This Vademecum does not claim to replace the training of practitioners of canon law,
especially with regard to penal and procedural matters. Only a profound knowledge
of the law and its aims can render due service to truth and justice, which are especially
to be sought in matters of graviora delicta by reason of the deep wounds they inflict
upon ecclesial communion.

TABULAR SUMMARY FOR CASES OF DELICTA RESERVATA

[1] Art. 7 SST - § 1. A criminal action for delicts reserved to the Congregation for
the Doctrine of the Faith is extinguished by prescription after twenty years, with due
regard to the right of the Congregation for the Doctrine of the Faith to derogate from
prescription in individual cases. § 2. Prescription runs according to the norm of canon
1362 § 2 of the Code of Canon Law and canon 1152 § 3 of the Code of Canons of
the Eastern Churches. However in the delict mentioned in art. 6 § 1 no. 1, prescription
begins to run from the day on which a minor completes his eighteenth year of age.

[2] Art. 24 SST - §1. In cases concerning the delicts mentioned in art. 4 § 1, the
Tribunal cannot indicate the name of the accuser to either the accused or his patron
unless the accuser has expressly consented. § 2. This same Tribunal must consider
the particular importance of the question concerning the credibility of the accuser. §3.
Nevertheless, it must always be observed that any danger of violating the sacramental
seal is altogether avoided.

[3] Art. 8 SST - § 2. This Supreme Tribunal also judges other delicts of which a defendant
is accused by the Promotor of Justice, by reason of connection of person and complicity.

[4] Canon 1428 CIC – § 1. The judge or the president of a collegiate tribunal can
designate an auditor, selected either from the judges of the tribunal or from persons
the bishop approves for this function, to instruct the case. § 2. The bishop can approve
for the function of auditor clerics or lay persons outstanding for their good character,
prudence and doctrine. Canon 1093 CCEO – § 1. A judge or the president of a
collegiate tribunal can designate an auditor to instruct the case. The auditor is selected
either from among the judges of the tribunal or from among the Christian faithful
admitted to this office by the eparchial bishop. § 2. The eparchial bishop can approve
for the office of auditor members of the Christian faithful outstanding for their good
character, prudence and doctrine.

[5] Canon 1722 CIC – To prevent scandals, to protect the freedom of witnesses, and
to guard the course of justice, the ordinary, after having heard to promotor of justice[...]
can exclude the accused from the sacred ministry or from some office and ecclesiastical
function, can impose or forbid residence in some place or territory, or can even prohibit
public participation in the Most Holy Eucharist[...] Canon 1473 CCEO – To prevent
scandals, to protect the freedom of witnesses, and to guard the course of justice, the
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hierarch, after having heard the promotor of justice and cited the accused, at any
stage and grade of the penal trial can exclude the accused from the exercise of sacred
orders, an office, a ministry, or another function, can impose or forbid residence in
some place or territory, or even can prohibit public reception of the Divine Eucharist[...]

[6] Canon 1339 CIC – § 1: An ordinary, personally or through another, can warn a
person who is in the proximate occasion of committing a delict or upon whom after
investigation, grave suspicion of having committed a delict has fallen. § 2. He can
also rebuke a person whose behaviour causes scandal or a grave disturbance of
order, in a manner accommodated to the special conditions of the person and the
deed. § 3. The warning or rebuke must always be established at least by some
document which is to be kept in the secret archive of the curia. Canon 1340 § 1 CIC:
A penance, which can be imposed in the external forum, is the performance of some
work of religion, piety, or charity. Canon 1427 CCEO – § 1: Without prejudice to
particular law, a public rebuke is to occur before a notary or two witnesses or by
letter, but in such a way that the reception and tenor of the letter are established by
some document. § 2. Care must be taken that the public rebuke itself does not result
in a greater disgrace of the offender than is appropriate.

[7] Article 21 § 2, 2¡ SST: The Congregation for the Doctrine of the Faith may: [...]
2¡ present the most grave cases to the decision of the Roman Pontiff with regard to
dismissal from the clerical state or deposition, together with dispensation from the law
of celibacy, when it is manifestly evident that the crime was committed and after
having given the guilty party the possibility of defending himself.

[8] Can. 1483 CIC – The procurator and advocate must have attained the age of
majority and be of good reputation; moreover, the advocate must be a Catholic unless
the diocesan bishop permits otherwise, a doctor in canon law or otherwise truly expert,
and approved by the same bishop.

[9] By analogy with canon 1527 CIC – § 1. Proofs of any kind which seem useful for
adjudicating the case and are licit can be brought forward.

[10] By analogy with canon 1572 CIC – In evaluating testimony, the judge, after having
requested testimonial letters if necessary, is to consider the following: 1) what the
condition or reputation of the person is; 2) whether the testimony derives from personal
knowledge, especially from what has been seen or heard personally, or whether from
opinion, rumor, or hearsay; 3) whether the witness is reliable and firmly consistent or
inconsistent, uncertain, or vacillating; 4) whether the witness has co-witnesses to the
testimony or is supported or not by other elements of proof.

[11] Canon 1336 CIC – § 1. In addition to other penalties which the law may have
established, the following are expiatory penalties which can affect an offender either
perpetually, for a prescribed time, or for an indeterminate time: 1) a prohibition or an
order concerning residence in a certain place or territory; 2) privation of a power,
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office, function, right, privilege, faculty, favor, title, or insignia, even merely honorary;
3) a prohibition against exercising those things listed under n. 2, or a prohibition
against exercising them in a certain place or outside a certain place; these prohibitions
are never under pain of nullity; 4) a penal transfer to another office; 5) dismissal from
the clerical state.

[12] Canon 1337 CIC – § 1. A prohibition against residing in a certain place or territory
can affect both clerics and religious; however, the order to reside in a certain place
or territory can affect secular clerics and, within the limits of the constitutions, religious.
§ 2. To impose an order to reside in a certain place or territory requires the consent
of the ordinary of that place unless it is a question of a house designated for clerics
doing penance or being rehabilitated even from outside the diocese.
Canon 1338 CIC – § 1. The privations and prohibitions listed in can. 1336, § 1, nn.
2 and 3, never affect powers, offices, functions, rights, privileges, favors, titles, or
insignia which are not subject to the power of the superior who establishes the penalty.
§ 2. Privation of the power of orders is not possible but only a prohibition against
exercising it or some of its acts; likewise, privation of academic degrees is not possible.
§ 3. The norm given in can. 1335 for censures must be observed for the prohibitions
listed in can. 1336, § 1, n. 3.

[13] Canon 54 CIC – § 1. A singular decree whose application is entrusted to an
executor takes effect from the moment of execution; otherwise, from the moment it
is made known to the person by the authority of the one who issued it. § 2. To be
enforced, a singular decree must be made known by a legitimate document according
to the norm of law. Canon 55 CIC – Without prejudice to the prescripts of canons 37
and 51, when a very grave reason prevents the handing over of the written text of a
decree, the decree is considered to have been made known if it is read to the person
to whom it is destined in the presence of a notary or two witnesses. After a written
record of what has occurred has been prepared, all those present must sign it. Canon
56 CIC – A decree is considered to have been made known if the one for whom it
is destined has been properly summoned to receive or hear the decree but, without
a just cause, did not appear or refused to sign.

[14] Canon 1429 CCEO – § 1. The prohibition against living in a certain place or
territory can affect only clerics and religious or members of a society of common life
in the manner of religious; an injunction to live in a certain place or territory affects
only clerics enrolled in an eparchy, without prejudice to institutes of consecrated life.
§ 2. For the imposition of the injunction to live in a certain place or territory, the
consent of the hierarch of that place is required, unless it is a case either of a house
of an institute of consecrated life of papal or patriarchal right, in which case the consent
of the competent superior is required, or of a house designated for the correction and
reformation of clerics of several eparchies.

[15] Canon 1430 CCEO – § 1. Penal deprivations can affect only those powers, offices,
ministries, functions, rights, privileges, faculties, benefits, titles, insignia, which are
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subject to the power of the authority that establishes the penalty, or of the hierarch
who initiated the penal trial or imposed it by decree; the same applies to penal transfer
to another office. § 2. Deprivation of the power of sacred orders is not possible, but
only a prohibition against exercising all or some acts of orders, in accordance with
common law; nor is deprivation of academic degrees possible.

[16] Canon 1737 § 2 CIC – Recourse must be proposed within the peremptory time
limit of fifteen useful days, which[...] run according to the norm of can. 1735.

[17] Article 27 SST – Recourse may be had against singular administrative acts which
have been decreed or approved by the Congregation for the Doctrine of the Faith in
cases of reserved delicts. Such recourse must be presented within the preemptory
period of sixty canonical days to the Ordinary Session of the Congregation (the Feria
IV) which will judge on the merits of the case and the lawfulness of the Decree. Any
further recourse as mentioned in art. 123 of the Apostolic Constitution Pastor Bonus
is excluded.
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Glossary
Abuse: Any type of act, behavior, action, or procedure that is carried out that

involves a minor or a person in a vulnerable condition and that violates or harms their
fundamental rights.

Sexual Abuse: Any type of act, behavior, action, or procedure that is carried out
that involves a minor or a person in a vulnerable condition, and that affects their
sexual, affective, or reproductive integrity. All the legal systems of the different countries
of the world classify this behavior as a crime.

Code of Canon Law of the Catholic Church: Legal document of an ecclesial
order that stipulates the norms, procedures, sanctions, rights, and duties of all those
who are part of the Catholic Church, whether they are clerics, laity, religious men or
women or any other person. linked to an Apostolic Work of the Church.

Apostolic Companion: Person linked by employment contract, services, or as a
volunteer, to an Apostolic Work of the Institute of the Bethlehemite Sisters, who works
or collaborates for the achievement of the corporate purpose or the missionary work
of the entity.

Congregation for the Doctrine of the Faith: Entity of the Catholic Church that
oversees the defense of the Catholic faith, the protection of Catholic doctrine, the
regularization of processes and procedures, inside and outside the Church, for the
achievement of the religious work that the Church carries out in society.

Institute of Bethlemite Sisters` Constitutions: Canonical legal document that
establishes the parameters, orientations and procedures that are followed in the
Institute of Bethlemite Sisters, based on the elements and aspects of the Bethlemite
charism, defined by the Holy Brother Pedro and the Blessed Mother Maria Encarnacion
Rosal.

Institutional Delegate for the Protection of Minors: Person appointed by the
Superior General, the Provincial Superior or the superior of the apostolic work who
has been delegated or arranged to fulfill specific functions aimed at achieving the
comprehensive protection of minors and people in need. vulnerability condition.

Institute: It is the category with which the Bethlemite sisters are canonically
designated as an entity of consecrated life, dependent on the Catholic Church, with
a charism, a specific orientation, and an ecclesiastical government.

Ecclesial Jurisdiction: It is the category with which an archdiocese, diocese or
apostolic vicariate is designated (the territory that covers said jurisdiction) where there
is a bishop in charge of it, where there are Apostolic Works of the Catholic Church
and there is under the authority of that bishop.
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Bethlemite Lay: A person who, without having a legal relationship with the Institute
of Bethlemite Sisters, has assumed the charism and spirituality of the Bethlemite
Sisters as his or her own, is accompanied by the sisters and performs some work,
whether voluntary or paid, in his apostolic works.

Abuse: Behavior carried out by a person, against a minor or a person in a vulnerable
condition, which affects them, causing harm and damage, generally of an emotional
and moral nature.

Minor: Any person who according to the legal system of a country has not reached
the age of majority, and therefore, does not have legal capacity, which is why their
rights are prevalent and protected in a special way.

Motuo Proprio: Document in the form of a letter or writing, which a Supreme Pontiff
prepares, publishes, and disseminates, generally with pastoral guidelines, seeking to
direct the actions of the Catholic faithful, clerics and religious men and women.

Negligence: Behavior of parents or those responsible for minors, which translates
into reckless behavior, abandonment, and laziness, which ends up damaging the rights
of those persons.

Apostolic Work: Any entity or institution of a religious community or of the Catholic
Church that has been created or founded to provide a service to society and to the
Catholic faithful who believe, trust and value the charism of that religious community
or of the Catholic Church.

Ordinary of the Place: It is the denomination that appears in the Code of Canon
Law and in the documents of the Catholic Church, with which the cardinal, archbishop,
bishop or apostolic vicar of a territory or an ecclesiastical jurisdiction is designated.

Vulnerable People: Vulnerable people are those individuals or population groups
that, due to their nature or certain circumstances, are more exposed to suffering
mistreatment of their fundamental rights or require an additional effort to join
development, exclusion, poverty and the effects of inequity and violence of all kinds.

Vademecum: Document that includes procedures and provisions to act in certain
circumstances in a situation that is addressed in that document, which in the case of
the Handbook refers to cases of sexual abuse of minors and people in vulnerable
conditions.

Victim: It is the person who is the object of harmful behavior, a crime, or a violation
of their rights, which requires attention and care to restore those violated rights.
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