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M E M O R A N D U M 
 
DATE:  August, 2010 
 
TO:  All Pastors, Parish Life Coordinators, Principals 
 
SUBJECT: Safe Environment Training for Children 

              
 

NEW DEADLINE: DECEMBER 15, 2010 
 

Bishop Warfel’s letter of September 3, 2009, (see diocesan Web site) mandated safe environment 
training for all children in accord with the USCCB Charter and Norms for the Protection of 
Children and Young People.  This packet contains necessary items and outlines the options available 
to pastors and principals.  
 
Step 1.  Annual Parent Orientation Letter Required 
Enclosed is a sample letter to be applied to your parish or school letterhead.  It makes it clear what 
the program’s purpose and content will be; that programming is necessary annually for children of 
all ages; when and where this year’s trainings will be held; and that they as parents have an 
opportunity to opt-out for their children for the scheduled programming and can easily obtain 
training materials to use at home.  This mailing to all parents must also enclose a copy of the opt-out form.  
Complete the deadline notice at the bottom before enclosing it.   
 
Step 2.  Run the Children’s Programming 
There should be a designated time and place as well as a make-up session.   
Enclosed are four pages of diocesan approved programming materials.  Options.   

I. Borrow materials from the Diocese of Great Falls-Billings Media Center. 
II. Purchase materials for parish or school use.  Web site information provides 

opportunities for schools or parishes to purchase the programs. 
III. Create your own lesson plan.  Two “Key Discussion Components” pages for two 

age-levels are included in this packet.  Catechists should use these as talking points 
and discussion starters for the children they have in class.  Catechists and/or pastors 
could collaborate in putting together a class dedicated to safe environment training.  
Should your parish or school choose this option, the proposed instructional materials for these 
presentations must be sent to Anthony Allen or Patrick Haggarty prior to their use for review and 
approval.   

 
Step 3. Report to the Diocese Phase One 
Enclosed are two forms: 

- Children’s Safe Environment Form.  This is basically self-explanatory.  After the parish 
or school programming is completed, a responsible person is to fill it out and mail it to 
Anthony Allen or, for schools, to Patrick Haggarty. 

- Parent Opt-Out Form.  This form was previously sent to each family in the initial 
parental letter, but duplicates may need to be available.  All of these completed and 
signed opt-out forms need to be returned as well, but see also Step 4 in these cases.   
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______________________________________________________________________________ 
- If you have no children or youth programming you must still submit the tracking form 

indicating no children.  A separate form is required for each parish and mission 
 
Step 4.  Report to the Diocese Phase Two: Following up on Opt-Outs and No-Shows 
The follow-up letter (sample enclosed) must be sent to the parents of all the children who did not 
attend the presentation.  This is mailed out by the parish or school whether the parents submitted 
the opt-out form or not, and regardless of the reason the student did not attend.  It gives the parents 
one last opportunity to get materials from the diocese for home-programming.  This letter must be 
on parish or school letterhead, and have the parents’ mailing address on the letter.  Copies of these letters 
must be attached to the opt-out form (see Step 3 above) and mailed to the Diocese (while keeping 
all copies on file at the parish or school as well): 

Mr. Anthony Allen                   or                    Mr. Patrick Haggarty 
Diocese of Great Falls-Billings 

PO Box 1399 
Great Falls, MT  59403-1399 

NEW !  EARLIER ! -- DEADLINE: DECEMBER 15, 2010 
Step 5. Ascertain that your parish or school has posted the “How to Report Child Abuse and File a 
Complaint” poster somewhere in the institution where it can be viewed easily by the public.   
 
Step 6. When Steps 1-5 are complete, use the “Sample Pastor Letter – Compliance with Audit” to 
send this final message to the Bishop on parish or school letterhead.   
 
Final Important Notes: 

1. The pastor or principal must provide specific numbers of students for each grade level. 
2. The parish or school must be able to demonstrate for each child: 

a. The child attended an age-appropriate session 
b. The parent opted the child out of the program 

i. If a parent opted out, there is a follow-up letter 
c. All of this information is accurately reported (through proper paperwork) to the 

Diocese.   
3. The Auditors are looking for 100% accountability. 
4. For your convenience a comprehensive checklist is enclosed. 
5. Thank you!  Bishop Warfel is grateful for your cooperation in meeting the requirements.  It 

is not easy, but it is part of our larger commitment to the church to protect God’s children. 
 
Enclosures (also available on diocesan Web site): 
Sample “Initial Parent Letter” (See Step 1) 
Parental Opt-Out Form (See Step 1, Step 3 and Step 4) 
Children’s Safe Environment Videos (listing) (See Step 2) 
Key Discussion Points Pre-School through 6th Grade (See Step 2) 
Key Discussion Points Middle and High School (See Step 2) 
Children’s Safe Environment Form – diocesan report (see Step 3)  
Sample letter for Opt-Outs or No-Shows (See Step 4) 
“How to Report…” for bulletin boards (See Step 5) 
“Sample Pastor Letter – Compliance with Audit” (See Step 6) 
“Checklist for Parishes and Schools to prepare for the OCYP Audit” 


