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“Jesus Christ loves you; he gave his life to save you; and now he is living at your side every day 

to enlighten, strengthen and free you.”  (Pope Francis, Evangelii Gaudium, 164) 

 

Sacramental Record Keeping – A vital pastoral and legal service of the Church: 

 

With so many new people in catechetical 

leadership, in the parish offices and younger 

priests recently ordained and in their first pastoral 

assignments (as well as our foreign born pastors) 

this brief update will help you understand the 

vital protocols needed for good sacramental 

record keeping.   

 

Sacramental Records are evidential proof of our 

journey with Christ.  Individuals and 

communities are graced by the powerful presence 

of God in their lives.  These records---in particular, baptismal records---can serve as primary 

records of one’s canonical status in the Church.  The Christian faithful have every right to expect 

accurate, well-preserved sacramental registers.  The value of these records is acknowledged in 

both civil and canon law.  Specific Canons detail the importance of accurate record keeping and 

need to share this information with the parish where the faithful was baptized.  These Canons 

include: 535, 877, 895, and 1054.  There are also Canons related to holy matrimony, holy orders 

and death.   

 

In particular, I would like to highlight protocols related to First Communion and Confirmation.   

 First Holy Communion: 

o full name of the first communicant as found on his/her baptismal certificate,  

o date and place of reception of first communion,  

o date and place of baptism should also be entered,  

o a current copy of the baptismal certificate is required as supporting 

documentation,  

o a certificate is to be issued as soon as possible after the event is recorded in the 

register.  

o update the records in ParishSoft 

o notification of the reception of this sacrament is to be sent to the place of baptism, 
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o full name of the confirmed as found on his/her baptismal certificate,  

o confirmation name,  

o full names of the parents,  

o full name of the sponsor and baptismal status  

o date and place of the event and  

o name of the minister which is usually the diocesan ordinary (CIC, c. 895).  

o A notation of the date and place of baptism should also be entered.  

o A copy of the baptism certificate is required as supporting documentation if 

Confirmation is at a different parish then where baptized.  

o A confirmation certificate is to be issued as soon as possible after the event is 

recorded in the register.  

o update the records in ParishSoft 

o Notification of the reception of confirmation is to be sent to the place of baptism. 

 

Protocols that I follow when an individual has received a sacrament but the event was not 

recorded: 

 The record can be recreated with appropriate proof 

o affidavits from the individual and two witnesses (I have these forms on file) 

o an affidavit or letter from the cleric, who presided at/ministered the sacrament. 

o Photographs or videos may be used as valid evidence when other evidence is not 

available or sufficient.  

o The entry is to be created and indexed.  

o Notations are to be made along with the date and signature of the person 

authorizing the newly created entry. Supporting documentation is to be kept in the 

permanent files of the parish archives and a cross reference included in the 

notations of the entry and on the file. 

 

Our colleagues at other parishes (within our diocese and outside the diocese) and parishioners 

must have access to baptismal and confirmation certificates for the accurate administration of 

sacramental records.    

 

I will be gathering a group of diocesan staff, pastors, senior catechetical leaders and parish staff 

to review our protocols and make any needed updates.  Once this is completed and approved we 

will forward this broadly and also have opportunities for questions and answers in various 

forums such as CLADD, the Business Office Forum, pastor regional meetings and the Parish 

Office Staff forums.   

 

Please contact me at jgaffney@dmdiocese.org if you have any questions or you would like a 

tutorial.   

 

Certificate in Theology and Ministry co-sponsored by the Saint Joseph Education Center 

and Creighton University: 

 

Since 1986, the St. Joseph Educational Center and Creighton University have had a proud history 

of collaborating in the formation of lay parish leaders in the Des Moines Region and in the 

Diocese of Des Moines.  That partnership continues with the reintroduction of the Certificate in 
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Theology and Ministry, co-sponsored by SJEC and Creighton 

University, for 2020.  For the first time, this program of studies will 

be delivered digitally, making it more accessible than ever before! 

 

Parishes around the Des Moines region will be receiving a set of 

brochures highlighting the Certificate in Theology and Ministry.  

For those of you who work in parishes outside the Des Moines 

region, I have attached digital copies of the flyer and the trifold 

brochure.   

 

Tom Quinlan, the Saint Joseph Educational Center director, has 

asked us to utilize the materials in two ways: 

a.) put in the hands of those most likely to consider participating/those who would most 

benefit…perhaps this is YOU 

b.) parcel out and locate the brochures in places throughout the parish (ie. parish office, 

narthex of the church, etc.) 

 

Having parishioners participate in this excellent lay formation program will bless your parish.  It 

is designed to prepare people to be future Catholic leaders (or more highly competent leaders 

currently).  Your support in this effort is vital to surfacing and encouraging people to be a part of 

the training. 

 

Contact Tom with any questions you have.  You can reach him at tquinlan@sjeciowa.org or at 

515-222-1084.  He is grateful for your assistance and if you feel called to this formation.  

Together, and with the help of the Holy Spirit, we can assemble a great group to participate in 

this excellent lay formation program.   

 

Social Media Protocols for parish employees with teens and children 18 and under: 

 

Speaking of protocols (see above about sacramental records) it is 

also time to remind everyone of protocols focused on digital 

communication with those 18 and under.   

 

The goal of our protocols on texting and the usage of other social 

media platforms is to honor transparency with parents regarding 

communications between their children and church staff.  So with 

that said here is what we advise new PCLs (those working in 

religious education and youth ministry).  This information comes 

from Virtus itself https://www.virtusonline.org/virtus/14050/Code-

Part-Three.pdf and through the USCCB (see link below).  I am also attaching some good sample 

forms to this e-newsletter that you can discern when creating parish verbiage.   

 

Guidelines for Use of Social Media and Electronic Communications  

 

Some examples of Social Media and Electronic Communications include and are not limited to: 

use of the Internet, blogs, email, social media such as Facebook and Twitter, texting and instant 
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messaging.  These methods of electronic communications will be referred to as virtual contacts 

in this article.   

 

The use of virtual contacts can facilitate sharing of information among minors and adults with 

certain restrictions.  In virtual contacts as in direct encounters with young people, appropriate 

boundaries must be clearly defined and adhered to in order to protect both minors and adults.   

 

Our diocese adheres to the USCCB’s Social Media Guidelines currently found at 

www.usccb.org/about/communications/social-media-guidelines.cfm#snminors.   

 

Guidelines for conduct between adults and minors in their virtual contacts include:  

 Adults must have written permission from a minor’s parent or guardian before 

contacting the minor through any virtual contact or before posting pictures, video, and 

other information that may identify that minor.  

 All communications between adult leaders and minors should be transparent and for 

legitimate ministry related purposes.  

 “Friending” requests should be initiated by the minor and not the adult.  

 Minors should never be invited or accepted as a “friend” at a private social media page 

or account of an adult in a supervisory position of that minor.  

 Employees and volunteers should set personal profile pages to a “private” setting so 

that youth do not have access to personal information.  

 Social media, texting, tweeting, blogging, and other forms of cyber communication 

with minors are to be limited to sharing information related to the parish’s programs(s).  

 

All Personnel are responsible for learning their responsibilities with social media. 

 

If you have questions or would like an update on tehse protocols, please contact Justin White at 

jwhite@dmdiocese.org or me at jgaffney@dmdiocese.org.    

 

Mental Illness Awareness Week – October 6-12: 
 

Each year, millions of Americans face the reality of living with a 

mental health condition. However, mental illness 

affects everyone directly or indirectly through family, friends or 

coworkers.  Despite mental illnesses’ reach and prevalence, 

stigma and misunderstanding are also, unfortunately, widespread. 

That is why each year, during the first week of October, National 

Alliance on Mental Illness and participants across the country 

raise awareness of mental illness.  Each year, NAMI educates the 

public, fight stigma and provide support.  

 

Mental Health by the numbers (advocacy) link: https://www.nami.org/Learn-More/Mental-

Health-By-the-Numbers 
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Graphics and resources link: https://www.nami.org/Get-Involved/Awareness-Events/Awareness-

Resources 

 

Save the Date – All CLADD in October – Christ is Alive Ministry Workshops: 

 

This Papal document is a watershed moment in the life of youth, 

young adult and campus ministries.  Though the Apostolic 

Exhortation is primarily written to young people, it also speaks 

directly to all of us who share faith and ministry with the young.  

The Christ is Alive workshop allows clergy and staff, working 

closely with those ages 16 to 36, an opportunity to learn about 

the fullness of the document and dialogue about its takeaways for 

our ministry to and with the youth and young adults.  A flyer for 

the day is attached to this e-newsletter.   

 

Our facilitator for the day is Paul Jarzembowski who is the 

USCCB assistant director for Youth & Young Adult Ministries.   

 

 Ministry Workshop – October 29, 2019 – Ss. Peter & Paul parish in Atlantic.  Lunch is 

included.  Ministry specific conversations will occur following lunch, i.e. clergy, parish 

catechetical leaders, youth ministry, etc.   

 

Contact Sherri Simmer at ssimmer@dmdiocese.org to register.   

 

Upcoming Webinar from NFCYM on October 8 at 1:00 pm CDT – Incarnation Driven 

Ministry with Katie Prejean McGrady: 

 

When we read “The Word became flesh and dwelt among us” in the 

Gospel of John, we immerse ourselves in the reality of the Incarnation: 

God became man so that we can be in relationship with Him.  This is 

life-changing, and the encounter with Jesus face to face transforms us 

entirely, turning us into a virtuous, prayerful, selfless individual who 

seeks to spread the Gospel.  Does our ministry seek to do the same?  

Does our ministry introduce the reality of the Incarnation, and also 

build relationships with others that are transformational?  Do we seek to 

build relationships with young people, new parishioners, and families, 

hoping to also help them meet and be in relationship with Jesus?  Are 

we being incarnational? 

 

Our facilitator for the afternoon is Katie Prejean McGrady who is an international speaker and 

author.  Click this link to register for this free webinar: 

https://register.gotowebinar.com/register/6518193397420357900  
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