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Volunteer Services Galveston-Houston: (713) 874-6563 

Volunteer Services Fort Bend: (281) 202-6222 

 
 

 

Welcome!  
Thank you for becoming a volunteer or intern to support the 

mission and work of Catholic Charities of the Archdiocese of 

Galveston-Houston.  

https://catholiccharities.org/
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PURPOSE & SCOPE 
 

This guide establishes an overall guidance and direction to volunteers and interns engaged in 

volunteer/intern involvement of Catholic Charities of the Archdiocese of Galveston-Houston 

(Catholic Charities or Agency). It is intended to provide guidelines to foster better workplace 

relationships and to promote service.   

 

1. This guide applies to all volunteers and interns associated with Catholic Charities. As used herein, the 

term "volunteer" shall mean: One who performs a service of his or her own free will; who contributes 

time, energy, or talents directly and/or on behalf of Catholic Charities and is not paid by Agency 

funds. All volunteers and must be officially accepted and enrolled by the Agency prior to 

performance of assigned tasks. The term ñinternò shall mean: a student or trainee who works, 

sometimes without pay, at a trade or occupation in order to gain work experience. 

 

CATHOLIC CHARITIES OF THE ARCHDIOCESE OF GALVESTON -

HOUSTON 
 

Since 1943, Catholic Charities has been providing hope and healing to Houston communities. We 

serve by nurturing and caring for children, strengthening families, supporting refugees and 

immigrants, and promoting independence for seniors and other vulnerable adults.  

 

 MISSION  

Guided by Godôs love, Catholic Charities helps people in southeast Texas by providing caring, 

compassionate services and advocating for social justice in collaboration with parishes and 

communities. 

 

 VISION  

 People of faith helping people in need achieve self-sufficiency and live with dignity. 

 

 CORE VALUES: FAITH, INTEGRITY, COLLABORATION  

Faith: Inspired by the Gospel and our Catholic tradition, we serve as a healing presence with 

special concern for our neighbors who are vulnerable, respecting their diversity and dignity.  

Integrity : We foster a high quality workplace and inspire trust through personal leadership. We 

are honest and ethical in all aspects of our organization. 

Collaboration: We work together with people who support common values and vision to achieve 

shared goals 

 

 CATHOLIC SOCIAL TEACHING  

Central to the mission of Catholic Charities and essential to our faith is Catholic social teaching. 

The roots of Catholic social teaching come from the Hebrew prophets who announced God's 

special love for the poor and called God's people to a covenant of love and justice. It is a teaching 

founded on the life and words of Jesus Christ, who came "to bring glad tidings to the poor . . . 

liberty to captives . . . recovery of sight to the blind"(Lk 4:18-19), and who identified himself 

with "the least of these," the hungry and the stranger (cf. Mt 25:45).  

 

Catholic social teaching emerges from the truth of what God has revealed to us about himself. We 

believe in the triune God whose very nature is communal and social. God the Father sends his 

only Son Jesus Christ and shares the Holy Spirit as his gift of love. God reveals himself to us as 

one who is not alone, but rather one who is relational, one who is Trinity. Therefore, we who are 

made in Godôs image share this communal, social nature. We are called to reach out and to build 

relationships of love and justice.  
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Catholic social teaching is based on and inseparable from our understanding of human life and 

human dignity. Every human being is created in the image of God and redeemed by Jesus Christ, 

and therefore is invaluable and worthy of respect as a member of the human family. Every 

person, from the moment of conception to natural death, has inherent dignity and a right to life 

consistent with that dignity. Human dignity comes from God, not from any human quality or 

accomplishment. Our commitment to the Catholic social mission must be rooted in and 

strengthened by our spiritual lives. In our relationship with God we experience the conversion of 

heart that is necessary to truly love one another as God has loved us.  

 
-from Catholic Social Teaching: Challenges and Directions 

 

 SEVEN THEMES OF CATHOLIC SOCIAL TEACHING  

Life and Dignity of the Human Person 

The Catholic Church proclaims that human life is sacred and that the dignity of the 

human person is the foundation of a moral vision for society. This belief is the 

foundation of all the principles of our social teaching. In our society, human life is 

under direct attack from abortion and euthanasia. The value of human life is being 

threatened by cloning, embryonic stem cell research, and the use of the death penalty. 

The intentional targeting of civilians in war or terrorist attacks is always wrong. 

Catholic teaching also calls on us to work to avoid war. Nations must protect the 

right to life by finding increasingly effective ways to prevent conflicts and resolve 

them by peaceful means. We believe that every person is precious, that people are 

more important than things, and that the measure of every institution is whether it 

threatens or enhances the life and dignity of the human person. 

Call to Family, Community, and Participation 

The person is not only sacred but also social. How we organize our society -- in 

economics and politics, in law and policy -- directly affects human dignity and the 

capacity of individuals to grow in community. Marriage and the family are the 

central social institutions that must be supported and strengthened, not undermined. 

We believe people have a right and a duty to participate in society, seeking together 

the common good and well-being of all, especially the poor and vulnerable. 

Rights and Responsibilities 

The Catholic tradition teaches that human dignity can be protected and a healthy 

community can be achieved only if human rights are protected and responsibilities 

are met. Therefore, every person has a fundamental right to life and a right to those 

things required for human decency. Corresponding to these rights are duties and 

responsibilities--to one another, to our families, and to the larger society. 

Option for the Poor and Vulnerable 

A basic moral test is how our most vulnerable members are faring. In a society 

marred by deepening divisions between rich and poor, our tradition recalls the story 

of the Last Judgment (Mt 25:31-46) and instructs us to put the needs of the poor and 

vulnerable first. 

The Dignity of Work and the Rights of Workers 

The economy must serve people, not the other way around. Work is more than a way 

to make a living; it is a form of continuing participation in Godôs creation. If the 

dignity of work is to be protected, then the basic rights of workers must be respected-
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-the right to productive work, to decent and fair wages, to the organization and 

joining of unions, to private property, and to economic initiative. 

Solidarity  

We are one human family whatever our national, racial, ethnic, economic, and 

ideological differences. We are our brothers and sisters keepers, wherever they may 

be. Loving our neighbor has global dimensions in a shrinking world. At the core of 

the virtue of solidarity is the pursuit of justice and peace. Pope Paul VI taught that if 

you want peace, work for justice. The Gospel calls us to be peacemakers. Our love 

for all our sisters and brothers demands that we promote peace in a world surrounded 

by violence and conflict. 

Care for God's Creation 

We show our respect for the Creator by our stewardship of creation. Care for the 

earth is not just an Earth Day slogan, it is a requirement of our faith. We are called to 

protect people and the planet, living our faith in relationship with all of Godôs 

creation. This environmental challenge has fundamental moral and ethical 

dimensions that cannot be ignored. 
 

CODE OF CONDUCT 
 

The practice of sound ethical standards is the responsibility of all volunteers and interns. It is 

Catholic Charitiesô policy to investigate thoroughly all reports of misconduct in the performance 

of volunteer/internship service for Catholic Charities, including, but not limited to, the following 

examples: 

 

1. An act constituting breach of trust or dishonesty  

 

2. Any action which renders a person unacceptable security risk, adversely affects the 

Agencyôs public image, and causes embarrassment to the Agency 

 

3. Unauthorized disclosure of confidential information, or use of confidential information 

for personal gain 

 

4. Unauthorized possession, distribution, or use of any illegal drug or narcotic, or any other 

violation of the Alcohol-Free and Drug-Free Work Place Policy 

 

5. Fighting 

 

6. Removal of Agency property without permission 

 

7. Persistent personal financial irresponsibility 

 

8. Failure to follow instructions 

 

9. Possession of weapons on Agency property 

 

10. Destruction of Agency property 

 

11. Teaching doctrines contrary to the Mission, Beliefs, and Vision of Catholic Charities or 

the promotion of causes that are in direct conflict 
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12. Any violation of the anti-harassment policy, including sexual harassment 

 

13. Conduct, including sexual conduct, that conflicts with or undermines the Mission, Vision 

and Values of Catholic Charities 

                              

As a Catholic Charities volunteer/intern, you are a valued asset to our organization. Catholic 

Charities, represented by you, continues the earthly ministry of Jesus Christ. Therefore, our 

expectations of your performance and your adherence to volunteer and intern rules and 

responsibilities are high. These include:  

¶ To work conscientiously toward achieving the objectives of Catholic Charities in 

compliance with its Mission, Belief and Vision statements, and other agency policies and 

procedures. 

¶ To perform assigned duties at a satisfactory level of quality, accuracy, effectiveness, and 

integrity.  

¶ To represent Catholic Charities in a professional manner as reflected in appearance and 

behavior.  

¶ To work cooperatively with other staff members, volunteers, and interns in a sincere, 

tactful and positive manner; to respect the findings, views and actions of other staff 

members/volunteers/interns; and to use appropriate channels to express judgment on these 

matters.  

¶ To be punctual and to plan assigned duties to achieve effective and productive use of time.  

¶ To respect the privacy of the people served by Catholic Charities and to use information 

gained in a responsible manner.  

¶ To keep and hold confidential all information in accordance with Catholic Charities policy 

and state and federal laws. This includes facts regarding Catholic Charities, its clients and 

administrative data.  

¶ To protect the rights of all clients in accordance with Catholic Charities Mutual Rights and 

Responsibilities policy.  

¶ To be responsive to the guidance, direction and instructions of supervisors.   

¶ To be constantly mindful of the obligation Catholic Charities and its staff/volunteers/interns 

have of portraying a positive image to the public.  

 YOUR VOLUNTEER  & INTERN  BILL OF RIGHTS  

The Right to Suitable Assignment 

Which will reflect personal preference, education and employment background, 

personality and experience. 

The Right to Training 

Well planned and effectively presented which included information on the 

organization, its policies, people and procedures. 

The Right to Continuing Education 

Training and greater responsibilities. 

 

The Right to a Variety of Experiences 

Through advancement to assignments with responsibility, through transfer to another 

service area presenting new opportunities and through special assignments. 

The Right to be Heard 

To feel free to make suggestions and to have respect shown when offering an honest 

opinion. 

The Right to Recognition 
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To be viewed as a contributing member of the team through day-by-day expressions 

and volunteer/intern partner recognition activities. 

The Right to Report Any Concerns to the Agency 

Report concerns to the Volunteer department 

 

If a volunteer or intern is dissatisfied with their assignment or wants to report an issue, concern, or 

may have any questions regarding their placement please contact the Volunteer Coordinator.  If 

further assistance if required, the Director of Community Relations may also be contacted. 

 

VOLUNTEER AND INTERN  PROCESS 
  

 RECRUITMENT  

The Volunteer Coordinator is responsible for the recruitment of volunteers and interns. They will 

maintain recruitment procedures to ensure that qualified individuals are recruited to fulfill 

volunteer/internship requests made by staff. The Agency will make reasonable efforts to 

accommodate physically handicapped volunteers and interns who qualify for volunteer/intern 

positions.  

¶ Youth Volunteers/Interns: Youth volunteers/interns ages 14 and under are welcome 

to volunteer/intern but must be accompanied by an adult guardian or parent. Youth 

volunteers/interns ages 15-17 do not need to be accompanied by a parent or guardian, 

but must have parent or guardian permission as expressed in the signed waiver. 

Background checks for youth start at age 14. 

 

 SELECTION, SCREENING, AND PLACEMENT OF VOLUNTEER S & I NTERNS 

There are several steps to becoming a volunteer/intern of the Catholic Charities. All Agency 

practices are in compliance with applicable law or regulations. The Volunteer Coordinator  will 

refer volunteers/inters to department supervisors according to desired placement, 

availability  of opportunities, qualification, interview and screening clearance.  

While volunteers/interns may express a preference, Catholic Charities reserves the right to 

determine the specific assignment for each volunteer/intern. No volunteer or intern shall begin 

performance of any position until he/she has been officially accepted for a position and all 

necessary paperwork, any necessary screenings, and/or trainings are completed.  

¶ Application:  

All interested volunteers and interns must complete an application in its entirety. 

Applications can be found at www.catholiccharities.org. 

¶ Orientation :  

All volunteers and interns will be oriented to Agency goals, mission, services, and 

volunteer/intern policies and procedures during regularly scheduled Volunteer 

Orientations. The volunteer and intern will review and sign the Volunteer 

Acknowledgment & Waiver that they receive and review this Guide including the 

Policies and Procedures.  

¶ Background and Reference checks:  

As appropriate for the protection of our volunteers, interns, clients, and staff, all 

volunteers/interns who have reached 14 years of age will be asked to consent to a 

background check. The background provider is Verified Volunteers for volunteer 

opportunities outside of St. Michaelôs Homes for Children and St. Jerome Emilianiôs  

International Foster Care and Group Home programs. Health and Humans Services is 

the provider of background checks for St. Michaelôs Homes for Children and St. 

Jerome Emilianiôs International Foster Care and Group Home programs. The level of 

background check needed is determined by the Volunteer Coordinator based on the 

volunteer/internôs program of interest as indicated on their application. Possible 

screenings are: national and or state child abuse/neglect registry, sex offender 

http://www.catholiccharities.org/
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registry, drug test, TB test, national criminal check, FBI fingerprint check, motor 

vehicle record check. Screening will be completed before a volunteer/intern assumes 

assigned position. Volunteers and interns who do not agree to the background check 

will be refused assignment. Additional screening is required of volunteers/interns in 

certain programs. Volunteers and interns are also asked to provide two character 

references.  If the volunteer or intern finds their background check results to be 

incorrect, they are asked to contact the Volunteer Services department so they may 

connect them to the necessary entity. 

¶ CMG Connect: Safe Environment Training:  

As required by the Archdiocese of Galveston-Houston, all volunteers and interns who 

have reached the age of 18 are to complete CMG Connect: Safe Environment 

Training: Safe Haven within 30 days of their start date as a volunteer or intern. 

Volunteers and interns can complete the course online at 

https://galvestonhouston.cmgconnect.org/.  The Archdiocese conducts their own 

online background check when one registers for the training. 

¶ Jeremiah 1:7/Circle of Grace ï Youth Trainin g 

Youth volunteers and interns (17 and under) are invited and recommended to attend 

the Jeremiah 1:7 or Circle of Grace training. It is an Archdiocesan safe environment 

program which provides formation for high school-age youth who assist adults in 

ministry to children and youth under the age of 18 (https://www.archgh.org/offices-

ministries/office-of-child-and-youth-protection/safe-environment-training-for-

youth/#). Please contact Norma Torok 713-741-8773 or ntorok@archgh.org for more 

information. 

¶ Time Commitment:  

Catholic Charities actively seeks volunteers and interns to assist the Agency in 

fulfilling its mission, therefore, it has a Volunteer Services department. The Agency 

asks that volunteers commit the time li sted by each specific placement.  All volunteer 

opportunities are 20 hours or less of service per week.  Interns are allowed to serve 

for no more than 40 hours a week.  

¶ Training :  

Program Supervisors, in which the volunteer service or internship will take place, 

will provide training to each volunteer and intern and include information that should 

improve the volunteersô or internsô skills, knowledge, and ability to promote 

awareness of the needs of clients served by the Agency.  Some programs require 

mandated trainings that will need to be completed before the volunteer or intern 

begins his or her assigned placement.  

¶ Internships:  

There are different levels of intern opportunities.  All internships at Catholic 

Charities are unpaid internships, unless otherwise notified by the program.  Most 

graduate student interns are expected to attend trainings that staff attend (this depends 

on the degree), such as the 2-day Agency Orientation.  Undergraduate students are 

not expected to participate in staff trainings.  In order to become an intern at Catholic 

Charities, interns are expected to fulfill a majority of their required hours during 

regular work hours. Interns are allowed to serve for no more than 40 hours a week.  A 

schedule will be agreed upon between the program and the intern.  Interns are 

interviewed by the program directly for which they have shown interest.  If approved 

by the program, interns are then processed by the Volunteer Services 

department.  First, Volunteer Services will review the University/School Agreements 

with the student and seek approval by the Catholic Charities program, the COO and, 

at times, by the CEO of Catholic Charities.  Once the agreement has been approved 

(timeframe of approval varies), the pre-placement screening process (e.g. criminal 

background check, references etc.) begins.  Interns may also be asked to complete 

https://galvestonhouston.cmgconnect.org/
mailto:ntorok@archgh.org
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specified training.  Once screening and trainings are complete, all relevant parties 

will be notified of eligibility to start and a badge will be provided to the 

intern.              

 

 VOLUNTEER & INTERN FILE   

Volunteer/intern files provide a resource for documenting the volunteer/internôs personal 

information and assignment history. The Volunteer Coordinator will maintain confidential files 

for each volunteer/intern, and will keep current records concerning the volunteer/internôs 

screening, training, and assignment records in a locked filing cabinet. 

 

Volunteers and interns are responsible for submitting all appropriate records to Volunteer 

Services. The file may be used only for legitimate purposes relating to the work of the volunteer 

and intern at Catholic Charities. Information may not be released for use outside our Agency 

without the written consent of the volunteer and intern. Documents kept on file include: 

volunteer/intern application, reference documentation, and a copy of background check, training 

records, and all documents relating to process.  

 

 SAFE WORK ENVIRONMENT  

Catholic Charities is concerned with the safety of all employees, volunteers, interns and clients. 

The prevention of injuries and accidents is an essential part of your daily work. If an injury or 

accident occurs, please report it to your supervisor. You may be required to complete an incident 

form. 

 

 SUPERVISION  

Each volunteer/intern wil l be assigned a staff supervisor. The supervisor and volunteer/intern will 

establish the scope and timeframe of the volunteer/internôs commitment. The supervisor will 

provide the volunteer/intern with job-specific training, forms, materials, and provide ongoing 

supervision and recognition. Frequency of supervision is arranged according to the skill level of 

the volunteer/intern and the complexity and size of workload.  

 

 VOLUNTEER & INTERN BADGE  

Volunteers and interns must wear a volunteer badge where it is clearly visible to staff and clients 

while performing volunteer service or internship. Badges are issued to the volunteer/intern once 

they have completed the on-boarding process. Temporary badges are issued at the Front Desk as 

needed. Replacement badges are $5. 

 

 DRESS CODE  

As representatives of the Agency, volunteers and interns are responsible to exhibit a good image 

to clients and to the community. Volunteers and interns shall dress appropriately for the 

conditions and performance of their duties. The Agency will not be held liable for damage to 

volunteer/internôs clothing or accessories while performing their duties. Volunteers/interns should 

speak with their direct supervisor to discuss their working conditions and dress code. 

 TRACKING HOURS  

Volunteers and interns are responsible for accurately signing in and out each day they perform 

volunteer service or internship either via Agency online volunteer database or handwritten 

documentation on sign-in sheets provided by the agency.  
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 RECOGNITION   

Catholic Charities recognizes the importance of volunteers/interns and will continue to 

acknowledge volunteers/interns for their commitment and dedication to the Agency.  Regular 

initiatives are driven by Volunteer Services.  

 

 OUT-OF-POCKET EXPENSES  

Volunteers and interns will not be asked to purchase items for Agency programs. Under special 

circumstance, a volunteer/intern may receive advance approval from his/her supervisor. All 

necessary paperwork must be completed with signatures of both the supervisor and 

volunteer/intern. The volunteer/intern will be reimbursed the exact amount shown on the receipt 

unless stipulated otherwise. The supervisor approving the purchase will provide the 

volunteer/intern with the appropriate forms for approval and reimbursement.  

 

 INSURANCE  

Volunteers and interns who are assigned to a position that requires transportation of Agency 

clients will have to show proof of automobile insurance for the car he/she will be using to 

transport the clients. Volunteers/Interns are not allowed to drive Agency vehicles.  A Texas 

Department of Public Safety Driving Record Check will be conducted by the Agency prior to 

service and the check will then occur on an annual basis.  

 

All volunteers and interns who have completed the volunteer or internship enrollment will be 

covered by an agency volunteer/intern insurance policy. The policy covers accidental bodily 

injury and the volunteer/intern must be performing services for the agency at the time of injury. A 

copy of the policy is available to all volunteers/interns upon request.  

 

      AGENCY CLOSURES 

¶ Emergency Weather:  

At the discretion of the CEO, Catholic Charities offices may be closed due to an 

emergency weather development. Supervisors will notify volunteers and interns in 

the event of the Agency closing.  

¶ Holidays:  

Catholic Charities will be closed for the following holidays: New Year's Day, Martin 

Luther King Jr. Day, Good Friday, Easter Monday, Memorial Day, Fourth of July, 

Labor Day, Thanksgiving Day, the Friday after Thanksgiving, Christmas Eve, 

Christmas Day, and some Holy Days of Obligation (Catholic Church). 

 

 LEAVE OF ABSENCE  

The Agency recognizes at times volunteers and interns may need to take a leave of absence. It is 

asked that each volunteer and intern notify his/her supervisor prior to the leave.  

 

 DISMISSAL  

Volunteers and interns who do not adhere to the rules and procedures of the Agency or who fail 

to satisfactorily perform their volunteer or intern assignment are subject to dismissal. No 

volunteer/intern will be terminated until the volunteer/intern has had an opportunity to discuss the 

reason for possible dismissal with his/her supervisor.  

¶ Reasons for dismissal:  

Misconduct with staff, other volunteers, interns, or clients; being under the influence 

of drugs or alcohol; theft of property; misuse of Agency equipment or materials; 

abuse or mistreatment to clients, staff, or other volunteers and interns; failure to abide 

by Agency policies and procedures, and failure to perform assigned duties.  
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POLICY STATEMENT FOR DIS QUALIFICATION OF VOLUNTEERS & INTE RNS 

WITH CRIMINAL BACKGROUND  

It is the policy of Catholic Charities to conduct a criminal history background check on persons 

seeking consideration of many volunteer or intern positions. Due to the sensitive nature of the 

services provided by Catholic Charities, acceptance or rejection of an applicant may be 

influenced by information received from the background check.  

The following items will lead to instant rejection of a volunteer or intern if they appear on a 

background check or if it applies to their current situation: 

¶ Child abuse or neglect findings 

¶ Any felony conviction  

¶ Any assault conviction (sexual or physical) 

¶ Any DWI conviction within the last ten years 

¶ Current warrant for arrest 

¶ Any misdemeanor within 5 years or less is automatic disqualification of volunteering or 

interning at Catholic Charities 

 

A volunteer or intern who is on probation, parole, or referred for community service through the 

courts is prohibited from volunteering or interning at Catholic Charities of the Archdiocese of 

Galveston-Houston. 

 

Misdemeanor offenses will require close examination by the Volunteer Coordinator, on a case by 

case basis. Depending on the severity and/or history, volunteers or interns may be denied 

opportunities to serve at the Agency. We adhere to Fair Credit Reporting Act ñFCRA.ò If a 

volunteer or intern wishes to dispute the information which appears on the background check, 

he/she may do so and must see the Volunteer Coordinator regarding the process.  

 

POLICIES & PROCEDURES 
 

All policies apply to all Catholic Charities of the Archdiocese of Galveston-Houston (Catholic 

Charities) Volunteers and Interns. 

 

EQUAL OPPORTUNITY   
 

 PURPOSE  

Catholic Charities supports and is firmly committed to the principle of equal opportunity. It is the 

Catholic Charities policy to recruit and train volunteers and interns without regard to race, sex, 

age, national origin or disability, in accordance with applicable laws. Catholic Charities does not 

tolerate unlawful discrimination. Any incident of apparent discrimination should be brought to 

the immediate attention of the Volunteer Coordinator. 

 

 POLICY  

It is our policy to recruit and train individuals, without regard to race, sex, religion, national 

origin or disability, in accordance with applicable laws. Catholic Charities does not tolerate 

unlawful discrimination. Any incident of apparent discrimination should be brought to the 

immediate attention to the Volunteer Coordinator.   
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ETHICAL AND PERSONAL CONDUCT POLICY  

 
 PURPOSE  

This policy establishes some basic standards of ethical behavior and personal conduct for all 

volunteers and interns affiliated with Catholic Charities of the Archdiocese of Galveston-

Houston. Fundamental to our mission is the personal integrity and the highest ethical standards of 

all those who represent Catholic Charities. The intent of this policy is to ensure that Catholic 

Charitiesô strong moral, ethical, and social standards of conduct dictated by our Mission, 

Vision, and Beliefs are followed by all volunteers and interns.  

 

 POLICY  

A volunteer or intern of Catholic Charities performs services built not only on ethical conduct but 

on the teachings of Jesus Christ, as well as public trust and confidence. The success of our 

mission depends on a favorable perception of the conduct of Catholic Charities personnel 

including volunteers and interns by the public at large. It is essential that volunteers and interns 

view their own actions and intentions objectively to assure that no observer would have grounds 

to believe the slightest irregularity in conduct exists.  

 

1. CONFIDENTIALITY  

Some volunteers and interns may deal from time to time with sensitive and confidential 

information. In no instance should confidential information be used for oneôs own or 

anotherôs benefit. In no instance should confidential information be disclosed to non-Agency 

personnel, including family or associates, or even to other Catholic Charities personnel who 

have no need for such information. All volunteers and interns are required to sign a 

confidentiality acknowledgment stating their responsibility and commitment in regards to 

client information. Failure to maintain confidentiality may result in dismissal of the volunteer 

or intern from the Agencyôs volunteer or internship position. 

 

2. PUBLIC STATEMENTS  

All statements to the media will be handled by the President/CEO and/or the Development & 

Stewardship Department. Volunteers and interns, at their own discretion, may be included in 

media coverage for Catholic Charities, which may include but is not limited to: printed 

materials, photographs, promotional videos, etc. 

 

SEXUAL HARASSMENT/MISCONDUCT, CHILD ABUSE, AND 

OTHER ABUSIVE CONDUCT POLICIES  
 

 PURPOSE  

Catholic Charities strongly asserts a zero-tolerance approach in order to prevent, detect, and 

respond to all forms of sexual misconduct.  All volunteers and interns are expected to comply 

with Catholic Charities policies and all state and federal laws regarding sexual harassment, sexual 

misconduct, child abuse, and other abusive conduct. 

1. Sexual harassment is immoral and reprehensible and will not be tolerated by Catholic 

Charities. It subverts the mission of Catholic Charities, and threatens the well-being of all 

affected persons. In both obvious and subtle ways, the very possibility of sexual harassment 

is destructive to individuals and to the community as a whole. When through fear of reprisal a 

person submits, or is pressured to submit, to unwanted sexual attention, the ability of Catholic 

Charities to carry out its mission is undermined.  

2. Sexual harassment is especially reprehensible when it evolves from relationships such as 

between staff and client, staff and volunteer/intern, supervisor and subordinate, or staff and 

other Catholic Charities Personnel. 
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3. Catholic Charities will not tolerate behavior which is demeaning to any person or which 

creates an unacceptable working environment.  

4. Sexual misconduct is immoral, contrary to Christian principles and undermines the mission of 

Catholic Charities. Trust and respect are diminished when those in positions of authority 

engage in immoral conduct or abuse of, or appear to abuse, their power.  

5. Catholic Charities views it as unethical for Catholic Charities volunteers or interns to engage 

in relations with clients, even when both parties appear to have consented to the relationship.   

 

Abuse of children is immoral and reprehensible and will not be tolerated by Catholic Charities. 

Additionally, the law requires that anyone who has cause to believe that a childôs physical or 

mental health or welfare has been or may be adversely affected by abuse or neglect must report 

his or her own suspicions to the Texas Department of Protective and Regulatory Services (please 

see subheading: REPORTING PROCEDURES FOR VOLUNTEERS & INTERNS) or a local or state 

law enforcement agency. Therefore, all volunteers and interns must immediately report 

knowledge or suspicions of child abuse to their supervisor so that appropriate agencies may be 

contacted.  

 

 DEFINITIONS  

ñSexual harassmentò may include any unwelcome sexual advances, requests for favors or other 

verbal or physical conduct of a sexual nature when, to a reasonable person, (1) submission to such 

conduct is made either explicitly or implicitly a term or condition of an individualôs employment, 

(2) submission to or rejection of such conduct by an individual is used as a basis for employment 

decisions affecting such individual, or (3) when such conduct has the purpose or effect of 

substantially interfering with an individualôs work performance or creating an intimidating, 

hostile, or offensive working environment. Examples of conduct that may constitute sexual 

harassment include, but are not limited to: 

1. Physical assault 

2. Direct or implied threats that submission to sexual advances will be a condition of 

employment 

3. Direct propositions of a sexual nature 

4. Subtle pressure for sexual activity, an element of which may be conduct such as 

repeated and unwanted staring 

5. A pattern of conduct intended to cause discomfort or humiliation, or both, that 

includes one or more of the following: (1) comments of a sexual nature or (2) sexually 

explicit statements, questions, or jokes  

6. A pattern of conduct that would cause discomfort for or humiliate, or both, a 

reasonable person at whom the conduct was directed that includes one or more of the 

following: (1) unnecessary touching or brushing against a personôs body, (2) remarks 

of a sexual nature about a personôs clothing or body, (3) remarks about sexual activity 

or speculations about previous sexual experience. 

 ñSexual Misconductò means any sexual conduct which is: 

1. Unlawful 

2. Conflicts with the Mission, Vision, and Values of the Agency 

ñChild Abuseò includes the following acts or omissions by any person: (For purposes of this 

policy, ñchildò is defined as anyone under the age of 18 and who has not been married or is not an 

emancipated minor) 

1. Mental or emotional injury to a child that results in observable and material 

impairment in the childôs growth, development, or psychological functioning 

2. Causing or permitting the child to be in a situation in which the child sustains a mental 

or emotional injury that results in an observable and material impairment in the childôs 

growth, development, or psychological functioning 

3. Physical injury that results in substantial harm to the child or the genuine threat of 

substantial harm from physical injury to a child 
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4. Failure to make a reasonable effort to prevent an action by another person that results 

in physical injury that results in substantial harm to the child 

5. Sexual contact, sexual intercourse, or sexual conduct (as defined by the Penal Code), 

sexual penetration with a foreign object, incest, sexual assault, or sodomy inflicted on, 

shown, or intentionally practiced in the presence of a child 

6. Failure to make reasonable effort to prevent sexual conduct, contact, intercourse, 

penetration with a foreign object, incest, assault, or sodomy being inflicted on or 

shown to a child by another person, or intentionally practiced in the presence of a 

child by another person only to arouse or gratify the sexual desires of any person 

present 

7. Compelling or encouraging the child to engage in sexual conduct 

8. Causing, permitting, encouraging, engaging in, or allowing the photographing, 

filming, or depicting of the child if the person knew or should have known that the 

resulting photograph, film, or depiction of the child is obscene or pornographic (as 

defined in the Penal Code) 

 

ñOther abusive conductò includes any conduct that, to a reasonable person, reflects a disregard 

for the mental or physical dignity of an individual.  

 

 POLICY  

Catholic Charities is committed to a zero-tolerance standard for all forms of sexual abuse, sexual 

harassment, and inappropriate sexual behavior. This policy applies to all employees, contractors, 

volunteers, interns, and clients at Catholic Charities.  

Violations of this policy must be reported immediately to a supervisor. Catholic Charities will not 

tolerate violations of this policy and following an investigation, appropriate action will be taken.  

 

GENERAL PROCEDURES 

1. Sexual exploitation and abuse by volunteers or interns constitute acts of gross misconduct, 

and are therefore grounds for immediate removal of placement. 

2. Sexual activity with children (persons under the age of 18) is prohibited regardless of the age 

of majority or age of consent locally. Mistaken belief regarding the age of a child is not a 

defense. 

3. Exchange of money, employment, goods, or services for sex, including sexual favors or other 

forms of humiliating, degrading or exploitative behavior is prohibited. This includes 

exchange of assistance that is due to beneficiaries. 

4. Sexual relationships between volunteers, interns, and clients are not allowed since they are 

based on inherently unequal power dynamics. Such relationships undermine the credibility 

and integrity of social service work. 

5. Whenever a volunteer or intern develops concerns or suspicions regarding sexual abuse or 

exploitation by a fellow worker, whether within the agency or not, he or she must report such 

concerns via established agency reporting mechanisms.  

 

REPORTING PROCEDURES FOR VOLUNTEERS & INTERNS  

In the event that an act of sexual misconduct is witnessed or suspected by a volunteer or intern, 

the following procedures must be followed:  

1. Report the incident immediately either to the Program Vice President or Volunteer 

Coordinator. 

2. Follow all agency procedures subsequently provided by the Program Manager, Vice 

President or Volunteer Coordinator. 

3. Ensure that all state laws as outlined below have been followed.   

 

 STATE LAW REGARDING REPORTING OF CHILD ABUSE  
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The following is a summary of the reporting requirements of applicable state law relating to 

incidents of child abuse: 

State Law: Any person who has cause to believe that a childôs physical or mental health or 

welfare has been or may be adversely affected by abuse or neglect, or that a child has died of 

abuse or neglect, must report his or her suspicions to the Texas Department of Protective and 

Regulatory services or to a local or state law enforcement agency. 

An oral report must be made immediately to the nearest office of Child Protective Services, 

TDPRS, or to the 24-hour Child Abuse Hotline (1-800-252-5400), or to a local or state law 

enforcement Agency. A written report must be made within five days thereafter to the same 

Agency or department. 

Immunity : A person who, without malice, makes a report of suspected child abuse or neglect is 

immune from civil or criminal liability. 

Confidentiality : Reports of child abuse or neglect are confidential. Information in the reports, 

including the name of the person who makes the report, may be used only for purposes consistent 

with the investigation of abuse or neglect. 

Failure: Failure to report suspected physical or mental abuse or neglect of a child in Texas is a 

crime punishable by fine, imprisonment, or both.  

 

 BACKGROUND AND R EFERENCE CHECKS 

As appropriate for the protection of our volunteers, interns, and clients - volunteers and interns, 

who will have direct responsibility and contact with children, elderly, and/or other persons whom 

the Agency finds it necessary, will be asked to submit to a background check. Screening will be 

completed before a volunteer/intern assumes his or her job. Volunteers and interns who do not 

agree to the background check will be refused assignment. 

 

WEAPONS AND FIREARMS USE POLICY  
  

PURPOSE  

To guide Catholic Charities Personnel in the provision of overall Agency safety and 

security.  

 

POLICY  

Catholic Charities seeks to provide a safe, secure environment in which to pursue its 

mission.  

 

Consequently, all Catholic Charities volunteers and interns are prohibited from 

possessing firearms, explosives, other dangerous weapons, and replicas of dangerous 

weapons (as described in this Policy) while on Agency property or in Agency vehicles 

(owned, leased, or operated by). This prohibition against weapons possession is in effect 

to the fullest extent allowed under Texas laws, including laws pertaining to weapons 

generally (Texas Penal Code § 46.03) and to concealed handgun licenses (Texas Penal 

Code § 46.035).  

Catholic Charities expects all Catholic Charities volunteers and interns to help safeguard 

the community by reporting violation of this Policy immediately to the Vice President of 

Human Resources. Any Catholic Charities volunteers and interns discovered to be in 

possession of a weapon or explosive material in violation of this Policy or applicable law 

may be subject to disciplinary action up to and including employment termination. When 

appropriate, anyone violating this Policy may also be subject to removal and/or 

prohibition from Agency property, and/or criminal prosecution. 
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The only exceptions to this weapons prohibition is when an individual is a commissioned 

law enforcement official and/or an approved Agency commissioned security officer who 

is trained and certified to carry a firearm.  

 

DEFINITION S  

Weapons prohibited by Texas Penal Code Chapter 46 (which includes a variety of 

firearms, handguns, zip guns, clubs, knives, fake bombs, explosive weapons and 

components of explosives that are possessed with the intent to create an explosive 

weapon).  

 

Firearm is defined as a device which projects either single or multiple projectiles at high 

velocity through a controlled explosion. This includes handguns, rifles, paint guns, other 

types of projectiles and toys such as BB guns.  

Weapon is defined as a tool used to apply force for the purpose of causing harm or 

damage to person, animals, or structures. This includes pocket knives and archery 

equipment.  

Explosives is defined as a substance that contains a great amount of stored energy that 

can produce an explosion, or a sudden expansion of the material after initiation, usually 

accompanied by the production of light, heat, and pressure. This includes explosive 

weapons, cap guns, gun powder, and fireworks.  

 

EXCEPTIONS TO THE POLICY  

The only exceptions to this prohibition on possession or storage of weapons on Agency 

property are the following: 

  

1) State law (Texas Labor Code § 52.061) permits employees who hold concealed 

handgun licenses and lawfully possess a firearm or ammunition, to store or transport 

the firearm or ammunition in a locked, privately owned vehicle in a parking lot, 

garage or other Agency provided parking. This permission extends only to 

employees and not to volunteers, interns, or visitors; it pertains only to locked, 

employee owned vehicles in Agency parking facilities, and does not extend to 

Catholic Charities-owned/leased vehicles.  

2) In addition, state law (Texas Government Code § 411.2032) permits persons who 

hold concealed handgun licenses to store or transport firearms or ammunition in a 

locked, privately owned or leased vehicle located in Agency parking lots or 

driveways.  

3) Exceptions permitted in writing only by Agency Vice President of Human 

Resources.  

4) Commissioned law enforcement officers, military personnel, and approved Agency 

commissioned security guards in the performance of their official duties, to the 

extent they are legally permitted to possess weapons within the city in which an 

Agency property is located.  

 

IMPLEMENTATION  

Volunteers and interns licensed by the state to carry concealed handguns may not bring such 

weapons into any Agency property including Agency vehicle nor any area not permitted by law 

(including Agency foster care residences), and should instead store their weapons in a secure 

manner that does not violate state law or this Policy. The Agency does not provide storage for 

firearms.  

 

Responsible Officer  

The responsible officer for this Policy is the Chief Administrative Officer. 
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ALCOHOL & DRUG -FREE WORKPLACE POLICY  
 

PURPOSE  

This policy establishes the Agencyôs basic standards relative to use, abuse, sale, distribution, and 

possession of illegal drugs or abuse of alcohol or drugs (legal or illegal), which may impair the 

ability to perform oneôs job, volunteer opportunity, internship, and poses risk/liability to 

employees or others. 

 

ALCOHOL AND DRUG -FREE WORKPLACE POLICY  

It is the policy of Catholic Charities of the Archdiocese of Galveston-Houston (the Agency) to 

provide a work environment free of illegal drugs and free of abuse of alcohol or drugs. 

  

All Agency volunteers and interns are prohibited from unlawfully manufacturing, distributing, 

dispensing, possessing, or using controlled substances or any prescription strength medication 

that has not been prescribed to the user. Any volunteers and interns violating this policy is subject 

to removal of volunteer placement. Controlled substances may include, but are not limited to: 

non-prescribed narcotics, marijuana, stimulants, depressants, and hallucinogens. Any personnel 

convicted of, pleading guilty to, or sentenced to misdemeanor and/or felony charges (including 

pleas of guilty or nolo contendere) involving alcohol or an illegal drug are required to report the 

conviction, plea, or sentence to the Volunteer Coordinator. Failure to notify Volunteer 

Coordinator may be grounds for removal of volunteer placement. 

 

The consumption of alcohol during work hours is also prohibited. Furthermore, volunteers and 

interns may not volunteer or intern and will not be permitted to remain on any Agency site while 

in possession or under the influence of alcohol and/or illegal drugs, or who may be impaired from 

the use of alcohol or abuse of prescription or illicit drugs. If any volunteer/intern is under a 

physician-prescribed drug that may affect work performance, he/she must inform the Volunteer 

Coordinator immediately.  

 

The sole exception to this policy is when alcohol is served during Agency-sanctioned fundraising, 

socials, or public relations events where only moderate and responsible consumption is permitted 

and is authorized by the President & CEO and/or Chief Administration Officer. Agency polices 

and Code of Conduct remain in full force and effect at all Agency events. 

DRUG & ALCOHOL TESTING  

The Agency may use drug and alcohol testing to help continue the administration of this policy. 

Volunteers and interns who display actions, appearance, speech, or bodily odors that reasonably 

cause a supervisor to conclude that a volunteer/intern may be impaired because of alcohol or drug 

use, fails random drug and/or alcohol testing, and/or violates Agency policy will be subject to 

testing.  

 

Post-Accident  

Testing may be conducted following a work-related accident or injury including, but not limited 

to, damage to Agency vehicle, machinery, equipment, or property, or circumstances resulting in 

an injury to themselves or another employee requiring medical attention. Return-to-duty and 

follow-up testing will be conducted when an employee has violated the Alcohol and Drug-Free 

Workplace Policy standards. 

Pre-Placement  

Volunteers and Interns must pass a drug test before volunteering or interning as a condition of 

placement.  
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Drug & Alcohol Testing 

Same day post-accident testing is required and must be completed under this policy. Return-to-

volunteering or interning and follow-up testing may be conducted before returning to their 

placement. All drug and/or alcohol testing conforms to federal and state laws. All test results are 

kept confidential. 

 

Volunteers and interns with questions or concerns related to this policy should contact the 

Volunteer Services Department.  

 

DRUG-FREE WORKPLACE PROCEDURE  

A. Volunteers and interns reporting to work in possession of, or under the influence of illegal 

drugs, or who may be impaired from use of alcohol or abuse of prescription drugs, will not be 

permitted to remain on Agency premises.  

 

B. Volunteers and interns who observe actions, appearance, speech, or bodily odors associated 

with alcohol, drug abuse, or illegal drug use should contact their supervisor immediately. In the 

absence of a supervisor, Volunteer Coordinator should be informed. Supervisors should notify 

Volunteer Coordinator immediately.  

 

C. If there is a question as to whether an individual may be impaired by either alcohol or drugs, it 

is the responsibility of the individualôs supervisor or the Volunteer Coordinator to make the 

determination with a primary concern for the safety of the individual and others present.  

 

D. Any volunteers and interns determined to be under the influence of illegal drugs, or impaired 

by use of alcohol or abuse of prescription drugs, will be escorted from the premises and provided 

transportation home and/or to the Agencyôs contracted testing center. Under no circumstances 

should the affected person be allowed to drive.  

 

E. In cases where chemical dependence, addiction, or persistent abuse is suspected, the Agency 

may require that the suspected individual be tested for substance abuse, and/or search and 

inspection of work areas and personal items on Agency property, including private vehicles.  

 

INFORMATION TECH NOLOGY RESOURCES POLICY 
 

PURPOSE  

Agency information technology (I.T.) resources including computer systems, communications 

networks, company-related work records, and other information stored electronically, is the 

property of the Agency, and is not the property of any employee, volunteer, or intern. I.T. 

resources are defined as all electronic devices whether hardwired, wireless or handheld, hardware 

(desktop, tablet, or laptop), software, electronic files (current or deleted), portable media, portable 

storage devices, mobile devices, email (including attachments) and the Internet.  

 

POLICY  

Catholic Charities of the Archdiocese of Galveston-Houston (CCGH) I.T. resources are the legal 

property of the Agency and are provided to Catholic Charities personnel for use both on and 

offsite in order to better serve clients. 

  

Incidental personal use of Agency-owned electronic resources must not adversely affect the 

performance of official duties or the organizationôs business needs, must not be disruptive to co-
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workers or clients, must be of limited duration and frequency, and should be restricted to matters 

that cannot be addressed outside of work hours.  

 

Guidelines  

A. Abide by rules and conditions of Catholic Charities of the Archdiocese of Galveston-

Houstonôs Information Technology Policies and Procedures in addition to the rules within 

this policy.  

B. Additional Agency authorized software and educational/professional software may be 

installed on computers by the I.T. Department only.  

a. Agency-standard software may not be duplicated, transferred, or downloaded to any 

other system or media.  

b. Catholic Charities of the Archdiocese of Galveston-Houston is not responsible for 

any service interruptions or loss of data.  

c. Any data corruption or configuration errors caused by the installation of unauthorized 

software may require a complete re-imaging of the electronic devices and may result 

in disciplinary action up to and including employment termination. 

d. Any unauthorized use or installation of software may result in disciplinary action up 

to and including employment termination.  

C. Consent from the I.T. Department is required to add or delete any hardware, and adjust or 

alter electronic devices.  

D. Save all files to an Agency network drive. Backups of files on Agency network drives is the 

responsibility of the I.T. Department.  

E. Maintain issued electronic devices in good working order and notify the I.T. Department of 

any defect or malfunction during use.  

F. Maintain confidentiality and security of identifiable client information or other sensitive data 

as it pertains to electronic devices.  

G. Ensure issued electronic devices are not shared or used by an unknown or unauthorized user.  

H. Ensure personal network user account and password are not shared.  

I. Secure and care for electronic devices and:  

a. create an Incident Report if any accessories are lost, stolen, or damaged while on or 

off of CCGH property. Incident reports must be reported within 24 hours to the I.T. 

Department, the employeeôs supervisor, Human Resources, and/or local police.  

b. assume full financial responsibility to replace or repair any lost, stolen, or broken 

I.T.-issued equipment including, but not limited to, electronic devices and/or 

accessories, if at-fault negligence or failure to properly secure Agency asset(s) is 

determined.  

J. Return I.T.-issued equipment, including case, accessories, and peripherals upon employment 

termination, transfer, or retirement in accordance with the Agencyôs exit procedures.  

 

Agency electronic devices used on a wireless network outside of the Agency is permitted as long 

as it does not require installation of any additional firewall software or change to any network 

configurations. Antivirus software has been installed and configured for all electronic devices 

and will automatically download from an Internet connection. No user interaction is required. 

 

AGENCYôS RIGHT  TO MONITOR  AND CONSEQUENCES FOR MISUSE  

The I.T. Department routinely monitors activity and use patterns. This includes, but is not limited 

to, accessing stored information and electronic equipment, and reviewing logs of incoming and 

outgoing messages, and the content contained therein. Catholic Charities volunteers and interns 

should observe appropriate workplace discretion in their use and maintenance of company assets.  

 

All company policies apply to the use of Agency electronic devices and are in effect at all times. 

Any volunteer and intern who abuses this policy may be denied future access and may be subject 

to disciplinary action up to and including removal of placement. 
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Volunteers and interns should contact the I.T. Department with any questions regarding the 

appropriate use of the Agencyôs information technology equipment or systems, including email 

and the Internet. 

  

The Agency reserves the right to collect information technology resources at any time. 

SOCIAL MEDIA POLICY  
 

PURPOSE  

Catholic Charities recognizes the growing popularity and expanding world of social networking and 

social media. This policy addresses use of social media ï including web logs/blogs, wikis, social 

networks, online forums, personal web sites, and any other kind of social media (including without 

limitation Facebook, Twitter, LinkedIn, YouTube, MySpace, Periscope, etc.) ï and provides 

guidance, and expected standards of conduct as it pertains to online activity. Ultimately, volunteers 

and interns are responsible for deciding whether to engage in social media and, if so, for the content 

they post online.  

 

POLICY  

In the event that Catholic Charities volunteers or interns engage in social media, Catholic Charities 

requires Catholic Charities staff volunteers and interns to follow the guidelines and standards 

referenced in this policy. 

Guidelines and Standards of Conduct  

All Catholic Charities volunteers and interns are expected to read and understand the guidelines and 

standards of conduct referenced here and ensure that social media activity and related postings are 

consistent with these policies. Catholic Charities volunteers and interns who fail to comply with these 

policies may be subject to removal of volunteer/intern placement. 

  

A. Catholic Charities volunteers and interns are responsible for the content they post and publish 

online. The views or comments they express on social media are theirs alone and do not 

necessarily reflect the views of Catholic Charities, its staff, its clients, or other affiliates. 

Accordingly, if Catholic Charities volunteers and interns identifies himself/herself as an 

employee, volunteer or intern of Catholic Charities, they must communicate in a manner that 

does not affiliate their views as those held by the Agency. For example, a statement such as 

ñThe views I express on Facebook are my views alone and do not necessarily reflect the 

views of Catholic Charitiesò may be an appropriate disclaimer. Unless authorized in writing 

by Catholic Charities, Catholic Charities Staff are prohibited from acting as a spokesperson 

for the Agency or posting comments as a Catholic Charities representative in their social 

media communications. Likewise, Catholic Charities Staff must not speak to the media on the 

Agencyôs behalf, and should direct all media inquiries to the Director of Communications and 

the Vice President of Development and Marketing. 

B. Catholic Charities has the right to remove posts, comments, photos, etc. from any Catholic 

Charities of the Archdiocese of GalvestonïHouston page at its discretion (this includes spam 

and content that is offensive, denigrating, and/or profane).  

C. Catholic Charities volunteers and interns are prohibited from sharing and/or disclosing on 

social media any confidential and/or proprietary information regarding Catholic Charities, its 

staff, volunteers, interns, and/or its clients.  

D. Catholic Charities volunteers and interns are prohibited from using the Agencyôs logos, 

trademarks, content, web addresses, email addresses, or other symbols affiliated with the 

Agency without express written authorization from the Agency for such use. Catholic 

Charities volunteers and interns are encouraged to report to the Development and Marketing 

Department any unauthorized or inappropriate use of the Agencyôs logos and other symbols.  
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E. Catholic Charities volunteers and interns are prohibited from (1) using Catholic Charities 

email addresses to register on social networks, blogs, web sites, or other social media sites 

and (2) creating links from blogs, web sites, social networks, or other social media sites to the 

Catholic Charities web site.  

F. Catholic Charities volunteers and interns are expected to be respectful of the privacy and 

dignity of the Agencyôs staff, volunteer, interns, and clients, and must not use or post photos 

or information regarding their co-workers or clients without their expressed permission and 

consent. Offensive, obscene, defamatory, discriminatory, harassing, abusive, violent, 

intimidating, threatening, or similar inappropriate or unlawful comments or posts will not be 

tolerated and may subject volunteers and interns staff to removal of volunteer/intern 

placement. 

G. Catholic Charities volunteers and interns are discouraged from excessive use of social media 

during work hours, including with Agency devices, unless the activity is work-related and 

authorized by their supervisor. Catholic Charities volunteers and interns also must not use 

any Catholic Charities email addresses to register on social networks, blogs, web sites, or 

other social media sites related to personal business.  

H. Catholic Charities cautions that Catholic Charities volunteers and interns must not have an 

expectation of privacy for their social media posts and/or communications. Catholic Charities 

reserves the right to monitor and review positions and/or communications that are made in a 

publicly accessible social media network. Moreover, content and/or information created and 

published with Agency devices (phone, computer, etc.) belongs to the Agency and is subject 

to review.  

I. Catholic Charities prohibits taking negative action against Catholic Charities Staff for 

reporting in good faith a possible deviation from this policy or for cooperating in an 

investigation. Catholic Charities Staff who retaliate against another Catholic Charities Staff 

for reporting a possible deviation from this policy or for cooperating in an investigation will 

be subject to removal of volunteer or intern placement.  

 

 

A Catholic Charities volunteer: 

 

Provides Help 

&  

Creates Hope 

 

Thank you for your support in our mission! 
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Volunteer & Intern Waiver and Acknowledgment Form 

 

.ŜƭƻǿΣ ǘƘŜ ǇƘǊŀǎŜ άǘƘŜ !ƎŜƴŎȅέ ǊŜŦŜǊǎ ǘƻ ά/ŀǘƘƻƭƛŎ /ƘŀǊƛǘƛŜǎ ƻŦ ǘƘŜ !ǊŎƘŘƛƻŎŜǎŜ ƻŦ DŀƭǾŜǎǘƻƴ-IƻǳǎǘƻƴΦέ 

Media Release:  
¦ I understand that only the CEO or their designee may make public statements on behalf of the 

Agency or its programs.  
¦ The Agency will be the sole owner of the right to use, or not use, my likeness in promotions. 
¦ I understand I will not be eligible for any compensation related to the production and use of my 

name or likeness in promotional or advertising materials. 
¦ If I do not wish to be photographed or interviewed for news or promotional coverage, I will 

remove myself from situations where my wishes might be violated. 
¦ I agree to waive my rights to hold the Agency or its associates responsible for any liability, loss, 

or damage that occurs from my participation in any promotional activities. 
_____ I DO grant the Agency permission to use my name, image, voice, appearance and likeness 
as the Agency deems fit.  This may include, but is not limited to, print advertising, public service 
announcements, promotional videos, etc. 
_____ I DO NOT grant the Agency permission to use my name, image, voice, appearance and 
likeness as the Agency deems fit. This may include, but is not limited to, print advertising, public 
service announcements, promotional videos, etc. 

 
Liability Waiver:  

¦ I hereby agree to assume all risks which may be associated with or may result from my volunteer 
or internship participation with the Agency.  I understand that there are natural and manmade 
hazards, environmental conditions, diseases, and other risks, which in combination with, or 
independent of, my actions can cause me injury.  I waive all claims for damage, loss, or injury to 
my person or property that may be caused by any act, or failure to act, of the Agency, its officers, 
employees, volunteers, interns or any affiliated agency. 

¦ Consent is expressly given, in the event of injury, for any emergency medical treatment if, in the 
opinion of an attending physician, such treatment is necessary. 

 
Confidentiality Acknowledgment: 

¦ I understand that all information that I may obtain regarding clients or the Agency through the 
staff, volunteers, interns, or clients is considered confidential.  I will not disclose any such 
information unless required to do so by the Agency.  

 
Volunteer & Intern Guide Acknowledgement: 

¦ As a volunteer or intern with the Agency, I will comply with policies presented to me.  Unless 
this is a volunteer group project, I have received a copy of the Volunteer & Intern Guide and 
understand what is being asked of me as a volunteer or intern of the Agency.   

 
Communication: 

¦ I grant the Agency permission to add me to lists to receive email communication.  I understand 
that I may opt out of them at my discretion. 

 

I have read, understand, and will comply with this agreement. 

Please print your name: ______________________________  Date: ______________ 

Signature: _________________________________________________________________ 
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CRIMINAL BACKGROUND CHECK POLICY AND AUTHORIZATION 
 

I. PURPOSE 
 
This policy establishes guidelines of Catholic Charities of the Archdiocese of Galveston-Houston 
όά/ŀǘƘƻƭƛŎ /ƘŀǊƛǘƛŜǎΣ !ƎŜƴŎȅ ƻŦ //έύ for evaluating any applicant for volunteer or internship 
placement and any current volunteers or interns who have ever been charged with or convicted of a 
felony or a crime of any nature involving moral turpitude or is listed in any child/elder abuse registry.  
Disqualification is not automatic but will depend, among other things, on the nature and 
circumstances of the charge or conviction, the resolution of the charge and the terms of conviction, 
the amount of time that has passed since the charge or conviction, and the position of placement 
involved.   
 

II. SCOPE 
 
This policy applies to all applicants for volunteer or internship placement who have been selected for 
any opportunities.   
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III. POLICY 
 
/ŀǘƘƻƭƛŎ /ƘŀǊƛǘƛŜǎΩ ǊƛƎƘǘ ǘƻ ŘƛǎǉǳŀƭƛŦȅ ŀƴȅ ŀǇǇƭƛŎŀƴǘ ŦƻǊ ǾƻƭǳƴǘŜŜǊ ǇƭŀŎŜƳŜƴǘ ƻǊ ƛƴǘŜǊƴǎƘƛǇ ƻǊ ǘƻ 
discharge any current volunteers or interns based upon a history of criminal conduct involving a felony 
or a crime of moral turpitude or based upon records found in any child/elder abuse registry applies 
to any such conduct regardless of whether (a) the criminal charges were subsequently dropped and 
the applicant was never prosecuted for the crime charged, or (b) the criminal charges resulted in a 
non-conviction such as probation or deferred adjudication or the like, or (c) the criminal conviction 
was subseǉǳŜƴǘƭȅ ŜȄǇǳƴƎŜŘ ŦǊƻƳ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ǊŜŎƻǊŘ ŀǎ ǘƘŜ ǊŜǎǳƭǘ ƻŦ ŀǇǇǊƻǇǊƛŀǘŜ ƭŜƎŀƭ 
proceedings.  CC will consider the circumstances surrounding the criminal charge, convictions or 
registry listing in determining whether to disqualify the applicant.  This factor will include the nature 
and severity of the criminal conduct, the length of time since the criminal conduct occurred, the 
likelihood of rehabilitation, the position applied for held, and such other factors as deemed 
appropriate under the circumstances. 
 

A. Determination of Crime Involving Moral Turpitude 
 

The determination of whether a particular crime involves moral turpitude, which may cause 
Catholic Charities to disqualify an applicant or discharge a current volunteer or intern, shall 
be in the sole discretion of the Agency.  Without in any way limiting those crimes which the 
Agency may determine to involve moral turpitude, Catholic Charities offers the following 
examples as guidelines: 

Crimes involving moral turpitude include, sex-related offenses, child related 
offenses, drug and alcohol related offenses, weapon offenses, theft, robbery, 
burglary, fraud-related offenses, crimes and assaults against persons and 
property defined in Titles 5, 6, and 43 in the Texas Penal Code. 

 
Examples:  Offenses against the person include, but are not limited to murder, assault, sexual 
assault, injury to a child, and abandoning or endangering a child. 
 
Offenses against the family include, but are not limited to bigamy, incest, interference with 
child custody, enticing a child, and harboring a runaway child. 

 
Offenses of public indecency include, but are not limited to prostitution, obscenity, sexual 
performance by a child, possession or promotion of child pornography, and disorderly 
conduct. 

 
B. Guidelines for Determining Disqualification 

 
If Catholic Charities determines that an applicant has a background of one or more felonies 
or crimes involving moral turpitude, the Agency may at its discretion disqualify the applicant 
from any placement with the Agency.  Without in any way limiting the discretion of the Agency 
to determine on an individual basis whether or not criminal conduct should result in 
disqualification, Catholic Charities will generally disqualify applicants for the following 
conduct: 
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(a) An indictment alleging commission of any felony classified as an 
offense against the person or family, or public indecency, or of 
violation of the Texas Controlled Substances Act; 

 
(b) An indictment alleging commission of any misdemeanor classified as 

an offense against the person or family, or of public indecency; 
 

(c) An official criminal complaint accepted by a district or county 
attorney alleging commission of a misdemeanor classified as 
an offense against the person or family, or of public 
indecency. 

 
Factors to be considered by Catholic Charities in determining whether to impose 
disqualification or discharge include the nature and severity of the criminal conduct, the 
length of time since the criminal conduct occurred, the likelihood of rehabilitation, and such 
other factors as deemed appropriate under the circumstances. 

 
C. Compliance with Requirements of Criminal Information Act and Volunteer Services 

Center 
 

All information obtained through the Criminal Background History Check will be used only to 
help determine eligibility for volunteer placement or internship placement.  Also, the 
information will only be disclosed to the person(s) responsiōƭŜ ŦƻǊ // ŀǇǇƭƛŎŀƴǘΩǎ ŘŜŎƛǎƛƻƴǎΦ   
Catholic Charities shall comply with the requirements of the Criminal Information Act, 
including the destruction of criminal history record information (obtained under the Criminal 
History Act) promptly after determination of the suitability of the applicant.  The Agency shall 
comply with all of the requirements imposed by the Center from time to time in order for the 
Center to perform criminal background checks pursuant to the Criminal Information Act. 

 
D. Grievance Process 

 
If a volunteer or intern disputes information that is on the criminal history record transcript, 
όάǊŜŎƻǊŘέύ ƘŜκǎƘŜ Ƴǳǎǘ follow certain procedures to review the record.  First, the person 
disputing the ǊŜŎƻǊŘ Ƴǳǎǘ ǎǳōƳƛǘ ŀ /ǊƛƳƛƴŀƭ IƛǎǘƻǊȅ wŜŎƻǊŘ wŜǎƻƭǳǘƛƻƴ wŜǉǳŜǎǘΣ όάǊŜǉǳŜǎǘέύ 
and his/her fingerprints to the TDPS.  The request may be obtained through Catholic Charities.  
If ǘƘŜ !ƎŜƴŎȅ ǊŜŎŜƛǾŜǎ ŀ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ǾƻƭǳƴǘŜŜǊΩǎ ƻǊ ƛƴǘŜǊƴΩǎ ǊŜǉǳŜǎǘ ŀƴŘ ƴƻƴŜǘheless 
ŘŜǘŜǊƳƛƴŜǎ ǘƘŀǘ ǘƘŜ ǊŜŎƻǊŘ ƛǎ ƛƴŘŜŜŘ ǘƘŜ ǾƻƭǳƴǘŜŜǊΩǎ ƻǊ ƛƴǘŜǊƴΩǎΣ ǘƘŜ !ƎŜƴŎȅ Ƙŀǎ ǘƘŜ ǊƛƎƘǘ ǘƻ 
disqualify the applicant from placement.  
 
 If the volunteer or intern still believes there is a mistake in the record, he/she then should 
write a letter tƻ ¢ƘŜ ¢ŜȄŀǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ tǳōƭƛŎ {ŀŦŜǘȅΩǎ 9ǊǊƻǊ wŜǎƻƭǳǘƛƻƴ 5ŜǇŀǊǘƳŜƴǘ ŀƴŘ 
specify the area of concern.  An investigation by TDPS will be conducted to determine whether 
or not an error has been made. 
 
 
¢ƘŜ ¢ŜȄŀǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ tǳōƭƛŎ {ŀŦŜǘȅΩǎ 9ǊǊƻǊ wŜǎƻƭǳǘƛƻn Department 
P. O. Box 15999 
Austin, Texas, 78761-5999  
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CONSENT AND RELEASE FOR CRIMINAL BACKGROUND CHECK 
 
As a charity organization, CATHOLIC CHARITIES OF THE ARCHDIOCESE OF GALVESTON-HOUSTON 
όά//έύ has the highest concern for the safety and welfare of the public whom it serves.  Accordingly, 
ƛǘ ƛǎ //Ωǎ ǇƻƭƛŎȅ ǘƻ ǇŜǊŦƻǊƳΣ ŀǘ ƛǘǎ ƻǿƴ ŜȄǇŜƴǎŜΣ ŀ ŎǊƛƳƛƴŀƭ ōŀŎƪƎǊƻǳƴŘ ŎƘŜŎƪ ƻƴ ŀƭƭ ŀǇǇƭƛŎŀƴǘǎ ŦƻǊ 
volunteer placement or internship placement.  This information is used to help determine eligibility 
for volunteer placement or internship placement, and will not be disclosed by CC except to the person 
or persons responsible for CC screening and on as needed basis in the course of volunteering or 
interning.   
 
Authorization to Conduct Investigation:  I understand anŘ ŀƎǊŜŜ ǘƘŀǘ // Ƴŀȅ ǇŜǊŦƻǊƳΣ ŀǘ //Ωǎ ƻǿƴ 
expense, a criminal background check on applicants for volunteer placement or internship placement, 
including a criminal background check on me and the information contained in my application and 
the attached historȅΦ  !ǎ ŀ ŎƻƴŘƛǘƛƻƴ ƻŦ ŀƴŘ ƛƴ ŎƻƴǎƛŘŜǊŀǘƛƻƴ ŦƻǊ //Ωǎ ǊŜǾƛŜǿ ƻŦ Ƴȅ ŀǇǇƭƛŎŀǘƛƻƴΣ ƻǊ Ƴȅ 
continuing placement with CC if I am a current volunteer or intern, I hereby give permission for CC to 
obtain information relating to my criminal history record.  I understand that this criminal history 
record may include arrest and conviction data as well as plea bargains and deferred adjudications.  I 
also understand and agree that as long as I remain volunteer or intern of CC, a criminal background 
check may be repeated at any time.  I understand that I will have an opportunity to review my criminal 
history record and that a procedure is available for clarification, if I dispute the record as received. 
 
General Release from Liability:  On behalf of myself and my agents, representatives, heirs, executors 
and administrators, I hereby release, discharge, and forever hold harmless CC, and each of their 
agents, employees, representatives, and directors, from all liability, costs or damages resulting from 
the investigation of my background in connection with my application for volunteer placement or 
internship placement at CC. I agree not to sue CC, or the Center, or any of their agents, employees, 
representatives, or directors, for any claim or cause of action related to or based upon this 
investigation. If accepted as a volunteer or intern or if a current volunteer or intern, I agree to abide 
by all rules and policies of CC as explained in the Volunteer & Intern Guide, including any amendments 
that may be made from time to time.  I also agree to notify CC immediately in the event that I am 
indicted for a felony or crime of moral turpitude.  
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Please print the following information.  This information is needed by the Texas Department of 
Public Safety to conduct the Criminal Background History Check. 
 
First Name:         Middle Name: ___________________________ 
 
Last Name:         Maiden Name: __________________________ 
 
Have you had a Name Change, had other Married Names or used Nicknames or been known by Any 
Other Name/s: 
__________________________________________________________________________________ 
 
Social Security Number:   _   Date of Birth: ____________________________     
 
5ǊƛǾŜǊΩǎ [ƛŎŜƴse Number: ______________   State of Issuance: __________ Type/Class:_____ 
 
Place of Birth: _______________ Country of Citizenship:____________________________ 
 
bŀƳŜ ŀǎ ƛǘ ŀǇǇŜŀǊǎ ƻƴ 5ǊƛǾŜǊΩǎ 
License:____________________________________________________ 
 
Current 
Address:_______________________________________________________________________ 
 
City, State, Zip 
Code:____________________________________________________________________ 
 
County:___________________________________________________________________________
___ 
 
Home Phone: ______________________ 
 
Mobile Phone:______________________ 
 
aƻǘƘŜǊΩǎ aŀƛŘŜƴ bŀƳŜ όƴŜŜŘŜŘ ŦƻǊ ƛƴǘŜǊƴŀǘƛƻƴŀƭ 
searches):___________________________________ 
 
All previous address for the last 5 years ς Address, City, State, and Zip Code, county if known: 
 
__________________________________________________________________________________ 
Failure to fully and accurately provide the information requested above, or falsification of any 
information requested, will result in removal of the applicant from consideration for volunteer or 
internship placement or discharge from placement if currently a volunteer or intern. 
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I certify that I have read, fully understand, and accept the policy and all terms of the foregoing 
Background Check Authorization and Consent and Release.  I understand that the company may use 
any information obtained in making decisions regarding my employment with Catholic Charities of 
the Archdiocese of Galveston- Houston. I certify that all information provided on this form is true, 
accurate, and complete. 
 
 
 
 
____________________________           __________________________  ________________ 
Printed Name    Signature     Date 
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 Catholic Charities Acknowledgement Form 

St. Michaelôs Homes for Children and St. Jerome Emilianiôs International Foster Care and Group Home programs 

The following is being provided to you as an applicant to an agency program that provides services to the Office of Refugee 

Resettlement (ORR) Unaccompanied Alien Children (UAC) population.  

ORR is committed to providing a safe environment to all UAC in its care, including protecting UAC from sexual abuse and sexual 

harassment. In order to ensure the safety of UAC, who are under the age of 18, care provider facility staff, contractors, volunteers, 

and interns, must comply with the following Code of Conduct. 

1. Volunteers and Interns will not engage in any form of sexual abuse or sexual harassment, as defined at Section 4.1 of 

ORRôs UAC Policy Guide. 

2. Volunteers and Interns will not verbally or physically abuse any unaccompanied alien child. 

3. Volunteers and Interns will not engage in sexual contact with anyone while on duty or while acting in the official capacity 

of their position. 

4. Volunteers and Interns will not exchange letters, gifts, pictures, phone numbers, e-mail addresses, or social media 

information with any UAC in ORR care or within three years of the childôs discharge. Requests for exceptions must be 

submitted in writing to and approved by Catholic Charities Program Leadership. 

5. Volunteers and Interns may not have contact with any unaccompanied alien children outside of the care provider facility 

beyond that necessary to carry out job duties while the child is in ORR care or within three years of the childôs discharge. 

Requests for exceptions must be submitted in writing to and approved by Catholic Charities Program Leadership  

6. Volunteers and Interns must confine their relationships with UAC families and sponsors to those activities which fall 

within the scope of the volunteers and Internsô job duties. Requests for exceptions must be submitted in writing to and 

approved by Catholic Charities Program Leadership. 

7. Volunteers and Interns may not engage in a romantic or sexual relationship with a UAC while the child is in ORR care or 

within three years of the childôs discharge. 

8. Volunteers and Interns may not live with a UAC within three years of the childôs discharge. 

9. Volunteers and Interns must report knowledge, suspicion, or information about sexual abuse, sexual harassment, or 

inappropriate sexual behavior according to mandatory reporting laws, Federal laws and regulations, and ORR policies 

and procedures. 

10. Volunteers and Interns with knowledge or information of a Volunteers and Interns violating this Code of Conduct must 

report this knowledge or information to their supervisor.  

11. Volunteers and Interns have a continuing affirmative duty to disclose any misconduct that occurs on or off duty. 

Catholic Charities must immediately dismiss any volunteers or interns who violates this Code of Conduct. Catholic Charities must 

suspend any volunteers or Interns suspected of violating this Code of Conduct pending investigation. 

This form meets requirements set forth by the Office of Refugee Resettlement Section 4: Preventing, Detecting, and Responding to 
Sexual Abuse and Harassment, 4.3.5 Staff of Code of Conduct.  
 
I also understand that this acknowledgement form will be maintained as part of my volunteer or intern file.  
 

_________________________  __________________________  ________________  

Printed Name     Signature     Date 
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 ***Catholic Charities will provide notary services*** 
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