Specual Commlss:on of Inquiry mto matters relating to the Police
_Investigation of certain child sexual abuse allegations in the
Catholic Diocese of Maitland-Newcastle

STATEMENT OF ELIZABETH DOYLE
of ‘
RELPAcTE D

STATES ON OATH:-

1. | provide this statement in accordance with the provisions of the Speclal
Commissions of Inquiries Act 1883, '

2. In providing the answers in this statement | have gdopted the gquestions which
have been posed to me by the Special Counsel for the lnqulry and contained
within the letfer dafed 13 June 2013

3. This statement is produced by me fo the Spemal Commission of Inquiry
unwillingly and only on the basis that, without exception, section 23(2) of the.
Special Commissions of Inquiry Act 1983 applies to resfrict the use of this
statement and the documents referved in it, and attached to it. -

4. Pursuant to section 23(2) of the Special Commissions of Inquiry Act 1983 | object
to the information contained within this statement, and the aftachments to the
statement, being used in-any criminal, civil or other proceedings or inquides or
investigations of any kind, '

1. Details as to:
A. Wis Doyle’s background, qualif‘ cations and experience, including:

i. Ms Doyle's date of commencement of employment wlth the Cathoiic
" Diocese of Maitiand-Newcastle (“the Diocese™). ‘

5 1 éommenced employment with the Diocese on 4 Januagy 1993,

Signed Signed

veuracene YR sey o any” - . .
. LT TTI TS ST RS LY T T Py ey

Deponent “Wilness '

in



10.

1.

12.
13.
14,
.18.
16.

17.

2

Prior té my employment with the Diocese | worked in the travel Industry. | worked

| , _
in the trave! industry for about 18 years 1 from 19 September 1873 to December

1992, |

|
i I The positions {including job desciiptions for those positions) that
. Ms Doyle has held in the Diocese during the episcopies of
|~ Bishops Clarke, Malone and Wright.
| was iBishop Leo Clarke’s secretary from 4 January 1893 until Bishop Clarke
ret:redlm early November 1995,
Attached to this statement and marked “Annexure A" is the Job Descnpﬂon
dated 9 Nevember 1982.
in Nonmber 1995 ) became Bishop Malone’s secretary and remained in that role
until S;eptember 2007.

I 2005 my position description changed and took in the tllie of office manager in
addmon to being the Bishop's secretary.

Attached to this statement and marked “Annexure B" is the Diooese of Maitlano-

’ Nawcdsfle Fosition Description and Person Specification signed by me and

wiinessed by Bishop Malone on 27 Aprit 2000,

in Sepltember 2007 my role fitte changed from secretary-office manager fo
beooming Bishop Malons's personal assistant.

Attachéd to this statement and marked “Annexure C” is the Diocese of Maitland-
NewcaLlle Role Descnptlon | have racorded in blue bnro the {nscription "eff
(effectsye) Sept 2007".

| .
] remai:;'ned Bishop Malone’s personal assistant until he retired on 14 June 2011.

On 15 UUne 2011 Bishop Wright was ordained as the Bishop and | became hus
personal assistant, '
On 19 February 2013 fny fole title changed from personal assistant to executive
assistaht to Bishop Wright. '

Attach%d fo this statement and marked “Annexure b" s the Diocese of Maitland-
Newcastle Position Description signed by me and withessed by T Brileriey on 19

: Fenmalry 2013,

nnnnnnnn

e Signed : Signed i 2

Depanent
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2 Ms Doyle’s uuderstandmg of the purpose of the “Speclal \ssues” file held at
the Diocese; includlng defails as to: :

A. When the ﬁ!e was created:
18. 1 cannol remember exactly when the'file was created however it was during
 Bishop Malons's episcopie as Bishop.
B. What type of documents were contamed w:thin the file (from time of its

creation onwards).
49.  Cotrespondence and documents relating io aliegations of sexual abuse,

20. It also contained correspondence that did not relate to sexual abuse including
professional conduct issues.

G. Wha has had ascess to the file (from the time of its creatiots onwards); and
2.  During my time at the Diocése the following peogle hed access 1o the file:
i. Bishop Malone; A | |
{i. Bishop Wright;
i RS |
. The Vicars Genera from the fime of the creation of the file;

v. |cannotputa specific time frame however, in the !a'_sl 18 months o two years,
Teresa Brierley who is the Vice Chancallor of Pastoral Ministries; and

vi. Myself.

D. Ms Doyle’s understanding or knowledge 6f the reasons for the- title. of the
fite.

22, | don't rememberwho came up with the name “Spedial Issues”,

23. | don't remembar specifically the reasons for the title of the file however ag | have
stated In paragraphs 19 and 20 | was aware of its contents. '

resvvecenien [ Iy ) ( . e Signeq-v--v-‘lh
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3. Ms Doyle's understanding or knowledge of:

“24,

V 250

26.

A, Files| held at the Chancery andlor Bishop’s office in relatlon o

correspondence with the Vatican andlor Holy See which provides details of
priests accused, or criminal charged with, sexual abuse of the chitdren; and

| em|aware of a file in the “Speoial lssues” filing cabinst in the Bishop's office.
This file is marked ‘CDF* which stands for ‘Congregation of the Doctrine of the
Faithl.
The gontents of this file are copies of documents forwarded to the Vatican and/or
the l-*oly See,

. The substance of such correspondence.

From what | have seen it lists the priest's name; a fimeline/summaty of charges;
whether the person charged was found guilty and whether they were sent fo gaol,
1t also contains Information regarding whether the priest was dead or alive and

whether the priest had been stood down from minisiry. It also contains the

names of victims.

4. Ms Doyie's knowledge or awarensss of any guidelings, profocois ana!or
requirements, writters or oral, durlng the episcopies of Bishops Clarke, Malone
andfor Wright, in relation to the reporting by Diocesan officials or staff of
allegations of sexual abuse by priests to the Police, and the circumstances in
which this knowledge or understanding was obtained by Ms Doyle.

27.

28,

30.

----------

Deponent

| . .
1 believe this document was. produced by Zimmarman Services.

To m& knowledge during Bishop Clarke's episcople there were no guidelines,

| protoc'laols or requirements In relation to the issues covered in this question.

In 19&:)6 the Diocese followed the ‘Towards Healing Protocols’ until 2006.

In .zobs } recelved t_raming in relation to child protection, Helen Keevers of
Zimrarman House conducted this training. _
Last fear or early this year all staff attached to the Diocese including myself
receiv!ed a document outlining the protocol we were to follow should a person
contacll>t the Diocess in relation to child protection issues. :

Sigred

Signed e 4
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8,

33.

35.

6.

38.

37.

38.

5.

Attached to this statement and marked sapnexure £ is a document fitled
Protocol for the Support of all Persons who make enquiries fo the Dfocese of
Mait!and-Newcasﬁe :

Details as to any instruct:ons, written or oral, given to Ms Doyle during the
~ episcopies of Bishops Clarke, Malone andfor Wright, in relation to
requirements to cooperate with Police enquiries and/or fo provide documents
to Police on request andlor to volunteet any documents fo the Police. If these
instructions are in writing, defails as fo the author, date of creation and nature

of the“document, and to whom it was disseminated.

[ was not given any instructions in refation to this question during Bishop Clarke's
episcopie. | _ .

Bishop Malane gave me an oral instuction that | was to assist the Police with
whatever the Police asked for. ! cannot recall actual words he used, but it was
words to the effect of: '

"If the Police want access fo files, give it to them.”
Bishop Wright has also given me an oral Instruction o assist the Police with
whatever the Police ask for,

Ms Doyle's awareness or knowledge of any policy, procedure or canon law
requirement in relation to: ‘

A. The keeping of secret or confidential Bishop's files regarding ciergy;

* 1do not know of any policy, pracedure or canon law that retates to the keepig;g of
secret or confldential Bishop's files regarding clergy. .

B. The destruction of any confidential or dther rec;)rds vegarding the
clergy; including the circumstances in which Ms Doyle became aware of
these matters.

1 do not know of any policy, procedure or cahon law that refates to the destruction
of confidential or other records regarding the clergy. However | am aware that
fast year Bishop Wright issugd a memorandum addressing this issue.

Aftached {o this statement and marked “_Anne)iure F” is ‘a copy of the
memorandgum. | :

. Signed " sighed

Daponent

 Wilness
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7. Whether, 1.10 Ms Doyle’s knowxedge, there has heed any destruction of Diocesan
recards rélatmg to the clergy, and if so, the nature of such documents and the

circumstahces in which they were destroyed
‘39,  jam nqt aware of any destructnon of Diocesan records relating fo the clergy.

40, To myLknow\edge surp!us coples of the minutes of the meetmgs of the T owards.
Healing Panel were destroyed. However hardcopies andlor electronic versions
were retained. :

wuethe'r Ms Doyle has personally typed any correspondence o any person' or
oraamsat‘ion outsrde the Diocese which concerns: o

A. A&cusatuons of sexual abuse of children agamst clergy of the Diocese
41.  Yes, l have fyped correspondence in relation fo this issue however | don't
remember any of the specifics.

B. AI'I gations ot reports of- sexua! abuse of children by Fathers Fletcher
and/or McAlinden {Including the date and authot of that correspondence
at{d on whose instruction it was sent} ‘

‘42. - As l!have stated above | don't remember any of the specifics of such

correspondence. -
9,
PCDACED -
43,
4. ‘
48, :
sged . C Signed e ®

Deponent » Wilness



47.

IR S S

48,

"10, Whether Ms Doyle has been asked take an oath of secracy or conf‘denﬂauty in
relation to the business of the Diocese, and if so, the nature of the oath, and
the circumstances in which that oath was taken. If such an oafth was taken,
please also indicate in the statement whether'the taking of such an oath has

" impacted in any manner on the extent to which Ms Doyle is or has heen able to
provide cooperation oy assistance to the Inquiry, and on the preparation of her
statement. '

" 49. | have never been asked fo take an oath of secrecy or confidentiality.
§0.  |have nevertaken an oath of secrecy or confidentialily. |
11. Any other matter considered relevant to the Inquiry’s Terms of Reference.

51.  |am not aware of any ofher maiter that would be of relevance to this Inquiry.

Sw'om at Newcastle
Signed

Signature of Deponent
shilz -
Certificate of Witness
{ ceriify the following matters concem'ing' the person who made this affidavit {the deponent):
1. 1saw the face of the deponent; and |
2. 1 have confirmed the deponent's identity using the following identification document:
' I bt ac&vcé e

ldenﬂﬁogtion document reli o?~

Signature of witness : - T ’?_ 1
. Slgned evivevgryspysasfons ronfueedt vrecen

Level§/384 Hunter Street, Newocastle 2300

- ave .
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JOB_DESCRIPTION,

Seonretary to Bishop
Reports to: Bishop of Maitland,

‘5esgogsibi ities:

provides the total secretarial functiom to the bishop which
inocludes _ : ' ' -

(1) typing and shorthand

(2) arrapgement of meetinga

(3) telephone calls

(4) 1liaijson with clexgy '

{5} completion of "ad clexums" :

(6)+ maintenance of Bishop’s ssal vegister

(7; resppnsible for allocation of excess Mass offexings
(8)

{9)

meintains sustentation mctount (Bishop’s personal a/c)
preparation of merriage dispensations (per V.G.)
(10) Trust a/o records. | B

Additionally the secretary provides  sowe secretarial
assistance to the Diocesan Vicar General and Business Nanager.

. Other duties include: .
. ,Mixiu—t_:e' secretary at Diocesah' Finance " Counoil neatings

(menthly)
2. h(&inu‘t;: sea)rete,ry at . Diocesan Bducation Council wmeetings .
_ narterly) . : _
3. nute secretary at some clergy conferences
4, Some| lanchtine Aswitchboard relief.

e~

"THS 2RO OIONEG nrvere PAGEBISESTR AN BRNENUTD
ONINE0. £, 10 1120 2HICEVEE OF oo
B4 palar,, L., swomfdaclared

efora me
IR/ 2 o1 AR R
day of J WA

ifensgrone

9 Novenmber 1992

signed

Signed
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This and the fOlOWiMGuueesemn pages is
11111+ JO— referced foin the affs
sworn/de,
| AT—— this
day of 20....:

DIOCESE OF MAI TLAND—NEWG{STLE
POSTION DESCRIPTION AND PERS‘ON SPECIFICAH ON

IDENTIFYING DATA.
Position Title: Bishop’s Secretary/Office Managey
Occupant: . Blizabeth Doyle

'. Department: - : Chancery Office
Reports To: _ Bishoé of Diocese

ESSENTIAYL XN OMEDGE'AND QUALYFICATIONS
o Office Management skxhs

o Abjlity to Haise with people af all levels, backg:omds and fo understand and Jisten
with compassion (face to face and telephone)

o Wide knowledge of the Church in this Diocese and a commmnent and loyalty to the
Mimsuy and ethos of the Catholic faith, the Bisbop and Vicar Geperal

¢ Ability to maintaio. confidentiality

o Word processing skills
'mlsandthefollowlng 5 .. pages bs/are the annaxgre
‘ v : - .reter(ed to In the afiidavit of .......
Essential licences and/or cextificates , 6:‘75@. ..... b4 {2 swarrzldz:elaf::f betors o
. | , thig. 22
verte T3 !
o Driver’s Licence daynf Jk 7 '20”‘43"

o Word Processing Certificates v

Other requirements/experionce desired/attributes

Signed

o Ability to use Microsoft office programs

o Understending of the principles of Occnpatxonal Health & Safety and E Eaqual
Employment Opportunitics '

o  Commitment to the local Chuich, Clergy and religfous R
' Signed



POSITION ROLE OR AIM
To assist the Bishop and the Vicar Genersl in their day to day running of t.’ne lifsofthe
Diocess by helping their “business” lives to xon smoothly, 4
ACCOUNTABILITY AREAS
Xey Result Avea Objectives Performance Indicators
Correspondence | To ensure cotrespondence is { Work completed acowrately
L completed as soon as and on time
possible following
instruction from the !._’»islmp
| st supervision Bnsure smaximn . | Work completed acourately
: performance of parttime | and ontime
staff member _
Bishop’s Diary Titnely and accurate | Best use of Bishop's
preparation of Diaty available time
Cormnunjeation Liatse and communicate Good channels of
with people at all levels - commpunication
j keeping in mind the ethos
5 2and ministry of the Church
Record keeping - Fnsure alldocumantaﬁon, Acourate and up o date
dispensations etc axe - | recording
reconded. ‘ :
Loyelty to Bighop TokeepthoBishop's | Havethe Bishop’s trust
- confidence _ :
Loyelty to Priests To kesp the Priest’s trust Have the Priest’s trust
¢ and make them feel :
'} welcome at the Chancery Puests do visit the Chancery
Office | Offico
Signed

signed




SCHEDULE OF DUYIES

Issuing various Marrisge documents
Ananging Bishop's/Priest’s ttavel and functions/seminars
Secretarial duties for Bishop and Vicar Geuexal

o Preparation and management of Bishop's Diary

s DBanking _

o Running exrands -

o Keep office running eg oxdering stationery, maintaining equipment
o Filing _
» Follow-up telephone calls _

o Preparation of Liturgy booldets for Bishop

®

°

-

JNTERPERSONAL SKILLS REQUIRED N THE JOB

Signthicant Contact Reason
Financial Secretariat—Ditector Special issue matters and financial
. qutions : _

Atrequest of Bishop

Catholic Schools Office - Direofor School matters
At request of Bishop

Priests Various parish mattexs

| Anglican Bishop’s Secretary Two Bishop's Trust

Eoimenicsl Services, meetiogs et

Signed




DELEGATIONS OF AULHORDY

!

A Opemtio'réfs

Power to zedirect sensitive enquiries to other appropriate personfs as well as answering
sensitive enquiries ~ both face to face and telephone. '

B. Operating and capital expenditure
o Purchaselof office supplies and equipment 10 a reasonable amount |
e Responsibﬂity for petty cash

C. Administrative

o Authority to use the Bishop’s signature stamp on cheques

o Authority to sign letters on behalf of the Bishop
o Authority to meke contact with people on behalf of he Bishop
|

{
i
i
|

D. Persomzéz'l

° R%mnsibﬂny for one casval staff’ member (wfhm*ity to change days of wotk, organise -
work, reprimend ofc)




RESPONSIBILITY AND IMPACY

4.  Stqff Establishment

Number of positions reporting direcrté you 1 Part time staff member

" Total mamber of subordinate employees . Asghove

B. Budget igures

Income

Expenditure

Capital expendifure

SIGNATURES

Job Ocoupant

- Gigned

Inomediate Superior

Signed

_ Of which Selavies/Wages  § M .
Other |

C. Other Relevart Dimensions

Nit

Signed Date LYo D

seevesuITr g . [ R LY T

. _ .
Signe ) Date ‘2\?« ‘éﬂm
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i D!OCESE OF MAITLAND~NEWGAS’TLE | Yors
' ' roﬂowfng,. . :
ROLE:‘ DESCRHREION ¢ o v Pages lefarg
s mﬁ'ﬁ%»;?ﬂtefer{ed tainthe affiga nﬁ;annm,
af......,,‘, e s WonYdertareg.
e ,gm i 1 et bim’am
Ro[e’ | R U44100004,, 20 / ﬁ "
Personal Assistant (FA) to both Bishop Michael Malone, Blshop of the Diocese of -
Maitland-Newoastle and Teresa Brierley, Vice Chancelior Pastora! Ministries of the
oncese of Maitiand-Newcastle.
Purpose of Role: | ' '
' To provide high-level secretana!ladmmistraﬂve support fo the Bishop 80 as fo enable him
fo effectively minister as the pastoral leader of the Diocese of Malﬂand—Newoastle
" uuties:

> Loyalty o the Bishop

o keep the Bishop’s confidenceftrust
e maintain confidentiality at all imes
* » ensure Bishop and his needs are 1% priority at a!t ttmes

> Loyaltyto Clergy
¢ keep the Clergy's trust/confidence )
¢ ensure Clergy feel welcome when visiting the B:shop end the Chancery

® 8 » o ¢

¢ © 3 &

> . Preparation & Management of the Bishop's diary

sole control of electronic diary/calenday

deai with all requests for appoihtments

make appointments ensuring a feashhle schedule

redirect any requests for appomtments to other appropriate persons as deemed
necessary

liaise with the Comrunications Team in the researching of material necessaty for
the preparation of homilies, talks efc

ensure all relevant documentation is at hand in readiness for upcoming events
schedule parish visitations/confinmations

consult the Bishop if necessary

brlef the Bishop as required

> Correspondence ’ .

Signed

------ redirect to-otherappropriate persons.as deemed. nec&ssam

handle all electronic and hard copy
forward elecironic fo Bishop where deemed appropriate
respond to all, where feasible

to bishop as instructed/deemed necessary

process matters of a confidential nature as instructed by the Bishop
maintain fiting system in Bishop's office .

prepare weekly communication fo clergy

authorise content of weekly communication to clergy

Signéd



» Telophone ,
e recaive all calls for the Bishop andfor PA
o deal with all, where feasible
e screen all calls for the Bishop ‘
_» redirect¢ lIs to other appropriate persons as deemed necessa

> Bishop's Oorpmissions/Committees
o lialse with appropriate personnel »
» atrange travel fo attend conforences/meetings efc .
o prepare tneefing papets/documentation where the Bishop is the Chair/Sectetary
e ensure all necessary documentafion is at hand for attendance at meetings

> Child PratecILIon Management '
s oversee g'scarnment & processing by Chancery staff

> Event Management
Clergy Conferences
‘Clergy Retreats ' , : ‘
Jubitasians Masses/l.uncheons ' ‘
Clergy Filnerals
Voiuntea*s thank you gatherings
other as ilnstruoted by bishop

8 2 6 © @ o

» ‘Personal Interaotion
Clergy and parish personnel of the Diocese .
Clergy of|other Dioceses/Religions )
Religious Congregations
Ausiralian Catholic Bishops and staff
Anglican i&aishop of Newcastle and staff
‘Chancellor & Vice Chancellors of the Diocese
Heads of Agenoy and staff of the Diocese
Dignitaries and others visiting the Bishop : .
Liaise & communicate people at all levels mindful of the ethos and ministry of

the Church :

o © 8 @ & & ¢ o ©

» Chancery & Reception _ :
coordinate the day-to-day operation | : .
supervie staff (4) ' .
manage $taff leavelensure adequate staffing at all fimes
- define roles ,
priotitise work for Chancety Administrative Asgistants
ensure eventual muiti-skilling of Chancery staff in au_ fasks
ensure/monitor gn-house training’ of new Chanosry staff _
ensure staff undertake professional development as deemed necessary B
ensure staff are welcoming ‘and are mindful of and demonstrate the ethos &

ministry of the Church

o 9 5 ¢ & © ¢ 9

!

¥
!

|
Signea
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,Tgresg Brietley

Purpose of Role: ‘
To provide high-level secretarialfadministrative/personal support fo the Vice Chancellor

. 50 as to enable her to effectively support the Bishop, at executive level, in his ministy as
the pastoral leader of the Diocese of Maitland-Newcasile as well as {0 support the Vice
Chancellor in her posiﬁon as a Head of Agency of the Diocese.

© Duties:

>

Loyalty fo the Vice Chanoe!lbr
o keep the Vice Chaneellor's confidence/trust

o maintain confidentiality at all fimes

Diary
o make appointments as requested by the Viee Chancellor .
e discem requests for appointments and make ¥ deemed necessary

o be aware of the Vice Chancellor's whereabouts

Corrgspondence

o flaise with the Vice Chancellor conceming the Bishop’s correspondence as
deemed necessary _

o process correspondence as requested by the Vice Chancelior

o process matfers of a confidenﬁa! nature as instructed by the Vice Chanceﬂw

Telephione
o receive/make calls as required '
¢ dea! withfredirect calls for the Vice Ghancs!!or to other‘* gs desmed nec:essaw

" Vice Chancellor's Commitiees

» {laise with appropriate personnef
o organise any dotumnentation as requestedldeem necessary

o organise travel arrangements where necessary

Event Management
¢ as required

Personal Inferaction
o Diocesan Pastoral Support Unit Staff
¢ Heads of Agency and Diocesan Staff

Signed



* Diocess of Mattland-Newcastle - ) Position Description

s The Bishop's Office exists 1o support the bishop, clergy and parishes of the dlocese. .

POSITION DESCRIPTION
1. POSITIONTITLE: Execulve Assistantiothe 12, sTATUS/ - Full-time (37.6hrsiwk)
. Bishop CLASSIFICATION: ,
3, SERVICEFAGILITY Ch ' . LO : BT Funter 86 _
| ancery 4. LOGATION Newcastle West
5, RELATIONSHIPS: ~ Sishop _ 6. DIRECT REPORTS:  Support Officer—
. Vicar General ’ B‘Shnps Office
Vice Chancellors
Diocesan Executive
Diocésan Clergy ‘
b Director - Ceafiollc - (
| Scheols . [Tt 20 e OOWING.con o PGS /e T arinersre
D]remr - Oathnﬁccara 'im yas: 4.m.......fef5md ‘0 ’ﬂ u‘lﬁ aﬂfdaﬁﬂt uf-““uunnw
social Serv ices ’ L cm%nm &4 Mgeltfi‘(léﬂswow d“mm’om mB '
Management aﬂd ) wﬁm&amﬂnl"hmuum!SOH PRI PSS TRARCIVINI A forany
personnel of the 0 O] v op {3 cere g
Chancery . 4 e . :':' : * hend .
Manager - Zimmesman o
i ' Services
R o ' t - ) . :.‘
7. OVERALL POSITION OBJECTIVE '
i  Theroleof the' Evecutive Assistant to the Bishop provides high level professional and day to day
administrative Support fo the Bistop. |
. |
8. ORGANISATIONAL ENVIRONMENT

o The Diocese of Maitiand-Newcastle provides pastoral, social welfare and educational services for
the community in Newoastle, Lake Macquarle, Hunter and Manning areas of NSW.

s The Diocese of Maitiand-Newcastie is a gacgraphicatly, organfsationally large and diverse church,
hetd togelher by a shared faith and the over arching authority of the Bishop. Thus far the central
authorify of the diocese contalng @ number of competing needs and wants with competing loci of
power, influence and control. : '

« The diocess has within Itforty-wo parishes, which operate as canonioally distinct entifles. Tha
Chancery, consisting of the Bishop's Oféice, the Diocesan Pastoral Suppott Unit (DPSU), Financlal .

and Administrative Sarvioes (FAS) they exists o sstve thess parishes and the wider community.

o The ldiocesé has within it fifty five Independent systemic schools operating under the auspice of the
Catholio Schools Office, a soclal services arm operating in a legaily distinct entity, known as :

CathoﬁcCat Soclal Sewvices.

(Refer to Organiisational Chart)
|

!

o Intermediate to Advanced profiolency
Excel, Access, Outlook and lntemet.

]

in the use of Microsoft Office Suite speolfically with Word,

s yes et
Bi_shop’s Office

‘Signed . _ - Page 1066
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* Diseese of Maitiand-Noweastle

Fosition Deseription

. p—

* &

10, CONMPETENCIES, SKILLS & EXPERIENCE REQUIRED (Sefection Criteria)

Essential

Understanding of and commitment fo the mission of the Catholic Church and the Diocese
Experience in an Executive Assistant role or gimilar ~ provide high level professional and day to day
administrative support

Ability to maintain confidentiality _

Excellent interpersonal and communication (written and oral) skills. |

Ablilty to organise, prioritise and manage several tasks at one tme in order to meet & deadiine
Capacify to work effectively alone as well as a member of a team

High-level computer skilts, parficularly with Miorosoft Office Suite

Ability to hangle difficult situations eg., ditficult phone calls
Event management expetience .

11. KEY ACCOUNTABRITIES
Key Performance

Key Tasks performance Indicators

Avea

4. Ethos and Mission

“Uphold through word and deed

the spirit of the Catholic falth
Actively support the Blshop's
Executive Team

Estabish harmontous .
refationships with colleagues
within the Chanoery
Condribuie t & climate of
hospitality and welcome within
the Chancery

Maintain confidence/trust of the
bishop and clergy

¢ Live by example
« Happy corridor enyironment
« Confidentalily maintained

2. Chancery Office
Team

Support processes of team
bullding within the chancery -
Agtively contribute fo Chancery
feam meelings

Contribute o effgctive
communication within the
Chancety

Provide loyalily to professional
colleagues within the Chancery
Maintain the confidentiality
provisions of the Chancery
Develop an active commitment
{0 ongoing personsl and
professional development

« Regular atfendance at Chancery
meetings and social morning teas
etc .

« Ensure relevant information
passad on fo those coicerned

« Participats in ongoing professional
development

3. Preparation and
Management of the
Bishop's Diary

Manage the Bishap's electronic
diary/calendar

Deal with all requests for
appointments

Make appointments ensuring a

» Bishop helng aware of his

o Lackofcomplaints

commitments

feasible schedule

Redirect requests for
appointments fo appropriate
personnel as deeined
appropriate.

«...Nodash of appointments_
» Ahappy bishop

~Bishop's Ofies Signed
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” Diocese of Maitland-Newcaste

Positian Description

+ Liaise with the Communications-
~ Team in the vesearching of

material necassary for the
preparation of homifies, tatks
eto when required

o Enstire sl relevant
documentation is at hand in
readiness for upcoming evenfs

o Schedule parish '
visitations/confirmations

4. Correspondence and
Telephone

« Manage all slectronic and
hardcopy comrespondence

« Forward appropriate elestronic
correspondence to Bishop

» Respond fo comespondence
where required

« Redirect correspondence fo
approprlate personnel

o« Process matters of a
confidential nature as instructed
hy Bishop

» Maintain the filing system In the
Bishop's office

» Prepareldistribute weelkly
communicafion o clergy -

o Authorise content of weekly

communication to clergy

| o Recelve all telephone calls for

the Bishop

¢ Screen calls and deal with calls
as appropriate ,

» Redireot calls to other personnel
as appropriate

« Correspondence aftended toin a
timely manner

»-No complainis
« Confidentiality maintained
o Clear communication

» Tolephone managed i a timely
manner

5. Bishop's ACBC
Commissions/NSW
Commitices

= Llalse with appropriate
personne! .

» Amange travel to aftend
conferences, meetings eto

o Prepare meeting
papersfdocumeantation where
the Bishop is the
Chale/Secretary

+ Enstre all necessary
documentation Is at hand for
attendance at meetings

Knowiedge of current personne!
o Bishop apprised of aif relevant
corespondence in a timely
manner

©

6. Event Management

o Coordinate organisation of
clergy conferences and retteats

» Coordinate organisation of
Jubllarians' Massas/L.uncheons

s Organisefcoordinate
organisatfon of clergy funerals

« Goordinate/organise any other
events as regquested by the
Bishop

s Evenis are a success

7. Communicaton

i
1

s Communicate with clergy and
- parish personnel as appropriate
o Llaise with clergy from other
Dioceses/Rellgions

s High-quaﬁy. Ttormativé
communiloations delivared to
stakeholders within deadiines

Bishop's Office

Signed -

» Communicate with Religlous
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” Diosess of Maitland-Newcastle

Position Deseription

Congregations as required
Communicate with olher
Australian Cathollc Bishops and

staff as required

Communicate with other Heads
of Church as required
particularly the Angflican bishop
and his sfaff .
Communteate with Chancellor
and Vice Chancellors of the
Diocese as required
Communicate where necessary
with Heads of Agency and staff

~ of tha Dlogese

Communicat with Dignitaries

- and Bishop's visitors as reaulred

8. Bishop's Diocasan
Advisory Groups

Provide administrative support -
to the Bishop's Exacutive and |
Comblned Exeoutive Team
Provide administrative support
to the Towards Healing Panel
Provide administrative support
tothe
Consultors/Trustess/Counci! of
Priests

Pzavparaﬁonrldistr}buﬁon of
meeting papers in a timely

‘manner

6. Child Protection

Support Manager and staff of

Chlid Protection
Unit/Zimmerman Services as
requirad :

¢ . Ensure GOmect provesses ars

followed around clergy

Manager/staff are supported as
vequired

10. Other Dufies

Carry out other dufles as
required

Cooperation

What?

42, SIGNIFICANT CHALLENGES (short & long term)

Why?

13. ORGANISATION POSITION CHART

[ Bishon

]

Executlve Assistant to the Bishop

Bisho)p*s Office

: Sig_néd o
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" Diocess of Msitiand-Neweastle ' . Position Description

14, EMPLOYMENT GONDITIONS
Performance Mahagement
. Petformance agréement bi-annually with appraisal and reviews
Reward & Recog;ntﬁon . :
Educational and development opportunities negofiated bi-annuslly
Remuneration ; o S .
Agreed salary an;p conditions comparable fo industry standards and level of responeibility

15, OTHER RELEW}NT INFORMATION
Ocoupants must:

have a current drivers licance; :

abide by the ILaws of the Commonwealth of Australia and-NSW and the pollces of the Diocese. Any
crimina) or ciVit action taken agalnst the occupant must be reported immediately {othe Vice
Chancellor - Administration; : : .

take reasoneble action to famillarise himselftherself with Diocesan policies and procedures;

not talee advantage of thelr role in the Diocese for personal gain '

take respons%iuty for their personal safety and the welibelng of other employees, clients,
contractors a:nd other visitors to the Diocese; and o

be famiiar with, and observe, Diocesan policy and procedures on Equity and Diversity and

 Oceupationa) Health and Safely in the petformance of the responaibliities of the position.

16, SIGNATURES ‘
OCGUPANT SUPERVISOR DATE:

Signed Qw20 »_

. Signed

A g .‘
Jshop's Office - Signerd
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PROTOCOL FOR THE SUPPORT OF ALL PERSONS WHO MAKE ENQUIRIES TO THE DIOCESE OF
- MAITLAND-NEWCASTLE

There may be some referral pathways that are more frequently cpphcable than others.

The following table provides the more probable pathways and identified contact pérson for you to refer the client to
in order fo assist them with their desired outcomes. The contact deiolls of 1he resource people lrsfed below are not
for further distribution without their express permlssron

Please note: all conversohons must be freated with sensitivity and compassion as you attempt 10 forward the calier's
enquiry on to the most appropriate person'in the organisation to assist. If, when frying to forward the ‘calier on to the
most appropriate person, the caller alleges that they or sormeone they know has a compiaint that is criminal in
nature, always encourcge the person to contact the police, before forwordrng their ccrll on fo the com‘oct person
below.

~ Where fo direct their call

_Caller has phoned about

-Morfers of child protection Brenda Malcney - Child Prc‘e‘...o'r Umf '
_ Zimmerman Services
-Allegations of child abuse involving persons associated | Office 4979.1390
with the Diocese of Maitland-Newcastle
- Trcihing and information sessions to parishes, schools
and other Dioceson groups y
This ar . PageR iskere the annexure
- Support for people who have been offecfed by sexual KED.crrb.....EMGITED 0 I the affi davit of ......coere
abuse within the Diocese } : M A
ewom/dee*ared-before me
- People who wish to lodge o complomf with Towards ?”M cesneenhliS W
Healin
9 day of pn (7
-Enguiries about upcoming Insights gatherings and
opportunities to voice their opinion
- For a pastoral response for someone upset, confused, v Mavuteen O’'Hearn - Coordinator for Healmg and Support,
affected by the outcome of their trial or needing Zimmerman Services
someone to talk to . Office 4979 1385
. Mobile
-Needing support if they have been affected by sexuat
abuse within-or outside of the Diocese
-if the personis upset cnd wanis to make a complaint
about behaviour that may be criminal in nature - _ Maureen will recommend that the person contact the
police.
-It the person is angry, extremely upset, looking for Sean Tynan - Manager of the Child Protection Unit,
answers or explanations and demanding them or being | Zimmerman Services
verbally aggressive towards you, please refer thém to Office 4979 1383
Sean Tynan of Zimmerman Services. Mobile
-If the person is angry and wants to make a complaint
about behaviour that may be criminal in nature Sean wilt also recommend that the person contact the
. ' police.
-For aill media enquiriés or phone calls from journalists Emma Blackford- Communications Manager
asking questions, please forward them tfo the Office 4979 1183
Communications Manager. | Mobile
For all financial and CDF enquiries and queries about Sean Scanlon - Vice Chancelior Adminis‘tmtipn
polential compensation claims against the diocese, Office 02 4979 1167
please refer them to the Vice Chancelior Administration. | Mobile ’
The client is wanting to speak to Bishop Bill In the first instance, ask if anyone more opproprictfa can
: assist them with their enquiry (ie: if it is a matter which
can be referred to someone else|.
Otherwise>
Elizabeth Doyle -Professional Assistant to Bishop Bill
Wright 49791109

Signed-



DIOCESE OF MAITLAND-NEWCASTLE
: ' BISHOP'S OFFICE

841 Hunter St, Newcastle West; PO Box 780, Newcastfe NSW 2300 Australia
Telephone: (02) 4979 1108 Fax: {02) 4979 1338

Emalk glizabeth.dovie@ran.oatholic.org.au Web: www. mn.catholic.ora.au
S . _ ABN: 91605046 467

MEMO
To: 'ALL Parish Offices, Clergy, Pastorsl Coordinators, CSO, Catholic systemic schools
under the auspice of the Diocese, CatholicCare Soclal Services, Chancery personnel,

Diocesan Boards, Committees or Councils

From:  Bishop Bm Wright ;t}ls igd%tonowlrgm:?:: pagesiefare the annexur

Date: Friday, 28" November, 2012 - gﬂ; Wﬂ@?a"‘ ﬁefgdé"gu?:va:écdfm oi...;;...,..

Subject: Retention of Records - . e ot .. edttefore m
| I 2045,

As you are aware, the Commonwealth has recently announced the establishment of a Royal
Commission into Institutional Responses to Child Sexual Abuse. 1 think the Royal Commission will
be healing for the Church. It is an opportunity for our Church to face up to what we did badly,
what we didn’t do, what we could have done and what we're doing about &t - There can be no
great change while we hide the truth, and especially when we choose to hide it from ourselves.
That's true for individuals, and it's true for institutions. '

in the meantime, we in the Churcfa must strive to the uttermost to help the Royal Commission do
its job. '

The following memo Is Intended to give you some clear directions about the types of records that
we, individually and as a diocese, nead to preserve. In no way am | suggesting that anyone in the
Diocese would deliberately destroy possible evidence that should be made available to the Royal
Commission. But there are times we carry out standard practices without thinking, so if you have
a clean out of records at the beginning of the year, or you delete e-ails after 6 mounths or 1 year, -
this memo tells you to stop and think, don't just automatically foliow your normal practices.

As a Diocese we need to do the right thing and be seen to be_.' doing the right thing.

DIRECTIVE :

As a part of doing our utmost to assist the Royal Commission t ans directing that from this date, 23
November 2012, all dergy, pastoral coordinators, religious and laity working or volunteering in
parishes, the Chantety, the CS0, schools, CatholicCare Soctal Services and the varlous pastoral or
financial councils and management commitiees or boards cease any removal, destruction,
deletion, or overwtiting of any finalised records, either electronic or paper based documents,

that are cirrantly Held by tie discese oF that will bie held by the diotese between now and the
completion of the Diocese’s involvement with the Roval Commission into Institutional Responses
to Child Sexual Abuse. ’ ‘ '

‘Jg’jg . 3§ vedifigrace
. - ':" !’.'" ~'l‘ >

. YEARQFFATUING ‘ . '

Signed | What docs this have to on with Jesus?
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WHAT CONSTITUTES A ‘RECORD"? B

The term ‘Records’| includes any information held by the Diocese that relates to the provision of
services by the Diocese or may relate to any issues of historic or current child abuse,
‘Records’ include butare not limited to:

s letiers, e-mails, faxes and other forms of correspondence,

e Metnos, briefing notes, newsletters, circulars or other informational dacuments

e Policles, prci:edures, practice guidelines or other directive documents,

» School, out-ofhome care, or other reports, assessments conducted by Diocesan or
external bersonnel, counselling notes, file or case notes and other records of a person or
group of pebple’s receipt of diocesan services, ’

e WMesting ag%;nda, minutes and_other records of collective processes, _ , _
personnel or performance reviews, employment contracts, position descriptions, ctitical
incldent otL accident reports and other documents relating to human resource

management, : _
» Financial, ploperty or actuarial reports, building and development plans, balance or budget

sheats and [other documents relating to the administration of the Diocese, parishes and

services.
e Reports to statuary authorities including Police, Community Services, Ombudsman,

Commission for Children and Young People, Office of Children — Children’s Guardian,

_ WorkCover|Australia, and
e Investigation files, feedback registers, reviews and other documents relating to complaints

management.

WHAT IS NOT CONSIDERED A 'RECORD’?
‘Records’ do not include:

» unsolicited }unk e-malls, or

. adVertiseménts, or

s other mate}tal that has no connection to the Diocese’s services, and
e has no relevance to ssues of past or present child abuse.

Howaever, when in doubt—keep it.

The Diocese recognises there are technical issues to overcome 10 allow for the retention of SMS
and voice mail records on mobile services and landline services related to the Diocese. At this
moment we are upsure how or even i we will be able to store these vecords. Therefore, until
directed othetwise, messaging to mobile or landline services (SMS and voice malls) are excluded

from being cons%déred ‘Records’ for the purposes of this memo.

netheless, | do jexpect that, should you receive a SMS or voice-mail that is clearly concerning -
N , y ' rve the electronic record and report the matter to the

Dlocesan Child Protection Unit as a matter of priority, 5 per the
Reporting Child ‘Prllzvtectlon Concerns Policy. -

cotas
bl
i ygé‘;!ﬁtgrace
A ?te:ﬁc‘ 1 '.'- .
e ..l'.

NG
B

Whdit does this have to do with Jesus? '

ot t chiid.abuse, you will prese Rl i el ittt a e
past-or-current.chil &Y ' Diocese of MarHand-Newcastie:



FURTHER INFORMATION AND SUPPORT WILL BE MADE AVAILABLE
Over the coming weeks and months the Diocese will advise you of some additional supports for -
people to manage emerging issties around managing these retalned records. . '

Signed

. Sas

J é 7 . Signed ‘ | b,
_ : oPEE YOR
1 ""{‘l:.' @a

YEAR OF FAHAL , 3 g
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