
Special Commission of Inquiry into matters relating to the Police 

. Investigation of certain child sexual abuse allegations in the 

Catholic Diocese of Maitland .. Newcastle 

STATEMENT Of ELIZABETH DOYLE 

of 

STATES ON OATH:-

1. I provide this statement in accordance with the provisions of the Special 

Commissions of Inquiries Act 1983. 

2. In providing the answers in this statement I have adopted the questions which 
have been posed to me by the Speoial Counsel for the Inquiry and contained 

within the ieti:er dated 13 June 2013. 

3. This statement is produced by me to the Special CommissIon of Inquiry· 
unwillingly and only on the basfs that, without exception, section 23(2) of the 

Special COmmissions of Inquiry Act 1983 applies to restriot the use of this 
$tatement and the documents referred in it. and attached to it . 

4. . Pursuant to section 23(2) of the Special Oommlsslons of Inqulty Act 1983 I object 

to the information contafned within this statement, and the attachments to the 

statement, being used in· any crIminar, cMI or other proceedings or inquiries or 

investigations of any kind. 

1. Details as to: 

A. Ms Doyle's background, quaUficatlons and experience. including: 

i. Ms Doy1&t$ date of commencement of empJoyment with the Cathonc 

Diocese of Maltland .. Newcastle (lithe Diocese") • 

........................................... _ ............................... §~ ... : ...... J ... 99.mm~rs.~.g.J~mp.J.Qy.m~n.t .. w.JthJn.~ .. Q.!.Q9..~$~ .. Q.1J..4~~O'!.!i.fY ... 1.$.~~~...... ............................................................................ ... . 

Signed Signed 
.f.lf." •• '." ............. "' ...... . 

Deponei'll 

IN 
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, 

6. Prior ~ my employment with the Diocese I worked"in the travel Industry. I worked 

in the travel Industry for about 19 years 1 from 19 September 1973 to December 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

.1S. 

1992. I 

Ii. 

i 
I 

The positions (including job descriptions for those positions) that 

Ms Doyle has beld in tbe OioCese during the episcopies of 

Bishops Clarke, Malone and Wright 
i 

I was IBishop Leo Clarke's secretary from 4 January 1993 until Bishop Clarke 
I 

retirediln early November 1995. 
I 

Attach~d to thIs statement and marked "Annexure Aft is the Job Description 
i 

dated ~ November 1992. 
I 

In No~mber 1995 1 became Bishop Malone's secreta.-y and remained in that role 
until stptember 2007. . 

In 200p my poslHon description changed and took in the tltle of office manager in 
addUior to being the Bishop·s secretary. 

I . 

Attacf1~d to this statement and marked "Annexure B" is ·the Dlooese of Maitland .. 
I . 

NewcasUe Position Description and Person SpeciOcatfon signed by me and 
I . 

wiln~ed by Bishop Malone on 27 April 2000. 
i . 

in Se~tember 2007 my rofe title changed from secretary .. office manager to 

beoomlng Bishop Malone's personal assistant. 
I 
! 

AttaCh,d to this statement and marked "Annexure 'Cn is the Diocese of Maitland-

Newca~ RoJe Description. I have recorded in blue biro the inscription "eff 
(effect~e) Sept 2007". 

I 

, remaiped Bishop Malone·s personal assistant until he retired on 14 June 2011. 

On 15 ~l1ne 2011 Bishop Wright was ordained as the Bishop and J became his 

person~r assistant. 
! 

16. On 19 February 2013 my role title changed from personal assistant to executive 

asslstahtto alshop Wright. 
! 

17. Attach~d to this statement and marked "Annexure 0" Is the Diocese of Maitland~ 
Newca~tJe Posllion Desoriptlon signed by me and witnessed by T Brierley on 19 

I 
........................................................... " .............. _................ . ................................. E.e.bruaty.2.Q.1.3k ...... _ ............ __ ...... _ ................... _ ............................................. __ .................... __ ......................................... . 

! 

Signed . Signed .. _ ..................... . 2 

Deponent Witness 



2. Ms Doyle's ur.derstanding of the purpose of the "Special Issue~n ffte he'd a~ 

the Diocese; including details a9 to: 

A. Wilen the file was ereated~ 

18. J oannot remember exactly when the' file was created however It was during 

Bishop Malone's epfscopie as Bishop. 

B •. What type of documents were contained within the fite (from time of its 

creation onwards). 

19. Correspondence and documents relating 10 aUegatlons of sexual abuse. 

20. It also contained correspondence 1hat did not relate to sexual abuse inoluding 

professional conduct issues. 

C. Who has had access to the fi!e (from the time of Its creation onwards); and 

21. During my time at the Diocese the fOllowing people had access to the file: 

i. Bishop Malone; 

ii. Bishop Wright; 

iii. as 
fv. The Vicars General from the tJme of tile creation of the file; 

v. I cannot pula spec}IJctrmeframe however, In the last 18 months to two years, 

Teresa Brierley who is the Vice Chancellor of Pastoral Ministries; and 

vi. Myself. 

D. Ms Doyle's understanding or knoWledge of the reasons for the· title. of the 

fl.&. 

22. , don·t remember who came up with the name "Spedal Issues", 

23. , don·t remember speoifically the reasons for the title of the file however as I have 

stated in paragraphs 19 and 20 I was aWare of its content$ • 

... 

Signed 

DepOnent 

Signed .-....... ,., ............. ,' 3 

Wlln~ 
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3. Ms DOYJ~'S understanding or knowledge of: 
I . 

A. Filesl held at the Chancery andlor Bishop's office in relation to 
correspondence with the Vatican and/or Holy See which provides details of 

prteJts accused, or criminal charged with, sexual abUsQ of the children; and 
! 

24. I am !aware of a file in the ·Special lssuesh filing cabinet in the Bishop's office. 
I 

This ~Ie is marked ·CDFt which stands for ICongregation of the Doctrine of the 

Faith!. 
, 

25. The ~ntents of this flIe are copies of documents forwarded to the Vatican and/or 

the ~olY See. 
i 

S. The fubstance of such Correspondence. e 
26. From/ what I have seen it lists ih~ priest's name; a iimeline/summary of charges: 

whet~er the person charged was found gUilty and whether they were sent to gaol. 
It ats~ contalns Information regarding whether the priest was dead or alive and 

whet~er the priest had been stood down from ministry. It also contains the 

nam~s ()f victims. 
I 

4. Ms Doy,e's knowledge or awareness of any guidelines, protocols and/or 

require ents, written or oral. during the episcopies of Bishops Clarke, Malone 

and/or right, in relation to the reporting by Dlocesan officials or staff of 

alJegatio s of sexual abuse by priests to the Police, and the clrcumstanees in 

which th,s knowledge or understanding was obtained by Ms Doyle. 
I 

27. To my knowledge durlng Bishop Clarke's eplscopie there were no guidelines. 

. protoJols or requirements in relation to the isSues covered In this question. 

28. In 19~6 the Diocese fonawed the 'Towards HeaJing Protocols' until 2006. . e 
29. In20~6 J recel~ed traIning in relation to child protection. Helen Keever'S of 

Zimmprman House conducted this training. 

30. Last year or early this year all staff attached to the Diocese Including myself 
I . 

recei~ed a document outlining the protocol we were to follow should a person 

contabt the Diocese in relation to child protection Issues. 
! 

. I 
............................................................................................ 31 .............. I ... belie~.e . .thlS .. document.was .. prDduced.by.Zlmmerma.n..s.ervjQ.'-$~ ............................................................................................................. . 

• ! 

Sigr.ed 
Signed 4 

Oeponent WilMSS 
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32. Attached to this statement and marked '~Annexure Elf is a document titled 

Protocol for the Support of all.PefSons who make ·enquiries to the Dlooese of 

MaltiandwNewcastle. 

5. Details as 'to any instructions, written or oral, given to Ms Doyle during the 

episcopies .of Bishops Clarke, Malone and/or Wright, in relation to 

requirements t~ cooperate with Police enquiries and/or to provide documents 

to Police on request and/or to volunteer any dOQuments to the Police. If these 

instructions are in writing, detans as to the author, date of creation and nature 

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

33.1 was not given any instructions In relation to this question during Bishop Clarke's 

episoopie. 

34. Bishop Malone gave me an oral Instruotion that I was to assist the Police with 
whatever the Police asked for. I oannot recall actual words he used, but it was 

words to the effect of: 

nlf the Police want access to files, give It to them." 

35. BiShop Wright has also given me an orat instruction to assist the Police with 

wharevei the Police ask for. 

6. Ms Doy[e's awareness or knowledge of any policy, procedure or canon Jaw 

requirement In relation to; 

36. 

A. The keeping of seoret or confidential Bishop's files regarding clergyj 

f do not know of any policy, .procedure or canon law that relates to the keepiQ,g of 
secret or confldenti~1 Bishop's files regarding clergy. . 
B. The destruction of any confjd~ntial or other records regaTding the 

clergYi including the cfrcumstances fn which Ms Doy1e became aware of 

these matters. 

37. 1 do not know of any policy, procedure or oanon law that relates to the destruction 

of confidential or other records regardIng the clergy. However I am aware that 

ra$t year Bishop Wright issued a memorandum addressing this issue. 

3a. Attached to this statement and marked "Annexure F" Is 'a copy of the 

..m'.=l~~~~~gym.~..................... .. _.",........................................................................................... ................................ . 

Signed Signed 

Witness 
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7. Whether, to Ms DOyle's kriowledge, there has been any destruction of Diocesan 
I . . . 

recards r~lating to the clergy. and if so, the nature of such dOGumenfs and the 

circumstances in Wftich they were destroyed. 
I' . 

39. J am n~t aware of any destruction of Diocesan records relating to the clergy. 
I • 

40. To my [knowledge 6uq)lus copies of the minutes of the meetings of the 'Towards 

Healln~ Panel' were' destroyed. However hardcopies andfor electronIc versIons 

wererttained. . , 

8. Whether fV'S Doyle ~ p&rsonatly typed any correspondence to any parson or 
I • , 

oraanisation outside the DloGese which concerns: 
.... I 

A.. Aqcusations of sex.ual abuse of children against dergy of the Diocese 

I ' 
41. Yes. J have 1yped correspondence in relation to this issue however, don't 

reme~ber any of the specifics.· . 

S. AII~egations. or reports of· ~xual abuse of children ~y Fathers Fletcher 

alld/or McAlInden (Including the date and authqr of that correspondence 

a~d on whon Instruction it was sent) 

• 42. As ~ I have stated above j don't remember any of the specifics of suoh 

corre~pondence. 

9. i 
i 
i , 
I 

I 
1 

.. ' I 
I 
1 . 

43. 

44. .1 .. 

45. .. 

46. 

Signed 
.................... I .......... ,." ... . 

Signed . ... , ......... "" ............ . 6 

DepOnenl 
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47. 

48 . 

• 10. Whether Ms Doyle has been aSked take an oatb of secrecy or eonfidentiality in 

relation to the business of the Diocese, and if so, the nature of the oath t and 

the circumstances In which that oath was taken. If such an oath was taken, 

please also indicate tn the statement whether the taking of such an oath has 

impa~ted in any manner on the extent to' which Ms Doyle Is or has been able to 

provide cooperation or assistance to tbe Inquiry, and on the preparation of her 

statement. 

49. I have never been asked to take an oath of secrecy or confidentiality. 

50.' I have never tak~n an oath ofsecreay or confidentiality. 

11. Any other mattt:!r consIdered relevant to the tnqufryts Term$ of Reference. 

51. I am not aware of any other matter that would be of relevance to this . Inquiry • 

SWorn at Newcastle 

Signature of Deponent 

Certificate of Witness 
,. 

Signed 
....... I ...... __ .. ,. 

~l~)~·1--·······:··"· 

t certify the fOllowing matters concerning the person Who made this affidavit (the deponent): 

1. I saw the face ofthe deponent: and 

2. I h~ve confirmed the deponent's identity using the follQwing identification document: 

#JIJ Dr (i/W? ~~ tL ,I ~ 
............. , ..................... t. ........... , ........... . 

............. ~ ......... ~.~.-......... ---.---¥ .... H ...•......... H.·········.·· ................ H ...... H. ____ ................ ; .... " .... . 

ld~ion document rei! 0't 
. Signed ~~-~-:~~==:~:.:.~.~.:-:.:.: .. :.: .. ~.'..~~: .. :.::.JJLl~:~~~. ............... . Signature of witness 

Leve~a4 Hunter Street, Newcastle 2300 

---: .. ~~~--------~~ .1.4·· .. ······· .. ·· ......... ·· .. · ......... ~ ... t,. •• , ... , ................. . 
4-,-----w.: ... ~::=:~.-... -... -... _.~~ ... ~ .. ~ ... _ ... ~ .. ~ ... ~ ... ~ .. __ 7~ __ _ 

De)1Qnenf 
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I 
JOB nSSCW!rION,. 

I' 
Seoretary ~o Bishop 
Repottst~: Bishop of Maitland. 

I 

'gesBonsib]lities: 
I 

Provides ~lle total seoretarial function to the bisbop whioh 
inol udes i 
( 1) typipg and shorthand 
(2) arrangement of ~eetinga 
( S ) telephOo.6 oalls 
( 4) liai~on wi t.h clergy 
(5), compilation of "ad oleruma" 
(6» ma~.n~enanoe of Bishop's s&al r~ister 
(7) :resp nsible for allocation of excess Mass offerinqs 
(8) mao ains sustentation aCbount. (Bishop's personal a/c) 
(9) pre~~rat1on of marriage di$pensations (per V.G.) 
(10) ~rus~ a/o reoords~ 

Additiona~lY the secretary' provides same' secr~arial 
aseistanc~ to the Diooesan Vioar General and »usines8 Manager. 

other dut~es inolude: . 
'. . -, -. 

1. MinUte sec.reta~y at Diooesab Finano~ Counoil m.eet.ings 
(lUon:hly) 

2. Min'll e seoretary at, Diocesan Education CounClil meetings. 
. (<;lua~erly)'. 
$ • M1nu,r$ secretary at some olergy conferences 
4. somel~unchtime switchboard relief. ' 

! 
i 

I' 

'lllTs ~ Ilefoll_ ............ PatleN/D.the 8I1n&xure 

madcedn ••• .d ........ .refetred to fn the affidavit of.. , 
'-e:{,~ /} .tI ........ 
• , •• ....,.I:::.;:.'"M4~ .... t' ..... *.t.ctIb.,..s~efore me 
aL •• J.!.Ih::.'tt1.Gr:€~.' .... r .. tblL .... ~7: .. " ........... , 

;,~ .. :;» ..... 
day Of .......... , ........ 1' .. I;' .... , ....... ~ .. ; ... ~o......... • 

H •••• _H ........... '~_ •• H_ ••••••• _ •••• __ .......... , .. , ....... , __ ••• _ ••••• __ ••••• __ ...... ___ ._ ..................... M ••••••• - .......... ' ••• ~ •••• 1'-.... ' ......... -~-" ....... -...... ---.. ". 

, 
; 

9 NOv~mbe~ 1992 

s\gned Signed 



ThIs and tbe fOIlOwing ............. pages Is 
marked ............. N.hreferred ro In the aft: 
_H •• '.U4N ..... ' ..... 'M' ...... ' •••••••••• , ... '6woJ11ldc, 
at .••. 'a".,.'N.~ .... ".~" •• M' .......... ,nl' .. lhts.... ••• ,..,. 
day cf ....... ,,,., ............... ,,,,.,' ... " .... r.' •• 20. ,..: 

DIOCESE OJ! MAlTLAND .. NBWCASTLE 

POSTION DESCIUP11.0N AND PERSON SPECIFICA.TION 

mENTlFYlNG DATA· 

Position Trtle: 

OCC'Up81\t: 

Department 

Reports To: 

Elizabeth Doyle 

Chancery Office 

Bishop of Diocese 

li:SSENTlALKNOWLEDGE'AND QUALlFlCATIONS 

o Ability to liaise with people at an levels, backg.:ounds and to understmui and lisl~n 
with compassion (fiwe to :face and telephone) 

.. Wide knowledge of the Church in this Diocese and a commitment and loyalty to the 
Mfnis(ly 8l1d ethos of the Catholio faith, the Bishop and Vicar General 

• Abl1if.y to maintain confidentiali~ 

• Word pmcessing skins 

Essentialli~llces nndfor certificates 

lbfs and thyollowrnD .... ~ ..... pages Ir/are the annexUfo 
~ .... (o!., ........ refer(ed to In tile iiffidaVit of ,,'-old.I(k. .10(, ............ ,. 

.. Word Processing Certificates 

. Ai~ .. :u.., ..... • .... "~ .... ·swornfdeoWed bsfommlJ 
at.""""'fI~.~'I""II' •• """" thls. ~( d of ~ z.-... ( .. .t .... , •• -,.~ ..... ,,, ...... ",. •• 

8Y' 'te .• ~ ..... ~ ... U' ........ #, ... f ..... " .. ~.2o •. l.I. . . 
. ' . ..... 

........ _ ................................................ _ ........ ~.t.!~.!~~~!e.~~~!.~~!.i.~~.~~~~~~~~~~ ................................................................................................................................................................ . 
• Abilityto use MiCl'080ft office prograll18 

It Understanding offue principles of Occupational. llealfu & Safety al1.d Equal 
EmploYment Opportunities . . 

• Comnlitnlent to the local ChUl~Il, Clel'g}' alld l'elig£cus 

Signed Signed 
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". 

Signed 

posmON~orn OR AIM 
I 

To assist the JishoP and the V~09l' Oenexal fu 1heir day to daynuming of the life of the 
Diocese by ~tping tlleir "businesstl lives to run SInoothly. -' 

! 
I 
i 

i 
ACCOUNT.cFILl'l''S!' AREAS 

, 

K~v Result&-ea Ob.iedivcs 
I 

Col'l:espo.ndeJce To ensure OOt'.respondence is 
. ! completed as soon as 

! 
possible fonowing 
instnlctiollfrom'the Bishop 

! 

Btaffs\1pexvi~on 
. 

EllsUl'emUlimUt'1l . 
I pertblmance oll?arttilne 
i sf.aI.f member 
i 
I 

Bishop's Di~ Timely and accw:ate 
I preparation ofDi81:Y 
! 

Co~ Liaise and oommunioote 
I with people at all levels 
i 
! keeping in mind the ethos 
! and ministry of the Chul'Ch 
i 
I 

Reoord4 Ensure all documentatiOl~ 
dispensations etc al'e 

I 

I teootded 
I 
I , 

Loyalty to B~hOP To keep the Bishop's 
i confidence 
i 
I 

i 
...... M •••• _ ........ _ .......... __ • . ........ ---' -.. --.............. _ ....... "'--'-'" 

I 

loyalty to pJiests To keep the Priest's trust 
! and malce thelti f-eel 
! 
! welcome at the Chancexy 
i 

l Office 
I 
I 

Signed 

PCloformanccJndiMti)rB 

Work completed acotmltely 
and 011 thne 

Work completed acct.ullteJy 
and on time 

Best use of Bishop's 
available tUne . 

Oood channel~ of 
communication 

. 

AcoUlmeand up m date 
recording 

Have theBishop's trust 

.- .. _ .. _--_., .. -_ .. __ .. _- .•.......... __ .. _ ........ _-..•. -...... -... _ ....•.•...•...... _ ....... 

Ha.ve the Priest's trust 

P£ieW; do visit the Chancery 
Office. 
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SCHEDlJLE OFDUTJES 

• preparation and m~agement ofBishop·s Diary 
o Banking 
• Running ell'&1ds 
• Keep office running eg ordering sfationery~ maintaining equipment 
o Filing 
• Follow~up telephone calls 
o Preparation of Liturgy booidets fot Bishop 
• Issuing various Maniage documenls 
• Arxanging Bishop'slPrlesrs ttave1 and Wnctionslseminars 
o Secretarial duti~ for Bishop and Vicar General 

'~RPERSONALSKILLS ~Q~INTBEJOB 

'" Sienificant Contflct Reason 

Financial Seo~at-Dkect.or Special issue matters and financial 
questions 

Atrequest of Bishop 

Catholic Schools Oiiice-Director School matters 

. At J:equest ofBjshop 

Priests' Various parlshmatteJ:s 

AngUean Bishop~s Secretary Two Bishop·s Tl'USt 

,- Ecumenical Setttices) meetingseto 

••• ----.--•• ,_. --. ".-"""" ••••• - ••• - •• - •••••••• --.-••••• --.-••••• - •• - •• --.... -.-•••• ------.--•••• -.-••••• -.-.---.---. __ •• ~_._._ -0- ___ , __ •• _ •• ____ • ___ •• ____ 0', __ •••••••• -------- .. ' ... _-----... -- .. _- -_ .. _-.- ... ----_."- -.------.--.-.--.. ---.--.--........ -.. ~ .... -.......• -.-.. ,,_._-_ .. 

Signed Signed 
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i 

DELEGATlbNS OF AUTHORrrY 
i 
! 

! 
i 

A. Operatl1s 

Powerto ~t sensitive enqwries to o1herappropriate personfs as well as ans\yer!ng 
sensitive en@ries- both face to moo and telephone. . 

i 
! 
! , 

B. Operati~ and capital expenditure 
I . 

9 Purchasejot' office SUp'pU~·and equipment to areasonab1e aUlO1Ult 

. 1 • 

• Responsibilit' for petty cash , " , 

!I 

; 
.. ! 
I 

C Admini.f~Vdlvs 
I 

. 0 Andl4to use the Bishop's sigllaturestamp on cheques 

9 Authorl~ to sign letters on behalf of the Bishop 

• AuthoriJto make contact wjth people on bebalfof~e BiShop 

I 
i 
i 
I 

i 

D. Per80"r 
1 • 

• Responsjbilityfor one casual siaffmember (authority to chauge days ofworlc, organise . 

~rePrimand etc) 
1 , 
i 
i 
i 
I· 
I 
i 
I 

i 
..... · ____ .H ... H._. __ . _____ ........ _. __ ................. _H .. _ ••• ~~._~ ... __ •• _ •••••• ___ •• ____ ._._._ ••••••• ".j .. _"_ ....... ,._ .. _ ... __ ... _., ........ __ ......... ___ . ____ .. __ ...... ____ .,_ .. ____ ._. __ . ______ ............ _________ ..... _____ ....... _. _________ ...... _ ......... ___ ........ __ ...... ___ ...... _ ... _ ....... _ .. _ ... _ .. _ ..... __ ...... _ .. _ ..... __ ._ 

Signed 



. _. ". __ . ~ __ 0.- ______ .... _. __ 

... 

RESPONsmru.TY AN» IMPACT 

A. Stqf!Establtshment 

Number of positions repoLting direct to you 

Total number ofsuboxdinate eluployees 

lJ. Budget Figures 

Income -

Expenditure 

Of'whioh SalariesIWages 

Othe1' 

$ 

C. Other Relevant Dimensions 

SIGNATORES 

Job Occupant Signed 
.. " .. """ .. ,,..... . ~ 

••• _-•••• - ••••••• _._ •••••••• 0. _., _ •• ___ _ 

linm.ewate Superior 
Signed 

-" ............... , .......... . 

Signed 
Signed 

1 Part tUlle staffmember 

Nil 

Nil 

Nil 

............ _ ..............•.•............ __ .•...... --.- ......... _---_ ............ _ ............. __ ..... _-.-... - .. . 
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ORGANISATION STRUCTURE 

BISHOp· 

I 
VICAR GENERAL 

I 
BISHOP'S SECRETARY/OFFICE MANAGER 

·-·- .... - ... - ....... --1=1--.-- ..•• ~ ....•• ~ ••..... ~ .•• ~ •. - •...•......•........ ~ .• ~~ .... ~ .•• - .••..•.. -. -. + ....... -.... -- .. -.... ~ ........................ . -iet--···· .................... - ..... . 

ASSISTAN'I'SECRETARY 

~ . .... 
;. 
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DIOCESE OF MAITLAND .. NEWCASTLE olJro' 
• ThJSandt~tOl1oWln 2-
ROLE DESClfflRililDs. c g .... • ........ pages ware the 

•• £&:."v.t:I ~ .. :~~~ed ta 1" the affidavit of annexute 
at iil'lJ:;;· ............ ,·, .... ~ . .sWonv(fa"'_~~ - ........ -

''' .... N.' .. "f!!11..!.~ fbJ.. ~'ba1or8m8 
t1~!l0f~ ""~".'.«'.''''''. I\l.tl"~ • 

....... ""J'i(.hct.,,~tHN# ~n i ,,;, _ ......... ,.,." 
Role: .Iu ........ " oCv • ., .. t..1! " 

Personal Assistant (PA) to both Bishop Miohael Malone, Bishop of the Diocese of' 
MalUand~Newoastle and Teresa Brierley. Vice Chancellor Pastoral Ministries of the 
Diocese of Maitland-Newcastle. 

Bishop Michall Malone 

PLlrp~se of Roie~.. ..' . 
. To provide higf1..level secretarial/administrative support to the Bishop so as to enable him 
to effeotively minister as the pastoral leader of the Diocese of ~altland-Newoastle. 

rJuties: 
» '-oyalty to the Bishop 

" keep the Bisbop's confldenceltrust . 
.• maintain confidentiality at an times 
. .. ensure BIshop and his needs are 1st priority at Elil times 

i> Loyalty to Clergy 
.. keep the Clergy's trustlconfldence 
~ ensure CJergyfeeJ weJcome when visiting the Bishop and the Chancery 

> . Preparation & Management of fheBishop's diary 
• sale control of electronIc diary/calendar 
• deal with all requests for appointments 
... make appointments ensuring a feasible schedule 
e redirect any requests for appointments to other appropriate persons as deemed 

necessary 
• liaise With the Communioations Team In the researching of material necessary for 

the preparation of homilies, talks etc 
e ensure aU relevant documentation is at hand in readiness for upcoming events 
e schedule parish visitations/confirmations 

. ~ consult the Bishop if necessary 
o brief the Bishop as required 

)- correspondence 
e handle aU electronic and hard copy 
• forward eleotronic to Bi$hop where deemed appropriate 
00 respond to all, where feasible 

................................................. _ ....... _ ....... · __ ............. -.... redirect.to.other . .approprlate .. persons . .tI\s.deemednecessary·········_····· ._ .... __ .................................... _ .................. . 

Signed 

jp to bishop as instructed/deemed necessary 
~ process matters of a confidentiaJ nature as instructed by the BIshop 
G maintain filing system In Bishop's office . 
G prepare weekly communioation to clergy 
o authorise content of weekly communication to clergy 

Signed 



. , . 

! 
•• I 

>. Telephone I 

G deal with an, where feasible ' • receive all cans for the Bishop and/or PA 

• screen al calls for the Bishop 
.• redlrect crUS to other appropriate persons as deemed nec~sary 

• arrange vel to attend conferences/meetings etc . 

)- Bishop's Oo~mlssfon$/Commlttee$ 
., liaise Wl¥pprOPrfate personnel 

• prepare eating papersldocumentation wb~re the Bishop is the ChairlSeoretary 

ct ensure a ,I necessary documentation is at hand for attendance at meetings 

» Child protec~on Management .' 

a oversee ~isoernment & processIng ~Y Chancery staff 
i 

,... EvenfManayement 
e .Clergy Conferences 

I 
• Clergy R~treats 
& JubUarians Masses/Lunoheons 
• Clergy F~nerals 
~ VOlunteer$ thank you gatherings 
cp other as instr~oted by bishop 

)- 'Persona/lnteraction 
• Clergy a~d parish personnel of the Diocese 
., Clergy of other Oiooeses/Religlons . 
• ReUgJous Congregations 
9 Australia~ Catholic Bishops and staff 
., Anglican ~Ishop of Newcastle and staff 
• ChanceUor & Vioe ChanceUol'$ of the Diocese ' 

.. 

o Heads Of/Agenoy and staff of the Diocese 
" Dtgnltaries and others visiting the Blshop . 

• liaIse & tommunicate with people at aD levels mindfUl of the ethos and ministry of 

theChureh ' 

» Chancel)l &f,'fJC8ptiOn . 
• coordina the day .. to--day operation 
• supervls staff (4) 
.. manage ~taff leave/ensure adequate staffmg at all times . 

• define roles 
• prioritise ~rk for Chanoery Administrative Assistants ' 
(I) ensure eyentual multi-skilling of Chanoery staff In all tasks 

e ensurelO}onttor 'in .. housetrainlng' of new Chano&ry staff 
e ensure staff undertake professional development as deemed necessary 

~ ensure ~taff are welcoming and a.re mindful of and demonstrate the ethos & 

.,' 

.. ministry ~f the Church 
.... -.. -----------... -.----.. -.---.--.... --....... -... ·---·-····--·--···-···---·-·-·----·-·i--····"········--.. -... ---.--.--.---.----.-.--... -.------.--.--.----.-.. -... -.. -.. -.-.... -.--.. -.. -.--.. --.-----.--.-.-... - ... --.---.-.. ---..... ----... --... -.--.... ----.... -.... -.-.-.... . 

1 

Signea 
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JI , 

. ..r 

" ::/:Teresa Bljtrfeg ,. 
Purpose of RQle: . . 

To provide hlghMJevef secretarial/administrative/personal support to the Vice Chancellor 
. so as to enable her to effeotiv~y support the BlshoPI at executive level, In his ministry as 

the pastoral leader of the Diocese of Maitland .. Newcsstle as wen as to support the Vice 
Chanoerlor in her position as a Head of Agency of the Diocese. 

Duties: 
> loyalty to the Vice Chancellor 

,. ~eep the Vice Chancellor's confidence/trust 
" maintain confidentiality at all times 

}> Diary 
G make appointments as requested by the Vice Chancellor , 
• discern requests for appofntments and make if de~med necessary 
& be aware of the Vice Chancellors whereabouts 

» Correspondence 
G Uaise with the Vice Chancellor concerning the Bishop's correspondence as 

deemed neoessary 
• prooess correspondence as requested by the Vice Chancellor 
• prooess matters of a confidential nature as In~cted by the Vice Chancer/or 

. . 
.)- Telephone 

o reoeive/make oalls as required 
G deal withlredlreot calls for the VIce Chanoi3l1or to others as deemed neoessary 

» . Vice Chancellor's Committees 
.. liaise with appropriate personnel 
cp organise any documentation as requ~ted/daem necessary 
• organise travel arrangements where necessary 

,. Event Management 
$ as required 

>- Persona/Interaction 
& Diocesan Pastoral Support Unit Staff 
• Heads of Agenoy and DIocesan Staff . 

. ~ .. -."".--.-.".--.".-.-.~ .. "--.. ---.-.-.--.:.-.-....... _ ....... __ .. _ .. --.. - .... _.: ............. _ ................ -. __ ... --•.•... -_ ..... __ .......... _ ................... ,_ ... _-_ .. -._ ..... , .. __ ............. -...... __ ....... -.... --.-.. --....... --.. --.. -" .. ---.... --.-.... ---.--.. -.. ~.-.~~.~-... - ... --~-..... ---.. -...... -... ~ .. -.. ~- .. 

~~igned 
-. 
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.. Oloce&6 ofMa{t1and.N~waa.stle 

.• ____________ ~'--~ __ --__ --__ ----~ __ ----________ ---_~p~~~~~~,~~~a~oo 

POSITION DESCRIPTlON 

1. POSlTfON T'~Le: 

I 

Executive Assistant to the 2. STATUS I 
Bishop • CLASSIFICATION: 

3. SERVICElFACJLI1Y Chancery 
! 

5. RELATIONsHIPs: . Bishop 
j Vicar General 

• • ........ <I , 

.. : .... : .... '.. .. 

I 

I 
I 

I 
i Vice Chancellors 
i Oiocesa!l Executive 

,i Diocesan clergy 
Dlreotor ~ OathoUo 
Sohools 
Director - DatMRaCare 
Social servioes 
Management 3nd 
personnel of the 
Chancery 

I 
i. 

Manager - Zimmerman 
SeJVfces 

, . 

4. LOCATION: 

6. DIRECT RSPORTS: 

. . . 
......... _ ... 

Fulr.-tlme (31.5tns/wk) 

841 Hunter at 
Newcastle West 

Support Officer
Bishops Office 

1. OVeRALL pdsmON 08JEC1lVE . 

TIl~ role of th~I..Executrve Assistant to the Bishop provIdes high level professional and day to day 

admlnistraUve F'upport to the BIshop. 
I 

8. ORGANISATIPNAL SNVfRONMENT 

• The D~r,.ef Maifland-NewcasUe. provides pastoral, soofal welfare and educatfonal sewtceS for 
the comlllWI"I.1,n Newcasfte, lake Macquarle, Hunter and Manning areas of NSW. 

• The Dioces~ of Maltland .. Newcastie Is a geographloally, organisationally large and diverse church. 

held to9ellier by a shared faith and the over archIng authority of the Bfshop. .Thus far the central 

aulhority Df~e diocese contains a number of oompetlllg needs and wants with competing loci of 

power, Influpnoe and control. . 

• The dlooese has w"hin It forly~two parishas. whloh operate as canont~llY dlstlnctentitl9S. The 

Chancery, ~lislsting of the Bishop's Office, the Diocesan Pastoral Support Unit (OPSU), Fmanclal 

and AdminiStrative Servloes (FA$) tlley exists to serve these parlshes and the wider community. 

• Tile dioceJ has within It fifty five 1ndependent systemIc schools operating under the auspice Of the 

Oathollo Schools offloe. a social &ervlces arm operating in a legally distinot entity. known as 

Cathollceaf Soolal S$NiC8S. 

o The BiShOP~ Office exists to support tile bishop, clergy" and parishes of the diocese •• 

(Refit,. tf) Orgtm~8alif)1Uf1 ChfJ1'tj 
I 

I 
I 

_ .. _._._ .. __ .. ___ . ______ .. _. __ .... _. __ .... __ . __ 9~_ ...... QyAklfj~If_.~.~-.BEg-lJ-~.Bt,::.~----.. -.-.--... --.-.-.--_ .. ___ .. ___ ._._ ..... _ .. ______ .. _ ..... __ ... ___ .. _ .. _._ .. __ ._ ... -._ .. -..... --.-.. ---.. --...... -- .... -... --.-.---.. _.--.... ---.... -.-...... -.-.-. . ... 

• Int.ermadiat~ to Advanced profioienoy in the use of MIcrosoft Office Suite speclfLoally with Word, 

Excel, AcCfs, OutloDk and Internet 

I 
I 
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.. DiOcese ofMllitlattd-Newcastle Position Dcsetiption 

10. COMPETENCIES, SKlLLS & EXPERIENCe REQUiRED (Selection Crttefia) 

Essential 

• Understanding of and commItment to the mlss(on of the cathollo Church and the Ofocese 

• Experlence In an Executlve AssIstant rote or sImIlar - prOVIde hlgh level professional and day to day 

administrative support 

•. Ablltty to maIntain conftdenllallty 

• E~l1ent Interpersonal and communication (written and oral) skiffs. 

• AbJHty ~o organIse, prlor'ltise and manage several task$ at one time in orderto meet acleadUne 

• Capacfly to worl< effeotlveJy alone as well as a member of a team 

• klgh~levelcomputer sldlts, particularly with Mlorosoft Office SUite 

• AbUily to handle diffioult situations eg., difficult phone calls 
• Eventrnanagetnentexperience 

11. KEY ACCOUNTABI1..mes 

Key PerfQrmance 
Area 

1. Ethos and Mission 

2. Chancery Office 
Team 

Key Tasks 

• . Uphold through word and deed 
the spirit ot the Catholic faith 

• Actively support the BIShOP'S 
executive Team 

• EstabJish harmonious . 
relationships WIth colleaguet> 
within the Chancery 

• Oonmbute to a climate of 
hospitality and welcome wlthln 
the Chancery 

• Maintain confidence/trust of the 
bishop and clergy 

• SUpport processes of team 
building within the chanceJy 

• Actively contribute to Chancery 
team meetings 

• Contrrbute to effeottve 
communlcatton Wfthln the 
Chancery 

• Provide loyalty to profesSional 
colleagues within the Chanoery 

• Maintain the oonftdenttaRty 
prOvisions at \he Chancery 

• Develop an acUve commitment 
to ongoing personal and 
professIonal develonment 

Performance Indicators 

• Uve by example 

• Happy oorrldor environment 

• ConfldenNaUly maintalnecl 

• Regular attendance at Chancery 
meetings and social morning teas 
etc 

• Ensure relevant Information 
passed on to those ooncerned 

• Partlolpate in ongoing professional 
development 

3. Preparation and 
Management of the 
Bishop's Diary 

• Manage the Bishop's electronfc • Bishop beIng aware of hIs 
dlary/caJenciar commitments 

~ Deal With all requeste for 
appointments 0 Laok of romplaints 

... _ .. -._ ... " ................. "......................................................... .. .................. ".. ... .......... ~ ... -... M.~k~.~p.p..Q~!1Jm.e~!~_~~~~~I~.9..~ ....... ~ .......... NQoJash.Qf.appoiotment$ 
feaSIble schedufe .' _ . . ................... -

-
. Bishop'$ ')ffiea Signed 

• Redirect requests for • A haRPY bishop 
appointments to appropriate 
personnel as deelned 
ElPl'l'Opriate 

.:-~ .. 
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: Dioccse OfMaitJand.Nckcasue 
. I Position Dcseription 

I • Liaise with tha Communications-
Team In the researchIng of 
material necessayY for the 
preparation of homilies, talks 
eto wilen required 

• Ensure aU relevant 
documentation is at hand In 
readiness for upcoming events 

0 Schedule karish 
visitations confirmations 

4. Correspondenc, and • Manage all electronic and • . Correspondence attended to in a 
Tefephone , hardcopy ooJTeSpondence timely manner 

I • Forward appropriate electronic 
I correspondence to Bishop • No complaints . 
i 
I • Respond to correspondence • Confidentiality marntained ! 
; where reqUired ! • Clear communication I • Redirect . correspondence to ! 
I approprlate personnel • Telephone managed fn a timely 
I Process matters of a I • manner , 

confidential nature as tnsbuoted 
! 
i by Bishop 
; .. Maintain the filIng system In the 
i 
i B1Shop's office 
I • Prepare/distribute weekly 
I 

I communlcatioll to clergy 

. , • AuthOrise content of we~k1y 
i communtcatfon to clergy 
! 

0 Receive aD telephone caTis for 
i the BIs)1op 

! If Screen calls and deal with calls 
I as appropriate 
i • Redlreot caRs to other persennel 
I 
i as appropriate 

5. Bishop's AC~ .. liaise wlth appropriate • Knowledge of ourrent personnel 
Commission W personnel • Bishop apprised of aU retevant 
Committees I. • Arrange travel to attend correspondence in a tfinely 

i COnferences, meetings eto manner 
; It Prepare meeting 
i papersfdooumentatlon where I 
I the Bishop 1$ the i 
! Chatr/Secretary ! 
i It Ensure all necessary 
I dooumentaUon Is at hand for i 
I attendanoe at meetlnas 

6. Event ManagelTjent • Coorcllnate organisatton of • EVents are a success 

I clergy conferences and retreats 
I • Coordinate organlsaUon of I 

I Jubllarians' MasE>es/t.uncbeons 
i • Organisefcoordfnate 
l organisatfon of clergy funerals 
i 

i II Ooordlnate/organiSe any other 
i events as request&d by the 
I Bishop I ", " 

H19fi~qijill\Y;-lfifc;i"-malive--··-··"--- .---.----... -
7. communication I • Communicate with clergy and- .-- . 0 

I parish personnel as' appropriate communications delivered to 
i stakeholders within deadlines , 

0 Liaise wlth clergy from other i 

i DlocesesfRel19tons 
I .. Communloate wl", Reltq\ous 
I . 

. . 

Bishop's Office Signed hge30fG 
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" Piocese ofMattland-Newcas!le 

Congregations as requIred 
• Communicate With other 

Ausirallan cathoifc Bishops and 
staff as requlred 

• Communicate with other Heads 
of Ohurch as required 
particularly the Angncan bishop 
and his staff , 

• Communloate with Ohancellor 
and Vice Chancenors of the 
Diocese as requlreci 

.. Communicate where necessary 
with Heads of Agency and staff 
of the Dlocese 

• Oommunioat with Dignitaries 
and SlshoD'S \l!Sftors as r'eq!JJred 

8. BiShOp's Diocesan • Provide admlnlstrattve support 
AdvIsory Groups to the Bishopts Executive and. 

COmbined Exeoutive Team 
• Provide admintstratlve support 

to the Towards Healing Panel 
1/ Provide administratiVe support 

lathe 
Consuttorsffruste8$(Couocll of 
Priests 

9. . Chffd Protection • Support Manager and staff of 
Child ProteoHon 
UniflZimmerman SerVices as 
required 

• ,Ensure COfreot processes are 
· followed around clerav 

10. Other Duties .. Carry out other duUes as 
reaulred 

12. SIGNIFICANT CHALLENGHS (short & long term) 

What? 

13. ORGANISAtiON POSITION CHART 

I BlShODI 

I 

• 

• 

• 

r executIve Asslstantto the Bishop I 

BisbOI)'S Office • 
Signea. 

PosltiOl\ Descllption 

. 

Prepam6on/distrlbution of 
meeting papers In a timely 
manner 

Manager/staff are.supported as 
required 

Cooperation 

. . 

}, 

Pego40f6 



.. 
.. 

,. 

.. 
i 
i 
I 
I 
j . 
I 

~ I 
Dioccso otMaltiand-Ncwc&stlo 

I 
Position D~tio1\ 

14. EMPLOYMENT~' ONDITfONS . 

Performance Ma agement 

PerFormance eg I ement bi-annualty with appraisal and reviews 

Reward & Recognttion . 
I 

Educationa~ and ~evetopmentopportunlUes negofiatecl bl--annually 

Remuneration i . -
. I . 

Agreed salary an~condiUons comparable 10 industry standards and level of responsibility 

15. OTHeR RELEV1NT INFORMATION 

ocoupantsmust:/ . 
• have a curreri drivers Utence; 
• abide by the aws of the Commonwealth of Australia and'NSW and the polices of the Dtocese. Any 

criminal or~ft scHon taken against the occupant must be reported immediately to Ute V(09 

Chancellor - dmtnlstratlon; • 

• ta,ke reaso . Ie action to familiarise hlmseIfJherse1fwith Diocesan poltctes and procedures; 

• not take ad'll (age of their J1)le ttl the Ofocese for personal gain: . 

• take resPO~lIty for their personal safety and the wellbetng of other emplc>yees, dl$1lts •. 

contractors and other visitors to the Diocese; and 
I 

. 

• be familiar wWlt and obsetve. Diocesan policy and procedures on eqUity and Oluerslly and 

occupatlona, Health and Safety in the performanoe of the responsiblllttes of the posttlon. 

16. SIGNATURES I 
, 

OCCUPANT ! 
" •. _ I 

Signed· 

. i 

SUPERVfSOR 

___ Signed 

DAm: 

\ct.2X~ 
.. 

-.----------~----.,.j 

I 
. 

---.----.----.. -... - .... - ........... --... ---......... -.. _._ .. _ ....... __ ......... r ................................... -.......... _ ........ _ ........... , ...... _ .... _ ... _ ...... , .... -... _-.. -....... " .......... _-.-._ .... __ ....... _ ... --... - ................. -.... - .... --..... ------.,.--........................... -......... --... ------........ ___ 0_, 

Signed . PageSof6 
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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 applicable than others. 
The following table provides the more probable pathways and identified contact person for you to reler the client to 
in order to assi.st them with their desired outcomes. The contact details of the resource pe~ple listed below are not 
for further distribution without their express permission. . 

Please note: all conversations must be treated with sensitivity and compassion as you attempt to forward. the caller's 
enquiry on to the most appropriate person in the organisation to assist. If. when ·trying to foiWard ihe ·caller on to the 
most appropriate person. the caller alleges that. they or someone they know has a complaint that is· criminal in 
nature. always encourage the person to contact the police. before forwarding their call on to the contact person 
below. .. 

Caller has phoned. 9P9!Jt Where to direct their call . 

-Matters of child protection Brenda Maloney - Chllci Protection Unit. 
Zimmerman Services 

-Allegations of child abuse involving persons associaied Office 4979.1390 
with the Diocese of Maitland-Newcastle 

- Training and information sessions to parishes. schools 
and other Diocesan groups 

This andth~BlleWj,,§ ............. pag~ i_ the annexJ,lrB 
- Support for people who have been affected by sexual 
abuse within the Diocese ~~ ................. .referred to in the affidavit of .............. 

......... ~ ..... I.~:!~ ....... sworrveeel!ll'ed beforo me 
- People who wish to lodge a complaint with Towards at .. ~.Cf!.M. ................... thiS. •• ~ ............ ~ ...... Healing 

day of •••••••••••. ~ ............................ 20 ....••••. 
" .... ~ ... 

-Enquiries about upcoming Insights gatherings and 
n. 

o...QQ.ortunities to voice their QQinion '.'~ ... J: ••.. '. 

- For a pastoral response for someone upset. confused. Maureen O'Hearn - Coordinator for Healing and Support. 
affected by the outcome of their trial or needing Zimmerman Services 
someone to talk to Office 49791385 

Mobile 
-Needing support if they have been affected by sexual 
abuse within or outside of the Diocese 

-If the person is upset and wonts to make a complaint 
about behaviour that may be criminal in nature Maureen will recommend that the person contact the 

police. 

-If 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 them to Office 4979 1383 
Sean Tynan at Zimmerman Services. Mobile 

-If the person is angry and wants to make a complaint 
about behaviour that may be crimina! in nature Sean will also recommend that the person contact the 

_police. 

-For all media enquiries or phone calls from journalists Emma Blackford- Communications Manager 
asking questions. please forward them to the Office 4979 1183 
Communications Manager. Mobile. 

For all financial and CDF enquiries and queries about Sean Scanlon - Vice Chancellor Administration 
potential compensation claims against the diocese. Office 02 4979 1167 
please refer them to the Vice Chancellor Administration. Mobile 

The client is wonting to speak to Bishop Bill In the first instance. ask if anyone more appropriate 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 
WrlfLht 49791109 

Signed 

. 

., 
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To: 

From: 

Date: 

Subject: 

DiOCESE OF MAITLAND .. NEWCASTlE 
BISHOP'S OFFICE 

841 Hunter St, Newcastle West: PO Box 780, Newcastfe NSW 2300 Australia 
. Telephone: (02)49791109 Fax: (02) 49791338 

Emaili e(!zsbeth.gOl!te@mn.oathollo.org.au Web: www.mn.catholia.org.au 
. AS"': 91,605046 467 
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MEMO. 

ALL Parish Offices, Clergy, Pastoral Coordinatorsl eso, Catholtc systemic schools 
under the auspice of the Diocese, CStholtcCare Social Servicesl Chancery personnel, 
Djoces~n Boards, Committees or Councils 

BiShop Sill Wright ~Is a~d ~ fOtlowrng ... :f.:::: page~e the annexun 
Frlday,2Srd November/20l2 ~~M..;;~..r~etredtofnth8affldavitOf" ... _ .•••• 

."7vr:1,:=-a ... " ... !~~ .. sWQmtdeel8lflHrelor8 mE 
Retention of Records . .at,,," •• 't!?,":.:.~ ...... " ....... th; . 

As you are aware, the Commonwealth has recently announced th~ establishment of a Royaf 
Commlss1on Into Institutional Responses to Child Sexual Abuse. 1 think the Royal Commission wnl 
be healing for the Church. It is an O)lportunity for our Church to face up to what we did badly, 
what we didn't do, what we eQuId have done and what we're doing about It. There can be no 
great change while we hide the truth, and especlally when we choose to hide it from ourse'ves. 
That's true for IndMduals, and It's true for institutions. 

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

The following memo is Intended to give you some dear directions about the types· of records that 
we, individually and as a dioce$eJ need to preserve. In no way am I suggesting that anyone in the 
Diocese would deJiberately destroy possIble evidence that should be made available to the Royal 
CommIssion. But there are times we carry out standard practices without thinking, so If you have 
a clean out of record$ at the begtnning of the year, or you delete e-mails after 6 months or 1 year, . 
this memo tells you to stop and think, don't just automatically follow your normal pr'actlees, 

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 I am directing that from this date, as 
November 2012, all dergy, pastoral toordinators,rellgious and latty working or volunteerIng in 
parishes) the Chanterv, the GO" sd\ools, CatholicCare Social Services and the varIous pastoral or 
financIal councils and management committees or board$ cease any removal, destruction, 
deletion, or overwriting of any finaUsed records, either electronic or paper based documents ...... __ .--_. ., 

-· .. ··-----···-··-·· .. ··----·''·-tbantfEfCUiTentl\fneta1)y·llnnnocese·or .. t11af·wtU"be"nelli·by·tf'nrdlomtrbetWEuarrnovJ'and·ilief .. ··-·--
completion of the Diocese's Involvement with the Royal Commission Into Institutional Responses 
to Child Sexuaf Abuse. 

Signed What does t()l,<; have to do with JP."II,~';' 
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WHAT CONSTITUTEs A IRECORD'? . . 

The term 'Records'/ Includes any Information heJd by the Diocese that relates to the provision of 

services by the Diotese or may relate to any issues of historlc or current thild abuse. 

IRecords' include b+t-are not limited to: . 

• letters, e-m~jfs, faxes and other forms of correspondence, 

.. Memos, bri~fing notes, newsletters, circulars or other Informational documents 
I . 

• Policies, pr*edures, practice guidelines or other directive documents, 

• School, outLof-home carel or other reports, assessments conducted by Diocesan or 

external pe~onne'~ counsettIng notes, file or case notes .and other records of a person OT 

group of pebple's receipt of diocesan services, 

• MeetIng ag~nda, minutes and othar records of collective processes, 
I 

. 

• Personnel or performance reViews, employment contracts, position descriptions, critical 

incident ot aCCident reports and other documents relating to human resource 

manasemen!tt . . 
• FinanCial, p operty or actuarial reports, building and devetopm~nt plans .. balance or budget 

sheets and other documents relating to the administration of the DIocese, parIshes and _ 

services. I • 

• Reports tol statuary authoritieS including Policel Comm.unity Services, Ombudsman, 

Commission for ChUdren and Young People, Office' of .Chl1dren - Children"s Guardian, 

. WorkCover~ustralial and 

• lnvestlgati+ files, feedback registers, reviews and other documents relating to complatnts 

managemet;\t. 

I 
WHAT IS NOT CON~JDERED A 'RECORD'? 
'Records' do not Inblude: 

• unsolicited Junk e--malls, or 
.' advertisem~ntsl or 
• other matetlal that has no connection to the Diocese's services, and 

I 

• has no releVance to issues of past or present chIld abuse. 

However, when In ~OUbt-keep it. e 
The Oiocese reCOg~iSeS there are'technical issues to overcome to allow for the retention of SMS 

and voice mall redords on mobite serllipes and landline services related to the Diocese. At this 

moment we are uhsure how or even 1f we will be ab~e to s.tore these records. Therefore, untl1 

directed otherwls~, messaging to moblle or landline services (SMS and voice malls) are excluded 

from being constdJred (Records' for the purposes of this memo. 

---~------=~=~~~~=":~~~;;~~~11;'~;;~ __ ----
Diocesan Child PMectfon Unit as a matter of priority, as per the DIocese oJ IVla ",anU",vewcas e: 

Reporting Child Prbtectlon Concerns Policy. 
! 

~-- Signed 
. Whcit does this 'love to do witll J<tsus? . 



FURTHER INFORMATION AND SUPPORT WILL BE MADE AVAlLA8LE 

Over the coming weeks and months the Diocese wnt advisQ you of some additional supports for 

people to manage emerging Issues around managing these retaIned records. . 

What does t'lt1s MIlle to do wlthJ(f$tls? 


