INSTRUCTION SHEET FOR NEW CORI FORMS
Updated September 6, 2011

Please see the example sheet for each section.

Section 1: Please make sure that every blank is filled in, including last, first and middle name;
maiden name or alias; place of birth; date of birth; mother’s maiden name; current and former
addresses (for the past five years only); sex; height; weight; and eye color. Individuals under age
17 do NOT have to submit a CORI form, but may need to be trained. Contact the OCP if you
have questions about this.

Please note: social security number is optional, so applicants do not have to fill that in. Also,
ID Theft Index PIN is only for those who have already had their identity stolen and who have
been assigned a PIN by the U.S. Government. Most will not have this!

Section 2: This is filled out by the applicant and must have the CORRECT license number, as
well as the state of issue. Please review all forms to ensure that the proper number is in this
blank as well as the state of issue. If applicants are using another form of photo ID, such as a
passport or student ID, do not worry about the fact that it says “Driver’s license.” Just put in “U.S.
Passport” and the number. When verifying the document (section 3), repeat the type of
document, such as U.S. Passport and initial it.

Section 3: This section is to be completed by the authorized trainer only! This is a legal
safeguard required by the Commonwealth to ensure that the person completing the form is
actually the person matching the photo ID. As the authorized trainer, it is YOUR responsibility to
look at the ID to verify that the ID matches the person in front of you and that the name on the

CORI form matches the name on the photo ID. Proper verification means giving the name

of the ID again and putting your initials next to it. This shows that you are taking responsibility for
having checked the ID to see that it matches the person’s name and appearance!

Section 4: The entire form, and especially the signature, MUST be completed in ink. This is a
legal document and it cannot be processed without a permanent signature. Anything that is
erasable cannot be used and will be returned to you for a signature in ink.

Section 5: This is for the principal, DRE, or other supervisor to sign and should be completed as
well.

Section 6: Please either circle “school” or “parish,” as appropriate, or have the applicant put the
full name of the site, including “school” or “parish,” so that we know which site to assign the
person to when the CORI arrives at the CSS office.

Section 7: The name of the town must be filled in. Some people choose to use stamps to fill in
sections 6 and 7, or even labels. Stamps are acceptable, since the words cannot be removed,
but labels that can be peeled off are not acceptable. Everything on these documents must be
permanent!

Code of Conduct

Please remember that this is a separate form that we simply two-side on the back of the
CORI to save paper. That is why the additional signatures are necessary. This form is to
be copied onto the back of all CORI forms except for the Subcontractor. They do not sign
the Code of Conduct, nor are they required to attend the Abuse Prevention Training.
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Section 8: The applicant must sign again in ink.

Section 9: The applicant must date this form. If it is not dated, it will be returned to you.

Section 10: The applicant MUST print his/her name.

Section 11: The name of the site must be filled in.

Section 12: The full name of the town, city, or village must be filled in.

Final Notes

v

All forms must be completed in INK! If forms are sent to volunteers to complete for renewals,
it is a good idea to include a cover letter noting that the form must be done in ink. Advance
instructions should save time and effort.

When you have reviewed all forms to make sure they are complete, please staple all
documents for each person together. Please do not staple only the CORI and ID, then attach
the volunteer questionnaire with a paper clip. All three documents should be stapled
together in the following order: 1) CORI form; 2) copy of photo ID; and 3) volunteer
guestionnaire. This is the order preferred by the CORI Department.

If you are submitting forms for multiple training dates in the same envelope, please group
them by date. This means that each training date should have the sign-in sheet on the top,
with the corresponding CORI forms and other documents behind it. Each group can be
paper-clipped so that we know which CORI forms belong with which sign-in sheet. Please
remember that we have hundreds of forms in the office at one time, so anything you can do to
organize your packets and make sure we don’t misplace forms helps us out tremendously.

You get bonus points for alphabetizing your CORI forms. If they are not in alphabetical order
when we get them, we have to do that before they can be processed. Getting them in alpha
order just means we can get the information into the computer more quickly.

Please check due dates BEFORE you send! We have been receiving multiple CORI forms
for many individuals; as many as 4 forms in one year. This makes a lot of extra work for us
and also slows down the process for everyone. Please make sure that you are only
submitting renewal forms within a month of the due date and not before. From this point
forward, if we receive extra CORI forms without a good reason, we will not process the last
form and you will have to wait until a month before the due date to submit a renewal CORI.

Preparation saves the day! As a reminder, to ensure that forms are done correctly and do
not have to be returned to you, a good practice is to not even start the training video until all
forms have been reviewed by you and accepted as being done correctly. | do this every week
in my own trainings—we all wait until every CORI and questionnaire is completed correctly
and then we move forward. That way, | never have to track anyone down. | also have pens
on the table and the sign-in sheet ready—more safeguards to make sure things are done

properly.

If you have questions, | am just a phone call or email away: Debora Jones (508) 674-
4681 or djones@cssdioc.org.
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Catholic Social Services

Diocese of Fall River

Arlene A. McNamee
Executive Director

Central Office:

Fall River
1600 Bay Street

PO. Box M - So. Station

Fall River, MA 02724
Ph: 508-674-4681
Fx: 508-675-2224

Satellite Offices:

Cape Cod

261 South Street
Hyannis, MA 02601
Ph: 508-771-6771

New Bedford
238 Bonney Street

New Bedford, MA 02744

Ph: 508-997-7337

Taunton

78 Broadway
Taunton, MA 02780
Ph: 508-824-3264

Rhode Istand
Reaching Out

311 Hooper Street
Tiverton, RI 02878
Ph: 401-624-9270

Funded by Catholic Charities

E Xample [

G rama PAL/D.R:E./CSS SIGNATURE:
® SC'HOOLOTHER: Holy “Iriniih P&r‘ﬁk
@ Town: _Fal) K\ve/\‘. M

CATHOLIC SOCIAL SERVICES

NO FEE CODE
CHAPTER 6, §172H CORI REQUEST FORM — VOLUNTEER

Catholic Social Services is requesting all the available criminal offender record information
(CORI) on the following individual from the Criminal History Systems Board pursuant to
Chapter 6 §172H which mandates organizations primarily engaged in providing activities or
programs to children 18 years of age or less that accepts volunteers, to obtain all CORI
regarding staff and volunteers.

@ APPLICANT INFORMATION
Smith Mary Jane
LAST NAME FIRST NAME~ MIDDLE NAME
Jones Bos“br\\ ™M f
MAIDEN NAME OR ALIAS (IF APPLICABLE) PLACE OF BIRTH
o1/od /45 123 45 (%9
DATE OF BIRTH SOCIAL SECURITY NUMBER ID Theft Index PIN *

(Requested, not required) (if applicable) -

Brown

MOTHER’S MAIDEN NAME

CURRENT AND FORMER AIl)RESSE $
1A Man S, fall

\\W;N\A

sex: T HEIGHT: 5 ft. Qin. WEIGHT: IQ0 __EYE COLOR: £

@ STATE DRIVER’S LICENSE NUMBER:_ S 1Q3456189 ™A

(Include state of issue)
**THE ABOVE INFORMATION WAS VERIFIED BY REVIEWING THE FOLLOWING FORM OF
GOVERNMENT ISSUED PHOTOG IC IDENTIFICATION:
MA D.License Z%'Sg

'REQUESTED BY: (N2 Jor o -

SIGNATURE OF CORI AUTHORIZED EMPLOYEE

Al
@ VOLUNTEER SIGNATURE: W \(:U\M/ S’Vw\\

—

PLEASE TURN OVER> |
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Diocese of Fall River
CODE OF CONDUCT

ifts God has entrusted to our care. Asa
olunteer of the church, I acknowledge that all individuals shall be treated with

Situations in which an individual is alone with an unrelated minor are to be avoided. However, if a
one-to-one meeting with an unrelated minor needs to occur, it should be held in a public or visible area
such as an office with an interior window or an office with the door open.

2. As professionals it is inappropriate for us to give expensive gifts to (or receive expensive gifts from)
minors who receive services from us. While it is difficult to define the term “expensive,” for this
purpose it is defined as a gift not to exceed $50.00.

3. Minors are never to be disciplined corporally or corrected with abusive or other inappropriate language.

4. It is understood that aleohol and tobacco products are regulated and defined by age limits as established
by the Commonwealth of Massachusetts. Employees, volunteers, priests, deacons, and religious are
expected to enforce these regulations and never purchase or provide alcohol and tobacco products for
those who are underage.

5. Illegal drugs shall never be distributed to or purchased for minors in the care of a priest, religious,
deacon, volunteer, or employee of the Diocese of Fall River.

6. Prescription drugs shall never be distributed to a person whose name is not on the prescription.

7. No one will abuse alcohol when engaged in professional activities representing the Diocese of Fall
River.

8. As professionals, we should always provide a safe environment, which ensures that sexual boundaries

will not be violated. These include, but are not limited to, sexual, physical, and emotional boundaries,

and all forms of contact, such as telephone, email, texting, social networking, and any other form of
electronic media.

9. Never touch a minor in a sexual or other inappropriate manner.
10. It is illegal to engage in any form of sexual behavior with a minor.
11. Professionals in a supervisory capacity should be mindful of their responsibilities to the youth that they

serve, and at no time shall their role be used to coerce an individual to engage in any sexual behavior.

12. Always report any suspected abuse to Catholic Social Services at 508-674-4681 and other appropriate
designated staff.

T understand that as a priest/deacon/religious/volunteer/employee working with children and/or youth, an

investigative background check will be made on me. I understand that failure to follow any rule in the Code of
Conduct will result in an inquiry from the Diocese.

%J\u\m @ “BD/IQ

Applicant SIGNAZURE Date

MG ro Sk

Applicant PRINTED NAME

ol Trindu Bassh, Cati Rivar maA

Parish/School Name — Town of Parish/School
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