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For school personnel, it is state law that “the 
Criminal History Record Check process 
include a fingerprint search of the applicant/
employee by the New Jersey State Police 
and the Federal Bureau of Investigation.”1 
All other Diocesan personnel and volunteers 
are required by the Charter for the Protection 
of Children and Young People to complete a 
background check.  

This document “is a comprehensive set 
of procedures originally established by 
the USCCB in June 2002 for addressing 
allegations of sexual abuse of minors by 
Catholic clergy.”2 The Diocese of Trenton 
implements these requirements using 
IdentoGO fingerprinting for a state police 
review of criminal records and Selection.com 
for ongoing monitoring.

In the past, Safe Environment Coordinators 
could receive permission to use either the 
IdentoGO process or Selection.com. In 
many cases, the original check was completed 
through IdentoGO and when the four-year 
requirement for renewal occurred, Selection.
com was put in place. This resulted in a lack 
of long-term monitoring. 

It may be helpful to understand the various 
levels of checks provided by these processes:

State Police and FBI Review Through 
IdentoGO – provides a one-time review of 
state and national databases for records of 
criminal activity.

Selection.com – provides a quarterly review 
of all criminal records in all current and past 
addresses where an employee or volunteer has 
resided; enrollment in Selection.com lasts for 
four years; re-enrollment will be accomplished 
with Diocesan assistance after 4 years. 

Department of Education Criminal 
Background Check (for School Personnel 
Only) – provides a primary review of state 
and national databases and follows with 
constant monitoring for criminal activities.

As of June 30, 2025, the Diocesan Office 
of Child and Youth Protection requires 
that all new employees and volunteers 
first complete a state police and FBI 
review through fingerprinting collected by 
IdentoGO. This is to be followed within 90 
days with a registration in Selection.com. 

If candidates begin by creating an account 
in Virtusonline.com, they will be assisted in 
registering for IdentoGO appointments as well 
as signing up for the required Virtus training. 
It is strongly recommended that all employees 
and volunteers hired in years past be brought 
into compliance with this requirement. 

This process will ensure that initial 
background checks are thorough and that 
ongoing monitoring is conducted. It is 
important to remember that this process is in 
place to protect the children, young people, 
and vulnerable adults within our Diocese.

For those employees who will be working 
with finances, Selection.com can also 
provide a credit check. The credit check 
should be run for anyone who has any 
financial responsibilities including Business 
Managers, Bookkeepers, Accountants, Payroll 
Coordinators, and Office Managers. For 
assistance in doing this, please contact the 
Diocesan Human Resource Office (Angela 
Gitto, Director of Human Resources, 609- 
403-7164, agitto@dioceseoftrenton.org).

Changes in Diocesan 
Background Check
Procedures
The first step in moving an employee or volunteer into work 
or service in parishes, schools and Diocesan offices is the 
background check. It is essential that the person joining church 
service is carefully vetted to assure the integrity of those who 
represent the Diocese of Trenton.

continued on page 3

https://www.usccb.org/test/upload/Charter-for-the-Protection-of-Children-and-Young-People-2018-final(1).pdf
https://www.usccb.org/test/upload/Charter-for-the-Protection-of-Children-and-Young-People-2018-final(1).pdf
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Asbestos Concerns
Asbestos was phased out of spray-on-fireproof 
coatings in 1973 and nearly eliminated from 
incorporation in most building products by 
the early 1980s. Most manufacturers of vinyl 
floor tiles eliminated the use of asbestos in 
flooring material by the mid-1980s. 

New Jersey has specific requirements for 
asbestos testing. Any project that disturbs 
more than 25 liner feet or 10 square feet of 
material in a building constructed before 
1986 needs testing – no exceptions. The Risk 
Management and Construction/Real Estate 
Departments of the Diocese of Trenton have 
worked with many industrial hygienists, state-
certified asbestos remediation contractors, 
and environmental testing and monitoring 
companies and can assist with vendor selection 
and guidance when needed. 

It is a common misconception that all 9-inch 
square vinyl tiles contain asbestos and that 
all 12-inch square vinyl tiles are asbestos-free. 
Vinyl tile and the adhesive (mastic) should 
always be tested before removal if installed 
prior to 1986. Even if vinyl tiles are asbestos-
free, the mastic (tile adhesive) may contain 
asbestos. Typically, black tile adhesives 
contained asbestos and white mastic did not; 
however, testing is the only way to determine 
actual asbestos content.  

Lead Considerations
The use of lead in paint formulation was 
banned in the US in 1978. The use of lead 
in potable water plumbing fixtures was 
eliminated in 1988. In New Jersey, certified/
licensed professionals must be hired for lead 
paint testing, removal and disposal. 

Inspection must be conducted by a certified 
lead evaluation contractor. If a lead hazard 
is identified, a certified firm must perform 
the work and the demolition debris must be 
properly transported to an approved facility 
for disposal. Several years ago, all potable 
water sources at schools and most churches 
in the Diocese of Trenton were tested for 
lead and copper contamination under US 
EPA Methodology and all water source issues 
related to lead and copper contamination were 
replaced or taken out of service. Follow-up 
testing at scheduled intervals should be 
considered if you have any concerns.

Before any renovation or demolition, a 
thorough asbestos inspection by a certified 
professional is highly recommended. This 
inspection involves an initial exposure 
assessment, identifying and testing asbestos-
containing materials, and evaluating the level 
of risk they pose on the property. 

By pinpointing potential hazards, certified 
inspectors help keep asbestos exposure 
properly contained, reducing the risk of 
asbestos fiber becoming airborne, and 
protecting the health of all occupants and 
workers.

Once a professional inspection is complete, 
property owners and contractors must apply 
for the necessary permits. Applications must 
include documentation of any presumed 
asbestos-containing material that may have 
been found. 

Attempting to handle asbestos-containing 
materials without proper certification can be 
dangerous and lead to regulatory penalties. 
Always rely on experts to keep the process safe 
and compliant.

Asbestos regulations in the State of New 
Jersey are managed by the NJ Department 
of Environmental Protection pertaining to 
the generator and transporter requirements 
for the management, transportation, and 
disposal of asbestos-containing materials 
(ACM). The NJ Department of Labor (NJ 
DOL) Asbestos Control and Licensing Section 
licenses asbestos abatement contractors and 
issues permit identification cards to abatement 
workers and supervisors. The NJ DOL 
enforces the Asbestos Control and Licensing 
Act by conducting inspections involving 
friable and non-friable asbestos-containing 
materials in all private, public, commercial, 
and residential buildings in New Jersey. DOL 
will investigate all reported illegal or improper 
abatements in any type of building and will 
routinely inspect the work of all licensed 
contractors and their employees. Every report 
made to NJ DOL, even anonymous, will be 
investigated.  

The New Jersey Department of Community 
Affairs (DCA), Asbestos/Lead Unit certifies 
asbestos safety technicians and authorizes 
asbestos safety control monitoring firms and 
provides information on methods of asbestos 
remediation for projects under the jurisdiction 
of N.J.A.C. 5:23-8 (educational facilities, 
public buildings, daycare center or nursery). 
DCA also investigates complaints.

Asbestos containing materials 
(ACM) are classified by type:
n	 ACM means any material containing more 

than 1% asbestos which has been applied 
to any ceiling, wall, duct, boiler, tank, 
pipe, structural member, or any other part 
of a building or equipment.

Although no longer an issue for new construction, asbestos, 
lead in plumbing fixtures, and lead in paint were common 
when many of the buildings in the Diocese of Trenton were 
constructed. Below is information every parish and school 
should know about asbestos and lead abatement.

Guidance for the Management of 
Asbestos-containing 
Material (ACM) and Lead

continued on page 3



3D i o c e s e  o f  T r e n t o n :  R i s k  M a n a g e m e n t  Q u a r t e r l y

As a reminder, it is required that all parishes, schools and cemeteries obtain up-to-date certificates 
of coverage for Workers’ Compensation (WC), General Liability (GL) and Property Damage from 
vendors and subcontractors that perform work on church or school property, owned or leased.

The Need to Obtain Certificates of Insurance 
from Vendors & Contractors for Workers’ Compensation, General Liability and Property Damage

For questions about completing a background 
check, please refer to the websites below or 
contact the Associate Director for Child and 
Youth Protection, Janet L. Boris, at jboris@
dioceseoftrenton.org or 609-403-7223.

Additional Resources:
Virtus Online 
https://virtusonline.org/virtus/

IdentoGO  
https://www.identogo.com/services/live-scan-
fingerprinting

Diocese of Trenton Office of Child and 
Youth Protection 
https://dioceseoftrenton.org/committed-to-
healing

 

Additional Hints for Best Use of 
Virtus Online
n	 Please review all your volunteers and 

employees in Virtus and Paylocity. Make 
sure that those who have ended their 
service have been marked “inactive.” 
Selection.com background checks are 
initiated through the Virtus Online 
platform and automatically update the 
person’s profile in Virtus. It is important 
for Safe Environment Coordinators to 
know that if a user is made “inactive,” the 
connection between Virtus and Selection.
com is severed and a new background 
check will need to be initiated. If someone 
is leaving but will be returning, that 
account can be marked “suspended” rather 
than “inactive.”

n	 If parishes have merged and changed 
names, it is important to select the proper 
name of the current parish. Selection.com 
will fail if the location is not valid.

n	 We strongly recommend that for 
employees, the name in Paylocity should 
match the name in a person’s Virtus 
account. For Selection.com, the invoice 
is sent to the Primary Location in the 
person’s Virtus profile; this could be 
different than the location of their Primary 
Role.    n 

1	 https://www.nj.gov/education/crimhist/faq/; NJ 
Department of Education Office of Student Protection

2	 https://www.usccb.org/offices/child-and-youth-protection/
charr-protection-children-and-young-people; Charter for the 
Protection of Children and Young People

Changes in Diocesan Background Check Procedures, continued from page 1

Guidance for the Management of Asbestos-containing Material (ACM) and Lead, continued from page 2

n	 Category I Nonfriable Asbestos-
Containing Material - any asbestos-
containing packaging, gaskets, resilient 
floor covering (vinyl, asbestos tile (VAT), 
and asphalt roofing products containing 
more than 1% asbestos as determined 
using Polarized Light Microscopy as noted 
in the Federal Code of Regulation.

n	 Category II Nonfriable Asbestos-
Containing Material - any material, 
excluding Category I Nonfriable ACM, 
that when dry, cannot be crumbled, 
pulverized, or reduced to powder by hand 
pressure.

Failure to follow the rules and permitting 
requirements will result in substantial fines. 
Seek guidance from the Directors of Real 
Estate/Construction or Risk Management 
when undertaking building renovation, 
remodeling or demolition.    n

The Parish, Pastor, Diocese and Bishop must 
be named as additional insured and there 
must be a contractual obligation to provide 
additional insured status in a contract between 
the vendor and the parish. Typically, the need 
for obtaining evidence of GL coverage is fairly 
straightforward. Any damage or injuries to 
others caused by the vendors or subcontractors 
should be their responsibility and requiring 
them to have GL coverage will help ensure 
these damages are covered.  

In a similar manner, required WC coverage 
to statutory limits in the State of New Jersey 
ensures the vendors’ and subcontractors’ 
employees are covered should one of 
their workers be injured while providing 
services on church, school or cemetery 
property. However, “small” contractors 
consisting of a one-person (owner and sole 

proprietor) company are not required by New 
Jersey law to carry Workers’ Compensation 
coverage. These small contractors, if 
injured during the performance of their 
work, could and likely would result in 
a claim against the diocesan Workers’ 
Compensation program or General Liability 
policy. Uninsured contractors should never be 
hired; however, an occasional situation may 
arise where the needed services are unavailable 
elsewhere. If this occurs, a Hold Harmless 
Agreement provided by or approved by the 
Diocesan Department of Risk Management 
and specific to the individual and services 
provided should be obtained prior to the 
performance of any contracted work. All 
work conducted on parish, school or cemetery 
property must have a contract that includes a 
named additional insured obligation. 

All contracts must include language that 
prohibits subcontracting of work to others 
without specific “written” contractual 
permission from the parish, assuming that all 
insurance requirements can be met.

In addition, it is important to remember 
that the Diocese’s Workers’ Compensation 
coverage is experience-rated based on the 
frequency and cost of claims. The negative 
impact of a large loss to the Diocesan 
Insurance Fund can significantly increase 
the workers’ compensation premium due 
from all Diocesan entities.    

The “best practice” is to use only fully-
insured contractors who can provide 
certificates of insurance indicating both 
General Liability and Workers’ Compensation 
coverage.    n

mailto:jboris@dioceseoftrenton.org
mailto:jboris@dioceseoftrenton.org
https://virtusonline.org/virtus/
https://www.identogo.com/services/live-scan-fingerprinting
https://www.identogo.com/services/live-scan-fingerprinting
https://dioceseoftrenton.org/committed-to-healing
https://dioceseoftrenton.org/committed-to-healing
https://www.nj.gov/education/crimhist/faq/
https://www.usccb.org/offices/child-and-youth-protection/charter-protection-children-and-young-people
https://www.usccb.org/offices/child-and-youth-protection/charter-protection-children-and-young-people
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Many parishes and schools allow parish and 
non-parish groups to utilize space in parish or 
school buildings to assist outside organizations 
that lack meeting space, host church/school 
events, and conduct fund raising activities. 
Examples include: 

n	 Groups that meet regularly, such as 
various self-help anonymous organizations, 
Knights of Columbus, Boy Scouts, and the 
St. Vincent DePaul Society.

n	 One-time events, such as wedding 
receptions, alumni events, birthday parties.

n	 Sports activities, including the use of 
fields, basketball courts, tennis courts, and 
gymnasiums by parishioners, volunteers, 
coaches, and staff.

n	 Fund raisers for the benefit of the school 
or church, such bingo, silent auctions, craft 
fairs, and tricky trays.  

THE INFORMATION BELOW IS A 
GUIDE. COMPLIANCE WITH STATE 
AND MUNICIPAL REGULATIONS 
IS THE RESPONSIBILITY OF THE 
ENTITIES HOLDING EVENTS THAT 
REQUIRE A GAMING LICENSE OR 
PERMIT FOR THE CONSUMPTION OF 
ALCOHOLIC BEVERAGES.

A parish group is any entity that utilizes the 
Parish Federal Employment Identification 
Number (FEIN) for their bank account and 
is a pastor-approved ministry of the parish, 
formally authorized as such by the pastor. 

A non-parish entity or parish group that 
hosts events allowing the participation of 
outside vendors and/or volunteers who are not 
exclusively ministry members or employees is 
not covered by the liability insurance program 
of the Diocese. The use of parish buildings or 
other property spaces, rented or at no charge, 
will require a Use License Agreement and 
insurance. The following should be obtained 
from the group:

n	 A Parish Premises Use Agreement 
“License Agreement” prepared by the 

Diocesan Office of Risk Management, 
signed by the pastor and the organizer 
of the group utilizing the space. The 
parish should keep a signed copy of this 
agreement in their files.

n	 A Certificate of Insurance (COI) from 
the group showing proof of liability 
coverage with limits of at least $1,000,000 
per occurrence, $2,000,000 in the 
aggregate, for general and auto liability, 
and proof of workers’ compensation 
insurance. Property damage coverage and 
medical may also be required. The COI 
must also show as additional insureds, the 
parish/school, the pastor, the Diocese of 
Trenton and Bishop David M. O’Connell, 
C. M. with liability coverage as primary 
and non-contributory and a waiver of 
subrogation in favor of the parish and 
diocese. The form and language of the 
COI must be approved by the Department 
of Risk Management prior to the use 
of the property. Attach a copy of the 
COI to the signed Use Agreement and 
maintain the file for a minimum of three 
years. Alternatively, if the group does 
NOT maintain their own insurance, the 
group must acquire, at an additional fee, 
Special Event insurance which in most 
cases is available through the Diocese 
Special Events program. Please contact 
Sherrie Sporek at the Chancery Office 
at 609-403-7184/7149 or by e-mail 
sspore@dioceseoftrenton.org to obtain an 
application. Special Event coverage can 
be acquired on a per-event basis for most 
activities at $125 or on an annual basis 
for meetings regularly scheduled from 
one per month up to two per week at an 
annual cost ranging from $200 to $1,050. 
All Special Event Insurance through the 
Diocese of Trenton program covers Host 
Liquor Liability. Special Event Insurance 
is not available for sporting events. 
Sporting Event Coverage can be purchased 
through insurance brokers specializing in 
Sports & Entertainment Insurance.

Use of Alcohol  
If an outside group wishes to serve alcohol 
(with the pastor’s approval) at a parish-hosted 
or non-parish event, the use of a licensed 
caterer or bartender is preferred. If a licensed 
caterer or bartender is used, the caterer or 
bartender must provide the parish/school with 
evidence of their general liability policy with 
Host Liquor Liability coverage and include 
the pastor, parish/school, Diocese and Bishop 
as additional insureds as noted above. 

BYOB or any event where liquor is served/
consumed must purchase Event Insurance 
through the Diocese unless the liability 
insurance of the licensee specifically included 
Host Liquor Liability insurance. Depending 
on local regulations, a city or town may 
require the group to obtain a permit for 
serving alcohol. If so, the group is responsible 
for obtaining the permit and for showing 
proof of this to the parish/school. 

The state of New Jersey requires that a Social 
Affairs Permit and/or Special Event Permit 
with the Division of Alcoholic Beverage 
Control be obtained for any event that serves/
sells/allows the consumption of alcohol if 
there is an event fee or any charge for drink, 
admittance, food, entertainment, tickets, etc., 
for those attending the affair. (Examples: 
Pocketbook Bingo, Casino Night, Night 
at the Races, Silent Auctions and other 
fund-raising events that require a NJ 
Gaming License.) 

There is a $100 application fee and the 
application must be obtained at least two 
weeks prior to the event for religious, civic, 
educational or veteran organizations. The 
application must be accompanied by other 
required documentation including, but not 
necessarily limited to, the organization’s 
Certificate of Incorporation, Charter, Bylaws, 
Constitution, Membership List, Financial 
Records, and documents related to Federal 
Tax-Exempt Status. 

Parishes and schools are encouraged to be innovative with the 
space available in the parish as outreach and service to the 
community. However, in order to ensure the safety of the groups 
involved and to protect the Parish/School/Diocese from liability, 
there are certain steps a Pastor/Principal should take when 
allowing any group to use parish premises.

Use of Parish Premises 
for Other Than Church Ministry Activities

continued on page 5

mailto:sspore@dioceseoftrenton.org
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New Jersey Minimum Wage 
Increase January 1, 2026
The NJ minimum wage rate will increase 
to $15.92 from $15.49 per hour for most 
employees on January 1, 2026, in accordance 
with annual adjustments required by law. 
Review all payroll rates prior to January 1, 
2026, to make adjustments as needed.

New 1099 Reporting Threshold 
Effective January 1, 2026
Payments to non-employees for personal 
services must be reported on an information 
return FORM 1099-NEC if the payment is 
$600 or more in a calendar year. Effective 
1/1/2026, the threshold will increase to 
$2,000 and beginning in 2027 will be 
adjusted for inflation. Backup withholding 
is required when the payee fails to provide 
a FORM W-4 or FORM W-9 using the 
taxpayer’s correct identification number 
(TIN). Income below the reporting threshold 
will still constitute income subject to taxation 
but is not reportable on FORM 1099.

Alternatives to POTS (Plain 
Ordinary Telephone Lines)
If your school or parish has an elevator, the 
reliability of your emergency phone line is 
something to consider. As Verizon continues 
to decommission copper wire phone services, 
your elevator safety communication system 
may need to be upgraded. As an alternative, 
wireless cellular technology solutions are 
available and in many situations are less 
expensive and significantly more reliable. 
There are several sources for wireless cellular 
technology including Kings III, MyLinkLine 
Communications, Rescue GSM and others. 

Most fax and alarm systems utilize POTS lines 
from Verizon. Cellular wireless alternatives 
are available for most applications without 
control panel upgrades with the potential for 
a significant monthly service charge saving. 
In some cases, especially with older fire alarm 
systems, the main control panel will require 
an upgrade to be compatible with Cellular 
wireless equipment.

New Jersey Pay Transparency Act – 
Effective June 1, 2025
The Pay Transparency Act (S2310) Effective 
June 1, 2025, all (qualified) employers are 
required to disclose the following information 
for all job posting (internal and external) 
for new jobs, transfers and promotion 
opportunities. 

This doesn’t apply to promotions for current 
employees based upon years of experience or 
performance and does not prevent employers 
from making a promotion on an emergent 
basis due to unforeseen circumstances.

n	 The hourly wage or salary or a range of the 
hourly wage or salary.

n	 A general description of benefits and other 
compensation programs for which an 
employee in the position would be eligible.

n	 The law also requires employers to make 
reasonable efforts to announce, post 
or otherwise make known to existing 
employees any opportunities for promotion 
in their department that are advertised 
internally or externally.

The application must also include a security 
plan as well as a floor plan of the site 
identifying controlled access/egress security 
points to check IDs for age and prevent access 
to alcohol by minors as well as monitor for 
excessive alcohol consumption. For most 
events, the security plan may require only one 
entrance and one exit point. The application 
must also be signed by the Chief of Police and 
Clerk of the municipality. The determination 
of needed permits is the responsibility of 
the entity hosting the event. If raffles, silent 
auctions, or gambling/gaming of any kind 
are held in conjunction with the event, all 
required licenses must be obtained in advance. 
All required post-event reporting to the state 
and municipal government must be submitted 
within the required time period.

We all need to be concerned about alcohol 
consumption by minors and ensuring that 
people who are intoxicated are no longer 
allowed to drink alcoholic beverages. The 
security plan should include a means to 
safely transport any impaired person to their 
home. For this reason, it is important that 
the organizers of the event at which alcohol 
is served/available follow these guidelines and 
other prudent procedures as deemed necessary 
to guarantee safety:

n	 Never serve alcohol to an individual under 
the legal drinking age. Identification 

should be checked for anyone who appears 
to be under the age of 30.

n	 An individual should only be allowed to 
order or obtain one drink at a time. This 
will help prevent someone from becoming 
intoxicated too quickly and will also help 
deter an individual from providing a drink 
to a minor.

n	 A formal plan should be implemented to 
handle individuals who have had too much 
to drink.

n	 Security or Police should be considered if 
alcohol is served or the size of the event 
justifies the need.

Appropriate Use of Facilities  
Parish/school facilities should not be used 
for political purposes, including fundraisers 
for a candidate to political office. Despite 
recent IRS rulings, political statements 
and endorsements are not allowed. The 
use of church or school property for the 
political activities of others risks claims of 
discrimination by an opposing political party 
or candidate if they were denied equal access/
use. 

In addition, the general goals and objectives 
of a group using the facilities should be 
consistent with the values and mission of 
the Catholic Church. Activities contrary 

to the teaching of the Catholic Church are 
prohibited. The following link includes a 
statement from Bishop David M. O’Connell 
C.M.: https://dotinsurance.org/political-
endorsements/

If you have any questions related to 
appropriate uses of parish premises, seek 
guidance from the Office of Administrative 
Services at the Chancery. For information 
related to Special Event Insurance, please 
contact Sherrie Sporek in the Chancery Office 
at 609-403-7184/7149 or by e-mail sspore@
dioceseoftrenton.org 

Use License Agreement questions including 
insurance requirements other than Special 
Events Coverage should be directed to Joe 
Cahill 609-403-7189 (office) 732-284-1600 
(cell) jcahill@dioceseoftrenton.org 

For current rates (effective 02/01/2025– 
02/01/2026) and to download an 
application, please go to our website: 

https://dotinsurance.org/forms/special-event-
forms/ 

Information related to permits for alcohol 
or gaming can be obtained at: 

https://dotinsurance.org/permits-for-alcohol-
and-gaming/    n

continued on page 6

Use of Parish Premises for Other Than Church Ministry Activities, continued from page 4

Items of Importance

https://dotinsurance.org/political-endorsements/
https://dotinsurance.org/political-endorsements/
mailto:sspore@dioceseoftrenton.org
mailto:sspore@dioceseoftrenton.org
mailto:jcahill@dioceseoftrenton.org
https://dotinsurance.org/forms/special-event-forms/
https://dotinsurance.org/forms/special-event-forms/
https://dotinsurance.org/permits-for-alcohol-and-gaming/
https://dotinsurance.org/permits-for-alcohol-and-gaming/
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Winter Prep Checklist
Ice dams, frozen pipes and slippery roadways are just some of the hazards of winter. Cold freezes 
and snowstorms can result in significant property damage and personal injury if facilities are not 
properly maintained. Please read the guidance below to ensure safety during these winter months.

Heating Systems
Your heating system will provide decades of 
reliable service, if properly maintained. In 
addition to the yearly inspections performed 
by Hartford Steam Boiler Inspection Services, 
have your maintenance personnel make the 
following checks:

Daily: Check boilers or furnaces for water 
leaks, fuel odors and verify that pressures and 
temperatures are within allowable limits. Keep 
the required boiler log up to date. 

Weekly: The boiler/furnace room should 
be inspected weekly for cleanliness. Remove 
unnecessary combustibles and maintain a 
36-inch clearance between heating appliances 
and combustibles. Ensure equipment is 
unobstructed and easily accessed. 

Monthly: Manually test the boiler low water 
cutoff and the safety relief valve.  

Annually: Annual maintenance and 
inspections should include testing all 
combustion safety controls (e.g., safety shutoff 
valves, fuel-air interlocks, and flame failure 
devices). 

Snow Removal Plan
All facilities should have a snow removal plan 
in place. Snow removal contractors must have 
the appropriate insurance riders and required 
coverage limits. For detailed information on 
putting together a plan, go to our website: 
https://dotinsurance.org/knowledgebase/
snow-and-ice-removal/

Tree Maintenance
Regular tree maintenance is essential to help 
prevent property damage, especially during 
severe weather events. Perform a thorough 
inspection of trees before winter sets in. 
For more information, please download the 
February 2015 edition of our newsletter, 
which can be found by going to our website: 
dotinsurance.org/newsletters/newsletter-
archive

Preparing for Cold Spells 
Prior to cold weather setting in, have your 
pipes insulated, especially pipes close to 
outside walls, attics or crawl spaces where the 
chance of freezing is greatest. Inspect area 
around the pipes for any air leaks and seal 
leaks as soon as possible. Disconnect, remove 
and store outdoor hoses. Close all inside 
valves supplying outdoor hose bibs. Open the 
outside hose bibs to allow water to drain.

During cold spells:

n	 Know the location of all shut-off valves. In 
the event a pipe bursts, you will need to 
stop the flow of water immediately.

n	 Ensure windows, doors, and skylights close 
securely to maintain building heat. 

n	 Inspect facilities for signs of cracked or 
broken windows and doors, especially 
near water pipes; make repairs.  Make 
sure that air makeup ventilation shutters 
operate properly and are not stuck in the 
open position as freezing air can enter the 
building causing any water pipes in the 
local vicinity of the air intrusion to freeze 
rapidly.

n	 Set thermostats to maintain a temperature 
of at least 68° Fahrenheit during the most 
extreme periods (prolonged temperatures 
of 20 degrees or below, or sub-zero 
temperatures for any length of time). Post 
instructional signs at all thermostats.

Treating Frozen Pipes 
If you open a faucet and little to no water 
comes out, leave the faucet open, turn off 
the water at the main shut-off valve, and call 
a plumber. Never attempt to thaw a frozen 
pipe with an open flame. You may be able 
to thaw a frozen pipe with warm air from a 
hair dryer by warming the pipe closest to the 
faucet, working toward the coldest section of 
pipe. If a water pipe bursts, completely open 
all faucets and turn off the water at the main 
shut-off valve. Call a plumber immediately.

Unoccupied Buildings
All properties should be adequately heated 
during winter months to prevent pipes from 
freezing. If a building is unoccupied for a few 
weeks or even a few days, a designated person 
should visit the building early morning and 
at the end of the day - maintain a building 
temperature of at least 55° Fahrenheit or 
higher depending upon outside temperature.

Inspect unoccupied buildings daily, especially 
after a heavy rain or snowstorm. Start with 
the basement and boiler rooms. If leaks or 
flooding occur, make repairs and address water 
issues as soon as possible. If upon entering the 
building you smell gas or suspect a leak, leave 
the building immediately and contact the gas 
company or fire department.  n

Before advertising compensation ranges, 
evaluate existing compensation ranges for 
various positions. Contact the Diocesan Office 
of Administration if you have any questions.

Prepare Now: NJOHSP Will Open 
Federal Nonprofit Security Grant 
Program Application Period Soon
In anticipation of the upcoming application 
period for the federal Nonprofit Security 
Grant Program (NSGP), nonprofit 

organizations preparing to apply are 
encouraged to:

n	 Review the FFY2025 NSGP Notice of 
Funding Opportunity (NOFO).

n	 Ensure vulnerability risk assessments are 
current, including required photographs of 
the areas for which security enhancements 
are being pursued.

n	 Obtain a Unique Entity Identifier through 
SAM.gov. The number is needed at time 
of application.

For more information and instructions, view 
NJOHSP’s grants web page: 
https://www.njohsp.gov/grants/federal-
nonprofit-security-grant-program

The Nonprofit Security Grant Program 
(NSGP) provides funding to organizations, 
as described under section 501(c)(3) of the 
Internal Revenue Code of 1986, at high 
risk of terrorist attacks and located within 
designated areas of New Jersey. Eligible 501(c)
(3) nonprofit organizations must utilize 
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https://dotinsurance.org/knowledgebase/snow-and-ice-removal/
https://dotinsurance.org/knowledgebase/snow-and-ice-removal/
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https://www.njohsp.gov/grants/federal-nonprofit-security-grant-program 
https://www.njohsp.gov/grants/federal-nonprofit-security-grant-program 
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funding for the purchase and installation of 
security equipment on property owned or 
leased by the nonprofit organization. FEMA’s 
Authorized Equipment List (AEL), which 
includes CCTV, card access readers, blast film, 
lighting, fencing, bollards, etc., can be viewed 
under “Resources” on this page. Further, 
applicants may pursue investments in the areas 
of training, exercise, and planning that grow 
preparedness measures. This program also 
allows the hiring of security personnel with 
certain restrictions/requirements.

This federal program consists of two grant 
funding opportunities based on the applicant’s 
geographic location as described below:

NSGP – Urban Area (NSGP-UA) 
This program is limited to nonprofit 
organizations located within designated areas 
of New Jersey (Bergen, Essex, Hudson, 
Hunterdon, Middlesex, Morris, Monmouth, 
Ocean, Passaic, Somerset, Sussex, and 
Union counties).

NSGP – State (NSGP-S) 
This program is limited to nonprofit 
organizations located within designated 
areas of New Jersey (Atlantic, Burlington, 
Camden, Cape May, Cumberland, 
Gloucester, Mercer, Salem, and Warren 
counties). As a condition of accepted funds, 
the nonprofit organization must complete the 
Environmental and Historical Preservation 
Screening Form, which the federal 
government requires.   n

Items of Importance, continued from page 6

Date Checked: YES NO
Boilers & Heating Systems:
Has the annual HSB inspection of all boilers/heating systems been completed?

Is there an adequate supply of fuel for oil fired boilers?

Is there a minimum 3 ft. clearance maintained between heating units and combustible materials, 
such as stored materials, wood walls, floors and roofs?
Water Lines:
Is water shut off to outside spigots and are the spigots opened?

Are water hoses detached, drained and coiled?

Are pipes that are prone to freezing insulated or wrapped with heat tape?

Church Buildings:
Are steps, handrails and ramps in good shape?

Are gutters and downspouts secured to the building and clear of leaves/debris?

Have catch basins and storm drains been cleaned?

Check doors and windows for drafts. Does weather stripping need to be replaced?

Have all smoke and carbon monoxide detectors been tested?

Are thermostat settings set at or above the “occupied/active” standard of 68°, especially if the 
building is to be unoccupied for several days? The setting should be increased above the standard 
during the most extreme periods (prolonged temperatures of 5-10 degrees or below, or sub-zero 
temperatures).
Is there a plan for staff or contractors to safely remove snow and ice from rooftop?

Are all vacant and unoccupied buildings properly winterized?

Has the dryer vent tubing been cleaned?

Personnel and Procedures:
Are all buildings checked on a daily basis during the cold season?

Is there an adequate stock of emergency materials such as salt, warning cones and floor mats? Is 
snow removal equipment in working order?
Is there a process for the cancellation of church activities?

Is there an updated phone list for emergency contacts?

If contracting with a service for snow and ice removal, is there a signed hold harmless agreement 
and a current certificate of insurance on file?
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WTW Team 
WTW 
200 N. Warner Road, Suite 300 
King of Prussia, PA 19406

Felix Tartaglia, Client Advocate 
Tel: 610-254-7484 
felix.tartaglia@wtwco.com

Mike Farrand, Sr. Principal 
Tel: 610-715-1951 
Mike.Farrand@wtwco.com

Certificates of Insurance 
For our online form, go to:  
dotinsurance.org/forms/certs

Claim Reporting 
PMA Management Corp. 
PMA Corporate Processing Center 
Tel: 800-482-9826; Fax: 856-727-3186

PMA Workers Comp  Nurse Triage 
CARE 24 Tel:  855-347-7334

Auto Insurance Cards 
Porter & Curtis, LLC 
Tel: 484-445-7174 
Email: trenton@aeti-inc.com

Online Form: dotinsurance.org/ 
forms/auto-forms

www.dotinsurance.org
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