OCIA Inquirer Form Guidance
1. Purpose of This Guide
This guide helps OCIA leaders gather and handle inquirer information in a respectful, professional, and confidential manner. The Adult Inquirer Information Form includes sensitive topics such as faith background, family relationships, and sacramental history. Leaders are responsible for welcoming inquirers and protecting their personal information.
2. Building Trust and Maintaining Confidentiality
Many inquirers share personal information early in the process. How this is handled sets expectations for the rest of their experience. Be clear that the information is confidential and used only for pastoral purposes.
· Explain that information is shared only with the parish OCIA/pastoral team and name who that includes.
· Use clear, simple language about confidentiality.
· Treat all responses with respect.
· If information is shared verbally, assure the inquirer it is handled with the same level of confidentiality as written forms.

3. Handling and Storing Sensitive Documents
Because the form contains private information, it must be handled carefully.
· Store paper forms in a locked office or secure cabinet.
· Avoid transporting forms in personal bags unless necessary.
· Do not leave completed forms unattended in public or unsecured areas.
· Use parish email accounts—not personal email—when scanning or sharing documents.
· Shred drafts or duplicate copies using secure methods.

4. Conducting the Intake Conversation
The intake process should feel pastoral, not procedural. Some questions may touch on difficult or personal experiences.
· Allow adequate time; do not rush the conversation.
· Listen carefully and speak less. Ask clarifying questions gently and only as needed.
· Acknowledge the inquirer’s effort in exploring the Catholic faith.
· Avoid reactions or comments that could be perceived as judgmental.

5. Addressing Marriage History Early
Marriage history often affects a person’s ability to be received into the Church, and many inquirers are unaware of this. These conversations should happen early.
Why this matters:
· Marriage processes and annulments can take months.
· Delays can affect readiness for Easter initiation.
· Early discussion allows time to gather documents and address concerns.
· It helps avoid confusion or disappointment later.

Suggested wording:
“We review marriage history early because marriage is important in the Church, and sometimes past relationships need to be addressed. If anything requires attention, we want to begin that process early so there are no surprises later.”
Use a calm, respectful, and supportive tone.
6. Using the Form Pastorally
The form is not just a record-keeping tool. It helps identify areas that may require additional guidance or follow-up.
Leaders should:
· Use the information to guide future conversations.
· Identify areas needing catechesis or pastoral support.
· Bring complex sacramental or marriage situations to the pastor early.
· Avoid giving definitive legal answers; instead, explain next steps.

7. Recognizing the Inquirer’s Level of Readiness
The final section of the form helps assess where the inquirer is in their discernment.
· A/B (curious or unsure): emphasize welcome, listening, and exploration.
· C/D (strong interest): provide clearer information about OCIA structure and expectations.

Always respect the inquirer’s freedom. Your role is to accompany, not pressure.
8. Explaining Next Steps
After the form is completed, clearly outline what happens next.
· Summarize any immediate pastoral steps.
· Explain upcoming sessions or meetings.
· Identify any documents that may be needed (e.g., baptismal or marriage records).
· Keep the focus on the next step only; avoid overloading them with details.

9. The Role of the OCIA Leader
OCIA leaders represent the Church. Professionalism, clarity, and genuine care matter.
Your approach should consistently reflect:
· A welcoming attitude
· Attentive listening and clear communication
· Respect for the inquirer’s story

Each intake conversation is an important moment in a person’s journey toward the Church.
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