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Sacramental Registers are legal documents produced by the Catholic Church 

that contain vital records of the sacraments instituted by Jesus and conferred 

in our parishes. They are also essential for tracking parishes, populations, and 

communities as well as the ethnicity of areas within a diocese.  

 

Because of the importance of these records, it is important to understand how 

to properly store, handle, and record information in Parish Sacramental 

Registers. This guide will provide those who work in parishes with the 

understanding of how to properly maintain and preserve these records. 

 

Each parish in the Catholic Diocese of Christchurch, according to Canon Law, 

will have registers of baptisms, marriages, confirmations, and deaths. It is 

optional for a parish to keep registers of First Holy Communion. Each parish 

priest oversees that these registers are appropriately preserved and inscribed 

(Canon 535). It is the responsibility of the Bishop’s Office, in collaboration with 

those priests and those in parish administration, to ensure the correct use of 

these records. 

 

This guide is meant to assist those who handle sacramental records. However, 

there may still be aspects that have not been covered in this guide. If there 

are any questions, please feel free to contact the Archives at the Diocese of 

Christchurch for assistance. 

 

We acknowledge the following dioceses whose information on sacramental 

recording was used in the preparation of this guide: Diocese of Little Rock, 

Diocese of Sault Ste Marie, and Archdiocese of Baltimore. 

 

Review: Version 1.0   

[February 2022] 

INTRODUCTION 

SACRAMENTAL REGISTER (NOUN): A PARISH REGISTER OF BAPTISMS, MARRIAGES AND DEATHS 
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C A N O N S  

Canon 491 

§1. A diocesan bishop is to take care that the acts and 

documents of the archives of cathedral, collegiate, 

parochial, and other churches in his territory are also 

diligently preserved and that inventories or catalogs are 

made in duplicate, one of which is to be preserved in 

the archive of the church and the other in the diocesan 

archive.  

 

§2. A diocesan bishop is also to take care that there is 

an historical archive in the diocese and that documents 

having historical value are diligently protected and 

systematically ordered in it.  

 

§3. In order to inspect or remove the acts and 

documents mentioned in §§1 and 2, the norms 

established by the diocesan bishop are to be 

observed.   

Canon 535 

§1. Each parish is to have parochial registers, that is, 

those of baptisms, marriages, deaths, and others as 

prescribed by the conference of bishops or the 

diocesan bishop. The pastor is to see to it that these 

registers are accurately inscribed and carefully 

preserved.  

 

§2. In the baptismal register are also to be noted 

confirmation and those things which pertain to the 

canonical status of the Christian faithful by reason of 

marriage, without prejudice to the prescript of can. 

1133, of adoption, of the reception of sacred orders, of 

perpetual profession made in a religious institute, and 

change of rite. These notations are always to be noted 

on a baptismal certificate. 

 

§3. Each parish is to have its own seal. Documents 

APPLICABLE CANONS 

FOR SACRAMENTAL 

RECORDS (GENERAL)  
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regarding the canonical status of the Christian faithful and 

all acts which can have juridic importance are to be 

signed by the pastor or his delegate and sealed with the 

parochial seal. 

 

§4. In each parish there is to be a storage area, or 

archive, in which the parochial registers are protected 

along with letters of bishops and other documents 

which are to be preserved for reason of necessity or 

advantage. The pastor is to take care that all of these 

things, which are to be inspected by the diocesan bishop 

or his delegate at the time of visitation or at some other 

opportune time, do not come into the hands of outsiders. 

 

§5. Older parochial registers are also to be carefully 

protected according to the prescripts of particular law. 

 

Canon 876. 

To prove the conferral of baptism, if prejudicial to no one, 

the declaration of one witness beyond all exception is 

sufficient or the oath of the one baptised if the person 

received baptism as an adult. 

 

Canon 894. 

To prove the conferral of confirmation, the prescripts of 

canon 876 are to be observed. 

Canon (noun) .   

AN ECCLES IASTICAL RULE 

OR LAW ENACTED BY A 

COUNCIL OR OTHER 

COMPETENT AUTHORITY.   

Im
a

g
e

 S
o

u
rc

e
: 

C
h

ri
st

c
h

u
rc

h
 D

io
c

e
sa

n
 A

rc
h

iv
e

s
 





- 05 -  

N O R M S  

GENERAL NORMS 

FOR ALL REGISTERS 

REQUIRED RECORDS 

 

Each parish is required to maintain records of baptisms,  

confirmations, marriages, and deaths. Maintaining 

records of first holy communions is optional, by Canon 

Law. In addition, there must be separate registers 

maintained for each parish, even when the same priest 

is responsible for more than one parish. 

 

PARISHES AND OTHER I NST ITUT IONS  

Only parishes are to maintain sacramental records and 

registers. Any other non-parochial institution (for 

example schools) that celebrate and confer 

sacraments must notify their local parish who will 

maintain the record of the sacraments conferred. If a 

priest is in charge of an additional chapel or oratory, he 

should ensure that the records and registers are kept at 

the parish office. 

 

FORMAT  

Special Sacramental Registers are required, ideally 

made of acid free paper. These are available from the 

Cathol ic Diocese of Auckland Archives 

archives@cda.org.nz A parish may retain separate 

registers for every sacrament or may keep a combined 

register. 

 

COMPUTER  REPRODUCTIO NS  

Sacramental records may be duplicated on databases 

or spreadsheets to facilitate parish management. 

However, this process must be recorded in addition to 

recording the information in the registers. Please note 

that the registers are the only authentic copy of 

mailto:archives@cda.org.nz
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sacramental records and must never be destroyed, even 

if there is a duplicate on a computer. 

 

REPAIR  OF OLD REGIST ERS  

As registers become worn and damaged with time, they 

should be rebound by a professional binder. Please 

contact the Christchurch Diocesan A rchives 

archives@cdoc.nz if you have books that are in poor 

condition or at risk. In general Sacramental Registers 

older than 60 years should be transferred to the 

Christchurch Diocesan Archives for long term care and 

preservation. 

 

SAFE STORAGE  

Ideally, parishes should allocate a centralized area for the 

storage of parish registers, to ensure the registers can be 

easily located. Consideration should to be given to the 

conditions for storing a range of parish records including: 

 

• Security: records are accessible by authorised 

persons only 

 

• Climate controlled: while there are certain ideal 

conditions in terms of temperature and humidity, the 

over-riding concern is that conditions remain 

constant/stable, with little fluctuation (no more than 

+5oC temperature and +10% relative humidity over a 

year) 

 

• Pest free: the storage area needs to be regularly 

fumigated and potential pest threats managed. A 

bug bomb used every 4-6 months will lessen many 

pest risks 

 

• Disaster planning: fire protection measures need to 

be in place, and storage conditions should mitigate 

the impact of a natural disaster or hazard as much 

as is practicable (eg flood, earthquake)  

 

• Shelving: appropriate shelving for size and format of 

registers should be used and items should be packed 

in containers where practicable 

 

NON TRANSFERABLE  

Under no circumstances may an individual (priest or staff) 

remove or take any parochial records when leaving the 

parish or transferring to another parish. This includes 

sacramental registers. Registers must always remain in the 

parish church/office. 

 

REPORT ING LOSS OR DESTRUCT ION 

The loss or destruction of any sacramental register should 

be reported immediately to the Christchurch Diocesan 

Archivist, who will then assist the parish in reconstructing 

the registers from the centralized database. 

 

RECORDS OF AMALGAMAT ED PARISHES  

If a parish is  amalgamated, the Christchurch Diocesan 

Archives may review the registers and all other records in 

order to determine the appropriate retention and 

disposal. After establishing the parish amalgamation, 

after the last entry in the register, the registers will be 

transferred to the new parish that assumed the territory of 

the closed parish for future issue of sacramental 

certificates. 

 

CHECKLIST  OF THINGS TO REVIEW IN ORDER 

TO ASSURE PROPER CARE OF REGISTERS  

 

01. Be sure anything inappropriately attached to the  

mailto:archives@cdoc.nz
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register is removed, and do so with caution in order 

to avoid damaging the register or pages. 

 

02. Do not sellotape or staple anything onto or into the 

register - use booktape or acid-free glue. 

 

03. Information from loose paper (such as nullity of 

marriage notations), should be recorded into the 

corresponding entries in the register, and once 

entered either destroyed or put in a folder that is to 

be placed between the last page and back cover 

of the register. 

 

04.  Save all adoption paperwork connected to a 

register in a separate and secure file or folder. 

 

05. Gently straighten out folded edges on the pages of 

the register. 

 

06. Please do not use white-out or tipex™ to correct 

entries. Instead, correct mistakes by simply drawing 

one line through a mistake and writing in the 

correct wording above or beside it (refer to section 

on ‘Corrections to Entries’ below). 

 

07. Entries should be entered with a permanent or 

archival ink pen. 

 

ISSUES OF CERT IF ICATES  

Certificates are issued at the time of conferral of the 

sacrament. Copies may be issued for preference 

enrolments or pre-nuptial paperwork.  

 

The certificate should be an authenticated transcript of 

the original record, signed and stamped with the parish 

seal. 

 

Certificates created from a parish database must be 

doubled checked against the relevant sacramental 

 

register. 

  

Certificates issued should be signed by the priest (unless a 

formal delegation is in place). The signature on the 

certificate must be original and not a stamp or electronic 

signature. 

 

Parishes must not issue certificates from the Death 

Register.  

P R I V A C Y   
&  C O N F I D E N T I A L I T Y  

The Privacy Act 2020 (PA 2020) came into force on 1 

December 2020. This means every New Zealand 

organization and those that deal with them are required 

to be compliant. The Privacy Act governs the 

collection, use, storage, access and disposal of 

personal information held by an organisation. The new 

law recognizes the shift from a predominantly paper-

based world to a digitised one, where sensitive 

information can be accessed and made public through 

the internet and social media in an instant, thus 

requiring the law to catch up with technological 

advancement.  

 

The right to privacy and good reputation and its 

protection is exercised as an expression of communio 

(canon 209), to the benefit of the common good, which 

in turn protects the good name of the Church and 

serves the ultimate mission of the Church being the 

salvation of souls. The right to privacy and good name 

is also enshrined in canon 220 of the Code of Canon 

Law. 
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PERSONAL NATURE OF I NFORMATION 

Care must be taken to protect the privacy of individual 

parishioners. While sacramental records contain 

information about public events, they also contain 

confidential and personal information. Sacramental 

details must not be given to a third party without the 

consent of the subject of the sacrament. 

 

T IMEL INESS  

Sacramental registers belong to the individual parish and 

are maintained for the good of the Christian faithful. They 

are private, not public, records. No one, except for the 

priest and relevant staff, can claim a right to access the 

register directly. 

 

AUTHORISED PERSONNEL  

The parish priest is ultimately responsible for the care and 

privacy of the registers themselves, including any 

electronic copies. He has the authority to designate other 

parish personnel to make entries into registers and 

prepare certificates. These persons must be well known to 

the priest and able to work carefully to protect privacy 

and confidentiality.  

 

GENEALOGICAL RESEARCH 

Sacramental registers should never be available for 

genealogical researchers. The priest or parish 

administration staff may research the information on 

someone’s behalf as requested, but should never allow 

an individual to have full access to a register.  

 

Care must also be taken not to disclose personal 

information to a third party. A parishioner, or former 

parishioner, may only request details of their sacrament or 

their child’s. If they request a baptism certificate for 

genealogical research, they must prove the subject is 

deceased. Contact the Christchurch Diocesan Privacy 

Officer for further information relating to privacy. 

 

REQUESTS  TO DELETE  INFORMATION 

There are times when a person will request their 

sacramental entry be deleted from a parish register. They 

may have changed religion, undergone gender 

reassignment, or just wish to sever ties with the Church. 

Under the Privacy Act 2020, a person can request 

information be amended or corrected but not deleted. 

Canonically information cannot be removed once 

entered in a sacramental register. It is, however, possible 

to append the request, and the response of the parish to 

the register.  

 

Here is an example of a reply that may be used when a 

person requests a sacramental entry be deleted: 

 

Thank you for your email and I acknowledge your 

request that your baptism entry be removed from the 

Sacramental Baptism Register.  

 

Our parish is subject to the Canon Law of the 

Catholic Church, c535 of which prescribes the 

creation and maintenance of sacramental registers. 

For this reason sacramental entries cannot be 

deleted or removed. However, to fulfil our civil law 

obligations under the Privacy Act 2020, a copy of 

your request and of our response will be printed and 

placed in the Baptism Register at the page of your 

baptism entry, for future reference.  

 

I wish you well in your journey. 





TYPE OF DATA  

The only information that should be entered into 

sacramental registers is data that is required by 

Canon Law and considered necessary for the 

complete and accurate maintenance of records. 

 

T IMEL INESS  

Entries should be made as soon as possible after 

the sacrament is conferred. 

 

PLACE OF ENTRY  

The proper parish for the recording of sacraments 

and deaths is the parish in whose territory the 

sacraments or rites of Christian burial were 

celebrated. For exceptions, see the individual      

register sections below. 

 

CHRONOLOGICAL ORDER  

All entries must be made in chronological order. If 

the chronology cannot be kept for a certain 

reason, a note should be made in the proper 

chronological location in the register with a cross- 

reference for the actual entry (e.g., “See SMITH, 

page 40 or entry number 6/2020). 

 

SPECIF IC COLUMNS  

It is important to enter the data in the proper 

columns of the registers.  

 

ADDIT IONAL NOTAT IONS  

If there is not enough space to record all of the 

data in a specific column, the remaining 
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information may be entered elsewhere on the same 

page or even a different page of the register. However, 

please include a cross-reference (e.g., “See JONES, entry 

7/2020” or “JONES; continued from page 39). 

 

SACRAMENTAL RECORDS F ILE  

Lengthy material should not be written in sacramental 

registers. Such material or related documents, such as 

civil records or correspondences, should be retained 

safely in a file in the parish archives. Not everything has to 

be retained. This file should be marked “Sacramental 

Records” and the words “See Sacramental Records File” 

should be printed in the “Notations” column of the 

sacramental register. 

 

LEGIB ILTY ,  PR INT ING AND INK  

All entries must be printed plainly and legibly. Cursive or 

elaborate scripts should not be used.        Entries should also 

be made in permanent ink, with an archival or 

permanent pen. 

 

STYLE  FOR NAMES AND DATES  

The surname should be printed in upper case, e.g. 

“JONES.” Where possible use the name of the month 

instead of using the month’s number (e.g., “August” 

rather than “8”). 

 

CONFIDENT IAL  INFORMATION 

Confidential data, which is not to be included on 

certificates, should be marked as such when it is 

entered into the register (e.g. write: “Confidential – do 

not include on certificate.” )  

Parish clergy and staff will have to exercise discretion 

in determining what is to be marked confidential. If 

uncertain, clergy or staff members may consult with 

the Christchurch Diocesan Archives for guidance. For 

all cases, please observe canon 535, §2 for direction. 

 

MINISTER  OF SACRAMENT  

The minister of a sacrament does not need to sign the 

register. Once the sacrament is verified to have taken 

place parish administration staff can complete the 

register entry. The name of the priest is printed in full in the 

register. 

C O R R E C T I O N S  T O  

E N T R I E S  

CAUTION ABOUT  CHANGE S 

Once information is entered into a register, the record is 

considered official and permanent. It may not be 

modified unless there are special conditions (as detailed 

below). Do not white-out, or erase any original 

information. 

 

STYLE  FOR MINOR CHANGES  

Minor changes, such as correcting a misspelling, may be 

made directly to the original entry. These changes are to 

be made by drawing a straight, simple line through the 

word, number, or letter to be changed and then printing 

the correct text immediately above or below it. 
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STYLE  FOR MAJOR CHANGES  

Major changes, such as recording an adoption after a 

baptism, may require a new entry to be created. In these 

cases, the original entry should be preserved without change. 

A new entry, with all the data from the original entry 

reproduced is to be made in the same register as close to the 

original entry as possible. Both entries, as well as listings in any 

index, are to be cross-referenced. “Do Not Issue Certificate 

from This Record” must be printed across the face of the 

original entry. 

 

AUTHORISAT ION FOR IN SUBSTANT IAL  CHANGES  

An insubstantial error, such as a misspelling, can be corrected 

upon request of those persons who have a right to a 

certificate. 

 

AUTHORISAT ION FOR SU BSTANT IAL  CHANGES  

More significant errors require authentic supporting 

documentation. Such documentation will typically consist of 

an original certificate from a civil or ecclesiastical office, court, 

government agency, etc. The issuing agency, date of the 

certificate, and any case/file number should be printed in the 

“Notations” column of the register. If the error involves 

information pertaining to the celebration of a sacrament or rite 

of Christian burial (e.g. date, identity of godparent) such that 

no external verifying documentation exists, the written or oral 

testimony of a reputable witness will suffice. 

 

PERMITTED CHANGES  

• Correct name 

• Correct date  

• Correct spelling  

• New legal name  

• Adoptive parent(s) 
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B A P T I S M  

R E G I S T E R S  

CANONS 849 - 878 

APPLICABLE CANON LAW 

FOR BAPTISM 

ENTR IES  

For baptisms celebrated under typical circumstances, the 

following information is to be entered in the baptismal 

register (see canon 877 §1): 

 

01. The Christian name(s) of the child as designated by 

the parent(s)/adoptive parents or the legal name of 

the adult (always use the maiden name of a woman) 

 

02. The name of the father (first, middle, and surname) 

and the name of the mother (first, middle, 

s u r n a m e  and maiden name); or names of 

adoptive parents 

 

03. Date of birth and residence or place of birth 

 

04. Name(s) of the sponsor(s) 

 

05. Place and date of baptism 

 

06. Name of the minister performing the baptism. 

 

BAPT ISMAL CERT IF ICAT ES 

The data included on a baptismal certificate should reflect 

the information that is recorded in the baptismal register. The 

purpose of this is to prove the person’s status in the Church 

by including not only information regarding the baptism, but 

also information regarding other sacraments received. Once 

specific data has been changed in the sacramental register, 

the original data is not transcribed onto the certificates (e.g., 

the natural parents’ names after adoption). 

 

SOURCE OF DATA  

Ordinarily, the data used to create a record of baptism (as 

required by can. 877, §1) originates on a “Sacristy Record of 

Baptism,” a paper or electronic form. The baptism details are 

filled out by someone in the parish office at the time the 
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the baptism is scheduled, by a member of the baptism 

preparation team during the catechetical program, or by 

the minister of baptism at the time of the actual baptism. 

Before the data is transferred to the baptismal register, 

the details should be verified (usually at the time of 

baptism), and the minister should sign the sacristy record 

verifying that the sacrament was conferred. There should 

be a clear procedure in place for assuring that the data is 

transferred from the sacristy record or form to the 

baptismal register as quickly as possible. 

 

RECIPIENTS FROM MORE THAN ONE PARISH  

When persons from more than one parish are baptised or 

received into full communion with the Catholic Church at 

a single ceremony, it is preferred that the record for all 

the persons be retained at the parish where the rites are 

celebrated.  

 

EMERGENCY BAPT ISM AND OTHER BAPT ISMS 

OUTSIDE PARISH CHURCH  

In the rare situation when baptism is conferred solemnly 

(that is with a priest or deacon celebrating the full rite of 

baptism) in a chapel, hospital, or home, the minister is to 

see to it that the baptism is recorded in the following 

baptismal registers: 

• the hospital if one is maintained there; 

• the church within whose boundaries the baptism 

occurred; 

• and the church at which the person or person’s 

parents (for a minor) are registered. 

• The same procedure should be followed when a 

person is baptised “privately” by a lay person, even 

though there had been no danger of death. 

RECEPT ION INTO FULL  COMMUNION BY 

PROFESSION OF FAITH  

When persons are received into full communion with the 

Catholic Church, having been baptised previously in 

another Christian community (recognized by the Church), 

an entry must be made in the baptismal register as well as 

in the confirmation register. The data concerning the 

Profession of Faith should be entered in the spaces 

provided for baptism, and the original baptism should be 

entered in the notations column, especially the date and 

place. Special care must be taken when young children 

along with their parents are received into full communion, 

even though there may be no ritual involving the children. 

 

For the Profession of Faith for a baptised adult, the 

following information is to be entered in the baptismal 

register 

• The given/Christian name(s) of the person (always 

use the maiden name of a woman) 

• The name of the father (first, middle, and surname) 

and the name of the mother (first, middle, 

s u r n a m e  and maiden name); or names of 

adoptive parents 

• Date (and place ) of birth 

• Name(s) of the sponsor(s) 

• the date and place of the Profession of Faith are 

noted in the space provided for baptism 

• marginal notations giving the date and place of 

the original baptism, reception of Eucharist and 

confirmation, and marital status (either current 

valid marriage or the convalidation of the current 

marriage). Any declaration of nullity of a marriage 

attempt (including where granted and protocol 

number) should be noted. 
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CELEBRAT ION OF BAPT I SM OF AN ADULT  

For baptism celebrated for an unbaptised adult the 

following information is to be  entered in the baptismal 

register (can. 877, §1): 

• the given and/or Christian name(s) of the 

person (always use the maiden name of a 

woman) 

• the name of the father (first, middle if any, and 

surname) and the name of the mother (first, 

middle if any, surname and maiden name) 

• the date of birth, residence and place of birth 

(if known) 

• the name of the sponsor(s) 

• the place and date of the baptism 

• the name of the minister performing the 

baptism 

• marginal notation of reception of Eucharist and 

confirmation and marital status (either current 

valid marriage or the convalidation of the 

current marriage). Any declaration of invalidity 

(including where granted and protocol 

number) should be noted. 

 

BRINGING A BAPT ISED CHILD INTO THE 

CHURCH  

For baptised children before age seven (canon 852, §1) 

who are being received into the Church, the following 

information is to be entered in the baptismal register. This 

procedure also is to be followed when the child is being 

received, along with the parents, into full communion  

with the Catholic Church. The same is done when it is the 

case of Catholic parents returning to the practice of the 

faith and the children who are still beneath the age of 

have already been baptised in a non-Catholic church in 

the meantime. 

 

01. The Christian name(s) of the child as designated by 

the parent(s) 

 

02. The name of the father (first, middle, and surname) 

and the name of the mother (first, middle, 

s u r n a m e  and maiden name); or names of 

adoptive parents 

 

03. Date of birth and residence or place of birth 

 

04. Name(s) of the sponsor(s) the date and place 

(church and town) ceremonies are supplied to 

effect formal reception into the Church are noted 

in the spaces provided for baptism (cf. 1973 Rite of 

Baptism for Children #31.3); 

 

05.  Data concerning the original baptism should be 

entered in the notations column, especially the 

date and place (cf. 1973 Rite of Baptism for 

Children #31.3). 

 

If it is discovered at the time approaching First Holy 

Communion that the above was not done at the 

appropriate time, the parents should be advised to 

contact the parish where they had the child baptised and 

ask that this be remedied. If this is not possible, a record for 

the children may be created at the parish where First Holy 

Communion is to take place, indicating the facts as 

derived from the parent’s own trustworthy testimony. The 

most important consideration is that the children have their 

own record somewhere and that the parents know where 

it will be found in the future. Children in this situation should 

receive First Holy Communion. Confirmation would follow 

at the normal time for Catholic children. In cases where the 

child is at or above the age of discretion when the parents 
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convert or return to the faith, they should make their own 

profession of faith and receive the sacraments of 

Confirmation and First Eucharist, and appropriate records 

should be made in the sacramental registers. 

 

UNBAPT ISED CHILDREN AT  OR ABOVE THE  AGE 

O F  D I S C R E T I O N  C O M I N G  I N T O  F U L L  

COMMUNION 

Because parents often desire that unbaptised children be 

allowed to receive Confirmation (and sometimes even 

First Communion) “with their class,” some discretion could 

be given to unbaptised children of “borderline” age to 

be baptised as “infants” and allowed to receive the other 

sacraments in due course. But it is difficult to separate a 

baptised child's profession of faith from the other 

sacraments of initiation. Preferably, such children who 

clearly are of catechetical age should receive the 

sacraments of Confirmation and Eucharist when they 

make their profession of faith. 

 

UNMARRIED PARENTS  

It is important that the provisions of canon 877 concerning 

unmarried parents be followed. It is unjust to enter 

unauthorised names of parents in the baptismal register. 

Parents names should be entered consistent with birth 

certificate. For older registers please note, the expression 

“Pater ignotus” (Father unknown) is not to be used on any 

certificates, and should not be used in current entries. 

 

BAPT ISM AFTER  ADOPT ION 

For children baptised after adoption, no reference to the 

adoption or the natural parents is to be made in the 

baptismal register.  Any such data which has been 

recorded is to be treated as confidential and is not to be 

included on any certificate. The following information 

shall be entered in the register (canon 877, §3): 

 

• the Christian name(s) of the child as designated 

by the adoptive parent(s) 

• the name(s) of the adoptive parent(s) 

• the date and place of birth 

• the names of the sponsors selected by the 

adoptive parent(s) 

• the place and date of the baptism 

• the name of the minister performing the baptism 

 

Baptismal certificates issued by the parish for adopted 

children will be no different from other baptismal 

certificates.  

 

NUMBER OF GODPARENTS  

At least one sponsor must be Catholic. No more than two 

names may be entered in the “Godparents” or “Sponsors” 

column. Church law (canon 873) stipulates one and no 

more than two sponsors (one female and one male) of   

baptism. Two godparents of the same gender is not 

permitted. 

 

PROXY GODPARENT  

When a godparent or sponsor appoints a proxy to 

participate in the baptism, both names should be entered 

in the register, with “Proxy” written after that person's 

name. 

 

CHRIST IAN WITNESS  

Church law (canon 874, §2) allows a baptised person, 
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who is not a member of the Catholic Church, to serve as 

“a Christian witness.” The designation “CW” might be 

useful for clarity.  

 

REGISTERS FOR R ITUAL USE  

A register used as part of the Church's ritual (e.g., Book of 

the Elect) should be completely distinct from the regular 

sacramental registers. The data from the ritual register 

should be transferred to the baptismal and confirmation 

registers as soon as possible after the conferral of 

sacraments or the reception into full communion. 

 

The issuance of a baptismal certificate should reflect what 

is recorded in the baptismal register. Its purpose is to 

prove the fact of baptism and the reception of any 

subsequent sacrament or church action that affects that 

person's status in the Church. 

 

CHANGES TO ENTR IES  S PECIF IC TO BAPT ISMAL  

REGISTERS 

The baptismal record is the primary sacramental record 

for Catholics. It serves as a record for all the significant, 

public developments in one’s relationship with Christ and 

the Church. As a result, most changes to entries in the 

sacramental registers will be made in the baptismal 

register. 

 

CHANGES TO ORIGINAL DATA  

Some of these changes are actual modifications of the 

original data entered for baptism, for example, change 

of name or change of parent. Directions for making such 

changes can be found in the GENERAL NORMS section of 

this guide. 

ADDIT IONS TO “NOTAT I ONS” COLUMN  

Some of the changes are additions to the “notations” 

column. For example, when a Catholic is confirmed, 

married, or ordained, the churches where these 

sacraments are celebrated notify the church of baptism 

so the new sacraments can be noted in the baptismal 

register. Also, when a marriage is declared invalid by an 

ecclesiastical tribunal or when a cleric is returned to the 

lay state, the Tribunal Office will notify the church of 

baptism so that a notation can be made in the person's 

baptismal record (See canon 1685). 

 

STYLE  FOR NOTAT ION  

All notations should be made neatly and succinctly in the 

“notations” column. Names, dates, places, and reference 

numbers are usually the only information needed. These 

notations are not confidential and should ordinarily be 

included on certificates. 

 

SURGICAL GENDER CHANGE  

The Vatican Congregation for Doctrine of the Faith holds 

that no changes should be made to a baptismal record 

to reflect the “new” gender of an individual who has 

undergone what is commonly referred to as a sex-

change operation. When an individual makes a request 

to change their baptism record, the record should have a 

notation rather than a change to the gender of the child/

person at baptism. in the margin of the entry for baptism, 

the altered status of the person may be noted. Where 

possible, a copy of the gender change document itself 

should be included in the register. 



F I R S T  H O L Y  
C O M M U N I O N  R E G I S T E R  
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OPTIONAL IN THE 

CHRISTCHURCH DIOCESE 

ENTRIES  

For First Holy Communion the following information is to be 

entered into the Communion Register (not required by 

Canon law): 

• the Christian names of the child 

• the date and place of baptism 

• the church and date of the First Communion 

• the name of the main celebrant of the Mass 
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ENTR IES  

 

For confirmation celebrated under normal 

circumstances, the following information is to be 

entered in the confirmation register (can. 895): 

 

• the legal and Christian names of the 

child or adult (use maiden name of a 

woman) 

• the name of the father (first, middle if 

any, and surname) and the name of the 

mother (first, middle if any, surname and 

maiden name) 

• the date and place of baptism 

• the name of the sponsor selected by the 

person 

• the place and date of the confirmation 

• the name of the minister performing the 

confirmation 

 

The place of baptism should be notified of the 

confirmation within New Zealand and overseas 

where practicable. In the case of a baptised 

person who was brought into full communion in 

the Church, the place of reception (“Profession 

of Faith”) is to be notified instead of the place of 

baptism. 

 

EMERGENCY CONFIRMATI ON 

As in the case of emergency baptism the record 

of an emergency confirmation should be 

recorded in the hospital’s confirmation register if 

one exists, and the registers of the territorial parish 

in which the confirmation occurred as well as the 

parish of the person confirmed. 
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C O N F I R M A T I O N   

R E G I S T E R S  

CANONS 879-876 

APPLICABLE CANON LAW 

FOR CONFIRMATION 
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SOURCE OF DATA  

When a large number of persons are to be confirmed 

(e.g. at a school), it is essential that someone collect the 

necessary information and see to it that it is 

communicated accurately to the parish or parishes of the 

recipients for proper recording in the baptismal register. 

 

LARGE GROUP OF RECIP IENTS  

When several persons are confirmed at the same 

ceremony by the same minister, the date of conferral 

and the name of the minister may be written only once in 

the register so long as it is clear that the references apply 

to all the confirmed. If there is more than one minister at a 

single ceremony, the record should show clearly which 

ministers confirmed which recipients. 

 

RECIPIENTS FROM MORE THAN ONE PARISH  

When confirmation is conferred upon persons from 

several parishes at one ceremony, all records are made 

at the parish where the confirmation was celebrated.  

 

SPONSORS  

The qualifications for a confirmation sponsor (canon 893) 

are the same as those for a baptismal sponsor plus:  

• It is desirable that the one who undertook the role 

of sponsor at baptism be the sponsor for 

confirmation.  

• A non-Catholic may NOT be a confirmation 

sponsor.  

• Parents, may not be the confirmation sponsor, 

though they may present their children for 

confirmation. 

BAPT ISMAL CERT IF ICAT E 

In order to satisfy the obligation of notifying the parish of 

baptism about the conferral of confirmation, a baptismal 

certificate for each confirmation candidate should be 

obtained in advance of the celebration of confirmation., 

or, if baptised in the parish, the date of baptism is 

sufficient. 

 

BAPT ISMAL DATA  

The place and date of baptism can be noted in the 

confirmation register. This can be especially helpful if a 

person has difficulty locating a baptismal record later in 

life. 

 

NOTIF ICAT ION TO THE CHURCH OF  BAPT ISM  

Notification of the church of baptism about the conferral 

of confirmation, if practicable, should be made as soon 

as possible by the parish where the record of 

confirmation is retained. This notification is to include the 

name of the recipient and the date of baptism, the date 

and place of confirmation, who conferred the 

sacrament, sponsors and chosen confirmation name. 

Contact details for overseas  parishes should be provided 

by parents.  If a notification is received from another 

parish, fill in the details provided for the relevant baptism 

register entry.  Confirmations that relate to persons 

baptised in your parish should be entered in the relevant 

baptism register. Enter the date and place of 

confirmation, who conferred the sacrament, sponsors 

and chosen confirmation name 

 

CONFIRMATION CERT IF I CATE  

The certificate should be an authenticated transcript of 
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ENTR IES  

For weddings celebrated with recognition by the Catholic 

Church, the following information is to be entered into the 

marriage register (canon 1122-1123): 

 

• the legal names of the groom 

• the name of the father (first, middle if any, and 

surname) and the name of the mother (first, middle 

if any, and maiden name) of the groom 

• the legal names of the bride (always use the 

maiden name of a woman, even if a second  

marriage) 

• the name of the father (first, middle if any, and 

surname) and the name of the mother (first, middle 

if any, and maiden name) of the bride 

• the date and place of baptism of each party 

• the date and place (actual church and town) of 

the wedding 

• the names of the witnesses 

• the name of the priest/deacon asking for and 

receiving the couple’s vows 

• notation of any permissions, dispensations and 

delegations obtained for the valid celebration of 

the wedding (including protocol number if existing). 

 

SOURCE OF DATA  

The informational facts in the prenuptial file are the 

source for the marriage register. The marginal notation 

column is for the purpose of noting any permission or 

dispensation and other  significant factors (for instance, 

delegation for the minister or sanation). 

 

The priest is responsible for seeing that the necessary 

information is recorded in the parish where the marriage 

was celebrated. The prenuptial file ordinarily contains all 

the necessary information. However, the celebrant should 

be alert to any last minute changes or corrections to the 

information contained in the premarital file. 

 

MARRIAGE OUTSIDE PAR ISH CHURCH  

When a marriage is celebrated in a location other than a 

parish church (e.g. a chapel), the proper parish for the 

marriage record is the territorial church in which that 

location stands., or by arrangement with another parish.  

The only exception is with a dispensation from the  

M A R R I A G E   

R E G I S T E R S  

CANONS 1055-1165 

APPLICABLE CANON LAW 

FOR MARRIAGES 
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the original record, signed and stamped with the parish 

seal. 

 

Certificates created from a parish database must be 

doubled checked against the relevant sacramental 

register. 

 

Certificates issued should be signed by the priest (unless a 

formal delegation is in place). The signature on the 

certificate must be original and not a stamp or electronic 

signature. 

https://www.vatican.va/archive/cod-iuris-canonici/eng/documents/cic_lib4-cann998-1165_en.html#TITLE_VII
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canonical form of Catholic marriage. In that situation, the 

proper parish for the marriage record is the parish which 

prepared the couple for marriage from which the 

necessary dispensation was requested. This is normally the 

parish of the Catholic party. 

 

CONVALIDAT ION  

When a marriage is convalidated, the data concerning 

the convalidation is to be placed in the usual columns. 

The date, place, and official of the original ceremony are 

to be noted in the “notations” column. 

 

SANATION 

When a marriage is validated by radical sanation, the 

data concerning the original ceremony is to be placed in 

the usual columns. The date, diocese, and protocol 

number of the sanation area to be noted in the 

“Notations” column. 

 

N O T A T I O N S  O F  D I S P E N S A T I O N  A N D 

ANNULMENTS  

When a dispensation is granted prior to marriage, or an 

annulment is granted after marriage, the date, diocese, 

and protocol number, along with the type of dispensation 

(e.g. "Dispensation from Disparity of Worship") or the word 

“annulment” (with the diocese granting and protocol 

number), are to be noted in the “notations” column (see 

canon 1081). Any special recording directions contained 

in the dispensation or annulment document are to be 

followed. 

 

NOTIF ICAT ION OF CHUR CH OF BAPT ISM  

When the marriage of a Catholic is celebrated 

ENTRIES   

For deaths where the funeral is celebrated in the parish or 

within the parish boundaries, or when parish clergy 

celebrate a parish-related funeral outside the parish, the 

following information  is to be entered into the death 

register (canon 1182): 

• the legal and Christian names of the person 

D E A T H   

R E G I S T E R S  

convalidated, or sanated, the priest of the parish where 

the record of marriage is retained must notify the 

church of baptism as soon as possible. This notification is 

to include the names of the spouses and the date and 

place of the wedding, convalidation, or sanation. 

 

PRENUPT IAL  F ILES  

Each parish is required to maintain a file of the papers 

collected during the period of marriage      preparation – 

prenuptial files. The file typically will include prenuptial 

forms, questionnaires, correspondence, notes, 

baptismal documentation, and dispensation 

documents. Though it is not required, a copy of the civil 

license may be retained in this file. These files should be 

returned to the Vicar for Marriage, who retains them 

permanently. 
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• the residential address of the deceased person 

• age and the date and place of death 

• date and place of burial 

• celebrant  

• next of kin details  

• church details 

 

SOURCE OF DATA  

The data needed for the death register is ordinarily provided 

by the funeral director. 

 

CREMATION 

Cremations should be noted, as well as the date and place 

where the ashes were interred. 

 

NOTIF ICAT ION OF CHUR CH OF BAPST IM  

No notice of death needs to be sent to the church of baptism. 

 

NON-CATHOLIC BURIAL  

If a priest or deacon is called upon to preside at a non-

Catholic burial, an entry can be made in the death register 

together with a notation concerning the religion of the 

deceased and the services that were provided. 

 

CEMETERY RECORDS 

For those parishes with cemeteries, there are applicable civil 

laws. Contact the relevant local council for further 

information. 



Appendices  

01  SUPPL IES  

02  SACRISTY RECORD OF BAPT ISM  

REGISTERS 

Pre-printed sacramental registers can be purchased from the Catholic Diocese of Auckland 

Archives archives@cda.org.nz 

 

PAPER  

Sacramental records may be recorded on an electronic parish management system. This record is 

considered a duplicate. You must enter sacramental details in a hard copy register. You may print 

the details of the sacraments and attach to the relevant register. Ideally, you should use acid free 

archival paper for these printouts (e.g. Epson Archival Matte Paper, Museum Paper or similar) 

 

GLUE 

If you use glue to attach papers or items to registers please ensure it is acid free, neutral PVA glue 

(e.g. Helmar Professional Acid Free Glue) 

 

TAPE 

If you choose to use sellotape to attach papers or items to registers please ensure it is acid free 

(e.g. Scotch Magic Tape) 

RECORD OF BAPT ISM  

Where a parish has multiple churches but only one baptism register, a Sacristy Record of Baptism 



may be used by a celebrant to record the details of a baptism. 

 

This record can then be returned to the parish office and the details entered in the parochial 

baptism register. 

 

The Sacristy Record of Baptism should contain the following fields on a form for the celebrant to 

complete: 

 

• Date  

• Recipient (Christian name(s) of the child as designated by the parent(s)/adoptive 

parents or the legal name of the adult) 

• Father (first, middle, and surname) 

• Mother (first, middle, s u r n a m e  and maiden name) 

• Date of Birth 

• Residence 

• Godparents 

• Date of Baptism 

• Place of Baptism 

• Name of Minister 

 

The form should also record when the details were entered on the baptism register by parish staff. 

A suggested Parish Office section should contain the following fields: 

 

• Date received by parish admin 

• Signature 

• Entered in register 



C A T H O L I C  D I O C E S E  O F  C H R I S T C H U R C H   

R
E

C
O

R
D

S
 
A

N
D

 
P

R
O

C
E

D
U

R
E

S
 
-
 
IS

S
U

E
D

 
2

0
2

2
 


