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January 19, 2007
Dear Catholic School Leaders:

In June of 2005the United States Catholic Bishops released a
st at e me nt oui@mmitenent ta @atholic Elementary & Secondary

Schools in the Third Mil |-emphasizadnheir I'n their statement
belief that #fACatholic schools continue to be the most
to the Church for the education of childremany oung peopl e f . They went on

to outline the successes of the past decade and the challenges we face in the

future.

As Catholic school leaders it is incumbent upon us to strategically
address those challenges witRassion that is centered in our Mision and
Vision for Catholic school education The bishops speak repetitively about
Catholic schools being the responsibility of #rgire Catholic community and
that all Catholic must wholeheartedly embrace the concept of stewardship and
translate it ito concrete action on behalf of our schools

This revised edition dEducational Policies for Catholic schools
provides a framework for the entire community to engage in the support of
Catholic school education. Policy plays a critical role in guidirg
operations of our schools. Not only does it serve along with our mission and
our strategic plans to provide the skeletal framework for school operation s,
but it also is a basis for contractual relationship with staff, parents and
students.

| encourge principals, pastors and school board members to become
well versed in diocesan policy and use it to direct your daily school operations
as well as to guide your development of all local policy. Please note that you
will receive periodic revisions tpolicy. At that time please destroy any
outdated policies. If you have any questions about any of the enclosed
policies, feel free to contact me.

Thanks for all you do on behalf of our Catholic schools and their
studens. May God bless you in youriMstry.

Sincerely,

Annette Parsons
Chief Education Administrator

t
e

he
ff



SCOPE AND PURPOSE

This Handbook is intended to assist in the operation of Catholic schools
administered under the authority of the Catholic Diocese of Richmond

(referral t o0 as At he Dioceseod) . This handbook clarifies
plans and actions that are a necessary component of every Catholic
school 6s daily operating procedures, and to provide

situations most likely to occur in the Catholic educatisedting.

Starting with Section 200 of the Handbook, each section sets forth
specific policies and, where applicable, guidelines. The policies are
mandatory rules of procedure, which establish minimum standards to
be observed in all Catholic schools ie thiocese. The guidelines,
which are intended to be aspirational and instructive, are strongly
recommended.

The policies and guidelines set forth within this Handbook
notwithstanding, the Office of Catholic Schools of the Catholic Diocese
of Richmond, shject only to review by the Bishop, reserves the right

to address individual situations on a chgecase basis. The provisions
of the referenced policies and guidelines are subject to such additions,
changes, madifications and/or supplements, as theeBéoof

Richmond may deem appropriate or necessary in its discretion.

This Handbook has been drawn up to address areas of interest to all the
constituents of our Catholic school®.j.administrators and faculty;
students and their parents; school boardkthe Diocesan School

Board; and ultimately the Bishop. The spiritual, moral, intellectual,
physical, legal and canonical well being of all of the above have been
considered in drafting this Handbook for the Catholic schools of the
Catholic Diocese of Rhmond.



PHILOSOPHY OF CATHOLIC EDUCATION

Go, t herefor e, and make disciples
Teaching them to carry out everything | have commanded you.
--Matthew 27:1920

These words of Christ addressed to the apostles at the Ascension
bestaved on the Church the office of teacher. Faithful to this divine
challenge, the Church provides education permeated with the spirit of
Christ and dedicated to promoting the full development of the human
person. Catholic education in the United State&roérica has long

been a priority of clergy and laity alike. The American bishops in their
Pastoral on Education in 1972 state that Catholic schools are the most
effective means available to the Church for the education of children
and young people.

The wo-fold goal of Catholic schools is to provide an environment,
which will foster rich religious training as well as a solid academic
education in a Christian vakeiented environment. As such, the
Catholic Schools in the Diocese of Richmond share th@afimg

vision statement:

The Catholic Schools of the Diocese of Richmond, rooted in the
richness of the Catholic tradition and addressing the challenge of the
present, strive always to be Chritntered learning environments,
focused on cultivating thaotential of children and adults within the
faith community.

As educational centers where gospel values are learned,
embraced and integrated by all members, Catholic Schools are centers
for life-long learning, which both challenge and empower persons to
assess the present and to help shape the Catholic Schools seek to create
integrated curriculums that accommodate the diversity of learners in
todayobés gl obal society.

Modified fran the VCEA
Design for Excellence
Vision Statement
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NON-DISCRIMINATION POLICY OF CATHOLIC SCHOOLS
OF THE DIOCESE OF RICHMOND

Catholic Schools administered under the authority of the Catholic
Diocese of Richmond comply with those constitutional and
statutory provisions, as may be specifically applicable to the
schools, which prohibit discrimination on the basis of race, color,
sex, age, marital status, handicap or disability, national origin, or
citizenship in the administration of their educational, personnel,
admissions, financial aid, athletic and other school administered
programs.

The Diocese reserves the right, howeveddtermine whether

and under what circumstances priority should be given to
Catholics for certain employment positions. In addition, for
Catholic employees, conformance with religious tenets of the
Catholic faith is a condition of employment, and all eoypks

may be prohibited from performing, teaching or advocating in the
workplace any practices of doctrines which are inconsistent with
religious tenets of the Catholic faith. Consistent with the
foregoing, it is the policy and practice of the Diocese of
Richmond and the parish to provide equal employment
opportunity in employment, promotions, wages, benefits, and all
other privileges, terms and conditions of employment.

This policy does not preclude the existence of single sex schools,
nor does it conftit with the priority given to Catholics for
admission as students. This policy also does not preclude the
ability of the Catholic Diocese of Richmond to undertake and/or
enforce appropriate actions with respect to applicants or students
who teach or advate on school property or at school functions
any practices or doctrines which are inconsistent with religious
tenets of the Catholic faith.



OFFI CE OF CATHOLI C SCHOOLS®S

Diocesan Pastoral Center
7800 Carousel Lane
Richmond, Virginia 23294

(804) 3595661 (Telephone)
(804)358-9159(Fax)

Annette Parsons Chief School Administrator
aparsons@richmonddiocese.org

Francine Conway Superintendent of Schaol
fconway@richmonddiocese.org

Miriam Cotton Assistant Superintendent
of Schools
mcoton@richmonddiocese.org

Dana P. Erby Administrative Assistant

derby@richmonddiocese.org

Amanda Glass Administrative Assistant
aglasg@richmonddiocese.org

Cheryl McLean Certification
cmclean@richmonddiocese.org
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DIOCESAN POLICY FOR SCHOOLS
General Policy Statement

The body of Diocesan Policy included in this manual provides
policy direction for Catholic schools of the Diocese of Richmond.
The Diocese may add to, revoke or modify its policies at any
time without notice. Tare may be times when a policy will

change before printed manuals can be revised. the most recently
dated policy on file with the Diocese will always be regarded as
the governing policy. The most current policy can be found on
the Diocesan Schools websitieindividuals cannot access the
website they should contact the office of schools.
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100

LEADERSHIP ROLES IN CATHOLIC
SCHOOLS

INTRODUCTION

We have gifts that differ according to the favor bestowed on each
of us. a® begppzhecy; itsfuse should be in
proportion to his faith. It may be the gift of ministry; it should be
used for service. One who is a teacher should use his/her gift for
teaching; one with the power of exhortation should exhort. He
who rules shouléxercise his authority with care.

Romans IlI: 68

Every baptized person has obligations within the educational
mission of the Church. Specific individuals or groups, however,
have special responsibilities because of their leadership roles
regarding Catblic schools. Catholic schools will best fulfill their
essential mission if all understand and appreciate the special
ministry to which each leader is called.

11



Revised 6/07

101

CATHOLIC SCHOOLS

WITHIN THE CATHOLIC DIOCESE OF

RICHMON D

In order for a school within the Diocese of Richmond to call itself
Catholic, the school must have the consent of the Diocesan
Bishop and adhere to the guidelines for teaching religion that are
promulgated through the Office of Catholic Schools.

Cathdic schools in the Richmond Diocese may have three forms
of organization:

A parish schoolis a school that is the
responsibility of a particular parish under the
direct supervision of its Pastor.

A regional inter-parochial schoolis a school that
is ordnarily supported by several parishes and is
under the direct supervision of the Superintendent.

A private schoolis a Catholic school under the
jurisdiction of a religious community or private
corporation. Such a school is affiliated with the
diocesan dwool system with the consent of, and
subject to terms and conditions agreed upon by,
the Bishop of Richmond.

All parish and regional schools are mandated to follow
the policies stipulated in this manual. Private schools are
mandatedo follow all religion guidelinesand policies in

this Handbook

12



102

Revised 6/07
THE BISHOP

The Bishop, by his very position, is the authentic teacher in the
Diocese. Itis he who articulates the faith for the people of God and
prophetically calls them to a life the Lord. The Bishop of the

Diocese has the ultimate authority in all matters of Catholic education.
Moreover, in any questions of faith, morals, and Church laws, the final
arbiter shall be the Bishop of the Diocese or his official designee. Such
acions may be made in his sole and unreviewable discretion subject
only to canon law standards. To the extent the Bishop delegates any
responsibilities to any other party, the scope of authority held by such
party shall be strictly construed.

PASTOR

Within the scope of authority specifically entrusted to him by the

Bishop of the Diocese, the Pastor is the shepherd of the parish entrusted
to him. Under the authority of the Bishop, he exercises Pastoral care

for the total religious and educational missajfrihe parish.

The Pastor of a paristhatoperates a school, is responsible for the
implementation of altliocesan policies and procedures approved for
Catholic schoolsThe Pastor exercises his responsibility in
collaboration with the Superintenderit®chools All Pastors provide
spiritual and financial support for the schools of their parishes.

OFFICE OF CATHOLIC SCHOOLS

The Office of Catholic Schools reports directly to the Bishop for the

effective administration and supervision of all elemensany

secondary Catholic schools within the Diocese. The Superintendent of

Schools is appointed by the Bishop as the office director, and is the

Bi shopbés representative to the school s. The Office
directs the implementation of diocegaalicies and procedures

approved for the Catholic Schools in the Diocese.

13



103
Revised 6/07
ADMINISTRATOR

The Administrator of the school is responsible for overseeing all school

programs and activities according to Diocesan policies. He or she is

charged with creating an environment conducive to the growth of Christian

values and academic excellence. In a regional school, the Principal is

responsible to the Superintendent. In a parish school, the Principal is

responsible to the Pastor. In a prévathool, the Principal is responsible

to the school 6s owner, e.g. a religious community or p
yet remains in close affiliation with the Office of Catholic Schools.

In schools with a President and Principal, the President shall seéhee in
capacity of the Administrator and the Principal shall report to the
President. In schools without a President, the Principal serves as the
Administrator.

FACULTY MEMBER

The faculty member works with school administrators to achieve the goals
of Catholic education and is directly responsible to the Principal in all
school matters. Within this scope of authority, the f
responsibility is to helpis/herstudents learn the subject matter and skills
that will aid their spitual, intelledual, physical, emotionand moral
development.
PARENTS

The Catholic Church recognizes parents as the primary and principal

educators of their children. The Catholic parentds pr
raise their children as Catholic supports this premiges Catholic school

exists to assist parents in the Christian formation of their children.

[Note. I n this Handbook, the term parent refers not only
natural or dopted parent, but also to his/memparent, legal guardian or

to any other prson or agency authorized to act in place of parents.

14



104

Revised 6/07

DIOCESAN SCHOOL BOARD

The Diocesan School Board, in cooperation with the Office of
Catholic Schools, advises the Bishtbpough the Superintendent
on matters concerning thetal educational mission of all schools
in the Diocese. Areas of specific concern include, but are not
limited to: finances; the expansion, consolidation and closing of
schools; local schodloards; developmenmarketing strategic
planning and legistan.

LOCAL SCHOOL BOARD

Local school boards serve in a consultative role to the Pastor and
Administratorin parish schools, and to the Superintendent of
Schools and\dministratorin regional schools. These boards
assistin six areas for which there eordinarilyStanding

Committees or appointed persons with particular expertise and/or
responsibility. The areas inclu@evelopmentMarketing;

Finance; Strategic Planning; Facilities and Legislafidgocacy

The Finance committee shalliga minimumof 3 persons, who
have appropriate expertidencal school boards are not to
deliberate on any matters pertaining to personnel or the
curriculum. (cf.School Board Handbook)

15



200

RELIGIOUS EDUCATION

Revised &7
INTRODUCTION

Religious eduation is proclaiming to others the Gospel of the
Ri sen Lord, while showing that this fiGood NewsO
meaning to life.

Basic Teachings for Catholic Religious Education, p. 1

The mission of Catholic schoolstis proclaim to their students

the Gospl of Jesus Christ. Christ is the reason for Catholic

schools and the foundation of all their religious education. His

revelation gives a purpose to life. The aim of religious education

is not only that students come to understand religious truths, but

also come to know and love Christ. This must be fostered by a

manyfaceted approach to religious formation, and include all

members of the greater school community. Formal classes in

religion, participation in liturgy and the sacraments, retreats, and

opportunities to serve others al/|l have a role in
lives more Christentered. Every effort should be made to

create in each school a program of religious formation that

promotes growth in the knowledge of religious truth, experience

ofauthemt i ¢ wor ship, and commitment to the service
brothers and sisters in Christ.

16



201

THE PRI NCI PALGS ROLE I N RELI GI OUS EDUCATI ON
POLICY:

1. The Principal is responsible for the
implementation of all aspects of the religious
education psgram.

2. The religious education and spiritual formation
program shall be made clear to all parents.

3. Opportunities for liturgical and other religious
gatherings of students and parents shall be an
integral part of the school calendar.

4, The Princi@l is responsible for seeing that all

religious education teachers meet the diocesan
requirements for catechists.

17



202

RELIGION CURRICULUM
POLICY:
Revised6/07

1. All Catholic schools shall follow and adhere to
current Diocesan picies and consensus
curriculum competencies in religion.

2. Teachers shall use the Diocesan consensus
curriculum inplanning the content of their religion
lessons. Religiotextbooksmustbe on the
approved USCCB Office dfatechism list.

3. Religions h a | | be a part of every school 6s core
curriculum.
4. Students shalliccessfuly complete theeligious

instructiors,and anannual retreat experienas
required by the school, and service to the school,
parish, and/or community.

5. Students of grades 8, 9, and 11 are required to
take theAssessment of Catholic Religious
Education(ACRE) religion inventories.

6. Students shall receive proper credit for each
course taken in relation to the number of class
hours per week.

7. Religion gradeshallaways be included in

computing quarter or semester averages and honor
rolls.

18



203

NON-CATHOLIC STUDENTS IN CATHOLIC SCHOOLS

POLICY:

1.

Non-Catholic students are expected to participate
in the religious formation and education programs
of the school.

At the time of enroliment, parents of n@atholic
students should understand the religious education
program at the school, and be willing to accept the
religious standards, values and regulations of the
school.

19



204

CATECHESIS AND EDUCATION IN HUMAN SEXUALITY

POLICY:

1.

Diocesan consensus curriculum competencies
shall be used for the catechesis in human
sexuality.

The school shall provide an annual orientation
program for parents on the human sexuality
catechesis.

GUIDELINES:

1.

Parents have the primary responsibility for
education in sexuality, a role they fulfill by
helping their children to form proper attitudes
from their earliest years.

Catechesis calls particular attention to the role of
self-control, sé-discipline, prayer, the reception
of the sacraments as elements in developing a
Christian approach to sexuality.

Catechesis should call attention simultaneously to
the essential equality of man and woman and to
the respect due the uniqueness and the
complementary role of the two sexes.

20



205

CATECHIST FORMATION AND CERTIFICATION

POLICY:

Revised 6/07

1.

All teachers of religion must be practicing Catholics in
good standing with the Church.

Each school shall devote at least one schookdaiz
year to a faculty retreat, together with other
opportunities for spiritual growth throughout the year.

All teachers of religion must be certified in
accordance with diocesan policies. (Banding
on the Faith)

Teachers or religion must takestinformation for
Growth (IFG) prior to the five year accreditation
visit. IFG results should guide professional
development in the Religion Education area.

GUIDELINES:

1.

Practicing, teaching, and handing on the faith are the
reasons Catholic schiscexist. Therefore all teachers,
but especially those who are catechists, should strive to
make their faith an integral, daily, and transparent part
of their work in the school community.

The Principal must consider it a fundamental duty and
respondiility to inspire the faculty, and to teach them
in both work and by example in the ways of the faith.
The Principal should take special care to see that
opportunities for growth in the faith are provided, that
prayer and the teachings of the Church amays

central in the curriculum, and strive, in so far as is
possible, to make the workplace a community of faith
as well.

21



300

INSTRUCTION AND CURRICULUM

INTRODUCTION

The articulation of a faitfcentered environment with a
guality educational progam requires that all educators
involved in schools work collaboratively to design and
implement an evedeveloping and creative curriculum.
According to Catholic Tradition, curriculum should
encompass the principle of respect, challenge the
learners to &hieve their full potential, and contribute to
the moral development of all students. The curriculum
should be designed in such a manner that it will
stimulate a logical progression through the intellectual
stages of critical analysis, deductive/inductive
reasoning, and clarity of thought/expression and
strategies for problem solving.

--Mission Statement for Curriculum

22



301

ACCREDITATION

POLICY:

Revised 6/07

1.

All Diocesan schoolare dually accredited
through the Southern AssociatiohColleges and
Schools/Council on Accreditation and School
Improvement (SACSCASI) and the Virginia
Catholic Education Association (VCEA).

Private Catholic schools in the Diocese of
Richmondshould maintairaccreditation through
an appropriate accreaig agency.

Design forGrowthis the approved instrument for
VCEA/ SACS accreditation.
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302

CURRICULUM
POLICY:
Revised 6/07
1. The school curriculum shall be in accord with the
Consensus Curriculum of the Diocese of
Richmond
2. The curriculum for alelementaryschools in the

Diocese shall include the following subjects:
Religion, Reading, Language Arts (English,
Spelling,and Handwriting}, Foreign Language,
Mathematics, Science, Social Studies, Fine Arts,
Health and Safgt Physical Education, Computer
Education.

3. All secondary school courses of study shall
comply with applicable state and accrediting
agency standards.

4. Courses offered in elementary schools for which
high school credit is expected, e.ggébra I,
Foreign Languages, shall meet the standards of the
accrediting agency and comply with any standards
set by the OCS and ti@mmonwealtlof
Virginia.

5. The instructional program will include education

on fisafe toucho aGs required by the Bishop
Charteron theProtection of Children

24



303

CLASS SIZE
POLICY:

1. Class size should not exceed thirty students.

GUIDELINES:

1. As a general rule it is desirable to have a class of
approximately twentfive students.

25



304

TEXTBOOKS AND INSTRUCTIONAL MATERIALS

POLICY:

Revised 6/07

1.

It is the responsibility of the Principal and faculty
to ensure the use of textbooks that reflect a truly
Catholic philosophy.

Selection of textbooks and instructional migtksr
should bealignedwith the consensus curriculum.

Textbooks shall be renewed every five years or
less. Exceptions must be approved by the Office
of Catholic Schools.

The Office of Catholic Schools reserves the right
to prohibit the use of a spéic textbook/textbook
series.

School must allow sufficient funding for

instructional materials/resources to ensure optional
instruction in all mandates at all levels.

26



305
LIBRARY/MEDIA CENTER
POLICY:
Revised 6/07

1. Every school will oganize and maintain a
library/media center.

2. Students shall be instructed on the propereffidient
use of the library/media center.

3. Students of all grade levels shall have regularly
scheduled library/media center periods.

4. A professional reaarce library for the use of school
personnel shall be developed and maintained.

5. Schoolsshould have internet access in the
library/media center. (Séeechnology Plan).

6. All users of computer technology are expected to
adhereto Diocesan policies fmd in section 1000 and
in theAcceptable Use Contract.

7. Library/Media center Specialist fidlementay
Schools shall have documented coursework in the
library/media field and should be credentialed. High
School Library/Media Specialist shall be cretialed.

27



305 Continued)

Revised 6/07

8. MATERIAL SELECTION

1. Each school of the Diocese of Richmond
will formulate apolicy for selection of
books for the library.

2. The policy will include:
The basis for selection ameémoval of
materials from the collection

- The objectives for selection of materials

- The types of material and equipment to be
considered

- The criteria to follow when evaluating
materials

- The procedure for selecting new titles, for
periodic re-evaluating of titles in existing
collections, and for handling challenged
materials.

- The process for periodic review and
revision of the policy.

Note: An individual objecting to the content of library material

should complete ait O bctiomito-Cont ent For mo.

Addendum) Form is found in back of Policy Book.
Pages 176L76A.

28
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306
SCHOOL CALENDAR
POLICY:
Revised 6/07

1 Schools will publish and distribute a school calendar
that reflects a minimum of 183 instructiosahool
days. (Three days are included in case of emergencies,
i.e. inclement weather, hurricanes etc.) Schools need
only to be in full session for 180 instructional days

2. Each Principal will submit a copy of tipeoposed
calendato the Office of Cathit Schoolsby April
15th. (The Office of Catholic School must be notified
when there are changes in the school calendar).

3. Schools shall be in session for a minimum of 180
instructional days.

a. Aregular school day shall comprise a minimum of
5.5 (five andonehalf hours) of regular
instructional time plus time for organizational
needs.

b. The maximum number of early dismissal/half days
a school may schedule during the calendar year is
10 days.

c. Early dismissal/half day equals 4.0 hours of
instruction.

4. In adlition to the 180 instructional days required for
students, a minimum or 10 professional development days
is required. Diocesan Professional Development days
will be held afterAugust 15" of each school year.

29



307

Revised 6/04

EMERGENCY DISMISSALS AND CANCELLATIONS

POLICY:

1.

The Principal shall notify parents, faculty and staff of
school procedures in the faculty, parent and student
handbook

Emergency procedures or cancellations must be
included in paent, faculty and student handbooks.

The Principal/Designee shall have sole authority to
cancel school in the event of an emergency.

In case of excessive illness, ghed (1/3) of the
student population should be absent before camgel
school.

If a school has an unscheduled cancellation, the
Principal shall notify the Superintendent as soon as
possible.

Inclement weather or emergency magepolicy

shall be:
Schoolsmakeup the frst five (5) days.
Days six (6) to ten (10) are not made up.
Days eleven (11) to fifteen (15) are made
up. Schools are to email adjustments in
calendar to the Office of Catholic Schools.

30



308

TIME ALLOTMENT FOR SCHOOLS

Revised 6/04

POLICY:

1.

Schools determine their own school schedule in
compliance with the minimum times specified by the
Office of Catholic Schools.

All teachers shall submit to the Principal sufficient
evidence that time allotments for classes are being met.
Thereafter thérincipal has the primary responsibility

to ensure compliance with these guidelines.

Multiple sections of a grade will follow the same time
allotment schedule.

The Principal and faculty will periodically evaluate the
minimum time allotments and osider possible
increases where indicated for student effectiveness.

Minimum Instructional Time

Full Day Kindergarten

Daily i 5.5 hours per Dayi 330 minutes

Religion 30 minutes per day
Early skills and knowledge achievement programs shall
consume dleast 75% of the time

31



308(continued)

Revised 6/04
Grades 1,2,3; Minimum Instructional Time
Daily i 5.5 hours per day = 330 minutes

Major Subjects

C Religion 30 minutes per day

Mathematics 90 minutes per day

Reading (includes vocabulgry

Writing/Language (spelling, grammar & penmanship
150 minutes per day

C Social Studies/Science 60 minutes per week

Resource Subjectshould be scheduled to fill the
remaining minutes per week. These subjects include:
PE & Health Art & Music Technology

Integration of Science, Social Studies and Resource
Subjects are to be supported in Major Subjects.

Grades 4,5 Minimum Instructional Time
Daily 7 5.5 hours per day = 330 minutes

Major Subijects
C; Religion 45 minutes per day
C Mathematics

C Reading & Vocabulary, Spelling
Writing/Language (Grammar & Penmanship)
C Science

C Social Studies
All major subjectsminimum time 230 minutes per
day

32



308 (continued)

Revised 6/04

Resource Subjectshould be scheduled to fill the
remainng minutes per week. These subjects include:
PE/Health
Art/Music
Foreign Language = introductory format
Technology
The expectation is once a week. Integration of Resource
Subjects into major Subjects will support effectiveness of
these programs

Middle School Grades 6,7,8 Minimum
Instructional Time

5.5 hours per day = 330 minutes per day

Major Courses’i Minimum 280 minutes per day
C Religion

C Mathematics

C English/Composition

C Literature/Vocabulary

C Science

C Social Studies

Resource Course$ 225 minutes per week
PE = 3 Semesters over three years
Health = 3 Semesters over three years
Art = 2 Semesters over three years
Music = 2 Semesters over three years
Technology = at discretion of school
Foreign Language (If course is High School Credit
Coursel Guidelines:
Grade 7i Part | of Year | Spanish/French
Grade 9 Part Il of Year | Spanish/French
A minimum of 150 minutes per week.)
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308 (continued)

Revised 6/04

Exploratory Program Students in Middle School
should have a quarter of a marking peiod where a
particular life skill might be offered.

Schools are expected to meet the minimum
instructional times without any interruption of
organizational matters, lunch or recess. Time must be
added to the day for the extra items mentioned outside
of instructional time.

Schools are also encouraged to add instructional time
whenever possible to strengthen learning.
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Effective September 2003

High School Grading System

Catholic High Schools in the Diocese of
Richmad use a uniform grading scale for all
students, which fosters high academic standards
and places the student in a competitive position.

Grading Scale Key Honors/AP
A+ =981 100 4.33 4.5
A =951 97 4.0 4.17
A- =931 94 3.67 3.83
B+ =901 92 3.3 35
B =87 89 3.0 3.17
B- =85- 86 2.67 2.83
C+ =821 84 2.33 2.5
C =79 81 2.0 2.17
C- =771 78 1.67 1.83
D+ =751 76 1.33 1.5
D =721 74 1.0 1.17
D- =701 71 .67 .84
F =69 & Below 0 0
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Revised 6/@

DESIGNATED REPORT CARDS

Elementary & Middle SchoolReport Card
Elementary Schools will use the Standard
Diocesan report cards to report student progress to

the parents.

The report cards will become formally adopted on
July 1, 2004.

The report cardwill be computerized so that
teachers can record the grades in the appropriate
spaces provided. (Report card will be in a PDF
format)

The grading scale will be consistent for all levels.

REPORT CARD LEDGEND

Kindergarten: Grading Scale
M= Masteryi Accomplishing curriculum
P = Progressing Making progress in curriculum
U = Unsatisfactory Not making satisfactory
progress
NI = Not Introduced

Subjects & Growths & Development

Use code, M, P, U, NI

Use an X mark in the skill area to note deficiency
Absences & Tardy Number

Conferencéd Use an X mark

Print - yellow paper
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310 (continued)

Revised 6/04

Grades 1,2,3  Grading Scale

Outstanding Achievement (94.00)
Above Average Achievement (882)
Average Achievement (77-84)
Below Average Achievement (7G0)
Not Achieving Grade Level (Below 70)

Mmoo ®>»

Major Subjects & Resource Subjects

Use Code, A,B,C,D, & F in subject line.
Use and X mark in the skill area to note deficiency.

Self Discipline & Study Skils

Use Code, M,1,U, in title space

Use and X mark in the skill area to note deficiency
Absences & Tardy Number

Conferencéd Use an X mark

Print - pink paper

Grades 4,5 Grading Scale
A+=98100 A=95-97 A-=9394
B+=90-92 B=87i 89 B-=8586
C+=82i 84 C=79i1 81 D-=7071
F = 69 & Below

Major Subjects & Resource Subjects

Use letters noted in Grading Scale
Use and X mark in the skill area to note deficiency
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310(continued)
Grades 4, 5

Self Discipline & Study Skills

Use de, M,1,U, in title space

Use and X mark in the skill area to note deficiency
Absences & Tardy Number

Conferencéd Use an X mark

Print - green paper

Middle School 6,7,8  Grading Scale
A+=98100 A=95-97 A-=9394
B+=90-92 B=871 89 B-=8586
C+=821 84 C=79181 D-=7071
F =69 & Below

Major Course$ Use numbers

Resource CoursédsUse letters of Grading Scale
Absences & Tardy Use number

Comments- Use code number for comment
Print7 sand color paper

Grading books become the prperty of the school at the
completion of the year.
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RESOURCE TEACHER
New 6/04

Policy: Schools will provide a resource teacher to assist
the Principal, T.A.T. Team, teachers and students to
improve learning. (20041 2005)

The Reource Teacher could provide assistance to:

Assess the needs of students referred by the T.A. T. team.

Assist in the development of an educational plan for an
individual student.

Participate in Parent Meeting held by the T. A. T. team when
necessary.

Resaurce the teachers and provide training.

Clarify a studentodés educational
studentdés individual progress
assessment.

Provide reading and mathematic alternatives to assist
students.

To resource the parents with pdisialternatives necessary if
child does not adapt to the accommodations.

Maintain communication with the Principal at all times.

Resource the Teachers Assisting Teachers (T.A.T.) team
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400

PERSONNEL
Revised 6/07
INTRODUCTION

fiCalledto Work in Harmonylemonstrated the Diocesan
commitment to the fair and just treatment of all Lay & Religious
employees of the Diocese of Richmond. It provides a framework
to ensure a harmonious and productive work environment for all
employees. Togethere labor in he vineyard; let us do so
imbuedwith the Gospel values that Jesus Christ has entrusted us.

AnAll that you do, directly or indirectly, procl e
of Jesus Christ. Whether you teach the young, paint the walls,

challenge the comftable, or balance the books, your work

proclaims Jesus Christ, yesterday, today, and fc

---BishopFrancis DiLorenzo

As far as they can, therefore, all believers should actively
collaborate in the work of helping educators to reach the $ocia
status and the economic level that is their due, together with the
stability and the security that they must have if they are to
accomplish their task.

--Lay Catholics in Schools: Witness to Faith
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401
PERSONNEL POLICIES
Revised: 8/03
POLICY:

All diocesan school employees are governed by the
policies set forth irCalled to Work in Harmony:
Personnel Policies for Lay and Religious Employees,
Catholic Diocese of Richmortd Should any dispute
arise, diocesan personnel policies will always
supersede the local policies of a school or parish.

At the time of hire, all new employees shall receive a
copy ofCalled to Work in Harmony: Personnel
Policies for Lay and Religious Employee§ hey
shall sign a form for their personnel file
acknowled@ng that they have read and understand
such policies. All employees shall follow a similar
procedure whenever the diocese issues revised
policies.

All Diocesan School Employees shall receive a copy of
theDiocesan Regulations for the Response to
Claims of Sexual Abuse of Minors They shall sign
a form for their personnel file acknowledging that
they have read and understand such regulations. All
employees shall follow a similar procedure whenever
the diocese issues revised regulations.
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POLICY:

402

PERSONNEL RECORDS

Revised 6/07

1. Itis the responsibility of the Principal to keep a
current file for each employe¥ the school.

2. Arecord of Personnel should be kept
indefinitely. Sick leave records should be
forwarded to the next school if @mployee
transfers to another school in the Richmond
Diocese.

3. Regulations regarding personnel file content
and access are outlined in Called to Work in
Harmony. (pp.1415)

__ Diocesan Application Form (#6101)*

______ Written References

______Transcriptertifications, Endorsements
(if applicable)

_____Resume (optional)

______ Copy of original FBI and Virginia State
Police Fingerprint Card results (both cards,
both sides).

_____ Copy (both sides) of Child Protective
Servies Release Form as sent to Virginia
Department of Social Services

______Position Description

_____ Letter of Appointmerdr Faculty Contract
(#61206131)*

9 Form (Immigration and Naturalization
Service) (#6140)*

W4 and VA 4 Forms (Federal and State
tax withholding forms)

_____Personal Data Form (#6105)*
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402 (Continued)

POLICY:

_____Record of Leave Taken (#6701); FMLA
and medical information are kept in a
separate confidential file

_____ Copy of BenéfEnrollment Forms

_____ Beneficiary Form (#6611)*

_____ Performance Appraisals (#6915 for
faculty)*

_____ Letters of Commendatiam Disciplinary
Action

______Termination/Resignation Letters

_____Acknowledgement form (#6114)* for

Diocesan Regulations for the Response
to Claims of Sexual Abuse of Minors

_____Acknowledgement form (#6002)* for

Called to Work in Harmony: Personnel
Policies for Lay and Religious
Employees in the Diocese of Richntbn

*6000 numbers identify forms available from the Diocesan
Office of Human Resources (via the Extranet)
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403

TUBERCULOSIS TESTING
POLICY:
Revised 6/07

As a condition of employment each school employee
will submit a signed certifida by a licensed physician

or registered nurse stating said person appears free of
communicable tuberculosis. Such certificate is to be
based on recorded results of thosays, skin tests,

and other examinations (i.e. TB Risk Assessment)
singularlyor in combination as deemed necessary by
the licensed physician that have been performed in the
last 12 months immediately preceding the submission
of the certificate. After consulting with the local health
director, any school may require the subnoissf such
certificates annually or at such intervals as it deems
appropriate, as a condition to continued employment.
School volunteers who have regular contact with students
may also be required to document their freedom from
communicable tubercules
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COMPUTER SECURITY AND SOFTWARE

POLICY:

1.

The school reserves the right to control and manage all
computer equipment (hardware and software) used by the
school, and reserves the right at any time, without notice,
to useor search computer equipment of the school, and to
read, copy, move, or delete files stored on its computers.

The school does not accept responsibility for any personal
information or files of employees, which are placed, on its
computers. The school doaot object to some reasonable

use of its computers for an employeeds personal
(e.g., composing a letter during lunch, etc.). However, to
ensure the employeebs personal privacy and the

school property, any computer files createduohs
personal activity should be saved by the employee onto a
personal diskette, ambtst or ed on t he school 6s computers.

The Principal must be able to access any computer or any
computer file at any time.

Unless specifically approved by the Principal designee),
no employee may create any private password on any
program or any computer file. Even if such permission is
granted, the Principal must still be able to access the
particular program or file.

Sof t ware must not bemputerst all ed on the school 6s
without the Principal és approval. Software dis
manuals may be subject to specific copyrights of licensing

agreements, and should not be copied without the

Principal 6s approval
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405

E-MAIL/COMMUNICATIONS

POLICY:

1.

The school and ber Diocesan organizations may
make communications facilities, e.g. electronic
mail, fax machines, voicemalil, inteffice mail,
bulletin boards or other media, available for the
use of employees. The purpose of providing these
facilities is to assist enhpyees in conducting their
work. Such facilities may not be used for non
work-related communications except as may be
authorized by the Principal.

Any use of these facilities for abusive, threatening,
obscene, insulting, or otherwise inappropriate
speech or conduct is strictly forbidden.

Employees who abuse communications facilities
are subject to appropriate disciplinary action, up to
and including discharge from employment.
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406

EMPLOYEE CONDUCT

POLICY:

Revised 6/07

1.

The appeance and behavior of employees during
the normal workday and in all employmeetated
activities should reflect positively on the employee
and the school. The school expects that all
employees will maintain a neat, clean and modest
mode of dress and aparance, and will avoid
extremes of dress.

- Within the general parameters set forth in
diocesan policies, the Principal shall have
the authority to make determinations about
what may or may not be appropriate dress
or behavior.

Employees may natolicit for any purpose during
working time. Employees may not distribute
literature for any purpose during working time or
in working areas.

Working time meas the period of time scheddle
for the performance of job duties, not including
mealtimes obreak times or other periods when
employees are not engaged in performing their
work tasks. Working time applies to both the
employees doing the solicitation or distribution,
and the employee to whom it is directed.
Approval may only be granted blye principal.
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(406 Continued)

Persons not employed at the school may not solicit
or distribute literature on school property or in
school offices for any purpose at any time.

Please reference fniCalled to Work in Har mor
(pp.18-22) for polcies re:

a) Employee Code of Ethics
b) Personal Safety

c) Drug& Alcohol Use

d) Reporting Child Abuse

e) Sexual Harassment

f) Workplace Harassment
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OUTSIDE EMPLOYMENT
POLICY:
Revised 6/07

1. The Principal shall have the authoritytédke
appropriate action with regard to whether outside
employment interferes and/or is inconsistent with
the job responsibilities of a school employee.

2. Reasons for which outside employment may be
considered inconsistent and/or in interference with
job responsibilities include the following:

The nature, extent, or scheduling of the
outside employment interferes with the

empl oyeeds ability to effectively disch
the service for which the school hired him
or her.

3. Pl ease referenpeHaCmbhged to Work i
(pp. 1819) regarding potential conflicts of
interest.
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DISPUTE RESOLUTION

POLICY:

Revised 6/@

1.

It is the policy of the Diocese of Richmond to
maintain an open door to each employee for the
discussion of questiorts complaints affecting the
employee. Questions, complaints, or grievances
should be brought to the attention of thdividual
involved (e.g. teacher, principal, president,
pastor)

If these discussions do not yield resolution the
concern shouldédtaken to the next person in
authority. h a parish orrégiond) school it
shouldinclude the principal and then the president
(if applicable). In a parish school the next
recourse would be to the pastor and in an-inter
parochial (regionalschool to the Superintendent.

If resolutions cannot be achieved at the local level,
appropriate disputes can be appealed through a
meditation or grievance procedure. These
procedures can be found
Harmonyo ( p p43) 40
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500

PROFESSIONAL EDUCATION EMPLOYEES

INTRODUCTION

Christian education iIis intended to fimake oneods
|l iving conscious and active, through the 1ight
(The Bishopés Office in tdhe Church, 14)é0Only i

can they experience learning and living fully integrated in the

l ight of faithdéeé This integration of religious
the rest of life is brought about in the Catholic school not only by

its unique curriculum but, more important, by thregence of

teachers who express an integrated approach to learning and

living in their private and professional lives.

TO TEACH AS JESUS DID, 102, 103, 104
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CATHOLIC SCHOOL DECORUM

POLICY:

1.

Faculty members are p&cted to provide sound
formation in the Catholic faith and academic
excellence in secular subjects.

Faculty members are expected to fulfill their
duties under the authority of the Diocese, the
Pastor (if a parish school) and the Principal.

Facultymembers are expected to promote the
purpose of Catholic education through their
personal lives, professional skills, word and
example, both in and outside of school.

Faculty members are expected to uphold and
propagate the doctrinal and moral teachinfthe
Catholic Church; they should be devoted to the
implementation of these teachings in their daily
conduct with the students.

Faculty members are expected to promote and
encourage frequent liturgical celebrations as well
as prayer in their indidual classrooms.

Faculty members are expected to encourage
students to follow standards of behavior that
promote academic excellence, the dress code of
the school, and Christian respect for all persons,
property, and lawful authority.
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502

TEACHERS OF RELIGION
POLICY:

1. Teachers of religion must be practicing Catholics
in good standing with the Church.

2. Religion teachers must be certified through the

diocesan religion certification prograianding
on the Faith (See Policy #205)
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JOB DESCRIPTIONS

POLICY:

All employees shall have a published job description.
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PRINCIPALS
POLICY:

The Principal of a Catholic School must be a practicing
Catholic in good standing with ti@hurch.

2. To be employed as a Principal in the Diocese of
Richmond, the following minimum education
standards are required:

a. A masterds degree and possession
valid administratordés certificate
state department of education;

or
b. Abachebr 6s degree with evidence of

of a
from

satisfactory pursuit of a masteros degr

and an administratoroés certificat
equivalent Persons pursuing minimum
certification requirements may be hired
provided they are gaining academic credit
at the rate of at leasix credits per year;
and
A minimum of 5 years teaching experience in a
Catholic school.

3. Principals shall be appointed in one of the
following ways:

Religious communities, which appoint a Principal
to a school, shall provide any pertinent
informationabout that individual in
writing to the Pastor or Superintendent of
Schools. In accordance with Canon Law,
nominations of religious clergy to be

55

e or i



(504 Continued)

Principals shall be forwarded to the
Diocesan Bishop for his review and
appointment.

Schools, which need to hire a Principal, shall
notify the Superintendent of Schools as
soon as possible.

Parishes and Schools seeking to hire a Principal
shall form a search committee in
cooperation with the Office of Catholic
Schools.

Members of the seeln committee are appointed
by the Pastor or Superintendent.

Members of the search committee should include
a crosssection of people involved in the
school.

The search committee should consist of between
five and nine persons.

The search committee mustlude a
representative of the Office of Catholic
Schools.

The task of the search committee is to seek out
and screen the begualified and most

acceptable candidates for the Principalship.

The search committee interviews and
checks the references tiose candidates

who meet the positionés

search committee then forwards its
recommendation to the Pastor or
Superintendent.
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(504 Continued)

An annual performance evaluation is required of
all school Principals. (See Appendix foralksd
job responsibilities for Principals.)
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FACULTY MEMBERS
POLICY:
Faculty of Catholic Schools shall:

a. support the philosophy of the school in
which they are employed.

b. have at | east wadbbachel ordés degree, a
certified by the State of Virginia.

C. agree to abide by the personnel policies of
the Diocese of Richmond. (See Appendix)
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ACTING PRINCIPAL

POLICY:

1. Each Principal shall designate an individual who
in the absece of the Principal will act as the
school administrator.

2. The duties of the acting principal will be
determined by the principal, and included in the
individual 6s job description.

3. At the beginning of each year all staff will be
informed of whom is theding principal.
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CHAIRPERSON/TEAM LEADER

POLICY:

1.

The Principal of each high school shall appoint a
chairperson/team leader of the department of each
curriculum area taught in the school.

It shall be the responsibility #e chairperson to
meet regularly with members of the department, to
supervise teaching in that department, and to meet
with other chairpersons and the administration to
coordinate the school 0s
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508

ELEMENTARY SCHOOL COORDINATORS
POLICY:

1. Elementary school Principals shall appoint a
curriculum coordinator to facilitate the Consensus
Curriculum process. (Sé&sonsensufurriculum
Handbook
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509

HIRING PROSPECTIVE TEACHERS
POLICY:

1. In the interview process the Principal shall clearly
explain and discuss the role and nature of the
Catholic school and the Catholic schoolteacher in
the Churchoés education mission.

2. Prospective teachers should be asked whether they
understand the philophy, goals and objectives of
the school, in particular its Catholic identity and
mission, and if they can work in and promote the
same.

3. In hiring faculty the Principal shall follow the
diocesarPersonnePolicies and in particular:

Determine requisitacademic preparation and
certification. If necessary, develop written
plan to acquire certification

Start file on applicant

Give copy of Diocesan Personnel Policy, discuss
and explain all pertinent matters including
benefits, contract, conditions of
employment, and obtain written
affirmation from new employee that s/he
has read and understands all personnel
policies of the diocese.

Check references by requesting written
recommendations. If time does not allow
for a written reference, phone persons for
information but request followp letter for
file.

Assign a mentor to new teacher.
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SUPERVISION AND EVALUATION OF SCHOOL

PERSONNEL

POLICY:

1.

The Principal of the school is responsible for
making informal classroom visits, as well as
implementing dormal evaluation procedure of all
teachers.

All faculty shall be formally evaluated in class at
least once a year. That evaluation must be written
and a copy kept in the personnel file. Post
visitation conferences should be held at which
time the Prigipal and the faculty member should
discuss and sign the evaluation forms.

The employee has the right to read and respond to
the evaluation in writing. Signing the evaluation
form indicates that the employee has seen the
evaluation, not necessarilyaitthe employee

agrees with the evaluation.
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FACULTY HANDBOOK
Revised 8/03
POLICY:

A faculty handbook shall be distributed to all faculty
members at the beginning of each school year. The
Principal shall also submit a copy of thepeqved
faculty handbook to the Office of Catholic Schools.

The following topic areas must be included in any faculty
handbook:

the philosophy of the school

faculty job description, including a working
definition of what constitutes good
teaching,

a list and explanation of neteaching duties,

the policy and procedures for administrative
supervision and evaluation of teachers,

a list and explanation of personnel policies,

sample forms; and

a nondiscrimination policy.

Handbooks are subject to priovi@w, prior written
approval, and possible modification by the Office of
Catholic Schools. To the extent any such handbook or
policy statement may be inconsistent with the policies
or guidelines of the Diocese, the dioceS€atled To
Work in Harmonyandth e Of fi ce of Catholic School sé
policies and guidelines shall have controlling force
and effect.
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512
PROFESSIONAL CERTIFICATION
POLICY:
1. All teachers of religion shall be certified or working
toward certification in the Diocesan religion

certification programHanding on The Faith(See
Policy #205)

All professional education employees shall be certified or
working toward certification/ licensure through the
Virginia State Department of Education. In
extraordinary circumstances, certificatiatéinsure
may be sought through tR&CEA.

The Virginia License or VCEA certificate shall be processed
through the Office of Catholic Schools.

4, Preschool teachers must have at | east a Bache
degree or CDA (Childhood Development Association)
certificate.

5. It is the responsibility of all teachers to keep their

licensure/certificate current.

6. A copy of the Virginia License or VCEA certificate
shall be retained by the Office of Catholic Schools as
long as the employee continues employment within the

Diocese.
7. Copies of the current certificates shall be kept in the

empl oyeeds personnel folder in the | ocal scho
8. Transcripts from noitizen teachers must be screened

by an evaluation firm before being submitted as

evidence for certification. Ongear certificates are

issuedtonoit i ti zens upon the Superintendentbs
request.
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PROFESSIONAL ASSOCIATIONS

POLICY:

1.

Membership in the National Catholic Education
Association (NCEA) is encouraged for every
school.

Membership in professional edational

associations is strongly recommended for faculty
members and Principals. Within reasonable
limits, a school shall pay membership fees.
Attendance at institutes, workshops, and seminars
is strongly recommended as a source of
professional enrichemt for all professional
employees.

All schools shall be members of the Virginia
Catholic Education Association (VCEA).
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EDUCATIONAL MEETINGS
POLICY:

Professional school personnel shall participate in the following
educationameetings:

Teacher Conference Teacher conferences sponsored by the
Diocese of Richmond for preschools, elementary
schools and secondary schools. All faculty members
are expected to attend.

Principal Meetings A biannual gathering designed in
coordindion with the Office of Catholic Schools.
Because all Principals are expected to attend these
meetings, priority is to be given to these two meetings
when planning the local school calendar.

Local In-service Prior to the opening of schools, and
throughait the school year, each school shall provide
in-service sessions for staff growth and development.

Faculty Meetings Faculty meetings shall be conducted at least
monthly. All faculty members must attend these
meetings unless excused by the Principal.

Leadership ConferenceAn annual summer conference for
Principals and Assistant Principals focusing on
spirituality and religious leadership. Attendance is
encouraged but not required.
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SUBSTITUTE TEACHERS

POLICY:

Revised 8/03

1.

The Pmcipal shall make every effort to hire a
competent, qualified substitute teacher when
needed.

Substitute teachers must receive adequate payment
for services rendered.

Substitute teachers must be cleared for service
through the background reporexqjuired by the
Diocesan Regulations for the Response to
Claims of Sexual Abuse of Minors.

The Principal shall see that a substitute teacher is

supplied with the necessary information and
materials.
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CONTRACTED SERVICES OR AUXILIAR SERVICES
Revised 8/03
POLICY:

Organizations which provide professional

personnel to work with students during the school

day or in afterschool programs shall provide

appropriate records to the school ds Admini
that all such personnel are:

a. professionally qualified to carry out their
designated duties;

b. cleared for service through the background
reports required by theiocesan
Regulations for the Response to Claims
of Sexual Abuse of Minors.
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STUDENT AFFAIRS
POLICY:
| BELIEVE IN CHILDREN

| believe in childrend little ones, big ones, chubby and
thin ones. There is faith in their eyes, love in their
touch, hope i n their att.
joys,run with them through tall grasses, bow with them
in worship, and hold them close in tragedy. | believe in
childrendt he fragile dream of
reality today, and the vibrant stuff of tomorrow. Yes, |
believe in children, for wherevégo, to mountain

village, industrial center, or open country, | find
yesterdayodés children who
Christ at work in the building of the Kingdom of God.
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601

ADMISSION REQUIREMENTS

Revised 9/01
POLICY:

- T h &ssiomof Catholic Schools supports, protects and nurtures all
children and their families who are seeking an education

t hat is rooted in the richness of Catholic Tradit.i
Special Needs Task Force 2001

1. ELIGIBILITY -

Parish School

a. All schoolage children belonging to a parish
are eligible for attendance in that parish
school, availability of space pending.

b. After parishioners have registered, other
children may be admitted in the following
order of preference:
parishes without schools
paiishes with schools (for sufficient reason)
non-Catholic families

Regional School

a. All schoolage children belonging to
supporting parishes are eligible for attendance
in that regional school, pending availability of
space.
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(601 Continued)

b. After children from supporting parishes
have registered, other children may be
admitted in the following order of
preference:

parishes without schools

parishes with schools (for sufficient
reason)

e non-Catholic families

High Schools

All Catholic children are eligible to apply for
admission to Diocesan high schools. Students
in Catholic elementary schools should be
given first preference. Acceptance is based on
the individual high school admission policy.

Non-Catholics may be admitted if spadowas.
Non-Catholics must also take the high school
placement tests.

REQUIREMENTS

Age for Admission to Kindergarten

Children who will have reached the age of five
years by September B@nay be admitted to a
kindergarten program. There is no maodga
testing for kindergarten admission. However,
readiness testing is
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(601 Continued)
encouraged to determine the developmental
appropriate placement in the kindergarten
program.

Requirements for initial school admission

a. Birth certificate

Baptismal certificate for Catholic students

Proof of adequate immunization as required by the
Code of Virginia

Physical examination within 12 months of
entering school

Proof of custody where applicable

Social security number (if U.S. citizen)

Requirement$or admission to other grades

a. Birth certificate

b. Baptismal certificate for Catholic students

c. Proof of adequate immunization and physical
examination records as required by the Code
of Virginia

d. Records from previous school

e. Proof of custody where applicable

f. Social security number (if U.S. citizen)

General conditions of admission

A student is admitted to a school on the premise
that the student and family understand the
Catholic philosophy and desire to be educated in a
Catholic environment. This motivatishould
encourage the student to remain in the school until
the student finishes the course, unless there is a
voluntary withdrawal or cause for dismissal.

Every reasonable effort should be made to accept
students to a Catholic school if there is a
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reasonable hope that the student will complete that

school 6s progr am. I n doubtful cases, stuc
be admitted on a probationary basis with dates and

criteria of evaluation clearly established in

writing. Students with academic or othmereds

that cannot be reasonably accommodated by the

school should not be admitted. This determination

rests with the Principal.

Transfer Students

Principals are encouraged to accept middle school
children who want to transfer into Diocesan
schools, baing any legitimate disciplinary or

other concerns. Middle scheayed children may
not be excluded from attending a school solely
because they have not previously been part of the
Diocesan school system.

Local Policies and Procedures

Each Catholic sabol retains the right to set local
registration procedures and admission policies in
addition to those in this handbook provided they
are in accord with Diocesan policies guidelines,
and regulations.

The Principal is responsible for registration and
admision. Each school shall hold a well
publicized formal registration period for new
students.
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602
ADMISSION OF FOREIGN STUDENTS
Revised 8/03
POLICY:

1. The F1 (nonimmigrant student) status applies to
those aliens who are in the United Stateghe
purpose of attending school.

a. Once a student is determined to meet
the school 6s requirements for
admission, the family fills out the
Immigration and Naturalization
Service 20 form and the AIF
(Additional Information Form).

b. The school submits therfims to the
Office of Catholic Schools.

c. The forms will be electronically
processed for eventual admission and
stay in the United States as a1l F
student.

2. Schools must notify the Office of Catholic
Schools when an F1 student withdraws.

3. Any studentapplicant whose passport, United
Nations travel document, or other Immigration
and Naturalization documents indicate that he or
she is a refugee, asylee, parolee, lawfulnon
immigrant, or permanent resident, may be
admitted to the schools of the Dioces$e o
Richmond under normal requirements for
admission.

4. Foreign students who enroll in a school in the
Diocese for the first time must provide
documentation they are free from communicable
tuberculosis.
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603

STUDENT/PARENT HANDBOOK
POLICY:

Each scholoshall develop and distribute a handbook for
students and parents. This handbook shall include
the following:

Philosophy,

Admission Policies/Notice of NeBiscrimination

Academic Policies

Communication, e.g. how does the parent
communicate with teacheand
administrators? How do teachers and
administrators communicate with parents?

Discipline Code, including rules, regulations,
penalties and exceptions,

Extracurricular Activities, including policies on
participation and exclusion from activities,

Parmt / St udent 6s Signed Agreement to be boun
by the handbook, for exampl e: nWe, the
parent(s) of , agree to be
governed by this school handbook for the
school year . We recognize the right

and responsibility of the school to make rules
and enforce them. o

2. At the beginning of each school year, every school
shall receive from each family with
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children enrolled in the school a written
acknowledgement that the family has reviewed
and accepted the policies and modares
described in the student/parent handbook. (See
A(g) o above.)

Faculty and staff members shall be given copies of
all school handbooks.

All local policies and procedures shall be in
conformity with Diocesan policies, guidelines and
regulations

A copy of all current handbooks shall be sent to

the Office of Catholic Schools by Septemb&poi
each year.
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ATTENDANCE REQUIREMENTS

POLICY:

1.

Education in the Commonwealth of Virginia is
compulsory for children whwill have reached

the fifth birthday on or before Septembef"3thd
until the"bighdaydent 6s 18

Schools of the Diocese shall be in session not less
than 180 days per year or the length of time as
required by the Code of Virginia, whichever is
greater.

Once a child is enrolled in a school, it is the duty
of the Principal and teachers to insist on regular
attendance. Neither the Diocese, the Office of
Catholic Schools, the school, nor any of its
employees are, however, responsible for engurin
actual attendance. This is the responsibility of the
student s parent(s) or
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605

ABSENCE, TARDINESS, AND LEAVING SCHOOL DURING
SCHOOL HOURS

POLICY:

It is the responsibility of the Principal to implement
proper proceduresoncerning absence, tardiness, and
students leaving school during school hours.

GUIDELINES

A written excuse, explaining the reason for absence and
signed by the parent, must be presented upon
return to school. If the child fails to bring an
excusethe school should contact the parent. All
written excuses should be kept on file for one
year.

Persistent absences may cause serious academic problems
and could result in the retention of the student.
Each case, however, must be reviewed
individually, by the Principal, teacher and parents
before a decision is made. Persistent absences
may also result in the student being subject to
appropriate disciplinary action

A student who is late, as determined by local policy,
should report fitemrt he Principal 6s of
attendance office.

Except in cases of emergency as determined by the
Principal and/or faculty member (as applicable or
necessary) a student may only (a) be released from
school with the prior written authorization of the
student 6s gwerent, or (b) I
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the school grounds with the prior authorization
from the Principal.

Tardiness. The tardy student may be subject to
appropriate disciplinary action. Frequent cases of
tardiness should be brought to the attention of the
Principalso that the parent may be contacted.

Absences for Other Reasons. When parents wish to take
their student out of school for several days for
personal and/or medical reasons, the Principal
Sshould discuss the studentds progress witdh
parents and advigkem of the effect such an
absence would have on the pupil os
schoolwork The Principal is advised to keep on
file a record of the recommendation made to the
parents at the time the request was submitted. The
final decision, however, is the responsibilitythe
parents. The school is not under any obligation to
provide a tutor, makep-work, or special testing
schedules for such a period of absence. The
Principal in his or her sole and unreviewable
discretion may determine the conditions and terms
govening such absences.
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606

HOMEWORK
POLICY:

1. Each school must have a written policy about
homework. In developing, reviewing, and
updating a homework policy, each Principal
should involve faculty, staff and parents. The
policy for homewaok needs to be clearly stated
and uniformly followed by all teachers. The
policy should reflect a gradual increase in both the
amount of time required and student responsibility
for its completion. Coordination among teachers
in departmentalized situahs is necessary. The
homework policy must become a part of both the
student/parent and faculty handbooks.
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EXTENDED DAY PROGRAMS
Revised 8/03
POLICY:

1. All extended day programs must meet VCEA
standards as well as local astdte regulations
whenever such laws and regulations apply.

2. The administrator of the extended day program is
the school Principal. The Principal is responsible
for hiring the director of the program. The
Principal and the extended day director shiaee
responsibility of hiring staff to assist in the
program.

3. All directors and staff members must submit three
letters of reference to the school Principal prior to
being hired for the position. A fingerprinting and
criminal records check for childaaproviders
through the Central Criminal Records Exchange
must also be obtained before the director or staff
member is hired.

4. In addition to the foregoing, all personnel
providing child care services in an extended day
care program are required to qoighwith all
applicable provisions ofth@e Di oc e s an
Regulations for the Response to Claims of
Sexual Abuse of Minors.o
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SCHOOL SPONSORED TRIP&ield Trips)
RevisedApproved: 5/%/06
POLICY:

Field trips are to be educationalnature andre
objectiveshould be related to Diocesan curriculum.
All field trips must be apprad by the Principal.

A permissionformsigne by a studentos
be obtained prior to a student participating in a trip.
Schools must use the field trip pession slip found in

the Docesan policy manual.

Each field trp must be adequately chaperoned and must
be incompliance with Diocesan safe environment
Policy guidelines.

Trips to major US ities & abroad are permitteds
longas proper supervision, sgteards and
permissions are iplace. Restraint in scheduling
such trips should bieased on State Department and
Department oHomelandSecurity guidance and
alerts. Overseas trighould be approved byeh
Superintendent of Schoddsd the Diocesan Risk
Manager.

Overnight field trips for elementary students (BK

should be approved by the Superintendent of Schools and
Diocesan Risk Manager.
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TRANSPORTATION

For loal and regionlaravel, whenever possible, bus
transportation shad be used. If commercial carriers

are used,htey must providecertificateof insurance

noting AAddi The corexthordhgfa ur ed. 0
the additional insurethust beas follows:Additional Insured:

The Most Reverend FrandisLorenzoX Dilorenzo,Bishop of

the Catholic Diocese of RichmomehdHis Successors in

Office. Also contracted carrieshouldprovide proof of
insurance with minimum limits dfability of $1,000,000 CSL
(Combined Single Limit)

Due to insurance reasons, 15 passenger vamoare
permitted to be used in the transportation of students.

If a private vehicle with volunteer driver is used th
following must be verified:

- driver must be 21 years of age or alde
- driver must have met diocesan safe/ironments standards.
-driver must have a wngpédimdntsdri ver 6s | icense and
to driving safely
- vehicle must have a valid registration and sitagpection
stickerand current license plates
- vehiclemust be insured for the minimuimits of $100,000
per person/$300,000 peccurrence
- maximum capacity of vehicle is limited to thamberof
operational seat belt€ar seatshould be used where
appropriate.
A signed Vdunteer Driver Information Sheatust be
submitted to the Principal for eaghhicleused
-A copy of the dri veattatlhedtothesur ance card must be
Volunteer Driver InformatiorSheet
Leased Vehicles
If a vehicle is éased, rented, or borrowed to transport
participants to and from the event, appropriate insurance should be obtained.
Coverage can be purchased through the rental company or your local agent. If
auto coverage is provided through Cathdligtual, contactlsould be made
with the Diocesan Risk manageCoverage cannot be automatically
assumed for leased, rented, or borrowed vehicles.
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610

STUDENT PUBLICATIONS

POLICY:

1. A faculty advisor must review and appeoall
final copy prior to printing of any student
publications.

The Principal has authority over any school publication.

Student publications should clearly reflect the Catholic
nature of the school.

Monitoring of student publications is necessaryhst t

tasteless and offensive photographs, \ujs,
and references are eliminated.
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611

DISCIPLINE
POLICY:

1. Each school shall formulate a set of rules and
procedures regarding school discipline consistent with
its school philosophyThese rules and procedures
shall be distributed annually in writing to students and
parents and on the occasion of admitting new students.

2. Whatever disciplinary action is taken must be in
accordance with those same rules and regulations.
Disciplinary neasures must not be excessive, arbitrary,
inflict bodily harm, or intended to subject the student
to ridicule or defamation. Corporal punishmentoy
striking o f a child with any object or hamglexpressly
forbidden, regardless of parental consent.

3. Di scipline records are not part of the student
permanent record and should be treated confidentially.

4, Rules of behavior must be reasonable, well known, and
administered fairly.

GUIDELINES:

1. The classroom teacher should manage the discipline
problemsof his/her classroom and should enlist the
help of the Principal or the assistant in charge of
discipline only in cases involving serious or repeated
misbehavior. The classroom teacher and Principal
should view welprepared and wettonducted classes
asthe first step toward good classroom discipline.
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Self-discipline demonstrated respect for each
individual, and welprepared and conducted
classes all contribute to an environment where
potential discipline problems are minimized
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612
SUSPENSION/DISMISSAL/EXPULSION
POLICY:

1. In cases where a student is continually disruptive
of others or in the case of a single serious
disciplinary infraction, the teacher should apprise
the Principal of the situatioand assist in the
development of a course of action to be taken to
correct the situation. The school may impose any
appropriate disciplinary action, without prior
recourse to less severe disciplinary action,
considering the natoore of the studentooés
and the surrounding circumstances. The following
are some acceptable disciplinary measures:

Conference with pupil
Conference with parents
Assignment of special tasks
Denial of privileges
Detention

Probation

Suspension

Dismissal

Expulsion

S@~ooo0oTp

2. SUSPENSION

Suspension may be imposed by the Principal for a
major infraction of school rules.

Whenever a Principal suspends a student, parents

are to sign a formal agreement in which they
signify their understanding of the
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problem and agree to work with the school in
correcting the situation.

The failure of the parents to execute the above
referenced agreement shall not, however,
preclude the ability of the Principal to suspend
a student, provided reasable notice of the
suspension is provided to the parents. This
policy applies to iFhouse and oubf-house
suspensions.

If in the judgement of the school Principal the

studentds actions warrant

school community for a period of time, the
parents or guardians are to be notified by the
Principal or designee immediately. Written

notice of t he school 6s acti

Students who have received an-otischool
suspension cannot be readmitted until a parent
meets with the Principal @esignate and

agrees to cooperate with the school.

Signed agreement of parents and a written report
of the suspension are to be filed in the
studentdos confidenti al

f ol
become part of the student

DISMISSAL

Conduct viich is disruptive to the learning
atmosphere and/or contrary to Catholic
principles is justification for a Principal to
dismiss a student at the close of the school
year. In parish schools, the Pastor must be
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(612 Continued)

consulted before anycton is taken. In
regional schools the Office of Catholic
Schools must be consulted.

The Principal or designee must notify the
parents of a student subject to dismissal
following an incident or series of incidents
serious enough to precipitate thisiat
Notification must be in writing and should
provide an opportunity for parents to meet
with the Principal.

4. EXPULSION

a. Expulsion may be resorted to when a grave
infraction of school rules occurs, the
student has demonstrated continuing
disregard bschool rules for which other
means of discipline have proven
ineffectual, and/or the studentds cont.
presence in the school has the probability
of being a serious hindrance to the safety
or welfare of the school community.

b. If a Principal believes mecessary to expel
a student, the Principal must:

e meet with the student and the student 6s
parents;
e implement any hearing process if required
by local school policy;
e seek permission from the Superintendent
of Schools;
e provide written notice to thearents of the
decision to expel the student.
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e A parent whose child is expelled may
appeal this decision by writing to the
Superintendent of Schools.
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SUBSTANCE ABUSE/FIREARMS
POLICY:

Studeits who unlawfully use, consume, possess, or
distribute drugs, or who use, consume, possess or
distribute alcohol, and/or possess a wea(go,
knife, firearm) on school property with access to
students attending the school are subject to
appropriate digplinary action (including but not
limited to expulsion) as determined by the Principal
according to school policies. Working with the
family, the school may require a professional
assessment to determine the appropriate program of
rehabilitation, if onas needed.

The use or sale of drugs on or near school property is
unlawful under Virginia State Law.

If an individual who is not enrolled as a student is suspected
or discovered with the unlawful use, sale or
possession of drugs or alcohol on schoopprty,
near school property with access to students
attending the school, or at schaponsored
activities, the Principal must contact the appropriate
law enforcement agency.

If a student is suspected of or is discovered with the
unlawful use, sale or gsession of drugs or alcohol
on school property, near school property with access
to students attending the school, or at school
sponsored events, the parents should be notified
immediately. If there is reason to believe a violation
of this policy existsthe proper law enforcement
agency must be contacted.
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STUDENT PRIVACY
POLICY:

SEARCHES OF STUDENTS AND STUDENT
PROPERTY

School Principals or designated officials have the right to
protect the health, welfare, and safety of school
patrons agairigirugs, weapons, unauthorized
publications, and other contraband materials.
Search of a studentodos person and/ or persaor
property on school property or at school activities
(e.g., automobiles, etc.) may be conducted by the
school Principal or other desigted officials. It is
only necessary that a search be reasonable and
related to the school ds rights in these re€
failure of a student to voluntarily submit to a
search shall be presumptive evidence of the
existence of contraband and grounds for
appropriate disciplinary action.

2. When making a determination that reasonable
grounds exist for a search, the following factors
are to be considered and weighed in each instance:
The childés age, history and school recorc
The prevalence and serioess in the school of

the problem to which the search is
directed;
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C. The exigency of requiring the search
without delay;

d. The probative value and reliability of the
information used as the justification for the
search.

School oficials should not carry out or allow to be
carried out fAstrip searcheso under any
circumstances.

SEARCH OF SCHOOL LOCKERS AND DESKS

1. Lockers and desks are school property and are
subject to searches by school authorities to protect
the safety of all.A student to whom a locker or
desk has been assigned has exclusive use of the
locker or deskis a visother students, but has no
proprietary rights versus the school.

2. Schools should publish a policy, which states the
right of the school to inspect disearch any locker
or desk on suspicion of a threat to the health,
welfare, and safety of other school patrons.

3. School policies should include a statement
regarding the authorized uses of student lockers
and desks and a statement to the effect thnatadc
officials retain the right to periodically inspect
student lockers and desks.
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Unless the safety of other students requires prompt

removal of dangerous items, or there is a

possibility of imminent destruction or distribati

of illegal substances, school officials having a

Areasonabl e suspicionod of the presence of
contraband in a vehicle in the school parking lot

would be well advised to contact the police.
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SEXUAL HARASSMENT

POLICY:

1.

No student is to sexually harass another member
of the school community. Any student who

engages in sexual harassment shall be subject to
disciplinary action, up to and including expulsion.

Sexual harassment is defined as any unwelcome
sexualadvances, unwelcome physical contact of a
sexual nature, or unwelcome verbal or physical

conduct of a sexual natur e.
physical conduct of a sexual
i's not |l i mited t o, i the del

of unsolicitel gestures or comments, or the
deliberate, repeated display of offensive, sexually
graphic materials which is not necessary for
school purposes. 0

Any student who believes that he or she is being
sexually harassed shall report immediately such
information to the school Principal. Any
information reported shall, to the extent possible
be treated as confidential. All claims of sexual
harassment shall be thoroughly investigated by the
school Principal after consultation with the
Superintendent of Schools.

No student will be subject to any retaliation or

disciplinary action on the part of the school for
reports of sexual harassment, made in good faith.
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616

NOTICE OF SEX OFFENDERS LIVING
WITHIN CATHOLIC SCHOOL
COMMUNITIES

POLICY:

This policy is ceated to protect children by requiring
Catholic schools located within the Catholic Diocese of
Richmond to provide school communities with the means to
access the location of registered sex offenders living within their
communities. This policy in no wayndones the use of this
information for intimidation or harassment purposes.

Every Catholic school (parish and diocese) will register
with the Virginia State Police to receive electronic written
notification of the registration or fiegistration of anyex
offender located within the same or contiguous zip code area as
the school.

At the beginning of each school year and upon enrollment
of a new student, each school provides the parents of each student
with a handbook. Each school will include informatia the
handbook inviting parents to check the Virginia State Police
website ahttp://sexoffender.vsp.virginia.gov/sor/index.htitd
learn of any sex offenders located within the sanmotiguous
zip code area as the school.

In the event a parent of a student at a school is a registered sex
offender, the school may place the parent under one or all of the
following restrictions:

a) The individual may only enter school grounds

with prior agproval and under supervision; or
b) The individual may not enter school grounds.

Every school shall post the following notice in a
conspicuous place at all public entrance:

Any person required to register pursuant to Va. Code
8 9.1:901 shall not enter schooyrounds without prior express
permission and prearranged supervision of school
administrators.
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616 (continued)

CHILD ABUSE AND NEGLECT
POLICY:

Virginia law imposes upon school personnel the legal
responsibility of reporting to local Child Proteaiv
Services any incident of suspected child abuse or
neglect.

School personnel who suspect the abuse or neglect of a
student must report the matter directly to the Principal
(who in turn will notify the Office of Catholic
Schools) and then contact ChildoRyctive Services.

At that point confidentiality must be respected.

If a student is interviewed at the school by Child
Protective Services, the Principal should determine, in
coordination with Child Protective Services, who will
notify the parents thahé interview took place.

Each school employee must be aware of and abide by the
i nformation and gRiocetsal i nes contai ned
Regulations for the Response to Claims of Sexual
Abuse of Minors. 0
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616 (Continued)

SAFE TOUCH

The Catholic Diocesef Richmond in accord with article 12 of

the Charter for the Protection of Children and Young People

provides a Asafe envirTbeement 0 program for chil dr
program that has been approved for use in the Diocese of

Richmond Catholic Schools isthe VIRTWSh i | dr endés Pr ogr am.
The curriculum is available under th
VIRTUS website.

e fieducator ¢
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617

GRADUATION

GUIDELINES:

1. Elementary school graduation ceremonies should
be simple and dignified.

2. High school graduation ceremonies shdugd
characterized by dignity and due consideration for
practical and economic realities.

3. A celebration of the Eucharist should be held by

and for the graduates close to the date of
graduation.
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NON-PROMOTION AND NONGRADUATION
POLICY:

1. Non-promotion or norgraduation is the decision of
the Principal, not the parents or guardians. However
consultation among the Principal, teacher and parent
must precede any decision not to promote a student or
to keep a student from gradunaf.

2. The decision not to promote a student must be
communicated to the parent in writing.

3. No student may remain in a grade more than two
years.
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619

SCHOOL DRESS CODE
POLICY:

1. Every school shall have a specific set of standards
for its dress code. The parents should be
consulted in determining the color, style, etc. Cost
factors should be considered when developing
guidelines for school uniforms.

2. Final decisions regarding the school uniform rest
with the Principal.

3. Speific dress code requirements are to be clearly

stated in the |l ocal school és handbook.
GUIDELINES:
1. All contracts with outside vendors providing

school uniforms should be in writing. Principals
and Pastors are encouraged to seek advice of legal
counséfor multi-year contracts or those involving
unique financing.
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620

BLOODBORNE PATHOGENS

POLICY:

1.

In complying with OSHA Bloodborne Pathogens
Standard 29 CFR 1910.1030, all Diocesan schools
are to have on file a written bloodborne agéns
exposure control plan.

All provisions of the standard are to be
implemented by September 30 of each year.
Compliance means that the policy is reviewed and
updated annually, employees receive annual
training, and personal protective supplies. fnen
allergenic rubber gloves, antiseptic towellettes,
bleach, towels, garbage bags, etc.) are available.
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621

FIRE SAFETY

POLICY:

1.

The Principal shall review fire safety rules and
evacuation procedures with all staff members prior
to the commencement of classes each school year.
The Principal shall conduct a fire drill weekly
during the first month of school and monthly for

the remainder of the year.

A record shall be kept of each drill, e.g. date, time
of day, length of timdor evacuation, special
circumstances or problems experienced, number
of people exiting building during the fire drill.

Teachers and pupils must be familiar with fire bell
signals. Each schoolroom and hallway must have
fire drill routes posted.

An orderly evacuation of a building under the
supervision of each teacher is imperative.
Teachers must take the class roll book with them
if at all possible without jeopardizing their own
safety or that of their classes, and once outside,
call roll to accaint for each student.

During a fire drill everyone must vacate the
building, and all school windows and doors should
be closed.

Fire extinguishers must be serviced yearly. All

staff members should be instructed of the location
and correct use ohé extinguishers.
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All schools must be equipped with emergency and
exit lights. Panic bars must be attached to all
emergency exit doors.

All fire doors on stairways shall be kept closed at
all times.
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622

STUDENT HEALTH AND SAFETY

POLICY:

1.

All students must meet the health requirements of
current state law, e.g. smallpox vaccination, basic
immunizations and physical examinations. All
up-to-date health records must be available and on
file.

To promote the welfare of all students, local
schools must formulate specific policies for
student health and safety, which answer the need
of each community. Such policies should include,
but are not limited to, the following: accidents and
first aid, illness, administration of medicine,
chemical and other hazardous materials, school
security and traffic safety. When required, all
such policies must meet the standards set by state
law.

Each school, if possible, should have a health
clinic. The clinic is authorized to render
reasonable first aid and maintain health records.
School health personnel should follow the
Virginia SchoolHealthGuidelineswhen

designing and implementing their school
health/clinic program and procedures.

Il schools in the diocese must follow appropriate
administrative procedures as outlined by the
Diocesan School Board of the Office of Catholic
Schools and OSHA in dealing with HIV/AIDS or
any communicable disease. All diagnosed cases
of HIV/AIDS or other commuicable disease must
be reportedmmediately to the Superintendent of
Schools.
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Revised 8/03
Each case will be handled on an individual basis.

Dispensing of prescription or ngarescription

medicines require written parental péssion.

Prescribed medication must be given to the School

Nurse, Principal, or other designated individual

and be kept in a safe and secure location.

Prescription medicines must have physiciar
name, address and time for administrating

medicine. The rmae of the medication must be

clear.

In preparation for or response to an accident or
emergency, students are to be provided the
maximum practical safeguards. These should
include, but not necessarily be limited to

a. Maintaining emergency informatiamn file
that includes: name and address of
studentés parents, home and worKk
telephone numbers, pertinent medical data,
studenttbyspeb | caondd t he studentds age.

b. Reporting all potentially serious injuries to
the Principal or School Nurse.

C. Prepanng school personnel to respond to
accidents or emergencies.

d. Contacting the appropriate authorities, e.g.

paramedic, police, nurse, or doctor, as the
situation warrants.

e. Documenting any accidents or
emergencies that occur and noting how
they were respnded to.
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623

PROPER USE OF THE INTERNET

POLICY:

1.

Based upon the acceptable use policy guidelines
outlined in this document the Principal/Designee
will deem what is inappropriate use. The

Principal/ Designeeds deci

administraion, faculty and staff may request that
the Principal deny or revoke specific user access.

Prior to being given access to the Internet,
students and their parent(s) (when student is
under the age of 18) must return a signed Internet
Use Agreement.

Every school shall have a technology coordinator
whose duties include supervision on the use of the
Internet by students and school personnel.

GUIDELINES:

1.

TERMS AND CONDITIONS OF USE

Acceptable Use

The use of the Internet must be in support of
education and research and consistent with the
educational objectives of the Diocese of
Richmond Catholic Schools. Use of other
organi zationds networks
must comply with the rules appropriate for that
network. Transmission of any neaial in
violation of any national or state regulation is
prohibited. This includes, but is not limited to:
copyrighted material, threatening or obscene
material or material protected by trade secret.
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623 (Continued)

Privileges

The use of the Interhés a privilege, not a right,
and inappropriate use will result in a cancellation
of those privileges. The Principal at each school
will deem what is inappropriate use and their
decision is final. In addition, the Principal shall
have the right to closan account at any time as
required.

Network Etiquette

Users are expected to abide by the generally
accepted rules of network etiquette. These include
(but are not limited to) the following:

a. Be polite. Do not get abusive in your
messages to odhns.

b. Use appropriate language. Do not swear,
use vulgarities or any other inappropriate
language. lllegal activities are strictly
forbidden.

Do not reveal your personal address or phone
numbers to other students or colleagues.

d. Note that electran mail (email) does not
belong to the user nor is it guaranteed to be
private. People who operate the system do
have access to all mail.
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Messages relating to or in support of
illegal activities may be reported to
authorities.

e. Do not use the network in such a way that
you would disrupt the use of the network
by other users.

f. All communications and information

accessible via the network is assumed to be

school property.

The Diocese of Richmond Catholic Schools makes

no warraties of any kind, whether expressed or
implied, for Internet service. The Diocese will not
be responsible for any damages suffered. This
includes loss of data resulting from delays,non
deliveries, misdeliveries, or service interruptions
caused by itswn negligence or user errors or
omissions. Use of any information obtained via
the I nternet is at the
specifically denies any responsibility for the
accuracy or quality of information obtained
through its services.

Security

Security on any computer system is a high
priority, especially when the system involves
many users. Anyone with reason to suspect a
security problem on the Internet must notify the
Principal. No one may
account without written parission from that
individual.
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(623 Continued)

Attempts to log on to the Internet as a system
administrator will result in cancellation of user
privileges. Any user identified as a security risk
or having a history of problems with other
computersystems may be denied access to the
Internet.

Vandalism

Vandalism will result in cancellation of privileges.
Vandalism is defined as any malicious attempt to
harm or destroy data of another user, of the
Internet, or any other networks that are conrtecte
to any of the Internet backbones. This includes
(but is not limited to) the uploading or creation of
user viruses.
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POLICY:

624

ATHLETICS

1.Parish Schools In parish schools all athletic teams
come under thdirect authority of the parish and
therefore of the Pastor or his designee. As such
the parish is responsible for all aspects of athletic
programs including, but not limited to:
organization, supervision, scheduling, rules and
regulations, transportatio discipline, safety, and

a code

of conduct for all participants and

volunteers.

a.

Students from parish schools who participate
in athletic programs do

so with the understanding that it is an activity
sponsored by the parish and not the school.
On parishsponsored teams, where participants
are parish school students only, school
sponsored insurance is in effect.

On a parisksponsored team, where
participants are a combination of parish school
and parish religious education, school
sponsored insurge isnot in effect.

Participation is open to members of the parish
and, with permission of the Pastor or his
designee, students in the parish school who are
not members of the parish.

2. Regional Schools In regional schools athletic teams

come u

ndertte direct authority of thechool and

therefore of the Principal or his or her designee. The
Principal has the same rights and responsibilities:vis
vis athletics as the Pastor in a Parish School. (See #1

above.)
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(624 Continued)

a. Participation isopen to students in the
school.
b. Regional schools must have an Athletic

Association, the director of
which reports directly to the Principal.

C. Each individual student participating on
school athletic teams must have purchased
the Student Insurance ot issued
through the diocese.

d. School teams must comply with any and
all applicable state and local rules and
regulations governing athletic programs, as
well as those of any Athletic Association
with which it is affiliated.

e. Any school sponsored d#tic program
must have written guidelines, including a
code of conduct for students and parents,
to be signed by students and parents.

No elementary school may field a football team.
Secondary school athletic teams are governed by
the norms estdished by the Virginia Catholic

High School League as approved by the
Superintendent of the Office of Catholic Schools.
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625

EXTRACURRICULAR ACTIVITIES

POLICY:

1.

A student must pass all courses s/he is currently taking,
and whichare required for graduation in order to
participate in any extraurricular activities. Such
courses must have been passed in the marking period
preceding participation. Likewise, a student must be in
good standing under the disciplinary standardsef th
school.

The above policy applies to all extracurricular
programs and activities that are in any way sponsored
by the school.

In elementary grades, Pke- 5, extracurricular social
activities are never to be held under school auspices
nor are they todsponsored by any member of the
school faculty or staff.

Extracurricular Social Activities (Grades3) may be
held under the auspices of the school. Chaperones
must be provided.

Regulations for school proms in secondary grades must
be sent in advanand in writing to all parents. Such
regulations must include sufficient chaperoning.

Schootsponsored events for students shall never
provide or otherwise make available alcoholic
beverages.

GUIDELINES:

Secondary schools are strongly encouraged tosspqrarties

and special events for their studentsoth around
prom time and at other times during the year
which students can socialize and have fun in an
environment free of alcohol.
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626

STUDENT INSURANCE

POLICY:

1.

Each school student mystirchase the diocesan
sponsored student insurance policy by the start of
the school year. Failure to do so will
automatically prevent a student from attending
school.

The student insurance issued through the diocese

is a blanket policy that coversyaachooirelated
and schoekponsored function or activity.
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627

SUPERVISION OF STUDENTS

POLICY:

1.

Careful supervision of all students enrolled in
schools of the Diocese of Richmond is a principal
concern and responsibility afl administrators,
faculty and support staff. Any activity provided by
or related to the school should be planned and
executed in such a way that adequate supervision
is of utmost importance. The Principal is
responsible for oversight of such supervision

GUIDELIINES:

1.

No student at any grade level is to be left
unsupervised.

Extra care and planning should be given to
playground supervision. Among other areas, an
adequate number of persons supervising, the
safety of equipment, the types of games atiow
and the use of volunteers should all be addressed
by each school.

Particular care should be given to details of
supervision in the following areas:

Field Trips (see Policy on Field Trips)

School buses

Travel to athletic events

Dances, proms, classgs

Daily activities within the school that present a
potential for harm or an accident, e.g. works in
the science lab, physical education classes.

cop o
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Records and

Evaluations
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701

STUDENT RECORDS AND EVALUALTION
POLICY:
1. THE CUMULATIVE RECORDS

It is the responsibility of the Principal to see that
student records are #p-date, contain complete
information, and are kept locked and secure. The
cumulative record is limited to the permanent
record card, attendancard, and standardized test
results.

Permanent Record Card

A permanent record card containing basic
information, e.g. address, parent/s names, phone
numbers, age and date of birth, is required for all
students. When possible this information should
be yped. Any handvritten information should be
recorded in black ink.

Student permanent record cards are to be filed in
individual student folders for currently enrolled
students. Student permanent record cards for
graduated or transferred students arbd filed
alphabetically in the inactive file.

Student permanent record cards are retained
indefinitely and kept locked in a secure file.
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Student Attendance Card

The student attendance record must be maintained
accurately and ufo-date by the teacher. The
entrance or withdrawal of a student

must be indicated on the attendance card. For
high schools, attendance cards are to be filed in
the Attendance Office.

The attendance card is to be a part of the
cumulative record for alturrently enrolled

students. Attendance cards for graduated or
transferred students are retained indefinitely in the
inactive file.

Test Results

Results from the Diocesan standardized testing
program is part of the studentds cumul ati v
record.

Testresults are retained indefinitely for students
who have graduated or transferred form the
school.

HEALTH AND DENTAL RECORDS

a. Health and dental records are to be kept in
a separate health file for all currently
enrolled students.

b. Health recordsnust contain a report on a
physical examination and exact dates of
required immunization. If a student has a
specific handicap, it should be noted on the
health record.
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C. Guidelines for School Nursegublished
by the Commonwealth ofirginia, is used
as the policy guideline for health records
and local school policies.

d. Health records are transferred with the
student and retained for five years for
graduates.

STUDENT CONFIDENTIAL RECORDS

A student confidential file is kept ihformation

in addition to the studentodés cumul ative fi
maintained. A confidential file could contain

special education records, psychological reports,

disciplinary records, anecdotal information, or

reports by the guidance counselor.

Recordsifom a special education program are
retained indefinitely.
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702

ACCESS TO STUDENT RECORDS
POLICY:
ACCESS TO RECORDS

a. Every effort shall be made to keep student
records confidential. Within the school
itself, only the Prigipal and designated
individuals shall have access to a stuc
file.

b. Parents have a right (unless prohibited by
the courts in a custody agreement) to the
timely inspection of the educational
records of their child. The school shall
respond to reas@ble requests for
explanations and interpretations of the
records.

C. If the education records of a student
contain information on more than one
student, the parents are limited to the
specific information about their child only.

d. A student, with thevritten consent of his
or her parents, may view
his or her file.
TRANFER OF RECORDS
a. Records are to be released only to parents

who have provided a written request for
such records, or to those individuals to
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whom thecustodial parent has given
written permission to have access to
those records.

b. The request for transfer of records must be
maintained indefinitely.

C. Only copies of student records may be
released. Original health recerdre
transferred with the student. The student
confidential files require a specific request
for release by the parent.

d. Parents may not hand carry records to
another school, except under extraordinary
circumstances. If this occurs, the records
mustb e mar ked Ahand carriedo.

e. Parents who wish to home school their
child(ren), and desire access to the
studentdés records, must provide the scft
with written permission to forward those
records to the public school within their
attendance area. Pareo#s only gain
access to those records once they have
been received by the public school.

PROVISIONS OF TRANSCRIPTS AND/OR
DIPLOMA

As a general rule, and at the discretion of the

Principal, a school shall have the right not to

certify a udonwrdphovidedbs gr ad

transcripts of the studentds academic recc
third parties, e.g. other schools, colleges, or

employers, or to issue a Certificate of Diploma to

the student, if there has been a breach of a material
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condition of thecontract, including the failure to
meet financial obligationsSchool handbooks shall
inform the studentdés parents of this condi
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703

MISCELLANEOUS RECORDS
POLICY:
1. It is the responsibility of the Principtd ensure

that the following records are kept carefully and
for stated length of time:

a. Title VI inventory and all other resources
received from Federal/State programs:
indefinitely

b. Title | surveys: indefinitely

C. School lunch/milk program reads:
indefinitely

d. Cancelled checks and other financial

records: 7 years.
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704

STUDENT EVALUATION, GRADING, AND TESTING
POLICY:

1. Every effort shall be made to monitor and record
the progress of students. It shall be thegomg
concern of the Office of Catholic Schools, the
Principal, and teachers to see that this is done.

2. Each elementary school will administer
standardized religion and achievement tests
according to the Diocesdaasting program. In
addition to the Assessmienf Catholic Religious
Education (ACRE) test, secondary schools shall
administer to their students as required the
Scholastic Aptitude Test (SAT), the Preliminary
Scholastic Aptitude Test (PSAT), and the National
Merit Scholarship Qualifying Test (NMSQT).

3. Teachers shall make quarterly reports to parents
by means of the report card designated for each
grade level.

4. A sufficient number of grades, varying and in

accord with subject and grade level, shall
constitute an appropriate quarterly mark.

5. Following each marking period, paretgacher
conferences must be scheduled upon the request of
parent or teacher. In keeping with the best interest
of the students, teachers shall make every
reasonable effort to be available to parents
throughout the schbgear.
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Overall evaluation of the student must be based on
teacher judgement and observation, daily work,
prepared tests (to include but not be limited to
projects, portfolios, and other tools of assessment),
class patrticipation aheffort, and standardized
testing.
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705

PROMOTION/RETENTION

POLICY:

1.

The final decision to promote or retain a student
shall be made by the Principal based on the
studentdos academic performance

High schools set their own standards for
promotion and retention. When the number of
failures prevents a student from being promoted,
successful completion of summer school courses
(as defined by the high school) may enable the
student to progress the next grade.

Parents should be kept informed about the

inability of their child to progress satisfactorily.

I f, in the teacherds judgement,
recommended, the Principal should be notified

first and arrangements made for a confegenith

the parents no later than the end of tHeGarter.

Minutes of that conference should be kept and

copies mailed to the parents.

Absence in itself is not cause for retention,

provided the work that has been missed is
satisfactorily made up hthe student.
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Development

Public Relations
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1.

801

PUBLIC RELATIONS

GUIDELINES:

Developing a program of public relations is
primarily the responsibility of the local school
community. The program Witlepend on the
cooperation of the total membership of the school
community of faith, namely: the Pastor, Principal,
faculty, staff, school board, students, parents,
aides, and volunteers. The local school should
strive to create a climate conducive teximum
involvement of the wider community in support of
Catholic education.

A Public Relations program should include, but

not be limited to: publication of student and

parent handbooks, scheduled patteaicher
conferences, student service projeatschool
newsletter, parent visitation opportunities,
cooperative efforts with area parishes and civic
groups, an open house, school support for the local
community, and activities of celebration during
Catholic Schools Week.

The Office of Catholic Sdaols can assist local
schools in their public relations efforts.

130



1.

802

DEVELOPMENT

GUIDELINES:

All schools are encouraged to establish a
permanent development program.

The principal concerns of the development
program should include ¢following:

a.

Securing funding for
term viability, capital projects, an
endowment, and annual financial aid
needs.

Directing or assisting with all public
relations efforts visx-vis the wider school
and local communities.

Helping to market the school, as needed,
e.g. for enrollment purposes.
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803

CONTACTS WITH MEDIA

POLICY:

1.

Media releases and all schesgonsored
publications, whether intended for internal school
use or the wider public should reflect atholic
educational philosophy and Diocesan policies in
character, presentation and substance.

All media releases and other publications must be
approved by the Principal.

Media reporters and/or representatives must obtain
the permission of therfacipal before a school can
be visited for the purpose of reporting school
activities.

Prior to publication of audio, video, or still

pictures involving students, written parental
permission must be sought.
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804

THE ROLEOF PARENTSN THE SCHOOL COMMUNITY

GUIDELINES:

1. As integral me mb-eoammunityf a school 6s faith
parents should be invited to participate in the school
celebrations of prayer and Liturgy.

2. Parents are encouraged to participate fully in the
programs, which are deleped for the education of
their children. The wide spectrum of this involvement
includes volunteer work, participation in par¢égéacher
conferences, attendance at meetings and seminars
designed to help parents assist their children at home
and actveimol vement i n tTeaeherschool 6s Parent
Organization.

3. Parental involvement is not only a welcome and
essential part of Catholic schools fulfilling their
mi ssi on, but follows directly from the church:
that schools exist to assist parents in thecation of
their children. That being acknowledged, parents must
understand that it is the Principal whom the church,
through the bishop, charges with oversight of all
programs and activities within a school. The Principal
should strive to be solicitoud parents. Parents, for
their part, should strive to balance and understand the
proper lines of authority within the church and a school
with their own desires on behalf of their child/ren. As
the parents arthe heads of the household, so the
Principalis head of the school.
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805

PARENT TEACHER ORGANIZATIONS

POLICY:

1.

Every school shall have a Pardrgacher
Organization. The Pareifieacher Organization
should strive to:

a. support and promote quality Catholic
education;

b. encourage Catlic standards of family
life;

C. share with teachers the values that parents

are attempting to develop with their
children at home; and

d. provide a means by which parents may
raise funds to help benefit the school.

All materials prepared by parerits release to the
Parish or school community must be approved by
the Principal.

The school, in the person of the Principal, is the
custodian to PTO monies. PTO officers, in
conjunction with the school Principal, should
provide and approve an annudl® budget.

A PTO representative is a member of the local
school board. The representative acts as a liaison
to ensure that PTO goals are established in
conjunction with the goals of the board.
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806

GOVERNMENT PROGRAMS FOR CATHOLIC SCHOOLS

POLICY:

1.

Federal programs are administered in cooperation
with the Office of Catholic Schools. The Principal
is responsible for ensuring that all required forms
are completed in an accurate and timely manner.
Copies of federal program forms should be
maintaned at the school.

Schools that receive funding either directly or
indirectly under government programs may be
subject to additional standards and criteria as a
result of that funding. Schools should review
these standards and criteria prior to atiogpsuch
funding to determine compliance.

No catholic school, private, regional or parish may

accept federal funding without prior approval from
the Office of Catholic Schools.
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Governance
Finance
And
Long-range Planning
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901
Revised 9/06
INTERNAL ACCOUNTING CONTROLS
POLICY:
1. All schools will practice internal accounting
controls and procedures set down in Firgancial
Management Process for Schoovised 2005/as

published by the Office of Clablic Schools,
Diocese of Richmond.

2. Financial records of schools are to remain on the
school premises.

3. All schools will use PDS software for their
bookkeeping/accounting needs.

4. Deposits of funds should be made on a daily basis.
5. Checls and cashunableto be deposited must be
kept in a secure, locked location. Diocese

insurance does not cover cash held overnight.

6. All blank checks and Pass Book Accounts must be
kept locked in a secure location.
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7.

10.

11.

901(continued)

Al | accounts under the school

6s

no fewerthatwo( 2) persond signatures

check writing and withdrawing of funds. Attimes it
may be difficult to obtain the signature of the second
party whenever checks are being writtemherefore, it
is recommended that more that two people have their
signatures on file with the baér each checking and

savings account. Signature stamps are not permissible.

The bookkeeper should not be a signer of the checks.
Pressigned checks amot permissible

One of the authorized signatories must be the principal
or president.

All Statements received relative to school bank
accountsnust be reconciled monthly. All June*30
bank and investmentatements ah printed
reconciliation reportsnust be sent to the Diocese prior
to FTP server backup. The reconciliations must: be
performed in PDS, printed and kept for backup at the
school.

A member of the local School Board Finance
Committee or an outside competent financial
representative shadiperiodically (minimally twice a
year) perform bookkeeping reconciliation of all
checking and investment accounts. That same
individual should initial his/her work as evidence of its
having been performed. Additionally, an internal
control form, as praded in this appendizhould be
completed and sent the Diocese kance office.
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12.

13.

14.

15.

16.

901(continued)

The local School Board Finance Committee shall

review at least annually the internal accounting

contr ol s o vfieanciat opeeatios and shalll 6 s
review in detail the books and records of the school to
assure that these are properly maintained.

Additionally, an internal control form, as provided in

this appendix, should be completed and sent to the
DioceseFinanceoffice.

Schools are encouraged (but not required) to have a
professional, outside audit of their financial records.
To keep the sales tax exemption, a 5 yr. audit must be
performed by an outside auditor.

Schools that foresee any significant financial
difficulty must notify the Superintendent of

Catholic Schools and the Office of Finance as soon
as possible.

Each school must have finanicécounting systems
separaterbm other parish systems, including a bank
account separate from that of the parish.

Endowments and investments must be reflected on the

school 6s books. These statements must
monthly or quarterly as the statements are received.
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902

BUDGETING AND REPORTING

Revised 9/06

POLICY:

Mandatory Procedures

1.

Each schoashall make a monthly financial report to the
local school board and/or or its finance committee.

Schools must backup their PDS General Ledger/Payroll
and School Office Management files to the Diocese FTP
server no later than the "16f the month followig.

Each school must submit a copy of its approved
Preliminary Budget byletailed expense type, signed by the
Principal and Priest and the finance chairperson of the local
school board, to the Diocese Finance office by MayAn
Annual Report with variace to budget explanations is due

to the Diocese Finance office by August 1A revised

budget with the actual enrollment numbers must be
submitted and signed by Septembeéf ti5the Office of
Finance

Schools will receive preliminary budget preparati@a
from theDiocese Finance OfficeveryFebruaryfor the
following fiscal year.

Schools are encouraged to use the PDS Budget Worksheet.
Each budget at conclusion nilimlance: Total Income

equals Dtal Expenses. The budget must be keyed into the
PDSLedger/Payroll prior to the beginning of the fiscal

year.
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6. Secureddriven income, i.e. tuition, fees/sales,
transportation, parish subsidies, and endowment monies,
Mustconsti tute at | east 90% of a school 6s budget e
income. (Historically reliable development income will
also be considered).

7. Schools shoald not budget for more than 11Q8ércent of
previous year6s third source income, sources th
considered securetdtiven.

8. Preliminary budget preparation datashinclude
enrollment projections and minimum salary data for the
coming school year.

9. For budgeting purposes, enrollment should be based on the
minimum number of students projectefl.budget safety
factor of 10 less students from actual regisbn dad is
recommended wheronstructing the budget.

10. All schools shall budget approximately 2% of revenues to
be set aside in a Capital Replacement Fund. Note: Parish
schools, in lieu of setting aside this 2%, may have an
agreement with the parish wherebyp@ssibility for a
Capital Improvement contingency rests with the parish.
Provide the Office of Finance for the Diocese with a copy
of the agreement.

Recommended Procedures

1. Office of Catholic Schools, suggesisdgeing 6%
tuition increase each year.

2. Helping needy families via Financial Aid to attend
Catholic School is an important component of who we
are as Catholics. OCS suggdaisigeing at least 5%
of income for financial aid.
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Policy.

1.

903

SALARIES

All Principals and faculty members are assigned a step
on the diocesan salary schedule published annually by
the Offices of Finance and Human Resources. Any
deviation of salary schedule should b addressed with
the following Diocesan officesHuman Resources,
Finance and Catholic Schools.

Principals are required to post a copy of theilfgc
minimum salary scale in a place accessible to all
faculty.

The appropriate step on the salary schedule is
determined as follows:

Faculty:

a. New facuty with no previous experience begin
at Step Zero.

b. For returning faculty, the teacher advances one
step from the previous year.

C. For new faculty with previous teaching
experience:

e One step is awarded for each year of
teaching experience.

Schoolsthat pay teachers over 12 months must
accrue a summesalary liability overlO monthg
August through June, and put the money aside to
pay the liability the following summer.
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Principals:

a. The Principal salary scale is 1.5 tinthe
faculty salary schedule.

b. Returning Principals advance one step on
the salary scale.

C. For newly hired Principals, the salary step
is determined as follows:

e One step for each year of Principal
experience

¢ A half step for each year of assistant
Principal and/or teacher experience.

Notes: (1) Both the Pastor of a parochial school
and the Superintendent in the case of a regional
school may use their discretion in determining the
salary of a new Principal. (2) A study of salary
schedules for presahts and assistant Principals

is being undertaken at this time.
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904

TUITION AND FEES

Revised 09/06

POLICY:

1.

The entire Catholic Community is responsible for
providing the basic facilities of Christian
education. Each member of the conmityy both
child and adult has an equal claim on community
resources for transmitting the Christian message.
Parish resources are, therefore, allocated as
equitably as possible among those attending
Catholic schools and those who are not.

Tuition does nbcover the total cost of a Catholic
Education In order to povide a mechanism to
help makeCatholic education affordable to more
families, third source income along with the
church subslies bridge the remaining cost.

Schootaged Catholic children shiolbe given a
reasonable opportunity to attend Catholic schools

not withstanding the familyobs

full costs associated with it.
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Revisal 9/06

4.

Tuition will be determined at the local level and based
on the costo educate one child for one school year. In
addition, in establishing the tuition rate, individual
schools should strive to balance the need for income,
the continuing obligation of the total Catholic
community to support Catholic Schools, and therdesi
to keep Catholic education accessible for families of all
incomes. Schools are strongly encouraged to keep the
number of individual fees to a minimum.

Each school will have a tuition payment process that
includes a structure, which allows for paymeht

tuition to begin no later than July 1 and to be
completed by April 30 of a school yed2 month
arrangements are acceptable if using FACTS tuition
payments. Other exceptions must be approved by the
Superintendent of Catholic Schools.

FACTSis the Tution management company approved
by the Office of Catholic Schools.

Discount programs for ppeaymentand multichild
attendancare allowable.

Transcripts and reports should be held till financial
responsibilities are meParents should be given
sufficient notice prior to the end of the school year.
Schools are permitted to provide verbal placement
information to a receiving school Exceptions should
be approved by the Superintendent of Catholic
Schools.

It is recommended that collections begintoition
accounts that are more than 60 days outstanding.
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905
TUITION ASSISTANCE
Revised 09/06
POLICY:

1. Each school must have a tuition assistance
program to aid families who are unable to pay the
full tuition. The nature and extent of such a
progam must be governed by (a) consideration of
a school 6s operating needs, (b) the avails
funds, (c) the necessity of maintaining educational
standards within the school, (d) the total number
of potential applicants for assistance, and (e) the
Churclbs stated commitment to those in need.

2. Tuition assistance determinatiostsouldbe
provided through thEACTS or thePrinceton
Plan Tuition assistance may be supported by (1)
parish subsidy, (2) special scholarship furf@ds,
third source income funding or)(#terest earned
on the Endowment Funds.

3. Each school mudtavea financial aid committee
to assist the Principar President in awarding aid
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906

PARISH SUBSIDIES

POLICY:

1.

Parish subsidies to both parish and regional

schools are a direct expression

commitment to catholic schools and catholic
education.

No parish may spend mothan 40% of its
ordinary income, excluding tuition, in subsidy to
schools. This income is exclusive of special
diocesan collections and borrowed funds.

A parish must receive permission of the Bishop
through the Diocesan School Board to withdraw
or lessen its financial support from any school it
subsidizes.

In cases where a relatively significant number of
students from a given parish attend a-panish or
regional school, arrangements must be made to
ensure that the parish gives some finanaippsrt

to that school. When possible, these arrangements
should be made at the local board level in
cooperation with the Pastor, parish board, and
Principal. In cases of differences, the matter
should be referred to t

Agreements aacerning allocations of subsidies to
regional schools from parishes should be mutually
agreed on at the local board/parish level. In cases
of differences, the final decision concerning these

of

Bi shopos

assessments is the responsibility

Office.
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907

CATHOLIC NON-PARISH STUDENTS IN CATHOLIC

SCHOOLS
POLICY:
1. A catholic school student who is a member of a
parish that does not provide any financial support
to the studentds school is often charged &

tuition than students who are memberpafishes

which support the same school. In such cases, the

student 6s parish should support the studer
catholic education by paying some or all of the

di fference between the studentoés tuition &
tuition charged to students from parishes
providingfinancial support to the same school.

Such payment shal/l be made to

school, on the studentodés behalf, and shall
amount determined upon agreement of the Pastor

and/or Principal of the school and the Pastor of the

st udent 6 allspchinstaschs, the relative

financi al means of the school and of the s
parish must be taken into account.
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908

FUNDRAISING

Revised 09/06

POLICY:

1.

All schools shall engage in fupdising activities
for the purpose of sedug third-source income as
well as meeting other periodic needs as
determined by the Principal and local board.

The Development Committee of the local school
board should plan and implementgoing

funding efforts to help secure a school

stability.

The PTO, in conjunction with the Principal,
should engage in fundraising efforts to meet
specific operational needs of the school. The
decision on the use of such funds rests ultimately
with the Principal.

All fundraising activities mudbe approved in
advance by the school s Principal

Fundraising activities must be organized and
executed without interrupting the
educational program.

Studentgnay participate in fundraisiragctivities
only with the Principal 6s approval

Records of funds from the fundraising must be
maintained at the school by the bookkeeper and in

the school 6s financi al statements.
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909
USE OF SCHOOL FACILITIES
POLICY:

1. Diocesan schools have the potential to become
centers for education and oth@ntmunity needs
that are part of the common good. Therefore, if
such cooperative endeavors are judged
worthwhile, reasonable efforts should be made to
share the use of school facilities.

2. Each parish/region should have a policy governing
the use and maintance of school facilities. No
outside group or organization may use a school
facility without first agreeing to sign and agree to
stipulations in such a policy, e.g. Permissive Use
Agreement

3. In the event of an emergency or crisis, Diocesan
schools shdd be made available to the
community insofar as possible.

4. It is especially important when school facilities are
used for other than parish or school sponsored
activities, that careful consideration be given to
matters such as security, scheduling, maiatee
and liability.

5. Whenever parish facilities are used on a regular
basis by nofparish groups, regameis of parish
affiliation, certificates of insurance and hold
harmlessagreements must be obtained. Such
organizations would include, foxample: Boy
Scouts, Knight®f Columbus, neighborhood
associations, Little League Baseball, exercise
classes, karate classaad music lessons.
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(909 Continued)

Theseorganizations have a foundation outside the
parish or school and many times wilive

insurance available through their state or national
offices.

By requiring these organizations and individuals
to obtain the proper coverage, the school or parish
also ensures that they have insurance protecting
themselves as well. This covgeawill protect the
organization or individual and its officers,
employees, agents, and volunteers.

An officer of the organization, or the person in
charge of the group, must sign a Hold Harmless
and Indemnification form agreeing to protect the
Dioce® of Richmonefrom any claim, lawsuit,
and costs resulting from their use of school
premises. (See Appendices)

A certificate of insurance or policy endorsement
rider from an insurance agent must be obtained
evidencing the proper coverage. The minimum
acceptable coverage for liability limits from an
individual is $500,000. For a group or
organization, the minimum is $1,000,000. The
Diocese of Richmond, the Bishop, and the parish
(if applicable) must be named as additional
insureds.

Whenever a aatractor/vendor is performing
services for the parish for a fee, the parish must
obtain a Hold Harmless Agreement and a
Certificate of Insurance.
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10.

11.

12.

13.

14.

(909 Continued)

When the facilities are provided for regular use to
outside organizations andefeare charged for that
use, a contract must be obtained, along with the
standard Hold Harmless Agreement and
Certificate of Insurance.

The Certificate of Insurance must evidence
minimum limits of liability protection of
$1, 000, 000.
coverage should also be evidenced for the same
amount. The Diocese of Richmond, the parish (if
applicable), and the Bishop must be listed as
additional insureds before allowing the services to
begin.

Any contractor working on schoploperty must
provide Buildersé Ri sk
The contractor is responsible for the deductible.

The school or parish must provide, or ensure that
the users provide, appropriate adult supervision
when facilities are being used for latic events.
When patrticipating in adult open gym/athletic
programs, each person, whether a parishioner or
not, must sign the release agreement each time
they participate.

For anyyouth athletic programs, parents must sign
the form for each prograim which their child
participates. (Private health insurance or school
activity insurance is encouraged before allowing
students/youths to participate.)
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909 (Continued)

SUMMER PROGRAM POLICY

Proposed for Paty 909

(Financial/Facility operations)

Regional (Interparochial), Diocesan or Parish schools can provide

summer programs to their community on school grounds. Summer

programs encompass recreational or educational activities held at the

school.

a) To administer a summer program withisting staff:

Compensate staff with an agreed upon rate,
deducting the appropriate taxes. All compensation
must appear on the A& as salary and on school
accounting records.

A summer appointment letter is not required, but

highly recommended.

b) To administema summer program with an independent

contractor:

Participants pay fees directly to the independent
contractor.

Independent contractors must collect the program
fees and pay their own staff.

Independent contractors must rent the facility and
provide documetation of the appropriate insurance
coverage as follows:

Independent contractor must provide the school
with a certificate of liability insurance showing
evidence of at least $1 million of insurance per
occurrence General Liability coverage.

The insuranceertificate must name both the school
and the Catholic Diocese of Richmond as

faddi ti onal i nsured. o
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¢) In all programs where children are involved, the Diocesan
Safe Environment Regulations must be followed including

the screening and education of indepartccontractors and

their staff.
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910

DIOCESAN RISK MANAGER
Revised 09/06
POLICY:

1. Any reasonable concern relating to insurance, possible
risks and/or liabilities, or other related matters should
be referred to the diocesan Risk Manager.

The Dioesan Risk Manager, Mr. Kurt Hickman,
can be reached at:

Mr. Kurt Hickman

Director of Risk Management
811 Cathedral Place
Richmond, VA 23220
(804)3595661
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911

CAPITAL CONSTRUCTION

Approved 5/17/06

POLICY:

1. Proposals for hiding and major renovation projects (in
excess of $10,000) must have approval of the Superintendent
of Schools & the Diocesan Bishop.

a. Proposals for building and renovatiorustbe submitted
in writing to the Superintendent. A copy of any drawings
or plans as well as the funding proposals should be
included.

b. All plans must be reviewed by Diocesan Building
Commission and the Diocesan Finance Office.

c. The Superintendent will consult with the Finance Office
and the Diocesan Building Commission lire tdecision
making process.

d. A final recommendation will be made to the Diocesan
Bishop for his decision.
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912
PROCESS FOR OPENING A NEW CATHOLIC SCHOOL
POLICY:

1. All schools designated, as Catholic must follow
the policies and guidelines awatrized by the
Diocesan Bishop regarding religious education,
catechists, and liturgy. Catholic designated
schools operated by entities of the Diocese of
Richmond must also meet additional standards
relating to academic excellence and financial
viability. The process of approving and operating
a Catholic School in the Diocese depends on its
ownership, e.g. diocesan or independent.

a. Diocesan schools. Prior to opening a new
diocesan school, the Pastor/s and/or designated
petitioners must:

e Provide written otification to both the
Bishop and the Superintendent of
Schools of the desire to open a school;

e Agree to comply with th€olicies and
Guidelines of the Office of Catholic
Schoolsand the Offices of Finange

e Present a case to the Diocesan School
Board forreview and approval;

e Seek approval from the Diocesan
Finance Committee

e Be prepared to provide additional
information if requested by the
Diocese.

e The same procedures shall apply in the
establishment of a prechool or
extended day care program.
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(912 Cantinued)

b. Private Schools. Before an independent
school may be designated Catholic, the owners
and Principals of the school must:

¢ Provide written notification to the Bishpp
the Office of Catholic Schooklnd Finance
Office of the desire to operate at@Galic
school that would be sponsored by either a
religious community or lay foundation.
Incorporated in this notification must be a
sworn statement that the owners and
Principals of the school agree to safeguard
all canonical prerogatives of the Bishop
including, but not I imited to, the scho:
religious programs and activities.

e Provide letters of recommendation from
the Pastor(s) of the parish(es) in which the
school is located and from the Pastor(s) for
the owners and chief Principal of the
school. Ifthe school is moving from
another Diocese, a letter of enslement
from the EpiscopaVicar for religious
education and from the Superintendent of
Schools of that Diocese is also required.

¢ Include in the governing charter of the
organization the affirmatin to safeguard
the canonical prerogatives of the Bishop as
stated in the letter referred to above (1). A
copy of the organizationds charter must
submitted with the referenced letter.
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(912 Continued)

e Provide evidence satisfactory to the Odfiaf
Catholic Schools that the school has been in
existence and operating for a minimum of (5)
years.

e Participate in a candidacy program (minimum
of two years), starting with the commencement
of the school year after submittal of the
application before s&eng the formal
designation Catholic for the school. The
candidacy period of a sc
extend until that school
any additional grades is completed. During
the candidacy period, the school will provide
to the Office & Catholic Schools:

ool 6s applicati
s a

h
0 process of

U A school philosophy/mission statement
that is consistent with the principles of
Catholic education enunciated in the
Church documents: Tbeach as Jesus
Did (1973);The Catholic School
(1977); andrhe Religious Dimension
of Educationh A Catholic School
(1988).

U Evidence the school is following the
religious education guidelines of the
Diocese.

U Evidence the school has obtained or
will work towards accreditation by the
Virginia Catholic Education
Association (VCEA)
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(912 Continud)

and/or Diocesan deemed equivalent for
schools.

A written description of the structure, goals,
and governance of the school, including
identification and biographical information
about the persons responsible for said
governance;

A current list of all dministrators and faculty
members who supervise and/or teach religion
A current list of religion textbooks being used
Copies of all handbooks and policy manuals
used by the school

Statistical data completed on the form
requested by the national Catholicugdtion
Association;

A current list of members of the governing
board. A minimum of 50% of board members
must be practicing Catholics.

Agree to operate the school in facilities not
owned by the Diocese of Richmond during the
candidacy period.

e If any of the above requirements are
not fulfilled, and not precluding any
other conditions which the diocese may
establish, the Bishop reserves the right
to rescind the school
Catholic.

e Upon receiving the designation of
Catholic, private schooksre eligible to
request to participate in all educational
programsdeveloped for schools or
sponsored by the Diocese.
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913

CHANGING THE STATUS OF AN EXISTING SCHOOL
POLICY:

1. Written approval of the Bishop must be obtained prior
to eliminating ay grade/s in a school, consolidating
schools, or closing a school.

2. All changes in the status of an existing school are to
be preceded by extensive consultation with parish
and/or school leaders and parishioners before approval
of any decision by theiocese. Copies of sample
surveys may be obtained from the Office of Catholic
Schools

3. Information supporting the change will include budget
projections, the financial status of involved parishes,
availability of facilities and qualified personnel, and
the expressed desire and need for a school.

4. In a consolidation of schools the procedure must
include the following:

a. A study that includes recommendations regarding
the physical plant, library materials,
transportation, student uniforms, publiciand
financial structure.

b. Placing emphasis on how best to provide Catholic
education rather than on the negative aspects of a
parish losing its school.

c. The establishment of a new board with
representation from all parishes involved.

d. The name of theew school shall not be that of
one of the schools being consolidated.
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(913 Continued)

e. Itis recommended that the Principal to be
appointed should be from other than the
consolidating schools.

f. The new Principal is responsible for hiring all
teachers. As much as possible, the staff should be
composed from among those from the schools
being consolidated.

g. All educational materials except personal property
and those needed for the parish religious education
program become the property of the solidated
school.
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914

CLOSING A SCHOOL
Revised 09/06
POLICY:

1. When the closing of a school is under consideration,
the following must be included in the study:

Soliciting additional financial support

Joint staffing by severakligious communities
An all-lay staff

Staffing by a different religious community
Consolidation with another school.

Po0T

2. In the event that the only option seems to be the
closing of the school, the Office of Catholic Schools
will work with the parish or otérs involvedlto
determine the best means of continuing Catholic
education for the students.

3. If the final decision is to close the school, and to the
degree that it is possible, the Office of Catholic
Schools will assist in the orderly transition of its
students and staff to other catholic/public schools in
the area.

a. Finance Office will assist in the appropriate
accounting ad record keeping as the schoobss.

4, Similarly, the Office of Catholic Schools will assist in
the redistribution of library buks, materials purchased
with public funds, records, etc.

Because of their continuing educational obligations, the parish
or parishes connected with the school that is closing should
meet to determine how best to use existing buildings, personnel
employel by the school, etc.
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915

Revised 9/06

CRISIS MANAGEMENT

POLICY:

1.

The school must develop a Crisis Intervention
Plan that addresses all natural disasters as well as
other emergencies such as an intruder, bank
robbery in area, bomb scare, etc.

(A crisis is any situation involving individuals or
groups that requires immediate attention because
of either perceived or actual harm to an individual
or others or to the orderly operation of the school.)

2. The school must have a Crisis Manageniazam
thatimplements the plan

3. An annual irservice of all school personnel must
be held.

4, Baclkup of PDS financial records are at Diocese on
FTP server. Contact Office of Finance for record
retrieval.

GUIDELINES:

The school will investigate what other sol®are doing
in their area.

The Board should assist in developing the plan.

The plan should addreas a minimuntornadoes,
thunderstorms, floods, severe snow storms, bomb threats,
demonstrations, intruder in building, fire, utility
emergencies, accidenwith chemicals, serious injury, etc.
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1000- Technology

Policy #1000 PROPER USE OF COMPUTER SYSTEMS
POLICY:

Technology is an essential educational tool whose use must be
grounded in the values and mission of Catholic educa#din
users faculty, staff, administrators, and studentsare expected
to exhibit high standards of behavior all times when using the
Internet, email and other technology.

A School 6s technology i s meant for educational r
classroom instruction, research, or approwegjects. In order to
accomplish these goals the school 0s computers me

accessing research databases and libraries of information in the
form of text, graphics, photographs, video and sound, as well as
for interacting and collaborating with @is. Transmission of any
material in violation of any national, state or local regulation is
prohibited

Users are expected to abide by the generally acceptable rules of
network etiquette. These include (but are not limited to) being
polite, using appropaite language, properly citing and /or
obtaining permission for all information from research sources
when the information used from those sources is included in
work as a direct quote or paraphrase.

1. Based upon the acceptable use guidelougined in this
policy and in he school acceptable usscument found
in the appendixthe Principal or his or her/Designee
hereafter referred to as the Principal will deem what is
i nappropriate use. The Principal/ Designeeds ¢
final.

2. All schools must use theiocesan Acceptable Use Policy

found in the appendix. Any amendments to the original
document must be approved by the Offic€atholic
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1000(Continued)

. Schools. Examples of unacceptable behaviors are found in
that document.

. Prior to being given aess to the Internet, faculty and

staff as well as students and their parent(s) (when student
is under the age of 18) must return a signed Internet Use
Agreement.

. The use of the Internet is a privilege, not a right, and
inappropriate use may result in calation of those
privileges. The Principal at each school will deem what is
inappropriate use and his or her decision is final. In
addition, the Principal shall have the right in his or her
sole discretion to close an account at any time as required

. Damaging/vandalizing computers (including the

uploading or creation of viruses), systems, networks or
any peripherals, attempting to gain access to unauthorized
sources, attempting to harm or destroy data of another
user, or attempting to circumvent proteetsecurity

software is unacceptable

. Every school shall have a designated technology
coordinator/network administrator, whose duties include
supervision of the use of the network & the Internet by
students and school personnel.

166



1000(Continued)

The Diocese of Richmond makes no warranties of any kind,
whether expressed or implied, for Internet service. The
Diocese will not be responsible for any damages suffered.
This includes loss of data resulting from delays,-non
deliveries, misdeliveries, or serge interruptions caused by

its own negligence or user errors or omissions. Use of any

i nformation obtained via the
Diocese specifically denies any responsibility for the

accuracy or quality of information obtained thrbuts

provision of Internet service.
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10017 COMPUTER SECURITY AND OWNERSHIP

POLICY:

1.

The school reserves the right to control and manage all
computer equipment (hardware and software) used by the
school, and reserves the right at any time, withoutept

to use or search computer equipment of the school, and to
read, copy, move or delete all files stored on its
computers.

The school does not accept responsibility for any personal

information or files of employees, which are placed on its

computers. ie school does not object to some reasonable

use of its computers for an employeeos
(e.g., composing a letter during lunch, etc.)

The Principal has the right to access any computer or any
computer file at any time.

Security on any aoputer system is a high priority.
Anyone with reason to suspect a security problem on the
network must notify the Administrator.

Users may not use the network in any way that will limit
or disrupt network use or attempt to access unauthorized
files.

Schools should maintain and monitor active firewall
software and be vigilant in blocking sites that are
inappropriate in a school setting. The Principal has the
right to determine what sites are inappropriate.

. Schools should rpiire security in the form of a user ID

and password whenever possible. If this is not possible,
the school should have some sort of method of tracking
student/staff computer use.
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1001(Continued)
8 School sé6 wireless systems should have some we
encryption, and be secured at a minimum with 128 bit
web encryption.

9. Schools should establish clearly defined Internet access
permission profiles for student and staff use.
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1002 1 COMPUTER SOFTWARE

POLICY:

1. Unlicensed software should ne\® installed on school
computers. Licensed software must not be installed on the
school 6s computers without
Administrator.

2. Software & hardware inventories should be updated
yearly.
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1003- E-MAIL / COMMUN ICATIONS

POLICY:

1.

2.

The school and other Diocesan organizations may make
communications facilitieg.g.electronic mail, fax
machines, voicemail, interoffice mail, bulletin boards or
other media, available for the use of employees. The
purpose of providig these facilities is to assist employees
in conducting their work.

Any use of these facilities for abusive threatening,
obscene, insulting, or otherwise inappropriate speech or
conduct is strictly forbidden. Employees who abuse
communications facilitieare subject to appropriate
disciplinary action, up to and including termination of
employment.

Non-school related social contact via the computer
between faculty/staff and students is prohibited.

School staff may use school computers for limited
personalse if this use does not interfere with work
expectations (for example, composing a letter or message
during lunch hours). The Principal will make the final
determination about what constitutes acceptable personal
use.
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Technologyand Internet Acceptable Use Policy
For
All School Employees
and
Students and Grades 612
Diocese of Richmond
School

Technology is an essealteducational tool whose useust be grounded in the
values and mission of Cathokducation All users faculty, staff,
administrators, and students,are expected texhibit high standards of
behavior at all times when using the Internet, email and other technology.

Theuseof he School GteIntemdt iwa priklege nota righthe
use ofcomputersystems anthe Internefait Schoomust be in support dhe
educatioal mission and objectives of tliziocese of Richmondnd of the
School. Inappropriate se may result inancellation of those privilegeBased
upon the Acceptable Uselty guidelines in this edcument, he Principahwill
deem what is inappropriate use dmsf/herdecision is final. In adtion, the
Principal haghe right to close an account at any tirBehool authorities may
take other disciplinary actions for any unacceptable hetavihe
administrationfaculty and staff may request that the Principal deny or revoke
specific user accesadditionally, the cost of any repairs caused by
inappropriate behavior will be the responsibility of the student and his/her
family.

Prior to keing given accesstohe School 06 sintecnetallstafft er s and
members, as well as students in grades six through twelve and their parent(s)

(when student is under the agel8), must returrthe signedTechnology and

Internet Acceptable Use ContraStudents in grades-EB will return the

Computer and Internet Promises form. These agreements will be completed

every year.

Systen users at Schoblave no right to privacy and should have no
expectation of privacy in materials sent, recejyatstoredn Schoolowned
computers or on thecBool network All communicationgincluding email)

and information accessibleasthe network is &ool propertyMessages
relating to or in support of illegal activities may be reported to authorithess.
technologycoordinatofsystem administrat@upervigs the use of the network
by students and school personnide/she haaccess to afiles and enail and
may authorize access as necessary.

Security on our computer system is a high priority. Anyone with reason to
suspect aecurity problem on thecBool network must notify an appropriate
authority.
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At Schoo] the faculty and staff blend thoughtful use of computers and the

Internet tlioughout the curriculum amatovide guidance and instruction to

students in the use.The Shool provides controls and fiting protection on

the School 86s n ehboltamilies bedd tespsnsildlity forottie S

education and monitoring of their students in Internet and computer usage

much as they do with television, teleptes, radio, moes, and othemedia.

TheSc hool may not be held responsible for usersd intenti on:
Internet or equipment.

Acceptable Computer and/or Internet Use

1. The School 6 sneantdoetunationad munposeés:s
classroom instru@n, researchandbr approved project$n order to
accomplish these goals, the Schoolds computers may be
accessing research databases and libraries of information in the form
of text, graphics, photographvideo, and sound, as well as for
interacting and collaborating with others

2. Users are expected to abide by the generally accepted rules of
network etiquetteTheseinclude(but are not limited to) éng polite,
using appropriate language, properly citing and/or obtaining
permission for allnformationfrom research sourceghen the
information usedrom those sources is includedanvork as a direct
guoteor paraphrase.
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Unacceptable Behaviorsnust be promptly reported to the Principal or
his/her designee includes, but not limited to the fidwing:

1.

10.

11.

12.

Refusing to abide by the generally accepted rules of network etiquette
as mentned above

Attemptingto log on to theschool network or thinternetusing a
user ID/password other than his/her own. Sharing passwords or
trespassi ndersiworkarfildser 6s f ol

Sending ay written commenbr picture hatis malicious regarding
another student or individual. All forms of@®mmunication

harassment of any kind, unfounded accusations, derogatory remarks,
confidential information or promotionf dlegal or immoral behavior.

Sending and receivingf any materialn violation of any national,
stateor local regulationThisincludes, but is not limited to,
copyrighted , thretening or obscene material

Using School name or logo on personal viielssThe School
discourages revealing personal information on the Intemmettan
make no guarantees of privacy or security when the user shares
personal information on nesecure web sites.

Publishing information on the Internetuch as blogging, tharings
discredit to the School (whether on or off School premises).

Non-School related social contacts between faculty/staff and students.

Any access of inappropriate materials that are offensive graphically
or display unlawful messages, obscene, rifisinatory, harassing,
threatening, and/or illegal contemt downloading/installing

unapprove software

Damaging/vandalizing computefiacluding the uploading or
creation of viruses)yystems, networks or any peripherattempting
to gain access tonauthorized sourceattemping to harm or destroy
data of another useor attempting to circumve protective security
software

Usingnetwork in any way that will limit or disrupt network uge
attempting to alter School system settings or.data

Using the network for political or commercial purposes such as
endorsing political candidates or selling items or services.

Assisting others in violating any of these policies.
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13. Abuse or fraudulent use of the computer system, network or Internet
not specificly mentioned

Prohibited unless authorized by the Administration:
Access to personamail, chating, instant messagingr discussion

boards.

Any user identified as a security risk or having a history of problems with
other computer systems may be ehied access to the computers and
Internet.
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Technology and Internet Acceptable Use Contract
Diocese of Richmond
School

USER
(Must be signed by facultytaff andstudents)

| understand and will abide by tAiechnology and InternetAcceptable Use
Policy. | further understanthatany violation of this agreemeist unethical
and may constitute a criminal offense. Should | commit any violation, my
access privileges may be revokadddisciplinary action, and/or appropriate
legal acion may be taken.

User 6s Full
Name:

(Please Print)
Usel s
Signature:

Date:

PARENT OR GUARDIAN
(Must be signe if the uselis a studentinder 18

As the parent or guaral of this student, | have read and agrethé¢o

Technology and Internet Acceptable Use Policy understand that this

access is designed for educational purpoBes.Schoohas taken precautien

to eliminateinappropriatematerial. However, | also recogniités impossible

for the Schooto restrict access to allappropriatematerials and | will not

hold it responsible for materials acquired on the Internet. Further, | accept full
responsility for supervision f and when noginaskhodl dé s
setting. | hereby give permission to issue an account for my. child

Par ent or Guardi anods
Name:
(Please print.)

Parent or Guardianos
Signatue:
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Technology and Internet Acceptable Use Contract
Diocese of Richmond

School
MEDIA RELEASE
| hereby give permissiono al | ow publication on the Internet
creative effortsnc |l udi ng stories and artwork, use my chil
picture) in School I nternet publications, use m
i n School I nternet publications, or use my ¢chi

newspaper or other external media.

ParentolGuar di ands
Name:
(Please print.)

Parent or Guardianos
Signature:

The School and the Diocese of Richmond madevarranties of any kind,

whether expressed or inipdl, for Internet service. Thewill not be

responsible for any damages suffered. This includes loss of data regwlting f

delays, nordeliveries mis-deliveries, or service interruptions caused by its

own negligence or user errors or omissions. Use pfrgnrmation obtained

via the | nternet Séhsol aadDiotekeespecifeadlyydény r i sk. The
anyresponsibility for the accuracy or quality of infornmatiobtained through

its provision of Internet service

177

y
I



Computer and Internet Promises
For
Grades 1- 5
Diocese of Richmond
School

Introduction

The use othe computers antthe Internetat the Schooinust befor learning.
We believe that using technology to learn is an important tool as long as
students act responsibly.

Computer use ia privilege, not a right, andhproperuse will result in losing
those privileges. The Principal wikecide if improper behavior has occurred
and whether computer privileges are to be taken away. Hid#twésion is
final.

Whenyouuseite School 6s computers, the Principal
right and ability to look at your files and activities. Make sure that what you
put in the computer system is courteous, legal, and acceptable.

Security onour computer system isnportant If you see ayonetrying to use

and ot her

ot her peopledés work or trying to go to areas that ar

responsibility tonotify the teacher.

Just like parents monitor what you watch on television, see at the movies,
listen to on the radio, or talk tm the telphone, theschool will provide
guidance on what is proper and teach you how to use the computers and
Internet in a responsible way.

Your Promises

Using the computer and Internet correctly and responsibly is very important. |
promise to followthese rules.

1. | PROMISE to use all equipment carefully and not intentionally
damage or destroy it.

2. | PROMISE not to tamper with the software or network.

3. | PROMISE to use the computers and Internet for School work
only and use only the programs and wedssthat my teacher has
approved.

4. |1 PROMISE to keep my password to myself and not to share it

with others.

I PROMI SE not to use someone el seobs

| PROMISE to be polite and not to use any language or pictures

that are hurtful to others.

7. 1 PROMISE togive credit to others when | use their words or
ideas.

8. | PROMISE to obey copyright rules.

oo
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9. | PROMISE to use only my own files and/or folders and never to
trespass into someone el seds.
10. | PROMISE to tell my teacher if | see something on the computer
that isinappropriate.
11. 1 PROMI SE to ask for help when | don6ét know what to
print only when my teacher tells me to.
12. | PROMISE not to reveal my address, phone numbers, or any
personal information about me on the Internet.

| understand that if | do nose the computers or Internet responsibly or if |
break my promises that there will bensequenceswill sign my name to
show that | will follow the rules and keep my promises.

Student 6s
Name

(Please Print)

Student ds
Signature

Date:
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PARENT OR GUARDIAN
(Must be signed if the usé& a studentinder 18

As the parent or guaral of this student, | have read and agrehé¢o

Technology and Internet Acceptable Use Policy understand that this

access is designed for educationajpmsesThe Schoohas taken precautions

to eliminateinappropriatenaterial. However, | also recogniizds impossible

for the Schooto restrict access to allappropriatematerials and | will not

hold it responsible for materials acquired on therdmée Further, | accept full

responsibility for supervision f and when noginasbhodldés use i s
setting. | hereby give permission to issue an account for my. child

Parent or Guardianods
Name:
(Pleag print.)

Parent or Guardianods
Signature:

MEDIA RELEASE

| hereby give permissiono al |l ow publication on the I nternet
creative efforts including stories and artwor k,
picture) in School Il nternet publications, use m
i n School Il nternet publications, or use my chi

newspaper or other external media.

Parent or Guardianos
Name:
(Please print.)

Parent or Guardianos
Signature:

The School and the Diocese of Richmond miadevarranties of any kind,
whether expressed or implied, for Internet serviceyhiél not be

responsible foany damages suffered. This includes loss of data resulting f
delays, nordeliveries mis-deliveries, or service interruptions caused by its

own negligence or user errors or omissions. Use of any information obtained
via the | nt eriskeTheSéhsol aad Diotebeespedcifealyrdény r
anyresponsibility for the accuracy or quality of infornmatiobtained through

its provision of Internet service
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APPENDIX:

A

Date
Withdrawal Date

DIOCESE OF RICHMO ND

PERMISSION FOR EMERGENCY CARE
To be completed by parent/guardian
at beginning of school year

NAME OF STUDENT

(nickname)

GRADE ROOM #
ADDRESS

(street) (city) (zip)
STUDENT6S DATE OF BIRTH _ _ MAL E ~

FEMALE

HOME PHONE
FATHERG6S NAME
WORK PHONE HOURS
MOTHEROGS NAME
WORK PHONE HOURS

FATHERGOGS ADDRESS

MOTHEROGS ADDRESS

NAME(s) OF PERSON(s) OR AGENCY HAVING LEGAL
CUSTODY*

ADDRESS

A

181



HOME PHONE

CHILD6S ALLERGIES (if any)

CHI LD6S DOCTOR

PHONE NUMBER

OUTSTANDING MEDICAL HISTORY (ex, diabetes, heart
disease, contact lenses, hearing aids, etc.)

MEDICATION(s) CHILD IS TAKING

DATE OF LAST TETANUS SHOT

INSURANCE COMPANY

POLICY NUMBER

PERSON(s) NOT AUTHORIZED TO PICK UP CHILD FROM
SCHOOL* (if parent)

Emergency contacts: In the eventamgmt cannot be reached,
please give name and phone number of two persons who could
pick up and take home your child in a timely manner.

1)
(name) (address)
(relationship) (phone)

2)
(name) (address)
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(relationship) (phone)

| agree to pick up my sick or injured child in a timely manner
when contacted. If | cannot be reached, the above emergency
contacts can be called to pick up my child. Additionally, if |
cannot be contacted in an egency, the school has my

permission to take my child to the emergency room of the nearest
hospital and | hereby authorize its medical staff to provide
treatment, which a physician deems necessary for thebeield

of my child.

Signature of parent/guardian date

*Appropriate custody paperwork must be attached
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UNIVERSAL PRECAUTIONS

Information about Precautions to Prevent Spread of Infectious
Diseases in School Settings:

Wash your hands with soap and running water at
regular times during your workday. Common infectious
diseases may be contracted from dirt and waste
encountered in the workplace (excluding human
immunodeficiency virus (HIV) infection, acquired
immune deficiacy disorder syndrome (AIDS) and
hepatitis B).

Avoid punctures with objects that may conthiood from
others.

Handl e discharges from another

(particularly body fluids cawining blood) with gloes and
wash hands thoroughly with soap and running water when
you are finished.

Carefully dispose of trash that contains body wastes and
sharp objects. Use special containers with plastic liners for
disposal of refuse that contains blood or for any body spills
that may contain blood. For disposal of sharp objects, use
containers that cannot be broken or penetrabazinot

bend, break or recap needles.

Promptlyr e move another personods
from your skin by washing with soap and running water.

Clean surfaces that have blood or body wastes containing
blood on them with an Environmental Protection Agency
(EPA) approved disinfectant or a 1:10 solution of

household bleach and water. (The solution should be fresh
daily to ensure proper strength.)

Have a vaccination for protection from hepatitis B if you
are in contact with del@mentally delayed students.
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B UNIVERSAL PRECAUTIONS

7. If you are responsible for administering first aid to
others or may be placed in a position where you
may give first aid, obtain current instruction in
first aid and cardiopulmonary resusdibat (CPR).
Current instruction will include modification of
first aid needed to protect the rescuer from
infection.
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C DIOCESE OF RICHMOND OFFICE OF
CATHOLIC SCHOOLS

INTERNET USE AGREEMENT
Revised 8/03

| understand andill abide by the Internet Terms and Conditions
of Use (Policy and Guidelines, pg. 99 Policy #623). | further
understand that any violation of the regulations is unethical and
may constitute a criminal offense. Should | commit any
violation, my access ptileges may be revoked, school
disciplinary action may be taken, and/or appropriate legal action.

User 6s Ful | Name:

User Signature:

Date:

PARENT OR GUARDIAN

As the parent or guardian of this student, | have read the Internet
Terms and Conditions of Use. | understand that this access is
designed for educational purposes. The Diocese of Richmond
Catholic Schools has taken precautions to eliminate@aarsial
material. However, | also recognize it is impossible for the
Diocese to restrict access to all controversial materials and | will
not hold them responsible for materials acquired on the Internet.
Further, | accept full responsibility for sup&sion if and when

my childbds use is not in a school setting. I  he
permission to issue an account for my child and certify that the
information contained on this form is correct.
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DIOCESE OF RICHMOND
OFFICE OF CATHOLIC SCHOOLS

INTERNET USE AGREEMENT

Parent or Guardi anbds Name:
(Please Print)

(@)
(7]

Parent or Guardian Signatur e:

SPONSORING TEACHER
(Must be signed if the applicant is a student)

| have read the Internet Terms abadnditions of Use and agree

to promote these regulations with the student. Because the

student may use the Internet for individual work or in the context

of another <cl ass, | cannot be held responsible f
of the Internet. As the sporrsay teacher, | do agree to instruct

the student on acceptable use of the Internet and proper Internet

etiquette.

Teacher 6s Name:
(Please Print)

(@)

Teacherdés Signatur e:
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D PARENT PERMISSION FORM FOR SCHOOL -
SPONSORED TRIP PARTICIPATION

Dear Parent or Legal Guardian:

Your son/daughter is eligible to participate in a sctgpmnsored
activity requiring transportation to a location away from the
school building. This divity will take place under the guidance
and supervision of employees from
School. A brief description of the activity follows:

Curriculum Goal:

Destination:

Designated Supervisor of Activity:
Date and Time of Departure:
Dateand Anticipated Time of Return:
Method of Transportation:

Student Cost:

If you would like your child to participate in this event, please
complete, sign, and return the following statement of consent. As
parent or legal guardian, you remain fully resgible for any

legal responsibility which may result from any personal actions
taken by the named student.

| hereby request that my child, ,

be allowed to participate in the event described above. |
understand that this eventliiake place away form the school
grounds and that my child will be under the supervision of the
designated school employee on the stated dates. | further consent
to the conditions stated above on participation in this event,
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161 (Continued)

including the method of transportation. If | cannot be contacted
in an emergency, the school has my permissidaki® my child

to the emergency room of the nearest hospital and | hereby
authorize its medical staff to provide treatment which a physician
deems neessary for the welbeing of my child.

Parent s Name (Please Print)

Parent 6s Signat ur e (Date)

| accept responsibility for my behavior.

Student 6s Signature

Chaperones should take this form and a copy of t
Permission for Emergency Caregorm on the schoot
sponsored trip.
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E
IMPORTANT CHURCH DOCUMENTS ON EDUCATION

DECLARATION ON CHRISTIAN EDUCATION
VaticanCouncil 11 (1965)

TO TEACH AS JESUS DID
United States Catholic Conference
(1973)

THE CATHOLIC SCHOOL
Sacred Congregation for Catholic Education
(2977)

SHARING THE LIGHT OF FAITH: NATIONAL
CATECHETICAL DIRECTORY
United States Catholic Conference
(1978)

LAY CATHOLICS IN SCHOOLS: WITNESSES TO THE
FAITH
Sacred Congregation for Catholic Education
(1982)

THE RELIGIOUS DIMENSION OF EDUCATION IN A
CATHOLIC SCHOOL
Sacred Congregation for Catholic Education
(1988)
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BOMB THREATS

If the bomb threat is called in:

U Keep the caller on the phone as long as you can.

U If you have caller ID, record the number.

U If you do not have caller ID or the number appears
blocked out as soon as the caller hangs up, hang up and
dial *57. Thiswill notify the phone company to record
the number.

Find out what time the bomb is due to go off.
U Document in writing as soon as possible other types of
threat contacts including:
V Specific time message is received
V Date and day of week
V Exact wording of mesage
V Estimation of sex, age
U Notify principal immediately.

r C

The Principal will do the following:

U Call 911 and be specific regarding the threat.
U Evacuate the building.

V If a device is found prior to evacuation, evacuate
the area of the building first.

V Move the students and staff as far away from the
buildings as possible.

V Turn off radios, beepers, and cell phones.

Notify security.

U Have copies of blueprints of the building available to
provide to police.

U Do not reenter the building until you are given the all
clear by the police.

U Secure an area away from the building to meet with
any parents who may arrive and want to remove their
children.

U Make certain the teachers have their roll books and
can account for every student in their care. (Also,
make sure teachehave their car keys).

U Classrooms should be unlocked.

I C
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163 (Continued)

Have the secretary take a legal pad and pen to record
the names of students who are either checked out by
parents or are absent from school.

Make sure you know exactly which stafembers are
present that day.

Provide an information sheet to the secretary and
others to help answer questions of concerned parents,
including if necessary, the location of evacuated or
injured students.

Document decisions and actions taken.

The Principaheeds to contact the Office of Catholic
Schools.
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RESPONSIBLITIES OF A PRINCIPAL

Spiritual Leadership

1.

Oversees the i mplementation
philosophy and familiarizes teachers, parents and students
with it.

. The Principal creates a spiritual climate rooted in the Gospel

and expressed in prayer and worship.

Recognizes and supports the primary right and responsibility
of parents to foster religious values in their children.

Strives to build adith community within the school, parish/es
and others in the diocesan school community.

Instructional Leadership

1.

Provides effective leadership in the development of
educational programs.

Develops a curriculum consistent with the Consensus
Curricdum guidelines taking into account the various
abilities, needs and interests of students enrolled in the
school.

Monitors faculty implementation of Consensus Curriculum
guidelines as evidenced in lesson plans and classroom
supervision.

Provides faulty with an environment and the resources for
guality teaching.

Personnel Selection, Development, and Management

1.

Hires and maintains a qualified and effective faculty and
staff.
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164 (Continued)
G
2. Manages effectively the faculty and staff.
3. Provides for supervision and evaluation of faculty and staff.

Student Development

1. Encourages students to practice-sidtipline and to develop
a sense of fairness and accountability.

2. Maintains a school climate, which fosters spiritual, academic,
social, physical and emotional development of students.

3. Provides a studerttentered school program.

General Administration and Organization

1. Supervises and promotes the implementation of the school,
the parish (if applicable) and Diocesan phildsap
objectives, policies and regulations.

2. Cooperates with Diocesan offices.

3. Follows a systematic process for making decisions.

4. Delegates responsibilities when appropriate.

5. Maintains complete, accurate and current files.

6. Overseesthemange ment of the school s physical faci

Community Relations

1. Clarifies the philosophy, goals and school policies for all
parents.

2. Maintains effective channels of communication with parents.
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164 (Continued)

Maintains effective commuecation with priests and parishes
associated with the school.

Communicates and cooperates effectively with local school
board.

Cooperates with all parishes connected with the school.

Maintains effective public relations with the civic
community.

Financial and Development Leadership

1.

Oversees the operation of the school plant as it relates to the
school 6s budget.

. Oversees the school budget.

Manages school financial transactions.

Develops short and loaginge development goals fdret

school.
|l nsures the school s devel opment
in marketing the school s mission

constituency.
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FACULTY RESPONSIBILITIES

. The teacher works with the Principal and school officials in
carrying out the educational policies of the diocese. His/her
relationship with administrative authorities, faculty, parents,
and pupils should be characterized by cooperation, charity,
and courtesy.

. The teacher holds a pivotal position in the sclaoal should
bear in mind that education is his/her primary duty.

. Each teacher is responsible for maintaining and updating his
or her own certification.

. Additional responsibilities include:

Observing school and diocesan directives

Keeping reqired records

Submitting evaluations and letters sent to parents
Planning classroom lessons

Maintaining good relations with parents

Maintaining high professional and ethical standards in all
schoolrelated activities

Participating in diocesaand school sponsored-gervice
programs

h. Fostering Christian values and behavior among students

~oooop
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I LEASE AGREEMENT

THIS LEASE AGREEMENT, made this day of
, 19 | by and between
, hereaftferred to

(Name of parish or school)
as the Owner; and ,
(Name of tenant)
hereinafter referred to as Tenant.

1. The Owner hereby leases unto the Tenant the following
described pemises:

(premises description)

2. The premises hereby leased are to be used only for the
following purposes:

(describe purposes)

for the term of ,
commencing on and expiring
(specify term)

on

(date)

3. The Tenant agrees to pay the following rental during the term
of this lease:

(specify rental)

4. The Tenant shall pay rent in the manner above stated and
such other charges as are listed and shdaheagxpiration of
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the term hereof, leave the said premises in good order and
repair.
170

. The Tenant shall indemnify and save the Owner harmless
from any and all liability and claims of every nature against
the Owner arising from injury to personsproperty upon or

with respect to the rented premises and shall defend any and
all such suits or claims which may be brought against the
Owner and shall satisfy every judgment resulting therefrom,
without expense to the Owner. And in aid but not satisfiac

of this particular covenant the Tenant shall maintain and pay
for sufficient liability insurance in amounts and in a Company
reasonably satisfactory to the Owner.

. The rented premises shall not be used or permitted to be used
in violation of any Fedral, State or Municipal law, nor shall

it be used for any purposes other than the purposes stated in
this lease.

. The Tenant shall not make any alterations of, additions to or
changes in the rented premises, without first obtaining the
Own er 6 s onsentthetete, mnd all alterations and
improvements, made by the Tenant or the Owner shall be the
property of the Owner.

In the event of default of five days in any installment of rent
provided for herein or in the event of breach of the covenants
or conditions herein contained on the part of the Tenant or in
the event the Tenant abandons or vacates the rented premises,
the Owner shall have the right toeater and take possession
of the rented premises.

. A written notice of thirty days shall be givéy the Tenant
should the Tenant desire to vacate at the termination of the
lease; and should the Owner desire possession, a like notice
shall be required; in the event no such notice is given by
either party, the lease shall continue in force from mamth
month at the same rent and subject to the same covenants and
conditions.
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10. The covenants and conditions contained herein are binding
upon the parties hereto and their respective heirs, executors,
administrators, successors, legal repreges@s and assigns.

WITNESS the following signatures and seals:

OWNER---

Name of Parish or School

By:

Authorized Signature
TENANT ---

Name of Tenant
By:

Authorized Signature

172
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J WAIVER AGREEMENT

The Office of Catholic Schools (OCS) of the Diocese of

Richmond and School may produce or

participate in videotape, audio recording, or still photograph

productions that may involvetheusd st udent s6 names,
likenesses, or voices. Such production may be used for

educational and/or school marketing purposes by the OCS, and

may be copied, copyrighted, edited, and distributed by the OCS

or the local school.

Name of Student

Grade School

The Office of Catholic Schools of the Diocese of
Richmond and School has my permission
to have this student participate in the activities listed above.

__ |l object to the use of the above student 0s
or voice in the manner described above. The Office of Catholic

Schools and School does not have my

permission to have this student participate in these activities.

Date:

Student (if 18 or older)

Parent or Guardian (if student is under 18)
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K VOLUNTEER DRIVER INFORMATION SHEET

Driver:

Name

Date of Birth

Address

Phone Number

Driverdés License #

Vehicle(s) that will be used:
Vehicle |

Name of Owner
Year and Make
Address of Owar

Model

License Plate
Registration Expires
Inspection Expires
# of Operational Seat Belts

Vehicle Il

Name of Owner
Year and Make
Address of Owner

Model

License Plate

Registration Expires

Inspection Expires

# of Operational Seat Belts
174
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K If more than one vehicle is to be used, requested
information must be provided for each vehicle.

Insurance Infrmation: When using a privately owned vehicle,
the insurance coverage is the limits of the insurance
policy covering that specific vehicle.

Insurance Company

Policy Number

Expiration Date

Liability Limits of Policy **

**Please note: The minimal, acceptable liability limit for
privately owned vehicles is $100,000/$300,000.

Certification:

| certify that the information given on thisrfo is true

and correct to the best of my knowledge. | understand

that as a volunteer driver, | must be 21 years of age or

ol der, hold a valid driveros
insurance coverage in effect on any vehicle used to

transport studentdf any of the above information

changes during the school year, | will notify the school

office.

(Signature of Driver)

(Signature, Insured Registered Owner)

(Date)

** Copy of License and Insurance carrier should be
attached.

174A
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L Objectionto-Content Form

Author:

Title:

Publisher:

Request Made By:

Address:

City/State/Zip:

Phone: (H) (W)

1. Objection: (Please be specific: cite pages or locations.)

2. Did you read, view, or listen to thetee work?

w

How do you think it will affect the library users?

»

For what age group do you think it should be reserved?

5. Is the material useful iany way? Please explain your
response.
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Objectionto-Content Form

6. Do you know if the material has beesviewed by any
authoritiesandor critics? If so, by whom?

7. What do you think should be done with the material?

8. What material do you recommend in its place?
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M
Internal Controls Review

| have reviewed the books and records of the schools financial
operation and, to the best of my knowledge; the information

is properly maintained annually for the time period

_ | 120 through _/ /20 .

Bookkeeping Reconciliation Review

| have reviewed the schools checking and investment account
bookkeeping reconciliation and, to the best of my knowledge;
the information is properly maintained annually for the time
period / /20 through / /20.

School Board Finance Member

School Name (Date)

Directions: Please sign form when the review gbeen
completed. Send form to:

Finance Department
Catholic Diocese of Richmond

811 Cathedral Place
Richmond, Virginia 23220
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Section 1000 Technology

Policy #1000 PROPER USE OF COMPUTER SYSTEMS
POLICY:

Technobgy is an essential educational tool whose use must
be grounded in the values and mission of Catholic
education All users faculty, staff, administrators, and
students,are expected to exhibit high standards of behavior
all times when using the Internet, email and other

technology.

A School 6s technology is meant for educational
classroom instruction, research, or approved projects. In

order to accomplish theme goals the school 6s ¢

be used for accessing research databases and libraries of
information in the form of text, graphics, photographs, video
andsound, as well as for interacting and collaborating with
others. Transmission of any material iolation of any
national, state or local regulation is prohibited

Users are expected to abide by the generally acceptable rules
of network etiquette. These include (but are not limited to)
being polite, using appropriate langeagroperly citing

and/or obtaining permission for all information from research
sources when the information used from those sources is
included in work as a direct quote or paraphrase.

8. Based upon the acceptable use guidelngkned in this
policy and in he school acceptable usscument found
in the appendixthe Principal or his or her/Designee
hereafter referred to as the Principal will deem what is
i nappropriate use. The Principal/ Designeeds ¢
final.
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PROPER USE © COMPUTER SYSTEMS (continued)

9. All schools must use the Diocesan Acceptable Use
Policy found in the appendix. Any amendments to the
original document must be approved by the Office of
Catholic Schools Examples of unacceptable behaviors
are found in that document.

10. Prior to being given access to the Internet, faculty and
staff as well as students and their parent(s) (when student
is under the age of 18) must return a signed Internet Use
Agreement.

11.The use of the Internet is a privilege, not a right, and
inappropriate use may result in cancellation of those
privileges. The Principal at each school will deem what is
inappropriate use and his or her decision is final. In
addition, the Principal shall have the right in his or her
sole discretion to close atcount at any time as required

12.Damaging/vandalizing computers (including the
uploading or creation of viruses), systems, networks or
any peripherals, attempting to gain access to unauthorized
sources, attempting to harm or destroy data of another
user,or attempting to circumvent protective security
software is unacceptable

13.Every school shall have a designated technology
coordinator/network administrator, whose duties include
supervision of the use of the network & the Internet by
students and schopkrsonnel.
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PROPER USE OF COMPUTER SYSTEMS (continued)

The Diocese of Richmond makes no warranties of any kind,
whether expressed or implied, for Internet service. The
Diocese will not be responsible for any damages suffered.
This includes loss of da resulting from delays, nen

deliveries, misdeliveries, or service interruptions caused by

its own negligence or user errors or omissions. Use of any
information obtained via the
Diocese specifically denies any respbiigy for the

accuracy or quality of information obtained through its
provision of Internet service.

Policy 10011 COMPUTER SECURITY AND OWNERSHIP
210
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POLICY:

4.

The school reserves the right to control and manage all
computer egipment (hardware and software) used by the
school, and reserves the right at any time, without notice,
to use or search computer equipment of the school, and to
read, copy, move or delete all files stored on its
computers.

The school does not accept resgibility for any personal

information or files of employees, which are placed on its

computers. The school does not object to some reasonable

use of its computers for an employeeos
(e.g., composing a letter during lunch, etc.)

The Prirtipal has the right to access any computer or any
computer file at any time.

Security on any computer system is a high priority.
Anyone with reason to suspect a security problem on the
network must notify the Administrator.

Users may not use thetwork in any way that will limit
or disrupt network use or attempt to access unauthorized
files.

Schools should maintain and monitor active firewall
software and be vigilant in

blocking sites that are inappropriate in a school setting.
The Principal has the right to determine what sites are
inappropriate.

. Schools should require security in the form of a user ID

and password whenever possible. If this is not possible,
the school should have some sort of method of tracking
studetv/staff computer use.
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Policy 10011 COMPUTER SECURITY AND OWNERSHIP

(continued)

8 School sd wireless systems should have some Wwe
encryption, and be secured at a minimum with 128 bit

web encryption.

9. Schools should establish clearly defined In&raccess
permission profiles for student and staff use.

212



POLICY 1002 1 COMPUTER SOFTWARE

POLICY:

1. Unlicensed software should never be installed on school
computers. Licensed software must not be installed®n th
school 6s computers without
Administrator.

2. Software & hardware inventories should be updated
yearly.
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Policy 1003- E-MAIL / COMMUNICATIONS

POLICY:

5.

6.

The school and other Diocesan organizations may make
communications facilitiese.g.electronic mail, fax

machines, voicemail, interoffice mail, bulletin boards or
other media, available for the use of employees. The
purpose of providing these facilities is to assist employees
in conducting their work.

Any use of these facilities for abusive threatening,
obscene, insulting, or otherwise inappropriate speech or
conduct is strictly forbidden. Employees who abuse
communications facilities are subject to appropriate
disciplinary action, up to and including termiioa of
employment.

Non-school related social contact via the computer
between faculty/staff and students is prohibited.

School staff may use school computers for limited
personal use if this use does not interfere with work
expectations (for example, mposing a letter or message
during lunch hours). The Principal will make the final
determination about what constitutes acceptable personal
use.
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Technologyand Internet Acceptable Use Policy
For
All School Employees
and
Students and Grades 612
Diocese of Richmond
School

Technology is an esseglteducational tool whose useust be grounded in the
values and mission of Cathokducation All users faculty, staff,
administrators, and students,are expected texhibit high standards of
behavior at all times when using the Internet, email and other technology.

Theuseof he School oteIntemdt i@ priklege, notla righthe
use ofcomputer systems airtide Internetat Schooimust be in support dhe
educaional mission and objectives of tliziocese of Richmondnd of the
School. Inappropriate se may result inancellation of those privilegeBased
upon the Acceptable Usey guidelines in this dcument, the Principawill
deem what is inappropriatese anchis/herdecision is final. In adtion, the
Principal haghe right to close an account at any tirBehool authorities may
take other disciplinary actions for any unacceptable behaviors. The
administrationfaculty and staff may request that thénBipal deny or revoke
specific user accesadditionally, the cost of any repairs caused by
inappropriate behavior will be the responsibility of the student and his/her
family.

Prior to being given accesstoh e Sc ho o | 06 sintecnetallstafft er s and
members, as well as students in grades six through twelve and their parent(s)

(when student is under the agel8), must returrthe signedTechnology and

Internet Acceptable Use ContraStudents in grades-B will return the

Computer and Internet Proseis form. These agreements will be completed

every year.

Systen users at Schoblave no right to privacy and should have no
expectation of privacy in materials sent, recejyatstored in 8hoolowned
computers or on thecBool network All communicatons(including email)

and information accessibleavthe network is &ool propertyMessages
relating to or in support of illegal activities may be reported to authorithess.
technology coordinatésystem administrat@upervigs the use of the network
by students and school personnide/she haaccess to afiles and enail and
may authorize access as necessary.
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Technologyand Internet Acceptable Use Policy
For
All School Employees
and
Students and Grades 612
Diocese of Richmond
School

(Continued)

Security on our computer system is a high priority. Anyone with reason to
suspect aecurity problem on thecBool network must notify an appropriate
authority.

At Schoo] the faculty and staff blend thoughtful use of compmutard the

Internet tlioughout the curriculum aratovide guidance and instruction to

students in their us&@he Shool provides controls and &iting protection on

the School 6s n ehboltamilies bed tespensitdlity forote S

education ananonitoring of their students in Internet and computer usage

much as they do with television, telephones, radio, egand othemedia.

TheSc hool may not be held responsible for usersd intenti on:
Internet or equipment.

Acceptable Compute and/or Internet Use

3. The School 6 sneantdoetiunationad munposes:s
classroom instruction, researa@mdbr approved projectsn order to
accomplish these goals, the Schoolds computers may be
accessing research databases and ligsaof information in the form
of text, graphics, photographvideo, and sound, as well as for
interacting and collaborating with others

4. Users are expected to abide by the generally accepted rules of
network etiquetteTheseinclude(but are not limitedo) being polite,
using appropriate language, properly citing and/or obtaining
permission for all informatiofrom research sourceghen the
information usedrom those sources is includeddmvork as a direct
quoteor paraphrase.
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Unacceptabk Behaviorsmust be promptly reported to the Principal or
his/her designee includes, but not limited to the following:

14.

15.

16.

17.

18.

19.

20.

21.

22.

Refusing to abide by the generally accepted rules of network etiquette
as mentned above

Attemptingto log on to theschool network pthelnternetusing a
user ID/password other than his/her own. Sharing passwords or
trespassing in otherdos folders,

Sending ay written commenbr picture hatis malicious regarding
another student or individual. All forms of@mmunicgion

harassment of any kind, unfounded accusations, derogatory remarks,
confidential information or promotion of illegal or immoral behavior.

Sending and receivingf any materialn violation of any national,
stateor local regulationThisincludes, btis not limited to,
copyrighted , thretening or obscene material

Using School name or logo on personal websites.School
discourages revealing personal information on the Intemmeican
make no guarantees of privacy or security when the usersshare
personal information on nesecure web sites.

Publishing information on the Internetuch as blogging, thatings
discredit to the School (whether on or off School premises).

Non-School related social contacts between faculty/staff and students.

Any access of inappropriate materials that are offensive graphically
or display unlawful messages, obscene, discriminatory, harassing,
threatening, and/or illegal contemt downloading/installing

unapprove software

Damaging/vandalizing computefiacluding the uploading or
creation of viruses)yystems, networks or any peripherattempting
to gain access to unauthorized souregtemping to harm or destroy
data of another useor attempting to circumve protective security
software
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Unacaeptable Behaviorsmust be promptly reported to the Principal or
his/her designee includes, but not limited to the following:

(Continued)

23. Usingnetwork in any way that will limit or disrupt network use
attempting to alter School system settings or.data

24. Using the network for political or commercial purposes such as
endorsing political candidates or selling items or services.

12. Assisting others in violating any of these policies.
13. Abuse or fraudulent use of the computer system, networkemiet
not specifically mentioned
Prohibited unless authorized by the Administration:
Access to personaimail, chatiing, instant,messagingor discussion boards.
Any user identified as a security risk or having a history of problems with

other computer systems may be denied access to the computers and
Internet.

Technology and Internet Acceptable Use Contract
Diocese of Richmond
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School

USER
(Must be signed by facultytadff andstudents)

| understandnd will abide by th@echnology and Internet Acceptable Use
Policy. | further understanthatany violation of this agreemerst unethical
and may constitute a criminal offense. Should | commit any violation, my
access privileges may be revokadddisdplinary action, and/or appropriate
legal actiormay be taken.

User6s Full
Name:

(Please print)
Usel s
Signature:

Date:

PARENT OR GUARDIAN
(Must be signed if the usés a studentinder 18

As the parent or guaral of this student, | have read and agrethé¢o

Technology and Internet Acceptable Use Policy understand that this

access is designed fodcational purpose3he Schoohas taken precautions

to eliminateinappropriatematerial. However, | also recogniités impossible

for the Schooto restrict access to allappropriatematerials and | will not

hold it responsible for materials acqudren the Internet. Further, | accept full
responsibility for supervision f and when noginasbhhodldés use
setting. | hereby give permission to issue an account for my. child

Parent or Guardianods
Name:
(Please print.)

Parent or Guardianos
Signature:

Technology and Internet Acceptable Use Contract
Diocese of Richmond
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School

(Continued)

MEDIA RELEASE

| hereby give permissiolo al | ow publication on the Internet of my chi
creative efforts including stories and artwork, use my <ch
picture) in School I nternet publications, use my chil dods
in School I nternet [piotlrd anctnarheiincans, or use my chil dos

newspaper or other external media.

Parent or Guardianos
Name:
(Please print.)

Parent or Guardianods
Signature:

The School anthe Diocese of Richmond make warranties of any kind,

whether expressed or implied, for Internet serviceyMi# not be

responsible for any damages suffered. This includes loss of data regalting f

delays, nortdeliveriesmis-deliveries, or serviceterruptions caused by its

own negligence or user errors or omissions. Use of any information obtained

via the | nter net Scheol aadDiotebesspedifeadlydény r i sk. The
anyresponsibility for the accuracy or quality of infornmatiobtainedhrough

its provision of Internet service

Computer and Internet Promises
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For
Grades 1-5
Diocese of Richmond
School

Revised 1/07
Introduction

The use othe computers antthe Internefat the Schoofnust befor learning.
We believe that using technology to learn is an important tool as long as
students act responsibly.

Computer use ia privilege, not a right, andhproperuse will result in losing
those privileges. The Principal wikcide if improper behavidras occurred
and whether computer privileges are to be taken away. Hid#twésion is
final.

When you use the School és computers, the Principal and ot
right and ability to look at your files and activities. Make sure that what you
put in the computer system is courteous, legal, and acceptable.

Security onour computer system isnportant If you see ayonetrying to use
ot her peoplebébs work or trying to go to areas that are not
responsibility tonotify the teacher.

Just like parents monitor what you watch on television, see at the movies,
listen to on the radio, or talk to on the fg#tene, theschool will provide
guidance on what is proper and teach you how to use the computers and
Internet in a responsible way.

Your Promises

Using the computer and Internet correctly and responsibly is very important. |
promise to follow these rules.

13. | PROMISE to use all equipment carefully and not intentionally
damage or destroy it.

14. | PROMISE not to tamper with the softwarermtwork.

15. | PROMISE to use the computers and Internet for School work
only and use only the programs and websites that my teacher has

approved.
16. | PROMISE to keep my password to myself and not to share it
with others.
17. 1 PROMI SE not to ewm. someone el seds pas

18. | PROMISE to be polite and not to use any language or pictures
that are hurtful to others.
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Computer and Internet Promises

For
Grades 1-5
Diocese of Richmond

School

Revised 1/07

(Continued)
19.

20.
21.

22.
23.

24.

| PROMISE to give credit to bers when | use their words or
ideas.

| PROMISE to obey copyright rules.

| PROMISE to use only my own files and/or folders and never to
trespass into someone el seds.
| PROMISE to tell my teacher if | see something on the computer
that is inappropriate.

IPROMI SE to ask for help when | donodt
print only when my teacher tells me to.

| PROMISE not to reveal my address, phone numbers, or any
personal information about me on the Internet.

| understand that if I do not use the computerternet responsibly or if |
break my promises that there will be consequences. | will sign my name to
show that I will follow the rules and keep my promises.

Student 6s

Name

(Pleaseprint)

Student 6s

Signature

Date:
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PARENT OR GUARDIAN
(Must be signed if the usé& a studentinder 18

As the parent or guaral of this student,have read and agreette

Technology and Internet Acceptable Use Policy understand that this

access is designed for educational purpoBes.Schoohas taken precautions

to eliminateinappropriatenaterial. However, | also recogniizds impossible

for the Schooto restrict access to allappropriatematerials and | will not

hold it responsible for materials acquired on the Internet. Further, | accept full

responsibility for supervision f and when noginasbhodldés use i s
setting. | herby give permission to issue an account for my child

Parent or Guardianods
Name:
(Please print.)

Parent or Guardianods
Signature:

MEDIA RELEASE

| hereby give penissiont o al |l ow publication on the Internet of my chil
creative efforts including stories and artwor k, use my <ch
picture) in School Il nternet publications, use my chil dobs
in School Internet publications, orusgm c hi | dés picture and name in a

newspaper or other external media.

Parent or Guardianos
Name:
(Please print.)

Parent or Guardianos
Signature:

The School and thBiocese of Richmond make warranties of any kind,

whether expressed or implied, for Internet serviceyMi# not be

responsible for any damages suffered. This includes loss of data regwlting f

delays, nordeliveries mis-deliveries, or service inteuptions caused by its

own negligence or user errors or omissions. Use of any information obtained

via the | nternet Séhsol aadDiotebeespecifeadlyydény r i sk. The
anyresponsibility for the accuracy or quality of infornmatiobtained thragh

its provision of Internet service
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909A
Approved 6/07

Summer Program Policy

(Financial/Facility operations)

Regional (Intetparochial), Diocesan or Parish schools can provide

summer programs to their community on school grounds. Summer

programsencompass recreational or educational activities held at the

school.

a) To administer a summer program with existing staff:

Compensate staff with an agreed upon rate,
deducting the appropriate taxes. All compensation
must appear on the A% as salary androschool
accounting records.

A summer appointment letter is not required, but

highly recommended.

d) To administer a summer program with an independent

contractor:

Participants pay fees directly to the independent
contractor.

Independent contractors mustleat the program

fees and pay their own staff.

Independent contractors must rent the facility and
provide documentation of the appropriate insurance

coverage as follows:
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e)

iv. Independent contractor must provide the school
with a certificate of liabilityinsurance showing
evidence of at least $1 million of insurance per
occurrence General Liability coverage.

v. The insurance certificate must name both the school
and the Catholic Diocese of Richmond as

faddi ti onal i nsured. 0

In all programs where children arevolved, the Diocesan
Safe Environment Regulations must be followed including
the screening and education of independent contractors and

their staff.
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