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January 19, 2007 

 

Dear Catholic School Leaders: 

 

 In June of 2005, the United States Catholic Bishops released a 

statement ñRenewing our Commitment to Catholic Elementary & Secondary 

Schools in the Third Millenniumò.  In their statement they re-emphasized their 

belief that ñCatholic schools continue to be the most effective means available 

to the Church for the education of children and young people  ñ.  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 with a Passion that is centered in our Mission and 

Vision for Catholic school education.  The bishops speak repetitively about 

Catholic schools being the responsibility of the entire Catholic community and 

that all Catholic must wholeheartedly embrace the concept of stewardship and 

translate it into concrete action on behalf of our schools 

 

   This revised edition of Educational 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 guiding the 

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. 

 

I encourage 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 to policy. 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outdated policies.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 

students.  May God bless you in your Ministry. 

 

     Sincerely, 

 
     Annette Parsons 

     Chief Education Administrator 
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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  

(referred to as ñthe Dioceseò).  This handbook clarifies and unifies the 

plans and actions that are a necessary component of every Catholic 

schoolôs daily operating procedures, and to provide guidance in 

situations most likely to occur in the Catholic educational setting. 

 

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 in the Diocese.  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, subject only to review by the Bishop, reserves the right 

to address individual situations on a case-by-case basis.  The provisions 

of the referenced policies and guidelines are subject to such additions, 

changes, modifications and/or supplements, as the Diocese of 

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 schools, i.e., administrators and faculty; 

students and their parents; school boards and the 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 Richmond. 
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PHILOSOPHY OF CATHOLIC EDUCATION 

 

 

Go, therefore, and make disciples of all nationsé 

Teaching them to carry out everything I have commanded you. 

  --Matthew 27:19-20 

 

These words of Christ addressed to the apostles at the Ascension 

bestowed 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 States of America 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 two-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 value-oriented environment.  As such, the 

Catholic Schools in the Diocese of Richmond share the following 

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 Christ-centered learning environments, 

focused on cultivating the potential 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 

todayôs global society. 

                     

                                                          Modified from 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, however, to determine 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 employees 

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 conflict 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 advocate on school property or at school functions 

any practices or doctrines which are inconsistent with religious 

tenets of the Catholic faith. 
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OFFICE OF CATHOLIC  SCHOOLSô PERSONNEL 

 

Diocesan Pastoral Center 

7800 Carousel Lane 

Richmond, Virginia 23294 

 

(804) 359-5661 (Telephone) 

(804) 358-9159 (Fax) 

 

 

Annette Parsons Chief School Administrator 

aparsons@richmonddiocese.org 

 

 

Francine Conway   Superintendent of Schools 

fconway@richmonddiocese.org  

 

Miriam Cotton Assistant Superintendent  

of Schools 

  mcotton@richmonddiocese.org 

 

 Dana P. Erby    Administrative Assistant 

derby@richmonddiocese.org 

 

 

Amanda Glass          Administrative Assistant 

aglass@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. There 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 website. If individuals cannot access the 

website they should contact the office of schools. 
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LEADERSHIP ROLES IN CATHOLIC 

SCHOOLS 

 

 
 

INTRODUCTION 

 

We have gifts that differ according to the favor bestowed on each 

of us.  Oneôs gift may be prophecy; its use 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 should exercise his authority with care. 

Romans II: 6-8 

. 

 

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 Catholic schools.  Catholic schools will best fulfill their 

essential mission if all understand and appreciate the special 

ministry to which each leader is called. 
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Revised 6/07 

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. 

 

Catholic schools in the Richmond Diocese may have three forms 

of organization: 

 

 A parish school is a school that is the 

responsibility of a particular parish under the 

direct supervision of its Pastor. 

 

 A regional inter -parochial school is a school that 

is ordinarily supported by several parishes and is 

under the direct supervision of the Superintendent. 

 

 A private school is a Catholic school under the 

jurisdiction of a religious community or private 

corporation.  Such a school is affiliated with the 

diocesan school 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 

 mandated to follow all religion guidelines and policies in 

 this Handbook.  
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Revised 6/07 

THE BISHOP 

 

The Bishop, by his very position, is the authentic teacher in the 

Diocese.   It is he who articulates the faith for the people of God and 

prophetically calls them to a life in 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 

actions 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 mission of the parish. 

 

The Pastor of a parish, that operates a school, is responsible for the 

implementation of all-diocesan policies and procedures approved for 

Catholic schools.  The Pastor exercises his responsibility in 

collaboration with the Superintendent of Schools. 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 elementary and 

secondary Catholic schools within the Diocese.  The Superintendent of 

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

Bishopôs representative to the schools.  The Office of Catholic Schools 

directs the implementation of diocesan policies and procedures 

approved for the Catholic Schools in the Diocese. 
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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 private school, the Principal is responsible 

to the schoolôs owner, e.g. a religious community or private corporation, 

yet remains in close affiliation with the Office of Catholic Schools. 

 

In schools with a President and Principal, the President shall serve in the 

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 faculty memberôs 

responsibility is to help his/her students learn the subject matter and skills 

that will aid their spiritual, intellectual, physical, emotional and moral 

development. 

PARENTS 

 

The Catholic Church recognizes parents as the primary and principal 

educators of their children.  The Catholic parentôs promise at baptism to 

raise their children as Catholic supports this premise.  The Catholic school 

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

[Note.  In this Handbook, the term parent refers not only to a studentôs 

natural or adopted parent, but also to his/her non-parent, legal guardian or 

to any other person or agency authorized to act in place of parents. 
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Revised 6/07 

 

 

DIOCESAN SCHOOL BOARD 

 

The Diocesan School Board, in cooperation with the Office of 

Catholic Schools, advises the Bishop through the Superintendent 

on matters concerning the total 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 school boards; development, marketing; strategic 

planning and legislation. 

 

 

LOCAL SCHOOL BOARD 

 

Local school boards serve in a consultative role to the Pastor and 

Administrator in parish schools, and to the Superintendent of 

Schools and Administrator in regional schools.  These boards 

assist in six areas for which there are ordinarily Standing 

Committees or appointed persons with particular expertise and/or 

responsibility.  The areas include Development, Marketing; 

Finance; Strategic Planning; Facilities and Legislative Advocacy.  

The Finance committee shall have a minimum of 3 persons, who 

have appropriate expertise. Local school boards are not to 

deliberate on any matters pertaining to personnel or the 

curriculum.  (cf. School Board Handbook) 
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200 

 

 

RELIGIOUS EDUCATION 

 

Revised 6/07 

INTRODUCTION 

 

 

Religious education is proclaiming to others the Gospel of the 

Risen Lord, while showing that this ñGood Newsò alone gives 

meaning to life. 

 
Basic Teachings for Catholic Religious Education, p. 1 

 

The mission of Catholic schools is to proclaim to their students 

the Gospel 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 

many-faceted 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 all have a role in making studentsô 

lives more Christ-centered.  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 

of authentic worship, and commitment to the service of oneôs 

brothers and sisters in Christ. 
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THE PRINCIPALôS ROLE IN RELIGIOUS EDUCATION 

 

POLICY: 

 

1. The Principal is responsible for the 

implementation of all aspects of the religious 

education program. 

 

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 Principal is responsible for seeing that all 

religious education teachers meet the diocesan 

requirements for catechists. 
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202 

 

 

 

RELIGION CURRICULUM 

 

POLICY: 

 

Revised 6/07 

 

1.  All Catholic schools shall follow and adhere to 

current Diocesan policies and consensus 

curriculum competencies in religion. 

 

2. Teachers shall use the Diocesan consensus 

curriculum in planning the content of their religion 

lessons.   Religion textbooks must be on the 

approved USCCB Office of Catechism list. 

 

3. Religion shall be a part of every schoolôs core 

curriculum. 

 

4. Students shall successfully complete the religious 

instructions, and an annual retreat experience as 

required by the school, and service to the school, 

parish, and/or community. 

 

5. Students of grades 5, 8, 9, and 11 are required to 

take the Assessment 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 grades shall always be included in 

computing quarter or semester averages and honor 

rolls. 
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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.  

 

2. At the time of enrollment, parents of non-Catholic 

students should understand the religious education 

program at the school, and be willing to accept the 

religious standards, values and regulations of the 

school.   
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204 

 

 

 

CATECHESIS AND EDUCATION IN HUMAN SEXUALITY 

 

POLICY: 

 

1. Diocesan consensus curriculum competencies 

shall be used for the catechesis in human 

sexuality. 

 

2. 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. 

 

2. Catechesis calls particular attention to the role of 

self-control, self -discipline, prayer, the reception 

of the sacraments as elements in developing a 

Christian approach to sexuality. 

 

3. 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. 
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205 

 

CATECHIST FORMATION AND CERTIFICATION 

 

POLICY: 

 

Revised 6/07 
 

1. All teachers of religion must be practicing Catholics in 

good standing with the Church. 

 

2. Each school shall devote at least one school day each 

year to a faculty retreat, together with other 

opportunities for spiritual growth throughout the year. 

 

3.  All teachers of religion must be certified in 

 accordance with diocesan policies. (Cf. Handing 

 on the Faith) 

 

4.  Teachers or religion must take the Information 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 schools exist.  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. 

 

2. The Principal must consider it a fundamental duty and 

responsibility 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 are always 

central in the curriculum, and strive, in so far as is 

possible, to make the workplace a community of faith 

as well. 
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300 

 

 

 

INSTRUCTION AND CURRICULUM 

 

 

INTRODUCTION 

 

The articulation of a faith-centered environment with a 

quality educational program requires that all educators 

involved in schools work collaboratively to design and 

implement an ever-developing and creative curriculum.  

According to Catholic Tradition, curriculum should 

encompass the principle of respect, challenge the 

learners to achieve 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 
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301  

 

ACCREDITATION 

 

POLICY: 

 

Revised 6/07   

 

1. All Diocesan schools are dually accredited 

through the Southern Association of Colleges and 

Schools/Council on Accreditation and School 

Improvement (SACSCASI) and the Virginia 

Catholic Education Association (VCEA). 

 

2. Private Catholic schools in the Diocese of 

Richmond should maintain accreditation through 

an appropriate accrediting agency. 

 

3. Design for Growth is 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 all elementary schools 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 Safety, 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.g. Algebra I, 

  Foreign Languages, shall meet the standards of the 

  accrediting agency and comply with any standards 

  set by the OCS and the Commonwealth of 

 Virginia. 

 

5. The instructional program will include education 

on ñsafe touchò as required by the Bishopôs 

Charter on the Protection of Children  
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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 twenty-five students. 
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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. 

 

2. Selection of textbooks and instructional materials 

should be aligned with the consensus curriculum. 

 

3. Textbooks shall be renewed every five years or 

less.  Exceptions must be approved by the Office 

of Catholic Schools. 

 

4.  The Office of Catholic Schools reserves the right 

 to prohibit the use of a specific textbook/textbook 

 series. 

 

5.  School must allow sufficient funding for 

 instructional materials/resources to ensure optional 

 instruction in all mandates at all levels. 
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305 

 

LIBRARY/MEDIA CENTER 

 

POLICY: 

 

Revised 6/07 

 
1. Every school will organize and maintain a 

library/media center. 

 

2. Students shall be instructed on the proper and efficient 

use of the library/media center. 

 

3. Students of all grade levels shall have regularly 

scheduled library/media center periods. 

 

4. A professional resource library for the use of school 

personnel shall be developed and maintained. 

 

5. Schools should have internet access in the 

library/media center. (See Technology Plan). 

 

6.  All users of computer technology are expected to 

  adhere to Diocesan policies found in section 1000 and 

 in the Acceptable Use Contract. 

 

7.  Library/Media center Specialist for Elementary 

 Schools shall have documented coursework in the 

 library/media field and should be credentialed.  High 

 School Library/Media Specialist shall be credentialed. 
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305(Continued) 

 

   

 Revised 6/07 

 

 8. MATERIAL SELECTION 

 

 

  1. Each school of the Diocese of Richmond 

   will formulate a policy for selection of 

   books for the library. 

 

  2. The policy will include: 

  - The basis for selection and removal 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 an ñObjection ïto-Content Formò.  (See 

Addendum)   Form is found in back of Policy Book.  

Pages 176-176A. 
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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 instructional school 

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 the proposed 

calendar to the Office of Catholic Schools by 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. A regular school day shall comprise a minimum of 

5.5 (five and one-half 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 addition to the 180 instructional days required for 

students, a minimum or 10 professional development days 

is required.   Diocesan Professional Development days 

will be held after August 15
th
 of each school year. 

                             

 

 

 

 

       



30 

 

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 

 

2.   Emergency procedures or cancellations must be 

 included in parent, faculty and student handbooks. 

 

3.    The Principal/Designee shall have sole authority to 

       cancel school in the event of an emergency. 

  

4.    In case of excessive illness, one-third (1/3) of the 

student population should be absent before canceling 

school. 

 

5.    If a school has an unscheduled cancellation, the 

       Principal shall notify the Superintendent as soon as 

       possible.  

 

6.     Inclement weather or emergency make-up policy 

                    shall be: 

   Schools, make-up the first 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. 

 

 

 

 

 

 



31 

 

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. 

 

2. All teachers shall submit to the Principal sufficient 

evidence that time allotments for classes are being met.  

Thereafter the Principal has the primary responsibility 

to ensure compliance with these guidelines. 

 

3. Multiple sections of a grade will follow the same time 

allotment schedule. 

 

4. The Principal and faculty will periodically evaluate the 

minimum time allotments and consider possible 

increases where indicated for student effectiveness. 

 

Minimum  Instructional Time  

 

Full Day Kindergarten 

 

Daily ï 5.5 hours per Day ï 330 minutes 

 

Religion 30 minutes per day 

Early skills and knowledge achievement programs shall  

consume at least 75% of the time 
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308 (continued) 
 

 

Revised 6/04 

 

Grades 1,2,3, - Minimum Instructional Time  

 

Daily ï 5.5 hours per day = 330 minutes 

 

Major Subjects 

 

Ç Religion  30 minutes per day 

Mathematics  90 minutes per day 

Reading (includes vocabulary) 

Writing/Language (spelling, grammar & penmanship

  150 minutes per day 

Ç Social Studies/Science   60 minutes per week 

 

Resource Subjects should 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 ï 5.5 hours per day = 330 minutes 

 

Major Subjects  

Ç Religion   45 minutes per day 

Ç Mathematics    

Ç Reading & Vocabulary, Spelling 

            Writing/Language (Grammar & Penmanship) 

Ç Science 

Ç Social Studies 

All major subjects- minimum time 230 minutes per 

day   
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308 (continued) 

 

 

Revised 6/04 
 

 

Resource Subjects should be scheduled to fill the 

 remaining 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 ï Minimum  

 Instructional Time  

 

5.5 hours per day = 330 minutes per day 

  

 Major Courses ï Minimum 280 minutes per day 

Ç Religion 

Ç Mathematics 

Ç English/Composition 

Ç Literature/Vocabulary 

Ç Science 

Ç Social Studies 

 

Resource Courses ï 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 

Course ï Guidelines: 

 Grade 7 ï Part I of Year I Spanish/French 

 Grade 9 ï Part II of Year I 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 period 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 

Richmond 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+ = 98 ï 100 4.33 4.5 

A   = 95 ï  97 4.0 4.17 

A-  = 93 ï  94 3.67 3.83 

B+ = 90 ï  92 3.3 3.5 

B   = 87 ï  89 3.0 3.17 

B-  = 85 -  86 2.67 2.83 

C+ =82 ï  84 2.33 2.5 

C   = 79 ï 81 2.0 2.17 

C-  =77 ï  78 1.67 1.83 

D+ = 75 ï 76 1.33 1.5 

D   = 72 ï 74 1.0 1.17 

D-  = 70 ï 71 .67 .84 

F    = 69 & Below 0 0 
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310 

  

 

Revised 6/04 

 

DESIGNATED REPORT CARDS 

 

Elementary & Middle School Report 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 cards will 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= Mastery ï Accomplishing curriculum 

  P = Progressing ï Making progress in curriculum 

U = Unsatisfactory ï 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 

Conference ï Use an X  mark 

Print  - yellow paper 
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310 (continued) 

 

 

Revised 6/04 

 

 

Grades 1,2,3 Grading Scale 

  A Outstanding Achievement        (93-100) 

  B Above Average Achievement   (85-92) 

  C Average Achievement               (77-84) 

  D Below Average Achievement   (76-70) 

  F Not Achieving Grade Level  (Below 70) 

 

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 Skills 

 

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

Use and X mark in the skill area to note deficiency 

Absences & Tardy  - Number 

Conference ï Use an X  mark 

Print  - pink paper 

 

Grades 4, 5 Grading Scale 

   A+ = 98-100 A=95 - 97 A-=93-94 

   B+= 90 - 92 B=87 ï 89 B-=85-86 

   C+= 82 ï 84 C=79 ï 81 D-=70-71 

   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 Code, M,I,U, in title space 

Use and X mark in the skill area to note deficiency 

Absences & Tardy  - Number 

Conference ï Use an X  mark 

Print  - green paper 

 

 

Middle School 6,7,8 Grading Scale 

   A+ = 98-100 A=95 - 97 A-=93-94 

   B+= 90 - 92 B=87 ï 89 B-=85-86 

   C+= 82 ï 84 C=79 ï 81 D-=70-71 

   F = 69 & Below 

 

Major Courses ï Use numbers 

Resource Courses ï Use letters of Grading Scale 

Absences & Tardy ï Use number 

Comments  - Use code number for comment 

Print ï sand color paper 

 

Grading books become the property 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.  (2004 ï 2005) 

 

The Resource 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. 

Resource the teachers and provide training. 

Clarify a studentôs educational need and communicate a 

studentôs individual progress for effective use of 

assessment. 

Provide reading and mathematic alternatives to assist 

students. 

To resource the parents with possible alternatives 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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PERSONNEL 
 

Revised 6/07 

 

INTRODUCTION 

 

ñCalled to Work in Harmony demonstrated 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.  Together we labor in the vineyard; let us do so 

imbued with the Gospel values that Jesus Christ has entrusted us. 

 

ñAll that you do, directly or indirectly, proclaims the Good News 

of Jesus Christ.  Whether you teach the young, paint the walls, 

challenge the comfortable, or balance the books, your work 

proclaims Jesus Christ, yesterday, today, and forever.ò 

 

    ---Bishop Francis DiLorenzo 

 

 

 

As far as they can, therefore, all believers should actively 

collaborate in the work of helping educators to reach the social 

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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PERSONNEL POLICIES 

  

Revised: 8/03 

 

POLICY: 

 

All diocesan school employees are governed by the 

policies set forth in Called to Work in Harmony:  

Personnel Policies for Lay and Religious Employees, 

Catholic Diocese of Richmond.*   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 of Called to Work in Harmony:  Personnel 

Policies for Lay and Religious Employees.   They 

shall sign a form for their personnel file 

acknowledging 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 

the Diocesan 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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402 

 

PERSONNEL RECORDS 

 

POLICY: 

 

Revised 6/07 

1. It is the responsibility of the Principal to keep a 

current file for each employee of the school. 

2. A record of Personnel should be kept 

indefinitely.  Sick leave records should be 

forwarded to the next school if an employee 

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.14-15) 

 

____ Diocesan Application Form (#6101)* 

____ Written References 

____ Transcripts, Certifications, 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 

         Services Release Form as sent to Virginia 

         Department of Social Services 

____ Position Description 

____ Letter of Appointment or Faculty Contract  

         (#6120-6131)* 

____ I-9 Form (Immigration and Naturalization  

         Service) (#6140)* 

____ W-4 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 Benefit Enrollment Forms 

____ Beneficiary Form (#6611)* 

____ Performance Appraisals (#6915 for 

          faculty)* 

____ Letters of Commendation or 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 Richmond 

 

*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 certificate 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 those x-rays, skin tests, 

 and other examinations (i.e. TB Risk Assessment) 

 singularly or 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 submission of 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 tuberculosis. 
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404 

 

        

    
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 use or search computer equipment of the school, and to 

read, copy, move, or delete files stored on its computers. 

 

2. The school does not accept responsibility 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 employeeôs personal purposes 

(e.g., composing a letter during lunch, etc.).  However, to 

ensure the employeeôs personal privacy and the security of 

school property, any computer files created in such 

personal activity should be saved by the employee onto a 

personal diskette, and not stored on the schoolôs computers. 

 

3. The Principal must be able to access any computer or any 

computer file at any time. 

 

4. Unless specifically approved by the Principal (or 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. 

 

5. Software must not be installed on the schoolôs computers 

without the Principalôs approval.  Software disks and 

manuals may be subject to specific copyrights of licensing 

agreements, and should not be copied without the 

Principalôs approval. 
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E-MAIL/COMMUNICATIONS  

 

POLICY: 

 

1. The school and other Diocesan organizations may 

make communications facilities, e.g. electronic 

mail, fax machines, voicemail, inter-office 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.  Such facilities may not be used for non 

work-related communications except as may be 

authorized by the Principal. 

 

2. 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 appearance and behavior of employees during 

the normal workday and in all employment-related 

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 appearance, 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. 

 

2. Employees may not solicit for any purpose during 

working time.  Employees may not distribute 

literature for any purpose during working time or 

in working areas. 

 

Working time means the period of time scheduled 

 for the performance of job duties, not including 

 mealtimes or break 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 by the 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. 

 

 2. Please reference ñCalled to Work in Harmonyò 

  (pp. 18-22) for policies 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 authority to take 

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 

employeeôs ability to effectively discharge 

the service for which the school hired him 

or her. 

 

 3. Please reference ñCalled to Work in Harmonyò 

  (pp. 18-19) regarding potential conflicts of  

  interest. 
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DISPUTE RESOLUTION 

 

POLICY: 

 

Revised 6/07 

 

1. It is the policy of the Diocese of Richmond to 

maintain an open door to each employee for the 

discussion of questions or complaints affecting the 

employee.  Questions, complaints, or grievances 

should be brought to the attention of the individual 

involved (e.g. teacher, principal, president, 

pastor).  

 

 2 If these discussions do not yield resolution the 

  concern should be taken to the next person in 

  authority.  In a parish or (regional) school it  

  should  include 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 (regional) school to the Superintendent. 

 

 3 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 in ñCalled to Work in 

  Harmony.ò(pp. 40-43) 
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PROFESSIONAL EDUCATION EMPLOYEES 

 

INTRODUCTION 

 

Christian education is intended to ñmake oneôs  faith become 

living conscious and active, through the light of instruction.ò  

(The Bishopôs Office in the Church, 14)éOnly in such a school 

can they experience learning and living fully integrated in the 

light of faithé  This integration of religious truth and values with 

the rest of life is brought about in the Catholic school not only by 

its unique curriculum but, more important, by the presence 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 expected to provide sound 

formation in the Catholic faith and academic 

excellence in secular subjects. 

 

2. Faculty members are expected to fulfill their 

duties under the authority of the Diocese, the 

Pastor (if a parish school) and the Principal. 

 

3. Faculty members are expected to promote the 

purpose of Catholic education through their 

personal lives, professional skills, word and 

example, both in and outside of school. 

 

4. Faculty members are expected to uphold and 

propagate the doctrinal and moral teachings of the 

Catholic Church; they should be devoted to the 

implementation of these teachings in their daily 

conduct with the students. 

 

5. Faculty members are expected to promote and 

encourage frequent liturgical celebrations as well 

as prayer in their individual classrooms. 

 

6. 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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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 program, Handing 

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 the Church. 

  

2. To be employed as a Principal in the Diocese of 

Richmond, the following minimum education 

standards are required: 

 

a. A masterôs degree and possession of a 

valid administratorôs certificate from a 

state department of education;  
or 

b. A bachelorôs degree with evidence of 

satisfactory pursuit of a masterôs degree 

and an administratorôs certificate or its 

equivalent.  Persons pursuing minimum 

certification requirements may be hired 

provided they are gaining academic credit 

at the rate of at least six 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 

information about that individual in 

writing to the Pastor or Superintendent of 

Schools.  In accordance with Canon Law, 

nominations of religious clergy to be  
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(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 search committee are appointed 

by the Pastor or Superintendent. 

 

Members of the search committee should include 

a cross-section of people involved in the 

school. 

 

The search committee should consist of between 

five and nine persons. 

 

The search committee must include a 

representative of the Office of Catholic 

Schools. 

 

The task of the search committee is to seek out 

and screen the best-qualified and most 

acceptable candidates for the Principalship.  

The search committee interviews and 

checks the references of those candidates 

who meet the positionôs criteria.  The 

search committee then forwards its 

recommendation to the Pastor or 

Superintendent. 
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4. An annual performance evaluation is required of 

all school Principals.   (See Appendix for detailed 

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 least a bachelorôs degree, and be 

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 absence 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 

individualôs job description.  

 

3. At the beginning of each year all staff will be 

informed of whom is the acting 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.   

 

2. It shall be the responsibility of the 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 schoolôs academic program. 
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ELEMENTARY SCHOOL COORDINATORS 

 

POLICY: 

 

1. Elementary school Principals shall appoint a 

curriculum coordinator to facilitate the Consensus 

Curriculum process.  (See Consensus Curriculum 

Handbook) 
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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 Churchôs education mission. 

 

2. Prospective teachers should be asked whether they 

understand the philosophy, 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 

diocesan Personnel Policies, and in particular: 

 

Determine requisite academic 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 follow-up 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 a formal evaluation procedure of all 

teachers. 

 

3. 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 Principal and the faculty member should 

discuss and sign the evaluation forms. 

 

3. 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 necessarily that the 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 the approved 

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 non-teaching duties, 

the policy and procedures for administrative 

supervision and evaluation of teachers, 

a list and explanation of personnel policies,  

sample forms; and 

a non-discrimination policy. 

 

Handbooks are subject to prior review, 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 diocesan Called To 

Work in Harmony and the Office of Catholic Schoolsô 

policies and guidelines shall have controlling force 

and effect. 
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PROFESSIONAL CERTIFICATION 

 

POLICY: 

 

1. All teachers of religion shall be certified or working 

toward certification in the Diocesan religion 

certification program, Handing 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, certification/licensure 

may be sought through the VCEA.   

 

The Virginia License or VCEA certificate shall be processed 

through the Office of Catholic Schools.  

 

4. Preschool teachers must have at least a Bachelorôs 

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 

employeeôs personnel folder in the local school office. 

 
8. Transcripts from non-citizen teachers must be screened 

by an evaluation firm before being submitted as 

evidence for certification.  One-year certificates are 

issued to non-citizens upon the Superintendentôs 

request. 
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PROFESSIONAL ASSOCIATIONS 

 

POLICY: 

 

1. Membership in the National Catholic Education 

Association (NCEA) is encouraged for every 

school. 

 

2. Membership in professional educational 

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 enrichment for all professional 

employees. 

 

3. 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 

educational meetings: 

  

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 

coordination 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 

throughout 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 Conference:  An 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 Principal shall make every effort to hire a 

competent, qualified substitute teacher when 

needed. 

 

2. Substitute teachers must receive adequate payment 

for services rendered. 

 

3. Substitute teachers must be cleared for service 

through the background reports required by the 

Diocesan Regulations for the Response to 

Claims of Sexual Abuse of Minors. 

 

4. The Principal shall see that a substitute teacher is 

supplied with the necessary information and 

materials. 
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CONTRACTED SERVICES OR AUXILIARY SERVICES 

 

    Revised 8/03 

 

POLICY: 

 

Organizations which provide professional 

personnel to work with students during the school 

day or in after-school programs shall provide 

appropriate records to the schoolôs Administration 

that all such personnel are: 

 

a. professionally qualified to carry out their 

designated duties; 

 

b. cleared for service through the background 

reports required by the Diocesan 

Regulations for the Response to Claims 

of Sexual Abuse of Minors. 
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STUDENT AFFAIRS 

 

POLICY: 

 

I BELIEVE IN CHILDREN  

 

I believe in childrenðlittle ones, big ones, chubby and 

thin ones.  There is faith in their eyes, love in their 

touch, hope in their attitude.  I thrill with them at lifeôs 

joys, run with them through tall grasses, bow with them 

in worship, and hold them close in tragedy.  I believe in 

childrenðthe fragile dream of yesterday, lifeôs radiant 

reality today, and the vibrant stuff of tomorrow.  Yes, I 

believe in children, for wherever I go, to mountain 

village, industrial center, or open country, I find 

yesterdayôs children who were nurtured in the things of 

Christ at work in the building of the Kingdom of God. 
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ADMISSION REQUIREMENTS 

 

Revised 9/01 

POLICY: 
-ñThe mission of Catholic Schools supports, protects and nurtures all 

children and their families who are seeking an education 

that is rooted in the richness of Catholic Tradition.ò 

   Special Needs Task Force 2001 

1. ELIGIBILITY  - 
  Parish School 

 

a. All school-age 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 

 

parishes with schools (for sufficient reason) 

 

non-Catholic families 

  
 Regional School 

 

a. All school-age children belonging to 

supporting parishes are eligible for attendance 

in that regional school, pending availability of 

space. 
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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) 

 

 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 space allows.  

Non-Catholics must also take the high school 

placement tests. 

 

 2. REQUIREMENTS 

 

Age for Admission to Kindergarten 

 

Children who will have reached the age of five 

years by September 30
th
 may be admitted to a 

kindergarten program.  There is no mandatory 

testing for kindergarten admission.  However, 

readiness testing is  
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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) 

 

Requirements for 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 motivation should 

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 

schoolôs program.  In doubtful cases, students may 

be admitted on a probationary basis with dates and 

criteria of evaluation clearly established in 

writing.  Students with academic or other needs 

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, barring any legitimate disciplinary or 

other concerns.  Middle school-aged 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 school 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 

admission.  Each school shall hold a well-

publicized formal registration period for new 

students. 
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ADMISSION OF FOREIGN STUDENTS 

 

 Revised 8/03 

 

POLICY: 

 

1. The F-1 (non-immigrant student) status applies to 

those aliens who are in the United States for the 

purpose of attending school.   

a. Once a student is determined to meet 

the schoolôs requirements for 

admission, the family fills out the 

Immigration and Naturalization 

Service I-20 form and the AIF 

(Additional Information Form). 

b. The school submits the forms to the 

Office of Catholic Schools.  

c. The forms will be electronically 

processed for eventual admission and 

stay in the United States as an F-1 

student. 

 

2. Schools must notify the Office of Catholic 

Schools when an F1 student withdraws. 

 

3. Any student applicant whose passport, United 

Nations travel document, or other Immigration 

and Naturalization documents indicate that he or 

she is a refugee, asylee, parolee, lawful non-

immigrant, or permanent resident, may be 

admitted to the schools of the Diocese of 

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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STUDENT/PARENT HANDBOOK 

 

POLICY: 

 

Each school shall develop and distribute a handbook for 

students and parents.  This handbook shall include 

the following: 

 

Philosophy, 

Admission Policies/Notice of Non-Discrimination 

Academic Policies 

Communication, e.g. how does the parent 

communicate with teachers and 

administrators?  How do teachers and 

administrators communicate with parents? 

Discipline Code, including rules, regulations, 

penalties and exceptions, 

Extra-curricular Activities, including policies on 

participation and exclusion from activities, 

Parent/Studentôs Signed Agreement to be bound 

by the handbook, for example:  ñWe, 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.ò 

 

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 procedures 

described in the student/parent handbook. (See 

ñ(g)ò above.) 

 

3. Faculty and staff members shall be given copies of 

all school handbooks. 

 

4. All local policies and procedures shall be in 

conformity with Diocesan policies, guidelines and 

regulations. 

 

5. A copy of all current handbooks shall be sent to 

the Office of Catholic Schools by September 1
st
 of 

each year. 
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ATTENDANCE REQUIREMENTS 

 

POLICY: 

 

1. Education in the Commonwealth of Virginia is 

compulsory for children who will have reached 

the fifth birthday on or before September 30
th
 and 

until the studentôs 18
th
 birthday. 

 

2. 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. 

 

3. 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 ensuring 

actual attendance.  This is the responsibility of the 

studentôs parent(s) or guardian(s). 
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ABSENCE, TARDINESS, AND LEAVING SCHOOL DURING 

SCHOOL HOURS 

 

POLICY: 

 

It is the responsibility of the Principal to implement 

proper procedures concerning 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 

excuse, the 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 to the Principalôs office or 

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 

studentôs parent, or (b) leave  
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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 

Principal so 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 

should discuss the studentôs progress with the 

parents and advise them of the effect such an 

absence would have on the pupilôs  

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 responsibility of the 

parents.  The school is not under any obligation to 

provide a tutor, make-up-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 

governing such absences. 
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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 homework 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 situations 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 and state 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 share the 

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 childcare providers 

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 comply with all 

applicable provisions of the ñDiocesan 

Regulations for the Response to Claims of 

Sexual Abuse of Minors.ò 
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SCHOOL SPONSORED TRIPS (Field Trips) 

 

 Revised/Approved:  5/17/06 

 

POLICY: 

 

Field trips are to be educational in nature and the 

objective should be related to Diocesan curriculum.  

All field trips must be approved by the Principal. 

 

A permission form signed by a studentôs parent(s) must 

be obtained prior to a student participating in a trip. 

Schools must use the field trip permission slip found in 

the Diocesan policy manual. 

 

Each field trip must be adequately chaperoned and must 

be in compliance with Diocesan safe environment 

Policy guidelines. 

 

Trips to major US cities & abroad are permitted, as 

long as proper supervision, safeguards and 

permissions are in place.  Restraint in scheduling 

            such trips should be based on State Department and 

            Department of Homeland Security guidance and 

            alerts.  Overseas trips should be approved by the 

            Superintendent of Schools and the Diocesan Risk 

            Manager. 

 

 Overnight field trips for elementary students (PK-8) 

  should be approved by the Superintendent of Schools and 

  Diocesan Risk Manager. 
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TRANSPORTATION: 
 

For local and regional travel, whenever possible, bus 

  transportation should be used.  If commercial carriers 

are used, they must provide  certificate of insurance 

 noting ñAdditional Insured.ò  The correct wording for 

the additional insured must be as follows: Additional Insured: 

The Most Reverend Francis DiLorenzo X Dilorenzo, Bishop of 

the Catholic Diocese of Richmond and His Successors in 

Office.  Also contracted carriers should provide proof of 

insurance with minimum limits of liability of $1,000,000 CSL 

(Combined Single Limit) 

 

Due to insurance reasons, 15 passenger vans are not 

permitted to be used in the transportation of students. 

 

If a private vehicle with volunteer driver is used, the 

following must be verified: 

 

- driver must be 21 years of age or older 

- driver must have  met diocesan safe environments standards. 

- driver must have a valid driverôs license and no impediments 

   to driving safely  

-  vehicle must have a valid registration and state inspection 

         sticker and current license plates 

-  vehicle must be insured for the minimum limits of $100,000 

        per person/$300,000 per occurrence 

-  maximum capacity of vehicle is limited to the number of  

         operational seat belts.  Car seats should be used where 

           appropriate. 

-  A signed Volunteer Driver Information Sheet must be 

          submitted to the Principal for each vehicle used 

-  A copy of the driverôs insurance card must be attached to the 

          Volunteer Driver Information Sheet. 
Leased Vehicles 

If a vehicle is leased, 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 Catholic Mutual, contact should be made 

with the Diocesan Risk manager.  Coverage cannot be automatically 

assumed for leased, rented, or borrowed vehicles. 
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STUDENT PUBLICATIONS 

 

POLICY: 

 

1. A faculty advisor must review and approve all 

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 necessary so that 

tasteless and offensive photographs, write-ups, 

and references are eliminated. 
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DISCIPLINE 

 

POLICY: 

 
1. Each school shall formulate a set of rules and 

procedures regarding school discipline consistent with 

its school philosophy.  These 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 measures must not be excessive, arbitrary, 

inflict bodily harm, or intended to subject the student 

to ridicule or defamation.  Corporal punishment or any 

striking o f a child with any object or hand is expressly 

forbidden, regardless of parental consent. 

 
3. Discipline records are not part of the studentôs 

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 

problems of 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 well-prepared and well-conducted classes 

as the first step toward good classroom discipline. 
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2. Self-discipline demonstrated respect for each 

individual, and well-prepared and conducted 

classes all contribute to an environment where 

potential discipline problems are minimized. 
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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 situation and 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 nature of the studentôs infraction 

and the surrounding circumstances.  The following 

are some acceptable disciplinary measures: 

 

 a. Conference with pupil 

 b. Conference with parents 

 c. Assignment of special tasks 

 d. Denial of privileges 

 e. Detention 

 f. Probation 

 g. Suspension 

 h. Dismissal 

 i. Expulsion 

 

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 reasonable notice of the 

suspension is provided to the parents.  This 

policy applies to in-house and out-of-house 

suspensions. 

 

If in the judgement of the school Principal the 

studentôs actions warrant removal from the 

school community for a period of time, the 

parents or guardians are to be notified by the 

Principal or designee immediately.  Written 

notice of the schoolôs actions will follow.  

Students who have received an out-of-school 

suspension cannot be readmitted until a parent 

meets with the Principal or designate and 

agrees to cooperate with the school. 

 

Signed agreement of parents and a written report 

of the suspension are to be filed in the 

studentôs confidential folder, but do not 

become part of the studentôs permanent record. 

 

 3. DISMISSAL 

 

Conduct which 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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consulted before any action 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 this action.  

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 of school rules for which other 

means of discipline have proven 

ineffectual, and/or the studentôs continued 

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 it necessary to expel 

a student, the Principal must: 

        

 meet with the student and the studentôs 
parents;  

 implement any hearing process if required 

by local school policy; 

 seek permission from the Superintendent 

of Schools; 

 provide written notice to the parents of the 

decision to expel the student. 
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 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: 

 
Students who unlawfully use, consume, possess, or 

distribute drugs, or who use, consume, possess or 

distribute alcohol, and/or possess a weapon (e.g., 

knife, firearm) on school property with access to 

students attending the school are subject to 

appropriate disciplinary 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 one is 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 school property, 

near school property with access to students 

attending the school, or at school-sponsored 

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 possession 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 exists, the 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 against drugs, weapons, unauthorized 

publications, and other contraband materials.  

Search of a studentôs person and/or personal 

property on school property or at school activities 

(e.g., automobiles, etc.) may be conducted by the 

school Principal or other designated officials.  It is 

only necessary that a search be reasonable and 

related to the schoolôs rights in these regards.  The 

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 childôs age, history and school record; 

 

The prevalence and seriousness 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 officials should not carry out or allow to be 

carried out ñstrip searchesò 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 desk vis a vis other students, but has no 

proprietary rights versus the school. 

 

2. Schools should publish a policy, which states the 

right of the school to inspect and search 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 that school 

officials retain the right to periodically inspect 

student lockers and desks. 
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4. Unless the safety of other students requires prompt 

removal of dangerous items, or there is a 

possibility of imminent destruction or distribution 

of illegal substances, school officials having a 

ñreasonable suspicionò 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. 

 

2. Sexual harassment is defined as any unwelcome 

sexual advances, unwelcome physical contact of a 

sexual nature, or unwelcome verbal or physical 

conduct of a sexual nature.  ñUnwelcome verbal or 

physical conduct of a sexual natureò includes, but 

is not limited to, ñ the deliberate, repeated making 

of unsolicited gestures or comments, or the 

deliberate, repeated display of offensive, sexually 

graphic materials which is not necessary for 

school purposes.ò 

 

3. 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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NOTICE OF   SEX OFFENDERS LIVING 

WITHIN CATHOLIC SCHOOL 

COMMUNITIES 

 

POLICY: 

 

This policy is created 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 way condones 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 re-registration of any sex 

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 information in the 

handbook inviting parents to check the Virginia State Police 

website at http://sex-offender.vsp.virginia.gov/sor/index.html to 

learn of any sex offenders located within the same or contiguous 

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 approval 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 

§ 9.1-901 shall not enter school grounds without prior express 

permission and pre-arranged supervision of school 

administrators. 

http://sex-offender.vsp.virginia.gov/sor/index.html
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CHILD ABUSE AND NEGLECT 

 

POLICY: 

 

Virginia law imposes upon school personnel the legal 

responsibility of reporting to local Child Protective 

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 Child Protective 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 that the interview took place. 

 

Each school employee must be aware of and abide by the 

information and guidelines contained in ñDiocesan 

Regulations for the Response to Claims of Sexual 

Abuse of Minors.ò 
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SAFE TOUCH 

 

The Catholic Diocese of Richmond in accord with article 12 of 

the Charter for the Protection of Children and Young People 

provides a ñsafe environmentò program for children.  The 

program that has been approved for use in the Diocese of 

Richmond Catholic Schools is the VIRTUS Childrenôs Program.  

The curriculum is available under the ñeducatorò tab on the 

VIRTUS website. 

 

 

 

 

 

 

 



101 

 

617 

 

 

GRADUATION 

 

GUIDELINES: 

 

1. Elementary school graduation ceremonies should 

be simple and dignified. 

 

2. High school graduation ceremonies should be 

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 NON-GRADUATION 

 

POLICY: 

 

1. Non-promotion or non-graduation 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 graduating. 

 

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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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. Specific dress code requirements are to be clearly 

stated in the local schoolôs 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 

counsel for multi-year contracts or those involving 

unique financing. 
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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 pathogens 

exposure control plan. 

 

2. 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 (i.e. non-

allergenic rubber gloves, antiseptic towellettes, 

bleach, towels, garbage bags, etc.) are available. 
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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.  

 

2. A record shall be kept of each drill, e.g. date, time 

of day, length of time for evacuation, special 

circumstances or problems experienced, number 

of people exiting building during the fire drill. 

 

3. Teachers and pupils must be familiar with fire bell 

signals.  Each schoolroom and hallway must have 

fire drill routes posted. 

 

4. 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 account for each student. 

 

5. During a fire drill everyone must vacate the 

building, and all school windows and doors should 

be closed. 

 

6. Fire extinguishers must be serviced yearly.  All 

staff members should be instructed of the location 

and correct use of the extinguishers. 
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7. All schools must be equipped with emergency and 

exit lights.  Panic bars must be attached to all 

emergency exit doors. 

 

8. All fire doors on stairways shall be kept closed at 

all times. 
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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. 

 

2. 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 

fi rst 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. 

 

3. 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 School Health Guidelines when 

designing and implementing their school 

health/clinic program and procedures. 

 

4. ll 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 communicable disease must 

be reported immediately to the Superintendent of 

Schools. 
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   Each case will be handled on an individual basis. 

 

5. Dispensing of prescription or non-prescription 

medicines require written parental permission.  

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 physicianôs 

name, address and time for administrating 

medicine.  The name of the medication must be 

clear. 

 

6. 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 information on file 

that includes:  name and address of 

studentôs parents, home and work 

telephone numbers, pertinent medical data, 

studentôs blood-type, and the studentôs age. 

b. Reporting all potentially serious injuries to 

the Principal or School Nurse. 

c. Preparing 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 responded to. 
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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/Designeeôs decision is final.  The 

administration, faculty and staff may request that 

the Principal deny or revoke specific user access. 

 

2. 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. 

 

3. 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 

organizationôs networks or computing resources 

must comply with the rules appropriate for that 

network.  Transmission of any material 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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Privileges 

 

The use of the Internet is 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 close an 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 others. 

 

b. Use appropriate language.  Do not swear, 

use vulgarities or any other inappropriate 

language.  Illegal activities are strictly 

forbidden. 

 

Do not reveal your personal address or phone 

numbers to other students or colleagues. 

 

d. Note that electronic mail (e-mail) 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 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, mis-deliveries, or service interruptions 

caused by its own negligence or user errors or 

omissions.  Use of any information obtained via 

the Internet is at the userôs risk.  The Diocese 

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 use another individualôs 

account without written permission from that 

individual. 
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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 

computer systems 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 connected 

to any of the Internet backbones.  This includes 

(but is not limited to) the uploading or creation of 

user viruses. 
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ATHLETICS 

 

Revised 9/01 

 

POLICY: 

 

1. Parish Schools.  In parish schools all athletic teams 

come under the direct 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, transportation, 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. 

b. On parish-sponsored teams, where participants 

are parish school students only, school 

sponsored insurance is in effect. 

c. On a parish-sponsored team, where 

participants are a combination of parish school 

and parish religious education, school 

sponsored insurance is not in effect. 

d. 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 under the direct authority of the school and 

therefore of the Principal or his or her designee.  The 

Principal has the same rights and responsibilities vis-à-

vis athletics as the Pastor in a Parish School. (See #1 

above.) 
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a. Participation is open 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 Policy 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 athletic program 

must have written guidelines, including a 

code of conduct for students and parents, 

to be signed by students and parents. 

 

3. No elementary school may field a football team. 

         

4. Secondary school athletic teams are governed by 

the norms established by the Virginia Catholic 

High School League as approved by the 

Superintendent of the Office of Catholic Schools. 
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EXTRACURRICULAR ACTIVITIES 

 

POLICY: 

 

1. A student must pass all courses s/he is currently taking, 

and which are required for graduation in order to 

participate in any extra-curricular activities.  Such 

courses must have been passed in the marking period 

preceding participation.  Likewise, a student must be in 

good standing under the disciplinary standards of the 

school. 

 

2. The above policy applies to all extracurricular 

programs and activities that are in any way sponsored 

by the school. 

 

3. In elementary grades, Pre-K - 5, extracurricular social 

activities are never to be held under school auspices 

nor are they to be sponsored by any member of the 

school faculty or staff. 

 

4. Extracurricular Social Activities (Grades 6-8) may be 

held under the auspices of the school.  Chaperones 

must be provided. 

 

5. Regulations for school proms in secondary grades must 

be sent in advance and in writing to all parents.  Such 

regulations must include sufficient chaperoning. 

 

6. School-sponsored events for students shall never 

provide or otherwise make available alcoholic 

beverages. 
 

GUIDELINES: 

 
Secondary schools are strongly encouraged to sponsor parties 

and special events for their students---both around 

prom time and at other times during the year---in 

which students can socialize and have fun in an 

environment free of alcohol. 
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STUDENT INSURANCE 

 

POLICY: 

 

1. Each school student must purchase 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. 

 

2. The student insurance issued through the diocese 

is a blanket policy that covers any school-related 

and school-sponsored function or activity. 
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SUPERVISION OF STUDENTS 

 

POLICY: 

 

1. Careful supervision of all students enrolled in 

schools of the Diocese of Richmond is a principal 

concern and responsibility of all 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. 

 

2. 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 allowed, 

and the use of volunteers should all be addressed 

by each school. 

 

3. Particular care should be given to details of 

supervision in the following areas: 

 

a. Field Trips  (see Policy on Field Trips) 

b. School buses 

c. Travel to athletic events 

d. Dances, proms, class trips 

e. Daily activities within the school that present a 

potential for harm or an accident, e.g. works in 

the science lab, physical education classes. 
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Records and  

 

Evaluations 
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STUDENT RECORDS AND EVALUALTION 

 

POLICY: 

 

 1. THE CUMULATIVE RECORDS 

 

It is the responsibility of the Principal to see that 

student records are up-to-date, contain complete 

information, and are kept locked and secure.  The 

cumulative record is limited to the permanent 

record card, attendance card, 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 typed.  Any hand-written 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 are to be 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 up-to-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 all currently 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 studentôs cumulative  

record. 

 

Test results are retained indefinitely for students 

who have graduated or transferred form the 

school. 

 

 2. 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 records must 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 Nurses, published 

by the Commonwealth of Virginia, 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. 

 

3. STUDENT CONFIDENTIAL RECORDS 

 

A student confidential file is kept if information  

in addition to the studentôs cumulative file is  

maintained.  A confidential file could contain  

special education records, psychological reports,  

disciplinary records, anecdotal information, or  

reports by the guidance counselor. 

 

Records from a special education program are 

retained indefinitely. 

 

 

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 



122 

 

702 

 

 

ACCESS TO STUDENT RECORDS 

 

POLICY: 

 

1. ACCESS TO RECORDS 

 

a. Every effort shall be made to keep student 

records confidential.  Within the school 

itself, only the Principal and designated 

individuals shall have access to a studentôs 

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 reasonable 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 the written consent of his 

or her parents, may view  

                                    his or her file. 

 

 

2. 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 the custodial 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 records are 

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 

must be marked ñhand carriedò. 

 

e. Parents who wish to home school their 

child(ren), and desire access to the 

studentôs records, must provide the school 

with written permission to forward those 

records to the public school within their 

attendance area.  Parents can only gain 

access to those records once they have 

been received by the public school. 

 

3. 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 studentôs graduation or provide 

transcripts of the studentôs academic record to 

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 the contract, including the failure to 

meet financial obligations. School handbooks shall 

inform the studentôs parents of this condition. 
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MISCELLANEOUS RECORDS 

 

POLICY: 

 

1. It is the responsibility of the Principal to 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 I surveys:  indefinitely 

 

c. School lunch/milk program records: 

indefinitely 

 

d. Cancelled checks and other financial 

records:  7 years. 
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STUDENT EVALUATION, GRADING, AND TESTING 

 

POLICY: 

 

1. Every effort shall be made to monitor and record 

the progress of students.  It shall be the on-going 

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 Diocesan-testing program.  In 

addition to the Assessment of 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, parent-teacher 

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 school year. 
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6. 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 participation and effort, and standardized 

testing. 
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PROMOTION/RETENTION 

 

POLICY: 

 

1. The final decision to promote or retain a student 

shall be made by the Principal based on the 

studentôs academic performance and best interests. 

 

2. 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 to the next grade. 

 

3. Parents should be kept informed about the 

inability of their child to progress satisfactorily.  

If, in the teacherôs judgement, retention may be 

recommended, the Principal should be notified 

first and arrangements made for a conference with 

the parents no later than the end of the 3
rd

 quarter.  

Minutes of that conference should be kept and 

copies mailed to the parents. 

 

4. Absence in itself is not cause for retention, 

provided the work that has been missed is 

satisfactorily made up by the student. 
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800 

 

 

 

 

 

Development 

 

 

Public Relations 
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801 

 

 

PUBLIC RELATIONS 

 

GUIDELINES: 

 

1. Developing a program of public relations is 

primarily the responsibility of the local school 

community.  The program will depend 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 to maximum 

involvement of the wider community in support of 

Catholic education. 

 

2. A Public Relations program should include, but 

not be limited to:  publication of student and 

parent handbooks, scheduled parent-teacher 

conferences, student service projects, a school 

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. 

 

3. The Office of Catholic Schools can assist local 

schools in their public relations efforts. 
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802 

 

 

 

DEVELOPMENT 

 

GUIDELINES: 

 

1. All schools are encouraged to establish a 

permanent development program. 

 

2. The principal concerns of the development 

program should include the following: 

 

a. Securing funding for the schoolôs long- 

term viability, capital projects, an 

endowment, and annual financial aid 

needs. 

 

b. Directing or assisting with all public 

relations efforts vis-à-vis the wider school 

and local communities. 

 

c. 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 school-sponsored 

publications, whether intended for internal school 

use or the wider public should reflect the Catholic 

educational philosophy and Diocesan policies in 

character, presentation and substance. 

 

2. All media releases and other publications must be 

approved by the Principal. 

 

3. Media reporters and/or representatives must obtain 

the permission of the Principal before a school can 

be visited for the purpose of reporting school 

activities. 

 

4. Prior to publication of audio, video, or still 

pictures involving students, written parental 

permission must be sought. 
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804 

 

 

 

THE ROLE OF PARENTS IN THE SCHOOL COMMUNITY 

 

GUIDELINES: 

 
1. As integral members of a schoolôs faith-community, 

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 developed for the education of 

their children.  The wide spectrum of this involvement 

includes volunteer work, participation in parent-teacher 

conferences, attendance at meetings and seminars 

designed to help parents assist their children at home 

and active involvement in the schoolôs Parent-Teacher 

Organization. 

 
3. Parental involvement is not only a welcome and 

essential part of Catholic schools fulfilling their 

mission, but follows directly from the churchôs belief 

that schools exist to assist parents in the education 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 solicitous of 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 are the heads of the household, so the 

Principal is head of the school. 
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805 

 

 

PARENT TEACHER ORGANIZATIONS 

 

POLICY: 

 

1. Every school shall have a Parent-Teacher 

Organization.  The Parent-Teacher Organization 

should strive to: 

 

a. support and promote quality Catholic 

education; 

 

b. encourage Catholic 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. 

 

2. All materials prepared by parents for release to the 

Parish or school community must be approved by 

the Principal. 

 

3. 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 annual PTO budget. 

 

4. 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 

maintained at the school. 

 

2. 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 accepting such 

funding to determine compliance. 

 

3. No catholic school, private, regional or parish may 

accept federal funding without prior approval from 

the Office of Catholic Schools. 
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900 

 

 

 

 

 

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 the Financial 

Management Process for Schools, revised 2005, as 

published by the Office of Catholic 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. Checks and cash unable to 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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901(continued) 

 

 

Revised 9/06                

 
7. All accounts under the schoolôs jurisdiction shall have 

no fewer than two (2) personô signatures required for 

check writing and withdrawing of funds.  At times it 

may be difficult to obtain the signature of the second 

party whenever checks are being written.   Therefore, it 

is recommended that more that two people have their 

signatures on file with the bank for each checking and 

savings account.  Signature stamps are not permissible.  

The bookkeeper should not be a signer of the checks. 

 
8. Pre-signed checks are not permissible. 

 
9. One of the authorized signatories must be the principal 

or president. 

 
10. All Statements received relative to school bank 

accounts must be reconciled monthly.  All June 30
th
 

bank and investment statements and printed 

reconciliation reports must 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. 

 
11. A member of the local School Board Finance 

Committee or an outside competent financial 

representative should periodically (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 provided in this appendix should be 

completed and sent to the Diocese Finance office. 
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901(continued) 

 

Revised 9/06                

 
 

12. The local School Board Finance Committee shall 

review at least annually the internal accounting 

controls over the schoolôs financial operation and shall 

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 

Diocese Finance office. 

 

13. 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.    

 

14. Schools that foresee any significant financial 

difficulty must notify the Superintendent of 

Catholic Schools and the Office of Finance as soon 

as possible. 

 

15. Each school must have financial accounting systems 

separate from other parish systems, including a bank 

account separate from that of the parish. 

 

16. Endowments and investments must be reflected on the 

schoolôs books.  These statements must be reconciled 

monthly or quarterly as the statements are received. 
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902 

 

BUDGETING AND REPORTING 

 

Revised 9/06 

 

POLICY: 

 

Mandatory Procedures 

 
1. Each school shall make a monthly financial report to the 

local school board and/or or its finance committee. 

 

2. Schools must backup their PDS General Ledger/Payroll 

and School Office Management files to the Diocese FTP 

server no later than the 15
th
 of the month following. 

 

3. Each school must submit a copy of its approved 

Preliminary Budget by detailed expense type, signed by the 

Principal and Priest and the finance chairperson of the local 

school board, to the Diocese Finance office by May 1
st
.  An 

Annual Report with variance to budget explanations is due 

to the Diocese Finance office by August 1
st
.  A revised 

budget with the actual enrollment numbers must be 

submitted and signed by September 15
th
 to the Office of 

Finance 

 

4. Schools will receive preliminary budget preparation data 

from the Diocese Finance Office every February for the 

following fiscal year. 

 

5. Schools are encouraged to use the PDS Budget Worksheet.  

Each budget at conclusion must balance: Total Income 

equals Total Expenses.  The budget must be keyed into the 

PDS Ledger/Payroll prior to the beginning of the fiscal 

year. 
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(902 Continued) 

 

Revised 09/06 

 
6. Secured-driven income, i.e. tuition, fees/sales, 

transportation, parish subsidies, and endowment monies, 

Must constitute at least 90% of a schoolôs budgeted 

income.  (Historically reliable development income will 

also be considered). 

 

7. Schools should not budget for more than 110% percent of 

previous yearôs third source income, sources that are not 

considered secured-driven. 

 

8. Preliminary budget preparation data must include 

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 projected.  A budget safety 

factor of 10 less students from actual registration data is 

recommended when constructing 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 whereby responsibility 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, suggests budgeting 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 suggests budgeting at least 5% 

of income for financial aid. 
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903 

 

SALARIES 

  

Revised 09/06 

 

Policy: 

 
1. 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 offices:  Human Resources, 

Finance and Catholic Schools. 

 

2. Principals are required to post a copy of the faculty 

minimum salary scale in a place accessible to all 

faculty. 

 

3. The appropriate step on the salary schedule is 

determined as follows: 

 

Faculty: 

a. New faculty 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: 

 

 One step is awarded for each year of 

teaching experience. 

  

4. Schools that pay teachers over 12 months must 

accrue a summer salary liability over 10 months ï 

August through June, and put the money aside to 

pay the liability the following summer. 
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(903 Continued) 

 

 

Principals: 

 

a. The Principal salary scale is 1.5 times the 

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: 

 

 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 presidents 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 community, 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. 

 

2. Tuition does not cover the total cost of a Catholic 

Education.  In order to provide a mechanism to 

help make Catholic education affordable to more 

families, third source income along with the 

church subsidies bridge the remaining cost. 

 

3. School-aged Catholic children should be given a 

reasonable opportunity to attend Catholic schools 

notwithstanding the familyôs inability to pay the 

full costs associated with it. 
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Revised 9/06 

 
4. Tuition will be determined at the local level and based 

on the cost to 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 the desire 

to keep Catholic education accessible for families of all 

incomes.  Schools are strongly encouraged to keep the 

number of individual fees to a minimum. 

 

5. Each school will have a tuition payment process that 

includes a structure, which allows for payment of 

tuition to begin no later than July 1 and to be 

completed by April 30 of a school year. 12 month 

arrangements are acceptable if using FACTS tuition 

payments.  Other exceptions must be approved by the 

Superintendent of Catholic Schools. 

 

6. FACTS is the Tuition management company approved 

by the Office of Catholic Schools. 

 

7. Discount programs for pre-payment and multi-child 

attendance are allowable. 

 

8. Transcripts and reports should be held till financial 

responsibilities are met.  Parents 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. 

 

9. It is recommended that collections begin on tuition 

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 

program must be governed by (a) consideration of 

a schoolôs operating needs, (b) the availability of 

funds, (c) the necessity of maintaining educational 

standards within the school, (d) the total number 

of potential applicants for assistance, and (e) the 

Churchôs stated commitment to those in need. 

 

           2.           Tuition assistance determinations should be 

                      provided through the FACTS or the Princeton 

                      Plan.  Tuition assistance may be supported by (1) 

                      parish subsidy, (2) special scholarship funds, (3) 

                      third source income funding or (4) interest earned 

                      on the Endowment Funds. 

 

3. Each school must have a financial aid committee 

to assist the Principal or 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 of the Churchôs 

commitment to catholic schools and catholic 

education. 

 

2. No parish may spend more than 40% of its 

ordinary income, excluding tuition, in subsidy to 

schools.  This income is exclusive of special 

diocesan collections and borrowed funds. 

 

3. 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. 

 

4. In cases where a relatively significant number of 

students from a given parish attend a non-parish or 

regional school, arrangements must be made to 

ensure that the parish gives some financial support 

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 the Bishopôs Office. 

 

5. Agreements concerning 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 

assessments is the responsibility of the Bishopôs 

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 studentôs school is often charged a higher 

tuition than students who are members of parishes 

which support the same school.  In such cases, the 

studentôs parish should support the studentôs 

catholic education by paying some or all of the 

difference between the studentôs tuition and the 

tuition charged to students from parishes 

providing financial support to the same school.  

Such payment shall be made to the studentôs 

school, on the studentôs behalf, and shall be in an 

amount determined upon agreement of the Pastor 

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

studentôs parish.  In all such instances, the relative 

financial means of the school and of the studentôs 

parish must be taken into account. 
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908 

 

FUNDRAISING 

 

Revised 09/06 

 

POLICY: 

 

1. All schools shall engage in fund-raising activities 

for the purpose of securing third-source income as 

well as meeting other periodic needs as 

determined by the Principal and local board. 

 

2. The Development Committee of the local school 

board should plan and implement on-going 

funding efforts to help secure a schoolôs financial 

stability. 

 

3. 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. 

 

4. All fundraising activities must be approved in 

advance by the schoolôs Principal. 

 

5. Fundraising activities must be organized and 

executed without interrupting the schoolôs 

educational program. 

 

6. Students may participate in fundraising activities 

only with the Principalôs approval. 

 

7. Records of funds from the fundraising must be 

maintained at the school by the bookkeeper and in 

the schoolôs financial statements. 
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909 

 

USE OF SCHOOL FACILITIES 

 

POLICY: 

 

1. Diocesan schools have the potential to become 

centers for education and other community 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 maintenance 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 should 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, maintenance 

and liability. 

 

5. Whenever parish facilities are used on a regular 

       basis by non-parish groups, regardless of parish 

affiliation, certificates of insurance and hold 

harmless agreements must be obtained.  Such 

organizations would include, for example: Boy 

Scouts, Knights of Columbus, neighborhood 

associations, Little League Baseball, exercise 

classes, karate classes, and music lessons.   
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These organizations have a foundation outside the  

parish or school and many times will have  

insurance available through their state or national  

offices.  

 

6. 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 coverage will protect the 

organization or individual and its officers, 

employees, agents, and volunteers.  

 

7. 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 

Diocese of Richmond-from any claim, lawsuit, 

and costs resulting from their use of school 

premises.  (See Appendices) 

 

8. 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.  

 

9. Whenever a contractor/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. When the facilities are provided for regular use to 

outside organizations and fees are charged for that 

use, a contract must be obtained, along with the 

standard Hold Harmless Agreement and 

Certificate of Insurance. 

 

11. The Certificate of Insurance must evidence 

minimum limits of liability protection of 

$1,000,000.  Workersô Compensation and vehicle 

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. 

 

12. Any contractor working on school property must 

provide Buildersô Risk Coverage for the project.  

The contractor is responsible for the deductible. 

 

13. The school or parish must provide, or ensure that 

the users provide, appropriate adult supervision 

when facilities are being used for athletic events.  

When participating in adult open gym/athletic 

programs, each person, whether a parishioner or 

not, must sign the release agreement each time 

they participate. 

 

14. For any youth athletic programs, parents must sign 

the form for each program in 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 

(Financial/Facility operations) 

 

Proposed for Policy 909 

 

Regional (Inter-parochial), 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 with existing staff: 

i. Compensate staff with an agreed upon rate, 

deducting the appropriate taxes. All compensation 

must appear on the W-2 as salary and on school 

accounting records. 

ii.  A summer appointment letter is not required, but 

highly recommended. 

b) To administer a summer program with an independent 

contractor: 

i. Participants pay fees directly to the independent 

contractor. 

ii.  Independent contractors must collect the program 

fees and pay their own staff. 

iii.  Independent contractors must rent the facility and 

provide documentation of the appropriate insurance 

coverage as follows: 

iv. 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. 

v. The insurance certificate must name both the school 

and the Catholic Diocese of Richmond as 

ñadditional insured.ò 
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c) In all programs where children are involved, the Diocesan 

Safe Environment Regulations must be followed including 

the screening and education of independent contractors 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 Diocesan Risk Manager, Mr. Kurt Hickman,  

can be reached at: 

 

Mr. Kurt Hickman 

Director of Risk Management 

811 Cathedral Place 

Richmond, VA 23220 

(804) 359-5661 
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911 

 

 

CAPITAL CONSTRUCTION 

 

  

 Approved 5/17/06 

 

 

POLICY: 

 

 

1. Proposals for building 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 renovation must be 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 in the decision 

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 authorized 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: 

 Provide written notification to both the 

Bishop and the Superintendent of 

Schools of the desire to open a school; 

 Agree to comply with the Policies and 

Guidelines of the Office of Catholic 

Schools and the Offices of Finance; 

 Present a case to the Diocesan School 

Board for review and approval; 

 Seek approval from the Diocesan 

Finance Committee 

 Be prepared to provide additional 

information if requested by the 

Diocese. 

 The same procedures shall apply in the 

establishment of a pre-school or 

extended day care program. 
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b. Private Schools.  Before an independent 

school may be designated Catholic, the owners 

and Principals of the school must: 

 

 Provide written notification to the Bishop, 

the Office of Catholic Schools and Finance 

Office of the desire to operate a Catholic 

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 limited to, the schoolôs 

religious programs and activities. 

 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.  If the school is moving from 

another Diocese, a letter of endorsement 

from the Episcopal Vicar for religious 

education and from the Superintendent of 

Schools of that Diocese is also required. 

 Include in the governing charter of the 

organization the affirmation to safeguard 

the canonical prerogatives of the Bishop as 

stated in the letter referred to above (1).  A 

copy of the organizationôs charter must be 

submitted with the referenced letter. 
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 Provide evidence satisfactory to the Office of 

Catholic Schools that the school has been in 

existence and operating for a minimum of (5) 

years. 

 Participate in a candidacy program (minimum 

of two years), starting with the commencement 

of the school year after submittal of the 

application before seeking the formal 

designation Catholic for the school.  The 

candidacy period of a schoolôs application will 

extend until that schoolôs process of adding 

any additional grades is completed.  During 

the candidacy period, the school will provide 

to the Office of Catholic Schools: 

 

ü A school philosophy/mission statement 

that is consistent with the principles of 

Catholic education enunciated in the 

Church documents: To Teach as Jesus 

Did (1973); The Catholic School 

(1977); and The Religious Dimension 

of Education In A Catholic School 

(1988). 

ü Evidence the school is following the 

religious education guidelines of the 

Diocese. 

ü Evidence the school has obtained or 

will work towards accreditation by the 

Virginia Catholic Education 

Association (VCEA)  
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(912 Continued) 

 

and/or Diocesan deemed equivalent for 

schools. 

ü A written description of the structure, goals, 

and governance of the school, including 

identification and biographical information 

about the persons responsible for said 

governance; 

ü A current list of all administrators and faculty 

members who supervise and/or teach religion 

ü A current list of religion textbooks being used 

ü Copies of all handbooks and policy manuals 

used by the school 

ü Statistical data completed on the form 

requested by the national Catholic Education 

Association; 

ü A current list of members of the governing 

board.  A minimum of 50% of board members 

must be practicing Catholics. 

ü Agree to operate the school in facilities not 

owned by the Diocese of Richmond during the 

candidacy period. 

 

 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 schoolôs identification as 

Catholic. 

 Upon receiving the designation of 

Catholic, private schools are eligible to 

request to participate in all educational 

programs developed 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 any 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 the diocese.  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, publicity, and 

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 the new school shall not be that of 

one of the schools being consolidated. 
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(913 Continued) 

 

 

e. It is 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 consolidated 

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: 

 

a. Soliciting additional financial support 

b. Joint staffing by several religious communities 

c. An all-lay staff 

d. Staffing by a different religious community 

e. Consolidation with another school. 

 

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 others involved 1to 

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 and record keeping as the school closes. 

 

4. Similarly, the Office of Catholic Schools will assist in 

the redistribution of library books, 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 

employed 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 Management Team 

that implements the plan 

 

3. An annual in-service of all school personnel must 

be held.  
 

4. Backup of PDS financial records are at Diocese on 

FTP server.  Contact Office of Finance for record 

retrieval. 

 

GUIDELINES: 

 

The school will investigate what other schools are doing 

in their area. 

 

The Board should assist in developing the plan. 

 

The plan should address at a minimum tornadoes, 

thunderstorms, floods, severe snow storms, bomb threats, 

demonstrations, intruder in building, fire, utility 

emergencies, accidents with 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 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 Schoolôs technology is meant for educational purposes: 

classroom instruction, research, or approved projects. In order to 

accomplish these goals the schoolôs computers may be used for 

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 others. 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 appropriate 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 guidelines outlined in this 

policy and in the school acceptable use document found 

in the appendix the Principal or his or her/Designee 

hereafter referred to as the Principal will deem what is 

inappropriate use. The Principal/Designeeôs decision is 

final. 

 

2. 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  
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1000 (Continued) 
 

3. Schools. Examples of unacceptable behaviors are found in 

that document. 

 

 

4. 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. 

 

5. 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 an account at any time as required 

 

 

6. 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. 

 

 

7. 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. 
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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, mis-deliveries, or service interruptions caused by 

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

information obtained via the Internet is at the userôs risk. The 

Diocese specifically denies any responsibility for the 

accuracy or quality of information obtained through its 

provision of Internet service. 

 

 



168 

 

1001 ï 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, without notice, 

to use or search computer equipment of the school, and to 

read, copy, move or delete all files stored on its 

computers. 

 

2. The school does not accept responsibility 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 employeeôs personal purposes 

(e.g., composing a letter during lunch, etc.) 

 

3. The Principal has the right to access any computer or any 

computer file at any time. 

 

4. Security on any computer system is a high priority. 

Anyone with reason to suspect a security problem on the 

network must notify the Administrator. 

 

5.   Users may not use the network in any way that will limit 

or disrupt network use or attempt to access unauthorized 

files. 

 

      6.    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. 

 

7.  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 

student/staff computer use. 
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1001 (Continued) 

 

8. Schoolsô wireless systems should have some web 

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   ï COMPUTER SOFTWARE 

 

 

POLICY: 

 

 

1. Unlicensed software should never be installed on school 

computers. Licensed software must not be installed on the 

schoolôs computers without approval by the 

Administrator. 

 

2. Software & hardware inventories should be updated 

yearly. 
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1003 - E-MAIL / COMMUN ICATIONS 

 

 

POLICY: 

 

1. The school and other Diocesan organizations may make 

communications facilities, e.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. 

 

2. 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 termination of 

employment. 

 

3. Non-school related social contact via the computer 

between faculty/staff and students is prohibited. 

 

4. School staff may use school computers for limited 

personal use 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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Technology and Internet Acceptable Use Policy 

For 

All School Employees   

and 

Students and Grades 6-12 

Diocese of Richmond 

____________________School 

 

 

 

Technology 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 at all times when using the Internet, email and other technology. 

 

The use of the Schoolôs network and the Internet is a privilege, not a right. The 

use of computer systems and the Internet at School must be in support of the 

educational mission and objectives of the Diocese of Richmond and of the 

School.  Inappropriate use may result in cancellation of those privileges. Based 

upon the Acceptable Use Policy guidelines in this document, the Principal will 

deem what is inappropriate use and his/her decision is final. In addition, the 

Principal has the right to close an account at any time. School authorities may 

take other disciplinary actions for any unacceptable behaviors. The 

administration, faculty and staff may request that the Principal deny or revoke 

specific user access. Additionally, the cost of any repairs caused by 

inappropriate behavior will be the responsibility of the student and his/her 

family. 

 
Prior to being given access to the Schoolôs computers and Internet, all staff 

members, as well as students in grades six through twelve and their parent(s) 

(when student is under the age of 18), must return the signed Technology and 

Internet Acceptable Use Contract. Students in grades K-5 will return the 

Computer and Internet Promises form.  These agreements will be completed 

every year.  

 

System users at School have no right to privacy and should have no 

expectation of privacy in materials sent, received, or stored in School-owned 

computers or on the School network. All communications (including email) 

and information accessible via the network is School property. Messages 

relating to or in support of illegal activities may be reported to authorities. The 

technology coordinator/system administrator supervises the use of the network 

by students and school personnel.  He/she has access to all files and email and 

may authorize access as necessary. 

 
Security on our computer system is a high priority. Anyone with reason to 

suspect a security problem on the School network must notify an appropriate 

authority.  
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At School, the faculty and staff blend thoughtful use of computers and the 

Internet throughout the curriculum and provide guidance and instruction to 

students in their use. The School provides controls and filtering protection on 

the Schoolôs network. Outside of School, families bear responsibility for the 

education and monitoring of their students in Internet and computer usage 

much as they do with television, telephones, radio, movies, and other media. 

The School may not be held responsible for usersô intentional misuse of the 

Internet or equipment. 

 

Acceptable Computer and/or Internet Use 

 

1. The Schoolôs technology is meant for educational purposes: 

classroom instruction, research, and/or approved projects. In order to 

accomplish these goals, the Schoolôs computers may be used for 

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 others.  

 

2. Users are expected to abide by the generally accepted rules of 

network etiquette. These include (but are not limited to) being polite, 

using appropriate language, properly citing and/or obtaining 

permission for all information from research sources when the 

information used from those sources is included in a work as a direct 

quote or paraphrase. 
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Unacceptable Behaviors must be promptly reported to the Principal or 

his/her designee includes, but not limited to the following: 

 

1. Refusing to abide by the generally accepted rules of network etiquette 

as mentioned above. 

 

2. Attempting to log on to the School network or the Internet using a 

user ID/password other than his/her own. Sharing passwords or 

trespassing in otherôs folders, work or files.  

 

3. Sending any written comment or picture that is malicious regarding 

another student or individual. All forms of e-communication 

harassment of any kind, unfounded accusations, derogatory remarks, 

confidential information or promotion of illegal or immoral behavior.  

 

4. Sending and receiving of any material in violation of any national, 

state or local regulation. This includes, but is not limited to, 

copyrighted , threatening or obscene material. 

 

5. Using School name or logo on personal websites. The School 

discourages revealing personal information on the Internet and can 

make no guarantees of privacy or security when the user shares 

personal information on non-secure web sites.  

 

6. Publishing information on the Internet, such as blogging, that brings 

discredit to the School (whether on or off School premises).  

 

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

 

8. Any access of inappropriate materials that are offensive graphically 

or display unlawful messages, obscene, discriminatory, harassing, 

threatening, and/or illegal content or downloading/installing 

unapproved software. 

 

9. 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. 

 

10. Using network in any way that will limit or disrupt network use or 

attempting to alter School system settings or data. 

 

11. 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. 
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13. Abuse or fraudulent use of the computer system, network or Internet 

not specifically mentioned. 

 

Prohibited unless authorized by the Administration: 

 

Access to personal email, chatting, instant messaging, or 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. 
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Technology and Internet Acceptable Use Contract 

Diocese of Richmond 

____________________School 

 

 

 

USER  
(Must be signed by faculty, staff and students) 

 

I understand and will abide by the Technology and Internet Acceptable Use 

Policy. I further understand that any violation of this agreement is unethical 

and may constitute a criminal offense.  Should I commit any violation, my 

access privileges may be revoked, and disciplinary action, and/or appropriate 

legal action may be taken. 

 

Userôs Full 

Name:______________________________________________________ 

 (Please Print) 

Userôs 

Signature:_______________________________________________________ 

 

Date:__________________________________ 

 

 

PARENT OR GUARDIAN  

(Must be signed if the user is a student under 18) 

 

As the parent or guardian of this student, I have read and agree to the 

Technology and Internet Acceptable Use Policy. I understand that this 

access is designed for educational purposes. The School has taken precautions 

to eliminate inappropriate material. However, I also recognize it is impossible 

for the School to restrict access to all inappropriate materials, and I will not 

hold it responsible for materials acquired on the Internet. Further, I accept full 

responsibility for supervision if and when my childôs use is not in a school 

setting. I hereby give permission to issue an account for my child.  

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 
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Technology and Internet Acceptable Use Contract 

Diocese of Richmond 

____________________School 

 

 

 
MEDIA RELEASE  

 

I hereby give permission to allow publication on the Internet of my childôs 

creative efforts including stories and artwork, use my childôs name (but no 

picture) in School Internet publications, use my childôs picture (but no name) 

in  School Internet publications, or use my childôs picture and name in a 

newspaper or other external media. 

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

The School and the Diocese of Richmond make no warranties of any kind, 

whether expressed or implied, for Internet service. They will not be 

responsible for any damages suffered. This includes loss of data resulting from 

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

own negligence or user errors or omissions. Use of any information obtained 

via the Internet is at the userôs risk. The School and Diocese specifically deny 

any responsibility for the accuracy or quality of information obtained through 

its provision of Internet service. 
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Computer and Internet Promises 

For 

Grades 1 - 5 

Diocese of Richmond 

____________________School 

 

 

 

Introduction  

 

The use of the computers and the Internet at the School must be for learning.  

We believe that using technology to learn is an important tool as long as 

students act responsibly.  

 

Computer use is a privilege, not a right, and improper use will result in losing 

those privileges. The Principal will decide if improper behavior has occurred 

and whether computer privileges are to be taken away. His/her decision is 

final.  

 

When you use the Schoolôs computers, the Principal and other adults have the 

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 on our computer system is important. If  you see anyone trying to use 

other peopleôs work or trying to go to areas that are not allowed, it is your 

responsibility to notify 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 telephone, the School 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. I 

promise to follow these rules.  

 

1. I PROMISE to use all equipment carefully and not intentionally 

damage or destroy it. 

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

3. I PROMISE to use the computers and Internet for School work 

only and use only the programs and websites that my teacher has 

approved. 

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

with others. 

5. I PROMISE not to use someone elseôs password.  

6. I PROMISE to be polite and not to use any language or pictures 

that are hurtful to others. 

7. I PROMISE to give credit to others when I use their words or 

ideas. 

8. I PROMISE to obey copyright rules. 
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9. I PROMISE to use only my own files and/or folders and never to 

trespass into someone elseôs. 

10. I PROMISE to tell my teacher if I see something on the computer 

that is inappropriate.  

11. I PROMISE to ask for help when I donôt know what to do and to 
print only when my teacher tells me to. 

12. I PROMISE not to reveal my address, phone numbers, or any 

personal information about me on the Internet. 

 

 

I understand that if I do not use the computers or Internet responsibly or if I 

break my promises that there will be consequences. I will sign my name to 

show that I will follow the rules and keep my promises. 

 

Studentôs 

Name        

 (Please Print) 

 

Studentôs  

Signature        

   

Date:  
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PARENT OR GUARDIAN  

(Must be signed if the user is a student under 18) 

 

As the parent or guardian of this student, I have read and agree to the 

Technology and Internet Acceptable Use Policy. I understand that this 

access is designed for educational purposes. The School has taken precautions 

to eliminate inappropriate material. However, I also recognize it is impossible 

for the School to restrict access to all inappropriate materials, and I will not 

hold it responsible for materials acquired on the Internet. Further, I accept full 

responsibility for supervision if and when my childôs use is not in a school 

setting. I hereby give permission to issue an account for my child.  

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

MEDIA RELEASE  

 

I hereby give permission to allow publication on the Internet of my childôs 

creative efforts including stories and artwork, use my childôs name (but no 

picture) in School Internet publications, use my childôs picture (but no name) 

in  School Internet publications, or use my childôs picture and name in a 

newspaper or other external media. 

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

The School and the Diocese of Richmond make no warranties of any kind, 

whether expressed or implied, for Internet service. They will not be 

responsible for any damages suffered. This includes loss of data resulting from 

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

own negligence or user errors or omissions. Use of any information obtained 

via the Internet is at the userôs risk. The School and Diocese specifically deny 

any responsibility for the accuracy or quality of information obtained 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) 

 

STUDENTôS DATE OF BIRTH _________   MALE       _____ 

         FEMALE  _____ 

HOME PHONE ___________________ 

 

FATHERôS NAME ___________________________________ 

 

WORK PHONE __________  HOURS ______________ 

 

MOTHERôS NAME __________________________________ 

 

WORK PHONE __________  HOURS ______________ 

 

FATHERôS ADDRESS _______________________________ 

 

MOTHERôS ADDRESS _______________________________ 

 

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

CUSTODY* ________________________________________ 

 

ADDRESS _________________________________________ 

 

A 
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HOME PHONE ______________ 

 

CHILDôS ALLERGIES (if any) _________________________ 

 

CHILDôS 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 event a parent 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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A 

 

 

        

________________________________________________ 

 (relationship)                (phone) 

 

 

I agree to pick up my sick or injured child in a timely manner 

when contacted.  If I cannot be reached, the above emergency 

contacts can be called to pick up my child.  Additionally, if I 

cannot be contacted in an emergency, the school has my 

permission to take my child to the emergency room of the nearest 

hospital and I hereby authorize its medical staff to provide 

treatment, which a physician deems necessary for the well-being 

of my child. 

 

__________________________________________________ 

Signature of parent/guardian   date 

 

 

*Appropriate custody paperwork must be attached 
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B   UNIVERSAL PRECAUTIONS  

 

Information about Precautions to Prevent Spread of Infectious 

Diseases in School Settings: 

 

 

1. 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 deficiency disorder syndrome (AIDS) and 

hepatitis B). 

 

2.        Avoid punctures with objects that may contain blood from 

             others. 

 

3.        Handle discharges from another personôs body 

           (particularly body fluids containing blood) with gloves and 

           wash hands thoroughly with soap and running water when 

           you are finished. 

 

4.       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 penetrated.  Do not 

           bend, break or recap needles. 

 

5.       Promptly remove another personôs blood and body wastes 

          from your skin by washing with soap and running water. 

 

6.      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.) 

 

7.      Have a vaccination for protection from hepatitis B if you 

         are in contact with developmentally delayed students. 
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157 

 

 

 

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 resuscitation (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 

 

I understand and will abide by the Internet Terms and Conditions 

of Use (Policy and Guidelines, pg. 99 Policy #623).  I further 

understand that any violation of the regulations is unethical and 

may constitute a criminal offense.  Should I commit any 

violation, my access privileges may be revoked, school 

disciplinary action may be taken, and/or appropriate legal action. 

 

Userôs Full Name: ___________________________________ 

 

User Signature: ______________________________________ 

 

Date: __________________________ 

 

 

PARENT OR GUARDIAN  

 

As the parent or guardian of this student, I have read the Internet 

Terms and Conditions of Use.  I understand that this access is 

designed for educational purposes.  The Diocese of Richmond 

Catholic Schools has taken precautions to eliminate controversial 

material.  However, I also recognize it is impossible for the 

Diocese to restrict access to all controversial materials and I will 

not hold them responsible for materials acquired on the Internet.  

Further, I accept full responsibility for supervision if and when 

my childôs use is not in a school setting.  I hereby give 

permission to issue an account for my child and certify that the 

information contained on this form is correct. 
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C 

   DIOCESE OF RICHMOND 

OFFICE OF CATHOLIC SCHOOLS  

 

INTERNET USE AGREEMENT  

 

Parent or Guardianôs Name: ____________________________ 

(Please Print) 

 

Parent or Guardianôs Signature: _________________________ 

 

 

SPONSORING TEACHER 
 

(Must be signed if the applicant is a student) 

 

I have read the Internet Terms and Conditions 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 class, I cannot be held responsible for the studentôs use 

of the Internet.  As the sponsoring teacher, I do agree to instruct 

the student on acceptable use of the Internet and proper Internet 

etiquette. 

 

Teacherôs Name: _____________________________________ 

(Please Print) 

 

Teacherôs Signature: __________________________________ 
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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 school-sponsored 

activity requiring transportation to a location away from the 

school building.  This activity 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: 

 

Date and 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 responsible for any 

legal responsibility which may result from any personal actions 

taken by the named student. 

 

I hereby request that my child, _________________________, 

be allowed to participate in the event described above.  I 

understand that this event will take place away form the school 

grounds and that my child will be under the supervision of the 

designated school employee on the stated dates.  I further consent 

to the conditions stated above on participation in this event,  
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including the method of transportation.  If I cannot be contacted 

in an emergency, the school has my permission to take my child 

to the emergency room of the nearest hospital and I hereby 

authorize its medical staff to provide treatment which a physician 

deems necessary for the well-being of my child. 

 

_____________________________ 

Parentôs Name (Please Print) 

 

_____________________________      ___________________ 

Parentôs Signature    (Date) 

 

I accept responsibility for my behavior. 

 

_____________________________ 

Studentôs Signature 

 

 

Chaperones should take this form and a copy of the studentôs 

Permission for Emergency Care form on the school-

sponsored trip. 
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IMPORTANT CHURCH DOCUMENTS ON EDUCATION  

 

DECLARATION ON CHRISTIAN EDUCATION 

Vatican Council II (1965) 

 

TO TEACH AS JESUS DID 

United States Catholic Conference 

(1973) 

 

THE CATHOLIC SCHOOL 

Sacred Congregation for Catholic Education 

(1977) 

 

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: 

ü Keep the caller on the phone as long as you can. 

ü If you have caller ID, record the number. 

ü 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.  This will notify the phone company to record 

the number. 

ü Find out what time the bomb is due to go off. 

ü 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 message 

V Estimation of sex, age 

ü Notify principal immediately. 

 

The Principal will do the following: 

ü Call 911 and be specific regarding the threat. 

ü 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. 

ü Notify security. 

ü Have copies of blueprints of the building available to 

provide to police. 

ü Do not re-enter the building until you are given the all 

clear by the police. 

ü Secure an area away from the building to meet with 

any parents who may arrive and want to remove their 

children. 

ü Make certain the teachers have their roll books and 

can account for every student in their care.  (Also, 

make sure teachers have their car keys). 

ü Classrooms should be unlocked. 
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F 

 

ü 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. 

ü Make sure you know exactly which staff members are 

present that day. 

ü 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. 

ü Document decisions and actions taken. 

ü The Principal needs to contact the Office of Catholic 

Schools. 
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G RESPONSIBLITIES OF A PRINCIPAL 

 

Spiritual Leadership 

 

1. Oversees the implementation of the schoolôs Catholic 

philosophy and familiarizes teachers, parents and students 

with it. 

 

2. The Principal creates a spiritual climate rooted in the Gospel 

and expressed in prayer and worship. 

 

3. Recognizes and supports the primary right and responsibility 

of parents to foster religious values in their children. 

 

4. Strives to build a faith 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. 

 

2. Develops a curriculum consistent with the Consensus 

Curriculum guidelines taking into account the various 

abilities, needs and interests of students enrolled in the 

school. 

 

3. Monitors faculty implementation of Consensus Curriculum 

guidelines as evidenced in lesson plans and classroom 

supervision. 

 

4. Provides faculty with an environment and the resources for 

quality teaching. 

 

Personnel Selection, Development, and Management 

 

1. Hires and maintains a qualified and effective faculty and 

staff. 
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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 self-discipline 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 student-centered school program. 

 

General Administration and Organization 

 

1. Supervises and promotes the implementation of the school, 

the parish (if applicable) and Diocesan philosophy, 

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. Oversees the management of the schoolôs physical facilities. 

 

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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3. Maintains effective communication with priests and parishes 

associated with the school. 

 

4. Communicates and cooperates effectively with local school 

board. 

 

5. Cooperates with all parishes connected with the school. 

 

6. 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 

schoolôs budget. 

 

2. Oversees the school budget. 

 

3. Manages school financial transactions. 

 

4. Develops short and long-range development goals for the 

school. 

 

5. Insures the schoolôs development office is actively engaging 

in marketing the schoolôs mission to the entire school 

constituency. 
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FACULTY RESPONSIBILITIES 

 

 

1. 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. 

 

2. The teacher holds a pivotal position in the school and should 

bear in mind that education is his/her primary duty. 

 

3. Each teacher is responsible for maintaining and updating his 

or her own certification. 

 

4. Additional responsibilities include: 

 

a. Observing school and diocesan directives 

b. Keeping required records 

c. Submitting evaluations and letters sent to parents 

d. Planning classroom lessons 

e. Maintaining good relations with parents 

f. Maintaining high professional and ethical standards in all 

school-related activities 

g. Participating in diocesan and school sponsored in-service 

programs 

h. Fostering Christian values and behavior among students 
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I   LEASE AGREEMENT 

 

THIS LEASE AGREEMENT, made this _____ day of 

________________, 19___, by and between 

____________________________, hereafter referred 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 premises:  ___________________________ 

 

____________________________________________ 

 

____________________________________________ 

  (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 shall, at the expiration of 
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the term hereof, leave the said premises in good order and 

repair. 
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5. 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 persons or property 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 satisfaction 

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. 

6. The rented premises shall not be used or permitted to be used 

in violation of any Federal, State or Municipal law, nor shall 

it be used for any purposes other than the purposes stated in 

this lease. 

7. The Tenant shall not make any alterations of, additions to or 

changes in the rented premises, without first obtaining the 

Ownerôs written consent thereto, and all alterations and 

improvements, made by the Tenant or the Owner shall be the 

property of the Owner. 

8. 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 to re-enter and take possession 

of the rented premises. 

9. A written notice of thirty days shall be given by 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 month to 

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 representatives and assigns. 

 

WITNESS the following signatures and seals: 

 

  OWNER --- 

 

 

   Name of Parish or School 

 

  By: ______________________________ 

   Authorized Signature 

 

  TENANT --- 

 

   

   Name of Tenant 

 

  By: ______________________________ 

   Authorized Signature 
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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 involve the use of studentsô 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. 

 

_______ I object to the use of the above studentôs name, likeness, 

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___________________________ 

 

 Driverôs License #________________________ 

 

Vehicle(s) that will be used: 

Vehicle I 

 

Name of Owner________________________________ 

Year and Make________________________________ 

Address of Owner______________________________ 

_____________________________________________ 

Model____________________________ 

License Plate______________________ 

Registration Expires_________________ 

Inspection Expires__________________ 

# of Operational Seat Belts___________ 

 

Vehicle II 

 

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 Information:  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: 

 

I certify that the information given on this form is true 

and correct to the best of my knowledge.  I understand 

that as a volunteer driver, I must be 21 years of age or 

older, hold a valid driverôs license, and have the required 

insurance coverage in effect on any vehicle used to 

transport students.  If any of the above information 

changes during the school year, I will notify the school 

office. 

 

  _________________________________ 

   (Signature of Driver) 

 

  _________________________________ 

  (Signature, Insured Registered Owner) 

  

 _________________________________ 

                   (Date) 

 

** Copy of License and Insurance carrier should be 

attached. 
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L  Objection-to-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 the entire work? ________ 

      

___________________________________________________ 

 

3.   How do you think it will affect the library users? ________ 

 

 

 

 

4.    For what age group do you think it should be reserved? 

_____________ 

 

5.    Is the material useful in any way?  Please explain your 

response. 

________________________________________________ 

 

 ___________________________________________________ 
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Objection-to-Content Form 

 

 

6.   Do you know if the material has been reviewed by any 

authorities, and/or 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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Internal Controls Review 

 

I 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 

__/__/20__ through __/__/20__. 

 

 

Bookkeeping Reconciliation Review 

 

I 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 has been 

completed.  Send form to: 

 

Finance Department 

Catholic Diocese of Richmond     

811 Cathedral Place       

Richmond, Virginia 23220   
 

 

     177 
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Section 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 

       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 Schoolôs technology is meant for educational purposes: 

       classroom instruction, research, or approved projects. In 

       order to accomplish these goals the schoolôs computers may 

       be used for 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 

       others. 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 appropriate 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. 

 

8. Based upon the acceptable use guidelines outlined in this 

policy and in the school acceptable use document found 

in the appendix the Principal or his or her/Designee 

hereafter referred to as the Principal will deem what is 

inappropriate use. The Principal/Designeeôs decision is 

final. 
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PROPER USE OF 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 an account 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 school personnel. 
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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 data resulting from delays, non-

deliveries, mis-deliveries, or service interruptions caused by 

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

information obtained via the Internet is at the userôs risk. The 

Diocese specifically denies any responsibility for the 

accuracy or quality of information obtained through its 

provision of Internet service. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy 1001 ï COMPUTER SECURITY AND OWNERSHIP 
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POLICY: 

 

4. 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 use or search computer equipment of the school, and to 

read, copy, move or delete all files stored on its 

computers. 

 

5. The school does not accept responsibility 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 employeeôs personal purposes 

(e.g., composing a letter during lunch, etc.) 

 

6. The Principal has the right to access any computer or any 

computer file at any time. 

 

4. Security on any computer system is a high priority. 

Anyone with reason to suspect a security problem on the 

network must notify the Administrator. 

 

5.   Users may not use the network in any way that will limit 

or disrupt network use or attempt to access unauthorized 

files. 

 

      6.    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. 

 

7.  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 

student/staff computer use. 
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Policy 1001 ï COMPUTER SECURITY AND OWNERSHIP 

 

(continued) 

 

 

8. Schoolsô wireless systems should have some web 

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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POLICY 1002   ï  COMPUTER  SOFTWARE 

 

 

 

 

POLICY: 

 

 

1. Unlicensed software should never be installed on school 

computers. Licensed software must not be installed on the 

schoolôs computers without approval by the 

Administrator. 

 

2. Software & hardware inventories should be updated 

 yearly. 
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Policy 1003 - E-MAIL / COMMUNICATIONS 

 

 

 

POLICY: 

 

5. The school and other Diocesan organizations may make 

communications facilities, e.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. 

 

6. 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 termination of 

employment. 

 

7. Non-school related social contact via the computer 

between faculty/staff and students is prohibited. 

 

8. School staff may use school computers for limited 

personal use 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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Technology and Internet Acceptable Use Policy 

For 

All School Employees   

and 

Students and Grades 6-12 

Diocese of Richmond 

____________________School 

 

 

 

Technology 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 at all times when using the Internet, email and other technology. 

 

The use of the Schoolôs network and the Internet is a privilege, not a right. The 

use of computer systems and the Internet at School must be in support of the 

educational mission and objectives of the Diocese of Richmond and of the 

School.  Inappropriate use may result in cancellation of those privileges. Based 

upon the Acceptable Use Policy guidelines in this document, the Principal will 

deem what is inappropriate use and his/her decision is final. In addition, the 

Principal has the right to close an account at any time. School authorities may 

take other disciplinary actions for any unacceptable behaviors. The 

administration, faculty and staff may request that the Principal deny or revoke 

specific user access. Additionally, the cost of any repairs caused by 

inappropriate behavior will be the responsibility of the student and his/her 

family. 

 

Prior to being given access to the Schoolôs computers and Internet, all staff 

members, as well as students in grades six through twelve and their parent(s) 

(when student is under the age of 18), must return the signed Technology and 

Internet Acceptable Use Contract. Students in grades K-5 will return the 

Computer and Internet Promises form.  These agreements will be completed 

every year.  

 

System users at School have no right to privacy and should have no 

expectation of privacy in materials sent, received, or stored in School-owned 

computers or on the School network. All communications (including email) 

and information accessible via the network is School property. Messages 

relating to or in support of illegal activities may be reported to authorities. The 

technology coordinator/system administrator supervises the use of the network 

by students and school personnel.  He/she has access to all files and email and 

may authorize access as necessary. 
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Technology and Internet Acceptable Use Policy 

For 

All School Employees   

and 

Students and Grades 6-12 

Diocese of Richmond 

____________________School 

 

(Continued) 

 

Security on our computer system is a high priority. Anyone with reason to 

suspect a security problem on the School network must notify an appropriate 

authority.  

 

At School, the faculty and staff blend thoughtful use of computers and the 

Internet throughout the curriculum and provide guidance and instruction to 

students in their use. The School provides controls and filtering protection on 

the Schoolôs network. Outside of School, families bear responsibility for the 

education and monitoring of their students in Internet and computer usage 

much as they do with television, telephones, radio, movies, and other media. 

The School may not be held responsible for usersô intentional misuse of the 

Internet or equipment. 

 

Acceptable Computer and/or Internet Use 

 

3. The Schoolôs technology is meant for educational purposes: 

classroom instruction, research, and/or approved projects. In order to 

accomplish these goals, the Schoolôs computers may be used for 

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 others.  

 

4. Users are expected to abide by the generally accepted rules of 

network etiquette. These include (but are not limited to) being polite, 

using appropriate language, properly citing and/or obtaining 

permission for all information from research sources when the 

information used from those sources is included in a work as a direct 

quote or paraphrase. 
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Unacceptable Behaviors must be promptly reported to the Principal or 

his/her designee includes, but not limited to the following: 

 

14. Refusing to abide by the generally accepted rules of network etiquette 

as mentioned above. 

 

15. Attempting to log on to the School network or the Internet using a 

user ID/password other than his/her own. Sharing passwords or 

trespassing in otherôs folders, work or files.  

 

16. Sending any written comment or picture that is malicious regarding 

another student or individual. All forms of e-communication 

harassment of any kind, unfounded accusations, derogatory remarks, 

confidential information or promotion of illegal or immoral behavior.  

 

17. Sending and receiving of any material in violation of any national, 

state or local regulation. This includes, but is not limited to, 

copyrighted , threatening or obscene material. 

 

18. Using School name or logo on personal websites. The School 

discourages revealing personal information on the Internet and can 

make no guarantees of privacy or security when the user shares 

personal information on non-secure web sites.  

 

19. Publishing information on the Internet, such as blogging, that brings 

discredit to the School (whether on or off School premises).  

 

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

 

21. Any access of inappropriate materials that are offensive graphically 

or display unlawful messages, obscene, discriminatory, harassing, 

threatening, and/or illegal content or downloading/installing 

unapproved software. 

 

22. 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. 
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Unacceptable Behaviors must be promptly reported to the Principal or 

his/her designee includes, but not limited to the following: 

 

(Continued) 

 

23. Using network in any way that will limit or disrupt network use or 

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, network or Internet        

not specifically mentioned 

 

 

Prohibited unless authorized by the Administration: 

 

Access to personal email, chatting, instant, messaging, or 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. 
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____________________School 

 

 

 

USER  
(Must be signed by faculty, staff and students) 

 

I understand and will abide by the Technology and Internet Acceptable Use 

Policy. I further understand that any violation of this agreement is unethical 

and may constitute a criminal offense.  Should I commit any violation, my 

access privileges may be revoked, and disciplinary action, and/or appropriate 

legal action may be taken. 

 

Userôs Full 

Name:______________________________________________________ 

           (Please print) 

Userôs 

Signature:___________________________________________________ 

 

 

Date:__________________________________ 

 

 

PARENT OR GUARDIAN  

(Must be signed if the user is a student under 18) 

 

As the parent or guardian of this student, I have read and agree to the 

Technology and Internet Acceptable Use Policy. I understand that this 

access is designed for educational purposes. The School has taken precautions 

to eliminate inappropriate material. However, I also recognize it is impossible 

for the School to restrict access to all inappropriate materials, and I will not 

hold it responsible for materials acquired on the Internet. Further, I accept full 

responsibility for supervision if and when my childôs use is not in a school 

setting. I hereby give permission to issue an account for my child.  

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

 

 

 

 

 

Technology and Internet Acceptable Use Contract 

Diocese of Richmond 
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____________________School 

(Continued) 

 

MEDIA RELEASE  

 

I hereby give permission to allow publication on the Internet of my childôs 

creative efforts including stories and artwork, use my childôs name (but no 

picture) in School Internet publications, use my childôs picture (but no name) 

in  School Internet publications, or use my childôs picture and name in a 

newspaper or other external media. 

 

Parent or Guardianôs 

Name:_______________________________________________ 

             (Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

The School and the Diocese of Richmond make no warranties of any kind, 

whether expressed or implied, for Internet service. They will not be 

responsible for any damages suffered. This includes loss of data resulting from 

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

own negligence or user errors or omissions. Use of any information obtained 

via the Internet is at the userôs risk. The School and Diocese specifically deny 

any responsibility for the accuracy or quality of information obtained through 

its provision of Internet service. 
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For 

Grades 1 - 5 

Diocese of Richmond 

____________________School 

 

Revised 1/07 

 

Introduction  

 

The use of the computers and the Internet at the School must be for learning.  

We believe that using technology to learn is an important tool as long as 

students act responsibly.  

 

Computer use is a privilege, not a right, and improper use will result in losing 

those privileges. The Principal will decide if improper behavior has occurred 

and whether computer privileges are to be taken away. His/her decision is 

final.  

 

When you use the Schoolôs computers, the Principal and other adults have the 

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 on our computer system is important. If you see anyone trying to use 

other peopleôs work or trying to go to areas that are not allowed, it is your 

responsibility to notify 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 telephone, the School 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. I 

promise to follow these rules.  

 

13. I PROMISE to use all equipment carefully and not intentionally 

damage or destroy it. 

14. I PROMISE not to tamper with the software or network. 

15. I PROMISE to use the computers and Internet for School work 

only and use only the programs and websites that my teacher has 

approved. 

16. I PROMISE to keep my password to myself and not to share it 

with others. 

17. I PROMISE not to use someone elseôs password.  

18. I 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. I PROMISE to give credit to others when I use their words or 

ideas. 

20. I PROMISE to obey copyright rules. 

21. I PROMISE to use only my own files and/or folders and never to 

trespass into someone elseôs. 

22. I PROMISE to tell my teacher if I see something on the computer 

that is inappropriate.  

23. I PROMISE to ask for help when I donôt know what to do and to 

print only when my teacher tells me to. 

24. I PROMISE not to reveal my address, phone numbers, or any 

personal information about me on the Internet. 

 

 I understand that if I do not use the computers or Internet responsibly or if I 

break my promises that there will be consequences. I will sign my name to 

show that I will follow the rules and keep my promises. 

 

 

Studentôs  

Name __________________________________________________________ 

          (Please print) 

 

Studentôs 

Signature__________________________________________________ 

 

 

Date: _______________________________________ 
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PARENT OR GUARDIAN  

(Must be signed if the user is a student under 18) 

 

As the parent or guardian of this student, I have read and agree to the 

Technology and Internet Acceptable Use Policy. I understand that this 

access is designed for educational purposes. The School has taken precautions 

to eliminate inappropriate material. However, I also recognize it is impossible 

for the School to restrict access to all inappropriate materials, and I will not 

hold it responsible for materials acquired on the Internet. Further, I accept full 

responsibility for supervision if and when my childôs use is not in a school 

setting. I hereby give permission to issue an account for my child.  

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

MEDIA RELEASE  

 

I hereby give permission to allow publication on the Internet of my childôs 

creative efforts including stories and artwork, use my childôs name (but no 

picture) in School Internet publications, use my childôs picture (but no name) 

in  School Internet publications, or use my childôs picture and name in a 

newspaper or other external media. 

 

Parent or Guardianôs 

Name:_______________________________________________ 

(Please print.) 

 

Parent or Guardianôs 

Signature:____________________________________________ 

 

 

The School and the Diocese of Richmond make no warranties of any kind, 

whether expressed or implied, for Internet service. They will not be 

responsible for any damages suffered. This includes loss of data resulting from 

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

own negligence or user errors or omissions. Use of any information obtained 

via the Internet is at the userôs risk. The School and Diocese specifically deny 

any responsibility for the accuracy or quality of information obtained through 

its provision of Internet service. 
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Summer Program Policy 

(Financial/Facility operations) 

 

909A 

Approved 6/07 

Regional (Inter-parochial), 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 with existing staff: 

i. Compensate staff with an agreed upon rate, 

deducting the appropriate taxes. All compensation 

must appear on the W-2 as salary and on school 

accounting records. 

ii.  A summer appointment letter is not required, but 

highly recommended. 

 

d) To administer a summer program with an independent 

contractor: 

i. Participants pay fees directly to the independent 

contractor. 

ii.  Independent contractors must collect the program 

fees and pay their own staff. 

iii.  Independent contractors must rent the facility and 

provide documentation of the appropriate insurance 

coverage as follows: 
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iv. 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. 

v. The insurance certificate must name both the school 

and the Catholic Diocese of Richmond as 

ñadditional insured.ò 

 

e) In all programs where children are involved, the Diocesan 

Safe Environment Regulations must be followed including 

the screening and education of independent contractors and 

their staff.  

 


