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POLICY #1210-P

SUBJECT: PARENT ORGANIZATION(S)

Each school within the Diocese of Kalamazoo may establish one or more parent organizations for
the purposes of enhancing communication between home and school; establishing an avenue to
support the school in its venture to instill faith, values and knowledge in its students; and assisting
parents with support as they develop their ever-changing role as the primary educator of their own
child(ren).

Diocese of Kalamazoo Approved by
Kalamazoo, Michigan

_________________________

Most Reverend Paul J. Bra ey
Bishop of Kalamazoo

Policy adopted August 2013.



ADMINISTRATIVE REGULATION #1210-R

SUBJECT: PARENT ORGANIZATION(S)

The school’s parent organization(s) has as its primary purpose to assist and facilitate
communications between home and school and to provide the action to implement suggestions
made at its meetings. The organization(s) also strengthens understanding and co-operation
between parents and teachers.

These organizations must be formally recognized by the Local Consultative Advisory Body
(LCAB) as the voice of parents within the school setting to express support for the mission of the
school. Formal organizational by-laws must be drafted and approved by the LCAB to whom the
organization(s) is responsible. Formal written reports including outline of programs, finances,
and plans for the future are to be submitted to the LCAB on a quarterly basis for their perusal. A
complete financial report, as well as a summary of the year’s activities are to be submitted to all
parents and staff annually in May of each year. PLEASE NOTE: All organizations related to
the school must qualify separately for their own tax exempt status if the school does not
exercise control over the organization’s funds; they do not automatically qualify because of
their association with the church or school. An organization wishing to obtain an
exemption from Michigan sales tax should independently incorporate (with the
requirements of this regulation included in the bylaws) and obtain a 501(c)(3) status from
the Internal Revenue Service.

Officers of a parent organization are to include a chair (president), vice-chair (vice-president),
treasurer, and secretary. These officers, along with the school principal, compose the Executive
Committee of the organization. The chair is responsible to work with the school administrator in
creating the agenda and also to preside at all meetings. The vice-chair fulfills the chair’s
responsibilities when the chair is unable, and also performs other duties as deemed by the chair.
The treasurer is to keep accurate account of the organization’s finances. Minutes of the meetings
are to be kept by the secretary.

All accounting of funds and issuing of checks must be done by two officers of the organization.
Bank statements are to be mailed to and opened by a school (or parish) administrator. School (or
parish) administrator must also reconcile and sign bank statements; and, at the next official
meeting, have the bank balance and date of reconciliation noted in the minutes.

To ensure that all fund-raising efforts of the organization(s) fall within the mission of the school
and do not conflict with other school or parish fund-raising efforts, the administrator must give
approval to all such efforts. He/she shall also approve all other projects of the organization to
guarantee that they support the mission of the school.

Meeting agendas should follow a standard format: a call to order, prayer, approval of agenda and
minutes, treasurer’s report. various committee reports, communications, any presentations, old
and new business, and closing prayer.



POLICY #1331-P

SUBJECT: USE OF FACILITIES FOR ALL RELIGIOUS EDUCATION

Facilities, room equipment, and religious instructional materials of both Catholic schools’
religious education programs as well as non-school religious education programs should be made
available to all formal parish approved religious education programs for all children, youth, and
adults of the Catholic parish community.

Diocese of Kalamazoo Approved by 1-d’a-ct
Kalamazoo, Michigan Most Reverend Paul J. Bradley’

Bishop of Kalamazoo

Policy adopted January, 1974; last revision January, 2007.



POLICY #1460-P

SUBJECT: WELLNESS POLICY

In response to Section 204 of Public Law 108-265 of the Child Nutrition and WIC Reauthorization
Act of 2004, each local education agency participating in a program authorized by the Richard B.
Russell National School Lunch Act (42 U.S.C. 1751 et seq.) of the Child Nutrition Act of 1966
(42- U.S.C. 1771 etseq.) shall establish a school wellness policy.

Diocese of Kalamazoo Approved by ./— 9
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo
Policy adopted January, 2007.



POLICY #1550-P

SUBJECT: SCHOOL ACCREDITATION REQUIRED

All schools within the Diocese of Kalamazoo shall seek and maintain accreditation through the
Michigan Non-Public Schools Accrediting Association (MNSAA).

Diocesan schools are expected to have an active School Improvement Team as part of the on-going
accreditation process. This team is to help with on-going school improvement and to assist in
addressing concerns raised in the site-team report published by the accreditation team.

Diocese of Kalamazoo Approved by +(12JQ
Kalamazoo, Michigan Most ReVerend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 2007.



POLICY #2121-P

SUBJECT: EXECUTIVE DIRECTOR

In the case of schools which serve more than one parish and embrace more than one facility, the
pastors, in consultation with the local consultative advisory bodies and/or a unified board for a
school system, may empioy an Executive Director to serve as the chief administrative officer for
the schools.

This position is considcrcd a school administrative position, and therefore all policies relating to
school administrators are applicable.

Diocese of Kalamazoo Approved by 0 3,náci’
Kalamazoo, Michigan Most ReverEnd Paul J. Br&dley

Bishop of Kalamazoo

Policy adopted NIarch, 1986; last revision January, 2007.



ADMINISTRATIVE REGULATION #2121-R

SUBJECT: SELECTION AND FUNCTIONS OF EXECUTIVE DIRECTOR

After a careful study has been conducted in accordance with Diocesan Policy 7100
(reorganization), the pastors of the unified schools or their designee may hire an Executive
Director. The Executive Director will assume responsibilities as assigned by the pastors of the
unified schools or their designees, such as, but not limited to, fund development, fund raising,
marketing Catholic education, long range planning, fiscal management, and cooperative
purchasing.

The Executive Director is responsible to and will report directly to the pastors of the unified
schools or their designees. All parties are bound by the policies of the Diocese of Kalamazoo and
the regulations of the Diocesan Office of Schools.

The following process will be used for the selection of the Executive Director:
1. The pastors, in consultation with the local consultative/advisory body, submit ajob description

for the position of Executive Director to the Diocesan Office of Schools for
approval/confirmation.

2. The pastors and local consultative/advisory body decide on the requirements for candidates for
the Executive Director position (professional degree, salary range, etc.). These qualifications
should be aligned with the job description.

3. The pastors and local consultative/advisory body appoint a search committee.
4. The search committee shall assume the following responsibilities:

a. Announce position opening
b. Seek applicants
c. Pre-screen applicants
d. Interview selected applicants
e. Present one or more candidates to the local consultative/advisory body.

5. The pastors, in consultation with the local consultative/advisory body and in concurrence with
the Diocesan Superintendent, select the candidate of their choice. Appointment of the
Executive Director is made by the Bishop through the Office of Schools.

6. The pastors and the Office of Schools issue the contract to the candidate and are responsible for
his or her actions in accordance with diocesan policies and regulations. A copy of the job
description, candidate’s personal statistics, and contract are to be kept on file at the Diocesan
Office of Schools.



Sex, race, color, age or national origin shall not be made a condition of employment.



POLICY #2211.1-P

SUBJECT: SELECTION AND APPOINTMENT OF SCHOOL ADMINISTRATORS

School administrators shall be selected on the basis of their qualifications and certification and in
accordance with Church Canon Law, regulations and requirements of the Diocese of Kalamazoo.
Sex, race, color, or national origin shall not be made a condition of employment.

The superintendent, with the consent of the pastor or priest representative and the Bishop, shall
hire the school administrators.

Diocese of Kalamazoo Approved by +Va.caQ $yr&t42cr
Kalamazoo, Michigan Most Reverend Paul J. Bradf’ey

Bishop of Kalamazoo

Policy adopted August, 2016.



ADM[NISTRATIVE REGULATION #221 l.I-R

SUBJECT: SELECTION AND APPOINTMENT OF SCHOOL ADMINISTRATORS

The selection and appointment of a school administrator will generally occur pursuant to the
following process:

I. The pastor or pastors of a unified school district (or their delegate) in consultation with the
LCAB and the Diocesan Office of Schools, decides the requirements for candidates (i.e.
professional degree, teaching experience, salary range, etc.) and the job description for the
position.

2. The pastor, or pastors of a unified school district (or their delegate) in consultation with the
LCAB, appoints a search committee. This committee is expected to maintain strict
confidentiality throughout the search process.

3. The search committee, through the Diocesan Office of Schools, announces the opening. The
Office of Schools will post the opening on the diocesan website and in university bulletins. It
is the responsibility of the search committee to post the opening in church bulletins and local
news media, should they decide to do so.

4. The search committee will be the initial contact for all applicants.

5. The search committee pre-screens applicants, checks their references, and interviews se’ect
candidates.

6. The search committee decides upon one of more candidates for final consideration. All
finalists must be interviewed the pastor or pastors of a unified school district (or their
delegate) if the pastor, pastors or pastor delegate has not been part of the search committee.

7. After a finalist is selected and approved by the pastor, pastors, or pastor delegate, the
candidate is to be interviewed by the Superintendent of Schools.

8. The Superintendent then writes a letter of support to the Bishop, who makes the appointment
of the school administrator.

9. Appointment of the candidate by the Bishop and a contract which has been signed by all
parties must be completed prior to any public announcement or press released related to the
appointment.



ADMINISTRATIVE REGULATION #2fl I.3-R

SUBJECT: FULL OR PART-TIME ADMINISTRATIVE EMPLOYMENT

It is recommended that where economically and educationally feasible, all school administrators
be freed from classroom obligations. Any exception from this regulation must be obtained from
the Diocesan Office of Schools and is to be considered temporary.



POLICY #2450-P

SUBJECT: PROCEDURE

GENERAL POLICY / DEFINITION

In the event that a parent / guardian, student, teacher, staff member, or administrator perceives that
the fair and consistent application of a policy affecting him or her has not been followed, or has
any grievance pertaining to any pertinent contract, he or she will have the right to file a grievance
under this policy. Inmost cases it is expected that the parties will be able to address their concerns
informally at a local level. However, when a recent or continuing problem has not been resolved
this policy provides an alternative vehicle to address such issues. No party shall be subjected to
discrimination or adverse treatment for participating in this grievance procedure.

A grievance to be addressed under this policy will pertain to the violation of established policies or
regulations. This policy does not apply to allegations of harassment, which are addressed
specifically at Policy #4166.4; parties with such allegations are directed to Policy #4166.4 and its
accompanying regulations. Parties that have more generalized complaints not covered by this
policy are encouraged to utilize the Complaint Processing Form included along with this policy.

Disputes over salary, grades, rate of pay, or a supervisor’s judgment regarding job performance or
professional competence should be brought to the pertinent administrator / pastor. Although
problems of this nature are not covered by this policy, parties are encouraged to discuss these
concerns with the pertinent administrator, pastor, or applicable administrator within the Diocesan
Secretariat for Catholic Education and New Evangelization.

Diocese of Kalamazoo Approved by
Kalamazoo, Michigan * ‘i..e o

Most Revere6d Paul J. Bradle
Bishop of Kalamazoo

Policy adopted March, 1986; last revision March, 2013.



ADMINISTRATIVE REGULATION #2450-R

SUBJECT: GRIEVANCE PROCEDURE

The following procedure is established to facilitate reconciliation and to promote the mediation of
disputes within Diocesan schools.

So far as possible all grievances are expected to be settled at a local level. Therefore, the first step
of every grievance requires the aggrieved person (the “Petitioner”) and only the Petitioner to speak
directly and privately with the person with whom he/she has the grievance (the “Respondent”). A
request for such a meeting must be made within a reasonable length of time from the incident.
The Petitioner and the Respondent should make every’ effort to come to an agreement.

In the event that the dispute is not resolved and Petitioner decides to continue the grievance, the
Petitioner should next speak with the person to whom the Respondent is directly accountable.
Again, every effort should be made to resolve the problem at the local level.

The Petitioner may, if necessary, continue the process by petitioning to a higher authority, until the
final administrative authority at the local level is reached. A Petitioner may not take more than
10 working days to appeal to a higher authority afier being informed of an administrator’s
decision. Examples of proper order in parish and system schools are as follows:

• Teacher;

• Principal;

• Pastor (in circumstances of a parish scho&).

Note: If the grievance is against an individual listed above (i.e., a Teacher,
Principal, or Pastor) and resolution has not been reached informally, then the
Petitioner is not required to petition to Respondent, but rather may petition directly
to the next highest authority.

If all attempts to solve the problem at the parish or local level fail, the Petitioner may appeal to the
Executive Director of the Diocesan Secretariat for Catholic Education and New Evangelization, or
that person’s delegate. In order to make an appeal to this office the Petitioner must prepare a
written petition, which shall include the following:

• Petitioner’s name, address and telephone number;
• Contact information for the Respondent;
• A description of the complaint;

• A description of the desired remedy;
• Date; and
• Signature.



The Executive Director or its delegate will review the petition and decide whether the issue falls
within the jurisdiction of the Secretariat and whether the complaint is proper under this policy. If
so, the Director or her delegate will talk with both parties, investigate as deemed appropriate, come
to a decision, and notify the Petitioner within 10 working days of her receipt of the petition and the
timeline for issuing a written decision. The decision of the Executive Director is final.

REMEDIES
In each step of the grievance process the parties may fashion a resolution consistent with school
authority and policy.

TIME LIMITS
If a party waits an unreasonable length of time (as determined by the Executive Director) before
submitting his or her grievance or proceeding to the next step in the procedure, the fact-finding
process could be difficult and appropriate action inappropriate. As such, parties are strongly
encouraged to follow the time limits set forth herein. The pertinent administrator hearing the
grievance may waive the time limits set forth below if circumstances merit the extension.

DOCUMENTATION
There are no specific documents or forms to be used under this policy. As set forth above, there
are a number of placcs where written communication is required. A letter or memorandum with
the information necessary as described above will meet this requirement.



FORM #2450-F

Complaint Processing Form

NOTE: This complaint form is not for grievances involving a violation of a contract
or harassment, both of which are governed by pertinent Diocesan regulations.

Complainant Accused

Job Title Job Title

Reported To Date of Occurrence

Dateffime Reported Time of Occurrence

Others Involved?

The purpose of this form is to document the details of an employee complaint and the
steps to take when conducting a fair and impartial investigation. Please complete each
section of the form and review with the Superintendent.

Describe the situation and the nature of the complaint (e.g., what happened, what was observed, who else was
involved, what was the impact, etc.):

Step I — Interview the Complainant

Who did you interview? Include notes of the conversation below:

Step II — Interview the Witness(es)

Who did you interview? Include notes of the conversation below:

Step Ill — Interview the Accused

Vho did you interview? Include notes of the conversation below:



Step IV — Is a suspension necessary? NO YES
If so, justification for suspension.

Step V — What action do you recommend?

Provide justification for next steps.

Signatures:

Principal’s Signature Date

Superintendent’s Signature Date

cc:
Superintendent



POLICY #2480-P

SUBJECT: LAW SUITS

School administrators may not respond to or initiate a law suit (including obtaining a restraining
order) without first obtaining written permission from the Diocesan Bishop.t
Small claims suits for the purpose of collecting outstanding tuition are excluded from this policy.

Diocese of Kalamazoo Approved by *-6e</Q 4y2r€Zc,—
Kalamazoo, Michigan Most Revere&1 Paul J. Bradf’ey

Bishop of Kalamazoo

Policy adopted July, 1999; last revision August, 2015.

Refercncc Code of Canon Law. C, 1288



POLICY #2510-P

SUBJECT: AUTHORIZED SPOKESPERSONS

The only authorized spokespersons to the media in the event of an emergency are the
Superintendent, the Diocesan Director of Communications, or their designees. No parish or
school staff will speak as a representative or associate of the school while making
disparaging remarks about the schools.

Before the use of name or likeness of a student for any promotional purposes involving the
Diocese or school is used, written permission for publication of this information must be secured
from parents. Uses of name or likeness include, but are not limited to, still pictures, motion
pictures, audio or video tape, photographs, recorded voice and/or features without name of student,
news or feature stories in any media or other purpose whatsoever. This permission shall be kept on
file for the length of the time that the student is at the school.

Diocese of Kalamazoo Approved by * 6&c.c/ çZór2n62tt
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted August 2013, revised August 20 16



POLICY #3120-P

SUBJECT: PREPARATION OF SCHOOL BUDGET

Annually, the school administrator, together with the Local Consultative Advisory Body, shall
prepare a preliminary budget no later than May 30th for the upcoming fiscal! academic year. The
budget format should be consistent with the Diocesan Unifom Chart of Accounts.

Diocese of Kalamazoo Approved by 9 6&ci /4% óné_
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January. 2007; last revised August 2015.



ADMINISTRATIVE REGULATION #3120-R

SUBJECT: PREPARATION OF BUDGET

1. The LCAB, or committee of, together with the principal prepares the preliminary budget for
the upcoming school year.

2. The preliminary budget should be created with realistic cost increases and reflect
pre-registration numbers. Budgets should be prepared with due regard to responsible
stewardship of parish and school funds, financial practices to be avoided include, but are not
limited to, the following: treating hourly employees as salaried employees; exceeding a parish
subsidy that is more than 50% of thc parish offertory; exceeding a parish subsidy that
comprises more than 40% of the school’s budget; and relying on volunteers or low paid staff
to fill positions that are normally paid a frill salary.

3. The LCAB shall process the budget through the parish (or unified) finance committee or a
Committee designated by the pastor (or board of pastors for unified schools). Such review is
limited to the approval of the parish subsidy.

4. After May 30w. a preliminary line item budget (including salaries and tuition) will be sent to
the Office of Schools upon request.

5. Revisions shall be made in the budget which are reflective of actual enrollment and
anticipated revenue in August / September of each year. A final budget shall be submitted to
the Office of Schools no later than October 15th

6. Parish subsidy may not be more than 40% of the budget of the school, absent unusual
circumstances. School subsidy from the parish may not exceed 50% of the parish’s offertory,
absent unusual circumstances.

7. School pre-school programs should be financially self-sustaining.



POLICY #3140.1-P

SUBJECT: ANNUAL FINANCIAL REPORTS

The Local Consultative Advisory Body or other appropriate body shall publish an annual financial
report to the parish and school community no later than November 1st of each year. The report
shall include revenue sources and general categories of expenditures and will be published in the
parish bulletin and the school parent newsletter. A copy of the annual financial report will be sent
to the Diocesan Office of Schools.

Diocese of Kalamazoo Approved by 4—óaa/O. 67>2€Zc—
Kalamazoo, Michigan Most Reverei{d Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 2007.



POLICY #3200-P

SUBJECT: TUITION

Tuition charges for the Catholic schools of the diocese shall reflect the continued commitment of
the Church to maintain the availability of area or parish Catholic schools, wherever feasible, as a
part of its educational mission.

Tuition will be set annually by a school’s Local Consultative Advisory Body or other appropriate
body, in conjunction with the principal. The tuition charge shall be in accord with the costs of
education as well as subsidies in order to ensure a balanced budget.

Normally, tuition fees would be announced prior to spring enrollment; therefore, tuition should be
set in January or February at the time of budget preparation for the upcoming academic year.

In the event a student’s family has unpaid tuition and / or fees, a student’s records and report cards
cannot be withheld from them as a means of encouraging payment of said tuition and fees. These
records and report cards must also be forwarded, at the request of the parents, to other educational
institutions requesting them. So as to not punish the child, other means must be sought to collect
these tbnds from parents.

Diocese of Kalamazoo Approved by ‘F 6Z
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adoped January, 1974; last revision January, 2007



POLICY #3205

SUBJECT: TUITION REDUCTION PROGRAMS

All tuition reduction programs (i.e. programs offered to students and parents of students that result
in reduced tuition, favorable tuition rates, or credits/money towards tuition or in lieu of tuition)
shall be in conformance with guidelines provided by the Diocesan Office of Schools. All schools
desiring to create new tuition reduction programs shall contact the Superintendent of Schools for
advice and resources.

Diocese of Kalamazoo Approved by # cI/42ov4%
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted August 2009.



POLICY #3280.1-P

SUBJECT: DEVELOPMENT PROGRAM, EDUCATIONAL ENDOWMENTS, AND OTHER
DESIGNATED FUNDS

The Diocese of Kalamazoo encourages the establishment of Development Programs and
Educational Endowments in order to broaden the base of support for our parish and/or school
educational programs so quality programs, taught by qualified personnel, may continue to be
provided.

The Educational Endowment shall be established in accordance with the provisions of the
approved model prescribed by the Bishop of Kalamazoo, and should be established as a
sub-account in the Catholic Foundation of Southwestern Michigan, a foundation established to
support the ministries of the Diocese of Kalamazoo, inclusive of its schools,

The use ofdesignated ffinds will be consistent with the intent of the donors, as provided for by law.
All designated ftnds will be managed in a manner so that the find and expenditures therefrom can
be tracked separately from all other thnds.

Diocese of Kalamazoo Approved by ‘/_ó.’/ 4
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1987; last revision August 2016.



ADMINISTRATIVE REGULATION #3280.1-R

SUBJECT: DEVELOPMENT PROGRAMS, EDUCATIONAL ENDOWMENTS, AND
OTHER DESIGNATED FUNDS

I. Parishes desiring to create an Educational Endowment in order to help ensure the financial
thwre of their educational programs shall contact the Superintendent of Schools for advice and
resources.

2. The Educational Endowment shall be formed under the provisions of the approved model
prescribed by the Bishop of Kalamazoo. This model is available through the superintendent’s
office at the Diocesan Office of Schools.

3. Committees charged with studying and establishing the Educational Endowment should obtain
a copy of the provisions of the approved model.

4. The committee, with the consent of the parish pastor or priest representative, shall complete
the model agreement. The completed model shall be submitted to the Office of Schools for
review.

5. The Office of Schools will submit the printed document to the committee for appropriate
signatures.

6. The committee will return the document to the Office of Schools for final review and
preparation for the signature of Bishop.

7. A copy of the document will then be returned to the committee with instructions on additional
steps required to complete the formation of the Educational Endowment.

8. Minutes of meetings of the board of trustees that oversee endowment expenditures shall be
sent on a regular basis to the Superintendent of Schools, Diocese of Kalamazoo.

9. Appropriate resources regarding development efforts are available through the Office of
Schools upon request.

10. The goal of each endowment program should be a minimum of two and one-half times the
amount of the annual budget.

11. Designated funds, whether endowed or non-endowed, held in trust or otherwise, will at all
times be used in a manner consistent with the donor’s intent, as provided for by law.



POLICY #3410-P

SUBJECT: UNIFORM ACCOUNTING

All school administrators will adopt and utilize the uniform financial accounting system
designated by the Diocese of Kalamazoo.

The fiscal year of July Ito June 30 will be adopted by all Catholic schools in the Diocese.

All budgets must be balanced to ensure fiscal responsibility to the Catholic community as well as
to the Diocese of Kalamazoo.

The school administrator is accountable to the appropriate authorities for all funds of the school
whether he or she directly or indirectly conducts the day-by-day financial operation.

Budgets must take into consideration teacher and other contracts which extend into July and
August of the new fiscal year. The July and August costs must be considered liability expenses in
the new budget.

Diocese of Kalamazoo Approved by*’, %
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1974; last revision January, 2007.



POLICY #3511-P

SUBJECT: CRISIS MANAGEMENT / SAFETY PLANS

Each Catholic school within the Diocese of Kalamazoo shall establish a Crisis Managcment Plan
and an overall Safety Plan. These plans will contain specific procedures which address an array
of situations. Any required drills related to the Crisis or Safety Plan are to be held as prescribed
bylaw.

These plans should be reviewed annually and updated as needed.

Records should be kept as to the date, time, and who was in attendance at the annual review of the
school’s Crisis and/or Safety Plan.

Diocese of Kalamazoo Approved by *(Ia.gc-( a
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo
Policy adopted July, 1999; last revision December. 2006.



POLICY #noi-p

SUBJECT: BACKGROUND CHECKS / MANAGEMENT OF CRIMINAL RECORD

INFORMATION

Any MI time or part time employee of the school, including persons employed by entities who

have contmcts with the school to provide food, custodial services, transportation, counseling, or

any other auxiliary services to students (inclusive of share time teachers) whereby they will have

continuous, regular and/or ongoing contact with students, shall have a criminal history

background check completed as required under MCL 380.1230 et seq. as amended, prior to

being a regular employee or working continuously under contract or when an employee

transitions from a position background tested for child protection purposes (e.g. a preschool

teacher) to a school employee. Volunteers will also undergo background checks prior to serving

in any capacity for a school.

The policy and its accompanying regulations will outline (I) parties authorized to obtain criminal

background checks on behalf of the school; (2) procedures for responding to employees or

volunteers with a criminal background; (3) storage and retention of criminal background check

records; (4) sharing criminal history record information (“CHRI”); (5) and obtaining criminal

background checks on the employees of entities that are contractors with the school.

This policy is intended to comply with applicable state and federal law, with specific reference to

the Criminal Justice Information Services Security Policy (“CITS”), which is incorporated herein

by reference and serves as the minimum standard applicable to criminal history record

information management. Any conflict between this policy and the CJIS will be decided in favor

of compliance with applicable law andlor regulation.

If a background check on an employee or volunteer reveals a criminal record, the Office of

Schools will be notified immediately for review in conformance with Diocesan policy and

procedure.

Failure to comply with this policy will result in appropriate discipline, up to and including

termination.

Diocese of Kalamazoo Approved by: * £Ytcc/9. t”nQ
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 2007; revised August 2016.



FINGERPRINT CRIMINAL BACKGROUND CHECKS #4101.l-R

Management by Principals

All K-12 schools will file an RI-087 Agency User Agreement for Release of Criminal History
Record Information with the Michigan State Police (“MSP”), listing the principal as the primary
contact for the school. The most recent form RI-087 obtained from the internet should be
utilized. When changes in contact information (address, email, contract name, etc.) the school
will complete and return a new User Agreement to the MSP. The most current copy of the filed
User Agreement will be maintained in the school’s files. The principal (or the principal’s
delegate) will obtain, process, and manage all criminal background checks and records related
thereto. In order to access CHRI. principals will be subject to a fingerprint-based record check,
with a background re-investigation using iCHAT to be performed every 5 years. Those with
access to CHRI will meet all requirements for such access, including maintaining user passwords
for any systems with CHRI consistent with the following:

1. Minimum length of 8 characters.
2. Not a dictionary word or proper name.
3. Not be the same as the user ID.
4. Expire within a maximum of 90 days.
5. Not be identical to the previous 10 passwords.
6. Not be transmitted outside of the secure location.
7. Not displayed when entered.

Schools will immediately terminate access to CHRI by employees whose employment ends for
any or no reason (within 24 hours) and the MSP Information Security Officer will be notified of
such change within 72 hours. Such employee’s access to CHRI will be terminated through
revocation and deletion of email accounts and confiscation of any keys or pass cards necessary to
access physical records within 24 hours of employment separation. Schools will review an
employee’s access to CHRI when personnel are reassigned or transferred to another position and
initiate appropriate actions such as closing and establishing accounts and changing system access
authorizations. If access is deemed to be suspended, the individual will be restricted from
accessing CHRI within the immediate 24 hours or transfer or reassignment.

The principal, appointed by the local pastor or pastor representative and the superintendent, will
serve as the Local Agency Security Officer (“LASO”) for the school with regard to CHRI and
‘viii: (1) limit access of criminal background check databases at the school to those authorized;
(2) identify and document how the school accesses the state background check system; (3)
ensure that personnel security screening procedures are being followed as stated in CJIS and
herein; (4) ensure that approved and appropriate security measures are in place and are working;
(5) support policy compliance and inform the Michigan State Police’s Information Security
Officer of any security incidents invoLving CHRI. Schools will designate the LASO with the
MSP by completing and returning to the MSP Security and Access Section (“SAS”) a



Noncriminal Justice Agency Security Officer Appointment (CJIS-015). When changes in the
LASO appointment occur, the school will complete and return a new LASO appointment form to
the MSP. The most current copy of the LASO appointment form will be kept on file with the
school. Any changes to the school’s MSP fingerprint account will be made by the LASO.

As a condition of having access to CHRI, employees, including IT personnel, with such access
will undergo training in the following areas:

I. Rules regarding criminal record usage and responsibilities and expected behavior
with regard to information system usage.

2. Implications of noncompliance.
3. Incident response (updated as incidences occur).
4. Media protection.
5. Visitor control and physical access to spaces.

6. Confidentiality concerns.
7. Proper handling and marking of criminal history record information.
8. Threats, vulnerabilities, and risks associated with handling criminal history record

information.
9. Dissemination and destruction of CHRI.
10. Password usage and management — including creation, frequency of changes and

protection.
II. Protection from viruses, worms, Trojan horses, and other malicious code.
12. Unknown email/attachments.
13. Web usage — allowed vs. prohibited; monitoring of user activity.

The training described above will be on a Security Awareness Training (“SAT”) module approved by
the Michigan State Police, and a written log will be maintained recording if and when individual staff
have undergone such training. At least 2 school personnel, inclusive of the principal, will undergo
SAT training. Basic security awareness training will be required within six months of initial
assignment, and biannually thereafter, for all personnel that have access to CHRI. Individuals with
access to CHRI will meet minimum screening requirements:

I. Individuals will verify identification though a state of residency and national fingerprint
based record check, to be conducted within 30 days of assignment.

2. Ifa felony conviction of any kind exists, access to CHRI will be denied, subject to review
by the pertinent Michigan State Police CJIS Systems Officer (“CSO”).

3. If a record of any other kind exists, or if the person appears to be a fugitive or has an
arrest history without conviction, access will not be granted until the CSO determines if
access by that employee would be appropriate.

4. If the person with access to CHRI is subsequently arrested and or convicted, continuing
access to CHRI will be suspended immediately and future access will be determined by
the CSO.

5. Support personnel and contractors with access to CHRI or physically secure area with
Cl-fRI will be subject to state and national fingerprint checks.

Consent and Disclosure Requirements



For each criminal background check, documentation will be retained establishing that the check
was for a purpose authorized by state and/or federal law. Included in such documentation will be
codes identifying the reason for which the check was obtained, as well as a description of the job
position and duties of the prospective employee, contractor or volunteer being checked.

Written consent on an approved form will be obtained from the individual being checked prior to
conducting a fingerprint based criminal background check. Before taking any adverse action as a
result of CHRI, the employee, contractors, or volunteer (either current or potential) will be given
the CHRI, the appeal form attached to this regulation, and will have the opportunity to verify and
correct his or her record. If a correction revises or removes a criminal charge, then the criminal
record with the error will be destroyed immediately.

STORING AND MANAGING CRIMINAL HISTORY RECORD INFORMATION

Media Protection: Physical and Electronic

Schools will restrict access to electronic and physical media containing CHRI and will securely
handle, transport, and store such media. CHRI ‘viii be kept separate from personnel records.
Electronic and physical media will be securely stored within physically secure locations or
controlled areas. Access will be restricted to authorized individuals, as listed in the school’s SAT
log.

Physical Media

If physical media containing CHRI is transported outside of the school’s controlled area, such
media will be protected and controlled during transport, and transport wiili be limited to
authorized personnel. Controls •ill be in place during transport to prevent data from being
compromised (e.g.. paperwork will be carried in a locked briefcase or a secure, sealed folder).

Physical media containing CHRI will be securely disposed of by the LASO using formal
procedures to minimize the risk of sensitive information being compromised. Physical media
will be destroyed by shredding (cross cut) or incineration, and authorized personnel of the school
will conduct or witness such disposal or destruction. Schools will maintain a written log
documenting the physical media destroyed, when destroyed, and what steps were taken.

Electronic Media

Proper controls (e.g. encryption) will be put in place to prevent the transfer of criminal history
record information from electronic media and to prevent the data from being compromised.
Encryption will be a minimum of 128 bit. CHRI should only be stored on an electronic device in
the school (i.e., CHRI will not be stored electronically on devices outside of the secure location
within the school). CHRI will not be transferred or carried on portable electronic devices (e.g.
smartphones). A log will be maintained documenting the destruction or disposal of all media
containing CHRI.



Disposal of electronic media containing CHRI will take place as follows: a school’s LASO will
sanitize. i.e. clear data (wipe) using three passes with a disk wiping utility using Department of
Defense 5220.22M(E) method. Alternatively, both operable and inoperable electronic media
(e.g., a hard drive) will be destroyed (e.g. cut up, shredded. etc.) by the L.ASO. Schools will
maintain written log documenting the steps taken to sanitize or destroy electronic media, and will
ensure that the sanitization or destruction is witnessed or carried out by authorized personnel.

Incident Reporting

Schools will report. as required. incidences involving accidental or malicious computer attacks to
appropriate officials as required by CJIS and will implement the steps listed below to effectuate
the preparation. analysis, detection, containment, recovery, and user response activities in
anticipation of such incidents. Schools will take steps to obtain incident related information by
audit monitoring, network monitoring, physical access monitoring, and user/administrator
reports. If there is an incident and data is compromised (or an attempt to obtain CHRI by
unauthorized personnel occurs), any employee learning of such an event will immediately inform
the LASO. and the LASO will notify the Office of Schools and the Michigan State Policy
Information Security Officer within 24 hours (Phone numher:(517) 241-0600) and file form
CJIS-016 with the MSP. Schools will implement the following steps related to responding to
security incidents:

I. Schools will assess and implement security measures for both electronic and physical
media; for electronic, proper firewalls, virus detection, malware/spyware detection; for
physical media appropriate locked cabinets and office doors.

2. SchooLs will implement appropriate detection measures and procedures. Electronic
intrusions will be monitored utilizing spyware and physical intrusions detected via a
security system or reporting procedure.

3. Upon a security incident occurring the LASO will identify how the incident occurred
and identify what systems and/or data were compromised or affected.

4. The LASO will ensure that appropriate security measures are in place to stop the
spread of the incident and prevent further disclosures.

5. The LASO will ensure that, should the circumstance that resulted in the intrusion
remain, that the circumstance be removed.

6. The LASO will take steps to restore the school’s CHRI, media, and physical
environment.

Any evidence of unauthorized access (or attempted access) will be collected, retained, and



presented to the Office of Schools and Michigan State Police Information Security Officer
utilizing the CJIS-016 reporting form. The LASO will complete a report documenting the
security incident and retain the same along with the school’s Cl-fRI.

CHRI Storage

Schools will access and store CHRI in a physically secure location (e.g. in a locked file cabinet
with keys only in the possession of those who have undergone SAT training). Only those
authorized to access CHRI (i.e., those who have had SAT training) will have access to such
location when criminal records are being processed. The room will be locked (or the files
wherein such CHRI is stored will be locked) when the room is unattended. Information system
devices and physical media with CHRI will be positioned in such a manner to deter unauthorized
access or viewing. Contract or custodial workers with access to the space described above will be
subject to a fingerprint-based background check and the restrictions as described in this policy.

Access. Secondary Dissemination and Audits

Schools will grant access to the Michigan State Police and the FBI for purposes of permitting
audits and br appropriate inquiries of any alleged security violations invoking CHRI. If CHRI is
released by a school to another authorized agency as permitted by law (i.e. an educational
agency) that is not part of the school’s primary information exchange agreement, then the school
will log and track the release. Transmittal logs will include a record of the method CHRI is
transmitted, who sent it, and the date sent. CHRI may be sent to the requesting agency by U.S.
Mail or via facsimile (no email).

Schools will retain CHRI records (position description for applicants, consent forms, and CHRI
itself) related to CHRI for at least 365 days. Once the minimum retention time period has passed,
the school will continue to retain CHRI records until it is determined they are no longer needed
for administrative, legal. audit, or other operational purposes. If a school closes all CHRI in its
possession will be turned over to the Diocesan Office of Schools to be maintained or disposed of
by the Superintendent.

151135615



APPEAL PROCESS

INAME OF SCHOOLj
Criminal History Record Information Challenge or Correction

Pursuant to federal statute, an individual may challenge the accuracy or completeness of any entry on his or her
Criminal History Record Information (CHRI) response returned. Applicants wishing to challenge or correct his or
her record must:
• Request an appointment with the principal within 3 days of having my CHRI response reported to me.
• Be given 30 days to recti& any questioned information within his or her record.

[Name of School] will provide you with a copy of your CHRI response upon request. Wherein, you will need to
make contact directly to the agency which contributed to the information in question. You can identify as to who
the contributing agency is as it will be identified in your CHRI response.

Any challenge or correction progress conducted beyond the allotted time frame provided will only be considered at
the discretion of [Name of School).

lfyou are unable to resolve the information in question through this method, you may contact for an:

Out of State Record

Contact directly and make application to the FBI Criminal Justice Information Services (CJIS) Division,
Ann: SCU. Mod. D2 1000 Custer Hollow Road. Clarksburg, WV 26306. Visit the FBI Website for more
details. hnp://www.fbi.gov/about-us/cjis/identity-histoiy-summary-checks!order.

In State Record

Contact directly the Michigan State Police at (517)241-0606 or by e-mail at MSP-CRD
APPLHELP.michigan.gov. Please provide your name, method of contact, and reason behind your
challenge or correction request (in detail).

As the applicant wishing to challenge or correct your record, it is your responsibility to keep [Name of School]
informed of any progress during this process.

Upon successful completion ofa challenge or correction, the applicant may request from the Michigan State Police,
Criminal History help desk. (517) 241-0606 his or her updated record to be forwarded to [Name of School]

I

____________________________

[applicant name] understand and agree to the terms and conditions set forth. I
will work diliuently to resolve asiy questioned information of my CHRI response and report back immediately to
[Name of School]. I further acknowledge that I received a copy of [Name of Schooll Appeal Process and a copy of
my CHRI response (if requested).

Signature Date



ADMINISTRATIVE REGULATION #4101.2-R

ICHAT BACKGROUND CHECKS

All individuals serving as volunteers for a school will be screened using Michigan’s Internet
Criminal History Tool (“ICHAT”). This is to be done prior to an individual serving as a volunteer
at the school or at a school sponsored activity. All background check records will be kept
confidential and will not be received by or disseminated to anyone not involved with the screening
process.

Schools reserve the right to perform additional background checks on individuals at any time for
the duration that the individual serves as a volunteer and will perform such additional background
checks 3 times per school year (in the beginning of the school year; at or around Christmas break;
and just prior to the end of the school year). Schools will obtain and maintain consent forms from
each volunteer acknowledging (1) that a background check for them using ICHAT will be
obtained; (2) the purposes for which the background check is being obtained; and (2) that
additional background checks on the individual may be obtained in the future.



POLICY #‘lll-P

SUBJECT: SELECTION OF TEACHING PERSONNEL

Teachers shall be selected on the basis of their qualifications and certification and in accordance
with Church Canon Law, regulations and requirements of the Diocese of Kalamazoo, and the
licensing standards as prescribed by the laws of the State of Michigan. Sex, race, color, or
national origin shall not be made a condition of employment.

The school administrator, with the consent of the pastor or priest representative, shall hire the
teaching personnel.

[cf. c. 231; 747-755; 773-780; 793-806; and 822-832]

Diocese of Kalamazoo Approved by ‘friZ,..cQ órrë%,
Kalamazoo, Michigan Most Reverefid Paul J. Bradfey

Bishop of Kalamazoo

Policy adopted March, 1986; last revision January, 2007.



ADMINISTRATIVE REGULATION #411 1-R

SUBJECT: SELECTION OF TEACHING PERSONNEL

The school administrator should adhere to the following procedures for the selection of teaching
personnel:

I. The school administrator shall notify the Diocesan Office of Schools of available
position(s) at the earliest possible date.

2. The school administrator shall select tile person who is the best qualified to fulfill the
responsibilities of the position and who will contribute greatly to the development of the
Catholic faith community.

3. If a fully certified and qualified candidate cannot be surfaced, the school administrator
must contact the Superintendent of Schools or his or her designee. Only under
extenuating circumstances, with special permission from the Office of Schools and with an
approved plan in place for a specified amount of time, will teachers who are not fully
certified and qualified be allowed to serve in this privileged and ministerial role.

4. The school administrator must request a criminal background check and an unprofessional
conduct background check of the candidate as required by MCL 380.1230 et seq., as
amended.

5. The administrator of a parish school shall seek the consent of the parish pastor prior to
offering a contract to the candidate. The school administrator of a consolidated Catholic
school or central Catholic high school shall seek the consent of the pastoral administrator,
priest representative or his designee prior to offering a contract to the candidate.

6. The school administrator and candidate shall review and agree upon the contract, contract
addendum, and job description before signing.

7. The school administrator shall send a personnel sheet, copy of certificate, and copy of
contract to the Diocesan Superintendent of Schools.



POLICY #4112.1-P

SUBJECT: CONTRACT FORM

The contract form for administrators and teachers shall be that which has been approved by the
Diocesan Office of Schools. All administrators and teachers must sign a contract, and one copy
of the contract shall be forwarded to the Office of Schools, Diocese of Kalamazoo.

Contracts are not binding until they have been signed by the proper administrative authorities.

Diocese of Kalamazoo Approved by 4- £?i:ci:-( Z
Kalamazoo, Michigan Most Revere’nd Paul J. B/adley

Bishop of Kalamazoo

Policy adopted January, 1974; last revision January. 2007.



POLICY #4112.4-P

SUBJECT: SCHOOL ADMINISTRATOR CONTRACTS

On or before August 1 5’ of the current year, the school administrator shall be offered a contract for
the succeeding contract year, or be notified by the pastor (priest representative in unified systems)
or Superintendent of the intent not to offer a contract or the reason for delaying issuance of a new
contract.

The Local Consultative Advisory Body (LCAB) as well as the Diocesan Office of Schools must be
consulted prior to determining whether or not the administrator should be offered a contract.

Diocese of Kalamazoo Approved by ‘f-fZ.za7&_
Kalamazoo, Michigan Most Revered Paul J. sraacey

Bishop of Kalamazoo

Policy adopted January, 1974; last revision August 20 16.



POLICY #4112.5-P

SUBJECT: SCHOOL ADMINISTRATOR CONTRACTS - TERMINATION

Termination by the employer
The school administrator’s contract may be terminated during the contract period by the Diocesan
Superintendent of Schools or the parish pastor (priest representative in unified systems) for the
following reasons:

A. Inefficiency, inability, incompetency or neglect of duty by administrator as a professional staff
member of employer and br failure of administrator to ifilfill the professional responsibilities
and performance duties as described in Diocesan and employer policies and job descriptions,
or as assigned by the employer.

B. Work performance by administrator that does not manifest competency or the ifilfillment of
basic expectations and requirements of the administrator’s position.

C. Excessive and for inappropriate use of sick leave by administrator.

D. Chronic tardiness by administrator, or substance abuse, criminal arrest or conviction.

E. Administrator’s insubordination, intimidation, or failure to follow instructions of superiors.

F. Misrepresentations in an administrator’s application, résumé, evaluations, or work records or
reports.

G. Breach by administrator of any policies, procedures and rules of the Diocese and/or one of its
schools, or of any covenant contained in administrator’s contract.

H. The undertaking by administrator of activities, within or outside of the employer/employee
relationship, which are detrimental to the ftmdamental purpose and mission of the employer or
constitute a failure to support and exemplify Catholic Faith and Morals as taught by the
Magisterium of the Catholic Church.

I. Uncertain financial conditions with the Church or Diocese, or complete or partial closing of a
school or of the employee’s department or position.

J. Illegal activities by the administrator, including but not limited to: a conviction of a Listed
Offense as defined by applicable policy and under MCL 380.l230c; a failure on behalf of an
administrator to report to the school pending charges against administrator of a Listed Offense
as defined by Diocesan Catholic Schools Policy #4112.9; or the violation of substantially
similar laws of another state pursuant to MCL 380.1 230d.



K. The administrator engages in any conduct in or out of the workplace which, in thejudient of
the employer, constiWtes serious or public immorality, sacrilege, lewd conduct, endangerment
of health or safety, abusive conduct, public scandal or rejection of, or the holding up to doubt
or question of the official teaching, doctrine, or laws of the Catholic Church

Periodic health examinations may be requested in determining when it is advisable to move a
person from a school administrative position that is affecting his or her physical or emotional
stability.

The school administrator may contest a termination by filing an appeal in accordance with the
Diocesan Grievance Policy #2450.

Termination by the Employee
Termination by the school administrator during the contract period shall be acceptable only for
extraordinary reasons; unless done by mutual agreement will be considered a violation of the
contract.

Diocese of Kalamazoo Approved by -fr7&.c4”Q $øost%
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted Januaryc 1974; last revision August 2016.



POLICY #4112.6-P

SUBJECT: TEACHER CONTRACTS - OFFER FOR SUCCEED[NG YEAR

The decision to offer a teacher contract for each contract year rests with the local administrator,
subject to the approval of the pastor or pastoral administrator associated with each school.

Teacher contracts are issued for a duration of no longer than one year. The local school
administrator has ff11 discretion with respect to the offering of a contract for each contract year.

Subject to economic I enrollment conditions, the local school administrator shalt attempt to offer
teacher contracts for the succeeding year by June 15th of the current year.

The school administrator has the right and responsibility to attach addenda to the teacher contract
in order to reflect local needs and desires.

Diocese of Kalamazoo Approved by fri&c.c.C Q.
Kalamazoo, Michigan Most Revere’nd Paul J. Bradley

Bishop of Kalamazoo

Policy adopted September, I 974; last revision August 2015.



POLICY #4112.7-P

SUBJECT: TEACHER CONTRACTS - TERMINATION

Termination By the Employer

Contracts may be terminated during the contract period by the school for the following reasons:

A. Inefficiency, inability, incompetency or neglect of duty by teacher as a professional staff
member of employer and br failure of teacher to flulfill the professional responsibilities and
performance duties as described in Diocesan and employer policies and job descriptions, or as
assigned by the employer.

B. Work performance by teacher that does not manifest competency or the fulfillment of basic
expectations and requirements of the teacher’s position.

C. Excessive and/or inappropriate use of sick leave by teacher.

D. Chronic tardiness by teacher, or substance abuse, criminal arrest or conviction.

E. Teacher’s insubordination, intimidation, or failure to follow instructions of superiors.

F. Misrepresentations in teacher’s application, résumé, evaluations, or work records or reports.

G. Breach by teacher of any policies, procedures and rules of the Diocese and/or one of its
schools, or of any covenant contained in teacher’s contract.

K. The undertaking by teacher of activities, within or outside of the employer/employee
relationship, which are detrimental to the fundamental purpose and mission of the employer or
constitute a failure to support and exemplit’ Catholic Faith and Morals as taught by the
Magisterium of the Catholic Church and the local ordinary.

I. Uncertain financial conditions within the employer or Diocese, or complete or partial closing
of the school or elimination of the teacher’s department or position.

J. The teacher engages in any conduct in or out of the workplace which, in the judgment of the
employer, constitutes serious or public immorality, sacrilege, lewd conduct, endangerment of
health or safety, abusive conduct, public scandal or rejection of, or the holding up to doubt or
question of the official teaching, doctrine, or laws of the Catholic Church.

The termination procedure shall follow the administrative regulation developed by the Diocesan
Office of Schools to implement this policy. A teacher may contest a termination notice in
accordance with the Diocesan Grievance Policy #2450.



Termination by the Employee

If a teacher quits during the contract period, it wilL be considered a violation of the contract unless
done by mutual agreement for extraordinary reasons.

Diocese of Kalamazoo Approved by_______________________________
Kalamazoo, Michigan Most everend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted September, 1974; last revision August 2016.



ADMINISTRATIVE REGULATION #411 2.7-R

SUBJECT: TEACHER CONTRACTS - SUSPENSION AND/OR TERMINATION

Termination by the Employer

If conditions of teacher performance or conduct are such that they warrant immediate action, the
school administrator may suspend without pay and/or terminate the contract of a teacher during the
school year. Both the suspension and the decision for termination shall be placed in writing with
copies provided to all parties involved.

The notification should state the reason for the action and a copy sent to the pastor (priest
representative of a unified system), chairperson of the local consultative advisory body (LCAB),
and the Diocesan Superintendent of Schools.

The teacher has the right to appeal the administrative action of his or her termination by filing an
appeal in accordance with the Diocesan Grievance Policy #2450.

By the Employee

If the teacher’s contract is terminated by the teacher during the course of the school year, the
following may result:

I. Such violation shall be noted on any request for recommendations to other potential
employers.

2. All credit for previous service may be forfeited in the event of re-hire.



POLICY #4112.8

EMPLOYMENT STATUS OF NON CERTIFIED PERSONNEL

All personnel other than teachers and principals1 shall be at will employees, and nothing other
than a written contract executed by a competent administrator will revoke this at will status.

When such non-certified personnel are hired, they will be given a letter of hire indicating their
salary and employment status. A template form is attached to this policy.

Diocese of Kalamazoo Approved by * iZ’-zQ
Kalamazoo, Michigan Most Revered Paul J. Bradley

Bishop of Kalamazoo
Policy adopted August 2013, revised August, 2016.

Teachers and principals are under contract. During the term of the contract, teachers and principals may only be
terminated for the causes provided for in the contract; however, at the end of the contract and prior to renewal for the
succeeding year, teachers and principals and anyone else with whom the school has a written contract are at will
employees.



FORM #4112.8-F

EMPLOYMENT STATUS OF NON-CERTIFIED PERSONNEL

Re: Welcome to the [Name of Schoolj Family

Dear [Employee Name]:

[Name of school] is pleased that you have accepted the position of[title]. This position is
considered to be [full time! part time], [exempt / non-exempt], and you will be paid [$A per hour
worked! $“ annualized], effective [start date]. For a more detailed description of your position
[and benefits] please see Exhibit A, which is attached to this letter for your reference.

This offer is contingent upon [criminal background check / driver’s record check /
satisfactory credit history check / verification of your application for employment / reference
check], as well as your registration for and attendance at a VIRTUS training session.

Please complete the enclosed forms: [W-4! 1-9 / health insurance enrollment paperwork!
fringe benefit enrollment paperwork]. Additionally, please sign the enclosed copy of this letter.
Please return all documents listed in this paragraph to [name] within A days.

[Name of school] is an “at will” employer. [Name of school] may terminate the
employment relationship at any time, with or without cause, and with or without notice. Nothing
contained in this letter or any subsequent written or verbal communication shall be construed as an
offer for employment under any terms other than “at will.”

We look forward to having you on board and wish you the greatest success. If at any time
you have ideas or concerns which you would like to discuss, please feel free to see me or [name]
directly. It is an honor and a privilege to be part of [name of school]- I welcome your
participation in our important work.

Sincerely,

[Name]
[Title]

I hereby accept employment on the conditions set forth in this letter.

/5/

[Employee name]

Date:



POLICY #4112.9-P

SUBJECT: ILLEGAL ACTIVITY

A person working in a Catholic school (either as an employee or volunteer) who is arrested or
accused of a felony or an offense described in Section 2 of the Sex Offenders Registration Act,
1994 PA 295, MCL 28.722, as amended (the “Act”) shall be placed on a leave of absence, pending
the outcome of an investigation or an adjudication of guilt.

DUTY TO REPORT

An employee working in a Catholic school shall, under MCL 380.1230d. as amended, when
charged with a Listed Offense (defined below) or a violation of a substantially similar law of
another state, report to the school that the employee has been charged with a Listed Offense.
Violation of this duty to report may result in the employee being discharged from the school and
having their contract terminated.

A Listed Offense, whereby an employee of the schools is mandated under Michigan statute to
disclose to schools if he or she is charged or convicted, includes the following crimes:
I. Any crime on the Michigan Sex Offender Registry Act.
2. Any other felony.
3. Any of the following misdemeanors:

A. A third or fourth degree child abuse or an attempt to commit that offense.
B. A misdemeanor involving cruelty, torture, or indecent exposure regarding a child.
C. A misdemeanor violation of Section 7410 of the Public Health Code (which

prohibits delivery of a Schedule I or 2 controlled substance that is a narcotic or
cocaine by a person who is 18 or older to a person who is under 18 and at least three
years younger than the offender or delivery on or within 100 feet of school property).

D. Breaking and entering (MCL 750.115).
E. Allowing a minor to possess or consume alcohol at a social gathering on premises

under the offender’s control (MCL 750.141a).
F. Accosting, enticing, or soliciting a child for immoral purposes (MCL 750.l45a).
0. Indecent exposure (MCL 750.359),
H. Larceny from a vacant dwelling (MCL 750.359).
I. A misdemeanor violation of Section 701 of the Michigan Liquor Control Code (MCL

436.1701 - a person who knowingly sells or furnishes alcoholic liquor to a minor, or
who fails to make a diligent inquiry as to whether the person is a minor).

J. Assault and battery (MCL 750.81).
K. A person who commits assault without a weapon and inflicts serious or aggravated

injury on that individual without intending to commit murder or inflict great bodily
harm, less than murder (MCL 750.8 Ia).

L. Using a computer to commit a specified crime (MCL 750.1 45d).



The term “Listed Offense” above includes the following crimes from the Michigan Sex Offenders
Registry Act, MCL 28.722:
I. Accosting, enticing, or soliciting child for immoral purposes MCL 750. l45a, (felony).
2. Accosting, enticing, or soliciting child for immoral purposes, second or subsequent

offenses, MCL 750.145b (felony).
3. Child sexually abusive activity or material, MCL 750.145c, (felony).
4. Crime against nature or sodomy, MCL 750.158, if a victim is an individual less than 18

years of age (felony).
5. A third or subsequent conviction of any combination of the following:

A. “disorderly person”, MCL 750.167mm, a person who is engaged in indecent or
obscene conduct in a public place.

B. Indecent exposure, MCL 750.3 35a.
C. A local ordinance of a municipality substantially corresponding to a section

described in sub-paragraph (a) or (b).
6. Except for juvenile disposition or adjudication, gross indecency between male persons

under MCL 750.338. Gross indecency between female persons under MCL 750.338b, if
a victim is an individual less than 18 years of age. The term “gross indecency” prohibits
oral and manual sex acts committed without consent or with person under age of consent
or any ultimate sex act committed in public. People v. Lynch, 179 Mich. App. 63 (1989).

7. Kidnapping, MCL 750.349, if victim is an individual less than 1$ years of age.
8. Kidnapping, child under 14, MCL 750.350.
9 Soliciting, accosting, or inviting to commit prostitution or immoral act, MCL 750.448

(misdemeanor for first two, guilty of this crime with two or more misdemeanors is a
felony), if a victim is an individual less than 18 years of age.

10. Pandering, MCL 750.455, which is defined as any person who shall procure a female inmate
for a house of prostitution; or who shall induce, persuade, encourage, inveigle, or
entice a female person to become a prostitute, etc.

11. First degree criminal sexual conduct, MCL 750.520b.
12. Second degree criminal sexual conduct, MCL 750.520c.
13. Third degree criminal sexual conduct, MCL 750.520d.
14. Fourth degree criminal sexual conduct, MCL 750.520e.
15. Assault with the intent to commit criminal sexual conduct, MCL 750.520g.
16. Any other violation of a law of this state or a local ordinance of a municipality that by its

nature constitutes a sexual offense against an individual who is less than 18 years of age.
17. An offense committed by a person who was, at the time of the offense, a sexually

delinquent person as defined in MCL 750.l0a.
18. An attempt or conspiracy to commit an offense described above.
19. An offense substantially similar to an offense described above under a law of the United

States, any state, or any country or under tribal or military law.

CONVICTION OF ILLEGAL ACTIVITY

If a school employee or volunteer is convicted of an offense described in Section 2 of the Act then,
upon verification of the conviction by the school administration, the employee of volunteer shall



be removed from employment or volunteer status, and shall not be allowed to work or volunteer at
the school.
If a school employee or volunteer is convicted of a felony other than an offense described in
Section 2 of the Act then, upon verification of the conviction by the school administration, the
employee shall be removed from employment or volunteer status unless the Superintendent of
Schools approves the individual’s continued employment or volunteer status in writing.

If a school employee or volunteer is convicted of a misdemeanor other than an offense described in
Section 2 of the Act then, upon verification of the conviction by the school administration,
continued employment or volunteer status will be determined by the principal (or other appropriate
administrator), in consultation with the applicable pastor or unified schools board as well as the
Superintendent of Schools.

Diocese of Kalamazoo Approved by Q
Kalamazoo, Michigan Most Reveren Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1997; last revision August, 2016.



ADMINISTRATIVE REGULATION #41 l3-R

SUBJECT: CERTIFICATION

The Diocesan Office of Schools requires adherence to the teacher certification code of the State of
Michigan. All newly hired teachers and administrators must present evidence that they possess
the requirements for a Michigan Teaching Certificate before the contract is sigiied.

It is the responsibility of each teacher and administrator to maintain appropriate certification and to
be knowledgeable of certification requirements as they apply to their individual case.

Exceptions to this regulation may only be granted through the Diocesan Office of Schools.



ADMINISTRATIVE REGULATION Ml 14-R

SUBJECT: PHYSICAL EXAMINATIONS

A school administrator may request school employees to have a medical examination if the school
administrator observes that one’s teaching performance may be deteriorating due to possible
physical or emotional difficulties.

A pastor (priest representative of unified systems), or Diocesan Superintendent of Schools may
request the school administrator to have a medical examination if it is noted that one’s
administrative performance maybe deteriorating due to possible physical or emotional difficulties.

An exam conducted hereunder will focus solely on the employee’s ability to perform the job, with
or without reasonable accommodation, as delineated by the pertinent job description.



POLICY #4115.3-P

SUBJECT: PERSONNEL - REDUCTION OF STAFF

When a reduction of staff is deemed necessary because ofbudgetary constraints or other reasons of
educational expediency, the local school administrator shall use the following criteria as a guide in
determining who should be retained.

The criteria, given here, are not listed in any order of prioritization. The school administrator will
assess the needs of the school at the time staff reduction is necessary and prioritize these criteria at
that time. Prioritization of these criteria is at the discretion of the school administrator.

Contributors to the development of the Catholic faith community

Subjects and/or grade level taught

Degree of compliance with local and diocesan policies and regulations

Number of years employed at that particular school

Academic qualifications

Extra-curricular involvement

Degree of competency and commitment as documented in classroom
observations and aimual evaluations

Local factor(s)

Diocese of Kalamazoo Approved by -f 6a/Q
Kalamazoo, Michigan Most Revere(id Paul J. Bradley

Bishop of Kalamazoo

Policy adopted March, 1986: last revision January. 2007.



POLICY #4116-P

SUBJECT: EVALUATION OF SCHOOL ADMINISTRATORS

The performance of all school administrators, including the principal, executive director, assistant
principal, curriculum director, athletic director, etc., shall be evaluated annually using the process
developed by the Diocesan Office of Schools.

This evaluation process is designed to assist school administrators in the growth and development
of their professional abilities and to identify their areas of strength and those areas needing
improvement.

Each spring, the Local Consultative Advisory Body (LCAB) shall undertake this process
following guidelines outlined in the administrator’s evaluation document. The chairperson of the
LCAB is responsible for forwarding a copy of the summary document to the Diocesan Office of
Schools in June of each school year.

Parties involved in the evaluation of the administrator will include the LCAB (also members of the
unified board in the case of unified systems), pastor, pastor representative, or pastoral
administrator, and may include the Superintendent and others as the committee deems appropriate.

Diocese of Kalamazoo Approved by * cZt,g
Kalamazoo, Michigan Most Rever&d Paul J. Bra’dley

Bishop of Kalamazoo

Policy adopLed March, 2007; revised August 2016.



POLICY #4117-P

SUBJECT: EVALUATION OF INSTRUCTIONAL PERSONNEL

The performance of all instructional personnel shall be evaluated using the process developed by
the Diocesan Office of Schools.

The evaluation is designed to assist teachers in the growth and development of professional
abilities as well as to identif’ areas of strength and weakness.

The school administrator is the evaluator of teacher performance and shall be responsible for
submitting an annual evaluation report of the teacher to the Diocesan Superintendent of Schools.

If there are deficiencies in an employee’s work performance, such deficiencies should be recorded
using the Employee Counseling Form attached to this policy.

Diocese of Kalamazoo Approved by J- Zc-q”Q t%9nv,%..
Kalamazoo, Michigan Most Reverené Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1974; last revision January. 2007.



FORM

Employee Counseling Form
#4117-F

Name Counseling Date

Title Supervisor

Emp. ID# Hire Date

The purpose of this counseling is to bring to your attention ongoing deficiencies in your
work performance and/or conduct. The intent is to define for you the seriousness of the
situation so that you may take immediate corrective action to solve this issue. This
warning will be placed in your personnel file.

Type of Counseling () Reason for Counseling 0:
.st Written Warning (1WW) Performance

2 Written Warning Attendance

Final Warning Misconduct

Termination Other
Tocnsert checkmarks < double click on the appropriate box < click checkedM < select “ok” to close.

Has prior counseling taken place for this issue 0?
NO ( YES If yes, please list all prior counselings below.

Please provide the date, type, and reason for ALL prior counseling:

0 ate Type Q:
1WW 2WW FWW

1WW 2WW FWW

1WW 2WW FWW

Reason 0:
Performance Attendance Misconduct

Performance Attendance Misconduct

Performance Attendance Misconduct

Describe the specific reasons for the counseling in factual terms (e.g., what happened, what did you observe,
when did it occur, who else was involved, what was the impact, etc.):

<insert comments here, table will expand>

Describe your obiectives to resolve the issue in specific terms:



<insert comments here, table will expand>

Provide solutions (stated in terms of desired behavior) for each objective. Identify any resources available to
help the employee succeed.

<insert comments here, table will expand>

Date of next follow-up meeting with the employee:

<insert dale here>

Employee comments (Commitment to improve desired behavior):

Signatures:
My supervisor has discussed the above with me and I acknowledge and understand the
desired outcome. I also acknowledge and understand the potential consequences of
non-compliance if I do not make improvements as outlined.

Employee’s Signature Date

Supervisor’s Signature Date Superintendent’s Signature Date

cc:
Employee
Supervisor
Superintendent
Personnel File



POLICY thfl 8-P

SUBJECT: REPORTING ACCIDENTS

The school directs that all reasonable efforts be made in ensure a safe learning and working
environment for students, volunteers and employees. To that end and to the end that legitimate
employee claims for worker’s compensation are expedited, accidents shall be reported and
evaluated and any corrective action implemented as deemed appropriate. Any accident that
results in an injury to a student, volunteer, an employee of the schoois, or a visitor to the schools
must be reported promptly and in writing to the appropriate offices. Injured persons shall be
referred immediately to the appropriate personnel for such medical attention as may be needed.

The injured employee, volunteer, or visitor or the staff member responsible for an injured student
shall complete a form (a sample of which is included with this policy) that includes the date, time,
and place of the incident; the names of the persons involved; the nature of the injury to the extent
that it is luiown; and a description of all relevant circumstances. A copy of such shall be
forwarded to the pertinent insurance carrier.

Any employee who suffers a job-related injury must report the injury and its circumstances to the
building administrator or job supervisor, as appropriate, as soon as possible following the
occurrence of the injury.

Diocese of Kalamazoo Approved by: f c7.C-zQ
Kalamazoo, Michigan Most Reverefid Paul I. Bragley

Bishop of Kalamazoo
Policy adopted January. 2007, revised August 2010.



FORM #4118-F

SUBJECT: REPORTING ACCIDENTS

INCIDENT/INJURY FORM
DATE:

_________

EVENT:

_____________________________

MCC UNIT #:

_________

DATE OF INCIDENT:

_________

SPECIAL EVENTS INSURANCE COVERAGE: YES NO
PARISH/INSTITUTION:

__________________________

CALLER:

_______

ADDRESS:

_________________________________

PHONE:

________

CITY:

________________________________________

PASTOR:

_______

INJURED PERSON:

____________________________

PHONE:

_______

ADDRESS:

____________________________

CITY:

_____________

ZIP:
SOCIAL SECURITY NO.: XXX-XX- DATE OF BIRTH:

/ /

INJURED PERSON DATA (Age, sex, marital status, employment, etc.):

DESCRIPTION OF INCIDENT:

_________

INJURIES:

__________________________

MEDICAL TREATMENT (Where, when, etc.):

MEDICAL INSURANCE:
WITNESS INFORMATION:
NAME: ADDRESS: PHONE:
NAME: ADDRESS: PHONE:
DATA PERTINENT TO INCIDENT/INJURY:

SIGNATURE OF INJURED PERSON:

_______________________

DATE:

_____________

PLEASE REPORT ALL INJURIES IMMEDIATELY BY PHONE TO GALLAGHER BASSETr INSURANCE SERVICES:
IF UNIT LOCATED IN ARCHDIOCESE: IF UNIT LOCATE OUTSIDE ARChDIOCESE:
26OICAMBRIDGE COURT SUITE #335 P0 BOX 1448
AUBURN HILLS, MI 48326.4527 EAST LANSING, MI 48826-1448

(248)415-0215 FAX (248)475.0228 (517)351-3101) (800) 926-1819 FAX (517)351—3100



ADMINISTRATIVE REGULATION #41 19-R

SUBJECT: PERSONNEL SEPARATION

In accordance with the standards set by the Michigan Catholic Conference, a Separation
(Unemployment Employee Claim Information) Form must be completed by the immediate
supervisor or personnel department at the time of separation. This form must be completed for all
professional and support staff leaving the parish/school. A copy of the form must be submitted to
the Michigan Catholic Conference Insurance Service Department and the completed form should
be maintained in the employee’s personnel files.



POLICY #4119.1-P

SUBJECT: RETIREMENT BENEFIT

Al! lay personnel who work twenty or more hours per week for five or more months in any
calendar year shall become members in the retirement program prescribed for the Diocese of
Kalamazoo as administered by the Michigan Catholic Conference. The months totaling five in a
calendar year need not be successive.

Diocese of Kalamazoo Approved by 2
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January 1974: last revision January, 2007.



ADMINISTRATIVE REGULATION #41 19.2-R

SUBJECT: RECOMMENDATIONS FOR EMPLOYEES

Requests regarding recommendations for employees (present or former) shall be handled by the
school andlor diocesan administrator. It is the position of the Diocese that only years of
employment, last position held, compensation (if needed), any written letter of recommendation
from the employee’s immediate supervisor, and any information related to unprofessional conduct
of the employee, as required by MCL 380.1230b, shall be disclosed. Other information, such as
performance evaluations, shall not be disclosed.

Inquiries seeking additional information shall be informed of this Diocesan regulation. In certain
cases under grievance or severance agreements or court order, on’y the Superintendent or his/her
designee shall disclose any information, including information in paragraph one.



ADMINISTRATIVE REGULATION #4122-R

SUBJECT: SUBSTITUTE TEACHERS

Substitute teachers are to be provided by the school administrator for those situations when the
teacher must be absent from the classroom. Substitute teachers should be qualified in the area
needed and approved according to the requirements of the State of Michigan and according to
Canon Law (cf. c. 231 #1).



POLICY #4131-P

SUBJECT: PROFESSIONAL DEVELOPMENT FOR TEACHING STAFF

All professional staff shall be required to up-date themselves professionally in accordance with
requirements established by the Diocesan Office of Schools.

Teachers and administrators are also required to take part in the diocesan-sponsored Catechist
Formation Program in order to remain knowledgeable about the current teachings of the Church.

The school administrator and the Superintendent hold the right to require staff members to attend
other in-services, conferences, workshops, and educational classes which relate to their
employment status.

The pertinent administrator is charged with ensuring teachers meet these requirements and
maintaining records professional development records in the teacher’s personnel file.

[cf. c. 231]

Diocese of Kalamazoo Approved by f71/Q. l3yd2,t’
Kalamazoo. Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted March. 1986: last revision August 2016.



POLICY #4131.1-P

SUBJECT: PARTICIPATION TN CATECHIST FORMATION PROGRAM REQUIRED

All teachers and administrators in Catholic schools are called to be proclaimers of the message and
models of the Catholic faith. All professional educators who minister in the Catholic elementary
or high schools are vital to the formation of the school’s faith community. Teachers and
administrators in the Catholic schools are to be knowledgeable about the Catholic faith and Church
teachings. Therefore, as part of their professional training, all teachers and administrators are to
participate in the Diocesan Catechist Formation Program.

Diocese of Kalamazoo Approved by f (Yaa-( 42.
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted July. 1999; last revision August, 2016.



POLICY #4138-P

SUBJECT: JURY DUTY

If called to serve, all employees are encouraged and will be allowed to participate in this important
civic duty.

Any employee who serves on jury duty must be paid at least the difference between their pay for
jury duty and their regular pay. The school may require the employce to verify the amount
received from the court.

Diocese of Kalamazoo Approved by * 6Lzg &i3v-x2,
Kalamazoo, Michigan Most Reverend Paul J. Braãley

Bishop of Kalamazoo

Policy adopted December, 1976; last revised Au2ust 2016.



POLICY #4145-P

SUBJECT: MEDICAL BENEFITS FOR SCHOOL EMPLOYEES

Per an agreement between Blue Cross of Michigan and the Michigan Catholic Conference (MCC),
a school employee who works a minimum of twenty (20) hours per week and whose position does
not have a foreseeable end, is eligible for the single health care coverage offered by the hiring unit.
(Two months off during the summer does not constitute a “foreseeable end”.)

The employee’s financial responsibility as to his / her cost in regard to a co-pay (if any) for this
coverage is determined by the hiring unit. All employees on an equal basis within a unit must be
treated equally in regard to any co-pays for medical coverage, i.e. employees who work twenty
hours per week may be pro-rated a different co-pay than those who work thirty hours per weck.

A school unit may establish the number of hours per week an employee has to work for
fully-funded single coverage, and pro-rated part time employees according to local policy.

Employees who work less than twenty (20) hours per week are unable to participate in this medical
benefit.

Note: A person teaching a full load of classes for an entire academic year or a member of the
support staff working the same number of hours equivalent to a full time teacher shall be entitled to
this benefit.

Diocese of Kalamazoo Approved by f7Z.CW./Q *,iaS2
Kalamazoo. Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted March, 1986; last revision August. 2016.



POLICY #4148-P

SUBJECT: LEAVE UNDER THE FAMILY MEDICAL LEAVE ACT (FMLA)

Eligible employees are provided unpaid FMLA leave for up to twelve (12) weeks in certain
situations, as described below.

I. Eligibility. Employees eligible to take FMLA leave are those with at least twelve (12)
months of service and who have worked at least 1,250 hours for a covered employer
during the twelve (12) months immediately preceding the commencement of the leave.
Eligible employees are entitled to up to a total of twelve (12) weeks of FMLA leave
during a rolling twelve (12) month period measured backward from the date an employee
uses a FMLA leave. Employees are also eligible for a total of twenty six (26) workweeks
of leave during a single twelve (12) month period to care for a covered service member
with a serious injury’ or illness if the eligible employee is the service member’s spouse,
son, daughter, parent, or next of kin.

FMLA leave will be granted to an employee only for one (I) or more of the following
reasons:

-The birth or adoption of a child, and to care for said child;
-To care for a spouse, child, or parent with a serious health condition;
-Because of any qualifying exigency arising out of the fact that the spouse, son,
daughter, or parent of the employee is on active duty, or has been notified of
an impending call to active duty status, in support of a contingency operation;
or

-To address a serious health condition which interferes with the employee’s
ability to perform the functions of his or her position.

If both spouses work for the school, combined leave time for a new child leave or
leave to care for a parent with a serious health condition is twelve (12) weeks.

2. Medical Certification and Recertification. A “serious health condition” means any
illness, injury’, impairment, or mental condition that requires in-patient care in a medical
care facility or continuing treatment by an M.D. or D.O., or other person capable of
providing health care services.

If the reason for the FMLA leave is due to a serious health condition, the employee
must provide the principal (or other immediate supervisor), prior to the
commencement of the leave, if practicable, with a medical certification from a
physician or health care provider which contains the following information:

-The date on which the serious health condition commenced;
-The probable duration of the health condition;
-A detailed description of the medical condition; and
-A statement that the employee is needed to care for a spouse, child, or parent
with a serious health condition, or that the serious health condition prevents



the employee from performing his or her job.
Employees generally have fifteen (15) days to return a completed certification. An
employee’s failure to timely submit a completed certification may result in a delay or
denial of FMLA leave.

If the employer has a reasonable basis to doubt the validity of a completed medical
certification, it may require an employee to obtain a second medical certification
from a physician designated by the employer. The employer will not use a physician
that it uses on a regular basis to obtain such certifications.

In instances where the first and second certification conflict, the employer may
require a third medical ccrtification from a physician jointly agreed upon by the
employer and employee. The third certification shall be binding on both parties.

During the term of the FMLA leave, employces may be asked to recertit’ the
continued medical necessity of the FMLA leave every thirty (30) days. Failure to
provide the employer with the required medical certification or recertification may
lead to the denial of FMLA leave, or denial of the continuation of FMLA leave.

3. Foreseeable Leaves of Absence. In cases involving birth or adoption of a child or
planned medical treatment, employees must give the employer at least thirty (30)
days prior notice of the need for FMLA leave. In extenuating circumstances where
thirty (30) days’ notice is not possible, the employee must give as much advance
notice as is practicable. Employees must make a reasonable effort to schedule any
medical treatment for a serious health condition so as not to unduly disrupt or
interfere with his or her job duties and or operations of the school.

4. Relationship with Other Leave of Absence Policies. Employees must first use
available paid days off, including accrued vacation time, which will count toward the
twelve (12) week period of FMLA leave. Any other type of leave of absence given to
an employee for one of the reasons stated in paragraph I of this policy will also be
considered a leave under this section, which will run concurrently with the other
leave taken.

5. Intermittent or Reduced Leave Schedule. When medically necessary, an employee
may take an intermittent or reduced schedule leave to care for an eligible family
member with a serious health condition or due to the employee’s own serious health
condition. Employees on intermittent leave may be transferred temporarily to
another position, with equivalent pay and benefits, to better accommodate periods of
absences.

6. Maintenance of Group Health Insurance Benefits. Employees who are participants
in employer health care insurance plans at the time of FMLA leave will continue to
participate in such health care plans under the same conditions as similar employees
who are not on a FMLA leave, for up to a total of twelve (12) weeks of FMLA leave.



Normal employee contributions for health care coverage while an employee is on
FMLA leave are due in Ml on the first day of each month. Failure to pay monthly
contributions may result in termination of health care coverage for the employee and
any dependents. During the leave, the employee is to notil5’ the employer in writing
of any changes in coverage or other relevant personal information.

If an employee fails to return to work after the expiration of FMLA leave, the
employee must repay the employer any health care insurance premiums paid by the
employer for the health care coverage maintained by the employer during the leave,
unless failure to return from leave is because of a continuation, recurrence, or onset
of a serious health condition, or because of other circumstances beyond the
employee’s control.

7. Reinstatement. Upon a timely return from a FMLA leave, an employee will be
restored to his or her former position, or to an equivalent position, with equivalent
benefits, pay, and other conditions and terms of employment. During the leave
period, credit for service time will not accrue with the exception of vacation and sick
time. An employee has no greater right to reinstatement than if the employee had
been continuously employed during the FMLA leave period. Additionally, changes
in assignments, duties, hours, schedules, and the like may occur during the leave
period as dictated by the needs of the employer.

An employee who is able to return to work but does not return to work at the
conclusion of his or her FMLA leave vill be considered to have voluntarily resigned
his or her employment.

If an employee is within the highest paid ten (10%) percent of the employer’s
workforce and if the employee’s return to work would cause substantial injury to
the employer, such an employee may or may not be restored to employment.

8. Fitncss for Duty. Employees will be asked at the conclusion of FMLA leave to
provide certification of their fitness and ability to return to work. Failure to
provide a fitness for duty statement may lead to the denial of reinstatement.

9. Applicable Federal Rules. Federal regulations applicable to FMLA leave for
instructional employees shall provide thither guidance for such employees, and are
incorporated by reference to this policy. Should this policy contradict such
federal regulations, said regulations shall govern an instructional employee’s FMLA
leave.

Diocese of Kalamazoo Approved by +c-c/Q 6%nt%gz
Kalamazoo, Michigan Most Reverend Paul J. Bradley
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POLICY #4151-P

SUBJECT: SICK DAY BENEFIT

Full time employees shall be credited with ten days of paid sick leave per year. Unused sick leave
may accumulate from year to year up to a maximum of 60 days.

Sick leave for part-time employees shall be pro-rated according to percentage of time worked.

A. Sick time leave will be approved for the following:
1. Personal illness or injury;
2. Illness or injury to one dependent upon the employee for care;
3. Attendance at funerals for friends and relatives (additional time off would be

granted in case of death in the immediate family).

B. Transfer of unused sick leave:
1. The unused balance at the end of the school year carries over to the next year.
2. When a teacher transfers from one school within the diocese to another, his or her

sick leave balance shall be accepted by the receiving school.
3. Sick leave is non-transferaMe to other employees.

C. Record of sick days:
1. The school administrator assumes the responsibility for record keeping for sick

leave.
2. All sick leave days must be recorded, indicating the date, the reason for leave, and

the substitute teacher. This record must be kept in the teacher’s personnel file.

Teachers shall not be reimbursed for unused sick leave at the close of the school year nor at the
time of separation of employment.

Teachers who are employed less than hill-time shall earn a proportionate share of sick leave. For
example, a teacher working half-days earns ten half-days sick leave per school year.

When an abuse of sick leave is suspected, the school administrator may request written notice from
the teacher’s doctor to veri& the illness or injury.

Schools are encouraged to either create a reserve account to hold hinds for those times when
several teachers may use accumulated sick time or explore the feasibility of purchasing long-term
disability insurance from Michigan Catholic Conference.

Diocese of Kalamazoo Approved by -fri.aA’4% in’jt2wt
Kalamazoo, Michigan Most Reverent Paul J. Bradlej

Bishop of Kalamazoo
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POLICY #4152.1-P

SUBJECT: SHORT TERM PERSONAL LEAVE

An employee of a Catholic school in the Diocese of Ka1amazoo may request a short term personal
leave, without pay, for specific non-medical purposes (leaves for medical reasons will be
processed pursuant to the Family Medical Leave Act; see 4148-P).

Except in cases of emergency, this request must be presented in writing to the school
administrator. A sample form for this request follows this policy.

If the administrator approves the request, the employee’s salary and other benefits will cease for
the duration of the leave. The employee may assume the responsibility for the payment of
premium if he or she wishes to remain on the MCC Group Plan.

If the leave is granted, the employee shall be reinstated at the end of the agreed upon period of
leave as a member of the staff in the same or a similar position to the extent possible.

Diocese of Kalamazoo Approved by 4’Ya...a% Q.
Kalamazoo, Michigan Most Reverend’Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1974; last revision August 2015



FORM 4152.1-F

SHORT TERM LEAVE REQUEST2

Name

____________________________________

Job Title

_____________________________

I hereby request that I be granted leave of absence from

(date)

________________________________

to (date)______________________________________
for the following reason:

Personal Educational Other

If this leave is granted, I understand that, with all conditions being equal and barring any
unforeseen circumstances, reinstatement in my prescnt position will be possible after I again
become available for re-employment.

This leave may be extended only if I submit a written request prior to the present expiration date
and such request is approved.

Employee’s Signature

cc: Pastor or priest representative
Diocesan Superintendent of Schools

Approval Recommendation:

Date

Date

Leave of Absence Approved:

_______________________________________________

Title

2 Leaves for illnesses or other health issues (including maternity) will he handled pursuant to (he Family Medical
Leave Act; see 4148-P.



POLICY #4152.3-P

SUBJECT: DISABILITY LEAVE

Where medically necessary, an employee of a Catholic school in the Diocese of Kalamazoo may
be granted disability leave in addition to the leaves prescribed herein. Date of reentry will be
established as provided in the Administrative Regulations.

Diocese of Kalamazoo Approved by * L4

Kalamazoo, Michigan Most Reverend Paul J. Bradley
Bishop of Kalamazoo

Policy adopted March, 1986; last revision January, 2016.



ADMINISTRATIVE REGULATION #4l52.3-R

SUBJECT: DISABILITY LEAVE

A. Granting of Leave

I. Where medically necessary and where the grant of such leave does not create an
undue hardship to the school, disability leave beyond as prescribed elsewhere
herein may be granted with proof of continuing disability.

2. Employees desiring a leave of absence for reasons of disability shall tile a written
request and, where possible, at least twenty (20) days in advance.

3. Where a school administrator has reason to believe that a teacher is physically or
mentally unable to perform his or her duties and ftilfill responsibilities, the school
administrator may place the teacher on a disability leave until such time as the
teacher provides medical certification of his or her ability to return to work.

B. Utilization of Disability Leave

I. At the employee’s written request and at the expiration of employee’s applicable
FMLA leave, if any, the group medical insurance policy will be continued for the
duration of the leave provided the employee assumes the responsibility for the
payment of premiums.

2. Paid sick leave may be utilized during the earliest portion of the disability leave
which the employee’s physician certifies is medically necessary.

3. Upon returning from a disability leave of absence, the employee must provide a
physician’s certification that he or she is physically sound and able to perform all
normal duties of his or her position.

C. Reentry

* For leave in excess of six (6) weeks, the normal date of reentry would be at the
beginning of the next academic period.

2. Exceptions can be made by the school administrator where it would be in the
interest of the academic program.



POLICY #4166.4-P

SUBJECT: HUMAN DIGNITY - AVOIDANCE OF HARASSMENT

Underlining our basic Catholic social teaching is respect for life. Life is a gift from God and is the
clearest reflection of God among us since we are created in God’s image and likeness. “Each
person possesses a basic dignity that comes from God, not from any human quality or
accomplishment, not from race or gender, age or economic status. The test of every institution or
policy is whether it enhances or threatens human life or human dignity.”3

The Catholic school environment must, therefore, be a community of faith which “shows
reverence and love for every person.”4 Staff, students, and community members involved with
the Catholic school must create an environment which is conducive to transforming all humanity
and one that is free from harassment or intimidation (including sexual harassment, racial
harassment, harassment based on color, national origin, or disability, bullying, or hazing).

Diocese of Kalamazoo Approved by fr4?4.4’ 6r4,rttt
Kalamazoo, Michigan Most Revered Paul J. Bra6ley

Bishop of Kalamazoo

Policy adopted July, 1999; last revision August, 2016.

United States Catholic Conference (1995) Political Responsibility: Proclaiming the Gospel
ofL/è, Protecting 1/ic Least Among tic and Pursuing the common Good. Washington, DC

John Paul 11(1991) The Gospel ofLife: Evangelium Vitae. Encyclical letter on the Value and
Inviolability of Human Life. USCC, Washington, DC



ADMINISTRATION REGULATION #4166.4-R

TOPIC: HUMAN DIGNITY

The Catholic school shall maintain an environment for all staff, volunteers, students, and
community members which is free from harassment, including physical, racial or sexual
harassment.

1.0 Definitions of Sexual Harassment--Work Environment
1.1 Sexual Harassment-- Work Environment

Sexual harassment refers to behavior that is not welcome, that personally is offensive to
some people, and fails to respect the rights of others. Harassment can be either conduct
or communication. Actions that seem harmless or amusing to some may be offensive to
others. Sexual harassment is defined as any unwelcome sexual advances, requests for
sexual favors, or verbal or physical conduct of a sexual nature when

a. Submission to such conduct is made an explicit or implicit term or
condition of an individual’s continued employment, promotion, or school
related pursuits. This can occur by clearly stated or implied words or
actions.

b. Submission to or rejection of such conduct is used as a basis for
employment or working relationship decisions affecting the harassed
person.

c. Such conduct is intended or has the effect of interfering with an individual’s
work performance, or creates an intimidating, hostile, or offensive
environment.

1.2 Sexual Harassment -- Student Relationships
Sexual harassment refers to sexually inappropriate behavior that is not welcome, that is
personally offensive to some, and fails to respect the rights of others. Harassment can
be either conduct or communication: e.g. sexually inappropriate touching, gestures, or
language of a sexual nature directed at faculty, staff, or other students. Sexual
harassment also includes conduct or communication that has the purpose or effect of
substantially interfering with another student’s education, or creating an intimidating,
hostile, or offensive educational environment.

1 .3 Prohibited Harassment -- School Environment
Harassment is verbal or physical conduct that denigrates or shows hostility or aversion
toward an individual because of his/her race, color, age, religion, sex, marital or veteran
status, sexual orientation, national origin, ancestry. or
disability, or that of his/her relatives, friends, or associates, and thatQ) has the purpose or
effect of creating an intimidating, hostile, or offensive environment; (ii) has the purpose
or effect of unreasonably interfering with an individual’s performance; or (Hi) otherwise
adversely affects an individual’s opportunities. The standard for determining whether
verbal or physical conduct relating to race, color, religion, sex, marital or veteran status,



sexual orientation, national origin, ancestry, or disability is sufficiently severe or
pervasive to create a hostile or abusive environment is whether a reasonable student or
person in the same or similar circumstances would find the conduct intimidating, hostile,
or abusive. The “reasonable person” standard includes consideration of the perspective of
persons of the alleged victim’s race, color, religion, gender, national origin, age, or
disability. It is not necessary to make a showing that the victim was psychologically
harmed.

2.0 Examples of Sexual Harassment
• Innuendoes of a sexual, racial, or other intimidating nature;
• Propositions;
• Suggestive pictures or cartoons;
• Foul and obscene language, jokes, or gestures;
• Unwanted and unnecessary physical contact; or
• Unwelcome comments which are intimidating.

3.0 Bullying Prohibited
Bullying is a form of harassment. For purposes of this policy, “bullying” is defined as: The
repeated intimidation of others by the real or threatened infliction of physical, verbal,
written, electronically transmitted, or emotional abuse or through attacks on the property of
another. It may include, but not be limited to, actions such as verbal taunts, name-calling
and put-downs, including ethnically-based or gender-based put-downs, extortion of money
or possessions, and exclusions from peer groups within the school. Such conduct is
disruptive to the educational process and, therefore, bullying is not acceptable behavior
within the school or at any school-sponsored ftinctions.

Students who engage in any acts of bullying while at school, at any school function, or in
connection to or with any school-sponsored activity or event, or while in route to o1’from
school, are subject to disciplinary action up to and including suspension or expulsion. As
may be required bylaw, law enforcement officials shall be notified of bullying incidents.

This policy shall not be interpreted to prohibit a reasoned or civil exchange of opinions or
debate or to discourage constructive criticism of a member of the school community.

4.0 Hazing Prohibited
Soliciting, encouraging, aiding, or engaging in hazing on or in any school property at any
time, or in connection with any activity supported or sponsored by the school, whether on or
off school property, is strictly prohibited.

“Hazing” means any intentional, knowing, or reckless act meant to induce physical pain,
embarrassment, humiliation, depravation of rights that creates physical or mental discomfort
that is directed towards a student for the purpose of being initiated into, affiliating with,
holding office in, or maintaining membership in any organization, club, or athletic team
sponsored or supported by the school and whose membership is totally or predominately
other students from the school.



Students engaging in any hazing or hazing-type behavior that is, in any way, connected to
any activity sponsored or supported by the school will be subject to disciplinary action, up to
and including suspension and/or expulsion.

5.0 Reporting
The school will delegate a person, usually the administrator, to answer questions and
disseminate information about the policy, investigate complaints, and take appropriate
corrective action. Any faculty, staff member, student, or other person in a working
relationship with the school who feels that he or she has been a victim of harassment, should
bring the matter to the immediate attention of the delegated person.

The school will investigate all complaints of harassment in as prompt and confidential a
manner as possible and will take appropriate corrective action when warranted. Any faculty,
staff member, student, or other person, in a working relationship with the school, who is
determined to have engaged in harassment in violation of this policy, will be subject to
appropriate disciplinary action, up to and including termination of employment or exclusion
from school. Retaliation in any form against a person who exercises his or her right to make a
complaint under this policy is strictly prohibited and will result in appropriate disciplinary
action, up to and including termination of employment or exclusion from school.

5.1 The person who alleges harassment should report the incident immediately to the school
administrator. In cases where the principal is accused of harassment, the incident shall
be reported to the pastor (or priest representative in unified systems) and to an official in
the Office of Schools. If a member of the clergy is accused of harassment, a report must
be made to the diocesan general secretary.

5.2 A written report using, form #4166.4 which accompanies these regulations, is to be
completed, preferably by the victim or his/her parent or guardian.

5.3 The designated person or administrator will institute a process to investigate the
complaint. The investigation should take place immediately or on the next school day
and should be concluded within a reasonable time and will utilize the preponderance of

the evidence evidentiary standard.

5.4 In the event of staff or student sexual harassment, appropriate action will
taken by the school administrator.

5.5 The alleged victim and/or his parent or guardian, if not ifilly satisfied with the
investigation and results, may invoke the Diocesan Grievance process in accord with
Diocesan Policy #2450.



6.0 Implementation and Orientation
The school administrator shall create and implement plans for the promulgation of this
policy. Orientation and periodic training opportunities are to be provided to staff and
students.

6.1 Orientation includes making all staff/employees, board members, parents, and students
aware of this policy and its regulations.

6.2 Periodic training opportunities shall include:
a. Examples of behavior that may be deemed as harassment.
b. Common sense ways to avoid harassment.
c. Review of school’s formal complaint procedures to be used when an alleged

incident of harassment arises.

Periodic training opportunities should be conducted for all staff/employees and students.
Administrators/teachers, or other resource personnel may conduct the training opportunities.



FORM Harassment Report Form #4166.4-F

The Diocese of Kalamazoo maintains a firm policy for our Catholic schools which prohibits all forms of
harassment. All persons are to be treated with respect and dignity. Harassment by any person -- male or
female -- which creates an intimidating, hostile, or offensive environment, will not be tolerated under any
circumstances.

Name:

Home Address:

Home Telephone:

________________________

Work Telephone:

___________________________

ParishlSchool or Institution:

_______________________________________________________________

Address:

Date(s) of alleged incident(s):

__________________________________________________________

Name of person(s) you believe harassed you:

_____________________________________________

List any witnesses that were present:

_______________________________________________________

Where did the alleged incident(s) occur?

_____________________________________________________

Describe the alleged incident(s) as clearly as possible, including such things as what force, if any, was used;
any verbal statements (i.e. threats, requests, demands); what, if any, physical contact was involved; what
did you do to avoid the situation, etc. (Attach additional pages if necessary.)

This complaint is filed based on my honest belief that

_____________________________________

has harassed
me. I hereby ceaii’ that the information I have provided in this complaint is true, correct, and complete to
the best of my knowledge and belief.

Signature:

________________________________________________

Date:

_________________

Received by:

______________________________________________

Date:

_________________



POLICY #4300-P

SUBJECT: SCHOOL VOLUNTEERS

Volunteers in our schools serve in many capacities and are valued members of our school
community.

It must be remembered that volunteering is a privilege and the services the volunteer offers must
be a match between the needs of the school and the capacity in which the volunteer wishes to
serve. Volunteers must work within the policies, regulations, and practices of the school and in
areas which Mfill the schools’ mission, or this privilege may be withdrawn. Volunteers scrve at
the discretion of school officials, and may be denied the ability to volunteer for any reason or no
reason.

Volunteers should expect to receive all necessary training, both in requirements to the duties/tasks
they are volunteering to perform and the policies of the school they will be expected to uphold
during the performance of said tasks.

All volunteers are expected to abide by the regulations set forth in the Charter for the Protection of
Children and Young People and to participate in the diocesan sponsored VIRTUS training.

Diocese of Kalamazoo Approved by ftZaCç2 o’cZy
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 2007, revised August 2010.



POLICY #4500-P

SUBJECT: COMPLIANCE WITH REGULATIONS FROM THE DIOCESAN OFFICE OF
SAFE ENVIRONMENT

In compliance with the United States Council of Catholic Bishops’ Charter for the Protection of
Children and Young People, all employees and volunteers working in or with diocesan schools are
required to adhere to its principles.

All employees will follow state requirements for fingerprint and background checks as well as the
Diocesan regulations regarding its Code ofEthical Standards for Minishy to Minors.

As a condition of employment, all employees must have scheduled themselves to attend a
Protecting God’s Children training session within three months of their hire. Teachers and other
designated personnel are also required to participate in continued training through VIRTUS
on-line.

All school volunteers are to abide by the regulations set forth in the Charter and to participate in the
diocesan VIRTUS Program. Volunteers who may have regular contact with children must attend
or be registered for a Protecting God’s Children training session prior to their volunteering. All
volunteers who may have regular contact with children are required to submit to a criminal history
background check to evaluate their suitability to work with children. Regular contact is defined
as any contact that is planned and ongoing.

Schools are required to keep the necessary documentation to verify their compliance with the
Charter. Schools are required to submit necessary documentation to the diocese when requested.

Diocese of Kalamazoo Approved 4-9Qj
Kalamazoo, Michigan Most Revereri’d Paul 3. Brad ey

Bishop of Kalamazoo

Policy adopted January, 2007; last revised August 2015.



POLICY #5111.1-P

SUBJECT: ACCEPTING STUDENTS WITH DISABILITIES

Schools within the Diocese of Kalamazoo must, to the extent that available resources permit, try to
meet the needs of all children, including those with disabilities. At initial enrollment, schools
should inquire as to whether a student needs educational accommodations. High schools will
obtain written authorization from the parents or guardians of a student prior to obtaining
information from, and discussing student performance with, K-8 schools. A school will accept any
child for whom an appropriate program can be designed and implemented following its prescribed
enrollment procedures. Each child is to be admitted for admission to and continued enrollment in
a diocesan school based upon his/her emotional, academic and physical needs and the resources
available to the school in meeting those needs. The final decision maker in this matter is the local
school site.

When considering accepting a child with a handicap or disability, schools must consider the
following as they relate to the child’s educational success:
• are sufficient financial resources available to provide for the needs of the disabled student;
• is the building configured so the disabled child can safely get around;
• are there special equipment needs that the child may have and who will provide them;
• are personnel trained and equipped to handle the child and his/her disability;
• are special materials needed for the child and who will provide them, if needed.

In order to ensure that all applications from handicapped or disabled students who apply to each
school are treated in an equitable manner, each school is expected to establish local policies which
are to be approved by the Office of Schools and which address the following:
• Parameters in regard to the above concerns be set within which the school agrees to accept a

child with disabilities;
• Process by which children with disabilities are evaluated for admission;
• Process by which modifications to the regular curriculum and/or program, if any, are made for

students with disabilities;
• Process to determine if and when alternate placement should be considered for a child with

disabilities; and
• Procedures for documenting modifications in programming, grading practices, testing, etc., in

child’s CA6O and on the child’s report card.
• High schools should set policy in regard to alternative graduation requirements for

appropriately identified students whose Education Plan supports such requirements.

In the absence of a local policy, the following standards will apply:



Entrance Assessment and Acceptance of New Students

Entrance assessment of students with known disabilities at all diocesan schools should be utilized
to identify the learning strengths and needs of a student and in aiding the school in its
determination of whether an appropriate program can be developed for a student. Schools should
utilize a holistic approach in this assessment through the review of previous documentation,
academic screening, and parent/student interviews.

Acceptance of an accommodated student by a diocesan high school is to be determined on
an individual basis taking into consideration confidential information provided by the
elementary school, previous support/interventions of the elementary school, teacher
recommendation and the ability of the high school to meet the student’s needs.

Documentation of Identified Students with Special Needs

Written documentation is to be maintained on any student identified as needing curricular/instru
ctional modifications or accommodations. Schools will, at a minimum, provide minor adjustments
to programs and curriculum as necessary to accommodate students.

An accommodation plan documenting pertinent student information, needs to be developed for a
student with specialized needs. This documents the accommodations/modifications to be given
to and made for the student. For clarification an “accommodation” is an alteration that changes
how a student learns material (an alteration of environment, curriculum format, or equipment); a
“modification” changes what the student is taught or expected to learn (e.g., a change in
curriculum).

Alternative Educational Placement

If it has been determined by the administration, in consultation with the Learning Support
Team, that the school cannot continue to meet a child’s needs at the school, an alternative
educational placement may be recommended. This is done only after every possible school
and outside intervention and support resource have been exhausted without success.

Storage of Confidential Records

Confidential student information (i.e. psycho-education assessment. Individual Learning
Plans, VISA’s etc.) is to be kept in a file separate from the regular eum file information. An
identification marking (such as a colored dot) on the cum file identifies that a confidential
file exists.

Diocese of Kalamazoo Approved by I1Z.c_c/4? 69y,42,_
Kalamazoo, Michigan Most Reverend au1 J. Bradley

Bishop of Kalamazoo
Policy adopted January, 2007; last revised August 2016.



POLICY #5114-P

SUBJECT: STUDENT SUSPENSION

Suspension shall be defined as the temporary removal of a student from the school or classroom.

Each school, realizing its obligation to the students, must extend every reasonable effort to assist
students to adjust to the social and academic requirements of the school environment. The school
administrator and/or his or her designee shall exercise the right of student suspension.

Usually, decisions to suspend should follow only after all other means of motivation have failed;
however, some instances, such as crime, scandal, immorality, disruption, or failure to follow
school regulations, could necessitate this disciplinary action be taken immediately.

In reaching such decisions, considerations must always be given to the welfare and Christian
development of the individual student and the practical, common good of the entire student body.

The student shall be informed of the specific charges which are the basis for disciplinary action to
be taken against him/her. He or she shall have the right to present any relevant information in
his/her behalf

Parents must be notified immediately of the suspension, the reasons for it and the steps to be taken
prior to the student being permitted to re-enter school.

For high school students, no student shall be asked to leave the school until the parent has been
contacted. Elementary or middle school students who have been suspended must be picked up by
their parents.

Diocese of Kalamazoo Approved by 4— &a_/ 0- O3rne2cr
Kalamazoo, Michigan Most Reveredd Paul J. Bradley

Bishop of Kalamazoo

Policy adopted Januan, 1974; last revision January, 2007.



POLICY #5114.1-P

SUBJECT: STUDENT EXPULSION

Expulsion shall be defined as the permanent dismissal of a student from the school. Like
suspension, it shall be enacted only as a last resort after all other means of motivation and
correction have failed; however, in circumstances of crime, scandal, immorality, disruption or
serious infraction of school regulations, this disciplinary action may be taken immediately.

The student and the parents or legal guardian shall be given written notice by the school
administrator of the specific charges which are the basis for his/her expulsion.

The student, parents, or legal guardian may appeal the expulsion pursuant to the grievance policy,
as provided for in Policy #2450-P.

Expulsion shall be a part of the student’s permanent record.

The school shall not be responsible for the education of expelled students.

Diocese of Kalamazoo Approved by * .e..eJQ ono&Z’
Kalamazoo, Michigan Most Reveredd Paul J. Bradly

Bishop of Kalamazoo

Policy adopted January, 1974; last revision August, 2015.



POLICY #5119.1-P

SUBJECT: GRADE PLACEMENT OF HOME-SCHOOLED CHILDREN TN DIOCESAN
SCHOOLS

If a parent chooses to em-oil (or re-enroll) his or her child(ren) in a school of the Diocese of
Kalamazoo after a period of home-schooling, the school administrator will make the decision as to
the grade placement of the child(ren).

Tools to aid in this decision, such as the school’s cnd-of-year tests or standardized tests may be
used, as well as information gained through consultation with the parents, student(s), and
classroom teachers. The social and emotional development of the child(ren) should also be
considered.

The final decision as to the grade placement of children entering a diocesan school rests with the
school administrator.

Diocese of Kalamazoo Approved by

___________________________

Kalamazoo, Michigan Most Reverend’ Paul J. Bradley
Bishop of Kalamazoo

Policy adopted January, 2007.



POLICY #5124-P

SUBJECT: REPORTING PROGRESS TO PARENTS

The progress of all students in the schools of the Diocese of Kalamazoo shall be evaluated on a
continuing basis by the teaching personnel. The evaluation shall be a fair and objective
assessment of each student’s total performance in the school environment and should be reported
to parents as well as to students.

The evaluation tool (report card) shall be diocesan approved and designed to help students identify
their areas of strengths and weaknesses in both academic skills and personal character.

A copy of the report card must be kept in the student’s cumulative file.

[cf. c. 226 para 2; 793; 835 para 4; and I l36J

Diocese of Kalamazoo Approved by -/—7’/..c%’Q £4nit6’.-
Kalamazoo, Michigan Most Reverend taul 3. Bradley

Bishop of Kalamazoo

Policy adopted March. 1986; last revision January, 2007.



ADMINISTRATIVE REGULATION #5124-R

SUBJECT: REPORT CARDS

Schools in the Diocese of Kalamazoo shall use the official Diocesan Student Report Card. As of
the 2009 - 2010 school years, the official elementary report card is the new Standards - based
report card; the official middle school report card continues to be the letter grade edition. The
elementary report card is available on - line at the diocesan website; changes to this document to fit
the individual school curriculum must be approved through the Office of Schools.



ADMINISTRATIVE REGULATION #5124.1-R

SUBJECT: STANDARDIZED TESTING

The Catholic Schools of the Diocese of Kalamazoo utilizes standardized testing to assess and
diagnose strengths and weaknesses of the total instructional prop-am, obtain reliable information
about the pattern of growth for individual students, and as an aide in diagnosing, prescribing, and
improving instruction. The required testing program will be determined on an annual basis and
communicated to diocesan schools by the Diocesan Office of Schools.



POLICY #5125-P

SUBJECT: STUDENT RECORDS

An official Cumulative Record folder (CA6O) shall be maintained for each student who is enrolled
in a Catholic school in the Diocese of Kalamazoo. CA6O’s are fonvarded to the receiving school
upon written request signed by the parent. Unclaimed folders at the elementary / middle school
level are maintained for 7 years after the child would have graduated from high school. High
schools maintain folders indefinitely.

A Diocesan Permanent Record Card must also be maintained for each student. This Permanent
Record Card remains with the school pennanenth’ for thwre reference.

Parents, upon written request, may inspect and review their children’s records. The definition of
a “parent” includes a natural parent, a guardian, or a foster parent. The school shall not release
information in records concerning the student that will inform the requesting parent about the
student’s or other parent’s address or telephone number or the other parent’s employment address
when the requesting parent is subject to a personal protection order and the school has received a
copy of that personal protection order, pursuant to MCL 380.1 137a.

The following procedure shall be followed:
1. The parent requesting the inspection shall complete the form provided by the school and

present this form to the school administrator.

2. Within fifteen (15) school days, the parent shall be notified that the records may be
inspected and reviewed. This letter shall state the place and time and the school person
who will be present for the record inspection and review.

The Cumulative Record may contain information that pertains to the following:
I. Identification of Student 3. Attendance Information

A. Birth date
B. Family Information 4. Testing Data
C. Address
D. Telephone Number/email 5. Parent Conference Information

address
2. Health Information 6. Record of Activities/Honors

A. Immunization Record
B. VisionlHearing Test Results 7. Student Grades
C. Medical Information
D. Emergency Information 8. Other relevant data

From time to time, the cumulative folder of each student should be reviewed by administrative and
guidance personnel, and data that is not relevant or that does not support the purposes, as noted in
policy #5124, should be discarded and destroyed.



Student records may not be released except under the following circumstances:
1. “In House” use by local school officials (i.e. teachers within the educational

institution or local education agency who have legitimate educational
interests). ‘in House” users must sign in with the date on a log sheet provided
in each folder.

2. Transfers to other schools where the student is to enroll (if the parents are
notified in advance and have an opportunity to receive a copy of the records
and an opportunity to challenge them, if necessary).

3. Written Parental Consent specifying the records to be released, to whom they
are to be released, the reason for release, and an opportunity for parents to
obtain a copy of the records released, if desired.

4. Compliance with a judicial order or subpoena or applicable law or regulation.

In exceptions 2, 3, and 4 noted above, the person or agency desiring access to the student records
must sign a written form indicating thc educationa’ or other interests in seeking the information.
The form must be maintained as part of the student’s record, but may only be available for
inspection by his or her parents and the school official in charge of student records. The person
desiring access to the records must agree not to transfer the information to another person without
the written consent of the parents or guardian.

Students eighteen (18) and older, shall have the right of consent and the other rights guaranteed
under the act in lieu of their parents.

PERMANENT RECORD CARDS
A Permanent Record Card shall be maintained for every student enrolled in a Catholic school in
the Diocese of Kalamazoo. This Permanent Record Card is to be a composite of the pertinent
information contained in the CA-60 and shall include the student’s name, address, phone, grades,
attendance, standardized test results, classes attended, and grade level year of completion.

The Permanent Record Card is to be kept separate from the CA-60 file in a safe and secure place.
The Permanent Record Card remains with the school in perpetuity. If the school closes, these
records are transferred and maintained in the parish office.

Diocese of Kalamazoo Approved by %ll,..c7c% aq7,_s.t a;,—
Kalamazoo, Michigan Most Reveren6 Paul J. Bradley —

Bishop of Kalamazoo

Policy adopLed November, 1978; revised August 2015.



SAMPLE FORMS #5125-F

SCHOOL ADDRESS
AUTHORIZATION TO RELEASE RECORDS

I hereby give my permission to School to release any or all records of
examination, evaluations, or studies of my child to the agency, school, person or clinic listed
below.

Child’s flaIl name

Specific information to be released

Signature of parent or guardian Date

Birth Date

SCHOOL ADDRESS
AUTHORIZATION TO OBTAIN RECORDS

I hereby give my permission to School to obtain any, or all records of
examination, evaluations, or studies of my child.

Child’s fill name Birth Date

Name of agency, school, or clinic from which records are being requested

Address City State Zip

Name of agency, school or clinic from which records are being requested

Address City State Zip

Signature of parent or guardian Date



SAMPLE FORMS - CONTINUED #5125-F

SCHOOL ADDRESS
PARENT REOUEST TO REVIEW RECORDS

SCHOOL ADDRESS DATE

I(we)_________________________________
Parent or guardian name(s)

request inspection and review of my (our) child’s School Record.

Child’s full name

Parent or guardian signature(s)



POLICY #5131.7-P

SUBJECT: SUBSTANCE ABUSE

Drug abuse includes the use of or possession of alcohol, tobacco, or any illegal substance as well
as the abuse of any legal substances.

Drugs, as defined above, are not to be carried on to, purchased, sold, or consumed by the students
on the property of the Catholic school and br parish, or at any event sponsored by the school or
parish.

The school administrator will notify the parents upon the discovery of a student involved in the
selling or using of drugs, either on or off campus. The school administrator will have the option of
contacting local authorities.

A conference should be held promptly with the student and the parents together. Recourse to
special counseling agencies should take place in conjunction with guidance personnel.

Each case should be treated individually in conformity with the Christian and American systems of
justice.

Diocese of Kalamazoo Approved by a
Kalamazoo, Michigan Most Reverena Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1975; last revision August, 2015.



POLICY #5131.8-P

SUBJECT: COMMUNICATION DISTRIBUTION

The school administrator shall determine the suitability of any media distributed within or on
the wounds of the school.

This school administrator will be able to regulate and control all school sponsored newspapers,
periodicals, and other communications. He/she will also determine the suitability for distribution
of all externally produced literature and other material. Furthermore, no communication material
(tangible or intangible) should in any way be originated, organized, distributed, sold or harbored in
the school without the permission of the school administrator.

[cf. c. 822-8321

Diocese of Kalamazoo Approved by /- tj€.c-{%? £r)tj%,_
Kalamazoo. Michigan Most Reverend Paul .1. Bradley

Bishop of Kalamazoo

Policy adopted January. 1974; last revision August 2016.



POLICY #5131.9-P

SUBJECT: WEAPONS

The safety and welfare of students must be a priority concern of all school community members.
Therefore, the school environment must be kept free of all weapons and explosive devices.
Students who use, possess, handle, transmit, or conceal any object which is or could be considered
a dangerous weapon or instrument of violence, shall face immediate suspension and/or expulsion.

Diocese of Kalamazoo Approved by
Kalamazoo, Michigan Most Revernd Paul J. Brad(ey

Bishop of Kalamazoo

Policy adopted February, 1997; last revision January, 2007.



ADMINISTRATIVE REGULATION #5131 .9-R

SUBJECT: WEAPONS

A. Reporting of Suspected Weapons
1. School teachers, counselors, students, and other school community members

shall report immediately to the school administrators any students or non-
student who is suspected of carrying or concealing a weapon or dangerous
instrument of violence on school property, in vehicles (including buses and
cars), or at a school sponsored activity.

2. The school administrator shall immediately investigate, and if the allegations
are true, the administrator shall contact the parents or guardians, suspend the
student, and take the appropriate steps toward flfflhcr disciplinary action that
may result in expulsion.

3. Depending upon the nature of the weapon, the local police department shall be
notified immediately; and, if possible, the student detained and the weapon
confiscated.

B. Definition
I. Weapon: a weapon is considered to be any object which can be used to

threaten or injure another person. This definition would include, but not limit
itself to the following: firearms (including standard guns, B-B guns, look-a-
likes, etc.), loaded or unloaded, firearms, daggers, disks, stilettos, knives with
blades over three inches long, pocket knives opened by mechanical devices,
iron bars, brass knuckles, razor bladcs, explosives (including firecrackers,
bullets, bombs, grenades, rockets, etc.), poison gas (including pepper gas and
mace), numchucks, or other objects used to intimidate others.

2. School property: school property shall be considered as all school grounds, all
vehicles on school grounds (including vehicles for field trips and other school
sponsored activities) and other property which is utilized for school sponsored
activities.

C. Expulsion Recommendations and Reinstatement
I. The school administrator shall make a determination regarding the disciplinary

action which may include expulsion, suspension, or other appropriate action.
2. The administrator, in considering length of suspension or expulsion, shall take

into account the following: risk of harm to pupils or school community
members, risk and liability factors to the school, age and maturity of the
individual, school behavioral record of the individual prior to the incident,
attitude of the individual, individual’s behavior since the expulsion, prospects
for remediation, and cooperation from the parents or legal guardians.



3. The parents or guardians of the student shall be notified in writing of the
incident and the administrator’s recommendation of length of suspension,
expulsion, or other disciplinary action or rehabilitation programs within ten
(10) days.

4. As per Diocesan Policy #2450-P, the student, parents, or legal guardians may
appeal the expulsion decision (please see administrative regulation #2450 for
correct procedures).

5. Reinstatement, if warranted, will consist of probationary status which may
include signing a behavior contract, participation in or completion of a
counseling or self-control management program, periodic reviews, etc.

6. The school shall not be responsible for the education of expelled students.

D. Acceptance of Students from Other Schools Who Have Been Expelled for
Weapons Violations

In keeping with the spirit of the Michigan’s “Weapons-Free School Zone Act,” as
codified at MCL 380.1311, to maintain a harmonious working relationship with other
schools, and out of concern for the safety of our school community, it is the position of
the diocese that families requesting students who have been expelled from other schools
under the “Weapons Act” be considered only in extenuating circumstances.

The school administrator must collect, investigate, and review all the factors of
the incident and make a decision that the Catholic school environment would be
mutually beneficial for the student and the school. All factors contained in C-2
and C-5 of these regulations are to be considered along with the mutual
contribution to and of the school community.

E. Other
The diocesan policy should be printed in the Parent/Student Handbook and read
during the student orientation program.



POLICY #5133-P

SUBJECT: SEARCH AND SEIZURE

The school is charged with the responsibility of safeguarding the safety and well-being of the
students in their care. In the discharge of that responsibility, school authorities may search school
property such as lockers used by students or the person or property, including vehicles, of a
student, in accordance with the following policy.

Lockers, Desks, and Other Storage Areas

All lockers, desks, and other storage areas provided for use by students are provided only for the
convenience of students, and remain the exclusive property of the school. A student using the
locker, desk, or storage area has no expectation of privacy in that locker, desk, or storage area of
the contents contained therein. According to school policy, lockers, desks, and storage areas
provided for student use are subject to inspection, access for maintenance, and search by school
officials for any reason, at any time, without notice, without obtaining student or parental consent
and without obtaining a search warrant. The privacy rights of the student regarding any items that
are not illegal or against school policy shall be respected in the course of conducting a search.
Students shall not lock or otherwise impede access to any locker, desk, or storage area, except with
a lock provided by or approved by the principal. Unapproved locks will be removed, and may be
damaged or destroyed in the process.

The school reserves the right to have any law enforcement agency having jurisdiction over the
school assist in conducting searches of lockers, desks, or storage areas and the contents contained
therein. This includes the use of canine units from the law enforcement agency.

Lockers, desks, and other storage areas should be kept neat and clean at all times. The school may
deny or restrict use of lockers, desks, and other storage areas to any student for failure to comply
with use requirements. Items that are illegal or against school policy must not be kept in any
locker, desk, and/or storage area provided to students. Items prohibited include, but are not
limited to, cigarettes/cigars, look-a-like illegal drugs and controlled substances, drug-related
paraphernalia, weapons, explosive devices and/or materials and incendiary devices. Any such
items found in a locker, desk, or storage area provided to the students will be sent to the office with
the locker number or identifiable information attached and the responsible student(s) will be held
accountable according to the disciplinary measure established in the student handbook.

Student and Possessions

The school recognizes that the privacy of students or his/her belongings may not be violated by
unreasonable search and seizure and directs that no student be searched without reasonable
suspicion or in an unreasonable manner.

Except as provided below, a request for the search of a student or a student’s possessions will be
directed to the principal. S/He shall attempt to obtain the freely-offered consent of the student to



the inspection; however, provided there is reasonable suspicion, s/he may conduct the search
without such consent. Wherever possible, a search will be conducted by the principal in the
presence of the student and a staff member other than the principal. A search prompted by the
reasonable belief that health and safety are immediately threatened will be conducted with as much
speed and dispatch as may be required to protect persons and property.

Search of a student’s person or intimate personal belongings shall be conducted by a person of the
student’s gender, in the presence of another staff member of the same gender, and only in
exceptional circumstances when the health and safety of the student or of others is immediately
threatened.

The principal shall be responsible for the prompt recording, in writing, of each student search,
including the reasons for the search; information received that established the need for the search;
and the name of the informant, if any; the persons present when the search was conducted; any
substances or objects found and the disposition made of them; and any subsequent action taken.
The principal shall be responsible for the custody, control, and disposition of any illegal or
dangerous substance or object taken from a student.

Diocese of Kalamazoo Approved by: *(a/? ,%..tJ
Kalamazoo, Michigan Most Reverend Paul J. Brad(ey

Bishop of Kalamazoo

Policy adopted January’. 2007.



POLICY #5138-P

SUBJECT: ENROLLMENT STATUS OF HIGH SCHOOL STUDENTS THAT ARE
EXPECTING OR HAVE CHILDREN

Decisions regarding the enrollment status of high school swdents that are expecting or have
children will be approached with consideration for the welfare and Christian development of the
individual student and the welfare of the entire student body.

The building administrator will seek the advice of the Diocesan Superintendent and the local
pastor (priest representative in unified systems) in reaching a decision in these matters. Each case
will be weighed on its own merits.

Diocese of Kalamazoo Approved by —q(a
Kalamazoo, Michigan Most RevereWd Paul J. Bradley

Bishop of Kalamazoo

Policy adopted Januaiy, 2007; last revision August 2016.



POLICY #5140.1-P

SUBJECT: QUESTIONING OF STUDENTS BY LEGAL AND LAW ENFORCEMENT
AUTHORITIES

Whenever police officers, juvenile authorities, or other court or law enforcement authorities seek
information from a student, it shall be the policy always to have a responsible person, preferably
the school administrator, present during the interview. The school administrator, before permitting
the interview to occur, should always attempt to notify a parent of the student except in the
following situations:

A. When the school administrator has been advised by the investigating personnel that the
investigation is in no way focusing on the student as a possible suspect or in a manner
otherwise detrimental to his/her legal interests;

B. The need for the requested interview is of an emergency nature such that delay would
impede the ends ofjustice; and

C. The case is one of child abuse or neglect in which the student is the victim.

In the case of child abuse or child neglect in which the student is the victim, the protective services
personnel may investigate without consent or knowledge of the child’s parents or guardian.
Whether school officials should be present during the interview of a child victim must be left to the
discretion of the investigator from the Family Independent Agency. Child Protective Services.

Other than as noted above, parents hold the right to refuse to allow their children to be questioned
by legal authorities without legal representation. While. at school, the teacher or school
administrator takes the place of the legal guardian of the students. The school administrator or
teacher may reffise to allow a child to be questioned by legal authorities.

I. The school administrator should always attempt to notify parent(s) of a child
before allowing questioning from legal authorities.

2. If a parent catmot be reached, the school administrator may
a. Reffise the questioning at that particular time.
b. Sit in on the questioning with the child.

Diocese of Kalamazoo Approved by tiY1zO.
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1974; last revision January, 2016



POLICY #5140.2-P

SUBJECT: MANDATED REPORTING

The welfare of the students whom we serve must be a primary concern of all school personnel.
School staffmembers and support staff members have a responsibility to report immediately to the
proper authorities any suspected cases of abuse or neglect involving a child under the age of
eighteen.

A. Reporting Suspected Abuse or Neglect Is Required
School administrators, teachers, counselors, social workers, nurses, and other school
personnel are to report immediately any suspected cases of child abuse or neglect. This is
required by law (PA 1975, No. 238). A copy of this law should be available in the school
office.

B. What Are Reportable Conditions?
“Child abuse” means harm or threatened harm to a student’s health or welfare by a person
responsible for the student’s health or welfare that occurs through nonaccidental physical or
mental injury, sexual abuse, or maltreatment. “Child neglect” means harm to a student’s
health or welfare that occurs through negligent treatment, including failure to provide
adequate food, clothing, shelter, or medical attention.

C. When and To Whom Must the Suspected Case Be Reported?
Immediately upon suspecting abuse or neglect by a student’s parent or guardian, the
school staff member is to report it to the Protective Services unit of the Department of
Hunan Services (DHS) in the county in which the student resides. The reporting person
should get the name of the DHS personnel receiving the information. This information
will be helpful when submitting the follow-up written report. When possible, the teacher
or other staff member is to consult with the school administrator prior to filing a report.
The person suspecting the abuse or neglect is to make the oral report and follow-up with
the written reports. This person must also follow-up with the school administrator.

A written report must be submitted to the Protective Services within seventy-two (72) hours. The
form used in this written report is called a DKS-3200 and a supply of these should be maintained in
the school office (available from Protective Services). A copy of this report is to be sent to
Protective Services and one retained in the local files.

The administrator, in consultation with the reporting person where appropriate, shall be
responsible for filing the necessary report with the DHS Protective Services unit of the county in
which the student resides.

D. Failure to Report and Unauthorized Dissemination of Information
A person required to report an instance of suspected child abuse or neglect and fails to do so, is
civilly liable for the damages proximately caused by the failure.



A person required to report an instance of suspected child abuse or neglect and knowingly
fails to do so, is guilty of a misdemeanor.

A person who permits or encourages the unauthorized dissemination of information contained
in the central registry and in reports and records made pursuant to this act is guilty of a
misdemeanor and is civilly liable for the damages proximately caused by the dissemination.

A person who willifilly maintains a report or record required to be expunged under section 7
of the Child Protection Law is guilty of a misdemeanor.

A person who intentionally makes a false report of child abuse or neglect under this act is
guilty of either a misdemeanor or a felony (see Section 13.5).

E. Immunity from Prosecution
According to PA 1975, No. 238, 722-625, a person acting in good faith who makes a report or
assists in any other requirement of this act shall be immune from civil or criminal liability that
might otherwise be incurred.

F. Confidentiality of Reporting
According to the Michigan Law, the identity of the reporting person shall be confidential and
subject to disclosure only with the consent of that person or by judicial process.

G. Student Interviews
A building administrator or appropriate designee may grant a request from a Protective
Services worker to interview a student in the building without having to secure prior
permission from the parent or guardian. Please refer to Diocesan Policy #540 1.1 regarding
the Questioning ofStudents by Legal Authorities for ifirther guidelines.

Any personal interview or observation of the student is to be conducted in a professional
manner. The student’s integrity and security should be respected at all times. Repeated
interviewing or inspections should be avoided.

The school administrator shall request proper identification from the Protective Services
worker prior to permitting the interview. Child protective services workers must meet with a
designated school staff person to discuss investigative procedure before having contact with
the student at school, and after having contact with the swdent to discuss the DHS’s response
as a result of the contact.

Legal Reference: Public Act 238 of 1975, as amended, being sections 722.621.722636, and 1997 PA 59, Michigan Compiled Laws.

Diocese of Kalamazoo Approved by 4- £Zc.tZ p
Kalamazoo, Michigan Most Reverend Paul J. Bradley’

Bishop of Kalamazoo
Policy adopted January, 1989; last revision August 2015.



POLICY #5141.4-P

SUBJECT: COMMUNICABLE DISEASES

All children admitted to the Catholic school environment must be in compliance with the
immunization schedule required by the Michigan Public Health Code. School administrators are
required to cooperate with county health officials in establishing and coordinating all
immunization data, waivers, and exclusions, in order to provide preventable communicable
disease management. Parents and school administrators should comply with the protocol for the
management of selected diseases as published by the state health department.

School administrators are to require immunization records (or a waiver signed by the parent) of all
school enrollees.

School administrators, in cooperation with the county health officials, are to enforce the protocol
for the Management of Selected Diseases and the protocol for handling Blood-Borne Pathogens.

School administrators and parents (or legal guardians) must work cooperatively to prevent,
control, or contain communicable diseases (illnesses caused by an infectious agent or its toxins
that occurs through the direct or indirect transmission of the infectious agent). Parents have the
responsibility to report to the school administrators any communicable disease which their child
has contracted. Failure to report a communicable disease case must be considered as a serious
infraction against the partnership between the school and parent. This serious infraction must be
dealt with in an appropriate manner by the school administrator and could jeopardize the
admission or re-admission of the student.

Diocese of Kalamazoo Approved by +12Ja/Q.
Kalamazoo, Michigan Most Reverenli Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 1997; last revision August 2015



POLICY #5141.5-P

SUBJECT: STUDENT MEDICATIONS

School staff members are to follow the policies and procedures established and distributed by the
Office of Schools of the Diocese of Kalamazoo in regard to student medications. Areas covered
by these policies and procedures include administering medications, self-possession and
self-medication by student, staff training, storage and access to medications in schools, and
record-keeping related to medications at school.

Diocese of Kalamazoo Approved by frjgci..c/Q. fiflettt
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January, 2007; last revised August, 2015.



POLICY #5142-P

SUBJECT: EMERGENCY MEDICAL AUTHORIZATION

The school will distribute annually to parents or guardians of all students the Emergency Medical
Authorization Form. In the event emergency medical treatment for a student is necessary, the
school will adhere to the instructions on the authorization form.

The Emergency Medical Authorization Form will be kept in a separate, easily accessible file in
each school building during the school year.

Any time a student or a group of students is taken out of the school to participate in a school event,
the staff in charge of the event must take the Emergency Medical Authorization Forms for those
students. This includes, but is not limited to, students involved in music trips, athletic trips, field
trips, and academic contests. This does not include student spectators at events.

Whenever it is necessary for staff members to use emergency procedures in order to care properly
for a student, they are to follow the procedures described in the school’s administrative guidelines
and are not to abide by any “Do Not Resuscitate” (DNR) agreement that may exist for a student,
unless ordered to do so by a court of law.

Diocese of Kalamazoo Approved by: fr,..p/Q
Kalamazoo, Michigan Most Reverend Paul J. Brad1e

Bishop of Kalamazoo
Policy adopted January. 2007.



MEDICAL TREATMENT RELEASE FORM #5142-F

To Whom it May Concern:

As a parent/guardian, I do hereby authorize the treatment by a qualified and licensed Medical
doctor in an emergency which, in the opinion ofthe attending physician, may endanger his/her life,
cause disfigurement, physical impairment, or undue discomfort of delayed. This authority is
granted only after a reasonable effort has been made to reach me.

Name of Minor:

__________________

Relationship to you:
Reasons for which release is intended:

Address of Minor:
City:
Emergency Phone(s):

Family Physician:
Phone:
Physician Address:
City:
List allergies, medication, contacts, or other pertinent comments:

Health Insurance Data:
Company:

__________

Policy:
Group:
Contract:
This release form is completed and signed of my own free will with the sole purpose of authorizing
medical treatment under emergency circumstances in my absence.

This form must be notarized
Date:

____________________

Signed (Parent or Guardian):

___________________________________________________

State of:

________________________________

Subscribed and sworn before me
County of:

_____________________

this

________

day of__________________ 20

_____________________________________

Notary Public
(Medical providers may not accept this if not notarized)



POLICY #5144-P

SUBJECT: STUDENT DISCIPLINE

The essence of Christian discipline is self-discipline wherein a student is brought to an awareness
that true freedom and the ability to direct one’s actions responsibly are synonymous.

In order to assist the student to achieve such discipline, clearly stated expectations and
responsibilities as well as consistent and patient direction by school administrators and teachers
are necessary.

Respect for the dignity of the student precludes the use of corporal punishment as a means of
seeking adherence to the rules and regulations of the school.

The following guidelines must be followed when creating a school’s discipline policy:
I. The policy should be corrective, not punitive;
2. The policy must be general enough to allow room for individual circumstances

and administrative discretion;
3. Discipline regulations should include a sample of types of offenses - not an

exhaustive list;
4. Lists of penalties should include ‘possible penalties’, but not necessarily tie a

particular penalty to evcry offense;
5. The school’s Discipline Policy and accompanying Regulations (including the procedure

for reporting harassment and/or bullying) are to be published in the parent/student
handbook.

[cf. c. 220; 221, para2]

Diocese of Kalamazoo Approved by frLja..if0.
Kalamazoo, Michigan Most Revererf’d Paul I. Bradle3

Bishop of Kalamazoo
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POLICY #5151-P

SUBJECT: EDUCATION ACT TITLE IX (DISCRIMINATION BASED ON GENDER)

The Catholic schools of the Diocese of Kalamazoo acknowledge the requirement of Title DC of the
Education Act of 1972 (Public Law 92-3 18 as amended by Public Law 93-568) and shall not, as
required by law, discriminate on the basis of gender in employment practices or within the
educational programs or activities which they operate and shall not violate the requirements of
Title IX. Nonetheless, nothing herein will be interpreted as limiting the Catholic schools of the
Diocese of Kalamazoo from exercising applicable religious exemptions found in state and federal
statutes, regulations, and common law, or asserting the non-applicability of Title IX should a
school not receive federal ftmding.

All Catholic schools will appoint an administrator charged with ensuring compliance, to the extent
applicable, with the requirements of Title IX.

Diocese of Kalamazoo Approved by frt9zCc/c% %z-—Kalamazoo, Michigan Most Reverena Paul J. Bradley’
Bishop of Kalamazoo

Policy adopted March, 1976; last revision August, 2016.



POLICY #5152-P

SUBJECT: ENROLLMENT OF CATHOLIC AND NON-CATHOLIC CHILDREN

Catholic and non-Catholic children whose parents desire to enroll them in any Catholic school in
this Diocese shall not be denied admission to that school on the basis of race, color, gender, or
place of national origin. When a non-Catholic child is admitted, such admission will not be
revoked to make space a Catholic child.

Diocese of Kalamazoo Approved by *4LIZO ttet2.e
Kalamazoo, Michigan Most Revereid Paul J. Bradle’y

Bishop of Kalamazoo
Policy adopted January, 1974; last revision August, 2015.



POLICY #5153-P

SUBJECT: ENROLLMENT AND LEGAL STATUS

A student’s legal (or non-legal) status as a citizen vi1l not be considered as a factor in enrollment.

Diocese of Kalamazoo Approved by *7gcef Qe
Kalamazoo, Michigan Most Reveredd Paul J. Bradlef

Bishop of Kalamazoo
Policy adopted August, 2016.



POLICY #5154-P

CO-OP AND SHARE TIME PROGRAMS

Schools may take advantage of co-op and share time programs in order to augment educational
offerings. Contracts for such programs with third parties must be in place by the 2017-2018 school
year, and all share time contracts will be submitted to the Office of Schools for review. Any
incidences involving third party staff or personnel involved in such programs will be promptly
communicated to the responsible third party as well as the Office of Schools.

Diocese of Kalamazoo Approved by
—

£&si/çZ 4tQ-
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopwd August 2013; last revision August 2016.



ADMINISTRATIVE REGULATION #5155-ft

SUBJECT: STARTING AGE FOR KINDERGARTEN

The Diocese of Kalamazoo looks to applicable state law regarding the enrollment age of children
in kindergarten programs. A child may enroll in kindergarten in the Diocese of Kalamazoo if the
child is at least 5 years of age on September 1 of the year of enrollment.

Interpretation of this regulation and application of state law is reserved to the Superintendent.



POLICY #6001-P

SUBJECT: RELIGIOUS INSTRUCTION REQUIRED

It shall be the purpose of the Catholic school to complement the role of the family in striving for
the development of the knowledgeable, practicing Catholic Christian. The theology course,
ffinctioning as the nucleus of the curriculum, shall provide instruction in Catholic Doctrine and
seek the acquisition and strengthening of Christian attitudes, values, and habits in the context of a
faith community evidenced by the practice of Christian truth and witness.

In keeping with this principle, religious instruction in the Catholic faith shall be required of all
students attending the schools of the Diocese as an integral part of their program.

[cf. c. 226, para 2; 793; 835, para 4; 1136]

Diocese of Kalamazoo Approved by -f %P4%e
Kalamazoo, Michigan Most Reverend Paul J. Bradleyt
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POLICY #6010-P

SUBJECT: FEDERAL TITLE PROGRAMS

All schools are expected to work with their local public school(s) to access goods and services
available to them through Federal Title Programs.

Each diocesan school shall engage in regular and on-going consultation with public-school
providers to ensure that equitable services are received.

The Office of Schools shall serve as a resource to Diocesan schools with respect to Federal Title
Programs.

If a third party provides services to a school utilizing Title I finds, a copy of the contract with the
school and the third party must be submitted to the Office of Schools for review and approval.

Diocese of Kalamazoo Approved by

____________________________

Kalamazoo, Michigan Most Reverend Paul J. Bradley
Bishop of Kalamazoo

Adopted August, 2009, last revision August, 2016.



POLICY #6062.1-P

SUBJECT: MEDIA CLIPS FOR CLASSROOM USE

Media clips shown in a Catholic School must have an educational emphasis and be related to the
school curriculum. The showing of movies in the classroom must have the school administrator’s
approval.

Proper licensing for showing movies must be obtained prior to the showing. All copyright laws
must be followed.

R-rated movies are not to be shown on school grounds and school sponsored field trips to such
movies are also prohibited.

Diocese of Kalamazoo Approved by fr 4?.
Kalamazoo, Michigan Most Reverend’Paul J. Bradlef

Bishop of Kalamazoo
Last revision August. 2016.



ADMINISTRATIVE REGULATION 6062.1-R

SUBJECT: MEDIA CLIPS FOR CLASSROOM USE

As with the potential use of any resource material in the classroom, prior review of the material by
the instructor is done to determine the appropriateness of the media clip.

Schools must abide by diocesan policy regarding field trips to movies, legal requirements for
showing movie (which includes age limit guidelines), and proper licensing requirements.

If a media clip is given as an outside assignment for credit or extra-credit, the assigned media must
meet all of thc above guidelines, and an alternative non-media assignment must be given for those
who elect not to view media. The alternative assignment must be equal in terms of required
student time and effort.



POLICY #6111-P

SUBJECT: SCHOOL CALENDAR

The school calendar must not be less than 180 days as required by pertinent accrediting bodies as
supported by the Diocesan Office of Schools. The school calendar must also comply with the
minimum number of instructional hours as required by the State of Michigan.

The calendar should encompass a sufficient number of days/hours in which teachers will be on
assignment, such as additional days for in-service, orientation, pre-service, spiritual growth, and
days set aside for diocesan, area, or local in-service programs.

For days cancelled or delayed due to Acts of God, schools may subtract up to thirty hours of
instructional time from the required 1098 instructional hours. Decreases in instructional hours
will not result in a decrease in required Professional Development hours.

All school calendars for the upcoming school year must be submitted to the Diocesan Office of
Schools by May 15th

Administrators are not mandated to work then a school closes for Christmas and Easter break.

Diocese of Kalamazoo Approved by J-óL/p. o1wdZ,-
Kalamazoo, Michigan Most Rever&nd Paul J. Braãley

Bishop of Kalamazoo
Policy adopted January, 1974: last revision August2015.



ADMINISTRATIVE REGULATION #611 1-R

SUBJECT: DAYS/HOURS OF INSTRUCTION REQUIREMENTS

The schools of the Diocese of Kalamazoo are guided by the expectations laid out in the Pupil
Accounting Manual that is published by the Michigan Department of Education regarding what a
school may count toward the minimum instructional requirement of 1098 instructional hours.

Instructional time may be counted towards the 1098 hours of instruction if the following is in
evidence:

• Pupils and certified teachers were present and engaged in instruction.
• Instruction was scheduled and available for the entire pupil membership.
• Passing time to the first class period was excluded.
• Passing time between class periods was reasonable.
• Only passing time for lunch period was counted (either to or from lunch).
• Lunch period, and any recess attached to the lunch period, was excluded.
• Passing time from the last class period was excluded.
• For Pre-K to 2nd Grade grade levels, a mid-morning mid-afternoon recess not to exceed

twenty minutes may be counted if supervised by a certified teacher. No such recess may be
counted as instructional time if it is part of or connected to the lunch period or is at the
beginning or end of the school day.

• Home room may be counted if it is no more than fifteen minutes (which includes passing
time) and if it is not determined to be a study hail.

• Not more than two study halls may be counted, and only if supervised by a certified tepcher
and the school provides at least an additional 90 more hours (1188 hours) than the
minimum hours of instruction.

Note: the first thirty hours for which pupil instruction is not provided because of conditions not
within the control of school authorities, such as severe storms, fires, epidemics, or health
conditions as defined by the city, county or state authorities, shall be counted as hours of
instruction.

Beginning in 2015-16, staff development cannot be counted towards instructional hours.

The following are not counted as days/hours of instruction:

• Any hour in excess of the 30 hours due to uncontrollable circumstances.
• A day when pupil registration, orientation, or scheduling occupies 50% or more of the

student’s day.
• Time set aside for teacher/parent conferences.



POLICY #6112-P

SUBJECT: SCHOOL VISITORS

The school welcomes and encourages visits by parents, other adult residents of the community,
and interested educators. But in order for the educational program to continue undisturbed when
visitors are present and to prevent the intrusion of disruptive persons into the schools, it is
necessary to establish visitor guidelines.

The principal or designee has the authority to prohibit the cntry of any person to a school of the
Diocese of Kalamazoo or to expel any person when there is reason to believe the presence of such
person would be detrimental to the good order of the school. If such an individual refuses to leave
the school grounds or creates a disturbance, the principal or designee is authorized to request from
the local law enforcement agency whatever assistance is required to remove the individual.

The principal shall provide administrative guidelines which encourages community members and
other individuals to visit the schools, but which also provides for the protection of students and
employees so that such visits are not disruptive to the educational process and learning
environment.

Visitors to the school will be approved by the principal; any visitors that are minors will be
supervised at all times.

Diocese of Kalamazoo Approved
Kalamazoo, Michigan Most ReverInd Paul J. Bradi y

Bishop of Kalamazoo

Policy adopted January. 2007; revised August 2015



ADMINISTRATIVE REGULATION #61 14.1-R

SUBJECT: FIRE! TORNADO DRILLS / OTHER DRILLS

Michigan laws demand that all schools conduct a minimum of five (5) fire drills (three of the five
to be held by December 1 of the school year and the other two to be held during the remaining part
of the school year), two (2) tornado drills (at least one of which to be conducted during March),
and three (3) lockdown drills per academic year (at least one to be conducted after January 1, with
a reasonable spacing between each drill. At least one of the drills must be held during a lunch or
recess period, or at a time when a significant number of students are not gathered in the classroom.

In lockdown drills, building occupants are restricted to the interior of the building and the building
is secured. These drills shall include security measures that are appropriate to an emergency such
as the release of a hazardous material or the presence of an armed individual on or near the
premises. This drill shall be conducted with the coordination of the local emergency
management coordinator appointed under Section 9 of the Emergency Management Act, 1976
P.A. 390, MCL 30.409.

The school must maintain records of all drills. Dates, times, number of persons involved, etc. are
to be recorded and kept in the school administrative files. Information regarding completed drills
are to be posted on a school’s website within 30 days after the drill is completed and maintained on
the website for at least 3 years.

By September 15 of each school year, the school administrator must provide a list of scheduled
drill days to the county emergency management coordinator.



POLICY #6141.4-P

SUBJECT: EARLY CHILDHOOD EDUCATION PROGRAMS

Early education programs include Kindergarten and Pre-Kindergarten programs. School
administrators in the Diocese of Kalamazoo should consider the following principles preliminary
to establishing early education centers:

1. Early education programs provide valid growth experienccs for a child. Early childhood
programs within the diocese are to be staffed by competent professionals who will not
merely expose children to pre-reading and math, but will provide them with a variety of
experiences beyond normal academics.

2. All early childhood programs must meet state licensing requirements.

Diocese of Kalamazoo Approved by 4— tocfQ
Kalamazoo, Michigan Most Reverend Paul 3. Bradley

Bishop of Kalamazoo

Policy adopted March, 1986; last revision August, 2015.



POLICY #6141.6-P

SUBJECT: HUMAN SEXUALITY AND CATHOLIC FAMILY VALUES

All schools are required to include catechesis in human sexuality and Catholic family values in
their Theology program or other appropriate program.

All classroom instruction in human sexuality must reflect the intention found in the National
(‘atechetical Directon’: “Sexuality and Catechesis” (para l9l) and must be consistent with the
Church’s teaching found in such documents and among others as Educational Guidance in Human
Love,6 Pope John Paul Ii’s Familiaries C’onsortio,7 Humane Vitae (Pope Paul Vl),8 and Human
Sexuality: A Catholic Perspective for Education and Lifelong Learning.9 The catechists who
share the responsibility of teaching Catholic family life values with the parents must be able to
clearly reflect those teachings.

In keeping with the Church’s teaching, only materials appearing on the approved list from the
Diocese may be utilized in teaching human sexuality. This list will be maintained by the Diocesan
Office of School’s webpage portal available to all school administrators.

Parents, as primary educators of their children, may “opt-out” of this program by putting this
request in writing to the school administrator.

Diocese of Kalamazoo Approved by #Zt.c_cdc7 Øfl4rác.—
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopted April, 1992; last revision August, 2015.

Sharing the Light ofFaith: National (‘atechetical Directoryfor Catholics oft/ic United
States, USCC, 1979.
6 Educational Guidance in Human Love: Outlines for Sex Education, Sacred Congregation for
Catholic Education, 1983.
/ Fanuliaries Consortio, Pope John Paul II, 1981.

Humane Vitae, Pope Paul VI, 1968.
Human Sexuality: A Catholic Perspective for Education and Lifelong Learning, USCC,

1991, ci’. esp. pp. 7-37.



POLICY #6143-P

SUBJECT: DIOCESAN CURRICULA

All Catholic schools in the Diocese of Kalamazoo, grades PreK-12, are to use the established
diocesan curricula and related materials promulgated by the Diocese through the Office of
Schools. Waivers to this requirement may be granted at the discretion of the Diocesan
Superintendent of Schools.

Any textbooks adopted for use by a school to implement the Religion/Theology curriculum must
have been reviewed and approved by the U.S. Conference of Catholic Bishops. Supplemental
theology information must have a valid imprimatur. Religion texts and materials must also reflect
the content and spirit of the Diocesan Religion/Theology curriculum.

Diocese of Kalamazoo Approved by fa.d Q.. %1r’Lt..E!y
Kalamazoo. Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo

Policy adopEed July, 1999; last revision August 2016.



POLICY #6150-P

SUBJECT: SUPERVISION OF STUDENTS

Students must be supervised by an adult at all times during the regularly scheduled school day, and
during any school sponsored activities and at any other times during which the school accepts
responsibility for supervision.

Personnel charged with supervising students outside the classroom are to be provided with
information relating to student supervision. This information may include the following:

• A basic or local in-service update on emergency procedures and general supervisory’
duties.

• A written list of all procedures and rules to be followed relating to the conduct of students
in the schoolyard.

• A specific diagram of the yard where appropriate, to assist in stationing of supervisory
personnel.

It is the responsibility of the principal to ensure that adequate supervision of students is provided.

Supervisors will be present and actively supervising students in a reasonable and prudent manner
appropriate to the activities/classes to which they have been assigued. Unless it is an emergency,
supervisors may not use cell phones or other electronic devices when they are supervising
children, or engage in any other activity which would distract them from their duty.

Diocese of Kalamazoo Approved by 7’-iz..ccf C
Kalamazoo, Michigan Most Reverend Paul 3. Bradley

Bishop of Kalamazoo

Policy adopted August 2015.



ADMINISTRATIVE REGULATION #6153-R

SUBJECT: FIELD TRIPS

Teachers are to submit their field trip plans to the school administrator for approval prior
to any announcement.

To ensure the desired outcomes of field trips, teachers should prepare the students for the
place that is to be visited and the things that are to be seen or expected. A discussion
should be held regarding the purpose(s) and goals of the trip.

Students who participate in field trips must have a signed parent permission slip for the
specific event on file in the school office. A sample outline has been provided as a guide
in developing that permission slip. Permission slips should be retained for 7 years.

Whenever possible, bus transportation should be used. If a private passenger vehicle
must be used, a Volunteer Driver Information Sheet must be completed and placed on file
with the administrator (Form 6153-F attached). If passenger cars are to he used, the following
shall apply:

A. The driver must be 21 years of age or older;
B. The driver must have a valid, non-probationary driver’s license and no physical

disability that may impair the ability to drive safely;
C. The vehicle must have a valid registration;
D. The vehicle is in good condition for the safe transportation of students;
E. The vehicle must be insured as required by law; and
F. The vehicle must be equipped with the proper number and type of child restraint devices

and driver and passengers must use these restraint devices and booster seats, if needed.

Each driver and/or chaperone must be given a copy of approved itinerary, including the route(s) to
be followed, names of students to be supervised, and a summary of responsibilities. A copy of
this itinerary must also be on file with the school office. In the event that the school administrator
is participating in the trip, a copy of the above information should be on file in the parish office
also. Transportation provided while on school events requires the presence of two unrelated
adults in a car while minors are being transported. When it is not possible to provide two adults for
each vehicle, the minimum required is one adult with two or more minors, never one adult to one
child. In the latter situation, no child may sit in the front seat with the driver, except for the child of
the driver. Unless it is an emergency, an adult will not take any side trips or unplanned stops.
Drivers are required to carry cell phones and communicate with the trip coordinator in case of
emergency. Parents serving as chaperones serve at the discretion of school officials. If it is
determined that a parent cannot effectively chaperone a field trip due to other obligations (e.g.
caretaking for non-student children), then the parent may attend the field trip (in their own vehicle)
as a non-chaperone so long as their attendance does not interfere with the field trip.



Emergency supplies and necessary student medical information are to be carried by the
supervisory teacher during the field trip. Should a student need to be separated from other
students or sent home from the field trip, at all times should such student be accompanied
by a responsible adult, until the student is reunited with his / her parent or legal guardian. Students
may only be released to their parent or legal guardian at the site of the field trip, consistent with the
school’s early dismissal policy.

For trips other than interschool athletics, minimum supervision of one (I) adult per eight students
is required.



FORM #6153-Fl

PARENT PERMISSION FORM FOR FIELD 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 premises. This activity will take place under the guidance and supervision of
employees from

_______________________________________________

School.

Name of Event:

Destination:

Designated Supervisor of Activity:

________________________________________________________________

Date and Time of Departure:

____________________________________________________________

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 and release of liability. As parent or legal guardian. you remain hilly responsible for the actions and conduct
of your child.

**************************sTATENIENT OF CONSENT**************************

I hereby consent to participation by my child,

__________________________________,

in the event
described above. I understand that this event will take place away from schooVpadsh grounds and that my
child will be under the supervision of the designated school/parish employee on the stated dates. I further
consent to the conditions stated above on participation in this event, including the method of transportation.

In consideration ofmy child being allowed to participatein this field trip, I hereby agree on behalf of myself
and my child, to release School and /or Parish, the Roman Catholic Diocese of

_____________________________

and any and all affiliated organizations, their employees, agents and
representatives, including volunteer drivers (collectively “Releasees”), from any and all claims, including
negligence, which may be asserted by me or my child, or on behalf of my child, arising from or relating to
my child’s participation in the field trip. In the event this release on behalf of myself and/or my child is
held to be invalid or unenforceable, I hereby agree to indemnifS’ and hold harmless Releasees from any and
all claims, including negligence, which may be asserted by me or my child, or on behalf ofmy child, arising
from or relating to my child’s participation in the field trip. This release or indemnification does not apply
to claims for intentional misconduct or gross negligence; nor does this release or indemnification apply to
the extent of commercial insurance coverage for any claim, but this Release or Indemnification shall apply
to the extent of any self-insurance or deductible applicable to any claim.

Print Parent Name Date Parent Signature Date

Please return this entire form by

____________________________________________________________



FORM #6153-F2
VOLUNTEER DRIVER INFORMATION SHEET

Valid for Michigan and Indiana Drivers Only

I. Driver:

Name

_______________________________________

Date of Birth

_____________

Address

________________________________________

Phone

____________________

Driver’s License #

___________________Expiration ___________________________

11. Vehicle that will be used: (Information must be provided for each vehicle.)

Name of Owner

______________________________

Year and Make

_______________

Address

________________________________________

Model

_______________________

License Plate#

____________________

Registration Expires

_________________________

Ill. 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

IV. Certification:
I certify 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 twenty-one (21) years of age or older, hold a valid
driver’s license, and have the required insurance coverage in effect on any vehicle used to
transport students. I also state my vehicle is in good condition for the safe transportation of
students.

Signature Date



POLICY #6160-P

SUBJECT: SOCIAL SECURITY NUMBER PRIVACY

It is the policy of the schools of the Diocese of Kalamazoo to protect the confidentiality of Social
Security Numbers obtained in the ordinary course of business from employees, students,
parishioners, vendors, contractors, customers, or others. No person shall knowingly obtain, store,
transfer, use, disclose, or dispose of a Social Security Number that the school obtains except in
accordance with the Social Security Privacy Act and this Privacy Policy.

Diocese of Kalamazoo Approved by:
Kalamazoo, Michigan Most Revere/id Paul J. Bradley

Bishop of Kalamazoo
Policy adopted January. 2007.



ADMINISTRATIVE REGULATION #6160-R

SUBJECT: SOCIAL SECURITY NUMBER PRIVACY PROCEDURES

A. Obtaining Social Security Numbers. Social Security Numbers should be collected only
where required by federal and state law or as otherwise permitted by federal and state law for
legitimate reasons consistent with this Privacy Policy.

Legitimate reasons for collecting a Social Security Number include, but are not limited to the
following:
I. Applicants maybe required to provide a Social Security Number for purposes of a pre

employment background check;
2. Copies of Social Security cards may be obtained for purposes of verifying employee

Eligibility for employment (example: 1-9 forms);
3. Social Security Numbers may be obtained from employees for tax reporting purposes, for

new hire reporting or for purposes of enrollment in any employee benefit plans;
4. Social Security Numbers may be obtained from creditors or vendors for tax reporting

purposes.

B. Public Display. All or more than four sequential digits of a Social Security Number shall not
be placed on identification cards, badges, time cards, employee rosters, bulletin boards,
permits, licenses, or any other materials or documents designed for public display.
Documents, materials, or computer screens that display all or more than four sequential digits
of a Social Security Number shall be kept out of public view at all times.

C. Account Numbers. All or more than four sequential digits of a Social Security Number shall
not be used as a primary account number for an individual.

D. Computer Transmission. All or more than four sequential digits of a Social Security Number
shall not be used or transmitted on the Internet or on a computer system or network unless the
connection is secure or the transmission is encrypted.

E. Mailed Document. School documents containing all or more than four sequential digits of a
Social Security Number shall only be sent in cases where state or federal law, rule, regulation,
or court order or rule authorizes, permits, or requires that a Social Security Number appear in
the document. Documents containing all or more than four sequential digits of a Social
Security Number, that are sent through the mail, shall not reveal the number through the
envelope window or otherwise be visible from outside the envelope or package.

F. Storage. All documents containing Social Security Numbers shall be stored in a physically
secure manner. Social Security Numbers shall not be stored on computers or other electronic
devices that are not secured against unauthorized access.

G. Access to Social Security Numbers. Only personnel who have legitimate business reasons to
know will have access to records containing Social Security Numbers. The officials having



access to records containing Social Security Numbers shall determine which other personnel
within the departments have a legitimate reason in the school’s ordinary course of business to
have access to such Social Security Numbers. Personnel using records containing such
numbers must take appropriate steps to secure such records when not in immediate use.

H. Disposal. Documents containing Social Security Numbers will be retained in accordance
with the requirements of state and federal law. At such time as documents containing Social
Security Numbers maybe disposed of, such disposal shall be accomplished in a manner that
protects the confidentiality of the Social Security Numbers, such as shredding.

I. Unauthorized Use or Disclosure of Social Security Numbers. The schools shall take
reasonable measures to enforce this Privacy Policy and to correct and prevent the reoccurrence
of any known violations. Any employee, who knowingly obtains, uses, or discloses Social
Security Numbers for unlawful purposes or contrary to the requirements of this Privacy Policy
shall be subject to discipline up to an including discharge. Additionally, certain violations
of the Act carry criminal andlor civil sanctions. The schools will cooperate with appropriate
law enforcement or administrative agencies in the apprehension and prosecution of any person
who knowingly obtains, uses, or discloses Social Security Numbers through the school for
unlawM purposes.



POLICY #6162-P

SUBJECT: COMPUTER/INTERNET AND RELATED TECHNOLOGIES

The educational program in Catholic schools of the Diocese of Kalamazoo requires the ethical use
of technology and the Internet by all employees, students, and other school community members
who have access to our technology.

Diocese of Kalamazoo Approved by -fOp..czl’e%
Kalamazoo, Michigan Most Reverei1d Paul J. Bradley

Bishop of Kalamazoo

Policy adopted July, 1999; last revision August, 2015.



ADMINISTRATIVE REGULATION #6162-R

SUBJECT: COMPUTERIINTERNET AND RELATED TECHNOLOGIES POLICY

A. Introduction and Code of Ethics
The Diocese of Kalamazoo encourages and strongly promotes the use of electronic
technologies in educational endeavors. The Diocese and Catholic schools provide access to
information resources available in a variety of formats. Together these allow learners to
access current and relevant resources, provide an opportunity to communicate in a
technologically rich environment, and assist them in becoming responsible, self-directed,
life-long learners.

The use of technology in the Catholic schools in the Diocese of Kalamazoo is a privilege
extended to students, faculty, and community members to enhance learning and exchange
information. When using the Catholic school’s technology, the user must realize that he/she
is representing the Catholic community and must therefore uphold Christian, ethical, and
legal requirements. All users must read, understand, sign, and abide by the Catholic school’s
“Electronic Information Access and Use Policy.” Access privileges may be revoked,
disciplinary action may be taken, and/or appropriate legal action taken for any violations that
are unethical. Violations may also constitute a criminal offense.

B. Terms. Conditions, and Regulations
Individual schools with the Diocese of Kalamazoo must create an “Electronic Information
Access and Use Policy” which should reflect the following conditions:
I. Acceptable Use

The use of computer/Internet/and related technologies must be in support of
education, research, and be consistent with the educational objectives of the
Diocese of Kalamazoo. Use of other organizations’ networks or computing
resources must comply with the rules appropriate for these networks. Users of
electronic related technologies must uphold the general rules of conduct consistent
with Catholic school philosophy in the Diocese of Kalamazoo. Social networking
may be subject to evaluation by school administrators.

2. Unacceptable Use
It is important that users of electronic technologies in our Catholic schools
represent our initiatives with ethical, Christian responsibility. The
Intention of this regulation precludes, but is not limited to, the following
unacceptable uses:
a. May not damage or mistreat equipment or facilities under any

circumstances.
b. May not intentionally waste computer resources.
c. May not transmit any material in violation of any diocesan, United States,

or State of Michigan regulation.
d. May not employ network for personal financial gain/commercial purposes.
e. May not violate regulations prescribed by the network provider.



f. May not engage in practices that threaten the integrity of the network (e.g.,
knowingly downloading files that contain a virus).

g. May not engage in personal business that is unrelated to the mission of the
organization or the performance of their job.

h. May not write, use, send, download, or dispiay obscene, threatening,
harassing, or otherwise offensive messages or pictures, including
pornography.

i. May not use the equipment or network for any illegal activities,
including the violation of copyright laws and software piracy.

j. May not load or copy any software or other programs to or from
organizational equipment unless permission is explicitly granted by an
authorized party (e.g., the network administrator or technology committee).

k. May not use anyone else’s password, nor may they share their password
with others. However, a confidential master list of passwords should be on
file with the school’s computer coordinator.

I. May not trespass into anyone else’s folders, documents, or files.
m. May not disclose anyone else’s personal information (e.g., address,

phone number, or confidential information), including and especially that
belonging to students, community members and families, or fellow
employees.

n. May not use for unauthorized game playing, unauthorized “chat” or chain
letters.

o. May not use for acts of vandalism against persons or resources including
the uploading of viruses.

p. May not use another person’s computer file, access accounts, and/or files
without proper authorization.

q. May not use economizers or any other proxy tool intended to make an
internet or computer user unidentifiable and/or untraceable.

3. Privileges
The use of Internet and related technologies is a privilege, not a right, and
inappropriate use may result in cancellation of those privileges as well as other
appropriate disciplinary measures. The Diocese of Kalamazoo and its schools reserve the
right to discipline individuals who use technology in an unacceptable manner, even if
such use occurs off campus and using an individual’s personal devices.

C. Administration Professional-Code of Ethics Copyright
It is the policy of the Diocese of Kalamazoo that all employees, volunteers, and students will
abide by federal copyright laws. Employees, volunteers, and students may copy print or non-
print materials allowed by

1. Copyright law,
2. Fair use guidelines,
3. Specific license or contractual agreements, and
4. Other types of permission.



D. Directives for School Educational Programs
1. School educational programs must include a clear statement in

the faculty and parent/student handbook that defines appropriate use of
educational technologies and the consequences of misuse.

2. Student use of technologies must include instruction on appropriate use
and be supervised by a responsible adult.

3. Students and parents must understand and sign an annual ACCEPTABLE
USE AGREEMENT for computer/Internet and related technologies and
this document must be kept on site in the school files.

4. A disclaimer statement must be part of the ACCEPTABLE USE POLICY.
5. School educational programs are encouraged to appoint a coordinator who

would be responsible for enforcing policies regarding educational
teehnoogies.

6. Schools are expected to purchase filtering software to help prevent Internet
abuse.

E. Personally Owned Devices.
Schools may allow students to bring personally owned devices to use in the classroom after it has been
approved by staff. Students should keep personally owned devices (including tablets, laptops,
c-readers, smart phones, cell phones, and wearable devices) turned off and put away during school
hours unless instructed otherwise by a teacher or staff for instructional purposes or in the event of an
emergency.



FORM #6162-F
SAMPLE*

Electronic Information Access and Use Contract for Students

The Diocese ofKalamazoo encourages and strongly promotes the use of technology in the Catholic schools
in the Diocese. To ensure that students can make hill use of the technologies available, all use of
technology must have proper authorization and follow the Diocese’s and school’s terms, conditions, and
regulations for the use of Internet and other technologies. These procedures apply to all school
computers/technologies whether located at school, parish center, office, home, or anywhere else.

1. 1 will follow the Diocese of Kalamazoo and the school’s code of ethics for Internet and
other technologies. (Diocesan Policy #6162 and Administrative Regulations)

2. 1 will use only authorized computer disks. I wiLl not use a disk from outside the school until it has
been virus checked by the school and authorized for use in the school.

3. I will respect my safety and that ofothers. I will not use another’s computer of computer
disks without permission. I will not use another’s password or identity code.

4. 1 will respect my safety and that of others. 1 will not reveal my personal address or phone number
through the use of technology. I will not allow another person to reveal my personal address or
phone number through the use of technology. I will not reveal the name, address, or phone number
of others through the use of technology. I will not transmit or use photographs of others without
proper authorization.

5. 1 will respect the laws of the United States, its individual states, and foreign countries in
regard to copyrighted material, threatening, violent, or harassing material, obscene material, and
material protected by trade secret.

6. 1 will not submit, pubLish, or display any defamatory, inaccurate, abusive, obscene, profane, sexually
oriented, threatening, racially offensive, or illegal materials, nor encourage the use of any controlled
substances.

7. 1 will use technology in a way which preserves it and which is an acceptable use of it. I will not
vandalize the school’s or anyone’s data, software, hardware, or technological equipment.

8. I will ttend and participate in one training session on acceptable ue of the Internet and
local area networks before I am granted the privilege of use.

9. 1 understand that my postings on social networking and other internet sites may be subject to
evaluation by school administration.

10. While utilizing school networks, I will not use anonymizers or any other proxy tools intended to
make an internet or computer user unidentifiable andlor untraceable.

Access and use ofthe Internet, local area networks, computers, and other technologies are a privilege for the
user.

I have read and understand the contract for use of this privilege. I accept the terms, conditions, and
regulations of this contract.

Student User Signature Date

Parent/Guardian Signature (I have read and support this student contract) Date
This form may be altered as appropriate for the target audience.



ADMINISTRATIVE REGULATION #6162.l-R

SUBJECT: COMPUTERIINTERNET AND RELATED TECHNOLOGIES POLICY -

SOCIAL NETWORKING REGULATIONS

Blogs, social networks, communication networks and websites are useful resources to share
knowledge, express creativity, and connect with others who share interests. This policy is meant to
set parameters to using social media and other channels in the context of diocesan schools,
establish best practices, protect professional reputations as well as the well-being of the members
of the school community, and follow state and diocesan rules and policies.

School / Professional Use

While participating in social media in a professional capacity, school employees are to be honest,
thoughtful, and respectful towards the school community. With regard to social media usage
related to schools matters, the following policies apply:

• Participation in school related social networking sites and/or blogs is subject to the
pre- and continuing approval of the employee’s supervisor.

• Employees shall not access inappropriate websites during work hours or use school
email or network resources inappropriately.

• Employees must always identify themselves and their position with the school,
use their real name, and never use an alias or post anonymously.

• Employees shall conduct themselves in a professional manner with regard to emails
sent out on work email accounts.

• No confidential or proprietary information about the school, its students, alumni, or
employees, shall be posted online.

• All posts should be factually accurate and error free.

Social NetworkinE. Blogs. and Other Forms of Communication

The following policies are to be followed when employees use social networking sites and blogs:



Employees may participate in social networking sites for personal use, and may
identify themselves as school employees. Any opinions expressed on school
matters must clearly indicate that the employee is expressing his or her own
opinion, and not that of their employer.

• Employees shall not post information regarding their school or the diocese in an
anonymous manner online.

• Employees shall not use school or diocesan logos, symbols, or any other such
graphic representations or images (including photos) during personal online
activities or on any personal sites.

• Any information or comments posted online, even if unrelated to employment, may
result in professional repercussions and/or appropriate discipline. Such actions
include, but are not limited to:

• Posting photographs, regardless of content, which could be considered
offensive to other parties or be a violation of state law or diocesan policy.

• Posting information considered to be proprietary, confidential, defamatory,
libelous, or obscene.

• Aside from communications for emergency purposes, school employees shall
refrain from communicating with current students (apart from family members) in
a private manner on public social networking sites. Employees shall also refrain
from “thending” current (non-family member) students and from creating or
establishing personal web pages that permit private social interaction with current
students enrolled in the district (not including professional web pages used for
work related reasons such as homework blogs, schools sports teams, etc.).

• Employees are expected to consult with their supervisors and school webmaster for
permission to create a web page related to school activities that can be made part of
the school’s own web page. Students participating in school based professional
web pages or blogs shall do so with prior parent notification, and all
communications on such platforms are subject to review and should be carried out
with due regard to professionalism.

• Employees shall not give their personal email addresses to currently enrolled
(non-family member) students. Only an employee’s official school email address



should be given to students, and all communications with students or parents
regarding school related business should be done via school email addresses.

• During the work day, employees shall refrain from participating on any social
networking site for personal reasons, even from personal equipment.

• Aside from communications for emergency purposes, school employees shall
refrain from communicating with current students (apart from family members) in
a private manner via text message.

Violations of the above policies will result in appropriate discipline, up to and including
termination.



ADMINISTRATIVE REGULATION #61 63-R

SUBJECT: RECORDS RETENTION

1. Permanent Student Records. A confidential permanent record (i.e., a CA-60) for
each student shall be kept in the pertinent school office, and shall follow the student from
enrollment through graduation. transfer, or withdrawal. This record shall include personal
information, class photos, transcripts, curriculum, withdrawal documents, standardized test
results, attendance and tardiness records, records of visual and hearing tests, and promotion and
retention information. Parents who wish to view their child’s permanent record must notify the
principal in writing at least 24 hours prior to the date of the planned review. Parents may obtain
copies of the contents of their child’s permanent record at their own expense. The contents of a
permanent record may not be removed from the school office. The transfer of a student’s records
must formally take place from one school to another. The receiving school must submit a written
request that records are to be transferred directly to them. School to school fax requests are also
permissible. These records shall be maintained indefinitely.

2. Other Student Records. Individual student files may also include correspondence
(with parents, other schools, practitioners, etc.), discipline records, records of language
evaluations / surveys, etc. These records should be maintained for three (3) years beyond the
provision of educational services to the student if the parents have not requested destruction of the
records. The Family Educational Rights and Privacy Act (FERPA) may not apply directly to most
non-public schools; however, diocesan schools should act in the spirit of the law, absent rationale
to the contrary. If a parent requests that certain information be destroyed, the school must still
retain the permanent record as described above.

Special education records must be kept in a file separate from the student’s permanent record, and
are to be destroyed three (3) years after the student’s projected graduation date (this policy applies
specifically to non-public students with public school service plans). These records should include
evaluation reports, case conference committee summaries, IEPs, service plans, response to
intervention plans and general education interventions, transition plans, testing protocols, and
pertinent information regarding the student’s educational placement. The transfer, retention, and
release of these records shall be consistent with the procedures outlined above for a student’s
permanent record.

3. Personnel Records. A cumulative personnel record for school employees will be
maintained by the school. The personnel record may contain for example, the employment
application, employment status change forms, performance evaluations, corrective actions, and
correspondence. Eligibility verification form (1-9), medical information, and benefit and tax
information are maintained separately from the personnel file. 1-9’s will also collectively be
maintained in a separate folder apart from personnel records for inspection purposes. The
personnel records are the property of the school.

Personnel records are confidential and available only to the employee and appropriate supervisory
personnel. Information is not released to outside organizations on present or former employees



without authorization from the individual employee, except as allowed or required by law. It is
the responsibility of the employee to keep the school advised of current address, phone number,
marital status, status of dependents, and emergency contact information.

Diocesan schools will comply with the requirements of Michigan’s Bullard-Plawecki Employee
Right-to- Know Act. Individual personnel files are available for review by the employee provided
the request is timely and reasonable., and the viewing of the fife is done during regular business
hours in the presence of the appropriate administrator or their designee.

4. Administrative Records. Other school records (including lesson plans and grade
books, which are school property) shall be retained according to the schedule attached to this
policy.

5. Legal Hold. Any record that relates to a matter that is known or suspected to be
under investigation, under dispute, or subject to litigation must be retained and may not be
destroyed or altered, even if the record would otherwise be destroyed under these guidelines. If
there is a question as to whether something is the subject of investigation, dispute, or litigation,
contact the Diocesan Office of Schools.

Administrative Records Retention Schedule
Accountine

Auditors’ Reports Indefinitely
Bank reconciliations 7 years
Bank statements & deposit slips 7 years
Cancelled checks 7 years
End of month financials 7 years

( End of year financials Indefinitely

End of year contribution reports 3 years

End of year computerized accounting back up 3 years

Expense reports 7 years

Fixed asset detail inventory 8 years

Payrofl timecards 8 years
- Individual time

- Reports & earnings records

-__941,_W-4,_W-2

Vouchers / payments to vendors 7 years

Personnel
Contracts — expired 7 years from end of service
Personnel files — terminated 7 years from end of service
Volunteer files — inactive 7 years from end of service

Insurance
Accident reports 6 years



Claims after settlement 6 years
Fire inspection reports 6 years
Safety reports 6 years

Correspondence
General 3 years
Legal & lax Indefinitely
Purchase 7 years
Routine — vendors / families 3 years

Other Records
Minute book Indefinitely
Checks / taxes I property I settlement of Indefinitely
contracts
Contracts and agreements in effect Indefinitely
Mortgages, notes, and expired leases 8 years after expiration
Deeds and easements Indefinitely
Property appraisals Indefinitely
Policies / Handbooks (expired I all) Indefinitely
Lesson plans / Grade books 7 years
CA-60s High schools — indefinitely

Elementary and middle schools — If unclaimed,
7 years after the child would have graduated
high school.



POLICY #7000-P

SUBJECT: CLOSURES AND CONSOLIDATIONS

Catholic schools are an integral part of the mission of the Catholic Church in the United States and
are a valuable part of the patrimony of the Church; therefore all closures and consolidations,
whether elementary or secondary grade levels, will be in conformance with the attached
regulations and will require the permission of the Bishop of the Diocese after review and
recommendation from the Superintendent of Schools and in accord with the norms of Canon Law.

Diocese of Kalamazoo Approved by t&%C,/
Kalamazoo, Michigan Most Reveredd Paul J. Bradle

Bishop of Kalamazoo

Policy adopted January, 1974; last revision August 20 15.



ADMINISTRATIVE REGULATION #7000-R

SUBJECT: CLOSURES AND CONSOLIDATIONS

There is no easy way to restructure or close an educational program/site. The impact of such an
action affects students, parents, alumni, faculty, the administration, and the parish/s or regional
area. Therefore, this decision must be taken seriously. It must be based on complete and current
information, good judgment, and support of those involved. Consideration for the feelings and
commitment of the people must be observed. The final decision to restructure or close an
educational program/site lives with the Bishop and is based on recommendations from the parish/s
or regional area finance, pastoral and educational leadership, and the Diocesan Superintendent.

It is essential that a sufficient amount of time be allowed in order to facilitate a correct and
informed decision. The recommended time allotment is a minimum of twelve months.
However, the more time given to thoughtful consideration of options, the better for everyone
concerned. The normal study period is 12 to 18 months.

The following specific procedures are written for an individual parish. These procedures are also
applicable when more than one parish or regional area is making a like proposal. Adjustments
must be made accordingly to include all pastors and finance councils.

Specific procedures for restructuring educational programs and/or sites:
I. The pastor meets with personnel from the Diocesan Office of Schools to

discuss the situation and possible alternatives.
2. The pastor makes a presentation to the parish pastoral council, the parish

finance council, and the parish education commission concerning the
educational future of the parish and seeks their input. The presentation must
include a rationale for restructuring or closing an educational program/site as
well as a sincere effort to propose alternatives to closing or restructuring.

3. The pastor meets with the Superintendent of Schools to determine the next
course of action. The Superintendent notifies the Diocesan Bishop of the
pastor’s intent. Normally a committee is formed to determine the feasibility of
the parish educational opportunities. Members on committees must be free of conflict of
interest (conflict of interest is defined as a person/s who may gain financially,
professionally, or politically from decisions made pertinent to the project). Consultation
with the Diocesan Office of Schools for committee structure and members should be
taken.

4. The Superintendent meets with the pastor, principal, and feasibility committee
to lay out the process and data needed to make recommendations regarding the
situation.

5. The committee prepares the feasibility report that includes past history (10) years and
expectations for the next ten (10) years. Elements to be considered in the study are
enrollment, staffing. funding sources, pupil costs, demographics, and capital
improvements, and the committee and makes presentations to the following bodies:



A. the parish pastoral council, the parish finance council, and the parish
education commission, all of which must approve the proposal;

B. the diocesan Office of Schools
or review of the proposal and recommendation to the Bishop; and

C. the Bishop for approval of the proposal.
6. Following the Bishop’s approval of the plan, the pastor, principal, and

Superintendent of Schools meet with the faculty to explain the current status of
the closing or restructuring, seek cooperation from the faculty for a cohesive
transition, and begin to respond to employee concerns.

7. Pastor, principal, and Superintendent of Schools will meet with parent(s) to
present the facts and figures which support the closing or consolidation, and to
have the Superintendent of Schools review diocesan policy.

8. Additional notifications and concerns will be outlined and addressed by parish
leadership and diocesan personnel as the need arises.



POLICY #7100-P

SUBJECT: CRITERIA FOR ADDING OR CLOSING GRADES IN DIOCESAN SCHOOLS

Any proposed plan of reorganizing the pattern of Catholic education on a parish basis must be
attentive to the following considerations:

I. Any proposed reorganization must have a reasonable prospect of long-range stability in
finance, enrollment, and personnel.

2. Any proposed plan of reorganization must address itself to the process whereby it is
implemented, paying attention to such concerns as institutional stability, the support of the
Catholic community, and flexibility in the face of changing circumstances and the policies
of the Diocese.

3. The pastor or pastoral administrator, principal, and presidency of the local
consultative/advisory bodies are directed to submit plans to the Diocesan Superintendent
of Schools for approval before parish / school decisions are made.

Diocese of Kalamazoo Approved by fr(’?4../c% óZ.7S%_-
Kalamazoo, Michigan Most Reveret4l Paul J. Bradl y

Bishop of Kalamazoo

Policy adopted January, 1974; last revision August, 2015.



POLICY #7114-P

SUBJECT: NEW CONSTRUCTION, REMODELING, & ACQUISITION OF PROPERTY

All parish and school property is registered under the name of the Roman Catholic Bishop of the
Diocese of Kalamazoo, who is deemed to hold the property in trust for the use and benefit of the
Diocese under the laws of the State of Michigan (Public Acts 1971, No. 136). Requests for
constriction of new facilities or remodeling current facilities or acquisition of real estate are made
in writing to the Diocesan Bishop by the pastor or priest representative. Prior to the request, a
feasibility study must be completed. The feasibility study would include research, long-range
projections, and planning. Procedures found in the regulations of this policy will assist in the
development of the study.

Diocese of Kalamazoo Approved by_______________________________
Kalamazoo, Michigan Most Reverend Paul J. Brldley

Bishop of Kalamazoo

Policy adopted January, 1996; last revision August 2015.



ADMINISTRATIVE REGULATION #71 14-R

SUBJECT: NEW CONSTRUCTION & REMODELING

I. An idea for new construction or remodeling of school facilities surfaces or is presented at
the local level (parish, local consultative/advisory body, pastor), and, if there is consensus,
the pastor writes a letter to the Diocesan Bishop (cc’d to the Office of Schools) requesting
permission to do a formal feasibility study.

2. After receiving a favorable response from the Diocesan Bishop, a committee is appointed
at the local level to develop a feasibility study, which consults with the Superintendent of
Schools or his/her designee and other appropriate Diocesan offices. The feasibility study
would consist of the following: rationale (the need for the new construction or
remodeling and the long-term use of the facility), project cost, financial support,
demographics, provisions for the physically challenged, and facilities specifically designed
to meet curricular needs.

3. The feasibility study is presented at the local level. If the study is approved, then a
presentation is given to the Diocesan Bishop or his delegate. If the study indicates support
for the project and the Diocesan Bishop is in agreement, formal plans will be created for the
project.

4. The construction project needs to adhere to all local, state, and federal codes; therefore, a
knowledgeable architect will need to be employed. The architect must be approved by the
Diocesan Bishop. All aspects of the project, including design and construction, must
adhere and conform to Diocesan policy on construction projects.

5. A plan for the financial support of the project is presented to the Diocesan Bishop or his
delegate. This plan includcs the feasibility and the collection of donations and pledges.
Normally, seventy-five per cent of the financial support would be accessible prior to the
beginning of construction.

6. The architect’s formal plan is presented to the pertinent stakeholders. If consensus is
reached, the study is presented to the pastoral council/finance council. If all are in
agreement, then a formal written request is made by the pastor to the Diocesan Bishop with
the feasibility study as the supporting document. A formal presentation may need to be
made to the Diocesan Bishop and his advisors.

7. When a favorable response is received and when appropriate contracts are in place, the
construction may begin.

8. All appropriate new construction documents are kept secure in the parish/school office for
future reference. Such documents include blueprints, wiring diagrams, sub-contracts, and
warranties.

9. A final summary report is sent to the Diocesan Bishop and the Superintendent of Schools
indicating the completion of the project and the final cost.



POLICY #7222-P

SUBJECT: ACQUISITION OF PROPERTY

A request for approval to acquire property for a parish or school must be made in writing to the
Diocesan Bishop. All padshlschool property is registered in the name of the Roman Catholic
Bishop of the Diocese of Kalamazoo, who is deemed to hold the property in trust for the use and
benefit of the Diocese under the laws of the State of Michigan (Public Acts 1971, No. 136).

Diocese of Kalamazoo Approved by *iita/ Z
Kalamazoo, Michigan Most Reveren Paul J. Bradley

Bishop of Kalamazoo

Policy adopted January’, 1996; last revision August 2015.



ADMINISTRATIVE REGULATION #7222-R

SUBJECT: ACQUISITION OF PROPERTY

1. A designated need for property for ffiture construction is determined by appropriate bodies
within local or area parishes.

2. A request is made in writing to the Diocesan Bishop by the pastor or priest representative to
begin a property search. General guidelines for the acquisition of property are made
available lo the pastor or priest representative. These guidelines include working through
a third party.

3. When considering various sites, environmental concerns must be addressed. Among these
would be soil samples (for chemical, oil, or gas spills), mineral rights, water runoff, etc.
Also, the relationship of the land to adjoining properties needs to be considered.

4. Local ordinances and zoning laws need to be checked when considering a site.

5. The laud abstract must be reviewed by a title company to ensure proper ownership and that
there are no liens, easements, or encumbrances against the property. A title insurance
certificate is obtained.

6. If the land is considered desirable by the local or area parish consultative body and the
pastor and/or priest representative, then a written request is made to the Diocesan Bishop
with supporting documentation.

7. All property is purchased in the name of the Diocesan Bishop and needs to have his
approval.

8. The Diocesan Bishop or his delegate must sign the bill of sale on the land purchase.



POLICY #7300-P

SUBJECT: REQUEST FOR SCHOOL OPENENG

Any group wishing to open a Catholic school must first comply with the following procedures:

1. Discuss the proposal with the Superintendent of Catholic Schools and obtain written
approval from the Bishop before initiating any formal steps in the process of opening a
school.

2, Submit to the Superintendent a written proposal which must include a feasibility study
estimating support, projected enrollment, and financial resources. A sample of a feasibility
study can be found in the regulation accompanying this policy.

3. If, after reviewing the proposal and supporting data, the Superintendent determines that the
proposal has sufficient merit, the Superintendent will recommend to the Bishop that he
approve the request to establish such a school. Only with the approval of the Bishop may a
school call itseil’ Catholic.

4. The Superintendent of Catholic Schools and the Diocesan General Secretary must be
consulted throughout the entire project.

Diocese of Kalamazoo Approved by f(%afQ o%m.tv
Kalamazoo, Michigan Most Revereifd Paul J. Bradl4

Bishop of Kalamazoo

Policy adopted August 2016.



REGULATION #7300-R

SUBJECT: REQUEST FOR SCHOOL OPENING

Feasibility Study for New School

I. Prepare a statement of purpose.

2. Collect data as population, number of school age children in the parishes, transiency,
baptisms, public school enrollment trends, etc.

3. Gather data regarding parish and community population projects, growth and decline patterns,
proposed housing developments, socio-economic trends etc.

4. Examine the transportation possibilities and potential problems.

5. Collect data on the availability of community support systems such as libraries, parks,
recreation centers, etc.

6. Seek assistance from the local public school districts in compiling data on past, present and
ftitures school age population trends.

7. Get commitments in writing by name and family from those who would send children to the
school.

8. Determine size of the school to meet the needs of the growing population, and then determine
how school should be phased for ffinding, construction etc.

9. Investigate new school site and buildings that fit into present structures and plans.

10. Determine plant maintenance and operating cost estimates.

11. Equipment needed in the school.

12. Start up costs.

13. Per-pupil expenditure for the first year.

14. Establish overall time schedule.

15. Develop a profile.

16. Present realistic assessments of all findings, provide for record keeping for all meeting
minutes and reports.



Checklist to Open New School
Facilities

1 Hire architect to sketch as built drawing.

2 File with the local municipality and the state with regard to code regulations.

3 Get fire inspection.

4 Have Michigan Catholic Conference perform an inspection.

5 Obtain estimate of costs of building repair to meet code.

6 Develop plan for playground equipment purchase.

7 Develop list of equipment and furnishings needed for school.

Governance & Planning

1 Obtain letter from Pastor of Pastor representative approving concept.

2 Obtain letter from Parish Council / Finance Council approving concept.

3 Develop strategic 5 year plan.

4 Develop bylaws for local advisory board.

5 Keep minutes of all planning meetings, financial records, list of contributors.

6 Set up committees: finance, marketing, recruitment, facilities.

7 Meet with neighboring Pastors and Parish Councils.

Personnel

I Contact Diocese Office of Schools for guidance on principal search.

2 Develop job descriptions for school personnel and description of school.

3 Develop faculty handbook.

4 Develop volunteer and employee applications.



5 Create an interview committee.

6 Develop job announcements.

7 Develop personnel files.

8 Obtain and distribute information regarding Catechist education.

9 Obtain and distribute information regarding Safe Environment training.

Marketing

I Get data from surrounding parishes.

2 Get count of children from surrounding parishes the do not have a school.

3 Develop brochure.

4 Establish mission statement.

5 Develop bulletin announcement.

6 Develop newspaper and social media announcement.

7 Develop handbook for parents and students.

8 Outline Diocesan curriculum for potential school parents.

9 Develop marketing plan.

10 Establish address and email address database.

11 Establish website.

12 Contact Diocesan Communications and Public Affairs Director to coordinate
press releases.

Admissions

r Determine # of grades.

2 Determine maximum # of students.



3 Develop registration and application forms.

4 Develop tuition agreement.

5 Develop emergency forms.

6 Obtain permanent record and health record forms.

7 Develop admissions policy.

8 Start database of enrollment information; who has been contacted, etc.

9 Develop transcript request form for records from other schools.

10 Determine school calendar for both students and teachers.

Finance

I Create budget for first year — income / expenses, start up costs.

2 Develop five year budget — income / expenses, comprehensive cash flow
projections.

3 Set tuition and fees.

4 Create salary scale for certified and non-certified teachers.

5 Develop information on employee benefits.

6 Collect information on liability insurance for buildings (contact Michigan
Catholic Conference).

7 Determine parish investment needed.

8 Establish bank account.

9 Obtain Diocesan contract forms.

10 Obtain financial accounting information and standards from the Diocese.



Curriculum

I Outline curriculum.

2 Obtain library and media materials.

3 Obtain necessary equipment.

4 Determine technology needs and develop an acquisition plan.

5 Determine and order textbooks.

6 Obtain classroom materials.

7 Review conformance with Diocesan curriculum guidelines.

Other

I Develop crisis plan.

2 Develop transportation plan.

3 Send letter to register with local public school to receive title assistance.

4 Call Diocese to establish links to school website through Diocesan website.



POLICY #8210-P

SUBJECT: LOCAL CONSULTATIVE ADVISORY BODY (LCAB) MEMBER
ORIENTATION AND TRAINING

Representatives who serve on the LCAB of a parish or regional school shall participate in an
orientation session sponsored by the Diocesan Office of Schools.

Training must be complete before new members may hold voting rights.

All LCAB members should sign and be expected to uphold a Code of Ethics. A signed copy of the
Code of Ethics shall be filed in the school office. Members who violate this Code of Ethics shall
be removed from office.

Diocese of Kalamazoo Approved by_______________________________
Kalamazoo, Michigan Most Reverend Paul J. Bradley

Bishop of Kalamazoo
Policy adopLed January, 2007; revised August 2015.



ADMINISTRATIVE REGULATION #8250-R

SUBJECT: ELIGIBILITY TO SERVE ON A SCHOOL’S LOCAL CONSULTATIVE
ADVISORY BODY

As defined by the bylaws and/or constitution of a school’s Local Consultative Advisory Body,
membership in the organization may be open to school parents, parishioners, or members of the
local community.

Because of potential conflict of interest, immediate family members of a school employee are not
eligible to be members. “Immediate family member” is defined as a spouse and the parents
thereof sons and daughters and spouses thereof parents and the spouses thereof; brothers and
sisters and the spouses thereof; grandparents and grandchildren and the spouses thereof and any
individual related by blood or affinity whose close association with an LCAB member is the
equivalent of a family relationship.



POLICY #8369-P

SUBJECT: MINUTES OF MEETING

The local consultative/advisory body shall designate a person to record the minutes of all meetings
(regular, special, closed and executive). A copy of the minutes of all meetings shall be forwarded
to the Diocesan Superintendent of Schools.

Diocese of Kalamazoo Approved by 9—6&a/Q ó?ztett.’
Kalamazoo, Michigan Most Revered’d Paul J. Bradle%’

Bishop of Kalamazoo

Policy adopted January, 1989; last revision January. 2007.
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