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MEDIA RELATIONS............................................................................................................DSB 1100 
 
Catholic schools are expected to exercise cooperation with the media.  
 
Catholic schools recognize that media influence the public’s understanding of Catholic schools, policies, 
programs and events. Media also can be helpful in communicating with the public about school 
strengths, needs, opportunities, and concerns. Media communicate with the public and legitimately 
engage in their responsibility to provide the community with news. Therefore, a Catholic school shall 
develop regulations governing their relationship with the media. The regulations with this policy provide 
minimum guidelines to be followed by all schools. 
 
Regulations ..................................................................................................................................... 1100 
 
Proactive Measures: 
A. The Superintendent of Catholic Schools or his/her designee shall coordinate the release of information 

regarding the Diocese or the universal body of Catholic schools, and the actions of the board. 
B. Principals or their designated media spokesperson shall coordinate the release of timely information 

relevant to site-specific activities in an effort to proactively gain positive media, or inform public of news. 
C. Schools shall ensure proper identification of media representatives when they enter school grounds by 

employing an on-site protocol or procedures for the reception of media. This will help schools avoid any 
potential disruption or confusion created by the presence of media personnel and cameras. 

D. The principal or designee shall provide the media with written information relating to his/her school, 
including a fact sheet, information about student awards, school accomplishments, and calendar events or 
special interest. 

 
Reactive Measures: 
A. Principals or their designated media spokesperson shall receive and respond to school-site specific media 

inquiries/requests. 
B. Staff and employees must refer/direct members of the media (press, radio, and TV) to the school 

spokesperson to ensure appropriate cooperation and communication. 
C. In a disturbance or crisis situation, the first priority of school staff is to address the immediate 

situation. Media inquiries are to be directed to the school’s spokesperson who will: 
√ Alert the Superintendent of Catholic Schools/Catholic School Department, and pastor. 
√ Prepare an official statement responding to the particular situation at the school site. 
√ Update the official statement as events unfold. 
√ Keep the staff, students and parents well informed. 

D. Staff/employees are not to express viewpoints on behalf of their school, the Diocese, or the Catholic 
School Department. 

 
General Measures: 
A. Schools and the Catholic School Department shall not release information which is private or confidential 

as referenced within the Diocesan Personnel Handbook under employee conduct. Further, the school 
functions as a trustworthy custodian of student data, academic records, and other documentation and, 
therefore, shall not release such information without the express written permission of the student and 
parent/guardian. 

B. Photographs and interviews may be allowed at the discretion of the principal. Prior arrangements must be 
made so that principals can (1) plan for such activity and minimize disruption, (2) ensure that activities 
will not interfere with the students’ class attendance. 

C. If photographs and interviews are sought with students, schools must seek appropriate permission 
from parents/students to ensure the privacy and confidentiality of families. Methods for acquiring 
permission are at the discretion of the principal and may include letters, forms and phone calls. 
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ADMINISTRATION: DIOCESE.................................................................................................. 2000 
 
 
“Under the leadership of the Ordinary and his priests, planning and implementing the educational 
mission of the Church involves the entire Catholic Community.” 
(To Teach as Jesus Did, #139) 
 
“Jesus must be translated from the ideal into the real. The Gospel Spirit should be evident in a Christian 
way of thought and life which permeates all facets of the education climate.” 
(The Religious Dimension of Education in a Catholic School, p. 13) 
 
 
CENTRAL ADMINISTRATIVE AND SUPERVISORY PERSONNEL.................................... 2100 
 
 
THE ORDINARY ..................................................................................................................DSB 2105 
 
The Diocesan Bishop, the chief pastor of all parishes in the diocese, is officially responsible for all 
educational programs within the diocese. This responsibility extends beyond the spiritual formation of 
his people and includes all those elements which contribute to the development of the total Christian 
community. Therefore, all school policies and practices must have the approval of the Diocesan Bishop 
or those to whom he delegates this responsibility. As Chairman of the Diocesan School Board, the 
Diocesan Bishop acts as the executive for all educational institutions within his jurisdiction. 
 
 
CANON LAW ........................................................................................................................DSB 2106 
 
Schools are to be governed in accordance with Canon Law of the Roman Catholic Church. 
 
CATHOLIC SCHOOL DEPARTMENT..............................................................................DSB 2110 
 
There shall be a Catholic School Department for the schools in the Diocese of Sacramento, a 
Diocesan Superintendent of Schools who shall be the executive secretary of the Diocesan School 
Board, and other staff positions as the Superintendent and the Board may deem appropriate. 
 
 
DIOCESAN SUPERINTENDENT OF CATHOLIC SCHOOLS ........................................DSB 2120 
 
The Diocesan Superintendent of Catholic Schools is appointed by the Diocesan Bishop. The 
Superintendent shall be responsible to the Diocesan Bishop and to the Diocesan School Board for 
the implementation of its policies in the diocese. This includes establishing and maintaining an 
orderly plan for preserving and making accessible the policies and regulations adopted by the 
Diocesan School Board to all pastors with schools, principals, teachers, and  parish school advisory 
commissions. 
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RESPONSIBILITIES OF THE SUPERINTENDENT.........................................................DSB 2125 
 
The Superintendent shall be responsible for reporting to the Diocesan Bishop and to the Diocesan 
School Board on the operation and status of the Catholic school system. 
 
The Catholic School Department shall be under the direction of the Superintendent who shall have 
responsibility for the administration and supervision of education in the schools of the diocese. 
 
 
Regulations ..................................................................................................................................... 2125 
 
The major duties and responsibilities of the Superintendent are to: 

 
1. Collaboratively build a vision for Catholic education in Catholic schools in the Diocese of 

Sacramento. 
2. Assist pastors in their efforts to support Catholic schools by finding/providing needed resources. 
3. Implement Diocesan policy and interpret policy and regulations for schools. 
4. Work closely with the Diocesan Bishop, Chancellor, Moderator of the Curia, Priests Council, 

Diocesan Pastoral Council, Office of Lay Personnel, and other diocesan agencies in 
representing Catholic school concerns of the Diocese. 

5. Work with administrators to enhance the Catholic nature of educational programs, including 
spiritual development, in Catholic schools in the Diocese. 

6.  Oversee Conflict Resolution Procedures for educational personnel. 
7. Have an overall responsibility for Financial Aid Scholarship funds and subsidy for Catholic 

schools. 
8. Take a leadership role in the solicitation of funds for Catholic schools. 
9.  Approve all principal applicants for elementary schools and be responsible for final selection of 

secondary school principals. 
10. Provide professional leadership by collaboratively developing goals and objectives for the 

Catholic School Department and overseeing their implementation and evaluation through 
regular staff meetings. 

11. Directly supervise the work of the Department’s staff. 
12. Prepare the Department’s budget and be held responsible for the financial operation of the 

Department. 
13. Oversee the development of effective communication within the office and with the schools and 

various public groups. 
14.    Be responsible for all Department reports. 
15. Serve as the Executive Secretary for the Diocesan School Board, recommend policies, 

implement Board policies, and report on the state of education in Catholic schools in the 
Diocese as well as national trends in Catholic education. 

16. Work collaboratively with the Principals’ Collaborative Team and Curriculum Collaborative 
Team, plan inservices, workshops and retreat experiences for principals and teachers. 

17. Work with administrators to form an active faith community of students, faculty and supporting 
organizations. 

18. Provide training for first year principals. 
19. Organize periodic pastor meetings. 
20. Be a resource for planning new elementary and secondary schools. 
21. Assume the responsibility for the complete oversight of elementary schools determined by the 

Bishop. .............................................................................................................................  
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22. Oversee efforts to restore stability to schools in financial trouble. 
23. Interpret state and federal law which apply to Catholic schools. 
24. Provide liaison and advocacy activities with major agencies affecting Catholic school education 

within the diocese. 
25. Serve as spokesperson to the media representing the Catholic Schools in the Diocese and the 

Catholic School Department. 
26. Serve on the California Catholic School Superintendents (CCSS) committee. 
27. Perform other duties as needed to ensure the smooth operation of the Catholic School 

Department. 
 
 
ASSOCIATE SUPERINTENDENTS ...................................................................................DSB 2130 
 
The Associate Superintendents are nominated by the Diocesan Superintendent of Catholic Schools 
and approved by the Diocesan Bishop in accordance with Diocesan personnel policy. 
 
ASSOCIATE SUPERINTENDENT FOR CURRICULUM, DEVELOPMENT  
AND PROGRAMS.................................................................................................................DSB 2131 
 
The Associate Superintendent for Curriculum, Development and Programs reports to the 
Superintendent. 
 
Regulations ..................................................................................................................................... 2131 
 
The major duties and responsibilities of the Associate Superintendent for Curriculum, Development and 
Programs are to: 

 
1. Serve as Federal Programs Advocate: help our schools obtain full, legal access to federal 

programs. Advocate for schools at the local district level and at the state level. Provide 
workshops for principals on accessing federal programs. 

2. Serve as WCEA Secondary Commissioner: meet with other secondary commissioners 
semiannually, put together visiting teams for Diocesan Catholic high schools as needed, 
serve on a visiting team annually, and other responsibilities as outlined in the Secondary 
Commissioners’ Handbook. 

3. Serve as WCEA Elementary Commissioner: meet with other elementary commissioners 
semiannually, put together visiting teams for Diocesan parish elementary schools as needed, 
serve on a visiting team annually, and other responsibilities as outlined in the 
Commissioners’ Handbook. 

4. Promote and implement the Catholic School Development Program in this Diocese. Make initial 
presentations to principals and advisory commissions to bring them into the program. 
Provide tracking and seminar sessions. Monitor and report on the annual fund campaigns. 

5. Supervise the annual Academic Decathlon, Diocesan Speech Contest, Choral Festival, Catholic 
Schools Week activities, and Administrators’ Retreat. 

6. Serve as testing coordinator.  
7.  Visit each school and every classroom biannually. 
8.   Observe and mentor struggling teachers. 
9.   Train teachers in the assessment of students. 
10.   Report to the CCT, on a regular basis, the observations and findings of school visits. 
11. Be available to be onsite for principals or schools. 



 

Administrative Handbook                                                 April 2010   
 

 
Other Responsibilities As Needed: 
 
12. Contribute to the Catholic School Department communications. 
13. Participate on the Diocesan School Board and the Principals’ Collaborative Team. 
14.     Assist with the annual Religion Contest. 
15. Assist with conflict resolution procedures when needed. 
16. Assist with New Principal meetings and New Teacher Orientation. 
17. Establish a schedule for school visitation. 
18. Serve on Diocesan school committees as needed. 
19. Perform all other duties as assigned by the Superintendent of Schools. 

 
 
ASSOCIATE SUPERINTENDENT FOR RELIGION CURRICULUM ............................DSB 2132 
 
The Associate Superintendent for Religion Curriculum reports to the Superintendent. 
 
Regulations ..................................................................................................................................... 2132 
 

The major duties and responsibilities of the Associate Superintendent for Religion Curriculum are 
to: 
 
1. Revise and keep updated the Diocesan Religion Standards in collaboration with the Curriculum 

Collaborative Team (CCT) and the California Catholic Schools Curriculum Committee 
(CCSCC). 

2. Work with the CCT to insure that Catholic values are integrated into all Diocesan curriculum 
standards. 

3. Monitor the Catechist Certification Process. Provide workshops as needed. 
4. Work with principals in the use of an instrument to verify the Catholic identity of our schools. 
5. Oversee the Diocesan-wide testing program for Religion. 
6. Visit each school and every classroom biannually to ensure that the teachers are using the 

Diocesan Religion Standards. 
7. Analyze and report on the Catholic Identity of Catholic schools using WCEA instruments and 

other instruments developed in collaboration with the pastors. 
8.      Supervise the annual Religion Contest. 
 
Other Responsibilities As Needed: 
 
  9. Contribute to the Catholic School Department communications. 
10. Participate on the Diocesan School Board  and the Principals’ Collaborative Team. 
11. Assist with conflict resolution procedures when needed. 
12. Assist with New Principal meetings, New Teacher Orientation, and Administrators’ Retreat. 
13.    Assist with the annual Academic Decathlon and Speech Contest. 
14. Establish a schedule for school visitation. 
15. Serve on Diocesan school committees as needed. 
16. Implement the Principal Professional Growth Instrument. 
17.    Assist the superintendent in the area of parent concerns. 
18.    Assist the superintendent in the process for new principal hires. 
19.    Perform all other duties as assigned by the Superintendent of Schools. 
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DIOCESAN SCHOOL BOARD............................................................................................DSB 2160 
 
The Diocesan School Board of the Diocese of Sacramento is established by the Diocesan Bishop. Its 
major function is to “work with all those involved in Catholic schools to make them communities of 
faith which are indeed living, conscious, and active.” (To Teach as Jesus Did) The Board cooperates 
in the policy-making process by formulating and adapting, but never enacting, policy. The Board is 
consultative to the Diocesan Bishop. 
 
The Board is responsible to the Diocesan Bishop for providing advice and counsel with regard to 
policy, planning, evaluation, and development for Catholic schools in the Diocese. 
 
In fulfillment of the mission of the Diocese of Sacramento, the mission of the Diocesan School 
Board is to:  assist the Bishop in the formation and promotion of the Catholic faith communities 
within our parish and Diocesan schools, strengthen the partnership which exists between parish, 
school and parents, advise the Bishop in the management and advancement of Catholic schools, 
support the formation of Catholic school educators, and develop and recommend policy.  (approved 
9/23/03). 
 
PRINCIPALS’ COLLABORATIVE TEAM ............................................................................... 2170 
 
The Catholic School Department receives consultative guidance through the collective wisdom, 
experience and talents of the Principals’ Collaborative Team (PCT) in matters of elementary and 
secondary school education. 
 
Regulations ..................................................................................................................................... 2170 
 
The members of the Principals’ Collaborative Team are chosen by the Superintendent and attend all 
scheduled meetings. 
 
The specific functions of the Principals’ Collaborative Team are to: 
 

1. Make recommendations to the Catholic School Department in matters of school policy. 
2. Receive suggestions on school policy and other issues from the principals in their respective 

areas, and present these to the Catholic School Department at scheduled meetings. 
3. Act as a channel of communication between the principals and the Catholic School Department. 
4. Assist the Catholic School Department in the planning and arrangement of inservice activities. 

 
CURRICULUM COLLABORATIVE TEAM......................................................................DSB 2171 
 
The Catholic School Department receives consultative guidance through the collective wisdom, 
experience and talents of the Curriculum Collaborative Team (CCT) in matters of elementary and 
secondary school education. 
 
Regulations ..................................................................................................................................... 2171 
 
The members of the Curriculum Collaborative Team are chosen by the Superintendent and attend all 
scheduled meetings. 
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The specific functions of the Curriculum Collaborative Team are to: 
 

1. Ensure the implementation of Diocesan Standards. 
2. Ensure the implementation of the Schoolwide Learning Expectations. 
3. Support the analysis of multiple and varied assessments. 
4. Lead the consistent practice of diversity in all schools. 

 
ADMINISTRATION: SCHOOL................................................................................................... 2200 
 
PASTOR.................................................................................................................................DSB 2210 
 
The pastor is the chief executive officer of the parish and parish school. As the Diocesan Bishop is the 
chief pastor of the Diocese, so is the pastor the head of the parish and is also responsible for all the 
educational programs within the parish. Just as the Diocesan Bishop delegates school related 
responsibilities to the Superintendent, so does the pastor delegate the administration of the school to the 
principal. 
 
The Diocesan Bishop is the chief executive officer of the Diocesan high school. He delegates most 
school related responsibilities to the Superintendent, however, most of the administrative responsibilities 
of a Diocesan high school are handled by the Diocesan high school principal. 
 
Regulations ..................................................................................................................................... 2210 
 
The duties of the Pastor within the parish school (or principal within a Diocesan high school) are to: 

 
1. Establish and maintain a Catholic atmosphere in the school through the direction of the religious 

education program which may include assistance in instruction, liturgy, sacramental 
preparations (only if the Diocesan high school principal is a priest), parent education and 
prayer life.  

2. Be available for student counseling. This counseling should be individual and private. 
3. Consult with teachers or deans in all serious disciplinary matters and to be present at conferences 

with parents when such matters are being considered.  
4. Make the final decisions concerning questions of student admission or expulsion. 
5. Approve the hiring and termination of all employees at the school. 
6. Be consulted before the school undertakes any activity which may involve publicity. 
7. Participate in school programs and activities through occasional (constant for Diocesan high 

school principals) attendance at faculty meetings, student gatherings, parent meetings and 
classroom visits. 

8. Make sure that all rules, regulations and policies of the Diocesan School Board are observed 
explicitly in the parish school. 

9. Be responsible for establishing a parish (Diocesan high) school advisory commission as 
regulated in policies. 

10. Hire the principal in accordance with the guidelines established by the Catholic School 
Department (only applies to pastors, the Diocesan Bishop through the Superintendent hires 
Diocesan high school principals). 

11. Be responsible for adequate maintenance and repair of the school plant including the convent and 
the parish hall, as well as the proper and necessary furnishings for the building. 

12. Maintain public liability and other insurance for the school and convent buildings according to 
the regulations of the Pastoral Center. 
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13. Be responsible for a financially sound school budget through consultation with the school 
principal and school advisory commission. 

 
When a parish school has children enrolled from neighboring parishes, the pastors of these children may 
legitimately request that they receive the sacraments in their proper parish. 
 
THE PRINCIPAL ............................................................................................................ DSB 2220 
 
The principal is the administrative officer of the school responsible for the day-to-day operations of the 
school. He/she is the educational leader accountable for the total education program of the school. 
He/she has been delegated authority from, and is directly responsible to the pastor (elementary school) 
or Superintendent (Diocesan high school), along with the local school advisory commission and 
Diocesan School Board for the total operation of the school. It is the principal’s responsibility to see that 
the functions of administration, organization and teaching serve to implement the goals and objectives of 
a Catholic philosophy of education for the particular school community. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Administrative Handbook                                                 April 2010   
 

 
 
 
 
 



 

Administrative Handbook                                                 April 2010   
 

PRINCIPAL’S JOB DESCRIPTION....................................................................................DSB 2221 
 
Each principal shall have a written job description. This job description will be specific to the school of 
employment. 
 
Regulations ..................................................................................................................................... 2221 
 
The duties of the Principal include: (Where Pastor is mentioned, substitute Superintendent or Diocesan 
Bishop, as appropriate, for Diocesan high school principals) 

 
ROLE I: THE PRINCIPAL AS SPIRITUAL LEADER 
 
Principal promotes the Faith Development of students and staff. Principal provides students and staff 
opportunities to learn more about the Catholic faith, and to celebrate the traditions and prayer life of 
our Church. Some descriptors for this criteria include: 
• Nurtures the faith development of faculty and staff with professional growth opportunities 
• Ensures quality Catholic religious instruction of students 
• Provides opportunities for the school community to celebrate faith 
• Supports and fostering consistent practices of Christian service 
• Encourages and supports the ongoing faith growth of parents 
 
Principal Builds Christian Community in the Parish and Catholic school community. Principal works 
with parish staff and with parents to build a faith community that recognizes the school as a mission 
and ministry of the parish, and a partner with parents in the education of their children. Some 
descriptors for this criteria include: 
• Fosters collaboration between the parish(es) and the school 
• Recognizes, respecting, and facilitating the role of parents as primary educators 
• Promotes Catholic community 
 
Principal assists with the Moral and Ethical Development of students and staff. Principal works with 
staff to provide age-appropriate instruction in making choices based on Catholic values. Principal 
oversees a curriculum rich in Catholic tradition and values. Some descriptors for this criteria include: 
• Facilitates the moral development and maturity of children, youth, and adults 
• Integrates gospel values and Catholic ethics into the curriculum, policies, and life of the 

school 
 
Principal demonstrates knowledge of the History and Philosophy of Catholic school education. 
Principal brings his/her knowledge of the development of Catholic schools in the United States to 
the growth of the current Catholic school. Principal is informed about current Church documents and 
teachings, and uses these as a basis for building the school’s vision and direction. Some descriptors 
for this criteria include: 
• Articulates the history and purpose of Catholic schools in the United States 
• Utilizes Scripture, Church documents and Catholic guidelines and directives 
• Assists in the development and implementation of statements of school philosophy and 

mission that reflect the unique Catholic character of the school 
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Regulations (continued) ................................................................................................................. 2221 
 

 
ROLE II: THE PRINCIPAL AS EDUCATIONAL LEADER 
 
Principal demonstrates Leadership skills in developing a unique school culture reflective of the 
parish and community. Principal uses research to be an effective agent for change as Principal moves 
the school into the 21st Century.  Some descriptors for this criteria include: 
• Demonstrates symbolic and cultural leadership skills in developing a school climate 

reflecting Catholic identity. 
• Applies a Catholic educational vision to the daily activities of the school 
• Promotes healthy staff morale 
• Recognizes and fosters leadership among staff 
• Interprets and uses research to guide action plans 
• Identifies and effecting needed change 
• Attends to personal growth and professional development 
 
Principal is knowledgeable about Curriculum and Instruction, and uses that knowledge to promote 
curriculum and instruction in the school that is developmentally-appropriate and adheres to Diocesan 
standards and WCEA/WASC criteria. Some descriptors for this criteria include: 
• Demonstrates a knowledge of the content and the methodology of religious education 
• Articulates a knowledge of the developmental stages of children and youth 
• Recognizes and provides for cultural and religious differences 
• Provides leadership in curriculum development, especially for the integration of Catholic 

values 
• Demonstrates an understanding of a variety of educational theories and pedagogical methods 
• Recognizes and accommodates the special learning needs of children within the scope of the 

resources of the school 
• Supervises instruction effectively 
• Demonstrates an understanding of effective assessment of student learning 
• Evaluates the general effectiveness of the learning program and educational environment of 

the school 
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Regulations (continued) ................................................................................................................. 2221 
 

ROLE III: PRINCIPAL AS MANAGERIAL LEADER 
 
Principal demonstrates Personnel Management skills to recruit, assess, develop, and evaluate a 
variety of faculty and staff. Principal provides opportunities and encouragement for staff 
development. Principal ensures that staff have valid Catechist Certification and a teaching credential 
where appropriate. Some descriptors for this criteria include: 
• Recruits, interviews, selects, and provides an orientation for school faculty, staff and 

volunteers 
• Applies principles of adult learning and motivation 
• Applies the skills of organizational management, collaboration, delegation of responsibilities, 

and communication 
• Uses group processes effectively 
• Manages conflict effectively 
• Evaluates staff and uses appropriate documentation to record the evaluation 

 
 

Principal is responsible for the Institutional Management of the school and is responsible for 
providing an overall environment in which teaching and learning can occur. Principal ensures that 
the school is in compliance with Diocesan Policy, Canon Law, and applicable state and federal laws; 
and that the school participates in all applicable federal funding opportunities. Principal keeps the 
pastor and Diocese informed about the status of the school. Some descriptors for this criteria include: 
• Provides for an orderly school environment and promotes student self-discipline 
• Understands Catholic school governance structures and works effectively with school 

advisory commissions 
• Engages in a productive and positive relationship between the school and the Diocesan office 
• Engages in a productive and positive relationship between the school and religious 

congregation(s) 
• Observes civil and canon law as it applies to Catholic schools and consults with Diocesan 

officials as appropriate 
• Understands current state requirements and participates in government funded programs 
• Facilitates the appropriate use of current technology 
 
Principal plans and manages the school’s Finance and Development to ensure the viability of  of the 
school and the continuation of its religious and educational mission. Principal is knowledgeable of 
the school’s present and future needs, and is involved in the financial planning for the school’s 
future. Principal oversees the budget and makes periodic reports to the pastor and local school 
advisory commission. Some descriptors for this criteria include: 
• Demonstrates skills in planning and managing the school’s financial resources toward 

developing and monitoring an annual budget 
• Understands the basic principles of long-range planning and applies effective strategies in 

developing and implementing plans for the school 
• Provides for financial development in the broadest sense, including effective public relations 

programs and a school marketing program 
• Seeks resources and support beyond the school and parish(es) 
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Regulations (continued) ................................................................................................................. 2221 
 
In addition to the roles as Spiritual Leader, Educational Leader and Managerial Leader, each may 
have site-specific responsibilities (e.g., classroom teaching duties) and must have goals listed as a 
part of their site job description. 
 
ROLE IV: SITE SPECIFIC RESPONSIBILITIES 
 
ROLE V: THE PRINCIPAL AS PLANNER 
 
 Goal #1:  (based on the school’s strategic plan) 
 
 Goal #2:  (based on the WCEA action plan) 
 
 Goal #3:  (a personal professional goal - growth as a principal) 
 
 Goal #4:  (optional) 
 
 Goal #5:  (optional) 
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QUALIFICATIONS FOR PRINCIPALSHIP ......................................................................DSB 2222 
 
For the purpose of ensuring quality education, the Catholic School Department will assist pastors in the 
recruiting and hiring of well qualified principals. 
 
All principal candidates must be approved by the Diocesan Superintendent of Catholic Schools before 
they can be hired by the pastor. 
 
 
Regulations ..................................................................................................................................... 2222 
 
Candidates for principalship in the Diocese of Sacramento must possess the following qualifications: 
 

1. be an active and practicing Roman Catholic with a thorough understanding of, and commitment 
to Catholic school philosophy, 

2. have four years classroom teaching experience (Catholic school experience preferred), 
3. possess a valid and current teaching credential, 
4. have completed an administrative credential or be enrolled in a program leading to an 

administrative credential, and 
5. successfully complete the Catholic School Principal Perceiver interview. 
 
Desirable Qualifications: 
6. possess an earned advanced degree in educational administration or valid credential in 

educational administration, and 
7 five years of successful administrative experience in Catholic school education 

 
 
APPOINTMENT OF PRINCIPAL.......................................................................................DSB 2223 
 
A religious or lay principal at the elementary level is appointed by the pastor with the recommendation 
of the local search committee and with the approval of the Catholic School Department.  A religious or 
lay principal at the high school level is appointed by the Diocesan Bishop with the recommendation of 
the local search committee and Superintendent. The process for the selection of a principal, as approved 
by the Catholic School Department, must be used. Those religious communities which appoint a 
principal should do so in consultation with the pastor and the Diocesan Superintendent of Catholic 
Schools. 
 
Regulations ..................................................................................................................................... 2223 
 
 
The contract is for one academic year.  The academic year for a principal is defined as beginning on July 
1 and ending on June 30.  Any principal hired after July 1 or ending employment prior to June 30 will 
have a prorated contract developed.  The contract calls for a total of 210 contract days.  It is the 
responsibility of the principal to receive permission from the pastor on scheduled time off during the 
contracted year but should be available if the situation requires it.  For each day of unpaid leave, 1/210 
of Principal’s annual compensation will be deducted from Principal’s annual compensation. 
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Nothing contained in the contract shall be construed as entitling the Principal to a renewal contract for 
any subsequent year.  The contract shall terminate at the end of the period stated, or upon the dismissal 
or resignation of the Principal during the one-term contract. 
 
As stated on the Principal Contract (# 5): 
 
A. Because this contract is for one year only, with no guarantee of a subsequent contract, the Pastor 

in consultation with the Superintendent of Catholic Schools will generally provide written notice 
to Principal on or before February 1st of the current school year either (1) that School intends to 
offer a contract of employment to Principal for the subsequent year; or (2) that Principal’s 
employment with School will not continue in the subsequent year.  The date for this notice may 
be postponed by School where required by budgetary and enrollment uncertainties but will not 
be later than May 15th of the current school year.  Notice of intent not to offer a contract to 
Principal must be cosigned by the Superintendent. 

 
B. In the event Pastor gives notice of intent to offer a contract to Principal for the subsequent school 

year, Principal shall provide the Pastor with timely notice of intent to either accept or decline the 
subsequent contract.  Such notice shall be in writing and delivered in a manner that ensures 
receipt within 15 days of notice of intent to offer a contract (for example, by February 15th if 
notice from Pastor is given by February 1st).  Failure by Principal to provide a response by this 
deadline will be deemed to be an intent by Principal to decline a contract for the subsequent 
school year. 

 
 
EMPLOYMENT AGREEMENTS........................................................................................DSB 2224 
 
All contracts for principals shall be approved by the Diocesan Bishop. 
 
All principals shall have a contract to define the terms of employment and shall be bound by those 
terms. 
 
ASSISTANT PRINCIPAL.....................................................................................................DSB 2230 
 
Principals are encouraged to appoint and train an assistant principal to operate the school in the absence 
of the principal, and to assist the principal in the supervision and administration of the school in areas 
delegated by the principal. 
 
Regulations ..................................................................................................................................... 2230 
 
The delegated areas to the Assistant Principal in their job description should include a number of the 
responsibilities listed below: 
 
 • Assume the role of Acting Principal in the absence of the Principal. 
 • Assist in establishing a positive learning environment whereby the mission and philosophy 

  of the school and the academic programs are implemented. 
 • Assist the Principal in the selection, direction, evaluation of all school personnel.   
 • Share with the Principal the responsibility of representing the school in public forums and 

  as liaison with parent support groups. 
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 • Assist in the implementation of policies which foster a Catholic atmosphere and sense of  
 good order throughout the school. 

 • Coordinator for ITBS Testing. 
 • Serve as Curriculum Coordinator. 
 • Coordinator for the Middle School. 
 • Act as liaison between K-5 and 6-8. 
 • Coordinate Title Programs at the school and investigate/coordinate other public assistance 

  like “Hot Lunch” programs offered by local public school districts. 
 • Coordinate school calendar with other parish groups and assist in final school calendar  
  preparation. 
 • Facilitate activities between parish and school groups in order to assure safety and liability 

  issues. 
 • Supervise the schools athletic program through the athletic director. 
 • Assist in the establishment and enforcement of policies governing conduct, discipline,  

 appearance and attendance. 
 • Direct supervision of students at school assemblies and activities. 
 • Support and instruct new teaching staff by means of classroom visitations and teacher  

 conferences. 
 • Direct liaison with local law enforcement and fire agencies, to maintain the safety and  

 security of the school community and plant. 
 • Authorize student absence from class and/or leaving campus during the school day. 
 • Supervise the details of Open House/Back-To-School Night. 
 • Oversee the work of preparing student grade reports and progress reports. 

• Confer with teachers, counselors, students and parents concerning student behavior 
problems. 

 • Assist in the preparation of the faculty and parent/student handbook. 
 • Serve on the Administrative Team. 
 • Assume other administrative duties as assigned by the Principal. 
 
 
PRINCIPAL’S ADMINISTRATIVE TEAM........................................................................DSB 2231 
 
The principal is encouraged to form a team of teachers, counselors, deans, or other academic staff as 
appropriate, to aid in the administration of the school.  
 
Regulations ..................................................................................................................................... 2231 
 
One teacher from each of the following divisions should be a member of the elementary school 
administrative team: 

A)  Primary 
B)  Intermediate 
C) Junior High 
 

The Diocesan high school administrative team may include vice principals, deans, department 
chairpersons, counselors, campus minister and/or chaplain.  

 
The functions of the administrative team should include: 
1.  To assist the principal in specific delegated functions. 



 

Administrative Handbook                                                 April 2010   
 

2.  To receive suggestions from teachers in their divisions and present them at regular administrative 
or faculty meetings. 

3.  To assist the principal in planning and arranging inservice programs. 
4.  To stimulate creativity in the areas of instruction. 
5.  To evaluate educational materials. 

 
 
LOCAL SCHOOL ADVISORY COMMISSION.................................................................DSB 2250 
 
Every school shall establish a school advisory commission who shall be advisory to the pastor (or 
Diocesan Bishop in the case of Diocesan high schools) and to the principal. 
 
Regulations ..................................................................................................................................... 2250 
 
The pastor is the canonical administrator of the parish. He is the enactor of local policy. In accord 
with Canon Law and Diocesan Policy, he establishes several consultative bodies to assist him in the 
operation and maintenance of the parish. The school advisory commission is established to advise 
the pastor (or Diocesan Bishop) on the operation of the local parish (or Diocesan) school. 
 
A Catholic school advisory commission has several important functions to fulfill as it helps advise 
pastors, the Diocesan Bishop, and principals about the governance and operation of the Catholic 
school. Some of these important functions are: 
 

1. To promote the concept of lay ministry. The Church is indeed the People of God.  Each baptized 
person has a responsibility to use his or her talents and gifts for building the community.  
Participation in the ministry of Catholic education is one of the ways individuals can 
participate in the life of the Church in a significant way and help build the Kingdom of God. 

 
2. To develop ownership and stability for the future. Catholic schools have been around for a long 

time.  Many of us attended Catholic schools that were built by our parents and grandparents.  
We have an obligation to provide for the education of our children and grandchildren just as 
our ancestors provided for our Catholic school education.  Participation in the ministry of 
education is bound to bring wit it a pride of ownership.  Furthermore, CSACs have the 
responsibility to plan for the future and provide continuity and stability during changes in 
administration. 

 
3. To encourage strategic planning.  It is easy for administration to get caught up in the day-to-day 

management of the school.  An important commission function is to call administration to 
look to the future of the school, and to help plan for that future.  Programs such as our 
Catholic School Development Program provide a structured, organized procedure for 
implementing the strategic planning process and for establishing goals and time lines to 
move the school to the next level of quality. 

 
4. To offer financial advice.  Gone are the days when the operating cost of the schools was just a 

few thousand dollars a year, and the tuition of $1 per month could meet the financial needs of 
the school.  Today, school budgets are usually larger than parish budgets.  CSACs can 
provide expertise in budget development, management and oversite, and offer advice on 
issues such as tuition and fee increases. 
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Regulation (continued)...........................................................................................................DSB 2250 
 
 
 

5. To develop and defend policy.  Policies give general direction to administrators.  They tell what 
should be done, but not how it should be done.  Commission members have a responsibility 
to develop local policies to recommend to the pastor, and to insure that diocesan and local 
policies are being implemented.  CSACs can also offer direction and advice on the 
development of regulations to implement policies. 

 
6. To serve as a good public relations source.  Commission members have an obligation to promote 

the school as they communicate with the parish and local communities.  They have an 
opportunity not just to share community perceptions with the school administration, but also 
to help shape those perceptions through their promotion of the school. 

 
7. To enable the principal to spend adequate time as an educational leader.  To the extent that an 

active, involved CSAC participates in the life of the school, the principal is freer to spend 
more time as the spiritual and educational leader of the school. 

 
8. To provide parents/guardians with a voice in their children’s education.  “Parents are the 

first to communicate the faith to their children and to educate them.” (To Teach as Jesus 
Did, 1972)  Advisory commissions offer parents a representative voice in the 
administrative decision-making process. 
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OTHER ADMINISTRATION .................................................................................2300 
 
PRIVATE CATHOLIC SCHOOLS......................................................................................DSB 2310 
 
The private secondary schools within the Diocese will cooperate with the Diocesan Bishop within 
the structure of Canon Law and the understanding agreed to by the Diocesan Bishop and the proper 
Religious Congregation authorities. The relationship will always be marked by the respect due the 
Diocesan Bishop by those of his Diocese. 
 
ORGANIZATIONAL CHART .............................................................................................DSB 2320 
 
Each elementary and secondary school should have an organization chart which represents the 
current practice of the school and reflects the applicable structure. 
 
Regulations ..................................................................................................................................... 2320 
 
The organizational chart should show lines of primary responsibility. It is designed to be used when 
needed to clarify relationships in case some question arises. 
 
  DIOCESAN BISHOP  
 
 
 SUPERINTENDENT                                      DIOCESAN SCHOOL BOARD 
 
 
 ASSOCIATE SUPERINTENDENTS  PCT CCT 
   
  
                                     CLUSTER 
    
 
  DIOCESAN BISHOP 
 
 
  PASTOR 
 
 
                         PRINCIPAL      PARISH SCHOOL ADVISORY COMMISSIONS 
 
  
  
 TEACHERS        PARENTS               PARENT GROUPS 
 
 STUDENTS 
 
 
                                   authority/accountability relationship 
 
 
                                         advisory relationship 
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APPEAL PROCESS FOR RECONCILIATION....................................................2500 
 
To achieve an equitable and just resolution to an administrative decision which may arise out of an 
interpretation or application of a Diocesan and/or local school policy regarding, but not limited to, 
conditions of employment, student enrollment, or parent/guardian dissatisfaction, the process 
established by the Catholic School Department must be followed. 
                                 (See Dispute Resolution Process pg. 28) 
 
 

Catholic School Department 
Diocese of Sacramento, CA 

 
DISPUTE RESOLUTION PROCESS 

 
A. AIM 
 
Disputes often arise in schools due to misunderstandings, differences in judgment, opposing interpretations of 
school policy, or alleged inequalities in the relationship between and among students, parents, teachers, and the 
principal. All parties involved in a dispute are expected to manifest good faith in their efforts to resolve disputes 
by maintaining an atmosphere of mutual understanding, confidentiality, and Christian charity. 
 
Every effort should be made between differing parties, through open and honest discussion at the onset, to resolve 
the dispute. In each case the parties need to meet to provide the opportunity to state the issue(s) clearly and begin 
work on solutions. The parties are empowered by their participation in the process to affect the outcome. In every 
case, the parties should attempt to resolve their differences at the level at which the dispute has taken place and 
before entering this process. For example, a dispute with a teacher must involve an attempt to resolve the 
difference with the teacher before beginning this process, and before contacting the principal. 
 
For conflicts that involve an employee’s due process rights, the procedure outlined in Chapter VII of the 
Personnel Handbook - Diocese of Sacramento must be followed. 
 
B. PROCEDURES 
 
Step One: In the event that the situation cannot be resolved to the mutual satisfaction of either party through open 
and honest discussion, the dispute shall be presented within ten (10) calendar days of the incident that caused the 
dispute to the person most directly responsible for the matter involved in the dispute. For example, a parent 
complaint regarding a teacher’s homework policy should be taken directly by the parent to the teacher for 
resolution. 
 
Step Two: Disputes concerning school policy or unresolved disputes concerning school personnel shall be 
referred within ten (10) calendar days of the incident that caused the dispute, or within ten (10) calendar days of 
the presentation described in Step One above to the principal for his or her review and decision. If the dispute is 
concerning an employee, the principal shall advise the employee of the nature of the complaint. The employee 
shall be given ample opportunity for explanation, comment, and presentation of facts as the employee sees them. 
The principal shall conclude his/her review of the dispute and render his/her decision within ten (10) calendar 
days of the referral described in this Step. 
 
Step Three: If the dispute cannot be resolved in Step Two, the complaining party within ten (10) calendar days of 
the principal’s decision in Step Two may present the dispute to the pastor for his review and decision. The pastor 
shall conclude his review of the dispute and render his decision within ten (10) calendar days of the referral to 
him described in this Step. This step does not apply to Diocesan high schools. 
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Diocesan Review: If the dispute cannot be resolved at Step Three, any party to the dispute, within ten (10) 
calendar days of the pastor’s decision at Step Three, may petition the Superintendent of Catholic Schools in 
writing for his/her review of the dispute. The Superintendent, at his/her sole discretion, may decide to review or 
not to review the dispute in question. If the Superintendent chooses to review the dispute, he/she shall render an 
advisory recommendation to the pastor in writing within ten (10) calendar days of receiving the written petition. 
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Series 3000 
 
 

Business & 
Operations 
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BUSINESS.................................................................................................................3000 
 
 
Canon 1284, from the revised Code of Canon Law, effective November 27, 1983, states that all 
administrators are to perform their duties with the diligence of a “good householder.” Schools will 
need good internal accounting controls to assist our “good householders” in their role. A paper on 
Diocesan internal controls, issued by the United States Catholic Conference in 1995 recognizes that 
people, not policies, determine whether a system of internal controls will function properly. 
Therefore, it is important that our people be properly trained in their responsibilities and limits of 
authority. 
 
In light of the above, The Diocesan School Board promotes sound business practices within the 
schools and provides appropriate resources and training through the Catholic School Department to 
accomplish these tasks. 
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INCORPORATION................................................................................................................. DP 3010 
 
Schools are parish property and, therefore, belong to the “corporation sole.” No school group, board, 
club, etc. can incorporate as a separate entity. They may not incur any debt or make a contractual 
agreement in the name of the school. 
 
REGULATION .............................................................................................................................. 3010 
 
Because each school group, commission, club, etc. operates for the sole benefit of the school, it does 
so under the authority and supervision of the Principal and Pastor.  Therefore, each group, 
commission or club should use the Federal Employer Identification Number (FEIN) of the school, 
and is not allowed to apply for its own FEIN. 
 
 
BORROWING ......................................................................................................................... DP 3011 
 
Since the Diocese is a “corporation sole,” borrowing depends on the signature of the Diocesan 
Bishop.  No school shall borrow money except through the processes established by the Diocese. 
 
 
DIOCESAN FEES..................................................................................................................DSB 3020 
 
To support the mission of the Catholic School Department, a per capita assessment is levied on each 
student for all preschools, elementary schools, and high schools, both Diocesan and private,  in the 
Diocese of Sacramento.  The assessment is recommended by the Superintendent and approved by 
the Office of Finance. 
 
This fee provides for the Diocesan staff and the materials sent to the schools each year from the 
Diocesan Superintendent of Schools.  A per capita rate increase is recommended to the DSB when 
and if rising costs warrant an increase. 
 
BUDGET PREPARATION ...................................................................................................DSB 3050 
 
The budget is the school’s annual plan presented in dollars.  It is a financial plan showing where the 
school is headed during the next year. Schools are required to develop and implement a balanced 
budget which must be submitted to the Diocesan Finance Office. 
 
REGULATIONS ............................................................................................................................ 3050 
 
Guidelines for the preparation of the annual budget are found in current handbook(s), through 
inservice training programs, and in other literature presented by the Catholic School Department.   
 

A. Schools must use a Diocesan-approved chart of accounts for budgeting and accounting.  
 1. School accounting is to be done on a Windows XP (PC only) or better computer 

platform using QuickBooks Pro software. 
 2. The staff of the Diocesan Finance Office will help bookkeepers set up the chart of 

accounts and provide training in its use. 
B. Ordinarily, the budgeting process for the new year will begin in mid-November.  
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C. The local parish catholic school advisory commission is responsible for reviewing and accepting 
the budget and recommending the budget to the local parish finance council. 

D. The local parish finance council is responsible for accepting the budget and recommending the 
budget to the pastor (or the superintendent in the case of Diocesan schools) for approval. 

E.  The pastor approves the budget. 
F. An approved, balanced budget containing the signatures of the pastor(s), principal, parish finance 

council chair, and school advisory commission chair must be sent to the Diocesan Finance 
Office by the last business day of April.  The submission must be made electronically using 
the excel spreadsheet template provided by the Diocesan Finance Office. 

G. A copy of the revised, balanced budget must be sent to the Diocesan Finance Office by the third 
Friday in September. This revised budget must be based on actual enrollment and staffing at 
the start of the school year. This revised budget must also contain the signatures of the 
pastor(s), principal,  parish finance council chair, and school advisory commission chair. 

H. Any budgeted program (i.e., preschool, extension, hot lunch) that operates at a deficit must be 
accompanied by a narrative explaining why the deficit exists and what steps are being taken 
to correct the deficit. 

 
PUBLIC REVIEW OF BUDGET DOCUMENT..................................................................DSB 3055 
 
A copy of the approved budget shall be made available to all of the school’s constituents such as the 
local advisory commission, athletic club, booster club, parent club, teaching staff, prospective 
parents, parishioners, etc.   
 
REGULATIONS ............................................................................................................................ 3055 
 
One of the roles of the local advisory commission is to provide financial guidance to the school by 
reviewing the actual and budgeted revenues and expenses to ensure that resources are used as 
intended.   
 

A. To assist the advisory commission in this role the school will prepare monthly financial 
statements which include a balance sheet and an income statement that shows a comparison 
of actual to budget figures. 

B. Copies of these monthly financial statements will be shared with the advisory commission and/or 
finance committee of the advisory commission as determined at the local level. 

 
REVENUE...................................................................................................................................... 3100 
 
INCOME REPORTING........................................................................................................DSB 3110 
 
All revenues, fees, contributions, and accounts receivable shall be properly presented in the financial 
statements of the school, and proper disclosure is made of any pledged, discounted, or assigned 
receivables.   
 
REGULATIONS ............................................................................................................................ 3110 
 

A. All revenue and receivables should be for all services rendered or items sold and be complete 
and properly recorded as to account, amount, and period earned.   
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B. All contributions, gifts, and grants received by the school are recorded as unconditional support 
unless there are relevant restrictions and/or requirements related to the time or manner of use 
as imposed by outside donors.  In which case, contributions, gifts and grants should be 
recorded as either temporarily restricted or permanently restricted as to use. 

 
TUITION RATES ..................................................................................................................DSB 3120 
 
Because of the great difference in costs per student in the Diocese, there will be no policy on 
uniform tuition rates.  The tuition rate for each school is set by the pastor, principal, and local 
advisory commission.   
 
REGULATIONS ............................................................................................................................ 3120 
 
The determination of a tuition rate is guided by the following principles: 
 

A. Tuition rates, where possible, should approach 100% of the cost per pupil (i.e., the total cost of 
operating the school, less capital expenditures, divided by the “official” enrollment). 

 
B. In establishing a realistic tuition rate, provisions should be made for students unable to pay the 

higher tuition rates. No student should be excluded because of financial difficulties.  At the 
same time, every family receiving reduced tuition or family assistance may be asked to 
provide some additional service to the school as determined by the school.   

 
C. Schools are encouraged to consider the “Fair Share” tuition approach to setting individual tuition 

based on the family’s ability to pay. 
 
D. Parish support may be used to assure that needy students will be included in the enrollment 

process. 
 
GIFTS, GRANTS AND BEQUESTS ....................................................................................DSB 3130 
 
The pastor and principal may accept on behalf of and for the school any bequest or gift of money or 
property for a purpose deemed to be suitable and to utilize such money or property so designated. 
Real estate may not be accepted without prior approval of the Diocesan Finance Office. 
 
REGULATIONS ............................................................................................................................ 3130 
 
A. To be acceptable, a gift must satisfy the following criteria: 

 1. Place no restrictions on the school program. 
 2. Not be a liability for the school. 
 3. Not be in conflict with any provision of the Diocesan or local school policies. 
 4. Not begin a program which the school would be unwilling to take over when gift or 

grant funds are exhausted. 
 5. Not imply endorsement of any business or product. 
 6. Except for real property, all gifts, grants, and bequests shall become the school’s 

property. 
 7. Real property, vehicles, and any other property requiring title and/or registration must be 

held in the name of “The Roman Catholic Bishop of Sacramento, a Corporation Sole.”  
Title to real estate and vehicles must be held by a real person for a transfer to be valid, 
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and the corporation is recognized as a separate legal entity, whereas, parishes and schools 
are not separate legal entities. 

 
B. Before approval by the pastor, all donors should consult with the principal before gifts are 

presented to ensure feasibility and usability of gifts. 
 
C. Catholic schools are encouraged to develop gift catalogues and/or wish lists for prospective 

donors. 
 
EXPENDITURES .......................................................................................................................... 3200 
 
EXPENSES.............................................................................................................................DSB 3210 
 
All recorded expenses and cash disbursements should be for goods or services that are authorized 
and received. All expenses incurred for goods or services and the related accounts payable should be 
identified in the financial statements, and be properly recorded as to account, program, period, and 
amount. 
 
All school purchases are to be made by the principal or with prior approval of the principal.  These 
purchases are to be within budgetary provisions. 
 
VENDORS’ REPRESENTATIVES ......................................................................................DSB 3215 
 
Agents approved by the Catholic School Department or agents of approved textbook publishers or 
vendors may be interviewed, if the principal so desires. Good administration, however, demands that 
agents be interviewed by appointment only in order not to interfere with the regular routine of the 
school. 
 
No school employee is to act as a vendor, nor may they sell directly to the students. 
 
ACCOUNTS................................................................................................................................... 3300 
 
GENERAL LEDGER ............................................................................................................DSB 3310 
 
The uniform accounting system developed by the Diocese of Sacramento shall be used in all 
Diocesan schools. 
 
REGULATIONS ............................................................................................................................ 3310 
 

A. The school will use a general ledger with an approved chart of accounts to record the financial 
activity of the school.   

 
B. The accounting records shall be clerically accurate and prepared in a timely manner.  
  
C. The school is expected to be able to trace the data on the financial statements back to the general 

ledger or from the general ledger to the financial statements. 
 
D.   All the bank accounts of any organization, society, group, or club affiliated with the school must 

be incorporated into, and be a part of, the school’s books.  All transactions associated with 
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each of these accounts must be individually posted to the school’s books, and become a part 
of the financial reports of the school.  All supporting documentation; such as check and 
reimbursement requests, original receipts, and original invoices, (copies are not acceptable) 
must be forwarded to the school bookkeeper monthly, and kept at the school site for the 
applicable document retention period. The bank statements associated with each of these 
accounts must be mailed directly to the school address, reconciled by the school bookkeeper 
on a monthly basis, and be kept in the school office. 

 
 
BANK ACCOUNTS................................................................................................................  DP 3320 
 
 All school monies are to be processed through bank accounts for the school under direct 

supervision of the principal.   
 
 Other school bank accounts and separate activity funds are to be held in the school name by the 

principal and his/her authorized representative only. 
 
REGULATIONS ............................................................................................................................ 3320 
 

A. No savings or money market accounts are authorized except for those in the Parochial Fund, Inc 
(PFI).  Funds not required for short term use must be deposited in the school’s name in the 
PFI. 

 
B. Both the pastor and the principal must be authorized to sign on any and all bank accounts related 

to the school and school organizations such as the parent club or booster club. 
 
C. All accounts related to the school, including the bank accounts of all school organizations and  

all the transactions in those accounts,  must be reported on the financial statements of the 
school. 

 
D. Bank signature authority and the signing of checks must be independent of the initiator of 

purchases, receiving, shipping, preparer of checks, cash receipts, accounts payable, and cash 
bookkeeping.  This means that your bookkeeper may not have signature authority on school 
bank accounts. 

 
E. Schools may request disbursement of their savings by sending a written request (e-mail is 

acceptable) from the principal of the school to the superintendent.  
 

SCHOOL SUPPORT GROUP FINANCES............................................................................ DP 3321 
 
A club or organization that operates for the benefit of the school operates under the jurisdiction of 
the principal. Fund raising proceeds must be transferred to the operational account of the school on a 
regular basis.  At the end of the school year, all funds, except a reasonable amount determined by the 
principal must be transferred to operational account of the school.   
 
REGULATIONS ............................................................................................................................ 3321 
 

A. All fund raising events must secure monies daily either in a safe, deposited in a school bank 
account, or in the school night deposit.  In no case shall monies be left overnight in schools 
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except in a safe provided for safekeeping of valuables. Funds may never be taken home by an 
individual. This is for the protection of the individual. 

 
B. Both the pastor and the principal must be included as authorized to sign on any and all bank 

accounts related to the school. If an officer of the club or organization is granted signature 
authority, the check amount that s/he alone may approve must be kept to a minimum.  The 
amount is at the discretion of the pastor or principal.  Any checks exceeding this amount 
must be second (counter) signed by the pastor or principal.  Another member of the club or 
organization may not provide the second signature. 

 
C. All accounts related to the school must be reported on the financial statements of the school. 
 
D. Bank signature authority and the signing of checks must be independent of the initiator of 

purchases, receiving, shipping, preparer of checks, cash receipts, accounts payable, and cash 
bookkeeping.  This means that your bookkeeper and treasurers may not have signature 
authority on school bank accounts. 

 
 
MONIES IN SCHOOL BUILDINGS....................................................................................DSB 3322 
 
Monies collected by school employees and students shall be handled with prudent business 
procedures.  Under no circumstances should money be left in classrooms overnight. 
 
All monies collected shall be receipted (sequentially numbered cash receipt slips) and accounted for 
(in a cash receipts journal) and directed without delay to the school office. 
 
ENDOWMENT FUNDS .......................................................................................................... DP 3325 
 
Each school is encouraged to set up an endowment account with the Diocese. Only restricted funds 
that have been restricted by the donor may be placed in an endowment account. Schools or parishes 
may not transfer money from savings into an endowment. 
 
REGULATIONS ............................................................................................................................ 3325   
 
An endowment account preserves the corpus while allowing schools to use the earnings for 
scholarships, operations, etc. The use of the earnings is restricted to the purpose for which the 
endowment was established.  
 

A. All endowment monies are to be invested with The Manogue Perpetual Endowment Foundation, 
Inc. No endowments may be established outside The Manogue Perpetual Endowment 
Foundation, Inc.  

B. Quarterly and annual reports are sent from the Finance Office to the pastor of each school.  This 
information should be included in the financial reports of the school. 

C. Schools may request disbursement of their earnings by sending a written request (e-mail is 
acceptable) from the principal of the school to the superintendent.  

D. Information on the administration of endowment funds can be obtained from the Catholic School 
Department. 
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ANNUAL FINANCIAL STATEMENTS: SCHOOL ...........................................................DSB 3330 
 
A complete Annual School Financial Report must be sent by the principal and pastor to the Catholic 
School Department.  The report must be signed by the pastor, principal and the president of the 
school advisory commission.   A copy of this report is to be retained in the local school file. Copies 
of the financial summary may be shared with the school’s constituents. 
 
ANNUAL FINANCIAL STATEMENTS: CSD ....................................................................DSB 3331 
 
The Catholic School Department shall send an annual financial summary (School Data Report) of all 
Diocesan schools to each principal and pastor. This summary will be based on the annual reports 
provided to the Catholic School Department. 
 
SCHOOL AUDIT/OPERATIONAL REVIEW....................................................................DSB 3340 
 
All schools will receive an Operational Review when a change in pastor or principal occurs.   The 
auditor will be assigned by the Diocesan Finance Department. The school will pay the cost of an 
audit or review if an outside firm is used. 
 
Results of the audit/review will be submitted to the pastor, principal, shared with the local advisory 
commission, and the Catholic School Department. 
 
Audits/reviews can be scheduled more frequently as a result of a request by the pastor or principal.  
 
INVENTORY................................................................................................................... DSB 3350 
 
An up-to-date inventory of operational and maintenance equipment shall be maintained.  An 
inventory of instructional equipment for each classroom (i.e., globes, maps, stands, VCR’s, 
televisions, computers, etc.) shall be maintained.  This inventory list must be updated with additions 
and deletions annually.  It is highly recommended that the school has a video recording of all 
operational, maintenance and instructional equipment.  Inventory reports shall be presented to the 
Diocese upon request, and need to include the date of acquisition, and the cost or approximate value 
on the date of acquisition. 

 
All school equipment must contain identification by marking it with the school name.   
 
SALARY AND BENEFITS ........................................................................................................... 3400 
 
 
COMPENSATION: LAY ......................................................................................................DSB 3410 
 
The compensation for lay teachers and principals shall be in accordance with the Diocesan salary 
schedules. 
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COMPENSATION: RELIGIOUS........................................................................................... DP 3411 
 
The compensation for religious teachers and principals shall also be in accordance with the Diocesan 
salary schedules while following the policy for compensation to Religious Congregations as stated in the 
July 1, 1995 policy for the Diocese of Sacramento. 
 
REGULATION .............................................................................................................................. 3411 
 
The compensation and benefits provided to congregations of women religious for the services of its 
members will be equal or comparable to those provided to lay employees with comparable qualifications 
and experiences, doing comparable work. 
 
According to this policy, the church agency (parish, school, etc.) will: 
 
• pay to the religious congregation an amount equal to the salary paid to a lay employee  

performing comparable work with comparable qualifications and experience; 
 
• pay the total compensation to the religious congregations without deducting federal, state  or 

other taxes; 
 
• pay to the religious congregation an amount equal to the employer’s share of comparable              

Medicare (1.45% of gross compensation) and Social Security (6.2 % of gross compensation) 
contributions; 

 
• pay to the religious congregation 6.0 % of gross compensation for retirement benefits; 
 
• provide the same medical, dental, life insurance, workers’ compensation, and leave benefits for 

women religious as provided for lay employees. 
 
 
Religious congregations no longer receive: 
 
• complimentary automobile usage or automobile allowance; however, congregations will be 

reimbursed for business related travel in accordance with diocesan reimbursement policy; 
 
• complimentary housing usage or housing allowance.  Religious congregations may have the 

option of leasing or renting convents or other property owned by a church agency.  The lease 
documents and rental fees will be determined by diocesan norms and guidelines. 

 
TUITION BENEFIT FOR EMPLOYEES.............................................................................. DP 3412 
  
Upon approval of the pastor, with collaboration of the principal and Catholic School Advisory 
Commission, school and parish employees of the Diocese of Sacramento are eligible for a tuition benefit 
at a parish elementary school, as set forth below.  
 
The tuition benefit is $500.00 per child, with a cap of $1,500.00 per family. 
 
Eligibility Requirements:  In order to qualify for this benefit, the following requirements must first be 
satisfied: 
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1.  The employee must be: 1) employed by the individual parish school, and 2) employed by the 

parish in which the school is associated. 
 
2. The employee must have been employed for a minimum of two consecutive years at the school 

or parish prior to the start of the school year for which the tuition benefit is sought.   
 
3. The employee must be regular full-time (at least 35 hours per workweek) or regular part-time 

(those who work between 20 and 35 hours per work week), as defined in the Lay Personnel 
Employee Handbook, Diocese of Sacramento. 

 
4. The employee‘s child (ren) must attend the school or parish where the employee works.  
 
Tuition Benefit Details:  Provided the employee satisfies all the above eligibility requirements, the 
employee may receive the tuition benefit, as follows: 
 

• Regular full time employees are eligible for a $ 500.00 tuition benefit per child, with a cap at of 
$1,500.00 per family. 

 
• Regular part-time employees receive the  tuition benefit on a prorated basis, based on 

comparison of their part-time schedule to a regular full-time work schedule (e.g., an employee 
working a 50% schedule would receive a benefit equal to 50% of the $500 full-time benefit 
amount)  

 
• Employees who accept the tuition benefit will still be allowed to file for financial assistance. 
 
• The tuition benefit applies only to tuition for grades K to 8th, and may not be applied to 

registration, Extension or Preschool tuition, or any other fees charged by the school. 
 

• For teachers, this reduction is excluded from taxable income. For parish employees it must be 
reported as taxable income.  

 
 
SALARY ADVANCEMENT.................................................................................................DSB 3415 
 
All teachers are required to earn at least three semester units or equivalent credits every three years 
in order to advance on the salary schedule. There is no decrement for failure to obtain these units, 
but the teacher’s salary will remain frozen on his/her class/step. 
 
REGULATIONS ............................................................................................................................ 3415 
 

1. Before beginning work on any units that are intended to affect advancement on the salary 
schedule, the teacher must obtain approval from the principal. Principals are to file all salary 
credits in the individual teacher’s file. The principal will be guided by a policy of orderly and 
appropriate professional improvement of the teacher. 

 
2. School principals shall report to the Catholic School Department the credits of teachers who 

attend regular college classes during the summer as well as during the academic year. This is 
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to be done on the Academic Standing Form (#620). Credits are to be verified by college 
transcripts which will be retained in the teacher’s file. 

 
3. Since teacher education is a continuous process, workshops and inservice days should be 

considered as means for professional growth. Salary credits may be granted for attendance at 
such workshops only with prior approval by the principal (form #600 - Application for Salary 
Units). 

 
PROFESSIONAL DEVELOPMENT ...................................................................................DSB 3417 
 
All principals and professional staff are expected to avail themselves of opportunities for professional 
reading, school visitation, conventions, workshops, and other aids for professional development. 
 
CATECHIST CERTIFICATION .........................................................................................DSB 3420 
 
All teachers and principals in Catholic elementary and secondary schools are required to participate 
in the Diocesan Catechist Certification Program. Current catechist Certification is required for 
advancement on the salary schedule. 
 
REGULATIONS ............................................................................................................................ 3420 
 
The main goal of Catechist Certification is to: 1) help prepare teachers to have a deeper 
understanding of their (the) Catholic faith, 2) insure that all Catechists have the same basic 
understanding of the Catholic Faith, 3) help teachers become comfortable and competent with both 
the content and the methodology of teaching Religion and 4) help Catholic school teachers infuse the 
Catholic faith throughout the curriculum. 

 
1. Effective July 1, 2002, any teacher or principal holding a valid Catechist Certificate or a 

valid Provisional Certificate may advance on the salary schedule. Those without a valid 
Catechist Certificate or valid Provisional Certificate will not advance on the salary schedule. 
They will remain frozen at their present class and step. 

 
2.  The diocesan guidelines are consistent with the Guidelines for Obtaining the California 

Catechist Certificate published by the California Catholic Conference in 1996. The course of 
study carefully follows the Catechism of the Catholic Church.  A California Catechist 
Certificate issued by the Diocese of Sacramento is recognized by all Dioceses in California 
under these 1996 guidelines.  

  
 Course of Study 
 
 Profession of Faith - at least eight hours of study to include: 

       Revelation in Scripture and Tradition/Faith Response 
       Trinity and the Image of God 
       Christology and Redemption 
       Church/Mary and the Saints 

 
 Celebration - at least eight hours of study to include: 

       Paschal Mystery/Liturgy 
       Sacramental theology 
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       Sacraments of Initiation 
       Sacraments of Healing/Sacraments at the Service of Communion 

 
 Life in Christ - at least eight hours of study to include: 

       Dignity of the Human Person - Virtues, Sin, Grace, Redemption 
       Ten Commandments and Beatitudes 
       Catholic Social Teaching 
       Conscience Formation/Decision Making 
 

 Christian Prayer - at least eight hours of study to include: 
       Call to Prayer/Prayer/Worship 
       The Lord’s Prayer 
       Forms of Prayer/Prayer Styles/Leading Prayer 
       Introduction to Prayer 
 

 The Nature of Catechesis/Catechetical Development - at least eight hours of study to 
      include: 

       Faith and Human Development 
       Evangelization and the Nature of Catechesis 
       Catechetical Process/Family and Culture as Context for Catechesis 
       Learning and Teaching Styles/Use of Media/Resources 
 

 Spiritual Development of the Catechist - at least ten hours of study to include: 
       Prayer experiences 
       Retreats 
       Spiritual Direction 
 
3. Basic catechist certification may be obtained through petitioning under the following 

conditions: 
  
  A.     Recent completion of a degree program or college-level course work in religious  

  education from a Catholic College, evidence of on-going professional development, 
  and proven experience in Catechetical ministry;  or 

 
  B. Proven catechetical experience of at least four (4) years, of on-going professional  

  development, and demonstrable knowledge of the content areas. 
  
4. Any teacher or principal who has a current California Catechist Certificate issued by another 

Diocese will be certified by the Diocese of Sacramento, upon verification of the existing 
Certificate.  Certification from a Diocese outside of California may also be accepted if their 
requirements are similar to the California Catholic Conference guidelines.  

 
5. Basic Certification expires at the end of four (4) years from the date of issue.  The bishops’ 

guidelines call for the following criteria for renewal: 
 

A.     Completion of at least ten (10) hours annually in the above mentioned content areas.  
It is strongly recommended that Church History and Scripture be included in renewal 
hours. 
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  B. The choice of courses must have the prior approval of the Department of Catholic 

  Faith Formation and Catholic School Department. 
 
  C. Application for renewal. 
  

6. Non-Catholic teachers, along with teachers who do not teach Religion, are required to obtain 
and maintain Catechist Certification.  The teacher contract states, “Teacher is a ministerial 
and apostolic worker of the Roman Catholic Church responsible for teaching the religious 
principles of the Church by personal example, classroom instruction, and in extra curricular 
activities and affairs.”  

 
7. Each teacher is responsible for keeping track of his/her progress toward certification.  Each 

principal at the individual school site will verify the accuracy and completeness of the 
Request for Certification form submitted by the teacher and send it to the Catholic School 
Department.  Certificates are issued by the Catholic School Department. 

 
 
BENEFITS ..........................................................................................................................DP 3450 
 
All regular full-time and part-time employees are entitled to the benefits of the Diocesan Group 
Health Plan. In addition, all regular lay personnel are entitled to Social Security benefits, Disability, 
Diocesan Unemployment Insurance, Workers’ Compensation, sick days, and Pension, subject to 
eligibility requirements. Religious personnel are entitled to benefits as stated in the policy for 
Religious Congregations for the Diocese of Sacramento (effective July 1, 1995). 
 
A complete listing of benefits, as well as a definition of regular employees, is found in the 
Employees Handbook found in the 4000 series of this Administrative Handbook. 
 
Regular part-time employees who work between 20 and 35 hours per week are eligible for diocesan 
employee fringe benefits, prorated based on a regular full-time work schedule, subject to the 
eligibility requirements for any plan or programs. 
 
BUSINESS MANAGEMENT........................................................................................................ 3500 
 
 
DEVELOPMENT ..................................................................................................................DSB 3505 
 
Fund raising, development, and long-range planning are necessary operations for the long-term 
survival of the schools. The Catholic School Department requires all schools to develop and 
implement a formal, long-range, strategic planning process.  
 
REGULATIONS ............................................................................................................................ 3505 
 

 
All schools must submit a strategic, long-range action plan to the Catholic School Department by 
Fiscal Year ‘08. This strategic, long-range action plan must include the following: 
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A. An assessment of the current state of the school including Catholic identity, enrollment, finances, 
staffing, and facilities. 

 
B. A 3-5 year projection into the future based on past trends.  
 
C. Goals developed by the school and parish community(ies) describing the desired future of the 

school (3-5 years out). 
 
D. Annual objectives and action plans describing a strategy to accomplish the goals. 
 

Annually, each Catholic school must complete the following: 
 
E. An annual review/assessment of the accomplishment of the objectives. This assessment must be 

presented to the local parish Catholic school advisory commission/Diocesan high school 
board with a copy sent to the Catholic School Department. 

 
F. An annual update to the objectives and action plans. 

 
The Catholic School Department has contracted with Catholic School Management to provide 
training in establishing a strategic planning process. Schools may contact the Catholic School 
Department for further information or to become a part of this training program. Financially 
challenged schools are required to be active participants in this program. 
 
 
OPERATION AND MAINTENANCE OF PLANT ............................................................  DSB 3510 
 
The principal, pastor, and school advisory commission will endeavor to provide schools that are safe 
from hazards, and that are sanitary, properly equipped, well-lighted, ventilated, and aesthetically 
suited to promoting the goals of the school. 
 
REGULATIONS ............................................................................................................................ 3510 
 

A. The maintenance and custodial staff is charged with the responsibility of caring for and 
protecting these facilities.  In order to carry out an efficient maintenance program, the 
custodial staff must receive the cooperation of the pupils, staff, and principal.   

 
B. Employees  shall report promptly to the principal of the school or department head any defects in 

building, furniture, playground apparatus, or other equipment that might prove injurious to 
the comfort, health, safety, of teachers, pupils, or other persons. 

 
C. Annual programs of renewal, replacement, and refurbishing shall be conducted in all schools.  A 

daily program of housekeeping to insure proper cleanliness shall be the hallmark of the 
Catholic school. 

 
D. Each school is required to have a safety committee which is subject to Diocesan guidelines. The 

committee must meet periodically, review plant safety issues, keep minutes of their meeting, 
and send a copy of their meeting to the Catholic School Department. 
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TELECOMMUNICATIONS.................................................................................................DSB 3520 
 
Every school is required to have a telephone in the school with a listed number.  Every school shall have 
access to Diocesan e-mail.  During regular school hours, usage of answering machines is discouraged.   
 
Preschools and extension programs must have an available phone. 
 
 
SECURITY OF BUILDINGS AND GROUNDS ..................................................................DSB 3530 
 
Buildings constitute one of the most expensive investments of the school system.  It is in the best 
interest of pupil, parents, patrons, and taxpayers to protect this investment adequately.   
 
REGULATIONS ............................................................................................................................ 3530 
 
Security depends on adequate locks and a monitored system of key distribution.  Security also 
means: 
 

1. Eliminating fire hazards. 
2. Reducing the probability of any faulty equipment. 
3. Guarding against the chance of electrical shock. 
4. Keeping records and funds in a safe place. 
5. Protecting against vandalism and burglary. 
6. Securing the buildings when school is not in session. 
7. Making provision that all visitors check in to the school office. 

 
The superintendent of schools shall establish and make available to the schools such rules and 
regulations as may be needed to provide for security in the sense outlined above. 
 
INSURANCE............................................................................................................................ DP 3560 
 
Each school community is to follow the directives of the Diocesan self-insurance program. 
   
 
Regulations ............................................................................................................................... DP 3560 
 
When using non-parish facilities that require a evidence of insurance, the school (and parish) must 
follow these steps: 
 
1. The school administrator (pastor/president/principal) must be notified in advance of the 

activity/event. This specifically includes activities sponsored by parent clubs and/or 
athletic/booster clubs/organizations. 

 
2. The school administrator is to fill out a Request for a Certificate of Insurance (See Forms). 

This request is to be completed by the school administrator - not the event coordinator. 
 
3. A copy of this Request is to be submitted to Arthur J. Gallagher Insurance Brokers no later 

than 21 days before the activity/event.   
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SCHOOL BUSES...................................................................................................................DSB 3570 
 
Parish and Diocesan schools that have bus service shall make sure that all buses are insured and 
maintained in accordance with the directions of the Diocesan insurance plan. 
 
The operation of all school buses and the licensing of drivers are subject to the regulatory powers of 
the California State Highway Patrol.  No school shall operate buses without approved equipment and 
approved drivers. 
 
Public school districts may furnish transportation to non-public school children upon the same terms 
and in the same manner and over the same routes of travel as is permitted children attending the 
public school. 
 
FOOD SERVICE ............................................................................................................. DSB 3580 
 
Under the National School Lunch Act of 1946, any school may be reimbursed for each pupil having 
a type A lunch, providing the school is operated on a nonprofit basis and a free lunch is given to 
pupils who cannot pay for it.  The benefits of the National School Lunch Program are available to all 
children from kindergarten through twelfth grade attending public and nonprofit schools. 
 
Authorization for lunches to be served to eligible pupils at less than cost may be granted only after 
application from the Federal Lunch Program is made and filed in the principal’s office. 
 
A yearly legal contract agreement must be made between the State Education Department and the 
parish school. Claims for reimbursement and a report of all receipts and expenditures must be 
submitted every month. An account of daily meal counts, and all financial transactions involved in 
the program must be maintained and kept on file for audit. 
 
Schools must maintain a separate bank account for the milk/lunch program. This account is under 
the direct supervision of the school principal. The state may initiate an audit at any time.  In addition, 
the Catholic School Department or the local school principal may request the state to audit the 
account. 
 
FINANCIALLY TROUBLED SCHOOLS......................................................................................... DSB 3600 
 
Fiscal difficulties in the Catholic schools of the Diocese are becoming more and more prevalent.  It 
is the desire of the Diocese to help these schools in the most efficient and effective manner possible 
so as to alleviate the problems or at the minimum, limit them. 
 
As a means of achieving this goal, the following definitions and procedures have been developed to 
serve as a guide to these schools and the Diocese. 
 
Definition: Any school that because of financial difficulty has been identified by the Catholic School 
Department and the Diocesan Finance Office as requiring Diocesan involvement in the fiscal 
management of the school. 
 
Identification: Any school that is projecting financial difficulties that the parish is not capable of 
supporting must notify the Catholic School Department and the Diocesan Finance Office of the 
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situation as soon as the problem is detected. This is critical because it allows for early attention to 
the problem so that a resolution may be found before the projected problem becomes a reality. 
 
Financial difficulties would include but not be limited to any situation whereby the school would not 
be able to meet its financial obligations in a timely manner. Circumstances to be watched for by the 
school may include lower than budgeted enrollment; a high rate of uncollectible tuition; 
expenditures running ten percent (10%) or more over budget; revenues running ten percent (10%) or 
more under budget; past due payments including payments owed for employee benefits, school 
assessments, general insurance obligations, payroll taxes, etc. 
 
MANAGEMENT OF A FINANCIALLY CHALLENGED SCHOOL.................................. DP 3610 
 
The normal operating arrangement provides for local control and fiscal management following 
approved Diocesan procedures.  Given this principle, the first source of help for any school facing 
financial difficulty is the parish.  It is when a problem is detected and the parish is not capable of 
solving the problem that a school would require a change from the normal operating arrangement to 
the arrangement required for a financially challenged school. 
 
The operating arrangement for a financially challenged school is different from the norm in that the 
fiscal management of the school becomes a collaborative effort of the Catholic School Department 
(CSD), the Diocesan Finance Office, the pastor, and the school principal.  This new arrangement 
will continue until the financial stability of the school can be restored. 
 
REGULATIONS ............................................................................................................................ 3610 
 
 
Once the new collaborative management and control is established, the following steps will take 
place: 
 

1) The CSD, Finance Office, pastor, and principal will meet to review the school’s financial 
projections in an effort to come up with recommendations on how to solve the problem. 

 
2) The CSD, pastor, and principal will develop a balanced school budget. This budget may 

incorporate an increase in revenues or cutting of expenses.  Attempts to balance the budget 
should include financial assistance by the parish. 

 
3) If the CSD, pastor, and principal cannot agree on the plan, the situation will be directed to the 

Diocesan Finance Office and/or the Office of the Bishop for further review of the situation. 
 
4) In addition, once the school is identified as a financially challenged school and until financial 

stability is restored, the following additional requirements will apply: 
 
 a) CSD shall review for purposes of approval all expenditures in excess of $500 except 

for normal monthly utilities, payroll, and payroll related expenditures including medical 
insurance, and other payroll benefits. 

 
 b) The school will provide to CSD monthly financial reports in the format specified by 

CSD and the Diocesan Finance Office. 
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 c) The school will report immediately to the CSD any event which will change the 
school’s current financial projections.   

 
       d)  Monthly meetings will be held with the CSD to review the school’s operating results for 

the period. 
 

SCHOOL REQUIRING DIOCESAN FINANCIAL ASSISTANCE ...................................DSB 3620 
 
Any school receiving financial assistance from the Diocese of Sacramento in order to meet its 
operational budget, or not meeting its Diocesan obligations in a timely manner, shall be required to 
enroll in the Catholic School Management Program by the following year.  Participating costs in the 
program by a school may be assisted by the Diocese.  A school requiring participating cost assistance 
must petition the Catholic School Department in writing.  
 
 
OPENING AND CLOSING CATHOLIC SCHOOLS..........................................................  DSB 3700 
 
The normal operating arrangement provides for local control and fiscal management following 
approved Diocesan procedures.  Given this principle, the first source of help for any school facing 
financial difficulty is the parish.  It is when a problem is detected and the parish is not capable of 
solving the problem that a school would require a change from the normal operating arrangement to 
the arrangement required for a financially challenged school. 
 
The operating arrangement for a financially challenged school is different from the norm in that the 
fiscal management of the school becomes a collaborative effort of the Catholic School Department 
(CSD), the Diocesan Finance Office, the pastor, and the school principal.  This new arrangement 
will continue until the financial stability of the school can be restored. 
 
 
CLOSURE OF SCHOOLS.....................................................................................................   DSB 3710 
 
No Catholic school may be closed without permission from the Bishop 
 
 
 
 
 


