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NOTICE OF NONDISCRIMINATION 
 

Applicants for admission and employment, students, parents, employees, sources of 
referral of applicants for admission and employment with schools in the Diocese of 
Davenport are hereby notified that the schools do not discriminate on the basis of race, 
color, national origin, sex, age, or disability as defined in Section 504 of the 
Rehabilitation Act of 1973 and Title I of the Americans with Disabilities Act, in 
admission or access to, or treatment or employment in, its programs and activities.  Any 
person having inquiries concerning schools’ compliance with the regulations 
implementing Title VI, and Title IX, of the Civil Rights Laws, the Americans with 
Disabilities Act or Section 504 is directed to contact:  Char Maaske, Human Resource 
Coordinator, who has been designated to coordinate the schools’ efforts to comply with 
the regulations related to these laws. 
 

Char Maaske 
Human Resource Coordinator 
2706 N. Gaines Street 
Davenport,  Iowa  52804-1998 
Phone:  (563) 324-1911 
FAX:  (563) 324-5811 



 
 
 
 
August, 2002 
 
 
TO: Pastors, Director of Adult Formation, Catholic School Administrators, DRE’s, CRE’s, 

Teachers, CYM's, Director of RCIA Boards of Education and Faith Formation Committees 
 
FROM: Mary M. Wieser, Director of Faith Formation and Education/Superintendent of Schools 
 
 
This revised Handbook of Policies for Faith Formation Programs provides an updated compilation of all the 
official policies for our Faith Formation Programs.  These policies were established over an extended period 
of time, beginning with certain policies established in 1969 to the most recent policies approved by the 
Diocesan Board of Education as late as June 5, 2002.  A wide range of topics and school issues are covered in 
the Handbook in order to comply with approved standards for Iowa schools.  Furthermore, certain policies 
provide guidelines for local Boards of Education and Faith Formation Committees and program 
administrators, including mandated policies on AIDS, Procedures for Reporting Child Abuse Cases, 
teacher/administrator contract and respect for life.  These official diocesan policies should not be in conflict 
with local policies.  If a serious conflict is noticed, please contact the Director of Faith Formation and 
Education/Superintendent of Schools. 
 
At the request of the Iowa Department of Education, this revised Handbook codifies our policies according to 
the following series: 
 
 Series 100 Education Philosophy 
 Series 200 Board of Education 
 Series 300 Administration 
 Series 400 Staff Personnel 
 Series 500 Student Personnel 
 Series 600 Education Programs 
 Series 700 Auxiliary Services 
 Series 800 Business Procedures 
 Series 900 Building Sites 
 Series 1000 Public Relations 
 
Each series has sub-numbers and letters since there may be several policies within each of the series.  
Furthermore, there may be some duplication inasmuch as some policies belong in two or three different 
series.  The table of contents has been designed to allow adequate spaces between each policy thereby 
allowing you to add/include new polices that will be determined at later dates.  You are encouraged to keep 
the Handbook available for immediate reference. 
 
The Diocesan Board of Education is the body that establishes policies for all Faith Formation Programs.  This 
year will be an opportunity for all of us to work together for the best in total Catholic education.  Therefore 
we ask that all the administrators, pastors, and Boards of Education and Faith Formation Committees keep 
these policies readily available because we will be spending much time on religious education and updating 
and/or modifying the present policies. 
 
We want to thank you in advance for your cooperation, ideas and efforts on behalf of Total Catholic 
Education. 





403 Screening Adopted BOTH   
  11/15/01   
  Revised 
  6/5/02 
 
403.1 Screening Regulation Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
 
404 Support for Church Teachings Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
 
405 Drug and Alcohol Use Adopted BOTH 
   
406  Bus Drivers: Drug and Alcohol Testing Adopted SCHOOL 

 11/15/01    
  Revised 
  6/5/02 
 
407 Medical Examination Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
    
407.1 Certification of Fitness Form Adopted SCHOOL 
  11/15/01   
   
409 Hepatitis B Adopted  SCHOOL  
  11/15/01  
  Revised 
  6/5/02 
 
409.1 Hepatitis B Refusal Form Adopted SCHOOL  
  11/15/01  
  Revised 
  6/5/02 
 
410 Contractual Obligations: Diocesan Teachers Revised SCHOOL 
  05/14/92  
 
412 School Calendar Adopted SCHOOL  
  6/5/02  
 
414 Contract Renewal/Non-Renewal Adopted SCHOOL  
  11/15/01 
  Revised 
  6/5/02  
 
416 Contract Termination – Temporary Suspension Adopted BOTH 
  11/15/01  
  Revised 
  6/5/02 
 



430 Anti-Bullying/Harassment Policy Adopted BOTH 
  6/3/07 
 
433 Reduction in Staff Adopted SCHOOL  
  11/15/01  
  Revised 
  6/5/02 
 
434 Reduction in Staff Regulation Adopted SCHOOL 
  11/15/01  
  Revised 
  6/5/02  
 
440 Appraisal/Evaluation Revised BOTH   
  11/15/01  
  Revised 
  6/5/02 
 
440.2 Faith Formation and Youth Ministry Personnel Adopted PARISH 
  11/15/01 
  Revised 
  6/5/02 
 
440.3A Personnel Evaluations (Support Staff) Adopted BOTH 
  11/15/01  
  Revised 
  6/5/02 
 
442 Non-Instructional Staff: Dismissal Adopted BOTH 
  8/10/06 
 
450 Catechist Formation/Catechist Enrichment Process Adopted BOTH 
  11/15/01  
  Revised 
  6/5/02 
 
452 Accident/Injury Adopted BOTH  
  11/15/01 
  Revised 
  6/5/02 
  
452.1 Accident/Injury Report Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
 
453 Incident Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
 
453.1 Incident Report Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
 



460 Corporal Punishment Ban Adopted BOTH  
  11/15/01  
  Revised 
  6/5/02 
 
465 Communicable Diseases:  Revised BOTH? 
 Personnel, Health and Safety 6/5/02  
 
470 Verbal and/or Physical Harassment and/or Adopted BOTH  
 Abuse by Staff Personnel 11/15/01  
  Revised 
  6/5/02 
 
470.1 Sexual Harassment Adopted BOTH 
  6/5/02  
 
470.2 Verbal, Physical or Sexual Harassment – Staff Revised BOTH 
  6/5/02  
 
470.3 Verbal, Physical or Sexual Harassment  Revised BOTH  
 Student/Participant 6/5/02  
 
Series 500 Student Personnel 
  
501 Admissions Adopted SCHOOL 
  06/05/02 
  Revised 
  6/5/02 
 
502 Probationary Admissions Adopted SCHOOL  
  06/05/02  
  Revised 
  6/5/02 
 
506 Expulsion Adopted SCHOOL 
  2/12/03 
 
508 Child Custody Adopted BOTH  
  06/16/01 
  Revised 
  6/5/02   
  
508.1 Child Custody/Student Records Adopted BOTH  
  07/16/01 
  Revised 
  6/5/02    
 
510.1 Married Students Revised SCHOOL  
  06/5/02  
 
510.2 Students Admission – Open Enrollment Revised SCHOOL 
  06/5/02  
 
 
 
 



520  Student Medication Adopted BOTH  
  07/16/01 
  Revised 
  6/7/05  
 
520.1 Student Medication Administration Guidelines Adopted BOTH 
  06/07/05 
 
540 Discipline and Student Accountability Revised BOTH  
  06/15/02 
 
542  Search and Seizure Adopted BOTH 
  12/13/01 
  Revised 
  6/5/02  
 
545.5 School Attendance Adopted SCHOOL 
  05/14/92 
  Revised 
  6/5/02 
 
551 Accident/Injury Adopted BOTH  
  07/16/01 
  Revised 
  6/5/02  
 
551.1 Accident/Injury Report Adopted BOTH 
  07/16/01 
  Revised 
  6/5/02 
 
552 Incident Adopted BOTH  
  07/16/01 
  Revised 
  6/5/02 
 
552.1 Incident Report Adopted BOTH  
  07/21/01 
  Revised 
  6/5/02  
 
560 Student Records, Accessibility and Confidentiality Revised SCHOOL 
  06/05/02 
 
565 Student Health Records Adopted SCHOOL 
  03/22/88 
  Revised 
  6/5/02  
 
565.45 Communicable Diseases Adopted BOTH  
  09/20/90 
  Revised 
  6/5/02  
 
 
 



565.65 Acquired Immune Deficiency Syndrome Adopted BOTH  
  09/20/90 
  Revised 
  6/5/02   
 
570 Weapons Adopted BOTH  
  07/17/97 
  Revised 
  6/5/02  
 
Series 600 Education Programs 
 
600 Home Instruction Adopted SCHOOL  
  01/09/99   
  Revised 
  6/5/02  
 
606 School Day Adopted SCHOOL  
  01/09/99  
  Revised 
  6/5/02  
 
610 School Accreditation Revised SCHOOL  
  06/05/02   
  
610.2 Curriculum Implementation Adopted SCHOOL  
  06/08/00 
  Revised 
  6/5/02   
 
610.3 Curriculum Evaluation Adopted SCHOOL 
  06/08/00 
  Revised 
  6/5/02  
 
611.0 Curriculum Development Revised SCHOOL  
  06/5/02 
 
611.1 School Improvement Revised SCHOOL 
  06/05/02  
 
612 Comprehensive School Improvement Plan Adopted SCHOOL  
  07/16/01 
  Revised 
  6/5/02 
 
612.1 Comprehensive School Improvement Plan Adopted SCHOOL 
 (Regulation) 07/16/01 
  Revised 
  6/5/02  
 
612.2 Data Collection and Analysis Adopted SCHOOL  
  07/16/01 
  Revised 
  6/5/02 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 100 

 
HANDBOOK APPLICATION 
 
  

All policies in this Handbook of Policies for Diocesan Faith Formation Programs will apply to all faith 
formation programs of the Diocese of Davenport unless specifically stated. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 101.0 
 

Equal Opportunity and Nondiscrimination 
 
 
 The educational system of the Diocese of Davenport is committed to equal opportunities to the 
extent required by law, and does not discriminate on the basis or race, color, national or ethnic origin, sex 
or disability (as defined in Section 504 of the Rehabilitation ACT OF 1973 as it applies to the diocesan 
schools and the Title I of the Americans with Disabilities Act) in the educational programs or activities 
which it operates. The educational system policy not to discriminate in educational programs and activities 
extends to the employment in, and admission to, such programs, activities, and services. It does not 
discriminate in the administration of its educational policies, employment policies, admission policies, 
scholarship and loan programs, athletic and other school and parish administered programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ref: Section 504 of the Rehabilitation Act of 1973 (as applied to diocesan schools) 
        Title I of the Americans of Disabilities (as applied to diocese) 
 
 
Policy Adopted: September 13, 1975 
Policy Revised: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 102 

EDUCATIONAL PHILOSOPHY 
 
Diocesan Education Mission and Belief Statement 
 
  

It shall be the policy of the Diocesan Board of Education that all Faith Formation Programs adhere 
to the Mission and Belief Statement which states: 

 
The mission of the Faith Formation Programs of the Diocese of Davenport is to provide meaningful 
educational experiences for all persons in an environment integrated by Gospel values which 
nurture faith, community, prayer and service. 
 
Belief Statements: 

 Faith Formation exists to teach the traditions and doctrines of the Catholic  
 Church and to live the Gospel message of Jesus Christ. 
 Parents/Guardians are the first educators. 
 Faith Formation Programs partner with parents/guardians in the education of all. 
 Each person in a Faith Formation Program, regardless of race, cultural  

heritage, or gender, will have the opportunity to grow in self-esteem through the 
development of his/her talents, skills and interests. 

 To the best of its ability, Catholic education will provide a warm, caring environment  
       where participants will be challenged to learn the essential curriculum  
 regardless of learning rate or style be taught. 
 All persons in Catholic education will learn the value of human  

 dignity and the concepts of peace and justice to enable them to be participants  
 in a global society. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 110 

EDUCATIONAL PHILOSOPHY             
For Schools Only 

 
Essential Learnings (Student Learning Goals) 
 
  

It shall be the policy of the Diocesan Board of Education that all schools strive to attain the 
following Essential Learnings:      

 
Students in the Catholic schools of the Davenport Diocese will be challenged as the result 
of their Catholic education to integrate Gospel values into their daily lives as they:                                                        

   
   Academic Outcomes: 

§ Access and use information effectively 
§ Apply technology competently 
§ Think critically and creatively 
§ Solve problems independently and cooperatively 
§ Reason scientifically, mathematically and historically 

 
Spiritual/Social Outcomes: 

§ Accept church, civic and personal responsibility 
§ Anticipate and constructively react to change 
§ Communicate ideas and feelings appropriately 
§ Demonstrate global awareness, cross cultural understanding, and social  
 justice principles 
§ Demonstrate personal wellness practices 
§ Cultivate an understanding of and appreciation for the arts. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For State Chapter 12 
Reference: Iowa Administrative Code, Chapter 12 
 
 
Policy Adopted: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 120 
EDUCATIONAL PHILOSOPHY 
                             FOR SCHOOLS ONLY 
Curriculum Standards and Benchmarks          
 
  

It shall be the policy of the Diocesan Board of Education that the Diocesan office of Pastoral 
Services, in consultation with the school administrators and teachers, shall draft and publish the 
necessary Standards and Benchmarks for each area of the curriculum. These Standards and 
Benchmarks shall be the core of the teaching curriculum for which the students, faculty and 
administration will be held accountable. 
 
Further, these Standards and Benchmarks shall be submitted to the Iowa Department of Education 
as the approved Standards and Benchmarks by the Diocesan Board of Education. In addition, 
assessment and revision of the Standards and Benchmarks shall be a continual process. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reference: Iowa Administrative Code, Chapter 12 
 
 
Policy Adopted: November 15, 2001 



 

SERIES 200 - BOARD OF EDUCATION 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
   POLICY 201 

 
EDUCATIONAL PHILOSOPHY 
 
Board of Education/Faith Formation Committee 
 
  

It shall be the policy of the Diocesan Board of Education/Faith Formation that parish, parish 
grouping or regional areas having a school shall have a Board of Education.                                                         
 
Any parish, parish grouping, or regional area not having a Board of Education/Faith Formation 
shall have an active Faith Formation Committee. 
 
A parish, parish grouping or regional area may have both. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 210.1 
 

Elections (Board of Education) 
 

 
All members of Boards of Education in the Diocese shall be elected by the parish/parishes during the 

spring preferably (April/May) and take office preferably in the month of June or July. Members of the Boards of 
Education in the Diocese should be elected for three terms. Boards should arrange that one-third (or a close 
approximation) of the members be elected each year.  The Diocesan Director of Faith Formation and 
Education/Superintendent of Schools must be consulted if elections take place at another period of time during 
the year. In lieu of an election, members may be selected through a selection process in accordance with 
applicable bylaws or constitution. 
 
 
 
 
 
Election / Selection (Faith Formation Committee) 
 
 All chairpersons of parish Faith Formation Committees shall be elected/selected according to the 
applicable bylaws or constitution for Parish Pastoral Councils. 

Policy Adopted:  May 1976   
Policy Revised:  November 15, 2001   
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 210.2 

Relationship with Parish Pastoral Councils and Boards of Education/Faith Formation Committee of 
Parish/Regional Education Centers and Schools 
 
BOARD OF EDUCATION 
 

1 . Each Board of Education shall be elected in an open election or by a selection process in accordance with 
appropriate bylaws or constitutions, which adhere to diocesan particular law. 

 
2. Boards of Education shall include the DRE/CRE, CYM, Adult Formation Director, and RCIA director as 

non-voting members ex-officio members. 
 
3. Boards of Education have jurisdiction over the parish schools, regional school, religious education 

programs, preschool, youth, campus ministry, and adult education programs. 
 
4. Board of Education submits the budget to the parish council and finance council as appropriate for 

approval and/or information. 
 
5. Board of Education is responsible to the Diocesan Board of Education to carry out policies, programs and 

curriculum. 
 
6. Board of Education shall be represented on the parish council(s) ex officio, voting privileges to be 

determined by the local parish(es). 
 
 
FAITH FORMATION COMMITTEE 
 
1. Faith Formation Committee shall be elected/selected according to the appropriate bylaws and 

constitutions, adhering to diocesan particular law. 
 
2. Faith Formation Committee shall have jurisdiction over the parish religious education program, 

preschool, campus ministry, youth ministry, RCIA, Adult Formation, and all other parish faith 
formation programs. 

 
3. Faith Formation Committee shall include the DRE/CRE, CYM, Adult Formation Director/as ex-officio 

non-voting members. 
 
4. Faith Formation Committee submits the budget to the parish pastoral council and finance council for 

approval. 
 
5. Faith Formation Committee is responsible to the Diocesan Board of Education to carry out policies, 

programs and curricula. 
 

Policy Adopted:  January 9, 1970   
Policy Revised:  November 15, 2001   
   



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 210.3 

EDUCATIONAL PHILOSOPHY  
 
Board of Education Constitution and By-Laws 
 
  

It shall be the policy of the Diocesan Board of Education that all parish or regional Boards of 
Education adopt a Constitution and/or By-Laws. These documents are to serve as the guide for the 
Boards.  They shall adhere to diocesan particular law and model documents.                                                        
 
All Board Constitutions and/or By-Laws, new or revised, must be reviewed at least every five (5) 
years by said boards. 
 
A copy of the current, approved Constitution and/or By-Laws shall be provided to the Diocesan 
Board of Education and be on file at the Diocesan Faith Formation office. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 14, 1969 
Policy Revised: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 210.4 

 
Board of Education/Faith Formation Committee Members 
 
 

Board of Education Committee and Faith Formation Committee members have authority only when 
acting as a Board or Faith Formation, legally in session. The Board or Faith Formation Committee shall not be 
bound by any statement or action on the part of any individual member of the Board or Faith Formation 
Committee, except when such statement or action is in pursuance of specific instructions by the Board or Faith 
Formation Committee. 
 
 

Policy Adopted:  November 14, 1969   
Policy Revised:  November 15, 2001   
   



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

POLICY 212 
 
BOARD OF EDUCATION/FAITH FORMATION COMMITTEE 
 
Policy Manual 
 
 

It shall be the policy of the Diocesan Board of Education that the Diocesan Board of Education and 
all local Boards/Faith Formation Committees develop and maintain a policy manual which 
provides for the codification of policies. The adoption date, review date and/or any revision dates 
must be included as part of the policies. Policies shall be reviewed at least every five (5) years to 
ensure relevance to current practice and compliance with Iowa Code and rules and regulations. The 
review may be done on a rotating basis by reviewing some sections of the policies every year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reference: Chapter 12, Iowa Administrative Code 
 
Policy Adopted: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 215 

 
Use of Parish/Interparochial Facilities on the Lord’s Day 

 
  

It shall be the policy of the Diocesan Board of Education that the uses of Parish/Interparochial 
schools, buildings, and grounds on Sundays be restricted for any activity other than the celebration 
of the Lord’s Day by the worshiping community in sacraments, liturgies, spiritual formation 
programs, and educational activities of the Church. Such restrictions shall exist for that part of the 
Lord’s Day before 12:00 (noon), unless the local governing body grants an exception. The local 
governing body would be the Board of Education or where none, the Parish Pastoral Council. 
 
All requests for use of the facility shall be in writing and describe the event and necessity of 
beginning before noon. The local governing body may grant use of their facilities prior to 12:00 
(noon) for special and appropriate activities. This exception should be reviewed very carefully and 
should be allowed only on a two/thirds vote. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved: May 18, 2000 
Policy Revised: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 220 

 
BOARD OF EDUCATION 
 
Board/Committee Membership 

 
  

Membership on the parish or regional boards/committees of education shall not be open to 
employees or to members of the immediate family (spouse, parent, sibling, children) of employees 
of that particular board/committee involved, with the exception of ex-officio members. 
 
If a person is offered employment with a board/committee whose membership contains a member 
of his/her immediate family, the two individuals involved must determine the solution by which 
one declines employment or the other resigns from the board/committee. 
 
If a member of a board/committee of education seeks to become an employee of said 
board/committee; the member shall not participate in any discussion and decision affecting the 
position. If the board/committee member is offered and accepts the position, the member will 
immediately cease to be a member of said board/committee. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy:  April 21, 1997 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 221 

 
BOARD OF EDUCATION/FAITH FORMATION COMMITTEE      
 
Membership Roster                          
 
  

A list of all local or regional Boards of Education/Faith Formation Committee members must be 
sent to the Diocesan Office of Faith Formation by September 15 of each year. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 230 

 
 
BOARD OF EDUCATION/FAITH FORMATION COMMITTEE  
Board/Committee Records                   
 
  

It shall be the policy of the Diocesan Board of Education that the Chairperson of all parish or 
regional boards of education and faith formation/committees have a copy of the minutes of all 
Board of Education/Committee meetings forwarded to the Diocesan Office of Faith Formation for 
record maintenance. This may be done electronically or by hard copy. 
 
Minutes of all board/committee meetings shall be available to the Office of Faith Formation.  
Minutes of all board/committee meetings in Executive Session shall be maintained confidentially 
without public access in a designated administrator’s office for review by duly authorized parties. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 240 

 
BOARD OF EDUCATION      
 
Change in Organization of Program          
 
  

It shall be the policy of the Diocesan Board of Education that the Diocesan Director of Faith 
Formation and Education/Superintendent of Schools be consulted prior to any change in the 
organizational structure of any youth education/formation program. That Director may further 
consult with the Diocesan Board and possibly refer the matter to the Bishop or his designee prior to 
its enactment.                                             
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 



 

 

SERIES 300 - ADMINISTRATION 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

POLICY 302 
 
ADMINISTRATION/CATECHETICAL LEADERS 
 
 Certification 
 

It shall be the policy of the Diocesan Board of Education that all paid faith formation 
program administrators, which includes coordinators/directors of faith formation 
(C/DFF), coordinators/directors of youth ministry (C/DYM), and other catechetical 
leaders in parish/es submit the required evidence of certification/education to the Director 
of Faith Formation and Education/Superintendent of Schools.* 

 
   
 
 
 
 
 
 
   

 
 
 
 
*this includes appropriate levels of certification as specified for C/DFF, C/DYM, and other  
catechetical leaders in the Diocesan Educator’s Handbook.:  basic, advanced, master, and 
professional.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March, 2007 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

POLICY 303 
 
ADMINISTRATION/TEACHERS 
 
Contract and Certification 
 

It shall be the policy of the Diocesan Board of Education that all paid program 
administrators and teachers in the Catholic schools be placed on contract, after 
Board/Committee approval using the current written official contract approved by the 
Diocesan Board of Education and, where applicable, submit required evidence of 
certification/licensure to the Director of Faith Formation and Education/Superintendent 
of Schools.* 

 
In addition, the teacher must possess or be eligible to obtain an Iowa teaching 
license/certificate with the necessary endorsement(s) for the grade levels and/or subject(s) 
taught prior to being placed on a contract. 

 
   

Probationary contracts will be used for teachers and administrators pursuant to the 
Diocesan Educators’ Handbook. 

 
Variations to the contract may be made with the approval of the Director of Faith 
Formation and Education/Superintendent of Schools. 

 
 
   
  *this includes appropriate levels of certification as specified for catechists and catechetical leaders  
  in the Diocesan Educator’s Handbook.:  basic, advanced, master, and professional.   
 
 
 
 
 
 
 
Policy Adopted: July 16, 1977 
Policy Revised: June 5, 2002 
Policy Amended with * March, 2007 
 



DIOCESE of DAVENPORT 
POLICY 303.1 

Probationary Teacher Contract 
 
 

 
 
 
This agreement is entered into between                                                                                     (hereafter designated as the 

employer) and                                                                                   (hereafter designated as the employee). 

 
 
 
IT IS HEREBY AGREED AS FOLLOWS: 
 
 
 1. RESPONSIBILITY.  The employee represents that the employee is qualified to fulfill the professional services 

required in this contract, and that a copy of certificates, qualifications, transcripts, or other required documents 
are on file in employer’s administrative offices. 

 
 2. TERM.  The term of this contract shall begin on                                  and terminate on                           and 

includes __________ days of service specifically the ageement is for services rendered from    to 
     with    payments from     to    . 

 
 3. DUTIES.  The employee promises to support the Catholic mission and philosophy of the school, the policies 

and regulations of said employer and the Board of Education of the Diocese of Davenport, and will faithfully 
perform the duties of                                                       as stated in the job description. Employee will observe 
the policies, regulations and directives of the Diocese, the local Board of Education, the State Department of 
Education (with the understanding that when applicable the Diocesan Educators’ Handbook is overriding), and 
will know and abide by the policies and procedures specified in the Diocesan and local school/parish 
Handbooks. 

 
 4. COMPENSATION.  The employer shall pay the employee a salary of $                              a year, payable in    

                 equal (semi-monthly, monthly) installments, less the deductions which are either required by law or 
authorized under the terms of this contract. Components for less than a full year will be based on the percentage 
of days allowed less any deductions. 

 
5. BENEFITS.  The following benefits shall be provided by the employer: (If using an attachment note that her 

e.g. see Attachment 1). 
 
 
 
     6. DISCHARGE.  The employer shall have the right to discharge, or temporarily suspend the employee during 

the term of this contract as specifically defined and provided for in the Diocesan Educator’s Handbook and 
Local Handbook or policies of the employer regarding probationary teachers. 



7.    BREACH OF CONTRACT.  If teacher terminates this agreement prior to the expiration date, the teacher 
maybe required to pay an amount not to exceed _________ for associated costs.  Teacher recognizes the 
disruptive effect of this breach and will make every effort to continue teaching until a suitable replacement is 
obtained. 

 
 
8.         AGREEMENT.  This contract is the entire agreement between the employer and the employee and extends for 

only this term with no promises for future employment and supersedes all prior written or oral agreements; there 
are no agreements outside of the contract other than those as specifically set forth herein; and this contract may 
not be amended, changed, modified or altered without the written consent of both the employer and the 
employee.   

 
This contract must be signed and returned by                                               . 

 
 
 
 
IN WITNESS WHEREOF, the parties hereto have affixed their signatures on the date set forth opposite their 
signatures. 
 
 
                                                                                         
 Official title of corporation (parish/school institution) 
 
 
 
By:                                                                                                                                                                     

(Signature) Principal      Title of Corporate Officer   Date 
     (Pastor or Canonical Administrator) 

 
 
 
                                                                                                            
    (Signature)Board of Education President           Date 
 
 
 
 
 
                                                                                                                      

(Signature) Employee            Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 15, 1989 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
  POLICY 303.1A 

Probationary Principal Contract 
 

 
This agreement is entered into between                                                                          (hereafter designated as 

the employer) and                                                                          (hereafter designated as the employee). 

 
IT IS HEREBY AGREED AS FOLLOWS: 
 
 1. RESPONSIBILITY.  The employee represents that the employee is qualified to fulfill the 

professional services required in this contract, and that a copy of certificates, qualifications, 
transcripts, or other required documents are on file in employer’s administrative offices. 

 
 2. TERM.  The term of this contract shall begin on                                  and terminate on                  and 

includes __________ days of service. Specifically, the agreement is for services rendered from       
    to     with payments from     to    . 

 
 3. DUTIES.  The employee shall be engaged as the principal and promises to support and model the 

Catholic mission and philosophy of the school, shall oversee the general administration of the school 
in a proper professional and satisfactory manner, and shall perform all duties that are generally 
assigned to the principal and are reasonably associated with the general program of the school. 
Employee will observe the policies, regulations and directives of the Diocese, the local Board of 
Education, the State Department of Education (with the understanding that when applicable the 
Diocesan Educators’ Handbook is overriding), and will know and abide by the policies and 
procedures specified in the Diocesan and local school/parish Handbooks. 

.  
 
 4. COMPENSATION.  The employer shall pay the employee a salary of $                           a year, payable in       

          equal (semi-monthly, monthly) installments, less the deductions which are either required by law or 
authorized under the terms of this contract. Compensation for less than a full year of service will be based on 
the percentage of days served less any allowed deductions. 

 
5. BENEFITS.  The following benefits shall be provided by the employer: (If using an attachment note that here 

e.g. See Attachment A). 
 

6. DISCHARGE.  The employer shall have the right to discharge, or temporarily suspend the employee during 
the term of this contract as specifically defined and provided for in the Diocesan Educators’ Handbook and 
Local Handbook or policies of the employer regarding probationary principal. The employee shall be entitled to 
earn salary to the termination date on a per diem basis. 

 
7.     BREACH OF CONTRACT.  If principal terminates this agreement prior to the expiration date, the teacher 

maybe required to pay an amount not to exceed _________ for associated costs.  Principal recognizes the 
disruptive effect of this breach and will make every effort to continue administrative duties until a suitable 
replacement is obtained. 

 
    8.     AGREEMENT.  This contract is the entire agreement between the employer and the employee and extends for 

only this term with no promises for future employment and supersedes all prior written or oral agreements; there 
are no agreements outside of the contract other than those as specifically set forth herein; and this contract may 
not be amended, changed, modified or altered without the written consent of both the employer and the 
employee.   

 
 
 



 
 

This contract must be signed and returned by                                               . 
 
 
IN WITNESS WHEREOF, the parties hereto have affixed their signatures on the date set forth opposite their 
signatures. 
 
 
                                                                                         
 Official title of corporation (parish/school institution) 
 
 
 
                                                                                                         
Title of Corporate Officer                Date 
(Pastor or Canonical Administrator) 
 
 
 
                                                                                                                      
(Signature) Board of Education President       Date 
 
 
 
  
                                        __________________ ___________________    
(Signature) Superintendent of Schools      Date 
 
 
 
 
                                                                                                                        
(Signature) Principal                              Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 15, 1989 
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DIOCESE OF DAVENPORT 
POLICY 303.2 

Teacher Contract 
 

 
This agreement is entered into between                                                                                     (hereafter 

designated as the employer) and                                                                                   (hereafter designated as 

the employee). 

 
IT IS HEREBY AGREED AS FOLLOWS: 
 
 
 1. RESPONSIBILITY.  The employee represents that the employee is qualified to fulfill the 

professional services required in this contract, and that a copy of certificates, qualifications, 
transcripts, or other required documents are on file in the employer’s administrative offices. 

 
 2. TERM.  The term of this contract shall begin on                                  and terminate on                  and 

includes __________ days of service. Specifically, the agreement is for services rendered from       
    to    with payments from    to    . 

 
 3. DUTIES.  The employee promises to support the Catholic mission and philosophy of the school, the 

policies and regulations of said employer and the Board of Education of the Diocese of Davenport, 
and will faithfully perform the duties of                                                       as stated in the job 
description. Employee will observe the policies, regulations and directives of the Diocese, the local 
Board of Education, the State Department of Education (with the understanding that when applicable 
the Diocesan Educators’ Handbook is overriding), and will know and abide by the policies and 
procedures specified in the Diocesan and local school/parish Handbooks. 

 
 4. COMPENSATION.  The employer shall pay the employee a salary of $                              a year, 

payable in                     equal (semi-monthly, monthly) installments, less the deductions which are 
either required by law or authorized under the terms of this contract. Compensation for less than a 
full year of service will be based on the percentage of days served less any allowed deductions. 

 
5. BENEFITS.  The following benefits shall be provided by the employer: (If using an attachment note 

that here e.g. See Attachment A). 
 
 
     6. DISCHARGE FOR CAUSE.  The employer shall have the right to discharge, or temporarily 

suspend the employee during the term of this contract, for just cause as defined and provided for in 
the Diocesan Educators’ Handbook and Local Handbook or policies of the employer.  In the absence 
of such definition, "just cause" shall mean violations of the terms and conditions of this employment 
contract (which would include Diocesan and Local Handbooks and policies), or performance, 
conduct or behavior on the part of the employee which, in the opinion of the employer, adversely 
affects the desirability of continued employment in a Catholic School.  The employee shall be 
entitled to earn salary to the termination date on a per diem basis. 

 
7.    BREACH OF CONTRACT.  If teacher terminates this agreement prior to the expiration date, the 

teacher maybe required to pay an amount not to exceed _________ for associated costs.  Teacher 
recognizes the disruptive effect of this breach and will make every effort to continue teaching until a 
suitable replacement is obtained. 

 



 
 
 
8.         AGREEMENT.  This contract is the entire agreement between the employer and the employee and 

extends for only this term with no promises for future employment and supersedes all prior written or 
oral agreements; there are no agreements outside of the contract other than those as specifically set 
forth herein; and this contract may not be amended, changed, modified or altered without the written 
consent of both the employer and the employee.   

 
This contract must be signed and returned by                                               . 

 
 
 
 
IN WITNESS WHEREOF, the parties hereto have affixed their signatures on the date set forth opposite 
their signatures. 
 
 
                                                                                         
 Official title of corporation (parish/school institution) 
 
 
 
By:                                                                                                                                                                  

(Signature) Principal      Title of Corporate Officer           Date 
     (Pastor or Canonical Administrator) 

 
 
 
                                                                                                            
    (Signature)Board of Education President           Date 
 
 
 
 
 
                                                                                                                      

(Signature) Employee            Date 
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DIOCESE OF DAVENPORT 
  

POLICY 303.3 
Principal Contract 

 
 
 
 
This agreement is entered into between                                                                          (hereafter designated as the 

employer) and                                                                          (hereafter designated as the employee). 

 
 
IT IS HEREBY AGREED AS FOLLOWS: 
 
 
 1. RESPONSIBILITY.  The employee represents that the employee is qualified to fulfill the professional services 

required in this contract, and that a copy of certificates, qualifications, transcripts, or other required documents 
are on file in the employer’s administrative offices. 

 
 2. TERM.  The term of this contract shall begin on                                  and terminate on                           and 

includes __________ days of service. Specifically, the agreement is for services rendered from    to 
     with payments from    to    . 

 
 3. DUTIES.  The employee shall be engaged as the principal and promises to support and model the Catholic 

mission and philosophy of the school, shall oversee the general administration of the school in a proper 
professional and satisfactory manner, and shall perform all duties that are generally assigned to the principal 
and are reasonably associated with the general program of the school. Employee will observe the policies, 
regulations and directives of the Diocese, the local Board of Education, the State Department of Education (with 
the understanding that when applicable the Diocesan Educators’ Handbook is overriding), and will know and 
abide by the policies and procedures specified in the Diocesan and local school/parish Handbooks. 

.  
 4. COMPENSATION.  The employer shall pay the employee a salary of $                           a year, payable in       

          equal (semi-monthly, monthly) installments, less the deductions which are either required by law or 
authorized under the terms of this contract. Compensation for less than a full year of service will be based on 
the percentage of days served less any allowed deductions. 

 
5. BENEFITS.  The following benefits shall be provided by the employer: (If using an attachment note that here 

e.g. See Attachment A). 
 

6. DISCHARGE FOR CAUSE.  The employer shall have the right to discharge, or temporarily suspend the 
employee during the term of this contract, for just cause as defined and provided for in the Diocesan Educators’ 
Handbook and Local Handbook or policies of the employer.  In the absence of such definition, "just cause" shall 
mean violations of the terms and conditions of this employment contract (which would include Diocesan and 
Local Handbooks and policies), or performance, conduct or behavior on the part of the employee which, in the 
opinion of the employer, adversely affects the desirability of continued employment in a Catholic School.  The 
employee shall be entitled to earn salary to the termination date on a per diem basis. 

 



7.     BREACH OF CONTRACT.  If principal terminates this agreement prior to the expiration date, the teacher 
maybe required to pay an amount not to exceed _________ for associated costs.  Principal recognizes the 
disruptive effect of this breach and will make every effort to continue administrative duties until a suitable 
replacement is obtained. 

 
 
    8.     AGREEMENT.  This contract is the entire agreement between the employer and the employee and extends for 

only this term with no promises for future employment and supersedes all prior written or oral agreements; there 
are no agreements outside of the contract other than those as specifically set forth herein; and this contract may 
not be amended, changed, modified or altered without the written consent of both the employer and the 
employee.   

 
This contract must be signed and returned by                                               . 

 
 
 
 
IN WITNESS WHEREOF, the parties hereto have affixed their signatures on the date set forth opposite their 
signatures. 
 
 
                                                                                         
 Official title of corporation (parish/school institution) 
 
 
 
                                                                                                     
Title of Corporate Officer              Date 
(Pastor or Canonical Administrator) 
 
 
 
                                                                                                                      
  (Signature) Board of Education President       Date 
 
 
 
  
                                        __________________ ___________________    
(Signature) Superintendent of Schools              Date 
 
 
 
 
                                                                                                                        
(Signature) Principal                             Date 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 304 

 
Acknowledgement – Diocesan Catholic Educators’ Handbook 
 
    
 
The Diocesan Catholic Educators’ Handbook is an extension of your contract of employment. You will find 
multiple references to the Handbook within the terms of the contract. It is expected that each employee has a copy 
of the Handbook and has read the Handbook to fully understand his/her rights and responsibilities as an employee 
within the educational system of the Diocese of Davenport. This acknowledgement will be signed annually and will 
be maintained in his/her personnel file. 
 
I have received a copy of the Diocesan Catholic Educators’ Handbook and am aware of its contents. 
 
 
 
               
Date       Signature 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Retained in Personnel File 
 
 
 
 
 
 
 
Policy Adopted: September 13, 1970 
Policy Revised: June 5, 2002        



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 310 

 
PERSONNEL - ADMINISTRATIVE 
 
Principal, Director/Coordinator of Religious Education (D/CRE) or Coordinator of Youth Ministry (CYM) 
 
 Procedures for recruiting, interviewing, and hiring a principal, D/CRE, CYM, RCIA Director or Adult Faith 
Formation Director. 
 

1. Each local Board of Education or Faith Formation Committee will notify the Diocesan Director of Faith 
Formation and Education/Superintendent of Schools as soon as it is known that a new principal, D/CRE, 
CYM, RCIA Director or Adult Faith Formation Director will be needed. The Director of Faith Formation 
and Education or his/her delegate can offer to assist the Board/Committee in the search for a principal, 
D/CRE, CYM, RCIA Director or Adult Faith Formation Director. (Hopefully a vacancy should be known 
by January/February) 
 

2. Prior to distribution to applicants, local Boards/Faith Formation Committees will review the principal’s, 
D/CRE’s CYM, RCIA Director or Adult Faith Formation Director’s job description to assure that 
expectations are reflected in that description. 

 
3. A subcommittee or 2 subcommittees will be established to recruit and interview. Sub-committee 

responsibilities will be: 
a. Advertise in such places as religious and secular newspapers and periodicals, and in Religious 

Congregations’ newsletters and NCEA electronic bulletin board. 
b. Respond to those interested by sending a job description and application form. 
c. Request transcript of credits, resume and references for each applicant for a principal position or 

resumes and references for D/CRE CYM, RCIA Director or Adult Faith Formation Director 
positions. 

d. Study materials received and conduct personal interviews with promising candidates. 
e. Follow up written references with telephone contacts. 
f. Recommend candidate(s) to the Board of Education/Faith Formation Committee. If 2 sub- 
       committees are used, the recruitment sub-committee will handle a-c  and the interview sub- 
       committee will handle d-f. 
 

4. The local Board/Committee should strive for consensus among members in choosing the principal, 
D/CRE CYM, RCIA Director or Adult Faith Formation Director. A vote of the majority of Board is 
required for board approval. A vote of the majority of a Faith Formation Committee is necessary to 
recommend a candidate to the Parish Pastoral Council. A majority vote of the Parish Pastoral Council is 
then needed for approved. These approvals are recommendations to the final decision-maker which may 
be the pastor, canonical administrator or corporate board. 

 
5. If there is an indication that the Board of Education/Faith Formation Committee/Parish Council wishes to 

terminate a contract or is contemplating not offering a contract to a principal D/CRE CYM, RCIA 
Director or Adult Faith Formation Director for the following year, the Director of Faith Formation and 
Education/Superintendent of Schools should be notified immediately, and the procedure in the Educator 
Handbook must be followed. 

 
6. Adherence to the Diocesan Sexual Misconduct Policy, including requirements for background checks 

must be ensured. 
 
 
Policy Approved: June 8, 2000 
Policy Adopted: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 312 

 
ADMINISTRATION          
 
Grievance Policy for Employees and Volunteer Catechists              
 
  

It shall be the policy of the Diocesan Board of Education that there be grievance procedures for the 
timely and just resolution of complaints at the local parish/regional level.                                         
 

 
Grievance Procedure for Employees and Volunteer Catechists 
 
  

In the absence of any other specific adopted procedures, the following may be employed: 
  

Grievances and requests for any meetings should be placed in written form, stating the 
issue and any policy, procedure or contract term involved. 

 
 Person(s) who wish to file a grievance should follow these steps: 
   

1) Request a conference with the immediate supervisor as soon as possible 
for the purpose of discussion and resolution. 

2) Failing resolution, a conference should be requested with the appropriate 
Administrator. 

3) Failing resolution, a request for a meeting with the local Board/Committee  
should be made through the Board/Committee’s executive officer. 

4) For Faith Formation Committee only, failing resolution a request for a 
meeting with the Parish Pastoral Council may be made through the 
President. 

        5) Failing resolution above, a hearing with the Diocesan Board of Education 
may be requested by the person or persons seeking such through the 
executive officer of the Diocesan Board of Education. The Board will 
determine by majority vote whether this grievance will merit a hearing. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 320.1 

 
License (Certified School Personnel)              For Schools Only 
 
 

Each administrator/teacher shall present evidence to their administrator:  
 
That a valid Iowa teacher’s license as required by law has been obtained before being given 
payment of any part of the annual salary. 

 
That a copy of the license be sent to the Diocesan Superintendent of Schools by October 15th of 
each year. 

 
That each Administrator submit to the Diocesan Superintendent of Schools a resume of an 
administrator’s credentials before being given payment of any part of the annual salary. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reference: [The above is in accordance with the School Laws of Iowa, as compiled from the Code of 
Iowa and Acts of the General Assembly, published under authority of Section 279.13 and Iowa Code 
Chapter 272 (1995), a policy of proper licensure of all teachers and administrators in diocesan schools is 
required.] 

 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 326 

 
ADMINISTRATION          
 
Catechist Enrichment Program 
 
  

It shall be the policy of the Diocesan Board of Education that the Office of Faith Formation 
coordinate a Catechist Enrichment Program for all those involved in the faith formation of children, 
adolescents and adults in the Diocese. 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 327 

 
ADMINISTRATION          
 
Catholic Youth Education/Formation Assessment Tool 
 
  

It shall be the policy of the Diocesan Board of Education that any assessment tool used regarding 
Catholic youth education/formation at the parish, area or regional level be approved by the Office 
of the Director of Faith Formation and Education/Superintendent of Schools and the Diocesan 
Board of Education. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001  
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 328 
 
ADMINISTRATION 
 
Supervision of Catechetical Programs 
 

Catechists in Catholic schools and parish faith formation programs  
shall receive consistent and ongoing professional enrichment.  To make 
this possible, the administrator. C/DFF, C/DYM, RCIA Director, or Adult 
Faith Formation Director are to arrange for ongoing faith formation for all 
catechists to become certified and for renewal of certificates. 
 
The Office of Faith Formation will provide catechist certification 
opportunities and on-going opportunities for renewal of certification. 
They will assist parishes/schools in providing formation, annual 
assessments, recognition, and support for catechetical ministry. 
 

 
Policy Adopted:  November 15, 2001 
Policy Revised:  June 5, 2002 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 330 

 
Availability of Instructional Time for Students            For Schools Only 
 
INSTRUCTION 
 

It shall be the policy of the Davenport Diocesan Board of Education that a copy of the instructional 
schedule and teacher assignments for the entire school be available on the local level for the Diocesan Director 
of Faith Formation and Education/Superintendent of Schools.  A description of provisions within or outside the 
schedule for items such as co-curricular and extracurricular activities, announcements, etc. shall also be 
available on the local level to the Diocesan Director of Faith Formation and Education/Superintendent of 
Schools at the time a designated representative of the office visits the school. 
 

Policy Adopted:  March 22, 1988   
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 332 

 
ADMINISTRATION          
 
Crisis Management Plan               
 
  

It shall be the policy of the Diocesan Board of Education that, for the safety and care of all program 
participants, each faith formation program, school, and youth ministry program develop a Crisis 
Management Plan. This plan must be made known to all program staff members and practiced, if 
need be, to successfully carry out the plan. 

 
All Crisis Management Plans should include the following provisions: 
 

1. Emergency Phone Numbers for police, fire, poison control, medical/hospital, and utility 
companies. 

 
2. Directions to be followed in case of a fire, natural disaster, weapons on property, hazardous 

material spill, medical emergency, intruder, bodily fluids, suicide, transportation accident, bomb 
threat, etc. (Directions for fire and tornado drills need to be posted in each area.) 

 
3. Arrangements made for the use of some alternate facility in case of the need to evacuate your 

facility in an emergency (fire, gas leak, etc.). 
 

4. A listing by name, position and phone number of specific persons who will assume various tasks in 
emergencies, e.g. contact authorities and pastor, secure access to alternate facility if need be, deal 
with participants and parents, deal with press, deal with staff members, etc. 

 
5. Some emergency situations will not allow the use of the intercom to explain, e.g. armed intruder in 

building. Therefore, a secret code should be devised and made known to staff only in some 
instances and to students and staff in other situations. This code should be both audio and visual so 
there is a system no matter what the emergency. Verbal code such as “The Assistant Bishop is in 
the building” or 2 short beeps repeated three times would indicate there is a crisis. A different code 
should be devised for a crisis that requires all to leave the building to a predetermined location. 

 
Each faith formation program, school, and youth ministry program within a parish may need a different Crisis 
Management Plan based on the purpose and scope of the program. 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: May 17, 1999 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 334 

 
ADMINISTRATION          
 
Sexual Offender Notification        
 
  

It shall be the policy of the Diocesan Board of Education that all schools of the Diocese notify the 
parents/guardians of their students, once the school receives official notice from a local or state law 
enforcement agency directly or through the Director of Faith Formation and 
Education/Superintendent of Schools, that a convicted, released sexual offender now resides in the 
geographical area of the school. (IA Code 692A.13(3)) Such notification may be given for their 
faith formation programs as well. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Such notification may be given for their faith formation programs as well. 
 
 
Policy Adopted: July 7, 2001 
Policy Revised: June 5, 2002 
 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 340 

 
ADMINISTRATION          
 
Director/Coordinator of Catechetical Programs 
 
  

It shall be the policy of the Diocesan Board of Education that all parish or regional catechetical 
programs be administered by a Director/Coordinator of Religious Education (DRE/CRE), a 
Coordinator of Youth Ministry, RCIA Director, or Adult Faith Formation Directors who is a 
practicing Catholic. 
 
All administrators shall have a written job description. 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

POLICY 342 
ADMINISTRATION –C/DFF, C/DYM, RCIA Director, and Adult Faith Formation Director 
 
Function of Coordinator/Director of Faith Formation, Coordinator/Director Youth Ministry, RCIA 
Director, Adult Faith Formation Director: 

 
The C/DFF and C/DYM are responsible for the overall direction, coordination, 
and supervision of the parish/es faith formation programs and those that volunteer 
as catechists. Appropriate preparation and/or study for a Coordinator/Director of 
Faith Formation or Coordinator/Director of Youth Ministry would include 
theology (which includes scripture), Methodology, personal and spiritual 
formation, and leadership/management in accordance with national competencies 
as approved by the USCCB as well as catechetical experience with adults and 
youth. 
  

 Coordinators of Faith Formation (CFF) and Coordinators of Youth Ministry 
 (CYM) are expected to complete or show evidence of having completed 90 clock 
 hours of study (Master Certification Level) which includes: 30 hours in 
 Theology, 10 hours in Methodology, 10 hours in Personal and Spiritual 
 Formation, and 40 hours in Pastoral Leadership., or completed Yrs I & II  in 
 the diocesan Ministry Formation Program, or met the following 
 requirements in another diocese or previous certification program in the 
 Diocese of Davenport, or completed a BA in Religious Studies or Theology.  
 Three or more years of successful catechetical teaching experience in an 
 approved catechetical program is recommended. 
 
 Directors of Faith Formation (DFF) and Directors of Youth Ministry (DYM) 
 are expected to complete or show evidence of having completed  

                     180 clock hours of study (Professional Certification Level) which  
                     includes:  60 hours in Theology, 30 hours in Methodology, 30 hours in 
                     Personal and Spiritual Formation ,60 hours in Pastoral Leadership., or  

         completed Yr I & II and the specialized track for catechetical endorsement  
                     in the diocesan Ministry Formation Program, or met the following     
                     requirements in another diocese or previous certification program in the   
                     Diocese of Davenport, or completed a BA or MA in Religious Studies or in  
                    Theology. Five or more years of successful catechetical teaching experience  
                     in an approved program is recommended. 

 
 
The RCIA Director and Adult Faith Formation Director are responsible for the overall direction and 
supervision of the parish/es adult formation and catechumenate process. Appropriate preparation 
and/or study for a RCIA Director and Adult Faith Formation Director would include theology, 
scripture, liturgy, methodology, personal and spiritual formation, and pastoral leadership.  Practical 
experience with adults is recommended. 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 
Policy Revised:  March, 2007 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 350 

 
ADMINISTRATION                                     For Schools Only 
 
Principal  
 

It shall be the policy of the Diocesan Board of Education that each elementary and secondary school 
comply with the State of Iowa law and accreditation standards regarding the employment of a certified, 
licensed principal. 
 
The principal shall be available to devote the entire school day to the duties of the principal. If the local 
Board of Education and the principal believe there is some reason why this policy should not be followed, 
permission must be granted from the Diocesan Director of Faith Formation and Education/Superintendent 
of Schools. 
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Policy Revised: June 5, 2002 



 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 353 

 
ADMINISTRATION 
 
Assistant Principal or Building Coordinator 
 

It shall be the policy of the Diocesan Board of Education that the principal of each 
elementary and secondary school shall secure the appointment of an assistant principal or 
one or more who is to assume the role of principal temporarily in the absence of the 
principal (e.g. Teacher in charge).  The chain of and change in command must be 
identified and published so that all will know who is to assume the role of principal in 
his/her absence. The Director of Faith Formation and Education/Superintendent of 
Schools shall be notified of an anticipated or current absence of three or more days for 
personal, medical or bereavement. 

 
A job description shall be written and utilized in order to best serve the needs of all 
involved. 
 
It is recommended that provision shall be made for the absence of the DRE/CRE or 
CYM. Those provisions should include notification of the Director of Faith Formation 
and Education/Superintendent of Schools for absences of three or more meetings. 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 360 

 
ADMINISTRATION 
 
Contract Renewal/Non-Renewal 
 
 It shall be the policy of the Diocesan Board of Education that the administrator should be 
notified on or before the date stated in the Diocesan Personnel Handbook of the local 
board/committee’s intent to renew or refrain from renewing the administrator’s contract for the 
next academic year. This intent may be in the form of a general letter of intent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 22, 1988 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 360.1 

 
ADMINISTRATION 
 
Non-Renewal Process 
 
  

Notification that the administrator’s contract will not be renewed shall be delivered to the 
administrator by registered mail or in person by the pastor/provost or by the chairperson 
of the local Board of Education or Faith Formation Committee.  The notification should 
be signed by the pastor/provost and the chairperson of the local Board of Education/Faith 
Formation Committee. 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 370 

 
Criteria and Guidelines for the Viability of Catholic Schools           For Schools Only 
  
Administrative Process 
 
Planning:  When a parish or school needs to explore the viability of a Catholic School, a planned 
process shall be developed in conjunction with the Diocesan Office of Director of Faith 
Formation and Education/Superintendent of Schools and must be followed.  The process should 
be adapted to the needs and circumstances of the local/regional level.  Pertinent data shall be 
collected for responsible decision-making. 
 
Criteria for all schools: 

1. Ability to promote Catholic identity and culture. 
2. Motivation to open or continue. 
3. Ability to compete locally. 
4. Ability to finance and develop.  
5. Ability to maintain and promote enrollment. 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 370.1 

 
Criteria and Guidelines for the Viability of Parish/Regional Faith Formation Program 
 
Administrative Process 
  
Every parish or region shall provide viable Faith Formation opportunities. When a parish or a 
region needs to explore the viability of Faith Formation opportunities, a planned process will be 
developed in conjunction with the Office of Director of Faith Formation and 
Education/Superintendent of Schools and must be followed. The process should be adapted to the 
needs and circumstances of the local/regional level. Pertinent data shall be collected for 
responsible decision-making.  
 
Criteria for a viable Parish/Regional Faith Formation Program: 

A viable Faith Formation program shall offer Faith Formation opportunities for all ages 
based on: 
1. Curriculum of the Diocese 
2. USCCB (United States Conference of Catholic Bishops) and Roman documents 

a. The documents of the Second Vatican Council 
b. GDC (General Directory for Catechesis) 
c. CCC (Catechism of the Catholic Church) 
d. Renewing the Vision 
e. Sons and Daughters of the Light 
f. Our Hearts Were Burning Within Us 

3. Diocesan Sacramental Preparation Policies 
4. RCIA Process 
5. Ability to promote Catholic identity and culture 
6. Ability to finance and develop 
7. Ability to maintain and promote enrollment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 370.2 
 
Accreditation of Catholic Schools              For Schools Only 
 

All schools of the Diocese of Davenport shall maintain accreditation with the Department of Education 
of the State of Iowa. If the continued accreditation of a school is in jeopardy, the Director of Faith 
Formation and Education/Superintendent of Schools will work with the local/regional Board of 
Education to assist in future planning.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: September 13, 1977 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 380 
 

Closings  
 
Inclement Weather 
 
 

Catholic schools, during times of inclement weather, should follow the same schedule as the public 
schools of their area in emergency school closings. Parish or Regional Faith Formation programs shall decide 
closings at the local level. 
 
Circumstances Other Than Inclement Weather. 
 

The Director of Faith Formation and Education/Superintendent of Schools is to be contacted when 
school/faith formation programs are dismissed for circumstances other than inclement weather. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 14, 1969 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 385.2 
 

Inter-Parochial Support of Schools or Regional Programs 
 

Inter-parochial support formulas once established in accordance with the appropriate governing 
documents are binding on all parties until they are renegotiated by the regional board or revised through 
appeal to the Diocesan Board of Education. 
 
 

 

Policy Adopted:  March 22, 1988 
 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
 

POLICY 395.1 
 
Procedures for Withdrawing From a Regional School or Faith Formation Program 
 
Administrative Operations 
 
LINE OF RESPONSIBILITY 
 

The parish considering withdrawal presents its petition with a well-documented rationale to the Board of 
Education or Faith Formation Committees of the regional entity and to the Office of Faith Formation and 
Education/Superintendent of Schools. 
 

A) If the members of the board of education and/or faith formation committees of the regional 
entity or program who are not in the petitioning parish vote to concur with the petition, the 
petition with its rationale and the response of the Board of Education/Faith Formation 
Committees of the consolidated entity is presented to the Diocesan Board of Education. 

 
B If the members of the board of education of the regional or central school or program who are 

not in the petitioning parish vote to reject the petition, the petitioner is informed of this decision 
and its reasons.  If the petitioning parish still wishes to pursue the matter it presents its case and 
the response of the members of the board of education of the regional school or program, who 
are not members of the petitioning parish, to the Diocesan Board of Education for its review. 

 
The Diocesan Board of Education then makes a recommendation to Bishop for his decision. 
 
 

Policy Adopted:  March 22, 1988   
Policy Revised: June 5, 2002   
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 401 

 
STAFF PERSONNEL 
 
Qualifications for Teachers of Religion and Parish Catechists 
 
  

It shall be the policy of the Diocesan Board of Education that teachers in Catholic schools 
who teach religion classes and catechists in parish Catechetical programs are to be fully 
initiated Catholics in good standing with the Church. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001  
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 402 

 
STAFF PERSONNEL 
 
Recruitment and Selection of Teachers/Catechists 
  
 It shall be the policy of the Diocesan Board of Education that the administrator utilize a 
committee to assist in interviewing candidates for teaching positions.  Committee membership 
might include the pastor, a member of the Board of Education/Faith Formation and a teacher from 
the department or grade level in which a vacancy exists.  Responsibility for recommending to the 
Board of Education/Parish Council a candidate for a contract rests with the administrator. 
 
Recruitment and Selection of Catechists 
 
 It is recommended that the DRE, CYM, and/or Adult Formation Director inform the 
pastor and Faith Formation Committee/Board of Education of catechists selected for the 
programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 403 

 
STAFF PERSONNEL 
 
Screening 
  
 In the interest of the safety of those we serve it shall be the policy of the Diocesan Board 
of Education that all persons, who regularly volunteer or are employed to work in one or more of 
the faith formation programs, school or youth ministry programs of the diocese, must be screened 
in relation to the nature of the position. 
 
Parishes or institutions must obtain permission to conduct a background inquiry from the 
prospective employee/volunteer (see attached approved Diocesan Education Application).  The 
screening must include previous or present involvement in activities that would indicate whether 
this person should be involved in your programs/activities: e.g. child abuse, criminal record, and 
sexual abuse. 
 
Those driving as a regular part of their employment or volunteer service may be asked to 
complete the diocesan approved form regarding driving. They may also be asked to consent to a 
review of their driving record. 
 
Documentation of information gathered shall be confidentially maintained by the 
parish/institution. 
 
Any and all information gathered must be shared with others “on a need to know” basis only and 
as allowed by law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
REGULATION 403.1 

 
STAFF PERSONNEL 
 
Screening 
 
Persons who are responsible for the hiring of personnel and/or acceptance of regular volunteers 
who will work in any faith formation program, school or youth ministry program/activity may 
screen persons through a variety of means.  Included among them are: 
 

1.) Signed attestation to freedom from past convictions/investigation of child abuse. 
2.) Personal familiarity with individual over several years, personal contact with 

previous employers/program administrators, pastors. 
3.) State and/or federal criminal background checks (IBCI, FBI, DCI) for relevant & 

reasonable geographic areas. 
4.) Internet search: State/national search of child abuse or general abuse databases. 
5.) Review of driving record 

 
These means should be uniform for all persons working/volunteering in the same category. Those 
working more directly with children may be screened more thoroughly than those 
working/volunteering more indirectly or infrequently. Consents should be obtained where 
required by law and are generally recommended. 
 
There is a 6 month minimum affiliation with the parish/institution required before volunteer 
service can be accepted. This requirement may be waived with supportive documentation.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted: November 15, 2001 
Regulation Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 404 

 
STAFF PERSONNEL 
 
Support for Church Teachings 
 
It shall be the policy of the Diocesan Board of Education that all employees/volunteers of the 
faith formation, school and youth ministry programs of the Diocese of Davenport are expected to 
support the mission of the program in which they are involved and the teachings of the Catholic 
Church. 
 
Employees/volunteers shall be either Catholics in good standing with the Church or others who 
have a positive attitude toward the Catholic faith and could assume the role of witnessing 
Catholic values. Teachers of religion in Catholic schools and catechists in parish catechetical 
programs are to be fully initiated Catholics in good standing with the Church. 
 
Administrators cannot and should not concern themselves with the private lives of 
employees/volunteers unless their public behavior and/or work becomes a source of scandal to 
the Catholic faith (Cf: Catechism of the Catholic Church: 2284-2287).  If concern of this nature 
should arise, the program administrator should consult the proper diocesan official for the 
purpose of raising awareness and seeking information. 
 
Upon confirmation that an employee/volunteer of the education/formation programs for youth 
demonstrates behavior that is inconsistent with church teachings, the person may no longer be 
qualified to serve in a given situation for a certain time. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



 
 

DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 405 

 
STAFF PERSONNEL 
 
Drug and Alcohol Use 
 
Educational and faith formation programs governed by the Diocesan Board of Education provide a drug-
free, healthy, and safe workplace. To promote this goal, employees are required to report to work in 
appropriate mental and physical condition to perform their jobs in a satisfactory manner. 
While on the premises of educational and faith formation programs governed by the Diocesan Board of 
Education and while conducting business-related activities off premises with educational programs 
governed by the Diocesan Board of Education, no employee may use, possess, distribute, sell, or be under 
the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it 
does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe 
manner that does not endanger other individuals in the workplace. 
 
Violations of this policy may lead to disciplinary action, up to and including immediate termination of 
employment and/or required participation in a substance abuse rehabilitation or treatment program. Such 
violations may also have legal consequences. 
 
Employees with questions on this policy or issues related to drug or alcohol use in the workplace should 
raise their concerns with their supervisor or the administrator without fear of reprisal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 2007 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 406 

 
STAFF PERSONNEL 
 
Bus Drivers 
Drug and Alcohol Testing 
 
It shall be the policy of the Diocesan Board of Education that parishes and institutions must comply with 
current law at all times.  Any parish/school operating its own bus program must become a member of the 
Iowa Drug and Alcohol Testing Program (IDATP).  Parishes and schools contracting with a private 
provider must ensure that the provider has a drug and alcohol testing program complying with federal 
regulations. 
 
Parishes and institutions must comply with current law at all times. At the time of this writing employees 
who operate parish/school vehicles are subject to drug and alcohol testing if a commercial driver’s license 
is required to operate the vehicle and the vehicle transports sixteen or more persons including the driver 
or the vehicle weighs twenty-six thousand one hundred pounds or more.  For the purposes of the drug and 
alcohol-testing program, the term “employees” includes applicants who have been offered a position to 
operate a parish/school vehicle and any volunteers who operate such a vehicle. 
 
The employees operating a parish/school vehicle as described above are subject to pre-employment drug 
testing and random, reasonable suspicion, post-accident, and return-to – duty and follow-up drug and 
alcohol testing.  Employees operating parish/school vehicles shall not perform a safety-sensitive function 
within four hours of using alcohol.  Employees governed by this policy shall be subject to the drug and 
alcohol testing program beginning the first day they operate or are offered a position to operate 
parish/school vehicles and continue to be subject to the drug and alcohol testing program as long as they 
may be required to perform a safety-sensitive function as it is defined in the administrative regulations.  
Employees with questions about the drug and alcohol-testing program may contact the program 
administrator or the person designated by the administrator to be responsible for this area. 
 
Employees who violate the terms of this policy may be subject to discipline up to and including 
termination.  Employees who violate this policy may be required to successfully participate in a substance 
abuse evaluation and, if recommended, substance abuse treatment program.  Employees required to 
participate in and who fail to or refuse to successfully participate in a substance abuse evaluation or 
recommended substance abuse treatment program may be subject to discipline up to and including 
termination. 
 
The administrator or designee shall inform applicants of the requirement for drug and alcohol testing in 
notices or advertisements for employment, in the application form and personally at the first interview 
with the applicant.     
 
The administrator or designee shall also be responsible for publication and dissemination of this policy 
and its supporting administrative regulations to employees operating parish/school vehicles.  The 
administrator or designee shall also oversee a substance-free awareness program to educate employees 
about the dangers of substance abuse and notify them of available substance abuse treatment resources 
and programs. 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 407 

 
STAFF PERSONNEL 
 
Medical Examination 
 
Schools must comply with current state laws regarding medical fitness for employees of their 
schools.  
 
Except as otherwise provided in 281-43.15 (285), the local board shall require each employee of a 
school to file with it certification of fitness to perform the tasks assigned which shall be in the 
form of a written report of a physical examination, including a check for tuberculosis by a 
licensed physician and surgeon, osteopathic physician and surgeon, osteopath, qualified doctor of 
chiropractic, licensed physician assistant, or advanced registered nurse practitioner. A report shall 
be filed at the beginning of service and at three-year intervals.”  
 
 
It is recommended that fulltime volunteers/employees in parishes have on file this same 
certification of fitness to perform the tasks assigned. 
(Iowa Administrative Code 12.4(14).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 15, 1989 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
 

   REGULATION 407.1 
 

School Employees Certification of Fitness to Perform Assigned Tasks Plus Tuberculosis Check Form 
 

Part I: Personnel Physical Examination Requirements 
 
Each school employee must comply with Iowa Administrative Code 12.4(14) for accredited schools which states, 
“Except as otherwise provided in 281-43.15 (285), the local board shall require each employee to file with it (in 
administrative office), certification of fitness to perform the tasks assigned which shall be in the form of a written 
report of a physical examination, including a check for tuberculosis, by a licensed physician or surgeon, osteopathic 
physician and surgeon, qualified doctor or chiropractic, licensed physician assistant, or advanced registered nurse 
practitioner.” 
 
“A report shall be filed at the beginning of service and at three year intervals.” 
 
Part II: To be completed by the Employee (Please Print) 
 
Name________________________________________________________________________________________ 
            Last                                                  First                           M.I.                                   Age             Date of Birth 
 
 
Marital Status  Name of Spouse Home Address  City  Zip Code  Phone Number 
 
Assignment:  (Check the category(ies) that apply) 
 
__Administrator  __Teacher   __Secretary  __Custodian  __Food Service  __Bus Driver     __Coach  __Other 
 
Part III.  EMERGENCY – PERSON (S) TO NOTIFY IN CASE OF EMERGENCY (TO BE COMPLETED 
BY EMPLOYEE) 
 
1. ______________________________________________________________________________________ 

Name    Relationship  home phone/work phone Address 
 
2. ______________________________________________________________________________________ 

Name    Relationship  home phone/work phone Address 
 
3. ______________________________________________________________________________________ 

Name and Phone Number of Doctor to contact in case of emergency 
 

Part IV: Medical Certification 
 
I certify that I have conducted a physical examination for the above named person and find that said person 
is fit to perform the normal and usual tasks associated with the assignment listed. 
 
I have conducted a tuberculosis test and found the results to be ___________________________________ 
 
____________________________________________________________________________________________
Name and Title of Person Conducting Exam  Address & Phone Number  Date of Exam 
 
Regulation Adopted: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 409 

 
STAFF PERSONNEL                                                                                         For Schools Only 
 
Hepatitis B 
 
It shall be the policy of the Diocesan Board of Education that each school provide information 
about Hepatitis B during its annual Right-to-know session. 
 
Further, each school shall make available to each employee, at no cost to the employee the 
Hepatitis B vaccine and vaccination series and post exposure evaluation and follow-up to 
employees who may have had exposure. 
 
If an employee declines the vaccination for Hepatitis B, a signed and dated statement must be 
kept on file.  If an employee initially declines Hepatitis B vaccination but later wishes to be 
vaccinated, the employer must provide such. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
REGULATION 409.1 

 
STAFF PERSONNEL                                                                                         For Schools Only 
 
Hepatitis B Refusal Form 
 
The following form, as required by the Occupational, Safety and Health Agency (OSHA) of the 
federal government, must be signed, dated and kept on file for any employee who declines the 
Hepatitis B vaccination series. 
 
“I understand that due to my occupational exposure to blood and other potentially infectious 
materials I may be at risk of acquiring Hepatitis B virus (HBV) infection.  I have been given the 
opportunity to be vaccinated with Hepatitis B vaccine, at no charge to me.  However, I decline 
Hepatitis B vaccination at this time.  I understand that by declining this vaccine I continue to be at 
risk of acquiring Hepatitis B, a serious disease. 
If in the future I continue to have occupational exposure to blood or other potentially infectious 
material and I want to be vaccinated with Hepatitis B vaccine, I can receive the vaccination series 
at no charge to me.” 
 
 
_______________________________________        ____________________________ 
Signature of Employee                        Date of Signature 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted: November 15, 2001 
Regulation Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 410.0 

 
Contractual Obligations – Diocesan Teachers 

 
A teacher’s primary responsibility is to teach. Her/his energies and time should, to the 
greatest extent possible, be directed to this end. 

 
The specific obligations of the contract that directs and rewards this responsibility should be 
supplemented with a professional attitude and behavior that is reflected in being punctual, in 
meeting assigned class schedules and in other measures of performance. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 9, 1973 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 412 

 
STAFF PERSONNEL                                                                                                                      For Schools Only 
 
School Calendar  
 

It shall be the policy of the Diocesan Board of Education that each school “shall adopt a school calendar 
that identifies specific days for student instruction, staff development and in-service time, and time for 
parent-teacher conferences.” 
 
(Iowa Administrative Code Ch 12.1(7). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 414 

 
STAFF PERSONNEL 
 
Contract Renewal/Non-Renewal 
 

It shall be the policy of the Diocesan Board of Education that all teachers should be notified on or before 
the date stated in the Diocesan Personnel Handbook of local board/Parish Pastoral Council intent to renew 
or refrain from renewing the teacher contract for the next academic year. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 416 

 
STAFF PERSONNEL 
 
Contract Termination – Temporary Suspension 
 

It shall be the policy of the Diocesan Board of Education that a local Board of Education/Parish Pastoral 
Council may terminate or temporarily suspend a contract for good and sufficient cause during the year of 
employment upon the recommendation of the administration.  
Termination or temporary suspension must be based on the language found in the current legally authorized 
Diocese of Davenport model contracts. 
 
If the recommendation for termination or temporary suspension is made based on inadequate performance, 
documentation of the following should be provided 

1. Observed performances 
2. Administrator/employee conferences 
3. A written evaluation signed by the administrator and the employee. The written evaluation 

must contain the area(s)/practice(s) that need improvement and the time-line that was set up for 
accomplishing the needed improvements.   

 
Probationary contracts may be terminated without cause. 
 
                      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 433 

 
STAFF PERSONNEL                                                                                                                      For Schools Only 
 
Reduction in Staff -Teachers 
 

It shall be the policy of the Diocesan Board of Education that, when the number of contracted teachers 
desiring to return to school exceeds the number of teaching positions which will be available, it is the 
responsibility of the local board of education with the recommendation of the principal to determine which 
contracts will be renewed. The Diocesan Educator’s Handbook should be followed as to procedure. 

 
If it becomes necessary to notify a teacher that a contract will not be renewed because of a reduction in 
teaching positions the board should try to notify the teacher by April 15. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 434 

 
STAFF PERSONNEL                                                                                                                      For Schools Only 
 
Reduction in Staff - Staff 
 

When it becomes necessary to reduce staff, the administrator shall utilize available vacancies whenever 
possible. 
  
In order to retain the most effective staff, the evaluation by the administrator will be an important factor in 
the reduction of staff. All other factors being equal (administrator’s evaluation, rapport with students, 
parents and teachers), the administrator shall weigh such things as years of service, professional training, 
and attendance at meetings and workshops. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          
Regulation Adopted: November 15, 2001 
Regulation Revised: June 5, 2002 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 440 

 
STAFF PERSONNEL 
 
Appraisal/Evaluation 
 

The main purpose for job performance appraisal/evaluation is individual growth and improvement as well 
as program improvement.  Therefore, it shall be the policy of the Diocesan Board of Education that 
employees of the education/faith formation programs at the diocesan, regional and parish level have their 
job performance appraised/evaluated minimally once a year. 
 
All licensed school personnel shall be appraised/evaluated by a licensed, trained evaluator as stipulated in 
Iowa Code In Participation, Section 12.3(3). 
 
The Diocese of Davenport has guidelines to be used for evaluation of administrators. 
                      
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted:  March 15, 1989 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 440.2 

 
STAFF PERSONNEL 
 
Faith Formation and Youth Ministry Personnel 
 

If the parish or regional DRE/CRE, CYM, RCIA Director, and/or Adult Faith Formation Director serves 
several parish or regional programs, the administrators of those programs shall be involved in the 
evaluation as the performance relates to their program. 
 
The performance of the parish or regional directors/coordinators of religious education, adult faith 
formation directors, and coordinators of Youth Ministry shall be evaluated through use of the process 
established by the Diocese. 
 
Non-teaching staff shall be evaluated by their immediate supervisor utilizing the instruments and processes 
established by the Diocesan Director of Faith Formation and Education/Superintendent of Schools. 
 
If an employee serves several parishes or regional programs, one of which is the school, the principal shall 
be involved in the evaluation as the performance relates to school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 
 

                   



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 440.3 

 
STAFF PERSONNEL 
 
Personnel Evaluations (Support Staff) 
 

The performance of  all personnel shall be evaluated annually using the instruments and processes 
established by the Diocesan Director of Faith Formation for each category of personnel. 
 
All professional Faith Formation personnel, full and part-time, shall be evaluated by the administrator 
utilizing the instruments and processes established by the Diocesan Director of Faith Formation (see 
Catholic Educator’s Handbook). 
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DIOCESE OF DAVENPORT 
Regulation 440.3A 

Page 1 of 2 
EMPLOYEE EVALUATION FORM 

Support Staff 
  Anniversary Date   Six Month    

          (other) 

Name: 

 

Date Due:

 

Department: 
 

Job Title:
 

Check the appropriate square which most nearly describes this employee’s performance 

QUALITY OF WORK:  Consider neatness, accuracy and degree of excellence 

⇓    Unsatisfactory, 
careless 

⇓    Borderline ⇓    Satisfactory ⇓    Above Average ⇓    Outstanding 

QUANTITY OF WORK:  Consider the amount of work produced 

⇓    Unsatisfactory ⇓    Below Average.  Just 
enough to get by 

⇓    Average ⇓    Above Average ⇓    Outstanding.  Eager to 
do more than assigned 

ATTENDANCE:  Consider absenteeism and tardiness 

⇓    Frequently 
absent 

⇓    Frequently late ⇓    Satisfactory ⇓   Above Average ⇓    Never late or absent 

ATTITUDE:  Consider ability to get along with others; willingness to cooperate with supervisors and conform to rules of work 

⇓    Unwilling to 
cooperate, troublesome 
or indifferent 

⇓      Sometimes difficult to 
work with; occasionally 
indifferent 

⇓      Normal, usually tactful, 
works well with others 

⇓      Congenial and 
cooperative 

⇓      Always willing, highly 
cooperative 

KNOWLEDGE OF WORK:  Consider how well the employee is equipped with the knowledge essential to the performance of his/her work 

⇓      Insufficient for 
position 

⇓      Lacks knowledge of 
some phases of work 

⇓      Adequate for position ⇓      Understands all phases 
of position 

⇓      Comprehensive 
knowledge of all phases of 
position 

DEPENDABILITY:  Consider the extent to which the employee can be counted on to do assigned tasks and degree of supervision required 

⇓       Unreliable,  
needs constant 
supervision 

⇓      Sometimes requires 
prompting 

⇓     Usually completes tasks 
with reasonable promptness 

⇓      Very dependable, needs 
little supervision 

⇓      Thoroughly dependable 
and trustworthy 

INITIATIVE:  Consider willingness to assume responsibility 

⇓      Puts forth no 
effort, always waits to 
be told 

⇓      Puts forth little effort, 
needs prodding 

⇓      Average, does assigned 
work well 

⇓      Hard worker, willing to 
do more than assigned 

⇓      Exceptionally diligent, 
never waits to be told 

PERSONAL APPEARANCE:  Consider cleanliness, neatness, general grooming and appropriateness of attire 

⇓      Always untidy, 
improper dress 

⇓     Sometimes untidy and 
careless 

⇓      Generally neat and 
clean 

⇓      Well groomed ⇓      Very neat, extremely 
well groomed 

ADAPTABILITY:  Consider ability to adjust to changing situations and work assignments and ease with which learns new duties 

⇓      Cannot adjust to 
changing conditions 

⇓      Has difficulty, requires 
details and repeated 
instructions 

⇓      Satisfactory, minimum 
instructions on most new 
duties 

⇓      Very adaptable, quick 
to learn and understand 

⇓      Exceptionally keen in 
adapting to new jobs and 
changing situations 

RATE ONLY PERSONS WITH SUPERVISORY RESPONSIBILITY: 

LEADERSHIP:  Consider effectiveness in getting 

⇓    Sometimes fails to 
exercise effective 
direction and guidance 

⇓    Generally wins 
confidence and loyal support 

⇓    Often fails to motivate 
people 

⇓    Leads people well, wins 
and holds enthusiasm 

⇓    Provides leadership, 
motivation and direction 
under most conditions 



Regulation 440.3 
Page 2 of 2 

OVERALL RATING: 

AT HIS/HER LEVEL THIS EMPLOYEE IS RATED: 

⇓    Outstanding ⇓    Above Average ⇓    Average ⇓    Marginal ⇓    Unsatisfactory 

IF SALARY IS BEING CONSIDERED, COMPLETE THE FOLLOWING: 

Recommended for: ⇓    Salary Increase ⇓    No Increase ⇓    Re-evaluation 

 
IF PLACED ON PROBATION OR RECOMMENDED FOR RE-VALUATION: Date To Be Reviewed Again 
 

ADDITIONAL REMARKS BY EVALUATOR: 
 

 

 

 

 

 

 

 

 
 

Date:  Signature:  
 
 
 

EMPLOYEE REMARKS: ⇓    Concur With Rating ⇓    Do Not Concur 
 
 
 

 

 

 

 

 

 

 

Date:  Signature:  
Regulation Adopted: March 15, 1989 
Regulation Revised: June 5, 2002 

 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 450 

 
STAFF PERSONNEL 
 
Catechist Formation – Catechist Enrichment Process 
 

It shall be the policy of  the Diocesan Board of Education that teachers in Catholic schools and other parish 
catechists are to be provided ongoing in-service and faith formation opportunities.  Adequate financial 
support for these in-services and workshops should be budgeted annually by the parish/institution. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



                     



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 452 

 
STAFF PERSONNEL 
 
Accident/Injury 
 

It shall be the policy of the Diocesan Board of Education that all faith formation programs, schools, and 
youth ministry programs of the parishes, institutions and diocese make and maintain adequate 
documentation of all accidents and/or injuries of personnel for the protection of all involved. 
 
These records must be available to program administrators and stored in a central location of the 
parish/institution. 
 
In addition, accidents/injuries should be reported to the parish’s/institution’s liability insurance company. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 

                      
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
REGULATION 452.1 

 
STAFF PERSONNEL 
 
Accident/Injury Report 
 
 The parish/institution should make a report that contains the following information: 
 

1. Name of Injured Party (ies), address and phone number. 
2. Names, addresses and phone numbers of witnesses, if there were any. 
3. Description of the Accident/Injury in as much detail as possible including what injured was 

doing, the chain of events, who was involved, where accident happened, date and time of 
accident, etc. 

4. Names and phone numbers of local person(s) who conducted the investigation. 
5. Signature and date of Program Administrator. 

 
OR 
 

Complete this form:   
Accident Report for Injuries 

 
Complete this report for all accidents/injuries.  This report is for information only.  All claims should be reported 
immediately.  Please read each question carefully, and answer all questions as completely as you can.  Please do 
not leave any blanks, unless the question does not apply. 
 
Place and Location: ________________________________________Date: ______________________ 
 
Name of Person Injured: ___________________________________Time of Accident: ____________ 
 
Address: _________________________________________________Phone: _____________________ 
 
M or F   Age:____________ What was happening at the time of accident?______________________ 
 
Apparent Cause: ______________________________________________________________________ 
 
Nature of Injury: _____________________________________________________________________ 
 
First Aid Treatment Administered: ______________________________________________________ 
 
Name of Person Administering Aid: ______________________________________________________ 
 
Taken to the Hospital?    Y or N       By:___________________________________________________ 
 
Parents’ Name (if Minor):______________________________________________________________ 
 
Parents Were Notified at (Time):________________________________________________________ 
 
Parents not Notified (Give Reason):______________________________________________________ 
 
Persons Who Witnessed the Accident: ____________________________________________________ 
 



NAME ADDRESS PHONE 
 
 

  

 
 

  

 
 

  

 
Person Making Report: _________________________________________Title:__________________ 
 
Signature: ___________________________________________________________________________ 
Additional information may be given on reverse side of this form.  Additional sheets may be used. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted: November 15, 2001 
Regulation Revised: June 5, 2002 
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BOARD OF EDUCATION 

 
POLICY 453 

 
STAFF PERSONNEL 
 
Incident 
 

It shall be the policy of the Diocesan Board of Education that all faith formation programs, schools and 
youth ministry programs of the parishes, institutions and diocese make and maintain adequate 
documentation of all incidents of personnel for the protection of all involved. 
 
These records must be available to program administrators and stored in a central location of the 
parish/institution. 
 
An incident is defined as: Action or episode involving persons that may have serious results.  These may 
involve a) an action which creates an unsafe or uncomfortable situation; b) an action which violates the 
rules, regulations or policies of the parish, institution or diocese; or c) an action which violates the mission 
or overall philosophy of the Catholic Church. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 
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REGULATION 453.1 

 
STAFF PERSONNEL 
 
Incident Report 
 
 The parish/institution should make a report that contains the following information: 
 

1. Name of Involved Party (ies), address and phone number. 
2. Names, addresses and phone numbers of witnesses, if there were any. 
3. Description of the Incident in as much detail as possible including what injured was doing, the 

chain of events, who was involved, where accident happened, date and time of accident, etc. 
4. Names and phone numbers of local person(s) who conducted the investigation. 
5. Signature and date of Program Administrator. 

 
OR 
 

Complete this form:   
 
                    INCIDENT REPORT FORM   

 
 
 

Location of Incident:________________________________Date________ Time_________________ 
 
With Whom:_________________________________________________________________________ 
 
Filed By:_____________________________________________________________________________ 
 
Description of Incident: ________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Action Taken:________________________________________________________________________ 
____________________________________________________________________________________ 
 
Preventive Measures for Future: _______________________________________________________ 
 
____________________________________________________________________________________ 
 
Signature: ______________________________________Title:________________________________ 
 
 
 
 
 
 
Regulation Adopted: November 15, 2001 
Regulation Revised: June 5, 2002 
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POLICY 460 

 
STAFF PERSONNEL 
 
Corporal Punishment Ban 
 
 It shall be the policy of the Diocesan Board of Education that no school/faith formation program 
employee/volunteer shall “inflict, or cause to be inflicted, corporal punishment upon a student.” 
 
 Corporal punishment is defined to mean the intentional physical punishment of a student.  It includes the 
use of unreasonable or unnecessary physical force, or physical contact made with the intent to harm or cause pain.  
It does not include: 
 

− Verbal recrimination or chastisement. 
− Reasonable requests or requirements of a student engaged in physical education or extra curricular 

activities. 
− Detention in a seat, classroom or other part of a school/parish facility unless the detention is 

accomplished by material restraints. 
− Use of force to quell a disturbance, to prevent physical harm to another, to take away a weapon or other 

dangerous object, for protection of property, for prevention of self-inflicted harm, for the removal of a 
disruptive student. (Iowa Code Section 280.21) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 
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POLICY 465 

 
Communicable Diseases 
 
Classification:  Personnel, Health and Safety 
 
Each employee of a Diocesan Catholic school must be physically and mentally able to perform 
the essential job function of his/her duties and responsibilities of his/her position and must be free 
of any condition or disease which may be detrimental to the health and/or safety of students or 
fellow employees as determined by a licensed physician. 
 
The Diocesan Board of Education recognizes that some employees with a communicable disease, 
as defined by the Federal Center for Disease Control and the Iowa State Department of Health, 
may be able to perform their duties without creating a risk of  transmission of illness or other 
harm to students or employees.  The Board also recognizes that there may be greater risk for the 
transmission of a communicable disease for some persons than for other persons infected with the 
same disease. 

It shall be the policy of the Diocesan Board of Education that these special conditions, the risk of 
transmission of the disease, and the effect upon the employee shall be considered in assessing the 
individual’s continued employment and/or placement.  Responsibility for this assessment rests 
with the program administrator in consultation with the appropriate diocesan administrator.  The 
Diocese reserves the right to require a physician’s statement prior to a decision regarding 
continued employment and/or placement following contagious illness. 

Health data of an employee is held separate from personnel files, is confidential and released only 
as allowed by law, and shall not be disseminated without strict observance of the employee’s 
right to privacy. 

 

It is recommended that full-time volunteers/employees in parishes comply with the above policy.  

 

 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 470 

 
STAFF PERSONNEL 
 
Verbal and/or Physical Harassment and/or Abuse by Staff Personnel 
 
 It shall be the policy of the Diocesan Board of Education that all school/faith formation programs maintain 
an environment free from unlawful verbal and physical harassment and abuse. 
 
 Harassment includes, but is not limited to, racial, religious, national origin, age, disability jokes, stories and 
pictures or objects that are offensive, tend to alarm, embarrass, distress, agitate or demean individuals or groups. 
 
 Abuse includes non-accidental physical injury of a person as the result of the actions of another.  It also 
includes comments, statements, epithets and the like that are gross or flagrant. 
 
 The following do not constitute physical abuse: 
 
 1) using reasonable and necessary force, not designated or intended to cause pain 

− to quell a disturbance or prevent an act that threatens physical harm to any person 
− to obtain possession of a weapon or other dangerous object within another’s control 
− for purposes of self-defense or defense of others 
− to remove disruptive persons from school/program premises. 
− to remove disruptive persons from school/program sponsored activities held away from 

the school/program premise. 
− to protect a person from self-inflicted harm 

 
2) using incidental, minor, or reasonable physical contact to maintain order and control.  The 

reasonableness of contact or force should be determined using the following factors: 
− nature of act which precipitated the physical contact by the accused 
− the size and physical condition of the alleged victim 
− the instrumentality used in making physical contact 
− the motivation of the accused in initiating the physical contact  
− the extent of injury to the alleged victim resulting from the physical contact 

 
Verbal and physical harassment and abuse will not be tolerated.  Alleged violations of this policy will be subject to 
investigation and, if founded, disciplinary action up to and including discharge/expulsion may result.  All alleged 
violations of this policy should be reported to the pastor (provost) by the program administrator, unless the 
allegation involves them. 
 
This policy applies to all program personnel and students.  For the purpose of this policy, program personnel 
includes all paid/salaried employees as well as persons who volunteer at/for the program and/or its activities and 
events.  The school/faith formation program must respond promptly to complaints/allegations of harassment and/or 
abuse by employees/volunteers and/or students.  The processing of a complaint or allegation shall be handled 
confidentially to the extent possible.   
 
Employees/volunteers and/or students are required to cooperate in the investigation when requested to provide 
information and to maintain confidentiality of the reporting and investigating process. 
 
No one shall retaliate against a student or employee/volunteer because he/she have filed a harassment or abuse 
complaint or participated in an investigation of such a complaint. 
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The program administrator shall normally serve as the designated Level-One investigator unless the allegation 
involves the Level-One investigator in which case the Director of Faith Formation/Superintendent of Schools shall 
be notified.  The name and telephone number of the Level-One investigator shall be published annually in all 
pertinent handbooks. 
 
The Diocese of Davenport Sexual Misconduct Policy. Once an allegation is made, it will be clarified which of the 
two procedures would govern. 
 
Diocesan Board of Education also acknowledges and incorporates herein the attached. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 15, 2001 
Policy Revised: June 5, 2002 



 

DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 470.1 

*The Board of Education acknowledges and herein incorporates the Diocesan Sexual Harassment Policy (see 
attached) realizing that, this policy and any potential conflict in following both. 

 
SEXUAL HARASSMENT 
 

It shall be the policy of the Diocesan Board of Education that, all school/faith formation programs 
maintain a learning and working environment free from sexual harassment. 

 
 
PROHIBITED ACTS 
 

Sexual harassment is strictly forbidden in diocesan school/faith formation programs.  For the purposes 
of this policy, sexual harassment is defined as unwelcome advances, requests for sexual favors, or other 
verbal or physical conduct of a sexual nature when: 

 
A. submission to such conduct is explicitly or implicitly made a term or condition of an 

individual's employment or status in a class, program or activity; 
 

B. submission to or rejection of such conduct is used as a basis for an employment or educational 
decision affecting an individual; or 

 
C. such conduct has the purpose or effect of unreasonably interfering with an individual's work or 

educational performance, or of creating an intimidating, hostile, or offensive environment for 
work or learning. 

 
EXAMPLES OF SEXUAL HARASSMENT 
 

Sexual harassment encompasses any sexual attention that is unwanted.  Examples of the verbal or 
physical conduct prohibited include, but are not limited to: 

 
A. physical assault; 

 
B. direct or implied threats that submission to sexual advances will be a condition of employment, 

work status, promotion, education, grades or letters of recommendation; 
 
 C. direct propositions of a sexual nature; 
 

D. subtle pressure for sexual activity, an element of which may be conduct such as repeated and 
unwanted gestures; 

 
E. a pattern of conduct (not legitimately related to the subject matter of a course if one is involved) 

intended to discomfort or humiliate, and/or that includes one or more of the following: (1) 
comments of a sexual nature; or (2) sexually explicit statements, questions, jokes or anecdotes;
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F. a pattern of conduct that would discomfort and/or humiliate a reasonable person 

at whom the conduct was directed that includes one or more of the following: (1) 
unnecessary touching, patting, hugging, or brushing against a person's body; (2) 
remarks of a sexual nature about a person's clothing or body; or (3) remarks 
about sexual activity or speculations about previous sexual experience. 

 
 
ISOLATED AND INADVERTENT OFFENSES 
 

A. Staff and students who, without establishing a pattern of doing so, engage in 
isolated conduct of the kind described in items 2 (E) and (F) above or who 
exhibit a pattern of engaging in such conduct but fail to realize that their actions 
discomfort and/or humiliate, demonstrate insensitivity that necessitates remedial 
measures.  When program administrators become aware that such activities are 
occurring in their areas, they should discuss such conduct with those involved 
and, where appropriate, recommend that person take an educational program 
designed to develop understanding of the harm being done. 

 
B. If, after participating in the educational program or failing to participate after 

being recommended to do so, a person continues to engage in the conduct 
described in items 2 (E) or (F) above, he or she will be deemed to have engaged 
in a pattern of conduct intended to discomfort or humiliate the one at whom the 
actions or statements are directed. 

 
The Diocese of Davenport Sexual Misconduct Policy. Once an allegation is made, it will be 
clarified which of the two procedures would govern. 
 
Diocesan Board of Education also acknowledges and incorporates herein the attached. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: June 5, 2002 

 



DIOCESE OF DAVENPORT 
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POLICY 470.2 

 
VERBAL, PHYSICAL, OR SEXUAL HARASSMENT 
 
(Where the alleged victim is not a student or particpant) 
 
INFORMAL COMPLAINT 
 

1. At the complainant's option, a complaint that one or more provisions of Board Policy have 
been violated may be brought to any appropriate administrative staff member of the 
school/faith formation program. 

 
2. The person to whom the complaint is brought will counsel the complainant as to the options 

available under Board Policy and, at the complainant's request, may help the complainant 
resolve the complaint informally and/or help the complainant file a formal complaint if the 
complainant wishes to do so. 

 
3. The person to whom the informal complaint is brought will not inform the accused of the 

complainant's action without the consent of the complainant. 
 
FORMAL COMPLAINT AND INVESTIGATION 
1. A complainant wishing to make a formal complaint shall file it with the 

principal/administrator, who will consult with the Director of Faith Formation and 
Education/Superintendent of Schools to determine the method by which the investigation will 
be conducted.  The Diocesan Sexual Misconduct Policy may govern some instances. If the 
complaint is against the principal/administrator, it will be filed with the Director of Faith 
Formation and Education/Superintendent of Schools. 
 

2. The purpose of the investigation is to establish whether there is a reasonable basis for 
believing that the alleged violation of Board Policy 470/470.1 has occurred.  In conducting the 
investigation, the principal/administrator and another person designated by the Director of 
Faith Formation and Education/Superintendent of Schools will interview the complainant, the 
accused, and other persons believed to have pertinent factual knowledge.  If the complaint is 
against the principal/administrator, the investigation will be conducted by the Director of 
Faith Formation and Education/Superintendent of Schools and another person designated by 
the Director of Faith Formation and Education/Superintendent of Schools.  At all times, the 
administrator conducting the investigation will take steps to ensure confidentiality to the 
extent allowed. 

 
3. The investigation will afford the accused a full opportunity to respond to the allegations. 
 
4. Possible outcomes of the investigation are (a) a judgment that the allegations are not 

warranted; (b) a negotiated settlement of the complaint; or (c) institution of formal action 
described in succeeding Sections of this policy. 
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FORMAL ACTION 
 
1. If after completing the investigation, the appropriate administrator, as described in Subsection 

(2) of this Section, concludes that there is a reasonable basis for believing that the alleged  
violation of this policy has occurred and a negotiated settlement cannot be reached, formal 
action will be taken. 

 
2. The decision to take formal action in cases ordinarily rests with the principal/administrator 

(or, as necessary, the Director of Faith Formation and Education/Superintendent of Schools or 
his/her designee).  Formal action may include disciplinary action (i.e. suspension, transfer, 
evaluation, or reassignment) up to and including discharge. 

 
PROTECTION OF COMPLAINANT AND OTHERS 
 
1. Investigations of complaints will be initiated only with the complainant's consent.  The 

complainant will be informed of steps taken during the investigation. 
 
2. All reasonable action will be taken to assure that the complainant and those testifying on 

behalf of the complainant or supporting the complainant in other ways will suffer no 
retaliation as the result of their activities in regard to the process. 

 
3. The principal/administrator may, at any time during or after an investigation of a harassment 

complaint, suspend from staff responsibilities any staff member accused of harassment while 
pending the outcome of the investigation. If, an investigation concludes that harassment 
occured, disciplinary, action may include termination.  

 
PROTECTION OF THE ACCUSED 
 
1. At the time the investigation commences, the accused will be informed of the allegations and 

the facts surrounding the allegations. 
 
2. In the event the allegations are not substantiated. Transfers or assignment changes may be 

made as necessary. 
 
3. A complainant found to have been intentionally dishonest in making the allegations or to have 

made them maliciously may be subject to disciplinary action. Witnesses who are found to 
have been intentionally dishonest are also subject to disciplinary action. 

 
CONFIDENTIALITY 
 
1. To the extent possible, the proceedings will be conducted in a way calculated to protect the 

confidentiality interests of all parties to the extent possible. 
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2. The parties will be informed promptly about the outcome of the proceedings. 
 

EDUCATIONAL PROGRAMS: Education As A Key Element Of Diocesan Policy 
 
Educational efforts are essential to the establishment of an environment that is as free as possible of 
harassment.  There are at least four goals to be achieved through education: 

(a) ensuring that all victims (and potential victims) are aware of their rights; 
 (b) notifying individuals of conduct that is proscribed;  
 (c) informing administrators about the proper way to address complaints of violations of this 

policy; 
 (d) helping educate the insensitive about the problems this policy addresses. 
 
 
PREPARATION AND DISSEMINATION OF INFORMATION 
 
1. Notice of this policy  and the Diocesan Sexual Misconduct Policy shall be incorporated in all 

employee and volunteer handbooks and shall be included on the agenda of annual orientation 
meetings for all employees and volunteers. It shall be clear that in some instances the Diocesan 
Sexual Misconduct Policy will govern certain matters. Which  procedures are used will be 
stated upon the invitation of any allegation. 

 
2. Each administrator shall be responsible for promoting understanding and acceptance of, and 

assuring compliance with, State and Federal laws, Board policy and procedures and the 
Diocesan Sexual Misconduct Policy governing verbal, physical and  sexual harassment within 
his/her program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reference: Iowa Administrative Code, Chapter 12 
 
 
Policy Adopted: July 17, 2001 
Policy Revised: June 5, 2002 

   



DIOCESE OF DAVENPORT 
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POLICY 470.3 

 
VERBAL, PHYSICAL, OR SEXUAL HARASSMENT 
 
(STUDENT/PARTICIPANT AS ALLEGED VICTIM) 
 
COMPLAINT 
 
1. Any student who believes he/she has been the victim of verbal, physical or sexual harassment 

or has knowledge or belief of conduct which may constitute such harassment should report 
the alleged acts to a teacher, counselor or administrator.  The report may be verbal or in 
writing.  The use of a formal reporting form is not required.  Any teacher, counselor, or other 
administrator to whom alleged verbal, physical or sexual harassment is reported shall notify 
the building principal/administrator immediately of the alleged acts or, if the complaint 
involves the building principal/administrator, immediately notify the Director of Faith 
Formation and Education/Superintendent of Schools. Procedures outlined in the Diocesan 
Sexual Misconduct may govern. That will be determined upon the receipt of any allegations. 

 
2. If the building principal/administrator receives a verbal report, the principal/administrator: 

• shall notify the office of the  Diocesan Director of Faith Formation Education/ 
      Superintendent of Schools immediately, 
• reduce the verbal report to written form within 24 hours 
• and forward the written report to the superintendent. 
The report or complaint shall not be screened or investigated prior to transmission to the 
superintendent.  Failure to forward any verbal, physical or sexual harassment report or 
complaint as outlined above may result in disciplinary action. 

 
INVESTIGATION OF COMPLAINT 
 
1. An investigation shall be conducted to establish whether there is a reasonable basis for 

believing that the alleged violation of Board Policy 470 and 470.1 and/or the Sexual 
Misconduct Policy has occurred.  If this policy governs, in conducting the investigation, the 
principal/administrator and another person designated by the superintendent will interview 
the complainant, the accused and other persons believed to have pertinent factual knowledge.  
If the complaint is against the principal/administrator, the investigation will be conducted by 
the Diocesan Director of Faith Formation and Education/Superintendent of Schools and 
another person designated by the Diocesan Director of Faith Formation and 
Education/Superintendent of Schools. 

 
2. At all times, the administrator conducting this investigation will take steps to ensure 

confidentiality to the extent possible. 
 
3. The investigation will afford the accused a full opportunity to respond to the allegations. 
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4. Possible outcomes of the investigation are (a) a judgment that the allegations are not 
warranted; (b) a negotiated settlement of the complaint; (c) institution of formal action 
described in 470/470.1 or, in the case of a complaint against a student, disciplinary action 
consistent with major offenses noted in the student discipline policy up to and including 
expulsion. 

 
SEXUAL ABUSE 
 
Both Sexual Harassment and Sexual Abuse are addressed in the Diocesan Sexual Misconduct Policy. 
Under certain circumstances, sexual harassment may constitute sexual abuse.  In such situations, the 
school shall comply with Iowa Administrative Code. 
 
Series 700 and Diocesan Board Policy 750.0 concerning the reporting of sexual abuse of minors. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 17, 2001 
Policy Revised: June 5, 2002 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 501 

 
STUDENT PERSONNEL 
 
Admissions 
 

It shall be the policy of the Diocesan Board of Education that students be admitted to Catholic schools only 
if the parents/guardians evidence that they are choosing the school because of the Catholic philosophy of 
education, the incorporation of Gospel values, the quality of education and/or other qualities of Catholic 
education. 

 
Prior to permanently admitting any transfer student, the school shall contact the administrator of the school 
from which the student is/has transferred. Parents/Guardians must do whatever is necessary to consent to or 
otherwise facilitate the receipt of these records. 

 
If a local school has more applicants than spaces available, the local board shall adopt procedures for the 
prioritization of the applicants.  Such procedures should be communicated to the Diocesan Office of 
Director of Faith Formation and Education/Superintendent of Schools. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 
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POLICY 502 

 
STUDENT PERSONNEL 
 
Probationary Admissions 
 
 It shall be the policy of the Diocesan Board of Education that, in the event an application to a Diocesan 
school should be made by a student expelled from another school, a careful investigation must be made by the 
school administrator.  If the administrator desires the involvement of the local board in this investigation, the board 
chairperson shall appoint one member to assist. The confidentiality of this matter must be protected. If a student 
who was expelled from another school is admitted, the enrollment may be probationary at the discretion of the 
administrator.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 
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POLICY 508 

 
STUDENT PERSONNEL 
 
Child Custody 
 
 It shall be the policy of the Diocesan Board of Education that all schools follow the provision of the Family 
Educational Rights and Privacy Act, which would apply in a particular way to divorced and separated parents.  It is 
most desirable for the student that parents present a united front in reference to the child’s education.  Both parents 
will have access to the records that are directly related to the child, unless the school has been provided evidence in 
a legally binding document that restricts such access. 
 
When both parents have legal custody, they are joint decision makers for the child and each have parental rights to 
information and the file. 
 
The parent with physical custody must provide the school with pertinent documentation relating to, if and when the 
school may release the child to the other parent. 
 
 
 
This policy shall also apply to Faith Formation Programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 
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REGULATION 508.1 

 
STUDENT PERSONNEL 
 
Child Custody/Student Records 
 
 The Family Educational Rights and Privacy Act establishes the parents’ and students’ right of access to and 
control of their child’s educational record.  This means: 
 

1) The school, will make an effort to inform parents/guardians of student’s progress (report card).  The  
parent with physical custody shall receive the report card.  The other parent may receive the report card 
if he/she requests such.  A fee may be assessed for copying and mailing if the school so desires. 

 
2) The school is under no obligation to arrange a separate conference for the non-custodial parent. 

 
3) The school is considered in compliance if it makes all parental contact through the custodial parent. 

 
4) Non-custodial parents may request to view the school records and shall be allowed to do so unless 

prohibited by court order. 
 
This regulation shall also apply to Faith Formation Programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted: July 16, 2001 
Regulation Revised: June 5, 2002 
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BOARD OF EDUCATION 

 
 

POLICY 510.1 
 
Married Students 
 

Diocesan Board of Education will not object to the presence of married students in high 
school.  The presence of married students should be decided by the local board.  Each case should 
be considered individually by the local board in conjunction with the individual’s pastor.  The 
pastor, principal and faculty should be consulted before a final decision is made.  Whenever a 
decision is made which limits attendance or participation in an activity, scholastic, extracurricular 
or otherwise, a copy of such decision shall be immediately transmitted to the Diocesan Board of 
Education. 

 
 

This policy must be enforced with equity between the genders. 



Policy Adopted:  April 30, 1971 
Policy Revised:  June 5, 2002   
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POLICY 510.2 
 
Student Admission - Open Enrollment 
 

The Diocesan Board of Education maintains a policy of open enrollment in elementary and secondary 
schools. 

 
Open enrollment means that students meeting the school’s reasonable academic and financial 
requirements are to be admitted regardless of race, ethnic origin, or creed according to subsequent 
provisions of this policy. 

 
As a private school the admission policy must reasonably reflect the purpose for which the school was 
established, giving due consideration to the constituency, those people responsible for its foundation and 
maintenance.  Consequently, priority is given to the admission of children of the constituency.  Other 
students are admitted as space and conditions allow. 

 
Parents seeking to enroll students, and likewise the prospective student, should be appraised of the 
philosophy and objectives of the Diocesan Board of Education. 

 
Local boards/administrators in making financial arrangements shall maintain (or approximate) financial 
equity between constituents and non-constituents. 
 
Both faculty and students will in true ecumenical spirit welcome all admitted students into the Christian 
educational community of the school. 
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POLICY 520 

 
STUDENT PERSONNEL 
 
Student Medication Administration 
 

Some students may need prescription and nonprescription medication to participate in their educational 
program. These students shall receive medication consistent with their educational program. Medication shall be 
administered when the student’s parent or guardian (hereafter “parent”) provides a signed and dated written 
statement requesting medication administration and the medication is in the original labeled container, either as 
dispensed or in the manufacturer’s container. 
 
When administration of the medication requires ongoing professional health judgment, an Individual Health Plan 
(IHP) shall be developed by the licensed health personnel with the student and the student’s parent. Students who 
have demonstrated competence in administering their own medications may self-administer their medication. A 
written statement by the student’s parent shall be kept on file requesting co-administration of medication, when 
competence has been demonstrated. By law, students with asthma or other airway constricting diseases may self-
administer their medication upon approval of their parents and prescribing physician. 
 
Persons administering medication shall include the licensed registered nurse, parent, physician, and persons who 
have successfully completed a medication administration course. A medication administration course and periodic 
update shall be conducted by a registered nurse or licensed pharmacist, and a record of course completion will be 
kept on file at the agency.  
 
A written medication administration record shall be on file including: 

• Date; 
• Student’s name; 
• Prescriber or person authorizing administration; 
• Medication; 
• Medication dosage; 
• Administration time; 
• Administration method; 
• Signature and title of person administering medication; and  
• Any unusual circumstances, actions, or omissions. 

 
Medication shall be stored in a secured area unless an alternate provision is documented. Emergency protocols for 
medication-related reactions shall be posted. Medication information shall be confidential information. 
 
Students requiring medication while on a field trip shall provide the licensed staff member who is in charge of the 
field trip with a copy of the School Medication Authorization Form. 
 
Parents/guardians may administer medication and/or over-the-counter medications at school to their own child 
without any request form.  Teachers and other licensed personnel or secretaries so designated by the administrator 
may administer medication. 
 
Nothing in this policy shall prohibit any school employee from providing emergency assistance to students, 
including administering medication. 
 
This policy shall also apply to Faith Formation Programs. 
 
 



POLICY 520 (cont.) 
 
Note: This law reflects the Iowa Department of Education’s special education administrative rule regarding 
administration of medication. Since there are no rules addressing students not receiving special education services, 
IASB has written the sample policies and regulations to address all students. Iowa law requires school districts to 
allow students with asthma or other airway constricting disease to carry and self-administer their medication as 
long as the parents and prescribing physician approve. Students do not have to prove competency to the school 
district, the consent form is all that is required. Schools districts that determine students are abusing their self-
administration can either withdraw the self-administration or discipline the student the student. 
 
Legal Reference: §124.101(1), Code of Iowa 
§147.107, Code of Iowa 
   §155A.4(2), Code of Iowa 
   §152.1, Code of Iowa 
   §280.23, Code of Iowa 
   §280.16, Code of Iowa
   Education [281]-§41.12(11) IAC 
   Pharmacy [657]-§8.32(124, 155A), IAC 
   Nursing Board [655]-§6.2(152), IAC 
 
Legal Reference: §124.101(1), Code of Iowa; §147.107, Code of Iowa; §§155A.4(2), Code of Iowa; §152.1, Code 
of Iowa; §280.16 Code of Iowa; §280.23, Code of Iowa; Education [281]-§41.12(11) IAC; Pharmacy[657]-
§8.32(124, 155A), IAC; Nursing Board[655]-§6.2(152), IAC 
 
Cross Reference: 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted:  July 16, 2001 
Policy Revised: June 7, 2005 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 520.1 

 
STUDENT PERSONNEL 
 
Student Medication Administration Guidelines 
 

 
Qualified designated personnel may administer medication with the following conditions: 
 

1. Prescriber’s written authorization.  The legal prescriber’s directions on the prescription or non-prescription label 
specify the student, medication dosage, administration instructions, and date. 

2. Parents’ written authorization.  A parental signed, dated, statement on file at school authorizing medication 
administration in accord with the prescription or non-prescription medication instructions.  The authorization 
includes a statement on side effects experienced, possible side effects, individual instructions, permission to 
contact the prescriber as needed, and permission to share medication information with appropriate school 
personnel.  Medication administration authorizations are renewed annually and updated immediately as changes 
occur.  A school nurse and/or school employee may accept a faxed parent or health provider signature requesting 
medication administration or any change in medication administration as long as the nurse or employee doesn’t 
have any question about the authenticity of the signature. 

3. The parent will safely deliver the medication to and from school, and the parent will be notified when more 
medication is needed. 

4. The labeled medicine is in the original container with the original label as dispensed or the manufacturer’s label.  
The parent provides the labeled medication and supplies. 

5. Ongoing communication among the individuals administering medication. 
6. Confidentiality of medication information. 
7. Maintain a record of administration.   
8. Store medication in a secure area or as authorized. 
9. Advise the parent or guardian at the completion of medication administration to arrange for safe delivery of all 

unused medication back to the home.  Return all unused medication to the parent or guardian by the method 
he/she arranges.  If medication is still at the school 14 days after the end of the school year due to the parent or 
guardian not making the necessary arrangements, the medication may be discarded by school staff. 

 
Iowa law requires school districts to allow students with asthma or other airway constricting disease to carry and self-
administer their medication as long as the parents and prescribing physician approve.  Students do not have to prove 
competency to the school district.  School districts that determine students are abusing their self-administration can either 
withdraw the self-administration or discipline the student.  In order for a student to self-administer asthma or medication 
for an airway constricting disease: 

• Parent/guardian provides signed, dated authorization for student medication self-administration. 
• Physician (person licensed under chapter 148, 150, or 150A, physician, physician’s assistant, advanced 

registered nurse practitioner, or other person licensed or register to distribute or dispense a prescription 
drug or device in the course of professional practice in Iowa in accordance with section 147.107, or a 
person licensed by another state in a health field in which, under Iowa law, licensees in this state may 
legally prescribe drugs) provides written authorization containing purpose of the medication, prescribed 
dosage, times or special circumstances under which the medication is to be administered. 

• The medication is in the original container as dispensed or the manufacturer’s labeled container 
containing the student name, name of the medication, directions for use, and date. 

• Authorization is renewed annually.  If any changes occur in the medication, dosage or time of 
administration, the parent is to immediately notify school officials and the authorization shall be 
reviewed as soon as practical. 

 
 



POLICY 520.1 (cont.) 
 
The school and its employees are to incur no liability, except for gross negligence, as a result of any injury arising from 
self-administration of medication by the student.  The parent or guardian of the student shall sign a statement 
acknowledging that the school and its employees are to incur no liability, except for gross negligence, as a result of self-
administration of medication by the student as established by Iowa Code 280.16. 
 
Non-prescription Medication 
Non-prescription medication administered at school may include a standing authorization with specific guidelines, 
administration circumstances, when the medication may be given, and other specifications.  The same authorization form 
as used for prescription medication will be used for non-prescription medication with the exception that a prescriber is not 
necessary.   
 
Uncommon situations 
The school has a plan for uncommon medication administration situations.  These situations result in the student not 
receiving the specified medication and are a medication administration incident requiring and Incident Report.  General 
actions include: 

1. Observe and document the situation. 
2. Initiate the school’s guidelines (see 6-10 below). 
3. Notify the parent as soon as possible and determine if a nurse or other health care provider needs to be contacted. 
4. Notify the administrator. 
5. Document the situation and file a written incident report. 
6. Refusal—Notify the student’s parent, document the incident, and file an incident report. 
7. Vomiting—Report to the parent.  Include the student’s name, age, medication, dosage, time lapse since 

medication administration and vomiting, and if the medication was visible or intact in the vomitus.  Document the 
incident, and file an incident report. 

8. Not administered—Report to the parent.  Describe the circumstances.  Document the incident, and file an incident 
report. 

9. Not swallowed—When the student has difficulty swallowing medication actions may include the following.  
Give one medication at a time with adequate fluids.  Place the medicine on the back of the tongue.  Give with 
food or crushed only if directed (effectiveness may be lost if crushed).  Report to the parent.  Describe the 
circumstances.  Document the incident, and file an incident report. 

10. Spilled or Lost—Report to the parent.  Describe the circumstances.  Document the incident, and file an incident 
report. 

11. Return the medication to the parent (do not dispose of medication at school). 
 
Field trips 
A plan for administering medication while a student is on a field trip and in school activities is necessary.  Ideally, a 
qualified designated person should accompany children with medications on field trips.  However, this may not always be 
possible.  The school nurse may decide to provide specific medication administration education to a select person who will 
be responsible for medication on the field trip or at the activity.  The nurse or qualified designated personnel administer 
medication and prepare the medication.  Medication is poured into a small-labeled envelope and sealed.  The envelope 
label includes the student name, teacher and classroom, medication, dosage, time to administer, and an identified space to 
document medication administration.  The person designated to administer the medication keeps the medication in a 
secure place.  On returning to school following the activity, the qualified designated personnel returns the signed empty 
envelope and documents administration including the student, date, time, and signature.   
 
Policy Adopted:  June 7, 2005 
 



POLICY 520.1 (cont.) 
Parent Authorization Form for the Administration of Medication 

 (sample) 
 
_____________________________________ ____________ ____________ 
Student’s Name (Last) (First) (Middle) Birthday  Date 
 
School medications and health services are administered following these guidelines: 

• Parent has provided a signed, dated authorization to administer medication and/or provide the health service. 
• The medication is in the original labeled container as dispensed or the manufacturer’s labeled container. 
• The medication label contains the student name (if prescription medication), name of the medication, directions 

for use and date. 
• Authorization is renewed annually and immediately when changes occur. 

 
_____________________ __________  _____  _____________ 
Medication/Health Care  Dosage   Route  Time at School 
 
Administration Instructions:_________________________________________________ 
________________________________________________________________________ 
 
Special Directives, Signs to Observe, and Side Effects:____________________________ 
________________________________________________________________________ 
 
Discontinue/Re-evaluate/Follow-up Date:______________________________________ 
 
 
 
 
 
 
 
 

Prescription Medication Only 
__________________________________  ____________ 
Prescriber     Date 
__________________________________  _________________ 
Prescriber’s Address    Prescriber’s Emergency Phone 

 
I request the above student receive medication and/or health service at school and school activities by 
qualified staff, according to the prescription or nonprescription instructions, and a written record be kept.  
Special considerations are noted above.  The information is confidential according to the Family Education 
Rights and Privacy Act (FERPA) and school personnel needing to know have access to the information.  I 
agree to coordinate and work with school personnel and prescriber when questions arise.  I agree to provide 
safe delivery of medication and equipment to and from school and pick up remaining medication and 
equipment. 

 
__________________________________   _____________ 
Parent/Guardian Signature     Date 
 
__________________________________   _____________ 
Parent/Guardian Address     Home Phone 
 
__________________________________   _____________ 
Additional Information      Work Phone/Other Phone 



POLICY 520.1 (cont.) 
 
Self-Administration Authorization at  _____________________: Asthma or Airway Constricting Medication 
 
_____________________________________ ____________ ____________ 
Student’s Name (Last) (First) (Middle) Birthday  Date 
 
In order for a student to self-administer asthma or medication for an airway constricting disease:   

• Parent/guardian provides a signed, dated authorization for student self-administration. 
• Physician (person licensed under chapter 148, 150, or 150A, physician, physician’s assistant, advanced registered 

nurse practitioner, or other person licensed or registered to distribute or dispense a prescription drug or device in 
the course of professional practice in Iowa in accordance with section 147.107, or a person licensed by another 
state in a health field in which, under Iowa law, licenses in this state may legally prescribe drugs) provides written 
authorization containing purpose of the medication, prescribed dosage, times or special circumstances under 
which the medication is to be administered. 

• The medication is in the original labeled container as dispensed or the manufacturer’s labeled container 
containing the student name, name of the medication, directions for use, and date. 

• Authorization is renewed annually.  If any changes occur in the medication, dosage or time of administration, the 
parent is to immediately notify school officials and the authorization shall be reviewed as soon as practical. 

 
Provided the above requirements are fulfilled, a student with asthma or other airway constricting disease may 
possess and use the student’s medication while in school, at school-sponsored activities, under the supervision of 
school personnel, and before or after normal school activities, such as while in before-school or after-school care on 
school-operated property.  If the student abuses the self-administration policy, the ability to self-administer may be 
withdrawn by the school or discipline may be imposed. 
 
The school and its employees are to incur to liability, except for gross negligence, as a result of any injuring arising 
from self-administration of medication by the student.  The parent/guardian of the student shall sign a statement 
acknowledging that the school is to incur no liability, except for gross negligence, as a result of self-administration 
of medication by the student as established by Iowa Code 280.16. 
_____________________ __________  _____  _____________ 
Medication/Health Care  Dosage   Route  Time at School 
 
Purpose of Medication/Administration Instructions:____________________________________ 
_____________________________________________________________________________ 
 
Special Circumstances:__________________________________________________________ 
____________________________________________________________________________ 
 
Discontinue/Re-evaluate/Follow-up Date:____________________________________ 
 
 
 
 
 
 
 
 

To be completed by a prescriber:   
__________________________________  ____________ 
Prescriber      Date 
__________________________________  _________________ 
Prescriber’s Address     Prescriber’s Emergency Phone 

• I request the above student possess and self-administer asthma or other airway constricting disease 
medication(s) at school and in school activities according to the authorization and instructions. 

• I understand the school and its employees acting reasonably and in good faith shall incur no liability for 
any improper use of medication or for supervising, monitoring, or interfering with a student’s self-
administration of medication. 

•  



POLICY 520.1 (cont.) 
 
• I agree to coordinate and work with school personnel and prescriber when questions arise or relevant 

conditions change. 
• I agree to provide safe delivery of medication and equipment to and from school and to pick up remaining 

medication and equipment. 
• I agree the information is shared with school personnel in accordance with the Family Education Rights 

and Privacy Act (FERPA). 
• I agree to provide the school with back-up medication approved in this form. 

 
 
__________________________________   _____________ 
Parent/Guardian Signature     Date 
 
__________________________________   _____________ 
Parent/Guardian Address     Home Phone 
 
__________________________________   _____________ 
Additional Information      Work Phone/Other Phone 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



POLICY 520.1 (cont.) 
 

Medication Incident Report (sample) 
 
Student:________________________________ DOB:_____________ Grade:____ 
 
Medication(s):_____________________________  Dosage:_____________________ 
 
Time medication to be administered:______________________________________________ 
 
Date of incident:______________________________________________________________ 
 
Reason for report:  (Ex:  missed medication, wrong medication, etc.  Give detailed report as to how  
incident happened.) 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
Action taken/intervention:_______________________________________________________ 
 
____________________________________________________________________________ 
 
Name of parent/guardian notified:_________________________________________________ 
 
Time and date of notification:_____________________________________________________ 
 
Building nurse notified?  ___Yes  ___No Name of nurse notified______________________ 
 
Name of building administrator or Teacher in charge notified who was 
notified:_________________________________________ 
 
Building administrator/Teacher in charge signature:____________________________________ 
 
Printed name of person preparing report:____________________________________________ 
 
Signature of person preparing report:_______________________________________________ 
 
Follow-up contact/care:__________________________________________________________ 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 540.0 

 
STUDENT PERSONNEL 
 
Discipline and Student Accountability 
 
 It shall be the policy of the Diocesan Board of Education that each board/faith formation committee adopt 
student responsibility and discipline policies as required by Iowa Code 279.8.  The board/faith formation committee 
shall involve parents, administrators, community members, instructional staff, and, as appropriate, students, in the 
development and revision of discipline policies. 
 
The policies shall relate to the mission and educational purposes of the school/faith formation program.  The 
policies shall include, but not be limited to, the following: attendance; use of tobacco, the use or possession of 
alcoholic beverages or any controlled substance; harassment of or by students and staff; violent, destructive, and 
seriously disruptive behavior; suspension, expulsion and emergency removal; weapons and threats; physical 
restraint and abuse; out-of-school behavior; participation in extra curricular activities; academic progress; and 
citizenship. 
 
The policies shall ensure due process rights for students and parents. 
 
The discipline policies and student responsibilities shall be published for the awareness and knowledge of the 
program participants and their parents/guardians.  A complete copy of said policies must be on file in the program 
administrator’s office. (Chapter 12.3(6) Iowa Administrative Code, School Rules) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted:  March 15, 1989 
Policy Revised: June 5, 2002 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 542 

 
Students 
 
Search And Seizure 
 
It is the philosophy of the Diocese of Davenport to operate its educational institutions in a Catholic, orderly manner.  
The presence of contraband on school/faith formation program property or on the person of a student attending 
school/faith formation program is not consistent with this philosophy; therefore the Diocese of Davenport hereby 
adopts the following policy relating to periodic inspection, to the search of students, and/or protected student areas: 
 
Search of student and/or Protected Student Area by school/parish/diocesan program Official 

1. The Board of Education/Faith Formation Committee of the school/parish/diocesan program shall establish 
a procedure for the search of a student or protected student area.  This procedure shall be published in the 
Student Handbook of the school/parish/diocesan program. A school/parish/diocesan program official may 
search individual students and individual protected student areas if both of the following apply: 
a. The official has reasonable grounds for suspecting that the search will produce evidence that a student 

has violated or is violating either the law or a school/parish/diocesan program rule/regulation. 
b. The search is conducted in a manner which is reasonably related to the objectives of the search and 

which is not excessively intrusive in light of the age and gender of the student and nature of the 
infraction. 

 
If a student is not or will not be present at the time a search of a student protected area is conducted pursuant to 
paragraph 1, the student shall be informed of the search either prior to or as soon as is reasonably practicable after the 
search is conducted. 
 

2. A search may not be made which is unreasonable in light of the following: 
  

a. The age of the student; 
b. The nonseriousness of the violation; 
c. The nature of the suspected violation; 
d. The gender of the student. 

 
3. A school/parish/diocesan program official shall not conduct a search which involves: 

a. A strip search; 
b.  A body cavity search; 
c. The use of a drug sniffing animal to search a student’s body. 

 
4. All searches by a school/parish/diocesan program official shall: 
 

a. Be conducted by a school/parish/diocesan program official of the same gender as the student being 
searched; 

b. Be witnessed by another adult of the same gender as the student being searched. 
 

School/parish/diocesan program officials may conduct periodic inspections of all, or a randomly selected number of, 
school/parish/diocesan program lockers, desks and other facilities or spaces owned by the school/parish/diocesan 
program and provided as a courtesy to a student.  The furnishings of a school/parish/diocesan program locker, desk or 
other facility or space owned by the school/parish/diocesan program and provided as a courtesy to a student shall not 
create a protected student area, and shall not give rise to an expectation of privacy on a student’s part with respect to 
that locker, desk, facility or space. Allowing students to use a separate lock on locker, desk or other facility or space 
owned by the school/parish/diocesan program and provided to a student shall  not give rise to the expectation of 
privacy with respect to that student’s facility or space. 
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However, each year when the school/parish/diocesan program begins, the school/parish/diocesan program shall 
provide written notice to all students and the students’ parents, guardians or legal custodians that 
school/parish/diocesan program officials may conduct periodic inspections, without prior notice, of 
school/parish/diocesan program lockers, desks and other facilities or spaces owned by the school/parish/diocesan 
program and provided as a courtesy to a student. Such an inspection shall occur in the presence of the student whose 
lockers are being inspected or in the presence of at least one other adult. 
 
Students Search by Peace Officer: 
 
The search of a student or of a protected student area by a peace officer who is not a school/parish/diocesan program 
official, or by a school/parish/diocesan program official at the invitation or direction of a peace officer who is not a 
school/parish/diocesan program official, shall be governed by the statutory and common law requirements for police 
searches. 
 
Definitions: 
 

1. “Student” means a person enrolled in, or participating in, a school/parish/diocesan program for any of 
grades preschool through twelve. 

 
2. “School/parish/diocesan program official” means an employee or volunteer responsible for the supervision 

or security of the school/parish/diocesan program. 
 

3. “Contraband” includes substances or items which, if found on school/parish/diocesan program/diocesan 
property, violate the law and school/parish/diocesan regulations, or are detrimental to, an orderly 
environment. Contraband includes, by way of illustration, but is not limited to, drugs, narcotics, tobacco, 
liquor, weapons and stolen property.  It consists of substances or items which may cause a substantial 
disruption of the school/parish/diocesan environment, and/or which present a threat to the health and 
safety of the students and staff. 

 
4. “Protected student area” includes, but is not limited to: 

 
a. A student’s body; 
b. Clothing worn or carried by a student; 
c. A student’s pocketbook, briefcase, duffel bag, book bag, backpack, knapsack, or any other 

container used by a student for holding or carrying personal belongings of any kind, and in the 
possession or immediate proximity of the student. 

 
5. “Student search policy” means a policy established by the authorities in charge of the 

school/parish/diocesan program controlling the manner of the searching of students or protected student 
areas.  To be valid, a student search policy shall require that all searches of students or protected student 
areas be reasonably related in scope to the circumstances which gave rise to the need for the search and 
based upon consideration of relevant factors which include, but are not limited to, the following: 

a. The nature of the violation for which the search is being instituted; 
b. The age or ages and gender of the students who may be searched pursuant to the policy; 
c. The objectives to be accomplished by the search. 

 
 
Sec: Iowa Code Section 808A.1 (2001) 
 
 
Policy Adopted: December 13, 2001 
Policy Revised: June 5, 2002 
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POLICY 545.5 

 
School Attendance 
 
 
A. SCHOOL ABSENCE 
 

Students enrolled in the Davenport Diocesan Catholic schools are required to attend school each day that 
schools are in session during the school year. 
 
The school laws of the State of Iowa require school attendance and the Diocesan Catholic schools follow 
the school laws for the State of Iowa.  Frequent and prolonged absence is a serious handicap to the student 
as well as the entire school.  Attendance is the responsibility of the student and his/her parent(s) or 
guardian(s).  Frequent absences will lower the grade of a student and excessive absences may cause the 
student to be dropped from a class or to repeat a grade.  When excessive absences are noted, a parent 
conference will be set up to discuss the consequences of excessive absenteeism. 

 
All students are expected to arrange jobs, medical appointments and other personal appointments after 
school hours.  In those cases where this is not possible, the early release permission must be obtained from 
an administrator.  Only in emergency and exceptional cases will early releases permit a student to miss a 
class.  All class work must be made up if credit is to be obtained for assignments missed.  Make up work 
must be planned with school personnel.  The full responsibility for make up work resulting from absence 
shall be assumed by the parents/guardians and the child.  Teachers will cooperate with parents and students 
to make assignments available.  For cases other than personal serious illness in the home or death in the 
family, arrangements for the absence must be made in advance. 

 
B. EXCUSES FOR ABSENCE 
 

It shall be the responsibility of the parent or guardian to notify the student’s school as soon as the 
parent/guardian knows the student will not be in attendance on a given day.  

 
The Diocesan policy for excused absences requires a written excuse or telephone contact with parents or 
legal guardians for all students under the age of 18 stipulating the cause of the absence.  The school shall 
contact the parent/guardian if they have not received notification of the student’s absence.  The purpose of 
the contact is to inform the parents/guardians of the absence.  
All absences will be recorded and a record kept.  Procedures shall be established by the school 
administration. 
 
Any child may be excused for any part of the day for an appointment with a dentist, doctor, Community 
Health Care Center, or visiting nurse, providing the child is present for a part of the one-half day in which 
the appointment takes place in order to receive credit for that one-half day’s attendance.
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C. TRUANCY 
 

Any child who has reached the age of six and is under sixteen years of age by September 15 is of 
compulsory attendance age.  Any child in this age group failing to attend school regularly without a 
reasonable excuse for absence, as provided by the State Code of Iowa, shall be deemed to be a truant. 
 
In such a case, the truant officer may be notified and he/she shall enforce the laws provided by the State 
Code of Iowa. 
 
 

 

Policy Adopted:  May 14, 1992 
Policy Revised:  June 5, 2002   
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POLICY 551 

 
STUDENT PERSONNEL 
 
Accident/Injury 
 
 It shall be the policy of the Diocesan Board of Education that all faith formation programs, schools and 
youth ministry programs of the parishes, institutions and dioceses make and permanently maintain adequate 
documentation of all accidents and/or injuries of students for the protection of all involved. (Except minor scrapes 
on the playground, etc.) 
 
These records must be available to program administrators and stored in a central location of the parish/institution. 
 
In addition, accidents/injuries should be reported to the parish’s/institution’s liability insurance company. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 
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POLICY 551.1 

 
STUDENT PERSONNEL 
 
Accident/Injury Report 
 
 The parish/institution should make a report that contains the following information: 
 

1. Name of injured party (ies), address and phone number; 
2. Names, addresses and phone numbers of witnesses, if there were any; 
3. Description of the Accident/Injury in as much detail as possible including what injured was 

doing, the chain of events, who was involved, where accident happened, date and time of 
accident, etc; 

4. Names and phone number of local person(s) who conducted the investigation; 
5. Signature and date of Program Administrator. 

 
OR 
 

Complete Accident Report for Injuries form. 
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Regulation 551.1 

Accident Report for Injuries 
 

Complete this report for all accidents/injuries.  This report is for information only.  All claims should be reported 
immediately.  Please read each question carefully, and answer all questions as completely as you can.  Please do 
not leave any blanks, unless the question does not apply. 
 
Place and Location: ________________________________________Date: ______________________ 
 
Name of Person Injured: ___________________________________Time of Accident: ____________ 
 
Address: _________________________________________________Phone: _____________________ 
 
M or F   Age:____________ What was happening at the time of accident?______________________ 
 
Apparent Cause: ______________________________________________________________________ 
 
Nature of Injury: _____________________________________________________________________ 
 
First Aid Treatment Administered: ______________________________________________________ 
 
Name of Person Administering Aid: ______________________________________________________ 
 
Taken to the Hospital?    Y or N       By:___________________________________________________ 
 
Parents’ Name (if Minor):______________________________________________________________ 
 
Parents Were Notified at (Time):________________________________________________________ 
 
Parents not Notified (Give Reason):______________________________________________________ 
 
Persons Who Witnessed the Accident: ____________________________________________________ 
 

NAME ADDRESS PHONE 
 
 

  

 
 

  

 
 

  

 
Person Making Report: _________________________________________Title:__________________ 
 
Signature: ___________________________________________________________________________ 
Additional information may be given on reverse side of this form.  Additional sheets may be used. 
 
 
 
 
Regulation Adopted:  July 16, 2001 
Regulation Revised: June 5, 2002 
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POLICY 552 

 
STUDENT PERSONNEL 
 
Incident 
 
 It shall be the policy of the Diocesan Board of Education that all faith formation, school and youth ministry 
programs of the parishes, institutions and diocese make and permanently maintain adequate documentation of all 
incidents or injuries of students for the protection of all involved. 
 
These records must be available to program administrators and stored in a central location of the parish/institution. 
 
An incident is defined as: action or episode involving persons that may have serious results.  These may involve a) 
an action which creates an unsafe or uncomfortable situation; b) an action which violates the rules, regulations or 
policies of the parish, institution or diocese; or c) an action which violates the mission or overall philosophy of the 
Catholic Church. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted:  July 16, 2001 
Policy Revised: June 5, 2002 
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REGULATION 552.1 

 
STUDENT PERSONNEL 
 
Incident Report 
 
 The parish/institution should make a report that contains the following information: 
 

1. Name of Involved Party (ies), address and phone number; 
2. Names, addresses and phone numbers of witnesses, if there were any; 
3. Description of the Incident in as much detail as possible including what injured was doing, the 

chain of events, who was involved, where accident happened, date and time of accident, etc; 
4. Names and phone numbers of local person(s) who conducted the investigation; 
5. Signature and date of Program Administrator. 

 
OR 
 

Complete this form:   
 
                    INCIDENT REPORT FORM   

 
 
 

Location of Incident:________________________________Date________ Time_________________ 
 
With Whom:_________________________________________________________________________ 
 
Filed By:_____________________________________________________________________________ 
 
Description of Incident: ________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Action Taken:________________________________________________________________________ 
____________________________________________________________________________________ 
 
Preventive Measures for Future: _______________________________________________________ 
 
____________________________________________________________________________________ 
 
Signature: ______________________________________Title:________________________________ 
 
 
 
 
 
 
Regulation Adopted: July 16, 2001 
Regulation Revised: June 5, 2002 
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POLICY 560.0 

 
STUDENT PERSONNEL 
 
Student Records, Accessibility and Confidentiality 
 
 In accordance with Iowa Code Section 256.7 Chapter 12.3(6), it shall be the policy of the Diocesan Board 
of Education that each school establish and maintain a system of pupil records which include: 
 

a. A permanent record (the official information concerning the pupil’s education, i.e. attendance and 
education progress, serves as an official transcript, all data used to plan for the pupil’s educational 
needs).  This is to be permanently maintained and stored in a fire-resistant, locked file or safe. 

 
 

b. A cumulative record (continuous and current record of progress and growth; i.e. courses taken, 
progress, attendance, physical and health record, interests, attitudes, abilities, honors, extracurricular 
activities – the working record).  This may be sent to a receiving school. 

 
 

c. Or a record, which includes all of the information, required for a permanent record and a cumulative 
record.  A copy of this record could be sent to a receiving school and the original must be permanently 
retained in the school. 

 
It shall be the policy that parents or legal guardians of students under age 18 have the right to inspect and review 
their child’s educational records, including a right to copy the records for a reasonable fee. They also have the right 
to ask the school to amend the child’s educational records if they feel the information in the records is misleading 
or inaccurate. Should the school refuse to amend the records, they have a right to a hearing and to place an 
explanatory letter in the child’s file explaining why they feel the records are misleading or inaccurate. Any student 
age 18 or older has the same rights regarding his/her own educational records. 
 
Disclosure of any student records shall not be made unless there is written consent of the parents/legal guardian(s) 
for students under age 18, written student consent for students 18 years or older, a judicial order or a request of a 
receiving school.  If a school wishes to release records to a receiving school without written permission, notice of 
such practice must be placed in the student/parent handbook. 
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POLICY 565.0 

 
Students 
 
 
HEALTH RECORDS 
 
 It shall be the policy of the Diocesan Board of Education that each school maintain a school health 
services program which provides at least: 
 

1. maintenance of student health records; 
 
2. emergency health procedures and responsibilities; 
 
3. periodic assessment of areas such as hearing, vision, and scoliosis, and 
 
4. procedures for dispensing of prescription medication. 

 
It shall also be the policy of the Diocesan Board of Education that each school utilize the health services 

provided by local Area Education Agencies and other health services provided by local/regional/state agencies if 
such services are available to the nonpublic school students of Iowa. 
 

Policy Adopted:  March 22, 1988 
Policy Revised: June 5, 2002   
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POLICY 565.45 

 
Communicable Diseases 

 
 

Classification:  Student Personnel 
 
The Diocesan Board of Education recognizes that some students with a communicable disease, as defined by the 
Federal Center for Disease Control and the Iowa State Department of Health, may be able to attend school/faith 
formation programs without creating a risk of transmission of the illness or other harm to students or employees.  
The board also recognizes that there may be greater risks for the transmission of a communicable disease for 
some persons than for other persons infected with the same disease. 

 

It shall be the policy of the Diocesan Board of Education that these special conditions -- the risk of transmission 
of the disease, the effect upon the educational program, the effect upon the student -- shall be considered in 
assessing the student’s continued attendance at school/faith formation programs.  Responsibility for this 
assessment rests with the program administrator in consultation with the appropriate diocesan administrator.  
The Administrator shall consult with the director of the diocesan office to which  the program relates (religious 
education, schools, youth ministry).  The Diocese reserves the right to require a physician’s statement before 
readmitting a student following contagious illness. 

 

Health data of a student is confidential and released only as allowed by law. It shall not be disseminated without 
strict observance of the student’s  right to privacy. 

 

In Catholic schools, it shall be the responsibility of the building principal, in conjunction with the school nurse, 
to inform the public, staff, and students about communicable diseases and related issues.  The principal shall 
provide for notification to the proper legal authorities about the presence of a communicable disease. 

 

 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 565.65 

 
Student Personnel:  Communicable Disease 
 
Acquired Immune Deficiency Syndrome 

 
“As members of the Church and society, we have a responsibility to stand in solidarity with and reach 

out with compassion and understanding to those exposed to or experiencing this disease.”  (Administrative 
Board of the United States Catholic Conference) .  Faithful to the Gospel and responsible in a manner consistent 
with the best medical and scientific information available, the Diocesan Board of Education has as its policy 
that: 

 
1. No prescreening or testing for the purpose of detecting HIV infection will be utilized, nor will 

admission, enrollment, or continued attendance of any student be conditioned on providing 
proof that the student is free from HIV infection. 

 
2.   Students who are identified as being infected with the human immunodeficiency  virus will be 

allowed to attend programs in an unrestricted setting unless conditions arise in the program that 
place an infected student at risk of special health hazards, or the student is too ill to attend. 

 
3.   Decisions regarding educational management shall be shared utilizing expertise of  the student’s 

physician, parent or guardian, school nurse, public health personnel, and the program 
administrators. 

 
a. The administrator shall be responsible to notify, with signed and specific parental 

consent, only  those members of the staff who, in the administrator’s discretion, have 
substantial contact with the student. 

 
 b. Confidentiality must be maintained at all times. 
  1) Notes regarding student’s physical condition shall be maintained   

    separate from cumulative record. 
  2) Notification of staff identified in 3a. will be through direct person to  

                person conversation and never in writing. 
  3)   Staff will be informed of its obligation to maintain confidentiality. 
 
4. If conflict regarding educational arrangements for the student arises, the case shall be referred to 

the State Department of Health for review and consultation prior to the final decision being 
made by school authorities. 

 
5.   In-service education regarding AIDS and the AIDS associated virus (HIV) shall be provided 

school personnel. 
 
6. Education regarding AIDS shall be provided with existing curriculum/guidance areas as 

directed by the Diocesan Office of Faith Formation.. 
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7. All school/faith formation personnel shall receive instruction in the proper handling, 

treatment, and disposal of bodily fluids or wastes based upon Universal Precaution as 
recognized by medical professionals.  These procedures shall be followed for all 
students, regardless of HIV status. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: September 20, 1990 
Policy Revised: June 5, 2002 
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POLICY 570 

 
Weapons Policy 
 
 Weapons and other dangerous objects in Diocesan Parish and School Facilities cause material and 
substantial disruption to the school/parish environment or present a threat to the health and safety of students, 
employees and visitors on the premises or property within the jurisdiction of the school/parish. 

 School/parish facilities are not an appropriate place for weapons or other dangerous objects.  Weapons 
or other dangerous objects shall be taken from students and others who bring them onto the school/parish 
property or onto property within the jurisdiction of the school/parish or from students who are within the control 
of the school/parish.   

              Parents/guardiars of students found to possess a weapon or a dangerous object shall be notified of the 
incident.  Confiscation of weapons or dangerous objects shall be reported to law enforcement officials, and the 
student will be subject to disciplinary action including suspension or expulsion. 

 Students bringing a firearm to school/faith formation programs shall be expelled for not less than twelve 
months.  The superintendent/director of faith formation shall have the authority to recommend this expulsion 
requirement be modified on a case-by-case basis.  For purposes of this portion of this policy, the term "firearm" 
includes any weapon which is designed to expel a projectile by the action of an explosive, the frame or receiver 
of any such weapon, a muffler or silencer for such a weapon, or any explosive, incendiary or poison gas. 

 As used in the policies, rules, regulations, codes, codes of conduct, and any other written documents of 
the Office of Director of Faith Formation and Education/Superintendent of Schools pertaining to the governing 
and operation of the schools, the term "weapon(s)" and "other dangerous objects" shall include, but shall not be 
limited to the following: 

1. Pistols; 
2. Revolvers; 
3. Any other firearm meeting the definition of such under Public Law No. 103227, including 

pistols, revolvers, rifles and shotguns; 
4. Daggers; 
5. Razors blades and blades for opening packets; 
6. Stilettos; 
7. A knife of any type or nature regardless of the composition of the materials used to make the 

knife;  
 
8. Any object which is an offensive weapon as defined by Section 723.1, Code of Iowa 1993, or as 

so found by any interpretation of the Supreme Court of the State of Iowa; 
9 . Any object which is a dangerous weapon as defined by Section 702.7, Code of Iowa 1993, or as  

be modified for a student on a found by any interpretation of the Supreme Court of the State of 
Iowa; 

10. Any instrument designed primarily for use in inflicting death upon a human being or animal and 
which is capable of inflicting death upon a human being when used in the manner for which it 
was designed; 

 

Policy Adopted:  July 17, 1997   
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11. Any instrument or device of any sort whatsoever which is actually used in such a manner as to 
indicate that the user intends to inflict death or serious injury on another; 

12. Starter pistols and any other mechanical device of any nature whatsoever designed for or 
capable of discharging blank rounds; 

13. Pellet guns and air guns, whether the projectile is discharged by C02, air, or some other form of 
propellant; 

14. Replicas and models of any type of firearm, whether or not said replicas and models are capable 
of discharging a projectile and of whatever construction or material. (This includes any object 
which appears when shown as if it is a pistol, revolver, firearm of any type. or any other 
"weapon" or "dangerous object" as defined herein.) 

15. Any type of martial arts device including, but not limited to, throwing stars, nunchaus, staffs, 
batons, or swords (wooden or metal); 

16, Stun guns; 
17. Ammunition or magazines for any firearm regardless of whether the ammunition is capable of 

being fired and regardless of whether the ammunition and magazines are installed a firearm, and 
regardless of whether the firearm is present; 

18 . Pipe bombs and any other explosive device including hand grenades, mines, and claymores 
regardless of whether or not any of said devices are, in fact, capable of exploding; 

19. Any incendiary device, of any nature whatsoever, including but not limited to "Molotov 
Cocktails, " and other fused containers of petroleum or explosive products designed to explode, 
regardless of whether or not said devices are capable of exploding; 

20. Mufflers or silencers for any firearms regardless of whether the mufflers or silencers are 
installed on a firearm and regardless of whether the firearm is present; 

21. Mace, pepper spray, gas of any nature propelled from any type of spraying device, and poison 
gas. 

 
 Weapons under the control of law enforcement officials shall be exempt from this policy.  The program 
administrator may allow authorized persons to display weapons or other dangerous objects for educational 
purposes.  Such a display shall also be exempt from this policy. 
 
Legal Ref.: Goals 2000; Educate America Act, Pub.  L. No 103-227,108 Stat. 125 ( 1 9 9 4) 
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POLICY 600 

 
Home Instruction 

 
 It shall be the policy of the Diocesan Board of Education that parents/guardians choosing the competent 
private instruction (home schooling) option afforded them by the Iowa Code contact the local public school 
district to receive approval to educate their children at home.  Catholic schools of the Diocese do not provide 
this option nor may they enter into any dual enrollment arrangement for any portion of the day with schools not 
accredited by the State of Iowa. 
 
Rationale: The Catholic school represents an option for parents which provides a setting in which the student 

can continue to be formed in Catholic faith in a community strengthened by prayer and reaching 
out in service.  Primary authority for programs of home schooling rests with the public school 
district which receives necessary funding and bears the responsibility for reporting the adequacy 
of such programs. 

 
 The Diocese of Davenport remains committed to operating schools accredited by the State of Iowa and, 
for this reason, will not become involved with non-accredited programs. 
 

Policy Adopted:  January 9, 1999 
Policy Revised: June 5, 2002 
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POLICY 606 

 
EDUCATIONAL PROGRAMS 
 
School Day 
 
 It shall be the policy of the Diocesan Board of Education that all schools follow Iowa Administrative Code, 
Chapter 12-12.2(3) which states that five and one half hours of instructional time, not including lunch period, be the 
minimum school day for all grades 1-12.  Passing time between classes as well as time spent on parent-teacher 
conferences may be counted as part of the five and one-half hour requirement. 
 
A school may record a day of school with less than the minimum instructional hours if emergency health or safety 
factors require late arrival or early dismissal of pupils on a specific day; or if the total hours of instructional time for 
all grades 1-12 in any five consecutive schools days equal a minimum of 27 ½ hours, even though any one day of 
school is less than the minimum because of a staff development opportunity or because parent-teacher conferences 
have been scheduled beyond the regular school day. A school may record the fifth day as a minimum school day 
though no instructional time was held. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: January 9, 1999 
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POLICY 610 

 
EDUCATIONAL PROGRAMS 
 
School Accreditation 
 
 It shall be the policy of the Diocesan Board of Education that all schools of the Diocese be accredited by 
the State Department of Education. Additional accreditation, such as North Central Accrediting Association, may 
also be sought. The accredited schools of Iowa must adhere to the rules and regulations of the Iowa Administrative 
Code, Chapter 12, General Accreditation Standards. Local boards of education should establish the policies 
required in Chapter 12 if such policies do not exist in Diocesan Policy or current local policies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 22, 1988 
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POLICY 610.2 

 
CURRICULUM IMPLEMENTATION                                                                                        For Schools Only  
 
Without careful and continuing attention to implementation, planned changes in curriculum and instruction rarely 
succeed as intended. How change is put into practice, to a large extent, determines how well it fares. 
 
Implementation refers to what actually happens in practice as compared to what was supposed to happen. 
Curriculum implementation includes the provision of organized assistance to staff in order to ensure that the newly 
developed curriculum and the most powerful instructional strategies are actually delivered at the classroom level. 
There are two components of any implementation effort that must be present to guarantee the planned changes in 
curriculum and instruction succeed as intended: 
 

 Understanding the conceptual framework of the content/discipline being implemented; and , 
 Organized assistance to understand the theory, observe exemplary demonstrations, have opportunities   

       to practice,  
and receive coaching and feedback focused on the most powerful instructional strategies to deliver the 
content at the classroom level. 

 
The superintendent shall be responsible for curriculum implementation and for determining the most effective way 
of providing organized assistance and monitoring the level of implementation. A curriculum framework shall 
describe the processes and the procedures that will be followed to assist all staff in developing the knowledge and 
skills necessary to successfully implement the developed curriculum in each content area. This framework will, at a 
minimum, describe the processes and procedures for the following curriculum implementation activities to: 
 

 Study and identify the best instructional practices and materials to deliver the content; 
 Procedures for the purchase of instructional materials and resources should be made at the local level; 
 Identify/develop exemplars that demonstrate the learning behaviors, teaching, and learning   

       environment to deliver the content; 
 Study the current status of instruction in the content area (how teachers are teaching);: 
 Organize staff into collaborative study teams to support their learning and implementation efforts  

       (address the gaps); 
 Provide ongoing professional, development related to instructional strategies and materials that  

       focuses on theory, demonstration, practice and feedback: 
 Regularly monitor and assess the level of implementation; 
 Communicate with internal and external publics regarding curriculum implementation, 
 Involve staff, parents, students, and community members in curriculum implementation decisions. 

 
It shall be the responsibility of the Director of Faith Formation and Education/Superintendent of Schools to keep 
the apprised of curriculum implementation activities, progress of each content area related to curriculum 
implementation activities, and to develop administrative regulations for curriculum implementation including 
recommendations to the Diocesan Board of Education. Local administrators are responsible in the same way to 
their own local Boards of Education/Faith Formation Committees and to the Director of Faith Formation and 
Education/Superintendent of Schools. 
 
Legal Reference: 20 U.S.C. § 123h (1994) 
   34 C.F.R. pt. 98 (1996) 
   Iowa Code § § 216.9, 256.7, 279.8, 280.3-.14 (1999) 
   281 I.A.C. 12.8 (1)©(1). 
 
 
Policy Approved: June 8, 2000 
Policy Revised: June 5, 2002 
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POLICY 610.3 

 
CURRICULUM EVALUATION                                                                                                   For Schools Only 
 
Regular evaluation of the total curriculum is necessary to ensure that the written and delivered curriculum is having 
the desired effect for students. 
 
Curriculum evaluation refers to an ongoing process of collecting, analyzing, synthesizing, and interpreting 
information to aid in understanding what students know and can do. It refers to the full range of information 
gathered in our Diocesan Schools and Faith Formation programs to evaluate (make judgements about) student 
learning and program effectiveness in each content area. 
 
Curriculum evaluation must be based on information gathered from a comprehensive assessment system that is 
designed for accountability and committed to the concept that all students will achieve at  high levels, is standards-
based, and informs decisions which impact significant and sustainable improvements in teaching and student 
learning. 
 
The Director of Faith Formation and Education/Superintendent of Schools shall be responsible for curriculum 
evaluation and for determining the most effective way of ensuring that assessment activities are integrated into 
instructional practices as part of school and faith formation improvement with a particular focus on improving 
teaching and learning. A curriculum framework shall describe the procedures that will be followed to establish an 
evaluation process that can efficiently and effectively evaluate the total curriculum. This framework will, at a 
minimum, describe the procedures for the following curriculum evaluation activities: 
 

 Identify specific purposes for assessing student learning; 
 Develop a comprehensive assessment plan; 
 Select/develop assessment tools and scoring procedures that are valid and reliable; 
 Identify procedures for collecting assessment data; 
 Identify procedures for analyzing and interpreting information and drawing conclusions based on the  

       data  
       including analysis of the performance of various sub-groups of students); 
 Identify procedures for establishing at least three levels of performance (specific to the content standard  

and the assessment  tool when appropriate) to assist in determining whether students have achieved at a 
satisfactory level (at least two levels describe performance that is proficient or advanced and at least on 
level describes students who are not yet performing at the proficient level): 

 Identify procedures for using assessment information to determine long-range annual improvement  
       goals; 
 Identify procedures for using assessment information in making decisions focused on improving  

       teaching and learning (data based decision making): 
 Provide support to staff in using data to make instructional decisions; 
 Define procedures for regular and clear communication about assessment results to various internal  

and external publics (mandatory for communication about students receiving special education   
services): 

 Define data reporting procedures: 
 Verify that assessment tools are fair for all students and are consistent with all state and federal  

       mandates; 
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CURRICULUM EVALUATION 
 

 Verify that assessment tools measure the curriculum that is written and delivered; 
 Identify procedures for deciding when multiple assessment measures are necessary for making  

      good decisions and drawing appropriate conclusions about student learning; 
 Identify roles and responsibilities of key groups; 
 Involve staff, parents, students, and community members in curriculum evaluation:] 
 Ensure participation of eligible students receiving special education services in district-wide  

      assessments. 
 
It shall be the responsibility of the Director of Faith Formation and Education/Superintendent of Schools to keep 
the Diocesan Board of Education apprised of curriculum evaluation activities, the progress of each content area 
related to curriculum evaluation activities and to develop administrative regulations for curriculum evaluation 
including recommendation to the Diocesan Board of Education. Local administrators are responsible in the same 
way to their own local boards of education/faith formation committees and to the Diocesan Director of Faith 
Formation and Education/Superintendent of Schools. 
 
Legal Reference: 20 U.S.C. § 123h (1994) 
   34 C.F.R. pt. 98 (1996) 
   Iowa Code § § 216.9, 256.7, 279.8, 280.3-.14 (1999) 
   281 I.A.C. 12.8 (1)©(1). 
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POLICY 611.0 

 
CURRICULUM DEVELOPMENT                                                                                                 For School Only 
 
Curriculum development is an ongoing process in the Diocese of Davenport and consists of both research and 
design. Research is the studious inquiry and critical investigation of the various content area for the purpose or 
revising and improving curriculum and instruction based on relevant information pertaining to the discipline. This 
study is conducted both internally (what and how we are currently doing at the local level) and externally (what 
national standard; professional organizations, recognized experts, current research, etc. tell us relative to the content 
area). Design is the deliberate process of planning and selecting the standards and instructional strategies that will 
improve the learning experiences for all students. 
 
A systematic approach to curriculum development (careful research, design, and articulation of the curriculum) 
serves several purposes: 

 Focuses attention on the content standards of each discipline and ensures the identified learnings are  
       rigourous, challenging, and represent the most important learnings for our students. 
 Increases the probability that students will acquire and desired knowledge, skills and dispositions and  

       that our schools will be successful in providing appropriate learning experiences. 
 Facilitates communication and coordination. 
 Improves classroom instruction. 

 
The Diocese Director of Faith Formation and Education/Superintendent of Schools shall be responsible for 
curriculum development and for determining the most effective method of conducting research and design 
activities. A curriculum framework shall describe the processes and procedures that will be followed in researching, 
designing, and articulating each curriculum area. This framework will, at a minimum, describe the processes and 
procedures for the following curriculum development activities to: 

 Study the latest thinking, trends, research, and expert advice regarding the content/discipline; 
 Study the current status of the content/discipline (what and how well students are currently learning), 
 Identify content standards, benchmarks, and grade level expectations for the content/discipline; 
 Describe the desired learning behaviors, teaching, and learning environment related to the  

       content/discipline: 
 Identify differences in the desired and present program and develop a plan for addressing the  

      differences; 
 Communicate with internal and external publics regarding the content area; 
 Involve staff, parents, students, and community members in curriculum development decisions; 
 Verify integration of local, state, and/or federal mandates. (MCNS, school-to-work, etc.); 
 Verify how the standards and benchmarks of the content/discipline support each of the broader student  

       learning goals and provide a K-12 continuum that builds on the prior learning of each level. 
 
It shall be the responsibility of the Diocese Director of Faith Formation/Superintendent of Schools to keep the 
Diocesan Board of Education apprised of curriculum implementation activities, progress of each content area 
related to curriculum implementation activities, and to develop administrative regulations for curriculum 
implementation including recommendations to the Diocesan Board of Education. Local administrators are 
responsible in the same way to their own local boards of education/faith formation committees and to the Director 
of Faith Formation/Superintendent of Schools. 
 
Legal Reference: 20 U.S.C. § 123h (1994) 
   34 C.F.R. pt. 98 (1996) 
   Iowa Code § § 216.9, 256.7, 279.8, 280.3-.14 (1999) 
   281 I.A.C. 12.8 (1)©(1). 
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POLICY 611.1 

 
EDUCATIONAL PROGRAMS                                                                                                     For Schools Only 
 
School Improvement 
 
 It shall be the policy of the Diocesan Board of Education that the Catholic schools in the Diocese abide by 
the rules and regulations of the State of Iowa concerning school improvement.  Further, since the school 
improvement efforts contain tasks and responsibilities for the Diocesan Board of Education and local boards of 
education and the office of the Director of Faith Formation and Education/Superintendent of Schools and the local 
school Principals, the Diocesan office, in consultation with the school Principals, shall coordinate the school 
improvement efforts. 
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POLICY 612 

 
EDUCATIONAL PROGRAMS                                                                                                     For Schools Only 
 
Comprehensive School Improvement Plan 
 
 It shall be the policy of the Diocesan Board of Education that the local boards of education, through their 
Principal, submit the required Comprehensive School Improvement Plan (CSIP) (Five-Year Plan) and the Annual 
Progress Report (APR) and other documents required as part of the CSIP and APR.  (Iowa Code: Division VIII. 
Chapter12) 
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REGULATION 612.1 

 
EDUCATIONAL PROGRAMS                                                                                                     For Schools Only 
 
Comprehensive School Improvement Plan 
 
 In order to maximize the knowledge and expertise as well as avoid, as much as possible, duplication of 
efforts, the Office of the Director of Faith Formation and Education/Superintendent of Schools and the school 
Principals should, where and when possible, jointly plan, design, strategize and facilitate the processes and 
instruments involved in the CSIP and APR.   
 
 A comprehensive School Improvement Plan must contain: 
 

• A  process for involving the local community 
• Data collection analysis 
• Statement of mission and beliefs 
• Formation and involvement of a local School Improvement Advisory Committee 
• Major student needs 
• Student learning goals (Essential Learning) 
• Long-range goals for reading, mathematics and  science at a minimum  
• Standards, Benchmarks and Performance Levels for all curriculum areas, including religion, as 

phased in by the Iowa Department of Education 
• Annual improvement goals(s) of reading, math and science 
• Actions to support the improvement of curricular and instructional practices at attain the goals 
• Provisions for district-wide assessment of students’ progress 
• Strategies to collect data and information to determine if the CSIP has accomplished it’s goals 
• Multicultural and gender fair approached to education 
• Career education, including vocational awareness 
• Global education 
• Provisions for staff development 
• Assurances that funds accessed through the local public school district for various Title and 

other allowable programs will be utilized as dictated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted: July 16, 2001 
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EDUCATIONAL PROGRAMS                                                                                                     For Schools Only 
 
Data Collection and Analysis 
 
 In order for a long-range plan, part of the CSIP and APR, to be created a needs assessment process is to be 
devised.  The local board of education, under the leadership of the Principal, should conduct on-going and in-depth 
needs assessments which will enable the school to analyze data, obtain feedback from the community about its 
expectations of students and determine how well students are meeting student learning goals.  This is all necessary 
in order that students be prepared to be responsible members of the Church, citizens of their community and world, 
and productive members of society.  Local schools are to utilize the Diocesan Academic and Non-Academic Needs 
Surveys. 
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EDUCATIONAL PROGRAMS                                                                                                     For Schools Only 
 
School Improvement Advisory Committee 
 
 Each school, under the direction of the board of education, shall appoint members annually to the School 
Improvement Advisory Committee.  This Committee, under the leadership of the Principal, shall be composed of 
persons who represent faculty and staff; parents; where and when appropriate, students; and community members.  
(For non-public schools, the community is considered to be members of the sponsoring parish (es).  A school may 
elect to include community members wider than the parish.) 
 
The School Improvement Advisory Committee is to make recommendations and assist the board and administration 
in determining the basic skill areas of the education program as well as establish priorities within those established 
by the Diocesan Office of the Director of Faith Formation and Education/Superintendent of Schools in consultation 
with the school Principals. 
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REGULATION 612.4 

 
EDUCATIONAL PROGRAMS                                                                                                     For Schools Only 
 
Diocesan Wide Assessment 
 
 Since the CSIP includes a component on student performance and the results of the school improvement 
projects, a variety of assessment measures will need to be utilized to not only demonstrate student performance but 
also to assist in goal setting, annual as well as long-range. 
 
Accordingly the Iowa Tests of Basic Skills (ITBS) in grades 3-8 and the Iowa Tests of Educational Development 
(ITEDS) in grades 9 & 11 will be utilized.  These tests are to be administered annually in the Fall (preferably 
October) in all curriculum area offered.  The Math Computation section of ITBS is optional.  Also, the testing of 
grades other than 3-8 and 9& 11 using ITBS is not recommended but it is a local option. 
 
The testing of student for Cognitive Abilities or some similar test is a local option with the caveat that 
 these are not IQ tests and results depend on one’s reading skills to a certain extent. 
 
The testing results are to be analyzed for use in future planning.  Also, individual test results should be shared with 
the students and their parents in a confidential and explanatory manner. 
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POLICY 612.5 

 
EDUCATIONAL PROGRAMS                                                                                                      
 
Staff Development 
 
  

It is the policy of the Diocesan Board of Education that the area of staff development is considered to be a 
local decision.  A three-year plan for staff development is to be developed by each school. The building 
administrator is to supervise the design of this plan which includes staff activities (inservice days, workshops, 
seminars, professional growth programs) and objectives.  This plan is to be approved by the local Catholic board of 
education.  Each school system is encouraged to utilize the services and programs of staff development provided by 
the attending Area Education Agency and other educational agencies. The three year staff development plan must 
be contained in the CSIP. (Comprehensive School Improvement Plan)  On the local level a line item on the budget 
will be established for staff development. 
 
Faith Formation programs should develop a staff development plan that will incorporate the Catechist Enrichment 
plan. 
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EDUCATIONAL PROGRAMS                                                                                      For Schools Only 
 
Reporting Student Achievement and School Improvement Results 
 
 Both the CSIP and the APR require the reporting of the schools efforts toward meeting the 
established goals and student achievement results.  In order to accomplish these requirements, the schools 
should design and complete a plan whereby it will report annually to its community, the Diocese, the 
Iowa Department of Education and its local Area Educational Agency.  
 
 In addition, elementary schools should utilize the Diocesan Report Card and schedule a minimum 
of one Parent-Teacher Conference per year.  The secondary schools should devise and utilize a Report 
Card instrument and process, that has been approved by the Schools Office, and schedule a minimum of 
one Parent- Teacher Conference per year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted:  April 25, 2000 
Regulation Revised: June 5, 2002 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 614.0 

 
Global Education                                                                                                                        For Schools Only 
 

Because of the unity of the human family and the growing interdependence among nations, global 
education shall be incorporated into the educational program for preschool through grade 12 in all Catholic 
schools in the Diocese of Davenport.  Global education is growth in respect and understanding of the various 
gifts and cultures in the world community, along with the responsibility for social justice.  Students shall have 
the opportunity to view issues, problems, and concerns from various perspectives, and to be made aware of the 
interdependency among the world’s people and systems. 
 
 Global education concepts will be integrated into the curriculum as defined in the curriculum 
development time line and Diocesan Administrative Guidelines. 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 614.5 

 
Career Education                                                                                                                        For Schools Only 
 

Career education will be incorporated into the education program for grades kindergarten through 12.  
The education shall include, but not be limited to, awareness of self in relation to others and the needs of 
society, exploration of employment opportunities, experiences in personal decision making, and experiences of 
integrating work skills, ethical values, and work values into their daily lives. 
 
 It shall be the responsibility of the Office of the Director of Faith Formation and Education/ 
Superintendent of Schools to assist certified personnel in finding ways to provide career education in their 
curricular areas.  Special attention should be given to courses of vocational education nature.  The local board, 
in its review of the curriculum, shall review the means in which career education is combined with other 
instructional programs present in the current curriculum. 
 
 Career education concepts will be integrated into the curriculum as defined in the curriculum 
development time line and Diocesan Administrative Guidelines. 
 



Policy Adopted:  March 15, 1989   
Policy Revised:  June 5, 2002   
   
 

DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 615.0 

 
Technology and Instructional Materials 
 

The Diocese of Davenport supports the use of innovative methods and the use of technology in the 
delivery of the education program.  It encourages school district personnel to investigate efficient and effective 
ways to utilize instructional television, audiovisual materials, computers, and other technological advances as 
part of the curriculum. 
 

It shall be the responsibility of the Diocesan Curriculum Coordinator and the Associate Director of 
Communication to develop a plan for the use of technology in the curriculum and to evaluate it annually.  This 
plan will be designed in concert with Area Education Agency consultants and current technology and 
instructional materials available through the local Area Educational Agency. 
 
 Technological concepts will be integrated into the curriculum as defined in the curriculum 
development time line and Diocesan Administrative Guidelines. 
 
 



 
DIOCESE OF DAVENPORT 

BOARD OF EDUCATION 
 

POLICY 615.1 
 

 Internet Safety Policy 
 

The Diocese of Davenport recognizes and promotes the increasing availability of Internet access in schools and 
parishes throughout the diocese.  The Internet is an electronic highway connecting thousands of computers all over 
the world with access to electronic mail, public domain software, discussion groups,  libraries of information, and 
other forms of direct electronic communication. 
 
Along with the inherent freedom of the Internet comes the possibility of accessing material that is not consistent 
with the Catholic faith.  Although precautions should be taken to restrict access to controversial materials, such 
access may still be possible. 
 
To safeguard the Internet and its users the Diocese requires that the following regulations be enforced by the 
system administrators of each Internet access site in the Diocese: 
 
Transmission or intended reception of any material in violation of any national, state, or local regulation is 
prohibited.  This includes, but is not limited to: copyrighted material, threatening or obscene material, or material 
protected by trade secret.  Use for commercial activities, product advertisement, or political lobbying is prohibited.  
Intended transmission or reception of material that would tend to violate the moral teaching of the Catholic Church 
or be scandalous to the Church is also prohibited. 
 
The Diocese requires the use of filtering software or services on all school computers with access to the Internet.  
When minors are using the Internet, access to visual depictions must be blocked or filtered if they are: (a) obscene, 
as that term is defined in section 1460 of title 18, United States Code; (b) child pornography, as that term is defined 
in 2256 of title 18, United States Code; or (c) harmful to minors.  Schools cannot disable the filters when minors are 
using them, even with parental or teacher permission and supervision.  Appropriate school staff may disable filters 
only for adults who are using school computers for bona fide research purposes.  Schools must monitor minors’ use 
of the Internet in school. 
 
Appropriate language shall be used while respecting the rights of others. 
 
In general, personal addresses and personal phone numbers should not be made public over the Internet.  Personal 
addresses and phone numbers of minors should never be given out over the Internet. Illegal activities may be 
reported to law enforcement. 
 
Internet information is assumed to be private property but is not guaranteed to be confidential.  The dissemination 
of credit card information is prohibited  unless a secure system of encryption is available. 
 
Attempts to disrupt the use of the network by destroying data of another user or of the network is prohibited.  
Attempts to use system administrator access rights or another user’s account without written permission are 
prohibited.  Any user identified as a security risk may be denied access to the Internet. 
 
All computers should continuously run anti-virus software while in operation.  Any information downloaded from 
the Internet should be scanned for viruses before use. 
 
The Diocese of Davenport makes no warranties of any kind, whether expressed or implied, for Internet service 
including loss of data, delays, nondeliveries, mis-deliveries or service interruptions.   Use of any information 
obtained is at the operator’s risk. 
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A copy of this signed agreement should be kept by the local computer system administrator. 
 
I understand and will abide by the above acceptable use policy.  I further understand that any violation of the policy 
is unethical and may constitute a criminal offense that may result in the revocation of privileges, disciplinary action 
and/or legal action. 
 
User’s Full Name:_______________________Signature:_______________________Date:___/___/___ 
If the user is under age 18, a parent or guardian must also sign below: 
 
Parent or Guardian: I understand the acceptable use policy and hereby give permission to issue an account for my 
child and certify that the information given on this form is correct. 
 
Name:________________________________Signature:_______________________Date:___/___/___ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: September 13, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
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POLICY 616 

 
EDUCATIONAL PROGRAMS 
 
Administration 
Copyright 
 

It is the policy of the educational programs governed by the Diocesan Board of Education 
that all employees, volunteers, and students will abide by the federal copyright laws. Employees, volunteers, and 
students may copy print or non-print materials allowed by: 

1. copyright law 
2. fair use guidelines 
3. specific licenses or contractual agreements 
4. other types of permission 

Employees, volunteers, and students who willfully disregard copyright law are in violation of Diocesan policy, 
doing so at their own risk and assuming all liability. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 2007 
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POLICY 617 

 
EDUCATIONAL PROGRAMS 
 
Faith Formation Curriculum Guides and Educational Materials List 
 
 It shall be the policy of the Diocesan Board of Education that the Diocese Director of Faith Formation and 
Education/Superintendent of Schools with the consultation and leadership of the Coordinator of Religious 
Education and the Coordinator of Youth Ministry shall provide Standards, Benchmarks and Assessments for 
religion.  The parishes and schools will use the diocesan guidelines in reference to the curriculum and select their 
educational materials from the approved Diocesan list, which is found as an appendix to the diocesan Lifelong 
Faith Formation Curriculum.” 
 
See Appendix 617.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: November 28, 2006 
Policy Revised: June 5, 2002 
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BOARD OF EDUCATION 

 
POLICY 617.1 

 
Approved Textbooks 
 
The National Directory for Catechesis (USCCB, 2005) presents a thorough list of expectations for catechetical texts (see NDC, 
pp. 283-284). In summary, the NDC states: “All these instructional materials should be in evident harmony with the Catechism 
of the Catholic Church and be artistically sensitive, technically up to date, theologically authentic, ecumenically accurate, and 
methodologically sound.” (p. 285). 
 
As textbooks must be approved by the local bishop, an appointed committee regularly reviews catechetical texts for inclusion 
on the following list. This is the list referred to in Policy 617 of the “Handbook of Policies for Diocesan Faith Formation 
Programs.” Program leaders should select materials from this list, and are encouraged to evaluate various text series using 
Appendix A of this Lifelong Faith Formation Curriculum. 
 
Texts on this lists are arranged by alphabetical order, according to publisher names, and not by quality or any other priority. 
 

Elementary Texts 
 
Benziger Christ Jesus, the Way K-8 parish & school 2003-4 
 Come, Follow Me K-8 parish & school 1998 
 Share the Joy K-6 school 1997 
Harcourt Call to Faith  K-8 parish & school 2005-7 
 Call to Faith “Thematic” texts 7-8 parish & school 2008 
 Walking by Faith  K-6 parish & school 1999 
Loyola Christ Our Life K-8 parish & school 2002 
 Finding God: Our Response to God’s Gifts 1-8 parish & school 2005-7 
RCL - Faith First (Classic Edition) K-6 parish & school 2001 
Resources for Faith First (Classic  Edition) 7-8 parish & school 2001 
Christian Living Faith First Legacy Edition K-8 parish  2006-7 
 Our Catholic Identity 1-8 school  1998 
Sadlier Coming to Faith K-6 parish & school 1999 
 We Believe K-8 parish & school 2004-7 
Silver Burdett Ginn Blest Are We 1-6 parish & school 2004 
 Blest Are We 7-8 parish & school 2005 
 This Is Our Faith K-8 parish & school 1998 
 

High School Texts 
Ave Maria Press Catholic Social Teaching: Learning and Living Justice 2002 
 The Church: Our Story 1999 
 Encountering Jesus in the New Testament 2003 
 Marriage and Holy Orders: Your Call to Love and Service 2007 
 Our Catholic Faith: Living What We Believe 2006 
 Our Sacramental Life: Living and Worshiping in Christ 2003 
 Your Life in Christ: Foundations of Catholic Morality 2001 
Harcourt Journey Through the New Testament 2006 
 Journey Through the Old Testament 2006 
 Justice and Peace: Our Faith in Action 2007 
 The Church Through History 2008 
 The Light of Faith  2005 
RCL Understanding the Catechism (series) 1999 
St. Mary’s Press Living Justice and Peace 2002 
 Total Catechesis Series 2005 
 Total Youth Ministry Series 2004 
 Written on Our Hearts 2002 
 Living Justice and Peace 2002 

Page ##/ 2007 



 
Sacramental Preparation 

 
Reconciliation Benziger Reconciliation: Pardon and Peace 2006 
 Harcourt Call to Celebrate: Reconciliation 2006 
 Harcourt Celebrating Our Faith: Reconciliation 2002 
 RCL Reconciliation 2003 
 Sadlier We Believe & Celebrate: First Penance 2006 
 Sadlier First Reconciliation 2000 
 Silver Burdett Ginn The Gift of Reconciliation 2000 
    
Eucharist Benziger Eucharist: We Give Thanks and Praise 2006 
 Harcourt Call to Celebrate: Eucharist 2006 
 Harcourt Celebrating Our Faith: Eucharist 2002 
 RCL  Eucharist 2003 
 Sadlier We Believe & Celebrate: First Communion 2006 
 Sadlier First Eucharist 2000 
 Silver Burdett Ginn The Gift of Eucharist 2000 
Confirmation Ave Maria Press Send Out Your Spirit 2003 
 Benziger Confirmation (Junior High) 1998 
 Benziger Water and Spirit (HS, Young Adults) 2000 
 Harcourt Celebrating Our Faith: Confirmation 2000 
 Loyola Christ Our Life: Confirmed in the Spirit 1997 
 RCL Confirmation 2007 
 Sadlier The Spirit Sets Us Free 2000 
 St. Mary’s Press Confirmed in a Faithful Community 2006 

 
Human Relationships Curriculum 

Benziger Benziger Family Life K-8 2003 
Harcourt Growing in Love K-8 2001 

 
Materials in Other Languages 

Spanish Benziger Christo Jesus, El Camino K-6 series 2003 
 Harcourt Celebrar Nuestro Fe Eucharist 2002 
 Harcourt Celebrar Nuestro Fe Reconciliation 2002 
 RCL Eucharista Eucharist 2003 
 RCL Reconciliacion Reconciliation 2003 
 RCL Nuestra Identidad Catolica 1-8 series 1998 
 Sadlier Accercandote a la Fe K-6 series 1999 
 Sadlier Creemos/We Believe K-6 series 2005 
 Sadlier Primera Comunion Eucharist 2000 
 Sadlier Primera Reconciliacion Reconciliation 2000 
Vietnamese Vietnamese Catechetical 

Comm. 
The Spirit Sets Us Free Confirmation 2001 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: November 28, 2006 
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POLICY 618 

 
EDUCATIONAL PROGRAMS 
 
Faith Formation Programs  for Students 
 
 Hours of Formal Catechesis 
 
 It shall be the policy of the Diocesan Board of Education that parishes provide a sufficient number of 
contact hours for catechetical (religious education) formation in order to accomplish the fundamental tasks of 
catechesis (GDC #85 and #86): 
 

• Promoting knowledge of the faith 
• Liturgical education 
• Moral formation 
• Teaching to pray 
• Education for Community Life 
• Missionary initiation 

 
Guidelines will be provided by the Office of the Diocese Director of Faith Formation and 
Education/Superintendent of Schools. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 
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POLICY 620 

 
EDUCATIONAL PROGRAMS 
 
Relationship Curriculum 
 

It shall be the policy of the Diocesan Board of Education that the schools and parish faith formation 
programs will follow the Relationship Curriculum developed by the Diocese and/or curriculum committee.  
 
 The material for use in this curriculum shall be taken from the list recommended by the Diocese and/or 
curriculum committee. 
 
Program administrators should provide supervision of students whose parents/guardians do not wish them 
to participate in part or all of the Relationship Curriculum. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 625 

 
Multicultural/Gender Fair Educational Opportunity 
 
 It is the policy and commitment of the Davenport Diocesan Board of Education to provide a sound 
educational program that is multicultural/gender fair. 
 
 It is the philosophy of the Faith Formation Programs not to discriminate on the basis of gender, race, 
national origin, creed, age, marital status, or disability in its educational programs, activities, and employment 
policies to the extent required by Title VI and VII of the 1964 Civil Rights Act, Title IX of the 1972 Educational 
Amendments and Section 504 of the Federal Rehabilitation Act of 1973. 
 

It is the policy of this Diocese that the curriculum content and instructional materials utilized reflect the 
cultural and racial diversity present in the world.  A prime objective of the total curriculum and teaching 
strategies is to reduce stereotyping and to eliminate bias on the basis of sex, race, ethnicity, religion and 
disability.  The curriculum should foster respect and appreciation of the rights, duties, and responsibilities of 
each individual as a member of society. 

 
 Objectives will be achieved by direct instructional/infusions in all academic areas. 
 
 Multicultural/gender fair educational concepts will be in alignment with the established curriculum 
development time line and the Davenport Diocesan Administrative Guidelines. 
 
MULTICULTURAL/GENDER FAIR POLICY GUIDELINES 

 
Introduction 
 

To insure that these commitments and intentions are fulfilled, the following multicultural/gender fair 
implementation plan has been written and reviewed by the committee of professional staff of the Diocese of 
Davenport, and reviewed and approved by the Diocesan Board of Education. 
 
Definition 
 

 The multicultural educational process is characterized by practices which provide equal opportunity for 
all participants regardless of race, color, age, national origin, religion or disability. 
 

The gender fair  educational process is characterized by practices which foster the knowledge of, respect 
for and appreciation for the historical and contemporary contributions of men and women to society and that 
reflect the variety of roles open to both men and women.  

 
Multidisciplinary Goals 
 

These goals form the basis for the multicultural/gender fair education plan.  They are written to ensure 
that pluralism and equality are part of the structure, content, processes, and instructional strategies of each 
program, activity and curricular area. 

 
1. To enable students to understand themselves and others as cultural beings acting within a cultural context. 
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2. To enable students to recognize, respect and value the diversity represented in the population of the United 

States and the world. 
 
3. To enable students to understand how group membership affects one’s values, attitudes, and behaviors. 
 
4. To enable students to understand the dynamics of discrimination, bias, prejudice, and stereotyping. 
 
5. To enable students to demonstrate the skills for effective social action and interaction among races, ethnic 

groups, gender, and persons of varying abilities and socioeconomic backgrounds. 
 
6. To promote a curriculum review and development process which will include procedures and activities 

which ensure adherence to the multicultural/gender fair philosophy. 
 
7. To provide specifications for the selection of instructional materials which will include procedures and 

activities which ensure adherence to the multicultural/gender fair criteria. 
 
Extracurricular Activities 
 
 All co-curricular and extracurricular activities will be managed and scheduled to ensure equal access by 
all students regardless of race, creed, national origin, gender, disability or socioeconomic status.  (Iowa Code 
section 256.11) 
 
 Mascots, logos, symbols and materials used by schools and faith formation programs shall be reviewed 
to ensure that they are culturally sensitive, gender inclusive, and non-stereotypic on the basis of disability. 
 

Where segregation on the basis of gender, race, national origin or disability occurs in co-curricular and 
extracurricular activities, program policies and practices will be reviewed to ensure that they are not contributing 
to the segregation. Affirmative efforts will be made to include students who have historically not been involved. 
 
Multicultural/Gender Fair In-Service Education 
 

Each staff person employed by schools/faith formation programs in the Diocese of Davenport is 
encouraged to respect human diversity. 

 
In order to meet this expectation, multicultural/gender fair in-service activities will be conducted locally 

on a regular basis for professional staff.  Activities include, but are not limited to, self-evaluation, curriculum 
evaluation and revision, exploration of teaching strategies, and resource speakers: 

• For Professional Staff this must be done yearly 
• For Support Staff this must be done every three years. 

          
 It is recommended that Faith Formation Programs follow this in-service policy. 
 
Monitoring and Evaluation 
 

The contents of this plan and the degree to which it is being successfully implemented will be evaluated 
each school year by the staff and administration with the assistance of the faculty of the school.  A progress 
report will be presented annually to the Office of the Director of Faith Formation and Education/Superintendent 
of Schools. 
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 The content of each section of the plan will be reviewed.  Goals and objectives, in-services and 
activities will be reviewed for effectiveness. 
 
 Evaluation will focus on these questions: 
 

1. Are the goals and objectives of the plan being accomplished? 
 
2. Have in-service activities been conducted?  Were they successful? 
 
3. Is the composition of the advisory committee appropriate? Did the committee function in its 

intended capacity? 
 
4. Was the plan evaluated and amended as needed? 

 
This policy is recommended for Faith Formation Programs. 

 
 

Legal References:  20 U.S.C. § §1681-83, 1685-86. 
   29 U.S.C. § §624-634. 
   42 U.S.C. § §2000e-11. 
   34 C.F.R. 106.41. 
   Iowa Code § §256.11, 279.8, 280.3-.14, 601A.9 (1989). 
   670 Iowa Admin. Code 3.3 (6), 3.5, .5(5). 
   281 Iowa Admin. Code 12.1 (1), .5(8) (new standards). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 15, 1989 
Policy Revised: June 5, 2002 
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POLICY 630 

 
Talented and Gifted /Special Needs Programs 
 

The Diocesan Board of Education recognizes some students require qualitative differentiated 
programming beyond the regular education program.  Students with special abilities will be identified and 
educational programming provided. 
 
 It will be the responsibility of the Office of Faith Formation to develop guidelines for identifying 
students, for program evaluation, and for training personnel. 
 

Identification of gifted and talented/special needs students will include at least one objective data source 
(e.g., tests) and one subjective data source (e.g., parent/teacher/self nomination forms).  Talented and 
gifted/special needs programming will be conducted as defined in the Diocesan Administrative Guidelines and 
Curriculum. 
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POLICY 640 

 
EDUCATIONAL PROGRAM 
 
Media Center 
 
Reconsideration 
 
 

 It shall be the policy of the Diocesan Board of Education that each 
school/faith formation program allow review of allegedly inappropriate instructional 
materials. 
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REGULATION 640.1 

 
EDUCATIONAL PROGRAMS 
 
Media Center 
 
Reconsideration Request 
 
Any parent/guardian or employee of the school/faith formation program may formally request reconsideration of 
materials in the media center. 
 
The school/faith formation program will have a Reconsideration Committee which will respond to requests for 
reconsideration of materials in the  media center. Membership of the committee shall include:  

• one teacher/catechist designated annually by the administrator, 
• the school media specialist if available,  
• one member of the Office of Faith Formation,  
• one  representative of the parish/school community, 
• one member of the local board of education appointed annually by the president.   

The committee may also include a student if recommended by the administrator.   The chairperson is to be 
appointed from the above. 
 
If a reconsideration request form is submitted in its entirety, the chairperson will respond by written communication 
to the individual or group within 30 days of receipt of the request form.  This communication will indicate the 
procedure the committee will follow. 

 
Each school/faith formation programs will follow procedures for reconsideration as provided by the Office of the 
Director of Faith Formation and Education/Superintendent of Schools.  (Refer to regulation 640.2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
            
Regulation Adopted: October 14, 1997        
Regulation Revised: June 5, 2002 
 



RECONSIDERATION REQUEST FORM 
 

REGULATION 640.2 
 

REQUEST FOR REEVALUATION OF PRINTED OR AUDOVISUAL MATERIAL 
SUBMIT TO THE RECONSIDERATION COMMITTEE OF YOUR SCHOOL/FAITH FORMATION 

PROGRAM 
 
Book or other printed material, if applicable: 
 
Author          Hardcover   Paperback   Other    
 
Title                
 
Publisher (if known)        Date of Publication      
 
Audiovisual Material, if applicable: 
 
Title                
 
Producer (if known)              
 
Type of Material (motion picture, video, DVD, etc.)         
  
 
Request initiated by              
 
Telephone     Address           
 
City          Zone        
 
Location where item is used             
 
Person making the request represents: individual  group or organization 
 
   Name of individual_____________ Name of Group       
 
   Address:_____________________ Address of Group      
 
   Phone:_______________________ Phone:    _____________ 
 
           
 
1. What is your objection concerning this material?  (Please be specific; cite pages or frames, meter number, etc.) 
 
 
 
 
2. In your opinion, what harmful effects upon students might result from use of this material? 
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3. What do you perceive is the instrumental value in the use of this material? 
 
 
 
 
4. Did you review the material in its entirety and in the context of its use? If not, what sections did you review? 
 
 
 
 
5. In the place of this material, would you care to recommend to the committee other material that you consider to 

be of equal or superior quality for the purpose intended? 
 
 
 
 
6. Do you wish to make an oral presentation to the Reconsideration Committee? 
 
______ Yes  Please call the office of the administrator __________________ 
                                                                                                 telephone number 
 
 
 
 
________________________   _______________________________________ 
              Date                                                                            Signature of individual or group representative 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regulation Adopted: October 1997 
Regulation Revised: June 5, 2002 
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POLICY 650.0 

 
FAITH FORMATION PROGRAMS 
 
 
We affirm and recognize the role of parents /guardians as first educators of their children. At the same time, the role 
of Bishop as Chief Catechist includes responsibility to ensure that all materials used in faith formation are in full 
conformity with the teachings of the Church. 
 
Parents/guardians and children are expected to participate in the  faith formation programs in the parish/regional 
system, which have been approved by the Diocesan Office of the Director Faith Formation and 
Education/Superintendent of Schools. 
 
Financial hardship should not be a deterrent to enrolling a child in the parish/regional program nor should it be  
considered a reason for not enrolling a child in the parish /regional program. 
 
Regulations: 
 

1. The Diocese must approve programs and materials. If the parish/regional  programs use family 
supplemental materials, the parents/guardians are expected to include them in the instruction of 
their child. 

 
2. Approved faith formation programs must include a parish/regional component involving 

participants gathering periodically for information, faith sharing, community building, and service 
opportunities. 

 
3. Parents/guardians are to participate in the parish sacramental preparation programs and sacramental 

celebrations according to the guidelines of each parish in accordance with diocesan policies and 
regulations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy Adopted: March 10, 1999 
Policy Revised: June 5, 2002                      



DIOCESE OF DAVENPORT 
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POLICY 660.0 

 
Provisions for At-Risk Students 

 
12.5(13)  PROVISIONS FOR AT-RISK STUDENTS. The Diocese shall have a plan to identify and 

provide special assistance to students who have difficulty mastering the language, academic, cultural, and social 
skills necessary to reach the educational levels of which they are capable.  The plan shall serve students 
including, but not limited to those identified as: dropouts, potential dropouts, teenage parents, drug users, drug 
abusers, low academic achievers, abused and homeless children, youth offenders, economically deprived, 
minorities, culturally deprived, culturally different, those with sudden negative changes in performance due to 
environmental or physical trauma and those with language barriers, gender barriers and disabilities. 
 

Each school shall initiate a program that includes strategies for identifying at-risk students and 
objectives for providing support services to at-risk students.  These objectives shall be translated into 
performance objectives for all personnel.  The program may include but is not limited to AEA services, 
counseling, community or parish based support services, and spiritual counseling. 

 
Parish faith formation programs are encouraged to follow this policy. 

 
 

Policy Adopted:  March 15, 1989 
Policy Revised:  June 5, 2002   
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POLICY 670 

 
FAITH FORMATION PROGRAMS 
 
Guest Speakers 
 
 

It shall be the policy of the Diocesan Board of Education that any person wishing to invite or permit a 
speaker into a student assembly, classroom, faith formation, youth ministry, or adult program, or any parish 
sponsored program must first obtain the permission of the local administrator (i.e. principal, director of 
religious education or youth ministry, pastor, etc.)  If it is deemed necessary, the one inviting may appeal to 
the local board of education/faith formation committee. As applicable, the pastor or other final arbiter will 
have the final decision. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 690.0 

 
LONG RANGE NEEDS ASSESSMENT 
 

Long range needs assessment enables the Diocese of Davenport and each individual board of 
education/faith formation committee to analyze assessment data, get feedback from the community about 
its expectations of students and determine how well students are meeting student learning goals. The board 
shall conduct ongoing and in-depth needs assessment, soliciting information from business, labor, industry, 
higher education and community members, regarding their expectations for adequate student preparation as 
responsible citizens and successful wage earners. 
 
In conjunction with the in-depth needs assessment of the board of education, the board shall authorize the 
appointment of a committee, representing administrators, employees, parents, students and community 
members, to make recommendations and assist the board in determining the priorities of the school in 
addition to the basic skills areas of the education program. 
 
Each school shall issue a newsletter to report progress on their individual school yearly goals. 
 
It shall be the responsibility of the superintendent and building principals to ensure the Diocese of 
Davenport community is informed of goals and has students’ progress on state and locally determined 
indicators. The superintendent shall report annually to the Diocesan Board of Education about the means 
used to keep the community informed. 
 
As a result of the local board and committee’s work, the board shall determine major educational needs and 
rank them in priority order; developing long-range goals and plans to meet the needs; establish and 
implement short-range and intermediate-range plans to meet the goals and to attain the desired levels of 
student performance; evaluate progress toward meeting the goals and maintain a record of progress under 
the plan that includes reports of student performance and results of school improvement projects; and 
annually report the Diocese of Davenport’s progress made under the plan to the committee, community, 
and Iowa Department of Education. 
 

LONG RANGE GOALS 
 

 Provisions for collecting, analyzing and reporting information derived from local, state and 
national resources. 
 Provisions for reviewing information acquired on the following: 

 State indicators and other locally determined indicators, 
 Locally established student learning goals, 
 Specific data collection require by state and federal programs: 

 Provisions for collecting and analyzing assessment data on the following: 
 State indicators 
 Locally determined indicators, 
 Locally established student learning goals. 

 
It is recommended that all faith formation committees will be a part of the long-range planning for their 
parish/region. 
 
 

Legal Reference: Iowa Code § § 21; 256.7; 2880.12, .18 (1997) 
    281 I.A.C. 12.8 (1)(b) 
 
 
Policy Approved: March 15, 1989 
Policy Revised: June 5, 2002 
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POLICY 690.1 

 
NEEDS ASSESSMENT: FAITH FORMATION PROGRAMS 
 
The Diocese of Davenport is conducting a Needs Assessment to obtain information for long and short-range 
goal setting and planning.  The assessment that follows will be used in all parish faith formation programs of the 
diocese. 
 
The computerized data obtained from the assessment will give specific information to each local parish/region 
and will give a view of the total system to the diocese.  This will help principals, faith formation directors and 
youth ministers plan the best programs in our parishes/Diocese. 
 
Please help us by doing this assessment, telling what you think about your faith formation program. 
 
DIRECTIONS: 
How to Mark: 

• All your answers are to be given by filling in the appropriate boxes on the answer sheet. (Scantron) 
• Use a #2 soft pencil and make dark marks as directed (see example on the answer sheet). 

 
Tell Who You Are: 

• In the first row of the shaded box at the top of the answer sheet mark the appropriate box that tells 
who you are: 

  Mark  #1 if you are a parent 
             #2 if you are a catechist/faith formation leader 
             #3 if you are a board member 
             #4 if you are an elementary or junior high student 
             #5 if you are a high school student 

• Your parish program code will be written in the shaded box(es) beneath the top row.  The school or 
faith formation program will add the code. 

• After NAME at the right on the answer sheet, write the name of your parish. 
 

Mark Your Response to the Needs Assessment: 
• Read each statement and apply if it only to your parish - the one that sent you this Needs 

Assessment. 
• For each statement in PART I (numbers 1 through 40) mark how well you feel your school/faith 

formation program is doing this. 
 Mark  A (high) if you strongly agree your parish is doing as stated 
  B if you agree 
  C if you are somewhat in agreement 
  D (low) if you disagree 
 Use E only when you don’t know. 

• Be sure to give a rating to each statement. 
 
REMINDER:  Be sure you mark the row whose number matches the statement. 



POLICY 690.1 
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PART I 
 
PROGRAM 
 

1. The parish/region offers quality faith formation programs. 

2. Faith formation opportunities is provided according to the ability of the student. 

3. The faith formation curriculum teaches church teachings. 

4. The faith formation program offers opportunities for services. 

5. The faith formation program offers opportunities for prayer and worship. 

6. The faith formation program offers opportunities for scripture reflection. 

7. The faith formation program offers opportunities for sacramental preparation. 

8. The faith formation program provides education in human sexuality. 

 
CATHOLIC DIMENSION 
 

9. The philosophy and practices of our faith formation program are compliant with Catholic teachings. 

10. The faith formation program effectively teaches religion and religious values. 

11. The faith formation program provides sufficient opportunities for students to celebrate our faith 
(Mass, sacraments, prayer services...). 

12. Students use Catholic values to make decisions. 

13. Students have the opportunity to give service to others. 
 

FACULTY 
 

14. The Catechists of our faith formation program exhibits an attitude of love and trust in dealing with 

students. 

15. Catechists are well prepared professionally. 

16. Catechists witness their faith and Christian values. 

17. The faith formation program has effective leadership. 
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STUDENTS 
 

18. Students enjoy their classes and find them interesting. 

19. Our faith formation program helps students develop a positive self-concept. 

20. Our faith formation program helps students develop good self-discipline. 

21. The faith formation program provides for students with special needs. 

22. The discipline of the faith formation is effective. 

23. Students develop an appreciation of lifelong learning in their faith. 

 
PARENTS 
 

24. Parents’ ideas and opinions are welcomed by the faith formation program directors.. 

25. Parents have opportunity to be actively involved in their children’s faith formation. 

26. Parents have sufficient information about the faith formation program and related activities. 

 
BOARD 
 

27. The faith formation board is representative of the parish community. 

28. The local board makes informed policies and decisions for the faith formation program. 

 

PHYSICAL PLANT 
 

29. The parish building has adequate space for the faith formation program. 

30. The parish facilities and grounds are neat, safe and in good condition. 

 
PUBLIC RELATIONS 
 

31. The parish has a positive image in the community. 

32. The parish faith formation program is available to all students. 
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PART II 
PLEASE ADJUST YOUR THINKING! 
 
In the items just completed (No. 1 through 40) you marked how well you thought your faith formation program 
was doing.  In items 41 through 50 below you are asked to indicate the importance that you believe your 
parish/program should place on each item.  In ranking do not consider what is presently being done in your 
parish.  Simply mark according to the importance you think the item should have for your parish. 
 

Mark A for items of greatest importance  
 B for items of great importance  
 C for items of importance  
 D for items of least importance  
 E only if your don’t know. 

 
Be sure to give a rating to each item. 
 

33. Spiritual opportunities 

34. Service/Outreach 

35. Qualified volunteers 

36. Catholic identity 

37. Responsible student behavior/discipline 

38. Scriptural reflection/study 

39. Appearance and upkeep of the physical plant 

40. Parental input 

41. Parental support 

42. Positive learning environment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 15, 1989 
Policy Revised: June 5, 2002 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 700 

 
Respect for Life--Students 
 
 All faith formation programs will regard all life with the greatest respect and dignity.  It is the obligation 
of all faith formation programs to protect and cherish all life. 
 
 In dealing with student expectant parents, it remains the position of the faith formation programs that all 
life be respected, dignified and protected. 
 

The faith formation programs will assist the individuals in the continuance of their faith formation. It is 
the goal of the faith formation program to provide the greatest degree of respect, safety, understanding, 
compassion and Christian charity. 
 

Policy Adopted:  July 26, 1990 
Policy Revised:  June 5, 2002   



Series 700 
 

Auxiliary Services 
 
Policy Title: Public Conduct at Parish/School Sponsored Events 
 

Policy 708 
 
School/parish/regional center sponsored/approved activities are an important part of their 
programming and offer faith formation students the opportunity to participate in a variety 
of activities. Parish/school/regional center sponsored/approved activities are provided for 
the enjoyment and the opportunity of involvement they afford faith formation students. 
 
All attendees at parish/school/regional center sponsored/approved activities are guests of 
the parish/school/regional center and must comply with the parish/school/regional 
center’s rules and policies. Attendees will not be allowed to interfere with the enjoyment 
of the participating faith formation students or other attendees or with the performance of 
employees and officials supervising the parish/school/regional center sponsored/approved 
activity.  All are expected to display mature behavior and sportsmanship.  The failure of 
attendees to do so is not only disruptive but also embarrassing. 
 
To protect the rights of faith formation students to participate without fear of interference 
and to permit the sponsors and officials of sponsored/approved activities to perform their 
duties without interference, the following provisions are in effect: 

• Abusive, verbal or physical conduct of attendees directed at participants, at 
officials or sponsors of sponsored/approved activities, or at other spectators 
will not be tolerated. 

• Verbal or physical conduct of attendees that interferes with the performance 
of students, officials or sponsors of sponsored/approved activities will not be 
tolerated. 

• The use of vulgar, obscene or demeaning expressions directed at faith 
formation students, at officials or sponsors participating in an 
sponsored/approved activity, or at attendees will not be tolerated. 

 
If an attendee at a sponsored/approved activity becomes physically or verbally abusive, 
uses vulgar, obscene or demeaning expressions, or in any way impedes the performance 
of an activity, the attendee may be removed from the event by the individual in charge or 
any staff representative. Law enforcement may be contacted immediately if the situation 
warrants. The program administrator may recommend the exclusion of the spectator from 
future sponsored or approved activities. 
 
Upon recommendation of the local administrator or their designee, the local Board of 
Education/faith formation committee shall cause a notice of exclusion from 
sponsored/approved activities to be sent to the attendee involved.  The notice shall advise 
the attendee of the parish/school/regional center’s right to exclude the attendee from the 
sponsored/approved activities and events and the duration of the exclusion. 



 
If a attendee has been notified of exclusion and thereafter attends a sponsored/approved 
activity, the attendee shall be advised that his/her attendance will result in prosecution.  
The parish/school/regional center may obtain a court order for permanent exclusion from 
future sponsored/approved activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption: March 18, 2004  
Revised:   
Reviewed:   
 
LEGAL REF.:  Iowa Code 279.8;716.7 (1999) 
 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 710.0 

 
Health Services                                                                                                                            For Schools Only 
 
STUDENTS 
 
Health service programs should be developed and applied in the individual’s three environments: home, church 
and school.  In addition to the policy regarding Student Health Records, the following policy is also adopted for 
the Catholic schools of the Diocese of Davenport.  
 
1. The program shall include information for sound physical growth and will include the importance of 

exercise, sound eating habits, and education regarding AIDS and sexually transmitted diseases, and abuse 
of drugs, tobacco, and alcohol. These will be taught in the context of Catholic teachings. 

 
2. The program shall foster emotional and social well-being by teaching self-respect.  
 
3. In addition to information relating to the physical environment and the care that it should be given, 

students will be aware of the problems of misuse of the environment.  Special care should be given to the 
“environment of the school” that it be a place where personal and spiritual growth can occur.  The 
importance of Catholic values should be noticeable in the school environment. 

 
4.  Emergency health forms are required to be on file annually in order to protect the students. 
 
5. The program is to promote health from a wholistic approach.  It should not be only an informative 

program but one that teaches positive values and attitudes. 
 
6. Dispensing of medication of any kind must be administered by a nurse or designated party with written 

consent of parent(s)/guardian(s).  The designated party must be certified.  
 
7. Schools need to maintain accurate health records.  The administration is responsible for keeping these 

records. 
 
 
This policy is required for schools by state law and recommended for parish faith formation programs 
where applicable.  
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 15, 1989 
Policy Revised: June 5, 2002 
 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 750 

 
STAFF PERSONNEL 
 
Mandatory Reports of Child Abuse by a Care Giver 
 

It shall be the policy of the Diocesan Board of Education that all instances of suspected child abuse by a 
caregiver be reported to the Iowa Department of Human Services by the professional employees of the 
schools of the Diocese of Davenport.  The requirement to report both orally and in written form is 
mandatory.  (Iowa Code 232.67-75) 
 
A caregiver is defined as a parent, guardian, foster parent, relative or other person with whom the child 
resides, or any person providing care for a child but with whom the child does not reside. 
 
Mandatory reporters (all professional educators) are required to complete two hours of training during their 
first six months of employment and two hours every five years thereafter. 
 
Priests are generally not considered mandatory reporters, unless they serve as professional educators. 
However, permissive reporting may be done by priests or others in the diocese pursuant to the Diocesan 
Sexual Misconduct Policy.  In addition, priests who receive information about child abuse in the context of 
the Sacrament of Reconciliation are not obligated to report on the basis of that information. 

Permissive Reports of Child Abuse by a Care Giver 
 
 
Although catechetical leaders and catechists are not mandatory reporters, ethically and morally they are 
encouraged to report any suspected abuse. 
 
*Note that the diocesan Sexual Misconduct Policy must also apply regarding sexual misconduct. When 
either that policy or Iowa law change, they will be followed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy Adopted: March 27, 1990 
Policy Revised: June 5, 2002 

Deleted: ¶



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 750.1 

 
STAFF PERSONNEL 
 
Mandatory Reports of Child Abuse  
 
 In order to provide the greatest possible protection to children (under age 18), mandatory reporters who 
“believe a child has suffered child abuse” must orally report such to the Iowa Department of Human Services 
within 24 hours.  A written report must be forwarded to the Department within 48 hours of the oral report.  
(It is suggested that the person reporting request the form from the Department during the oral report, if not forms 
should be available in the school office.) 
 
In lieu of the Department form, the written report must contain: 
 

1. Name, age, address of the suspected abused child. 
2. Name, address of parents, guardians or person legally responsible for the child. 
3. Description of injuries including any evidence of previous abuse and the name of the person(s) 

thought to be responsible for the suspected abuse. 
4. Name, age, condition of other children in the home. 
5. Child’s whereabouts, if different from parents, guardian, or persons legally responsible for the 

child. 
6. Name and address of person(s) making this report. 

 
There are six categories of child abuse: 
  

1. Physical abuse 
2. Denial of critical care (food, nutrition, shelter, adequate clothing, adequate heath care, mental 

health care, emotional needs and proper supervision.) 
3. Sexual abuse (acts or omission). 
4. Mental injury (ignoring, rejecting, isolating, terrorizing, corruption, verbal assaults and over-

pressuring). 
5. Presence of illegal drugs in the home or child’s body as a direct or foreseeable consequence of 

the acts or omissions of the person responsible for the care of the child. 
 
It is the responsibility of the Iowa Department of Human Services to determine abuse and/or neglect.  Therefore 
diocesan school personnel should not investigate any allegations or child abuse by caregivers.  (Abuse by a school 
employee is covered in a separate policy.)  All school administrators must be informed of any reports being made to 
the Iowa Department of Human Services on child abuse by a caregiver. 
 
*Note that this policy as with all others, is written to adhere to current Iowa law at the time of the meeting. Any 
changes to Iowa law must be followed at once. 

 
 
 
 
 
 
 
 
Regulation Adopted: July 16, 2001 
Regulation Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 750.2 

 
STAFF PERSONNEL 
 
Permissive Reports of Child Abuse  
 

It shall be the policy of the Diocesan Board of Education that religious educators and youth ministers 
should make a report to the Iowa Department of Human Services when child abuse by a caregiver is 
suspected.  Though the State of Iowa considers them to be permissive reporters, the Diocesan Board of 
Education encourages the “permissive” reporters to follow the same regulation as the mandated reporters as 
to types of reports, time frame and content of reports. (750.1) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy Adopted: July 16, 2001 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 755 

 
Procedures for Investigating Allegations of Abuse of Students by School Employees         For Schools Only 
 
 Policies and procedures for investigating allegations of abuse of students by school employees are 
required to be adopted by all schools. (Iowa Code section 280.17, 1995).  It is based on administrative rules 
adopted by the State Board of Education and found in Iowa Administrative Code 281--102. 
 
 The Office of the Director of  Faith Formation and Education/Superintendent of Schools and Diocesan 
Board of Education have designated the building principal as the level one investigator.  The building principal 
should designate another principal within the geographic area as an alternate level one investigator.  The level 
two investigator shall be determined by the local Catholic board of education.  If assistance is needed, contact 
the Diocesan Director of Faith Formation and Education/Superintendent of Schools The names of these 
investigators need to be published annually. 
 
 Procedure: 
1. Form COMPLAINT OF INJURY TO OR ABUSE OF A STUDENT BY A SCHOOL EMPLOYEE must be 

completed in its entirety and given to the building administrator.  (Policy 755.1) 
 
2. The building administrator will conduct a level one investigation following the procedures outlined in the 

Catholic Educator’s Handbook.  (Policy 755.2) 
 
Note:  The diocesan policy on sexual misconduct is an overriding policy for all diocesan/parish/school 
certified and noncertified staff and volunteers.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: March 27, 1990 
Policy Revised: June 5, 2002 



PROCEDURE 755.1 
 

COMPLAINT OF INJURY TO OR ABUSE OF A STUDENT BY A SCHOOL EMPLOYEE 
Please complete the following as fully as possible.  If you need assistance, contact the designated 

investigator in your school. 

Student’s name:  
 
Student’s address:  
  
Student’s telephone number:  Student’s school:  
 
Name and place of employment of school employee accused of abusing student:  
 

 
Allegation is of:  Physical abuse  ∠   Sexual abuse  ∠ 

Please describe what happened.  Include the date, time and where the incident took place, if known, and the nature of 
the student’s injury, if physical abuse is alleged: 
 
 

 

 

 

 
Were there any witnesses to the incident, or are there students or other persons who may have information about this 
incident? Yes  ∠   No  ∠ 

If yes, please list by name, if known, or classification (for example “third grade class” or “fourth period geometry 
class”) 

 
 
Has any professional person examined or treated the student as a result of the incident? 

 Yes  ∠                                         No  ∠                                      Unknown  ∠ 

If yes, please list by name(s) and address(es) of the professional(s) and the date(s) of examination or treatment 

 

 

 

 



 
Has anyone contacted law enforcement about this incident?             Yes   ∠                             No  ∠ 

Please provide any additional information you have which would be helpful to the investigator.  Attach 
additional pages if necessary.  
 

 

 

 

 
Parents of children who are in pre-kindergarten through sixth grade and are the alleged victims of or witnesses to 
sexual abuse have the right to see and hear any interviews of their children in this investigation.  Please indicate 
“yes” if the parent/guardian wishes to exercise this right. 

Yes  ∠ No  ∠ Telephone number:  
  
Complainant’s name:  
 
Address:  
  
Telephone Number:  
  
Relationship to Student:  
  
   

Complainant Signature  Witness Signature 
   
   

Date  Witness Name (please print) 
   
   
  Witness Address 

Be advised that you have the right to contact the police or sheriff’s office, the county attorney, a private 
attorney, or the State Board of Educational Examiners (if the accused is a teacher or holds a teacher’s 
certificate) for investigation of this incident.  The filing of this report does not deny you these 
opportunities. 

If you are the parent or guardian of the named student, you will receive a copy of this report and a copy 
of the Investigator’s Report within fifteen calendar days of the filing of this report, unless the 
investigation is turned over to law enforcement. 

Procedure Adopted: March 27, 1990 
Procedure Revised: June 5, 2002 



PROCEDURE 755.2 
 

REPORT OF LEVEL ONE INVESTIGATION 

Student’s name:  
 
Student’s age:  Student’s grade:  Student’s school:  
 
Student’s address:  
 
Name of accused school employee:  Building:  
 
Name and address of person filing report:  
 
Name and address of student’s parent/guardian, if different from person filing report:  
 

 

 
Date report of abuse was filed:______________________ Physical  • Sexual  • 
 

Describe the nature, extent and cause of the student’s injury, if any and known.  Attach additional pages if needed. 
 

 

 

 

 

 

 

 
Describe or summarize your investigation.  Attach additional pages if needed.  Please do not use the full names of 
student witnesses. 
 

 
 

 

 

 

 

 

 
Were audio tapes made of any interviews? Yes  • No  • 
Were parent(s)/guardian(s) advised of their right to see and hear any interview of their pre-kindergarten through  
sixth grade children who are alleged victims of or a witness in a sexual abuse investigation? Yes  • No  • 

Was the right exercised? Yes  • No  • 



 

Was any action taken to protect the student during or as a result of the investigation? Yes  • No  • 
If yes, describe: Student excused from school  • Student assigned to a different class  • 
 School employee placed on administrative or other leave  •  
 Other  •  Specify:  
 

LEVEL ONE INVESTIGATOR’S CONCLUSIONS: 
 The complaint was dismissed for lack of jurisdiction. 
• Physical abuse was alleged, but no allegation of injury was made 
• Alleged victim was not a student at the time of the incident 
• Physical abuse was alleged, but no evidence of physical injury exists and nature of alleged incident makes 

it unlikely an injury, as defined in the rules, occurred. 

• Accused school employee is not currently employed by this school (district). 
• Alleged incident did not occur on school grounds, on school time, during a school-sponsored activity, nor 

in a school-related context. 

• Sexual abuse was alleged, but the alleged actions of the school employee, even if true, would not meet the 
definition of sexual abuse in the rules. 

 The complaint has been investigated and concluded at level one as unfounded. 
• Complaint was withdrawn or recanted. 
• Insufficient evidence exists that an incident of abuse, as defined in the rules, took place. 

 The complaint has been investigated at level one and is founded. 
• The investigation is founded at level one and is being turned over to level two for further investigation. 
• Investigation of the complaint was deferred at level one and referred to law enforcement. 
• The investigation is concluded at level one because the accused school employee has admitted the 

violation, has resigned, or agreed to relinquish any teaching license held. 

 Current status of investigation: 
• Closed.  No further investigation is warranted. 
• Closed.  Referred to school officials for further investigation as a personnel matter. 
• Deferred to law enforcement. 
• Turned over to level two. 

Comments:  
 
 

 
I have given a copy of the complaint of abuse and this investigative report to the person filing the report (if he or she 
is the student’s parent or guardian) and informed the person filing the report of the options of contacting law 
enforcement, private counsel, or the State Board of Educational Examiners, if the accused school employee holds an 
Iowa teacher’s certificate or license. 
 
   

Name of Investigator (please print)  Investigator’s Place of Employment 
   
   

Signature of Investigator  Date 
Procedure Adopted: March 27, 1990 
Procedure Revised: June 5, 2002



 

 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 756 

 
STAFF PERSONNEL 
 
Permissive Reports of Child Abuse  
 

It shall be the policy of the Diocesan Board of Education that religious educators and youth ministers 
should make a report to the Iowa Department of Human Services when child abuse by a caregiver is 
suspected.  Though the State of Iowa considers them to be permissive reporters, the Diocesan Board of 
Education encourages the “permissive” reporters to follow the same regulation as the mandated reporters as 
to types of reports, time frame and content of reports. (750.1) 
 
The diocesan Sexual Misconduct Policy may also require such reporting of applicable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Policy Adopted: July 16, 2001 
Policy Revised: June 5, 2002 



DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 757.0 

 
Acknowledgment – Diocesan Sexual Misconduct Policy 
 
 
 
 
 
The acknowledgment accompanying the Diocesan Sexual Misconduct Policy must be signed by all diocesan/parish/school 
certified and non-certified staff and volunteers annually and maintained as described in that policy.    

Policy Adopted:  March 27, 1990   
Policy Revised:  June 5, 2002   
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 810.0 

 
Policy Statement of Tuition                                                                                                        For Schools Only 
 
 In all schools of the Diocese of Davenport and in particular at _________________________ 
School, all expenses for religious instruction are paid from the contributions of the respective parish/parishes 
which support the elementary or secondary school/schools.  No part of the tuition or fees paid by 
parents/guardians or students, unless specifically itemized as an expense related to religious instruction, shall be 
deemed as tuition or fees for religious instruction.  Thus, all tuition and textbook charges paid directly by 
parents and/or students are appropriate tuition tax deduction/credit expenditures. 

Policy Adopted:  March 22, 1988  
Policy Revised:  June 5, 2002   



 

   
 

SERIES 900 - BUILDING SITE 
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DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 910.0 

 
Asbestos Containing Materials              For Schools Only 
 
 It shall be the policy of the Diocesan Board of Education that friable and non-friable asbestos containing 
materials be maintained in good condition and appropriate precautions followed when the material is disturbed 
for any reason.  If there is a need to replace asbestos wrapped pipes or boiler covering, these will be replaced 
with non-asbestos containing materials. 
 
 Schools of the Diocese of Davenport shall implement the rules of AHERA according to school plan .  
Schools may work with their local AEA for training, planning and implementation. 
 
 
 



Policy Adopted:  July 16, 2001   
 

DIOCESE OF DAVENPORT 
BOARD OF EDUCATION 

 
POLICY 911.0 

 
Handicapped Accessibility 
 
 It shall be the policy of the Diocesan Board of Education that all buildings comply with the State of Iowa 
regulations concerning handicapped accessibility to the extent applicable. 
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