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Teaching is a great vocation, and 

the Lord Himself will reward all 

who serve in it as educators in

the cause of the word of God….

The Church needs men and women who

are intent on teaching by word

and example…intent on helping

to permeate the whole educational

milieu with the spirit of Christ.

· Pope John Paul II

Office of Faith Formation

Diocesan School Office 

And

Diocesan Board of Education

2007

Bishop Martin Amos

Mary M. Wieser, Director of Faith Formation & Education/Superintendent of Schools
IlaMae Hanisch, Adult & Family Formation/Lay Ministry Coordinator
Pat Finan, Faith Formation and Youth Ministry Coordinator
IN THE SERVICE OF THE GOSPEL I HAVE BEEN APPOINTED TEACHER

2 Timothy 1:11

THAT THEY MAY HAVE LIFE

John 10:10

Go, therefore, and make disciples of all nations.

Baptizing them in the name of the Father, and of the Son, and of the Holy Spirit.

Teach them to carry out everything I have commanded of you

And know that I am with you always, until the end of the world.

                                                                  Matthew 28:19-20

Splendid, therefore, and of highest importance

is the vocation of those who help parents

In carrying out their duties and

act in the name of the community

by undertaking a teaching career.

-ON CHRISTIAN EDUCATION, #5

The integration of religious truth and values with the rest of life

is brought about in the Catholic school

not only by its unique curriculum but, more important,

by the presence of teachers

who express an integrated approach to learning and living

in their professional lives.

- TO TEACH AS JESUS DID, #104

People today listen more willingly

to witnesses than to teachers,

and if they do listen to teachers,

it is because they are witnesses.

-ON EVANGELIZATION, #41

The religion teacher is the key, the vital component, if the educational goals of the school are to be achieved. But the effectiveness of religious instruction is closely tied to the personal witness given by the teacher; this witness is what brings the content of the lessons of life. Teachers of religion, therefore, must be men and women endowed with many gifts, both natural and supernatural, who are also capable of giving witness to these gifts; they must have a thorough cultural, professional, and pedagogical training, and they must be capable of genuine dialogue.
-THE RELIGIOUS DIMENSION OF EDUCATION IN A CATHOLIC SCHOOL

MISSION STATEMENT OF THE EDUCATIONAL APOSTOLATE

DIOCESE OF DAVENPORT

The educational goal of the Diocese of Davenport is guiding individuals to respond to God’s call:

· to personal conversion

· to Christian community and

· to the transformation of society

through the sharing of knowledge and culture, enlightened and enlivened by faith.

Educational efforts encompassing dual purposes:

· transformation of self and others

· social reform in light of Catholic values1 within the Church and in the human family.2
Cultural and distinctive pursuits:

· human knowledge and culture enlightened and enlivened by faith

· the Catholic message of the Gospel learned and lived in a faith-permeated community

· educational sharing in a spirit of Gospel freedom and love3
Recognition of justice as a constitutive dimension of the Gospel:

· action on behalf of service, justice and peace

· participation in the transformation of the world4
_________________________

1To Teach as Jesus Did, #7

2 Church in the Modern World, #2

3 Declaration on Christian Education, #8

4 Justice in the World (Introduction)
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Faith Formation Goals

Catechists and all those responsible for Catholic faith formation in the Diocese of Davenport strive to enable students to grow toward the following goals as they participate in programs, activities, and practices such as those listed with each goal.

Become A Fully Developed Catholic Person
· have a well-rounded education for cognitive, affective and behavioral development

· have a religion program that forms and informs

· possess a mastery of skills and competencies for learning

· develop a learning program suited to individual ability/needs

· have opportunities to build self-identity , self-worth, self-esteem

· appreciate self as a unique person of dignity, loved by God

· integrate human and spiritual growth

· have a love for learning and continuing personal development

· create a climate for developing self-discipline and responsibility

· develop skills for adjusting to a changing world/society

· have opportunities for physical and mental fitness

Live As A Catholic In Community: Family, Neighborhood, Parish, Nation, World

· live in a faith community in which adults are Catholic models

· have opportunities to pray and worship with school/family/parish communities

· be educated for justice, peace, mercy

· experience collaboration of family, community, parish and school

· recognize all as brothers and sisters with God as Creator of all

· appreciate people of other races/cultures

· realize the interdependence of peoples

· develop skills for living in society: communication; career preparation; reasoning abilities; problem solving; decision making; critical thinking…

· understand the responsibilities of citizenship

· demonstrate concern for public health and safety

Choose Catholic Values For Living Now And For Life

· study human values common to all: friendship; freedom; fairness; human rights; pride in work

· student Catholic/Gospel values; establishment of priorities

· have growth opportunities for moral development

· assist in formation of conscience

· have guidelines and opportunities for making Catholic moral decisions

· grow in appreciation of culture and beauty

· learn the appropriate use of leisure

Introduction

“Go, therefore, and make disciples of all nations. Baptizing them in the name of the Father, and of the Son, and of the Holy Spirit. Teach them to carry out everything I have commanded you and know that I am with you always, until the end of the world.” – Mt. 28:19-20
“People today listen more willingly to witnesses than to teachers, and if they do listen to teachers, it is because they are witnesses.” – On Evangelization, #41

“Jesus Christ is the energizing center of evangelization and the heart of catechesis..Jesus Christ is at once the message, and the messenger, the purpose of the message, and the consummation of the message.” – The National Directory for Catechesis (NDC, Introduction, Page 4)

“Teaching is a great vocation, and the Lord Himself will reward all who serve in it as educators in the cause of the word of God…The Church needs men and women who are intent on teaching by word and example….intenet on helping to permeate the whole educational milieu with the spirit of Christ.” – Pope John Paul II

“The teaching Church calls upon each of us to have an active faith in God and revealed truth. Under the influence of the Holy Spirit, we give total adherence to God’s self revelation. Faith involves intellectual acceptance but also much more. Through faith people have a new vision of God, the world, and themselves. They must not only accept the Christian message but act on it, witnessing as individuals and a community to all that Jesus said and did. Catechesis thus “gives clarity and vigor to faith, nourishes a life lived according to the spirit of Christ, leads to a knowing and active participation in the liturgical mystery, and inspires apostolic action.” – (Christian Education, 4) In sum, doctrine is not merely a matter of intellect, but is the basis for a way of life as envisioned by St. Paul: “Let us profess the truth in love and grow to the full maturity of Christ, the head.” – Ephesians, 4:14; To Teach as Jesus Did, 19-20

The Second Vatican Council established some new emphases in that understanding for our times, among which are the following:
· the necessity of integrating faith, life and culture;

· a balance of emphasis on community and person in Catholic life;

· the central role of liturgy in Catholic life;

· a service-orientation of the Church with regard to the world;

· a concern for Christian unity among all people.

Purposes of the Diocesan Faith Formation Handbook are:

· To provide for educators and catechists who enter into a contractual and or work agreement, the vision, philosophy, and direction of the Office of Faith Formation and the Board of Education of the Diocese of Davenport.

· To define the expectations, rights, and responsibilities for educators and catechists who are offered a contract or work agreement to work within the local parish or regional school/faith formation program.

This handbook is intended to provide employees with a general understanding of Diocesan personnel policies. Employees are encouraged to familiarize themselves with the contents of this handbook to answer many common questions concerning employment within the Diocese. However, this handbook cannot anticipate every situation or answer every question about employment.

Future Changes
The Diocesan Board of Education reserves the right to change or modify the Diocesan Faith Formation Handbook at any time, with or without notice. Once a change or modification is approved by the Diocesan Board of Education, it becomes effective immediately unless otherwise indicated.
References:

References indicating the policies and/or regulations from which content was drawn are indicated as DBE and followed by the number from the Diocesan Board of Education Policy Book.

Diocesan Organization:

The Diocese of Davenport encompasses 22 counties in southeast Iowa. The following is a description of its organization, which also provides a definition of several terms.

A.
Central Leadership



Bishop

The faith formation and educational mission of the Church of the Diocese is administered through the leadership of the Bishop in collaboration with the Diocesan Board of Education, the personnel of the Office of Faith Formation, pastors*, and educational and catechetical leaders of the Diocese.



Diocesan Board of Education

The Diocesan Board of Education is responsible for all faith formation and educational programs in the Diocese. It operates under a constitution approved by the bishop from whom it derives its jurisdiction. It is recognized by the State of Iowa.



Office of Faith Formation

The Office of Faith Formation is under the direction of the Director of Faith Formation/Educational and Superintendent of Schools. These efforts include:

· Catholic Schools – under the director of the Superintendent of Schools

· Catechetical Services – under the Coordinator of Faith Formation and Youth Ministry

· Adult Faith Formation Services – under the Adult/Family Life/Lay Ministry Formation Coordinator

The Diocesan Office of Faith Formation has the following functions and responsibilities:

· Issues administrative regulations for the implementation of board policies and directs the administration and supervision of all faith formation and education in the diocese;

· Is responsible directly to the Diocesan Board of Education as defined by its Constitution;

· Is a resource for all educational and faith formation programs in the diocese.

Superintendent of Schools
The Superintendent of Schools has the responsibility of implementing Diocesan Board of Education policies as they relate to Catholic schools in the Diocese. He/she has the discretionary authority to make administrative decisions consistent with the approved policies of the board. He/she shall plan, organize, direct, coordinate and evaluate personnel, programs and facilities of the educational programs of the Diocese. As Superintendent, he/she relates to the Department of Education of the State of Iowa to insure the continued accreditation of quality Catholic school programs.

Catechetical Services

The Coordinator of Faith Formation and Youth Ministry has the responsibility of implementing Diocesan Board of Education policies as they relate to Catechetical Programs in the Diocese. He/she has the discretionary authority to make administrative decisions consistent with the approved policies of the board. He/she shall plan, organize, direct, coordinate programs and facilities of the educational programs of the Diocese. In addition, he/she shall provide employee advocacy for faith formation personnel in parish or regional programs.

Adult Formation Services
The Adult/Family Life/Lay Ministry Formation Coordinator has the responsibility of implementing Diocesan Board of Education policies as they relate to Adult Catechetical Programs in the Diocese. He/she has the discretionary authority to make administrative decisions consistent with the approved policies of the board. He/she shall plan, organize, direct, coordinate programs and facilities of the educational programs of the Diocese. In addition, he/she shall provide employee advocacy for faith formation personnel in parish or regional programs.

B. Local Leadership

Pastor

The pastor* is the spiritual leader of the Catholic community and administrator of the parish. By virtue of the office the pastor is responsible for those matters within the school/catechetical program which affect the worship, the ministry of the Word, and the spiritual welfare of the school/catechetical program communities. The pastor is an ex officio voting member of the board of education. *The term “pastor” herein refers to priests appointed as pastors or parish life administrators according to c. 521 and to those deacons and persons appointed to care for a parish according to c. 517.2

The pastor or his designee annually “commissions” those within the parish /school who serve in catechetical ministries.  Appendix I

Local Board of Education (Faith Formation Board/Committee)
The local board of education or faith formation committee is a policy-making and advisory body responsible for the faith formation program of a parish or consolidated (regional) school/program. It has jurisdiction delegated to it by the Diocesan Board.
Interparochial/Consolidated Board of Education

An Interparochial/Consolidated Board of Education is a governing body which coordinates program(s) on behalf of parish boards which have interdependent needs. This board has limited jurisdiction as delegated by parish boards and approved by the Diocesan Board.
Program Administrators


Principal

The role of the principal is to act as leader, guide, and catalyst among the staff, parents, students, and school community. The principal is to make known the implement Diocesan philosophy, policies, and regulations. He/she plans, organizes, directs, and evaluates the local school. The principal serves as Executive Officer to the local board (sometimes in collaboration with others) and is responsible for implementing its policies. He/she is also accountable administratively to the Diocesan Office Faith Formation.

Director of Faith Formation (DEF)

The Director of Faith Formation (DFF) is responsible for the overall direction of catechetical programs in a parish or region. The DFF works with the pastor, other ministers, and appropriate committees, boards, or councils involved in setting policy and planning. This includes designing and implementing catechetical programs for learners of all ages, including catechists. Appropriate preparation includes studies in theology, scripture, liturgy, psychology, educational theory, and administration, as well as practical experience with children and adults.

“The single most critical factor in an effective parish catechetical program is the leadership of a professionally trained parish catechetical leader.” (NDC, Page 224. Please see NDC Chapter 8: Those Who Catechize, especially Part 5)

Coordinator of Faith Formation (CFF)

The Coordinator of Faith Formation (CFF) has responsibility for administration of a catechetical program at a particular level or for a particular group or groups within a parish or region. These functions include working with the pastors and other staff members in recruiting catechists and being responsible for the general daily operation of the program. For this work, a background in catechetics, administration, and communication skills are needed, together with parish experience.

As a member of social justice, salaries and benefits should be fair and equitable to all parish staff. See Appendix B of Passing on the Faith Task Force document, page 97.

The diocese endorses the National Certification Standards for Lay Ecclesial Ministers, USCCB 2003).

Certification Standard 1: Personal and Spiritual Maturity

Core Competencies 1.1 – 1.7, Specialized Competencies 1.8 PCL – 1.12 PCL

Certification Standard 2: Lay Ecclesial Minister Identity

Core Competencies 2.1 – 2.5, Specialized Competencies 2.6 PCL – 2.9 PCL

Certification Standard 3: Catholic Theology

Core Competencies 3.1 -3.9, Specialized Competencies 3.10 PCL – 3.22 PCL

Certification Standard 4: Pastoral Praxis

Core Competencies 4.1 -4.6, Specialized Competencies 4.7 PCL – 4.19 PCL

Certification Standard 5: Professional Practice

Core Competencies 5.1 – 5.6, Specialized Competencies 5.7 PCL – 5.19 PCL

Director of Youth Ministry (DYM)

The Director of Youth Ministry (DYM) has responsibility for the overall direction of comprehensive youth ministry in a parish or region. The DYM works with the pastor, other ministers, and appropriate committees, boards, or councils involved in setting policy and planning. This includes designing and implementing catechetical programs younger and older adolescents and catechists. Appropriate preparation includes studies in theology, scripture, liturgy, psychology, educational theory, and administration, as well as practical experience with adolescents and adults.
The director of youth ministry “is primarily responsible for facilitating planning, administering programs, developing a leadership system for adult and youth leaders (recruitment, training, and support), and serving as an advocate and a link for young people to the faith community and wider community.” (Renewing the Vision, Page 41)

Coordinator of Youth Ministry (CYM)

The Coordinator of Youth Ministry (CYM) has responsibility for specific components of youth ministry, or comprehensive youth ministry for a particular group within a parish or region. These functions include working with pastors and other staff members in recruiting catechists and being responsible for the general daily operation of the program. For this work, a background in catechetics, administration, and communication skills are needed, together with parish experience.

As a matter of social justice, salaries and benefits should be fair and equitable to all parish staff. See Appendix B of Passing on the Faith Task Force document, page 97.
The diocese endorses the National Certification Standards for Lay Ecclesial Ministers, USCCB 2003). 

Certification Standard 1: Personal and Spiritual Maturity

Core Competencies 1.1 – 1.7

Certification Standard 2: Lay Ecclesial Minister Identity

Core competencies 2.1 – 2.5

Certification Standard 3: Catholic Theology

Core Competencies 3.1 -3 .9

Certification Standard 4: Pastoral Praxis

Core Competencies 4.1 – 4.6, Specialized Competencies 4.7 YML – 4.10.8 YML

Certification Standard 4: Professional Practice

Core Competencies 5.1 – 5.6

Teacher

The teacher in the Catholic school has the responsibility for educating those individuals in the program at a particular level or for a particular group or groups.

Catechist

The catechist in a catechetical program has the responsibility for catechetical formation of those individuals in the program at a particular level or for a particular group or groups.

Employment


Equal Opportunity (DBE 101)

The Educational System of the Diocese of Davenport is committed to equal opportunity and does not unlawfully discriminate on the basis of race ,color, national and ethnic origin, age, creed, disability, input correct work or gender in the educational programs or activities which it operates. As a religious institution, we affirm the right to consider creed a bona fide qualification in certain cases. This Educational System policy extends to employment in and admission to programs, activities and services. It admits both employees and students of any race, color, national and ethnic origin, disability, or gender to the rights, privileges, employment opportunities, programs, activities and services generally accorded or made available in the programs/activities. It does not unlawfully discriminate in the administration of its educational policies, employment policies, admission policies, scholarship and loan programs, athletic, and other school administered programs.

Human Resource Coordinator

2706 N. Gaines St.

Davenport, IA 52804

Phone: (563) 324-1911

Fax: (563) 324-5811

Professional Ethics and Conduct

The successful operation of educational/faith formation programs governed by the Diocesan Board of Education is built upon the principles of the Catholic Church, fair dealing, and the ethical conduct of our employees. Careful observance of the spirit and letter of all applicable laws and regulations, including the policies of the Diocese of Davenport, as well as a scrupulous regard for the highest standards of conduct and personal integrity is required at all times.

In general the use of good judgment, based on high moral and ethical principles will guide the Catholic educator with respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with the Catholic educator’s immediate supervisor.
Orientation 

Educators and volunteers shall be provided special opportunities for orientation by the board sponsoring the educational program. These orientation experiences will include consideration of the distinctiveness of the program and an explicit orientation to its goals and objectives. All educational activities, curricular and extracurricular, are expected to be consistent with the religious nature of the Catholic school or faith formation program. Personnel are expected to become acquainted with the major statements of the Church concerning Catholic education.

Immigration Law

Educational programs governed by the Diocesan Board of Education are committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.

Employees with questions or seeking more information on immigration law issues are encouraged to contact the Director of Human Resources of the Diocese. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

Model Contract (DBE 303.1 – 303.3 and 340)

The Diocesan Board of Education annually approves a model contract, portions of which are to be uniform throughout the system. The contract is available for instructional personnel (C/DREs, principals and teachers). Job descriptions/agreements are offered to all non-instructional personnel. Other portions may be modified at the discretion of the local board with approval by the Diocesan Board. The contract/agreement in the educational system of the Diocese of Davenport establishes a covenant relationship for a specified time period between the individual employee and the Catholic educational community represented by the board of education. It specifies the nature of the services to the Catholic community intended by the board in exchange for a specified compensation in accord with Diocesan policies, It states the expectations with regard to Catholic beliefs, attitudes, and behavior.

The Faith Formation Handbook is an extension of the contract/agreement with multiple references to the handbook within the terms of the contract. It is expected that each employee has a copy 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, Iowa. Employees sign and acknowledgement verifying they have received and read the handbook and are in compliance with the Sexual Misconduct Policy and the Policy for the Protection of Minors of the Diocese of Davenport. This form is kept on file.

At the time of issuance, all contracts should be issued with a current job description and acknowledgement form .Teacher contracts are issued with board approval by the administrator. Administrator contracts are issued with the board approval by the board chairperson acting on behalf of the board of education. Upon obtaining all necessary signatures at the local level, administrator contracts are sent to the Superintendent of Schools for signature after which the contract is returned to the sender. C/DRE contracts are issued with board approval by the board chairperson acting on behalf of the board of education. Upon obtaining all necessary signatures at the local level, C/DRE contracts are sent to the Director of Faith Formation/Education for signature after which the contract is returned to the sender.
The contract may be terminated or amended by mutual agreement of the parties, in writing. Nothing contained therein shall obligate the employee or the school/catechetical program to extend the contract beyond its expiration date or to renew it for the next school year. In the event that the employee is to be employed for the next succeeding school year, the contract shall be extended or a new contract executed on or before April 15, following the commencement of the term of this contract. If the employee shall be unwilling to renew the contract for the next school year, the employee shall notify the school/catechetical program and board as soon as the fact is known prior to April 15 of the year the contract expires. If the school/catechetical program is unwilling to renew this contract for the next school year, the school/catechetical program shall so notify the employee in accordance with Diocesan Faith Formation Handbook. *Administrators contract should be offered after a formal evaluation and no later than March 15th. 

A violation of the conditions of the contract or of the Iowa Criminal Code constitutes a breach of contract. It is understood that a breach of contract amounts to a voluntary termination of contract on the part of the teacher.
If the board determines that just cause for discharge may exist, the board shall institute the procedures relating to discharge as set forth in Faith Formation Handbook. A contract may not be terminated without the consent of the local board. An employee must recognize the disruptive effect breach of contract has on students of the school, administration and board. The employee agrees that damages as specified in the contract may be withheld from wages owed to employee by school to fairly compensate the school and board for termination of this contract prior to the end of the contract period.
If the board does not accept the resignation and the employee leaves the school without release from his/her contract, the board also has the option to recommend revocation/suspension of his/her Iowa Teacher Certificate. The board may choose not to exercise its rights to collect damages if it chooses.

Specific expectations of the contract include, but are not limited to the following:

1. To support the philosophy, mission, and goals of Catholic education as stated in the Diocesan Faith Formation Handbook.

2. To accept the terms of this contract regarding his/her responsibilities as teacher as defined in but not limited to the job description and (Qualities of Teachers). 

3. To know and observe the policies, regulations, and directives of the Diocesan Board of Education, the local board of education, the State Department of Education, the principal or administrator of the school, and the policies and procedures specified in the Diocesan and local school handbooks.

4. To attend professional meetings, including those scheduled outside of the regular school hours, which are on the school calendar including but not limited to parent-student-teacher conferences and in-service programs.

5. To present evidence of holding a valid Iowa certificate as required by law for the type and level of teaching performed, as well as a transcript of credits for all undergraduate and graduate work completed. To provide an updated personnel file in accordance with the Diocesan Faith Formation Handbook. In the event of previous teaching experience there shall be a written statement of status from the school authorities wherein this service was performed.

6. To submit to the principal upon initial employment report of a medical examination, including a check for tuberculosis, by a licensed physician stating physical fitness.

7. To agree to the deduction from the salary of said teacher for each day of service not performed if absence from duty with pay is not authorized by the board, or if absence is not provided by the contract. 

8. To conduct himself/herself as a moral person, as set forth in the Diocesan Faith Formation Handbook, also to be a community leader and faithful citizen of church and state and to act accordingly at all times.

9. To provide written authorization for release of background check information from the Iowa Department of Criminal Investigation, Sex Offender Registry, and Child Abuse Registry of the Department of Human Services.

10. To comply with the provisions of the Policy for the Protection of Minors.

Access to Personnel Files
Faith formation programs governed by the Diocesan Board of Education maintain a personnel file for each employee. Each educator/catechist or employee cooperates with the administrator in providing the following for his/her file: This file is the confidential record of the individual’s employment and contains the following:

· A copy of the educator’s current Iowa certificate (school personnel only)
· A copy of completion of Ministry Formation Program, Certificate in Youth Ministry Studies, or similar documentation (catechetical or youth ministry administrator)

· Copies of all official transcripts

· Pre-employment materials, application, references, credentials, etc.

· A copy of the current contract or work agreement between the board and the educator/employee

· Evaluations and Professional Development Plan (PDP for educators only)

· Mandatory reporter of child abuse seminar verification (if applicable)

· Naturalization Verification Form for those hired after November 1987

· Signed acknowledgment and consent form from the Diocesan Faith Formation Handbook
· An ongoing record of Catechist Certification and Formation activities

· Physical examination and Tuberculosis check by a licensed medical personnel (post conditional offer of employment)

· Safe Environment Program training certificate and required forms

· Annual Exposure Control Education Verification (Blood Borne Pathogens and Right-To-Know)

Personnel files are the property of the educational program governed by the Diocesan Board of Education, and access to the information they contain is restricted.

As provided by Iowa Law, an employee has the right to review his/her personnel file with reasonable advance notice, in the program office, and in the presence of the administrator or authorized designee. Copies of the personnel file will be provided by the administrator or authorized designee upon request. The employee has the right to be present during the duplication of his/her file.

Performance Evaluation (DBE 440 – 440.3)
The process for personnel evaluation in educational programs governed by the Diocesan Board of Education is developmental and growth-oriented. Continuous improvement in areas of growth and development is an ongoing expectation. Each administrator and teacher will be actively engaged in the ongoing process of evaluation for purposes of personal and professional growth. The evaluation process will identify and support the individual’s growth. The content will reflect the individual’s job description/expected competencies/Iowa Teaching Standards as well as the individual’s pre-established goals/objectives. A written record of the ongoing evaluation process shall be retained in the employee’s personnel file and kept throughout the duration of employment at that school. Employees may copy these records according to the locally established guidelines.

Employment Benefit Programs
Eligible employees in educational programs governed by the Diocesan Board of Education are provided certain benefits. A number of the programs (such as Social Security, worker’s compensation, and unemployment insurance) cover all applicable employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including employee classification (see Appendix B of Passing on the Faith Document). The Director of Human Resources of the Diocese can identify the programs for which employees are eligible. Details of many of these programs can be found elsewhere in the Diocesan Faith Formation Handbook.
The following benefit programs may be available to eligible employees:

· 401(k) Savings Plan

· Bereavement Leave

· Health Insurance

· Jury Duty Leave

· Life Insurance

· Paid Time Off

· Flexible Spending

· Dental Insurance

· Long Term Disability

· Retreats

· Continuing Education

Some benefit programs require contributions from the employee; it is essential to consult with your local administration to determine which benefits are offered by your school/religious education program.

Employee Competencies

Catechist Certification
The Code of Canon Law (#780) stresses the need for suitable preparation and continuing education of catechists.

“Local ordinaries are to see to it that catechists are duly prepared to fulfill their task correctly, namely, that continuing formation is made available to them, that they acquire a proper knowledge of the Church’s teaching, and that they learn in theory and in practice the norms proper to the pedagogical disciplines.”
The Bishop has the expectation that catechist certification be implemented in all the parishes, Catholic institutions and schools of our diocese and that all who catechize seek the level of certification appropriate for their particular role. The Catechist Certification Program has been designed to accommodate the needs of those involved in catechetics within the Diocese of Davenport. The program covers five levels in four areas of concentration: Spirituality, Theology, Methodology (Praxis), and Pastoral Leadership. Certificates are available in five levels: Introductory, Basic, Advanced, Master, and Professional.

	Level
	Yrs in Ministry
	Personal & Spiritual
	Theology
	Methodology
	Pastoral Leadership / Mgt
	Total

	Introductory Catechist
	0-1 yr
	4 hrs
	4 hrs
	5 hrs
	2 hrs
	15 hrs*

	Basic Catechist
	1 yr +
	4 hrs
	16 hrs
	5 hrs
	5 hrs
	30 hrs*

	Advanced Catechist

	2 yrs +
	8 hrs
	32 hrs
	10 hrs
	10 hrs
	60 hrs*

	Master Catechist (CFF)
	3 yrs +
	10 hrs
	30 hrs
	10 hrs
	40 hrs
	90 hrs*

	Professional Catechist (DFF)
	5 yrs +
	30 hrs
	60 hrs
	30 hrs
	60 hrs
	180 hrs*

	Renewal
	*5 hours annually in a diversity of areas.


* An hour represents a contact hour of 50 consecutive clock minutes in an approved education class or activity.
Catechists in all the parishes, Catholic institutions and schools of our diocese shall receive quality ongoing professional in-service. Program administrators are to work with or make provisions that someone works with all catechists in an instructional-supervisory capacity. The Office of Faith Formation provides a process for catechist certification which is designed to provide formation, annual assessment, recognition, and support. (DBE 326, 327, 328)
Assumptions: It is the assumption that all persons (catechists) associated with faith formation programs:

A. Be persons of faith. “The apostolic work of the catechist springs from the Sacrament of Baptism, through which all believers come to share in the prophetic ministry of Christ and the evangelizing mission of the Church…The call to ministry of catechist is a vocation, an interior call, the voice of the Holy Spirit. (National Directory for Catechesis, Page 228).

B. Take an active role in the local implementation of the mission of the Church; community, worship, service, message, and evangelization;

C. Support the teaching magisterium of the Church.

Certification of a catechist is a statement of competencies. It does not guarantee employment, placement, or supervision. The individual and the Church benefit from certification inasmuch as the process helps maintain standards of professional competence.

Principles of Continuing Catechist Formation

The Certification process for catechists in the Diocese of Davenport strives to:

1. Acknowledge that all ecclesial ministry flows “participation in the threefold ministry of Christ who is priest, prophet, and king.” (“Co-Workers in the Vineyard of the Lord, Page 11, USCCB, 2005).

2. Acknowledge the professional nature of the position of catechist in the light of education, experience, and role expectations;

3. Adhere to standards of competence outlined in “National Certification Standards for Lay Ecclesial Ministers” (USCCB, 2003)

4. Establish greater credibility, continuity, and accountability for the catechist by establishing the specific status of and standards for that ministry.


Catechist Certification Based on Contact Hours
Based on information provided by the International Association for Continuing Education and Training and the American Council on Education, the following criteria is established to determine clock hours or CEU’s (Continuing Education Units) within the Diocese of Davenport.

· What is the contact hour?


50 consecutive clock minutes in an approved education class or activity.

· What is a continuing education unit?


One CEU equals 10 contact hours.

· How can I earn CEU’s on contact hours?

You can attend a variety of conferences, workshops, seminars, parish in-services, online courses, ministry formation (MFP) courses, college courses, etc. If you want to know if a particular program is approved, contact the office of pastoral services 563-324-1911.

· How do I figure the CEU’s or contact hours if I take college courses?

One  credit course (quarter college system) equals 10 contact hours or one CEU. One credit course (semester college system) equals 15 contact hours or 1.5 CEU’s.

Levels of Certification
Introductory Catechist – Each catechist is commissioned at the beginning of their first year of teaching in an approved catechetical/school based religion program. Within this first year the catechist agrees to participate in a minimum of 15 hours of professional growth in the following areas; Getting Started as a Catechist, The Person of the Catechist, Roles of the Catechist, Introduction to the Learner, and Methodology (age appropriate) for the students/adults with whom they will be working (Echoes of Faith video assisted program), and a retreat or other opportunity for spiritual growth. Persons who demonstrate proficiency in these areas and/or have completed these requirements in another diocesan approved catechetical certification process or completed credit courses in these areas are exempt from this level.

Certified Catechist – Following the provisional (one) year, all catechists must begin the Catechist Certification Process. Catechists in school-based programs are expected to complete the program in 3 years. Catechists in approved religious education programs are expected to complete the program in 6 years.

I. Basic Catechist Certification is granted to those who have:

A. 30 clock hours of study in the following areas, or completed Yr 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 in Theology.
1. 16 hrs in Theology (4 video tapes and booklets in the Echoes of Faith Series – The Creed, Liturgy/Sacraments, Morality, and Introduction to Scripture)

2. 5 hours in Methodology

3. 4 hours in Personal and Spiritual Formation (video tape and booklet in the Echoes Faith Series – Spirituality/Prayer)

4. 5 hours in Pastoral Leadership

B. At least one year of successful catechetical teaching experience in an approved program.

C. A conference with the program administrator or designed mentor.

D. Completed the above requirements in another diocese or previous certification programs in the Diocese of Davenport.

E. Renewal: complete 5 clock hours annually in any of the following areas: theology (which includes Scripture), methodology, personal & spiritual formation, or pastoral leadership.
II. Advanced Catechist Certification is granted to those who have:

A. 60 clock hours of study in the following areas, or completed Yr I 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.

1. 
32 hours in Theology

2.
10 hours in Methodology

3.
8 hours in Personal and Spiritual Formation

4.
10 hours in Pastoral Leadership

B. Two or more years of successful catechetical teaching experience in an approved program.

C. A conference with the program administrator or designated mentor upon completion of the hours required.

D. Completed the above requirements in another diocese or previous certification programs in the Diocese of Davenport.

E. Renewal: complete 5 clock hours annually in any of the following areas: theology (which includes Scripture), methodology, personal & spiritual formation or pastoral leadership.
III. Master Catechist Certification (CFF, CYM) is granted to those who have:

A. 90 clock hours of study in the following areas, 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.

1. 
30 hours in Theology

2.
10 hours in Methodology

3.
10 hours in Personal and Spiritual Formation

4.
40 hours in Pastoral Leadership 

B. Three or more years of successful catechetical teaching experience in an approved catechetical program.

C. The ability to effectively coordinate catechetical programs.

D. The ability to provide inservice and assistance to catechists and parents/s.

E. A written evaluation by program administrator.

F. A personal interview with the program administrator or pastor to discuss the summary paper, the written evaluation, and the written recommendation (this may be in the form of a professional portfolio).

G. Demonstrates his/her commitment to ongoing faith formation.

H. Renewal: complete 5 clock hours annually in any of the following areas: theology (which includes Scripture), methodology, personal & spiritual formation, or pastoral leadership.
IV. Professional Catechist Certification (DFF, DYM) is granted to those who have:

A. 180 clock hours of study in the following areas, 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.

1. 
60 hours in Theology

2.
30 hours in Methodology

3.
30 hours in Personal and Spiritual Formation

4. 
60 hours in Pastoral Leadership

B. 
At least five years of successful catechetical teaching experience in an 

approved program.
C.
A conference with the diocesan ministry coordinator.

D.
A professional portfolio.

E.
Renewal: Complete 5 clock hours annually in any of the following areas: theology (which includes Scripture), methodology, personal & spiritual formation, or pastoral leadership.

Note regarding Catholic school teachers:

While all teachers in a Catholic school are considered catechists because they teach Catholic values and beliefs through their witness and example, the following expectations are set forth instead of those stated above:

Teachers of the Catholic faith not assigned teaching religion/theology – In addition to the Teacher Competencies in the Faith Formation Handbook and the Basic Assumptions listed above, persons of the Catholic Faith not assigned to teaching religion/theology in a Catholic School are required to:

· complete the requirements for Basic Catechist.

· actively participate in local site faith formation experiences.

· complete 5 clock hours annually in any of the following areas: theology 
(which includes Scripture), methodology, personal & spiritual formation, or pastoral leadership. 
Persons of other Faith/Denominations – Persons of other Faiths/Denominations teaching in a Catholic School are required, in addition to the Teacher Competencies in the Faith Formation Handbook and the Basic Assumptions listed here, to:
· complete the requirements for Basic Catechist.

· actively participate in local site faith formation experiences in accordance with the guidelines of the Catholic Church.

·  Complete 5 clock hours every three years in any of the following areas: theology (includes scripture), methodology, personal & spiritual formation, or pastoral leadership. 

Catholic Schools

Philosophy of Program for Catholic Schools (DBE 102)

The program in the Catholic school flows from the Mission Statement found above. The program of studies in Catholic schools of the Diocese of Davenport meets the requirements and standards for accredited schools in the state of Iowa (Code of Iowa  256.11). All program related decisions should be supported by these documents after careful study and review. The annual Comprehensive School Improvement Plan (CSIP) establishes direction for the instructional program in areas of need and desired emphasis. The Comprehensive School Improvement Plan (CSIP) documents standards & benchmarks, appropriate staff development, and a measurable process for assessment.

The major direction for establishing and implementing the annual Comprehensive School Improvement Plan (CSIP) is established through the untied efforts of the board of education, the pastor(s), administration and faculty, parents, students and representatives of the community.

The Diocesan Office of Faith Formation fosters program improvement through a coordinated program designed to develop dynamic principal leadership, to foster maximum effectiveness of teachers, and to explore new avenues to guide students to their full potential.


Catholic School Teachers
“The integration of religious truth and values with the rest of life is brought about in the Catholic school not only by its unique curriculum, but more importantly, by the presence of teachers who express an integrated approach to learning and living in their professional lives.” – To Teach as Jesus Did, #104

In the Catholic school, “prime responsibility for creating this unique Christian school climate rests with the teachers as individuals and as a community.” Teaching has an extraordinary moral death and is one of an individual’s most excellent and creative activities, for the teacher does not write on inanimate material, but on the very spirits of human beings. The personal relations between the teacher and the students, therefore, assume an enormous importance and are not limited simply to giving and taking. Moreover, we must remember that teachers and educators fulfill a specific Christian vocation and share an equally specific participation in the mission of the Church, to the extent that, “it depends chiefly on them whether the Catholic school achieves its purpose.” – Catholic School On the Threshold of the Third Millennium, Congregation for Catholic Education
“By their witness and their behavior, teachers are of the first importance to impart a distinctive character to Catholic schools. It is, therefore, indispensable to ensure their continuing formation through some form of suitable pastoral provision. This must aim to animate them as witnesses of Christ in the classroom and tackle the problems of their particular apostolate, especially regarding a Christian vision of the world and of education, problems also connected with the art of teaching in accordance with the principles of the Gospel.” – The Catholic School, #78

Qualities of Teachers

The following are qualities and competencies expected of Catholic school teachers. The acquisition and strengthening of these qualities and competencies is a developmental task which requires periodic evaluation.


Teacher Competencies

1. Faith Qualities – Catholic Dimension

The effective Catholic school educator witnesses to students a commitment to Gospel values and the Christian tradition and calls students to a similar faith commitment. He/she relates well with students, parents and colleagues, and works collaboratively with others in a variety of situations.

The teacher demonstrates understanding of Catholic identity through the following means: priestly, prophetic, and politic. 


Criteria:
a. Philosophy of Catholic Education – The teacher displays solid content knowledge, makes connections to other disciplines as well as guides personal behavior.

b. Faith Development – The teacher acknowledges active faith journey and provides opportunities for students to promote Gospel values.

c. Faith Community – The teacher accepts responsibility for communication and relationships. Instructional strategies convey expectations for student action.

d. Service – The teacher moves from a bystander to participant in service. Teacher initiates service that is consistent with his/her belief statements.

e. Social Justice – The teacher has a solid knowledge of social teachings of the church and consistently uses planned integration in classroom preparation.
f. Prayer and Liturgy – The teacher has a solid knowledge of prayer forms and liturgical expressions and involves students in creation and formation.

g. Curriculum Articulation – The teacher permeates all curriculum with faith. Assessments across the curriculum include application to tenets of faith.



The teacher participates in adult formation and professional development 


opportunities.



Criteria:

a. Scripture – The teacher consistently integrates Scripture across disciplines.

b. Theology – The teacher plans, practices, and models behavior which reflects extensive content knowledge of the teaching of the church. Evidence exists of continuous pursuit of such knowledge.

c. Spirituality – The teacher consistently practices devotions of the church. The teacher participants in spiritual formation as part of employment and beyond.

d. Catechetical Methods and Formation – The teacher uses pedagogical practices that reflect current research on best catechetical practice, but without anticipating student misconceptions.

e. Social Teachings of the Church – The teacher has read/researched major documents of social teaching and consistently applies them to classroom instruction. Current evidence of ongoing education exists.

The teacher effectively uses catechetical methods.

Criteria:

a. Development of Students – The teacher displays understanding of developmentally appropriate religious formation stages and consistently integrates in instruction.

b. Transmits Knowledge of Faith – The teacher’s understanding of catechism is solid. Representation of content is appropriate and links well with students’ knowledge and experience.

c. Knowledge of Worship and Liturgy – The teacher displays solid content knowledge of worship rubrics with integration of student planning. Teacher seeks outside information to remain updated in worship practices.

d. Formation of Ethics and Social Awareness – The teacher displays solid content knowledge in character/moral development and evidence exists of integration into classroom practices.

e. Provides Developmentally Appropriate (DAP) Service Opportunities – The teacher demonstrates evidence of teacher planned service learning integrated into the curriculum.


The teacher creates sacred ground as part of classroom environment.

Criteria:

a. Organizing Physical and Sacred Space – The teacher demonstrates evidence of religious artifacts visually. Classroom arrangement allows for planned student religious activity.

b. Schools as Community: Respect and Rapport – The teacher provides support to parents, students, and colleagues. The teacher volunteers service to the school and others,

c. Classroom Management – The teacher’s response to misbehavior is appropriate and successful and respects the students dignity or student behavior is generally appropriate.

d. Prayer – The teacher consistently uses prayer in the classroom. Evidence exists of the use of a variety of prayer forms.

2. Professional Qualities (adapted from the Iowa Teaching Standards and Criteria)

Davenport Diocese/Iowa Teaching Standards and Criteria

	STANDARD 1:  Demonstrates ability to enhance academic performance and support for implementation of the school district’s student achievement goals.
	STANDARD 2:  Demonstrates competence in content knowledge appropriate to the teaching profession.

	The Teacher:

a. Provides evidence of student learning to students, families, and staff.

b. Implements strategies supporting student, building, and district goals.

c. Uses student performance data as a guide for decision making.

d. Accepts and demonstrates responsibility for creating a classroom culture that supports the learning of every student.

e. Creates an environment of mutual respect, rapport, and fairness.

f. Participates in and contributes to a school culture that focuses on improved student learning.

g. Communicates with students, families, colleagues, and communities effectively and accurately.


	The Teacher:

a. Understands and uses key concepts, underlying 

            themes, relationships, and different perspectives 

            related to the content area.

b. Uses knowledge of student development to make 

            learning experiences in the content area 

            meaningful and accessible for every student.
      c.   Relates ideas and information within and across 

            content areas.
      d.   Understands and uses instructional strategies that 

            are appropriate to the content area.

	STANDARD 3:  Demonstrates competence in planning and preparation for instruction.
	STANDARD 4:  Uses strategies to deliver instruction that meets the multiple learning needs of students.

	The Teacher:

     a.    Uses student achievement data, local standards 

            and the district curriculum in planning for  

            instruction.
     b.    Sets and communicates high expectations for  

            social, behavioral, and academic success of all 

            students.
     c.    Uses student developmental needs, background, 

            and interests in planning for instruction.
     d.    Selects strategies to engage all students in 

            learning.
     e.    Uses available resources, including technologies, 

            in the development and sequencing of 

            instruction.


	The Teacher:

a. Aligns classroom instruction with local standards 

      and district curriculum.
b.   Uses research-based instructional strategies that 

      address the full range of cognitive levels.

c. Demonstrates flexibility and responsiveness in 

            adjusting instruction to meet student needs.
     d.   Engages students in varied experiences that meet 

           diverse needs and promote social, emotional, and 

           academic growth. 
      e.  Connects students' prior knowledge, life 

           experiences, and interests in the instructional 

            process.
      f.   Uses available resources, including technologies, 

            in the delivery of instruction.



	STANDARD 5: Uses a variety of methods to monitor student learning.
	STANDARD 6:  Demonstrates competence in classroom management.

	The Teacher:

      a.    Aligns classroom assessment with instruction.
      b.    Communicates assessment criteria and standards 

             to all students and parents.
      c.    Understands and uses the results of multiple  

             assessments to guide planning and instruction. 
      d.    Guides students in goal setting and assessing 

             their own learning.
      e.    Provides substantive, timely, and constructive  

             feedback to students and parents.
      f.    Works with other staff and building and district  

             leadership in analysis of student progress.


	The Teacher:

a. Creates a learning community that encourages 

b.  positive social interaction, active engagement, and self-regulation for every student.

c. Establishes, communicates, models and maintains standards of responsible student behavior.

d. Develops and implements classroom procedures and routines that support high expectations for learning.

e. Uses instructional time effectively to maximize student achievement.

f. Creates a safe and purposeful learning environment.

	STANDARD 7:  Engages in professional growth.
	STANDARD 8:  Fulfills professional responsibilities established by the school district.

	The teacher:

a. Demonstrates habits and skills of continuous inquiry and learning.

b. Works collaboratively to improve professional practice and student learning.

c. Applies research, knowledge, and skills from professional development opportunities to improve practice.

d. Establishes and implements professional development plans based upon the teacher needs aligned to the Iowa Teaching Standards and district/building student achievement goals.


	The Teacher:

a. Adheres to board policies, district procedures, 

      and contractual obligations.
b.   Demonstrates professional and ethical conduct as 

      defined by state law and individual district 

      policy.
c.   Contributes to efforts to achieve district and 

      building goals.
d.   Demonstrates an understanding of and respect for 

      all learners and staff.
e.   Collaborates with students, families, colleagues, 

      and communities to enhance student learning.



	STANDARD 9:  Fulfills professional responsibilities as a Faith Community Member

	The teacher:

      a.    Gives evidence of valuing Catholic philosophy of education.

b. Gives on-going support to the development and living of a Christian faith community among faculty and students.

c. Demonstrates commitment to the values of personal prayer and participation in community worship.

d. Fosters apostolic consciousness and an awareness of Peace and Justice issues in students by witnessing to and encouraging Christian service.

e. Fosters awareness of multicultural nonsexist issues as justice issues.



Catholic School Administrators

“Principals must be religious leaders and possess religious knowledge and skills reflected in their attitudes and actions. In short, they must be theologically literate and actively involved in Church life…The pastoral component of a preparation program should insure a basic knowledge and understanding of the Catholic religious heritage, especially as this relates to education and schooling. This is crucial to their role and ministry. It also includes knowledge of authentic Church teaching and current practice; Church documents related to education; Church law and governance structures, the philosophy and history of Catholic education and Catholic schools, and the skills needed to apply this knowledge..” – Those Who Would Be Catholic School Principals, p. 10.


Qualities of Principals

The following are qualities and competencies expected of Catholic school principals. The acquisition and strengthening of these qualities and competencies is a developmental task which requires periodic evaluation.

ADMINISTRATOR

A.
Principals Underlying the Role of the Principal
The principal is the response of the Catholic educator to accept the leadership of the Catholic school. Each administrator needs to respond to this call by becoming prophet and witness to the living Gospel.

The prophetic leadership calls for the administrator to become totally reliant on God’s saving love and guidance. The administrator becomes servant in bringing about the Kingdom in the school community she/he serves.

Serving as witness to the living Gospel by sharing in Jesus’ mission, the prophetic administrator will have to be a countersign, summoning all to share in the building of a kingdom of justice, truth, peace, and love in God’s relationship to this community and bringing God’s Word to bear on its life.

Love is the foundation in which administration is rooted. Love is the life of the Spirit-filled community. It will enable the administrator to speak the Word of God in principles and actions. The response to leadership will be inspired by love to console, to exhort, to heal, to encourage others to be open to the Word. Love will make the principal ever sensitive to being called and to call others to the experience of God and community held in one loving embrace.


B.
Spiritual Growth


1.
Importance of Spiritual Growth

Principals must be religious leaders and posses religious knowledge and skills reflected in their attitudes and actions. In short, they must be theologically literate and actively involved in Church life…The pastoral component of a preparation program should insure a basic knowledge and understanding of the Catholic religious heritage, especially as this relates to education and schooling. This is crucial to their role and ministry. It also includes knowledge of authentic Church teaching and current practice; Church documents related to education; Church law and governance structures, the philosophy and history of Catholic education and Catholic schools, and the skills needed to apply this knowledge.

Those Who Would Be Catholic School Principals, p. 10
2.
Commitment to Growth

Openness to growth and development is an expected way of life for administrators, not only in academic areas, but also in the area of baptismal, confirmation, and Eucharistic commitment as Catholics. All administrators are facilitators of growth; Catholic school administrators are also facilitators of faith growth/experience in others. This necessitates participation in pre-service and in-service programs of Catholic spiritual and ministerial formation. The objectives of such programs are:


a)
to increase the knowledge and understanding of educators in a Catholic school


b)
to enable educators to become persons with Catholic attitudes and qualities


c)
to advance commitment to a personal program of spiritual growth


d)
to develop those competencies and skills which enable educators to be in their students facilitators of faith and of learning experiences.

3. Specific Expectations of Administrators in Catholic Schools

a)
growth through regular participation in Eucharistic celebrations

b)
participation in regular school/parish programs of spiritual celebrations

c)
occasional participation in diocesan or other special opportunities of spiritual growth especially those designed for educators (e.g. retreats, renewal days, Christian Experience Weekends,etc.)
d)
provides opportunities and means whereby resource people and volunteers join in the spiritual program


C.
Professional Growth


1.
Instructional Leadership

An elementary school serious about quality education must have a principal with competence and time to be an instruction leader. While competencies such as able administration and good human/public relation skills are needed for the smooth operation of the school, they of themselves do not cause quality education.

The principal must be a developer of faculty and program if quality education is to be. However, capable each teacher is individually, school-wide continuous progress for students and the continuous improvement of program and faculty can be accomplished only under the direction of a capable instructional leader – one who leads in competency, time and commitment so that faculty and program continually improve as they meet the needs of students.

This means that the principal who is an instructional leader spends the greater portion of his/her time in instruction related activities such as the following:




a)
in classrooms observing instruction




(1)
in giving feedback to teachers




b)
in noting student progress (pacing meetings with teachers, conferences with students, study of test results)




c)
in designing and maintaining a strong staff development program




(1)
to build competencies needed by individual teachers




(2)
to build teacher competencies needed to meet program goals




d)
in studying and presenting curriculum materials and instructional practices/procedures




e)
in sharing decision making




f)
in causing teachers to invest themselves in the program




g)
in building a school-wide, unified instructional program

2. Formal Observation

In addition to the informal observations, periodic formal observations of teachers for instructional improvement are expected of all principals.

3. Principal Evaluation

Principals in schools of the diocese are to be evaluated according to the competencies/tasks given in the job description on page 10-13.

The evaluation of the principal takes place according to a process established by the Diocesan School Office. 

Ordinarily, a principal new in a school is evaluated during the second year in the school and once every three-five years thereafter.

4. Growth Expectation

Continuous improvement is a way of life in our educational system. The administrator is expected to utilize his/her personal growth plan resulting from valuations and other developmental and in-service opportunities in a serious effort to improve as a professional administrator in a Catholic school. In conferring with the administrator relative to his/her growth, the Diocesan School Office apprises the principal of needed improvement and/or expectations.

5. School/Program Evaluation

The evaluation of schools at the elementary and secondary levels is another means of the continuous improvement of the program.

This evaluation process requires openness to growth and a willingness to work together for educational improvement.

6. Diocesan Staff Support

Staff members of the Diocesan School Offices are available to assist with the instructional program and other concerns.

Principals are directly accountable to their local boards and to the Diocesan School Office for instructional leadership and administrative direction.


D.
Administrator Competencies


1.
Facilitator of Faith Community:




a)
Helps Create a Faith Community





(1)
Is a person of faith





(2)
Causes faith leadership to happen





(3)
Develops a shared vision of the school’s faith community





(4)
Reflects the fourfold mission of the Church: community, worship, service and message





(5)
Recognizes and utilizes the gift of others




b)
Gives Priority to the Development of the Total Catholic Quality of the 





School





(1)
Builds the Catholicity of the school





(2)
Guarantees opportunities for faith experiences for the students





(3)
Insures quality religious instruction





(4)
Causes the curriculum to be permeated with gospel values





(5)
Recognizes parents as primary religious educators and works in partnership with parents/guardians in the religious formation of their child(ren)




c)
Involves Others in Prayer and Liturgy





(1)
Causes quality faith experiences to take place such as liturgies, retreats, paraliturgical services, faculty/student renewals, prayer…





(2)
Promotes cooperation with priests/pastoral staff




d)
Seeks to Foster Interpersonal Relationships in Light of Gospel Values





(1)
Helps create a positive working/learning environment





(2)
Promotes a sense of home, school, and parish unity





(3)
Models a spirit of reconciliation




e)
Fosters the Service Dimension of Faith Development among Teachers 





and Students





(1)
Encourages and promotes service within/beyond the school





(2)
Examples: projects, missions, tutor programs…

Administrator Competencies

FACILITATOR OF FAITH COMMUNITY

STANDARD: A principal is an educational leader who helps create a Faith Community.

Sample Performance Indicators

· Is a person of faith

· Causes faith leadership to happen
· Develops a shared vision of the school’s faith community
· Reflects the fourfold mission of the Church: community, worship, service and message
· Recognizes and utilizes the gifts of others
· Gives Priority to the Development of the Total Catholic Quality of the School

· Builds the Catholicity of the school

· Guarantees opportunities for faith experiences for the students, staff and self.
· Insures quality faith formation instruction

· Causes the curriculum to be permeated with gospel values

· Recognizes parents as primary faith formation catechist and works in partnership with parents/guardians in the religious formation of their child(ren)

· Involves Others in Prayer and Liturgy

· Causes quality faith experiences to take place such as liturgies, retreats, paraliturgical services, faculty/student renewals, prayer...

· Promotes cooperation with priests/pastoral staff

· Seeks to Foster Interpersonal Relationships in Light of Gospel Values 

· Helps create a positive working/learning environment

· Promotes a sense of home, school, and parish unity

· Models a spirit of reconciliation

· Fosters the Service Dimension of Faith Development Among Teachers and Students

· Encourages and promotes service within/beyond the school

STANDARD #1: Vision - A principal is an educational leader who promotes the success of all students facilitating the development, articulation, implementation, and stewardship of a vision of learning that is shared and supported by the school community.

Sample Performance Indicators

Sets priorities in the context of improving student achievement.

Articulates and promotes high expectations for teaching and student learning.

Aligns the educational programs, plans and actions to the Diocese/building’s vision and goals for student learning.

Creates symbols, ceremonies, and activities that support the vision and mission of the Diocese/building.

Develops communication strategies to inform stakeholders of progress towards the vision and mission of the Diocese/building.

STANDARD #2: Culture and Instructional Program - A principal is an educational leader who promotes the success of all students by advocating, nurturing and sustaining a school culture and instructional program conducive to student learning and staff professional development.

Sample Performance Indicators

Provides leadership for assessing, developing and improving school environment and culture.

Recruits, interviews and recommends teachers and staff to support quality instruction.

Provides leadership, encouragement, opportunities, and structure for all staff to continually design more effective teaching and learning experiences for all students.

Evaluates staff and provides direction for improving instruction.

Develops and supports professional development of staff to improve student learning.

Demonstrates awareness of professional issues and developments in education.

Develops and revises as needed his/her own professional development plan for continued improved performance.

STANDARD #3: Management - A principal is an educational leader who promotes the success of all students by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.

Sample Performance Indicators

· Operational procedures are designed and managed to maximize opportunities for successful learning.

· Effectively manages board policies and procedures.

· Demonstrates effective communication skills with a variety of stakeholders in the operation of the school. 

· Addresses problems in a timely manner.

· Manage fiscal resources of the schools responsibly, efficiently, and effectively.

· Works to assure the school plant, equipment, and support systems operate safely, efficiently and effectively.

STANDARD #4: Collaboration - A principal is an educational leader who promotes the success of all students by collaborating with families and community members, responding to diverse community interests and needs, and mobilizing community resources.

Sample Performance Indicators

· Engages the community to create shared responsibility for student and school success.

· Promotes and supports parent/student/community involvement in the school.

· Shares leadership and decision-making.

· Connects students and families to the health, human and social services they need to stay focused on learning. 

STANDARD #5: Ethics - A principal is an educational leader who promotes the success of all students by acting with integrity, fairness, and in an ethical manner.

Sample Performance Indicators

· Demonstrates ethical, trustworthy, and professional behavior.

· Demonstrates values, beliefs, and attitudes that inspire others to higher levels of performance.

· Treats people fairly, equitably, and with dignity and respect.

· Applies policies and procedures in a fair and equitable manner.

· Demonstrates appreciation for and sensitivity to the diversity in the school community.

STANDARD #6:  Learning Community - A principal is an educational leader who promotes the success of all students by understanding, responding to, and influencing the larger political, social, economic, legal, and cultural context.

Sample Performance Indicators

· Serves as an effective spokesperson for the welfare of all members of the learning community.

· Promotes respect for diversity in the school and community environment.

· Engages in dialogue with other decision-makers to improve teaching and learning.

· Communicates clearly to the community about building/Diocese/building issues and performances.

· Provides leadership through assisting in the development of mutual expectations, procedures for working together, and formulating Diocese/building policies.

· Knows and supports the building/Diocese/building school improvement plan and accurately interprets and reports progress on goals.

Adapted from

· NCEA publication Those Who Would Be Catholic School Principals
· The Interstate School Leaders Licensure Consortium Standards of School Leaders (ISLLC)
· Iowa Administrative Standards
Catechetical Programs

Directors and Coordinators of Faith Formation and Youth Ministry
“In proclaiming the Good News of Revelation to the world, evangelization invites men and women to conversion and faith. The call of Jesus “Repent and believe in the Gospel” (Mk 1:15) continues to resound today by means of the Church’s work of evangelization. The Christian faith is above all, conversion to Jesus Christ, full and sincere adherence to his person and the decision to walk in his footsteps. Faith is a personal encounter with Jesus Christ, making of oneself a disciple of him. This demands a permanent commitment to think like him, to judge like him, and to live as he lived. In this way the believer unites himself to the community of disciples and appropriates the faith of the Church.This ‘yes’ to Jesus Christ, who is the fullness of the revelation of the Father, is twofold: a trustful abandonment to God and a loving assent to all that he has revealed to us. This is possible only by means of the action of the Holy Spirit” – General Directory of Catechesis

“The ministry of catechesis helps adolescents develop a deeper relationship with Jesus Christ and the Christian community, and increase their knowledge of the core content of the Catholic faith. The ministry of catechesis also helps young people enrich and expand their understanding of the scriptures and the sacred tradition and their application to life today, and live more faithfully as disciples of Jesus Christ in their daily lives, through a life of prayer, justice and loving service.” (Renewing the Vision, Page 29)

“Adult faith formation, by which people consciously grow in the life of Christ through experience, reflection, prayer, and study must be ‘the central task in the catechetical enterprise,’ becoming ‘the axis around which revolves the catechesis of children and adolescence as well as that of old age.’ This can be done specifically through developing in adults a better understanding of and participation in the full sacramental life of the Church.”  - Our Heart Were Burning Within Us, A Pastoral Plan for Adult Faith Formation in the United States – USCCB 1999, Intro-5
Qualities and Competencies of Directors and Coordinators of Faith Formation and Youth Ministry (DBE 326, 327)

The acquisition and strengthening of these qualities and competencies is a developmental task which requires periodic evaluation.


A. Person of Faith

Directors or Coordinators of Faith Formation and Youth Ministry are called by the people of a given parish or region to share faith with them. In light of this, Directors or Coordinators of Faith Formation and Youth Ministry are catechetical leaders who:



1. 
Reverence and foster the Catholic faith.



2. 
Participate in the life of the Catholic Church.




3. 
Deepen a relationship with God through the Scriptures with a passion 




for the Gospel and participation in prayer and the sacraments.




4.
Value and promote the dignity of all persons.




5.
Practice stewardship and show respect for all creation.




6.
Employ justice and charity in actions and decisions.




7.
Maintain appropriate relationships, respecting boundaries with 




colleagues and parishioners of all ages.




8.
Maintain confidentially when appropriate and as required by 




circumstances.

9. Facilitate and foster the faith formation and spiritual growth of 

catechists, 
students, parents/guardians, and the parishioners in accord with the vision of current church documents.




10.
Respect diversity of others and within the church.



B.
Administrator

As an administrator, the Director or Coordinator of Faith Formation or Youth Ministry is responsible for the organization and implementation of tasks which enable the catechetical program to operate effectively, providing an enriching experience for all concerned.
The Directors or Coordinators of Faith Formation or Youth Ministry as administrator is who:

1.
Works collaboratively and communicates effectively with parents, learners, catechetical staff, pastor, principal of the Catholic school (if applicable), and other ministers in an atmosphere of mutual support and trust.

2.
Appreciates, calls forth, and engages the talents and gifts of others.

3.
Shares with others a love for the Catholic Church.

4. 
Organizes, implements, and evaluates programs regularly.

5.
Assists in developing and managing an annual budget, exercising fiscal responsibility and stewardship.

6.
Models lifelong professional learning in areas required for catechetical ministry through various modes, e.g., self-study, reading, and formal classes when possible.

7.
Functions in some settings as an ex officio, non-voting member of the parish faith formation committee or board of education and serves on the agenda committee.

8.
Supervises faith formation office staff and catechists and oversees the proper use and maintenance of the facilities related to the catechetical program.

9.
Maintains accurate records related to registration, attendance and evaluations, as well as any required documentation related to sacramental preparation and celebration.



C.
Program Planner

The Director or Coordinator of Faith Formation or Youth Ministry as program planner is one who:




1. 
Implements the fundamental tasks of catechesis which include promoting knowledge of faith. Liturgy, morality, prayer, community life, and missionary initiation (GDC, nos.85-86), as well as evangelization, advocacy and pastoral care (RTV, Part 3)



2.
Engages in ongoing evaluation strategies that support future planning.




3.
Guides the education/faith formation committee (board of education) in the development of common goals and programs that support the areas of catechesis as promulgated in the National Directory of Catechesis.





4.
Incorporates the Church’s basic mission of ongoing catechesis and 






evangelization.





5.
Implements and integrates Diocesan policies regarding program 





planning.




6.
Works collaboratively with other parish 
personnel and volunteers





developing programs for the parish (i.e., liturgist, parish council 




committees) to ensure an integrated approach to the parish or region’s 




catechetical efforts.




7.
Develops curriculum in keeping with guidelines of the diocese and the 




National Directory for Catechesis.




8.
Reviews, selects, and acquired suitable updated print and media materials for use in the areas of catechesis which follow the Diocesan guidelines and evaluations.




9.
Communicates in a timely manner the expectations, policies, and events of the catechetical program in order to ensure the support and involvement of parishioners in the program, particularly with regards to parents/guardians and their children.



10.
Develops and implements regular catechist formation opportunities.



D.
Facilitator of Catechists

The Director or Coordinator of Faith Formation or Youth Ministry as a facilitator of catechists is one who:




1.
Assists the board in recruiting sufficient catechists and volunteers to conduct the catechetical program or a parish or region.




2.
Establishes a warm, mutually respectful and trusting relationship with catechists.




3.
Promotes the sense of Christian community among catechists.




4.
Understands and appreciates the various learning styles and supportive strategies for adult faith formation and learning.




5.
Visits classes, meets with the catechists, and offers constructive suggestions for improvement and growth as needed.




6.
Provides regular assistance and training for catechists in basic theology, methods of catechesis, and use of appropriate materials for catechesis.




7.
Provides catechists and volunteers with periodic spiritual enrichment in-services and recognition of their services to the catechetical programs and the Church.




8.
Encourages catechists to obtain diocesan certification and supports them in these efforts.



E.
Diocesan Communicator




The Director or Coordinator of Faith Formation or Youth Ministry as a 



diocesan communicator is one who:




1.
Participates regularly in Diocesan and regional meetings and in-services.




2.
Acquires the skills reflected in the national standards for coordinators and directors through participation in a planned program of professional formation.




3.
Maintains regular contact with Diocesan offices to stay informed of policies, programs being offered, and current issues.




4.
Follows diocesan policies and appropriate legal statutes to protect the rights of individuals from abuse.

Employee Expectations


Drug And Alcohol Use (DBE 405)

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, 
unless approved by the administrator. 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.


Sexual Harassment (DBE 470.1 and 430)


I.
The Policy



It is the policy of the educational programs governed by the Diocesan Board 


of  Education to maintain a learning and working environment that is free 
from sexual harassment. No employee, volunteer, or student associated with these programs shall be subjected to sexual harassment.



It shall be violation of this policy for any employee, volunteer, or student to 


harass another employee, volunteer, or student through conduct or 


communications of a sexual nature as defined in Section II below.



Each administrator shall be responsible for promoting understanding and 


acceptance of, and assuring compliance with, local, state, and federal laws and 


board policy and procedures governing sexual harassment within the school or 


office. Information related to this policy shall be published in local 


handbooks.



Violations of this policy or procedure will be cause for disciplinary action.


II.
Definition



Sexual harassment means unwelcome sexual advances, requests for sexual 


favors, and other verbal or physical conduct of a sexual nature when:



A.
Submission to such conduct is made either explicitly or implicitly a term 



or condition of a person’s employment or advancement or of a student’s 



participation in programs or activities;

B. Submission to or rejection of such conduct by an employee , volunteer, or 
student is used as the basis for decisions affecting the employee, volunteer, or student;

C. Such conduct has the purpose or effect of unreasonably interfering with 

the performance of an employee, volunteer, or student or creating an 

intimidating or hostile learning or working environment;



D.
Sexual harassment may include, but is not limited to, the following:

· Harassment or abuse

· Pressure for sexual activity

· Repeated remarks to a person, with sexual or demeaning implications

· Unwelcome touching

· Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning one’s grades, job, etc.

III. Procedures


A.
Any person who alleges sexual harassment* by an employee, volunteer, or student of an educational program governed by the Diocesan Board of Education shall file a complaint in writing directly to his or her teacher, immediate supervisor, principal, C/DFF (Coordinator/Director Faith Formation) or C/DYM (Coordinator/Director Youth Ministry), or the  Superintendent of Schools of the Diocese of Davenport. The complaint shall describe the perceived violation, name the perpetrator, and identify any potential witnesses to the incident.


B.
The filing of a grievance or otherwise reporting of sexual harassment will not reflect upon the complainant’s status, nor will it affect future employment or work assignments. Retaliation against a complainant is strictly prohibited.


C.
The right to confidentiality, both of the complainant and of the accused, will be respected consistent with legal obligations and with the necessity to investigate allegations of misconduct and to take corrective action when this conduct has occurred. The person receiving the complaint shall investigate the matter to determine if the charges are substantiated, after which a summary of the investigation will be developed. If charges are substantiated, contact should be made with the Office of Faith Formation for counsel.

*In the event the alleged harassment appears to be a form a sexual abuse as defined in the Policies Relating to Sexuality and Personal Behavior, Diocese of Davenport, the requirements for reporting as stated in that policy supersede the expectations stated in this policy.

IV. Sanctions


A.
A substantiated charge against an employee or a volunteer shall subject such employee or volunteer to disciplinary action, up to and including discharge.


B.
A substantiated charge against a student shall subject that student to disciplinary action which may include suspension or expulsion, consistent with the student discipline code.
V. Notifications

Notice of this policy will be circulated to all educational programs governed by the Diocesan Board of Education and incorporated into employee , volunteer and student handbooks. Training sessions on this policy and the prevention of sexual harassment shall be held for employees, volunteers, and students in all educational programs governed by the Diocesan Board of Education.


Rationale: Iowa Code Chap. 216.29 C.F.R. ¤ 1604.11


Harassment (DBE 470.2 and 430)

I. The Policy

A. It is the policy of the educational programs governed by the Diocesan
Board of Education to maintain a learning and working environment that is free from any type of harassment. No employee, volunteer, or student associated with these programs shall be subjected to any type of harassment.


B. 
It shall be a violation of this policy for any employee, volunteer, or student to harass another employee, volunteer, or student through conduct or communications as defined in Section II below.



C.
Each administrator shall be responsible for promoting understanding and acceptance of, and assuring compliance with, local, state, and federal laws and board policy and procedures governing harassment within the educational program or office.



D.
Violations of this policy or procedure will be cause for disciplinary action.

II. Definition of Harassment



A.
Harassment may be on the basis of race, color, religion, gender (sexual orientation), national origin, age, or disability. If so, it also constitutes discrimination and, as such, violates civil law and the policies of the Diocesan Board of Education. Harassment may also occur without regard to any of the above categories. It also violates the policies of the Diocese of Davenport.



B.
Harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual. I may be, but does not have to be, because of one’s race, color, religion, gender, national origin, age, or disability, or that of one’s relatives, friends, or associates, that: 1) has the purpose or effect of creating an intimidating, hostile, or offensive environment; 2) has the purpose or effect of unreasonably interfering with an individual’s performance; or 3) otherwise adversely affects an individual’s opportunities. Threats to injure or kill another person or threats to do harm to another’s property, constitute harassment.



C.
Harassing conduct includes, but is not limited to, the following: 1) epithets, slurs, negative stereotyping, or threatening, intimidating, or hostile acts; 2) written or graphic material that denigrates or shows hostility or aversion toward an individual or group that is circulated within or placed on walls, bulletin boards, or elsewhere on premises where the educational program operates; 3) bullying which may be emotional, physical, racist, sexual, or verbal (e.g., name-calling, sarcasm, spreading rumors, excessive teasing); and 4) hazing.



D.
The standard for determining whether verbal or physical conduct is sufficiently severe or pervasive to create a hostile or abusive environment is whether a reasonable student or person in the same or similar circumstances would find the conduct intimidating, hostile or abusive. It is not necessary to make a showing that the victim was psychologically harmed.



E.
Prevention is the best tool for the elimination of harassment. An educational program governed by the Diocesan Board of Education has an affirmative duty to maintain an environment free of harassment. Harassing conduct may be challenged even if the complaining person is not the intended target of the conduct.


III.
Procedures



A.
Any person who alleges harassment by an employee, volunteer, or student of an educational program governed by the Diocesan Board of Education should file a complaint in writing directly to his or her teacher, immediate supervisor, principal, C/DFF (Coordinator/Director Faith Formation) or C/DYM (Coordinator/Director Youth Ministry) of the Diocese of Davenport. The complaint shall describe the perceived violation, name the perpetrator, and identify any potential witnesses to the incident.



B.
In case of someone who threatens to injure or kill another person for any reason, or who threatens to do harm to another’s property, a “no-tolerance” stance will be taken. The perpetrator will be suspended immediately. Reentry will be contingent upon a report from a competent mental health care professional indicating that the perpetrator is not perceived to be a threat to self or others. It may also be contingent upon a program of continued counseling.


C.
The filing of a grievance or otherwise reporting of harassment will not reflect upon the complainant’s status, nor will it affect future employment or work assignments. Retaliation against a complainant is strictly prohibited.



D.
The right to confidentiality, both of the complainant and of the accused, will be respected to the extent possible but consistent with legal obligations and with the necessity to investigate allegations of misconduct an to take corrective action when this conduct has occurred. The person receiving the complaint shall investigate the matter to determine if the charges are substantiated, after which a summary of the investigation will be developed. If charges are substantiated, contact should be made with the Office of Faith Formation for counsel.


IV.
Sanctions



A.
A substantiated charge against an employee or a volunteer will subject such employee or volunteer to disciplinary action, up to and including discharge.



B.
A substantiated charge against a student in any educational program governed by the Diocesan Board of Education will subject that student to disciplinary action which may include suspension or expulsion, consistent with the student discipline code.


V.
Notifications



Notice of this policy will be circulated to all educational programs governed 


by the
Diocesan Board of Education and incorporated in employee, volunteer 


and parent/guardian/student handbooks. Training sessions on this policy and 


the prevention of harassment shall be held for employees, volunteers, and 


student in all educational programs governed by the Diocesan Board of 


Education.



Rationale: Title VII of the Civil Rights Act of 1964, as amended, 42 U.S.C. ¤ 


2000e et seq. (Title VII); the Age Discrimination in Employment Act, as 


amended, 29 U.S.C. ¤ 621 et seq. (ADEA); the Americans with Disabilities 


Act, 42 U.S.D. ¤ 12101 et seq. (ADA); the Rehabilitation Act of 1973, as 


amended, 29 U.S.C. ¤ 701 et seq; 29 C.F.R. ¤ 1604.1.


Computer and E-mail Usage (DBE 615.1 and 430)

Computers, computer files, the e-mail system, and software furnished to 

employees are the local board’s property intended for school/program use (and for 

no other purpose). Employees should not use a password, access a file, or retrieve 

any stored communication without authorization. To ensure compliance with this 

policy, computer and e-mail usage may be monitored. Computers are not to be 

used for personal purposes.


The local board strives to maintain a work place free of harassment and sensitive 

to the diversity of its employees. Therefore, the local board prohibits the use of 

computers and the e-mail system in ways that are disruptive, offensive to others, 

or harmful to morale. 


For example, the display or transmission of sexually explicit images, messages, 

and cartoons is not allowed. Other such misuse includes, but is not limited to, 

ethnic slurs, racial comments, off color jokes, or anything that may be construed 

as harassment or showing disrespect for others. 


Employees should notify the school/program administrator upon learning of 

violations of  this policy. Employees who violate this policy will be subject to 

disciplinary action, up to and including termination of employment. 


Internet Usage (Part of the Policies Relating to Sexuality and Personal 

Behavior)


Internet access to global electronic information resources on the World Wide Web 

is provided by the local board to assist employees in obtaining work-related data 

and technology. The following guidelines have been established to help ensure 

responsible and productive Internet usage. Internet usage is intended for job-

related activities only.


All Internet data that is composed, transmitted, or received via the computer 

communications system is considered to be part of the official records of the local 

board and, as such, is subject to disclosure to law enforcement or other third 

parties. Consequently, employees should always ensure that the business 

information contained in Internet e-mail messages and other transmissions is 

accurate, appropriate, moral, ethical, 
and lawful.


The equipment, services, and technology provided to access the Internet remain at 

all times the property of the local board. As such, the local board reserves the 

right to monitor Internet traffic, and retrieve and read any data composed, sent, or 

received through our online connections and stored in the computer systems.


Data that is composed, transmitted, accessed, or received via the Internet must not 

contain content that could be considered immoral, discriminatory, offensive , 

obscene, threatening, 
harassing, intimidating, or disruptive to any employee or 

other person. Examples of unacceptable content may include, but are not limited 

to sexual comments or images, racial slurs, gender-specific comments, or any 

other comments or images that could reasonably offend someone on the basis of 

race, age, gender, religious or political beliefs, national origin, disability, or any 

other characteristic protected by law.

Use of Copyrighted Material  (DBE 616)

The unauthorized use, installation, copying, or distribution of copyrighted, 

trademarked, or patented material on the Internet is expressly prohibited. As a 


general rule, if an employee did not create material, does not own the right to it, 

or has not gotten authorization for its use, it should not be put on the Internet. 

Employees are also responsible for ensuring that the person sending any material 

over the Internet has the appropriate distribution rights.


Abuse of the Internet access provided by the local board in violation of law or the 

local board’s policies will result in disciplinary action, up to and including 

termination of 
employment. Employees may also be held personally liable for any 

violations of this policy.


Workplace Violence Prevention

Educational programs governed by the Diocesan Board of Education are


committed to preventing workplace violence and to maintaining a safe work 

environment. Given the increasing violence in society in general, the Diocesan 

Board of Education has adopted the following guidelines to deal with 

intimidation, harassment, or other threats of (or actual) violence that may occur 

during regular program hours and related activities. 


All employees, including supervisors and temporary employees, should be treated 

with courtesy and respect at all times. Employees are expected to refrain from 

fighting, “horseplay,” or other conduct that may be dangerous to others. Firearms, 

weapons, and other dangerous or hazardous devices or substances are prohibited 

from the premises and all related program activities.


Conduct that threatens, intimidates, or coerces another employee, a student, or a 

member of the public at any time, including off duty periods, will not be tolerated. 

This prohibition includes all acts of harassment, including harassment that is 

based on an individual’s gender, race, age, or any characteristic protected by 

federal, state, or local law. 


All threats of (or actual) violence, both direct and indirect, should be reported as 

soon as possible to your immediate supervisor. This includes threats by 

employees, as well as 
threats by visitors, vendors, solicitors, or other members of 

the public. When reporting a 
threat of violence, you should be as specific and 

detailed as possible.


All suspicious individuals or activities should always be reported as soon as 

possible to a supervisor. An employee should always report the incident to his/her 

supervisor. When making a decision whether to intercede, the employee should be 

reasonable and prudent, taking into account the safety of those under their charge 

as well as their own personal safety. Education programs governed by the 

Diocesan Board of Education will promptly and thoroughly investigate all reports 

of threats of (or actual) violence and of suspicious individuals or activities. The 

identify of the individual making a report will be protected as much as is 

practical. In order to maintain workplace safety and the integrity of its 


investigation, employees may be suspended, either with or without pay, pending 


investigation.

Anyone determined to be responsible for threats of (or actual) violence or other 

conduct that is in violation of these guidelines will be subject to prompt 

disciplinary action up to and including termination of employment.


Employee are encouraged to bring their disputes or differences with other 

employees to the attention of their supervisor before the situation escalates into 

potential violence.

Leaves of Absence


General Disability Leave


All employees who are unable to perform their professional duties effectively 

because of physical, and/or emotional disability, and/or failing health may be 

suspended from their positions after consultation with the diocesan Director of 

Faith Formation.


If the employee disagrees with the employer’s assessment of their ability to 

perform the essential functions of the job, with reasonable accommodation, the 

administrator/board/faith formation committee will require the employee to 

submit to an examination by a medical practitioner or other appropriate 

professional at school/program expense. The employee may seek a second 

opinion at the employee’s expense. If, after a professional opinion(s) has been 

rendered, the employee and the administrator/board/faith formation committee 

still disagree regarding the employee’s ability to perform, the employee may 

request a hearing before the local board/faith formation committee in 


accordance with the Due Process Procedure governing the termination of a 


teacher/administrator contract during the contract year.

The employee is eligible to receive the sick leave that has accumulated throughout 

the 
period of the general disability leave.


Bereavement Leave

Employees shall be allowed sick leave with pay for death or funeral of a member 

of the employee’s immediate family (spouse, children, siblings, parents, 

grandparents, grandchildren, parents of spouse, brother, sister, son or daughter-in-

law, or significant religious community relationships) or any other relative living 

in the same house. 


Personal Leave


Leaves of absence for reasons other than those cited above, or those covered by 

the Family Medical Leave Act may be provided under mutually acceptable terms.


Jury Duty


Educational programs governed by the Diocesan Board of Education encourage 

employees to fulfill their civic responsibilities by serving jury duty when required. 

Employees called for jury duty, will have time off from work as long as needed in 

court. Employees will receive regular pay, with any pay from the court being 

given to the school to hire a substitute.


Employees must show the jury duty summons to their supervisor as soon as 

possible so that the supervisor may make arrangements to accommodate their 

absence. Of course, employees are expected to report for work whenever the court 

schedule permits.


Sick Leave

The employee is entitled to sick leave for personal illness as outlined in the 

contract and further defined in the local site contract terms. The employee is 

entitled to a specified number of sick days each contract year. Unused sick days 

shall be accumulated from year to year but not to exceed the specified number of 

days. The employee shall not be paid for more than the maximum accumulated 

sick days in any given contract year. A doctor’s certificate may be required for 

absence due to illness or accident of three or more days.


Family Medical Leave

The following provisions apply with respect to any employee who has been 

employed by educational programs governed by the Diocesan Board of Education 

(hereafter referred to as “employer”) for at least 12 months and has worked at 

least 1250 hours during the previous 12 month period (referred to below as 

“eligible employees”) For purposes of determining eligibility for leave under the 

Act, it is the twelve-month period preceding the commencement of the leave that 

is used in computing whether the employee has been employed a sufficient 

number of hours.


An eligible employee may request leave for any of the following reasons:


1. 
To care for the employee’s child after birth, or placement for adoption or foster care. Entitlement to leave expires twelve months after the birth, adoption or placement of the child.


2.
To care for the employee’s spouse, son or daughter incapable of self-care because of a mental or physical disability, or parent who has a *serious health condition;


3.
For a *serious health condition that makes the employee unable to perform the 

employee’s job. *Note: A serious health condition is an illness, injury, 
impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, residential medical care facility, or continuing treatment by a health care provider.

Leave granted under this policy shall not exceed twelve workweeks in one school year (July 1 – June 30) as defined by the State of Iowa).

The duration of any individual leave under this policy shall not exceed twelve 

workweeks or, in the case of a serious health condition, the duration of the serious health condition, whichever is less.

In pre-approved and mutually agreed upon circumstances, the employee may be entitled to take the leave on a reduced hour or intermittent basis. Also under certain circumstances the employer may elect to extend the period of leave taken by instructional employees.

An eligible employee entitled to leave under this policy must provide not less than 30 days notice before taking the leave if the need for the leave is foreseeable, unless it is not reasonably possible to do so. The employee has an obligation to schedule treatments for the employee or a family member so as not to disrupt the operations of the program.

The employer may require proof of the necessity for the leave if the leave is requested because of illness of the eligible employee, the employee’s spouse, child, or parent. The employer also has the right to obtain a second opinion from an independent medical professional at its own expense. In the case of conflict between the employee’s medical provider and the opinion provided to the employer, the dispute shall be submitted for a third opinion, which shall be final and binding on both the employer and the employee.

During the period of a leave granted under this policy, the employer will continue to maintain an eligible employee’s health insurance benefits; however, any employee who pays a portion of the premiums must make arrangements to pay his or her portion during the leave and must make timely payments. If the employee fails to return to work following the authorized period of leave, the employer shall be entitled to reimbursement from the employee for any health insurance premiums paid by the employer on behalf of the employee during the period of leave, unless the failure to return is the result of a serious medical condition of the employee, the employee’s spouse, child under the age of 18, or parent.

All leave granted under this policy shall be unpaid, except to the extent that accrued paid leave is substituted for unpaid leave as defined below.


1. 
The employer will not require but an eligible employee may elect to substitute 
any accrued vacation or paid personal leave for unpaid leave taken to care for the 
employee’s child after birth, or placement for adoption, or foster care. Any leave so substituted shall be applied against the twelve workweek limit of leave under this policy. The employee may not substitute accrued paid sick leave for unpaid leave.


2.
The employer will not require but an eligible employee may elect to substitute 
any accrued vacation or paid personal leave for unpaid leave taken to care for the 
employee’s spouse, son or daughter under the age of 18 or 18 or older and 

incapable of self-care because of a mental or physical disability, or parent who has a serious health condition. Any leave so substituted shall be applied against the twelve workweek limit of leave under this policy. The employee may not substitute accrued paid sick leave for unpaid leave.

4. The employer will require an eligible employee requesting leave covered by 
this policy to substitute any accrued paid vacation leave, paid sick leave, or paid personal leave for any unpaid leave when the leave is requested because of the employee’s own serious health condition.

An eligible employee who has taken a leave under this policy shall return to his or her previous position or to an equivalent position with the same terms and conditions of employment that the employee would have been entitled to in the absence of a leave taken under this policy.



This policy is explanatory only. It is designed to implement the Family and 


Medical Leave Act of 1993 (“FMLA”), Public Law 103-3, 107 Stat. 6, and 
shall not be construed or interpreted to provide rights any broader or narrower than those provided by law under said Act.



Preparation for a Substitute (Guest Teacher or Catechist)



The Catholic Educator’s responsibilities in times of absence are to notify the 


appropriate supervisor/administrator as soon as possible. Planning should take 

place so that quality of the program is maintained. In the case of a Catholic 
school, the principal will secure the services of a certified teacher and obtain the required documentation for each substitute. In the event of extended absence of a principal, Director or Coordinator of Faith Formation or Youth Ministry, the local board/faith formation committee chair is to be notified along with the Office of Educational Services.

Employment Separation


Retirement


In the educational system of the Diocese of Davenport retirement is a matter dealt 
with the local board/faith formation committee and the employee. Local retirement policies, procedures and practices shall not discriminate on the basis of race, color, national and ethnic origin, age, or gender.


Resignation


A contract may not be terminated without the consent of the local board/faith 
formation committee. An employee must recognize the disruptive effect breach of contract has on students of the school, administration and board.


The teacher asking to resign during the contract period shall submit a written 
request to the principal (a request from the principal, CFF/DFF or DYM/CYM is sent to the local board chairperson or pastoral coordinator) for presentation to the board. The contract will not be considered officially terminated unless or until the employee has received a letter from the board or its designee, concurring with the resignation.

In the event the employee requests to terminate this agreement prior to the expiration of the contract period, the approval of the local board must be obtained. At its discretion, the board’s approval if granted, may be contingent upon receipt of the following payment: the employee shall pay $200 damage to the school if the employee terminates the contract 
prior to June 1; $300 if the employee terminates the contract between June 1 and June 30; $400 if the employee terminates the contract between July 1 and July 31; $500 if the contract is terminated on or after August 1. The employee recognizes the disruptive effect breach of this agreement has upon the administration, board and students of the school, and the employee further recognizes the difficulty of determining the dollar value of damages attributable to such a breach. Employee and board agree that damages as specified above may be withheld from wages owed to employee by corporation. Employee acknowledges that this limitation of damages is intended as a maximum amount which may be withheld and is intended as a benefit to employee, limiting the amount of exposure of employee as a result of employee’s breach of this contract. This clause is also intended to fairly compensate the program and board for termination of this contract prior to the end of the contract period. In the case of a school related employee, if the board does not accept the 
resignation and the employee leaves the school without release from his/her contract, the board has the option to recommend revocation/suspension of his/her Iowa Teacher/Administrative Certificate.

The board may choose not to exercise its rights to collect damages if it chooses. When a dispute is resolved, the party found at fault is responsible for any legal costs.

Exit Interview

Whenever an employee terminates employment whether through resignation, retirement, or 
dismissal, an exit interview is offered by the administration to be returned to the Director of Faith Formation. See Appendix H?
Due Process

Staff Reduction (*) Catholic School Faculty (DBE 312)


Just as quality education for students is the desired goal when 
administrators/teachers are hired, quality education continues to remain the goal when staff reductions must occur due to decreased enrollment, consolidation, financial exigency or some other cause.

When a staff cutback is necessary, every effort must be made to retain those certified administrators/teachers who contribute most to quality education for students in accord with the ideals/practices/competencies outlined in Diocesan policies and the Faith 
Formation Handbook.


Certification is to be in accord with Diocesan regulations. The scope and level of 
educational credentials must also be considered.


Seniority is considered only when all other factors are comparable.


The board/principal exercises professional judgment in deciding which 
administrators/teacher(s) are to be retained and which are to be released.


The local board confirms or rejects the selection(s) for release as presented by the 
principal. In the case of rejection, another selection is made and presented. The 
board approves the administrators/teacher(s) to be released and gives notice that no contract will be offered.

*This policy applies only to those staff members who sign a model contract. It apples to staff positions which are being eliminated completely or being reduced in the amount of time (e.g., full-time to half-time).

Retention Criteria
Quality education for students is provided by excellent administrators/teachers who are professional, competent, committed and cooperative. Therefore, whenever faculty increase or decrease is necessary, administrators/teachers/staff are hired/retained who most effectively contribute to the best possible education for students.

Accordingly, when a educational program is overstaffed, each staff member’s contribution to the excellence of the program is reviewed by the principal/board. Though the rights of administrators/teachers are respected, the rights of students to quality education receive first consideration.

The following are used as criteria in determining which administrators/teachers are to be retained:



1.
Supports and promotes the mission of the Catholic School

Which administrators/teachers demonstrate the greatest evidence of understanding 
and supporting the mission of the Catholic schools as given in the Faith Formation Handbook and other related documents?



2.
Competencies




Which administrators/teachers demonstrate the greatest level of 
competency as defined by Iowa Teaching Standards and/or the Administrator Standards.


Teaching Standards



1.
Demonstrates ability to enhance academic performance and support for 



implementation of the school’s achievement goals.



2.
Demonstrates competence in content knowledge appropriate to the 



teaching position.



3.
Demonstrates competence in planning and preparing for instruction.



4.
Uses strategies to deliver instruction that meets the multiple learning needs 




of students.



5.
Uses a variety of methods to monitor student learning.



6.
Demonstrates competence in classroom management.



7.
Engages in professional growth.



8.
Fulfills professional responsibilities established by the school/school 




system.

Administrator Standards



1.
A school administrator is an educational leader who promotes the success 



of all students by facilitating the development, articulation, 



implementation, and stewardship of a vision of learning that is shared and 



supported by the school community.



2.
A school administrator is an educational leader who promotes the success of all students by advocating, nurturing, an sustaining a school culture and instructional program conducive to student learning and staff professional growth.



3.
A school administrator is an educational leader who promotes the success of all students by ensuring management of the organization, operations, and resources for a safe, efficient, and effective learning environment.



4.
A school administrator is an educational leader who promotes the success of all students by collaborating with families and community members, responding to diverse community interests and needs, and mobilizing community resources.


5.
A school administrator is an educational leader who promotes the success of all students by acting with integrity, fairness, and in an ethical manner.



6.
A school administrator is an educational leader who promotes the success 
of all students by understanding, responding to, and influencing the larger political, social, economic, legal, and cultural context. 

3. Abilities/Willingness of administrators/teachers

Which of the present administrators/teachers demonstrate the willingness and ability to make the necessary adjustments to provide an excellent program?

Which of the administrators/teachers considered would contribute significantly in revised positions/levels within the school?

4. Certification and Credentials

Is certification in accord with State and diocesan policy DBE 302, DBE 303 and National Certification Standards established by the USCCB?

Do the individual’s credentials contribute significantly to the program?

5. Seniority


If all other factors are comparable, which administrator/teacher has seniority?

After the above criteria have been applied and balanced, the principal or CFF/DFF 
identifies which teacher(s) will be recommended for release. The selection is acted upon by the board which then strives to provide notice in time for administrators/teachers to apply for other positions.


Procedures

The following procedures are outlined for use in implementing board policy and 
regulation. All references to days herein are calendar days.


September to February

1. The local board shall decide no later than its February meeting whether 
staff reductions will be necessary the following academic year. The local board may act 
before its February meeting if it has sufficient information and desires to act. A motion indicating that staff reductions will occur is to be made no later than the February meeting, and is to be entered into the official board minutes.

March or the next regular board meeting after item 1 above



2.
In the event that there will be reduction(s), the administrator is to bring to 
the next board meeting the names of the staff he/she plans to recommend for nonrenewal of contract. Recommendations of the administrator are to be made in accord with guidelines provided. The board receives the names in executive session but takes no action.



3.
After the board meeting noted in item 2 above but prior to the meeting 
noted in item 4 below the administrator shall provide notice at the same time:




a.
To all teachers that staff reduction has been proposed and approved by 




the 
board;

b. To the administrator/teacher(s) he/she plans to recommend for 
reduction. This latter notice (b) shall be in writing and shall be delivered personally to the administrators/teacher(s) or sent by registered or certified mail within 3 calendar days of the board meeting.



The administrators/teacher(s) shall be advised in this letter of their right to 


appear 
before the board in executive session at its next meeting (item 4 below) during which the board will make its final decision on staff reduction.


April (before April 14)


4.
At the meeting following the meeting noted in item 2 above the administrator (or board in case of an administrator), recommends in executive session, the 
administrator/teacher(s) for nonrenewal of contract due to staff reduction. The administrator/teacher(s) being recommended for nonrenewal may address the board individually in executive session if they have requested the opportunity. The board shall act upon the recommendations of the administrator in open session. A special 





meeting of the board may be required if its regular meeting would not be held before April 14.


April/May



5.
The administrator/teacher(s) whose contract(s) will not be renewed shall 
be advised of that fact before April 14. Notice shall be in writing delivered personally or by registered or certified mail. 



6.
Should openings occur in the school after the procedures above, the 



administrator/teacher(s) whose contract(s) have not been renewed may 
apply along with other applicants. The board acting on recommendations of its administrator, shall in its sole discretion determine to whom the contract(s) shall be given.


Professional Staff: Dismissal (DBE 360.2) 

The board of education fosters the personal and professional welfare and growth 
of the professional staff so that both the students and the staff members benefit to the maximum. Continuous improvement, development an growth are an expectation in our educational system. Ongoing staff appraisal and in-service are assumed. The processes for staff improvement are based on honest communication between administration and staff.


In relations with staff, the board’s primary concern is the welfare of the students.


Evaluation and professional recommendations are functions appropriate to 

local/Diocesan administration. The administration evaluates members of the 

professional staff for the following reasons:
· To help individual staff members guide their own professional growth;

· To assist leadership in providing suitable in-service opportunities;

· To provide a sound basis for promotion;

· To establish sound, legal basis for dismissal, should such action, at any time, 

become necessary.

The local board exercises control of the educational program and represents the rights of the Catholic community, parents/guardians and the students, through delegated authority by the Diocesan Board and appropriately approved election procedures.

A board, with the recommendations of the appropriate local/Diocesan administrators, is responsible to support corrective action with a staff member. The board has responsibility to protect the rights of all in an objective and professionally competent fashion by utilizing the established procedures for due process (See also DBE 311 and accompanying administrative regulations DBE 360.4 a-i)

Appropriate channels are used for communication with Church authorities in actions relative to religious and clergy members of the professional staff.

Due Process: Complaints Against Teacher/Employee (DBE 360.4g)

*
This complaint procedure is to be used by a third party – that is someone other than principal/program administrator.

Conciliation


1.
The initiator discusses the matter with the person against whom the 



complaint is made (respondent) with the objective of resolving the matter 



informally at the point of origin.



2.
If the problem remains unresolved, the initiator has another meeting with 



the 
respondent, this time clarifying in writing the complaint including 



specifies such as evidences for complaints, sources of information, etc.



3.
If the problem remains unsolved, the initiator or the respondent refers the 
complaint to the administrator/program director in writing. The administrator of the educational program has authority for decision-making in regard to the program an its teachers. Teachers are accountable to the administrator; the administrator is accountable to the board of education and the Diocesan Office of Faith Formation.

The administrator/program director:

a. Names a conciliator; (administrator may assume this task or name another 



agreeable to the concerned parties)

b. Meets initiator and respondent individually;

c. Meets with initiator and respondent together to facilitate, enable, and/or guide them to a peaceful solution of their problem.


Arbitration



4. 
If the problem remains unresolved, the principal/program director or either 



party may call for a decision-making meeting.



5.
The administrator prepares for and chairs the decision-making meeting. The following data may be requested from the initiator and respondent:

· Initiator’s written description of the problem includes but is not limited to specifies, allegations, evidence to support the allegations, sources of information, etc.;

· Respondent’s written response to the problem.

The chair involves participants as much as possible in coming to a decision. The decision in writing is given to both parties. If the matter remains unresolved, any party may revert to the procedures set forth in DBE 360.4h – “Complaints Against an Administrator.”

Due Process: Complaints Against Program Administrator* (DBE 360.4h)


*
Refers to Principals, Coordinators/Directors of Religious Education, Youth 


Ministry 


Conciliation

1. The initiator first discusses the matter with the administrator with the objective of resolving the matter informally.

2. If the program remains unresolved, initiator has another meeting with the administrator, this time clearly stating the complaint in writing, including specifies such as evidences for complaint, sources of information, etc.

3. If the problem remains unresolved, the initiator or the administrator may identify a mutually acceptable conciliator for informal conciliation. 

4. If the problem is resolved in the informal conciliation, the conciliator shall prepare a summary statement of the problem and its resolution, and shall affix the signature of the three participants. Each participant is to receive a copy of the signed statement of agreement.


Arbitration

5. If no agreement is reached in steps 1 through 4 above, initiator, respondent/administrator, or conciliator may request arbitration by the local board of education.

6. Data provided the board while serving as arbitrator should include the following:

· Written description of the problem, by the initiator, including but not 
limited to specific allegations, evidence to support the allegations, sources of information, etc.;

· Written response of the respondent/administrator to the problem under 

discussion;

· Written report by the conciliator of all conciliation meetings;

· The board serving as arbitrator, while meeting in executive session, 

may request that any or all of the persons named above be present for 

the review.
7. The board, meeting in executive session, after hearing the reports, dismisses the parties in attendance, and:

· Recommends the continuance of the administrator’s procedures; This 
means the initiator is expected to accept and comply with the current administrative procedures and practices or;

· Recommends a change or adaptation, modification of administrative 
procedures and practices; This may call for action including in-service of the initiator or the administrator or both. The local board may call for an improvement plan which includes provision for in-service and evaluation of progress.


Procedures:

a. In the case of a principal/coordinator/director of religious 
education/youth ministry the improvement plan is developed and carried out in conjunction with the Office of Faith Formation.;

b. In the case of a teacher the improvement plan is developed in 
conjunction with and carried out under the direction of the administration;

c. In the case of an initiator other than a teacher, a recommended course 

of action is developed in conjunction with the Office of Faith 

Formation.

8. Recourse if action of the board is not accepted:


Administrator

· May request a hearing by the Superintendent of Schools/Coordinator

Faith Formation and Youth Ministry (or their designee) who has the discretion to recommend a review by the Diocesan Board of Education;

· May resign his/her position.


Initiator

· May request a hearing by the Superintendent of Schools/Director of Catechetical Services (or their designee) who has the discretion to recommend a review by the Diocesan Board of Education;

· May resign his/her position as an employee of the school/program.

9. When actions and procedures referred to in #7 above given evidence of insufficient progress, the following actions may be taken:

· Administrator shows insufficient progress: Board follows procedural 

steps as given for “Due Process for Administrators” (DBE 360.4 d-f);

· Teacher shows insufficient progress: Administrator follows procedural 

steps as given in “Due Process for Teachers”(DBE 360.4 a-c).


Due Process (DBE 360.4)

Due process is based on the belief that rights and freedoms cannot be abridged without justification and that persons in authority are responsible to protect the rights of those within their jurisdiction. In the Diocesan educational system the preservation of rights and the resolution of disputes are protected through due process.

The employment of competent personnel within our educational system is a responsibility of the board of education that must be exercised on behalf of students in our programs. The elected board of education, which receives its authority from the Diocesan Board of Education, represents the rights of the Catholic community and the parents/guardians in the control of the educational program.

The Diocesan educational system seeks to minimize the necessity for termination or nonrenewal of an employee’s contract by means of a positive program of staff recruitment and development. Initial preventative measures are taken whenever recruiters select personnel who have the qualities and competencies for professional growth. For all staff members, development is an expected way of life. Provisions are made by every level in the educational system to meet the needs of staff members in order that they in turn might effectively meet the needs of students.

Though a aboard and its administrator need always be knowledgeable about due process and termination and nonrenewal procedures, a thorough review of procedural steps is to be undertaken when termination or nonrenewal becomes a possibility.

The detailed procedural steps that follow are intended as a practical guide to leaders in Catholic educational programs as they exercise their responsibility in justice and charity.

Due Process: Nonrenewal of Teacher Contracts (DBE 360.4b)

Consecutive Procedural Steps to Insure Due Process
Nonrenewal of Teacher* Contract at End of School Year
*
In the case of a priest or religious contact the Office of Educational Services for assistance in identifying proper ecclesiastical channels and procedures.

**
All days herein are calendar days.

Continuing

1.
The administrator maintains the personnel files of each teacher which includes teacher evaluations and any other documentation related to the concerns.

September – February


2.
The administrator meets with and notifies the teacher* that nonrenewal is 


a possibility. In a situation of serious nature, this notification may be 


immediate.


At least 20 days prior to March board meeting



3.
At least twenty (0)** days prior to the March board meeting the administrator meets with and notifies the teacher that a recommendation for renewal of contract will be made to the board at its March meeting. At the meeting with the teacher the administrator will provide him/her written notification of the teacher’s right to a hearing, the requirement to request such a hearing, the procedural safeguards to be afforded the teacher at the hearing as set forth below and the rationale or reason for the recommendation for nonrenewal. This rationale or reason need not constitute “just cause”. A copy of this written notification should be furnished to the board at least twenty (20 days prior to the board’s March meeting. N.B. The board may wish to deal with the matter at a special meeting in March, which may be done, provided a (20) day notice is given prior to the special meeting.


At least 10 days prior to March board meeting



4.
If the teacher desires a hearing before the board, the teacher must so advise the administrator in writing within ten (10) days of receipt of notice and provide a copy to the board president or designee.



March board meeting



5.
At the March meeting, the administrator recommends to the board in executive session that the teacher’s contract should not be renewed and presents his/her reason or rationale in support of that recommendation. At this meeting, while in executive session, the teacher is entitled to be represented by counsel or a spokesperson and will be afforded the following rights:




a.
To confront and question the administrator and any witness(es) testifying adversely to the teacher;




b.
To present witnesses and evidence; and 




c.
To comment on the evidence presented and make a statement on 




his/her behalf. The board may also desire to retain an attorney to 
facilitate the hearing. Either the teacher, the administrator, or the board will have the right to retain, at their own expense, a certified court reporter to record and transcribe the hearing. If a court reporter is not retained, a non-verbatim record of the hearing will be kept by the secretary to the board or, at the board’s discretion, an individual(s) who is not a board member will be retained to keep a non-verbatim record of the hearing.


March board meeting


6.
Upon completion of the hearing, the board will dismiss all witnesses who are not board members, the teacher involved, and the administrator making the recommendation. The board, while still in executive session, will then deliberate, and decide whether to accept or reject the administrator’s recommendation or to take whatever other action it deems appropriate. The board must then move to open session and the decision made in executive session must be presented, voted upon and approved by a majority of board members in attendance at that open session before becoming effective. The teacher will be notified by the board president or designee in writing within thirty (30) days, but no later than April 15 of the board’s decision. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.


After March board meeting



7.
The teacher may appeal the board’s decision in writing by certified mail to the Diocesan Board of Education President setting forth the basis for the appeal. Appeal must be made within ten (10) days of receipt of the board’s decision. The appeal to the Diocesan Board of Education will be held in executive session and will be limited to argument on the record made at the hearing before the local board and the exhibits introduced into evidence at tat hearing. The teacher is entitled to be represented by counsel or a spokesperson. The local board may also retain an attorney to prosecute the appeal to the Diocesan Board of Education. No new evidence will be presented or admitted. The Diocesan Board of Education will act by simple majority vote. The local board’s decision will be sustained unless substantial rights of the teacher have been prejudiced because the local board’s action is:



a.
In violation of rules or procedures;




b.
Unsupported by substantial evidence in the record made before the local board when that record is viewed as a whole; or




c.
Unreasonable, arbitrary or capricious, or characterized by a clearly unwarranted exercise of discretion.




The President of the Diocesan Board of Education or his/her designee will render the board’s decision in writing, to the teacher within thirty (30) days of argument affirming, rejecting, or modifying the decision of the local board. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.


Due Process: Teacher Termination (DBE 360.4c)


Consecutive Procedural Steps to Insure Due Process

Termination of Teacher* Contract During the School Year


*
In the case of a priest or religious contact the Office of Educational Services for assistance in identifying proper ecclesiastical channels and procedures


**
All days herein are calendar days.


Continuing



1.
The administrator maintains a personnel file of each teacher which includes teacher evaluations and other documentation related to the concerns.



2.
The administrator meets with and notifies the teacher that performance and growth are unsatisfactory. The teacher signs and plan/expectation for improvement which includes a statement that continued employment may depend on satisfactory progress. The provision for a growth plan is waived when matters of serious nature are involved, prompting immediate action moving toward termination.


At least 20 days prior to board meeting



3.
The administrator meets with and notifies the teacher that performance and growth remain unsatisfactory and advises the teacher that a recommendation for termination of contract will be made in writing to the board specifying the date of that board meeting. At this meeting, the administrator will provide the teacher with written notification of his/her right to a hearing, the requirement to request such a hearing, the procedural safeguards to be afforded the teacher at the hearing as set forth below and the rationale or reason constituting “just cause” for the recommendation of termination. A copy of this written notification should be furnished to the board at least twenty (20) days88 prior to the board meeting. The recommendation for termination will set forth the specific grounds for recommending termination. If the case is severe, the administrator may summarily suspend the teacher from his/her teaching duties with pay, while continuing the procedural steps that follow. Summary suspension is done only after consultation with the Office of Educational Services. The teacher must still be afforded twenty (20) days*8 prior to the board meeting.


At least 10 days prior to board meeting



4.
If the teacher desires a hearing before the board, the teacher must so advise the administrator in writing within ten (10) days of receipt of the notice and provide a copy to the board.

At board meeting



5.
The administrator recommends to the board in executive session that the teacher’s contract should be terminated and presents evidence in support of that recommendation. At this meeting, while in executive session, the teacher is entitled to be represented by counsel or a spokesperson and will be affordable the following rights.




a.
To confront and questions the administrator and any witness(es) 




testifying adversely to the teacher;




b.
To present witnesses and evidence; and 




c.
To comment on the evidence presented and make a statement on 




his/her behalf.  The board may also desire to retain an attorney to facilitate the hearing. Either, the teacher, the administrator or the board will have the right to retain, at their own expense, a certified court reporter to record and transcribe the hearing. If a court reporter is not retained, a non-verbatim record of the hearing will be kept by the secretary to the board, or, at the board’s discretion, and individual(s) who is not a board member will be retained to keep a non-verbatim record of the hearing.


At board meeting

6. Upon completion of the hearing, the board will dismiss all witnesses who 
are not board members, the teacher involved, and the administrator making the recommendation. The board while still in executive session will then deliberate and decide by majority vote whether to accept or reject the administrator’s recommendation or to take whatever other action it deems appropriate. The board must then move to open session and the decision made in the executive session must be presented, voted upon, and approved by a majority of board members in attendance at that open session before becoming effective. The teacher will be notified by the board president or designee in writing within thirty (30) days of the board’s decision. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.

After board meeting

7.
The teacher may appeal the board’s decision in writing by certified mail to the Diocesan Board of Education setting forth the basis for appeal. Appeal must be made within ten (10)** days of receipt of the board’s decision. The appeal to the Diocesan Board of Education will be held in executive session and will be limited to argument on the record made at the hearing before the local board and the exhibits introduced into evidence at that hearing. The teacher is entitled to be represented by counsel or a spokesperson. The local board may also desire to retain an attorney to prosecute the appeal to the Diocesan Board of Education. No new evidence will be presented will be presented or admitted. The Diocesan Board of Education will act by simple majority vote.

The local board’s decision will be sustained unless substantial rights of the teacher have been prejudiced because the local board’s action is:



a.
In violation or rules or procedures;



b.
Unsupported substantial evidence in the record made before the local board when that record is viewed as a whole; or



c.
Unreasonable, arbitrary or capricious, or characterized by an abuse of discretion or a clearly unwarranted exercise of discretion.

The President of the Diocesan Board of Education or his/her designee will render the Board’s decision to the teacher in writing within thirty (30) days of argument, affirming, rejecting or modifying the decision of the local board. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.


Due Process: Nonrenewal of Administrator (DBE 360.4e)


*
In case of a priest or religious, the Office of Faith Formation should be contacted for assistance in identifying proper ecclesiastical channels and procedures.


**
All days herein are calendar days.

September – February



1.
The board or its designated agent meets with the administrator and notifies the administrator that non-renewal of contract is a possibility.




To insure competency and consistency in accomplishing tasks the board may designate a responsible agent. This agent may be:




1.
Board President;




2.
A board member or a committee of board members selected by the 




board; or




3.
Board as a whole.


At least 20 days prior to March board meeting



2.
The board or its designated agent meets with and notifies the administrator that written recommendation for nonrenewal of contact will be made at the March board meeting.




At the meeting with the administrator the board or its designed agent will provide him/her written notification of the administrator’s right to hearing, the requirement to request such a hearing, the procedural safeguards to be afforded at the hearing as set forth below and the rationale or reason for the recommendation of nonrenewal. This rationale or reason need not constitute “just cause”. A copy of this notice will be given to all board members. N.B. The Board may elect to review the recommendation at a special meeting in March; nevertheless, the 20 days notice must be given.



3.
The written recommendation of nonrenewal should be furnished to the administrator at least twenty (20) days** prior to the board’s March meeting.


At least 10 days prior to March board meeting



4.
If the administrator desires a hearing before the board, the administrator must so advise the board in writing ten (10) days after receipt of notice of nonrenewal.


March board meeting



5.
The board, in executive session at the March meeting, hears the recommendation of its agent that the administrator’s contract should not be renewed and the reasons or rationale in support of that recommendation. At this meting, while in executive session, the administrator is entitled to be represented by counsel or a spokesperson and will be afforded the following rights:




a.
To confront and questions any witness testifying adversely to the 




administrator;




b.
To present witnesses and evidence; and




c.
To comment on the evidence presented and make statements in his or her behalf.

The board may desire to retain an attorney or spokesperson to facilitate the hearing and to present evidence as to why the administrator’s contract should not be renewed. Either the administrator or the board will have the right to retain, at their own expense, a certified shorthand reporter to record and transcribe the hearing. It a court reporter is not retained, a non-verbatim record of the hearing will be kept by the secretary to the board or, at the board’s discretion, an individual(s) who is not a board member will be retained to keep a non-verbatim record of the hearing.


March board meeting



6.
Upon completion of the hearing, the board will dismiss everyone who is not a board member, and the administrator. The board, while still in executive session, will then deliberate and decide whether to accept or reject the recommendation or whatever other action it deems appropriate. The board must then move to open session and the decision made in executive session must be presented, voted upon, and approved by a majority of board members in attendance at that open session before becoming effective. The administrator will be notified by the board president or designee in writing thirty (30) days, no later than April 15, of the board’s decision. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.

7. The administrator may appeal in writing by certified mail the board’s 
decision to the Diocesan Board of Education setting forth the basis for the appeal. Appeal must be made within ten (10) days of receipt of the board’s decision. The appeal to the Diocesan Board of Education will be held in executive session and will be limited to argument on the record made at this hearing before the local board and the exhibits introduced into evidence at that hearing. The administrator is entitled to be represented by counsel or a spokesperson. The local board may also desire to retain an attorney to prosecute the appeal to the Diocesan Board of Education. The Diocesan Board of Education will act by simple majority vote.
The local board’s decision will be sustained unless substantial rights of the teacher have been prejudiced because the local board’s action is:



a.
In violation or rules or procedures;



b.
Unsupported substantial evidence in the record made before the local board when that record is viewed as a whole; or



c.
Unreasonable, arbitrary or capricious, or characterized by an abuse of discretion or a clearly unwarranted exercise of discretion. No new evidence will be presented or admitted.


The President of the Diocesan Board of Education or his/her designee will render the Board’s decision to the teacher in writing within thirty (30) days of argument, affirming, rejecting or modifying the decision of the local board. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.


Due Process: Administrator Termination (DBE 360.4f)

Consecutive Procedural Steps in Insure Due Process



*
In the case of a priest or religious contact the Office of Educational 



Services for assistance in identifying proper ecclesiastical channels and 



procedures



**
All days herein are calendar days.


Continuing



1.
When the administrator’s performance and growth are unsatisfactory the board or a 

designated agent of the board meets with the administrator to express concerns and observations.

The board may request a professional evaluation of the administrator by Office of Educational Services personnel.

The administrator working with the board (and Office evaluator) signs a plan/expectation for improvement which includes a statement that continued employment may depend on satisfactory progress. The provision for a growth plan is waived when matters of serious nature (incompetency; insubordination; disability, as shown by competent medical evidence, resulting in an inability to administer effectively; and moral misconduct cite diocesan BOE policy 365) are involved, prompting immediate action moving toward termination.

If satisfactory progress is not shown within the timeframe specified in the growth plan, the employee shall be notified and the following procedures will be forwarded:
Tier III - Intensive Assistance Plan

Teacher:  ____________________________________  Date:  ___________________________

	Date(s) of Informal Discussions:

Text boxes are in Microsoft word.  Just insert text and box will expand to fit size of text.

	Identification of Specific Concern(s) Related to the following Iowa Teaching Standards: 



	Information and Evidence Documenting the Specific Concern(s):



	Goals:


	

	Actions to Be Taken:
	Timeline:

	Additional rows may be inserted using the table feature.
	

	
	

	
	

	
	

	
	

	
	

	
	

	Evidence of meeting the goal(s):



	Next Meeting Date: 




Administrator’s Signature: _________________________________  Date: ____________

Teacher’s Signature: _____________________________________  Date:  ____________

Signature of the teacher does not indicate that the teacher agrees with the content, only that he/she has received a copy.
TIER III INTENSIVE ASSISTANCE FINAL SUMMARY
 Teacher: 







Date: 




Meeting Dates: 












Plan Outcomes:

Comments regarding the Diocesan/Iowa Teaching Standards:

Future considerations:

Teacher’s comments:

Evaluator’s comments:

Evaluator’s recommendation:



CONCERN RESOLVED, RETURN TO TIER II

PROGRESS NOTED, CHANGES OR MODIFICATIONS HAVE BEEN MADE TO THE EXISTING PLAN

CONCERNS ARE NOT RESOLVED OR INSUFFICIENT PROGRESS, RECOMMENDATION FOR TERMINATION OR NON RENEWAL OF CONTRACT 

Evaluator’s Signature and Date: 









Teacher’s Signature and Date: 









Signature of the teacher does not indicate that the teacher agrees with the content, only that he/she has received a copy.

Consult pages 45-56 in the Teacher Evaluation Handbook.


At least 20 days prior to board meeting



2.
The board or its designated agent meets with and notifies the administrator that performance and growth remain unsatisfactory, and advises the administrator that a recommendation for termination of contract will be made in writing to the board, specifying the date of that board meeting. At this meeting the board or its designated agent will provide the administrator with written notification of his/her right to a hearing, the requirement to request such a hearing, the procedural safeguards to be afforded the administrator at the hearing as set forth below and the rationale or reason constituting “just cause” for the recommendation of termination. The recommendation for termination will set forth the specific grounds for recommending termination. If the case is severe, the board will summarily suspend the administrator from his/her duties with pay while continuing the procedural steps that follow. Summary suspension done only after consultation with the Office of Educational Services. The administrator must still be afforded twenty (20) days** prior to the board meeting.


At least 10 days prior to board meeting



3.
If the administrator desires a hearing before the board, the administrator 



must so advise the board in writing within ten (10) days of receipt of the 



notice.


At board meeting



4.
The board or its designated agent, in executive session, recommends that 
the administrator’s contact should be terminated and states the reason or rationale for this recommendation. At this meeting, while in executive session, the administrator is entitled to be represented by counsel or a spokesperson and will be afforded the following rights:




a.
To confront and question any witness(s) testifying adversely to the administrator;




b.
To present witnesses and evidence; and




c.
To comment on the evidence presented and make a statement on his/her behalf.



5.
The board may also desire to retain an attorney or spokesperson to 
facilitate the hearing. Either the administrator or the board will have the right to retain, at their own expense, a certified court reporter to record and transcribe the hearing. If a court reporter is not retained, a non-verbatim record of the hearing will be kept by the secretary to the board or, at the board’s discretion, an individual(s) who is not a board member will be retained to keep a non-verbatim record of the hearing.


At board meeting



6.
Upon completion of the hearing, the board will dismiss everyone who is not a board member, and the administrator. The board, while still in executive session, will then deliberate and decide whether to accept or reject the recommendation or whatever other action it deems appropriate. The board must then move to open session and the decision made in executive session must be presented, voted upon, and approved by a majority of board members in attendance at that open session before becoming effective. The administrator will be notified by the board president or designee in writing thirty (30) days, no later than April 15, of the board’s decision. Written notification may be accomplished by personally delivering the notice, by ordinary first class mail, or by certified mail, return receipt requested. Notification by ordinary mail is deemed complete upon mailing.


After the board meeting


7.
The administrator may appeal in writing by certified mail the board’s 
decision to the Diocesan Board of Education setting forth the basis for the appeal. Appeal must be made within ten (10)** days of receipt of the board’s decision. The appeal to the Diocesan Board of Education will be held in executive session and will be limited to argument on the record made at this hearing before the local board and the exhibits introduced into evidence at that hearing before the local board.

The administrator is entitled to be represented by counsel or a spokesperson. The local board may also desire to retain an attorney to prosecute the appeal to the Diocesan Board of Education. The Diocesan Board of Education will act by simple majority vote.

The local board’s decision will be sustained unless substantial rights of the administrator have been prejudiced because the local board’s action is:



a.
In violation or rules or procedures;



b.
Unsupported substantial evidence in the record made before the local board when that record is viewed as a whole; or



c.
Unreasonable, arbitrary or capricious, or characterized by an abuse of discretion or a clearly unwarranted exercise of discretion. 



The President of the Diocesan Board of Education or his/her designee will 


render the Board’s decision to the teacher in writing within thirty (30) 


days of argument, affirming, rejecting or modifying the decision of the 


local board. Written notification may be accomplished by personally 


delivering the notice, by ordinary first class mail, or by certified mail, 


return receipt requested. Notification by ordinary mail is deemed complete 


upon mailing.




Reference here to Policy 240: Change in Organization of Program
If the personnel decision results in a change in the organization of program…

Immoral Conduct as Grounds for Dismissal (DBE 365)


Catholic school administrators, teachers, CFF/DFF, and CYM/DYMs (hereafter 

referred to 
as “employee”) in Catholic educational programs hold a unique public 

position of importance and dignity within the Catholic community. Indeed, 

appropriate public ceremonies are encouraged which proclaim and celebrate their 

special role.


While we profess that all members of the Catholic community are sinners in need of redemption, it is also true that immoral behavior by employees carry with it additional gravity because of their special position in the community. Some immoral actions or habits, because of their nature or circumstances, may disqualify a person, at lease for a time, from holding an office, role, or function within the Catholic community. This is true for the employee in the Catholic school or in a catechetical program.

The board or living a life-style in contradiction to the teachings of the Church can disqualify one as an employee of our educational system, at least for a time.


When there are actions contrary to this moral policy, the board and administration reserve the option to release or retain/reinstate the employee having considered the following:

1. The public action of the employee was in fact immoral. (See also ABE 4119.6c)

2. The openness of the employee to be responsible for both his/her actions and their effects. (See also DBE 360.6a)

3. The openness of the employee to make a commitment to the ideals of the community. (See also DBE 360.6a)

4. The nature and extent of the public scandal. (See also DBE 360.6b)

5. The willingness of the employee to repair any scandal, public or private, insofar as possible. (See also DBE 360.6 a-b)

6. The pastoral circumstances will affect the welfare of the community and the welfare of the individual as judged by the board and administration. (See also DBE 360.6b)


Rationale

Authoritative statements by Catholic Church leaders have given direction to those responsible for making decisions about employees.

“People today listen more willingly to witnesses than to teachers, and if they do listen to teachers, it is because they are witnesses.” (Encyclical by Pope Paul VI On Evangelization, #41)

“But let teachers realize that to the greatest possible extent they determine whether the Catholic school can bring its goals and undertakings to fruition. They should, therefore, be trained with particular care so that they may be enriched with both secular and religious knowledge, appropriately certified, and may be equipped with an educational skill which reflects modern-day findings. Bound by charity to one another and to their students, and penetrated by an apostolic spirit, let them give witness to Christ, the unique Teacher, by their lives as well as by their teachings.” (Vatican Council II, Declaration on Education, #8)

“The achievement of the specific aim of the Catholic school depends not so much on the subject matter or methodology as on the people who work there. The extent to which the Christian message is transmitted through education depends to a very great extent on the teachers. The integration of culture and faith is mediated by the other integration of faith and life in the person of the teacher. The nobility of the task to which teachers are called demands that, in imitation of Christ, the only Teacher, they reveal the Christian message not only in word but also by every gesture of their behavior. This is what makes the difference between a school whose education is permeated by the Christian spirit and one in which religion is only regarded as an academic subject like any other.” (Vatican document, The Catholic School, #43)

“This integration of religious truth and values with the rest of life is brought about in the Catholic school not only by its unique curriculum but, more important, by the presence of teachers who express an integrated approach to learning and living in their private and professional lives.” (Pastoral letter of US Catholic Bishops, To Teach As Jesus Did, #104)

“The new awareness that all members of the faculty, at least by their example are an integral part of the process of religious education, has brought with it a more conscientious approach to the selecting of teachers and the professional development of staff. Teachers’ life style and character are as important as their professional credentials. We commend this trend and urge the development of appropriate ceremonies by which the Church can publicly express its appreciation for their role in the Church’s educational ministry.” (Pastoral letter of US Catholic Bishops, Teach Them)
“All who share the responsibility for the educational ministry* should support programs which give promise of realizing this threefold purpose.” (Pastoral letter of US Catholic Bishops, To Teach As Jesus Did)

*
In this policy the words “minister” and “ministry” are used in the broad pastoral sense referred to in numerous Church documents. The words are not used in a strict canonical sense of being an ordained minister. (See Ministries in the Church Study, Text 3, by the U.S. Bishops Committee on the Liturgy, United States Catholic Conference, 1974.)

Moral Grounds for Dismissal (DBE 365)

Actions that are considered moral grounds which may be judged as cause for dismissal include, but are not limited to the following:

1. Violations of criminal law considered as aggravated misdemeanors and felonies.

2. Teaching or publicly advocating principles contrary to the dogmatic and moral teaching of the Church and the judgment of the bishop. If there is a conflict as to the teaching of the Church, the judgment of the bishop shall be the final arbiter.

3. Violations of the teachings of social justice as taught and community viewed by the Catholic Church, with the judgment of the bishop as final arbiter. Such violations include unjust aggression against persons, abortion, unlawful discrimination, breach of contract, theft, perjury, defamation of character, and similar violations.

4. The abuse of alcohol or other chemical substances when proper treatment has been refused or has been unsuccessful and the functioning of the person is impaired; advocating the use of alcohol or other chemical substances in an illegal or abusive manner.

5. Public violations or publicity advocating violations of the standards of sexual morality taught by the Catholic Church, with the judgment of the bishop as final arbiter. Such violations included cohabitation, sexual relations outside a legal marriage, advocating or practicing homosexuality.

6. Actions prohibited by the Policy for the Protection of Minors.
7. Habitual abuse by Catholic Christians of the Percepts of the Church.


Precepts of the Church
1. To keep holy the day of the Lord’s resurrection; to worship God by participating in Mass every Sunday and holy days of obligation; to avoid those activities that would hinder renewal of soul and body on the Sabbath (e.g. needless work and business activities, unnecessary shopping).

2. To lead a sacramental life; to receive Holy Communion frequently and the Sacrament of Reconciliation regularly – minimally, to receive the Sacrament of Reconciliation at least once a year (annual confession is obligatory only if serious sin is involved); minimally also, to receive Holy Communion at least once a year, between the First Sunday of Lend and Trinity Sunday.

3. To study Catholic teaching in preparation for the Sacrament of Confirmation, to be confirmed, and then to continue to study and advance the cause of Christ.

4. To observe the marriage laws of the Church; to give religious training, by example and word, to one’s children; to use parish schools and catechetical programs.

5. To strengthen and support the Church – one’s own parish community and parish priests, the worldwide Church, and the Pope.

6. To do penance, including abstaining from meat and fasting from food on the appointed days.

7. To join in the missionary spirit and apostolate of the Church.


Public Notices

Safety in the Workplace OSHA
A. Right To Know (Hazardous Chemicals) – State of Iowa

The Iowa Hazardous Chemicals Risks Right to Know Act was passed by the legislature in 1984 and is currently in Chapter 455E Code of Iowa. There are three main part to the law.

1.
Worker Right to Know (5-25-86)

2.
Community right to know (7-1-86)

3.
Public Safety/Emergency responses right to know (11-1-86)

This Act covers all employers and requires employers to be in compliance with the provisions by the dates indicated above. A handbook which is available from the School Office includes Material Safety Data Sheets (MSDS) for all chemicals. Chemical storage areas must be clearly marked.

B. Smoke Free – State of Iowa

Iowa legislation (98A) requires that a person shall not smoke in a public place or in a public meeting except in a designated smoking area. According to the law, a person having custody or control of the public place shall make reasonable efforts to prevent smoking in the public place by posting appropriate signs indicating no-smoking areas. The person in custody or control of the public place shall enforce the smoking prohibition.

C. Bloodborne Pathogens – Federal

The Diocese of Davenport has an established exposure control plan, to eliminate or minimize occupational exposure to bloodborne pathogens and to meet the requirements of the Department of Labor, Occupantional Safety and Health Administration, 29 Code of Federal Regulations (CFR), Part 1910. 1030. The Diocesan exposure control plan includes: Exposure Determination, Schedule and Method of Compliance, Hepatitis B Vaccination, Post-Exposure Evaluation and Follow-Up, Record keeping, Provisions for Plan Copies, and Plan Review and Update.

OSHS has recommended “universal blood and body-fluid precautions,” most commonly referred to as “Universal Precautions.” Universal Precautions are procedures to protect a person from becoming infected with germs.

“Universal Precautions” means:

1. All persons’ blood and certain body fluids should be considered infected with HIV, HBV and/or other bloodborne pathogens.

2. Infection-control precaution should be maintained to minimize the risk of exposure to these specimens.

The single most important step in preventing exposure to and transmission of any infection is anticipating potential contact with infectious materials in routine as well as emergency situations. Based on the type of possible contact, one should be prepared to use the appropriate precautions and techniques prior to providing care. Diligent and proper hand washing, the use of barriers, appropriate disposal of waste products and needles, and proper decontamination of spills are essential techniques to infection control. Using common sense in the application of these measures will enhance protection of all parties.


Care for injured
1. When possible, the injured should be encouraged to take care of their own injuries. The injured can wash cuts and apply bandages. The injured should be encouraged to apply pressure with their own hand or tissue over a bloody nose or wound.
2. If additional assistance is needed, please call 911.

3. If an individual must assist, he/she should provide a barrier between his/her skin and the blood of others. This can be done with gloves. A thick layer of paper towels or cloth can also be used as a barrier if gloves are not readily available.


Exposure

An exposure incident to blood or other potentially infectious materials through contact with broken skin, mucous membrane or by needle or sharp stick requires immediate washing, reporting, and follow-up.

· Always wash the exposed area immediately with soap and water.

· If mucous membrane splash (eye or mouth) or exposure of broken skin


occurs, irrigate or wash the area thoroughly.

· If a cut or needle stick injury occurs, wash the area thoroughly with soap 
and water. Exposure needs to be reported immediately to the program administrator. If there are any questions, contact the program administrator.


Program administrators need to provide an annual inservice for the staff.


Federal Required Notifications

A. Equal Employment Opportunity is the Law

Private Employment, State and Local Governments, Educational Institutions, Race, Color, Religion, Gender, National Origin:

Title VII of the Civil Rights Act of 1964, as amended, prohibits discrimination in hiring, promotion, discharge, pay, fringe benefits, and other aspects of employment, on the basis of race, color, religion (except for a bona fide religious reason), gender, or national origin.

Applicants to and employees of most private employers, state and local governments and public or private educational institutions are protected. Employment agencies, labor unions, and apprenticeship programs also are covered.

Age:

The Age Discrimination in Employment Act of 1967, as amended, prohibits age discrimination and protects applicants and employees 40 years of age or older from discrimination in hiring, promotion, discharge, pay, fringe benefits and other aspects of employment. The law covers most private employers, state and local governments, educational institutions, employment agencies and labor organizations.

Gender (wages):

In addition to gender discrimination prohibited by Title VII of the Civil Right Act (see above), the Equal Pay Act of 1963, as amended, prohibits gender discrimination in payment of wages to women and men performing substantially equal work in the same establishment. The law covers most private employers, state and local governments and educational institutions. Labor organizations cannot cause employers to violate the law. Many employers not covered by Title VII, because of size, are covered by the Equal Pay Act.

If you believe that you have been discriminated against under any of the above laws, you should immediately contact:


The U.S. Equal Employment Opportunity Commission


2401 E Street, N.W.


Washington, D.C. 20507

or any EEOC field office by calling toll free 1-800-USA-EEOC. (For the hearing impaired, EEOC’s TDD number is 202-634-7057).

What Does the Law Cover?

Chapter 601A of the Code of Iowa, as amended, (the Iowa Civil Rights Act), prohibits discrimination in employment because of a person’s: Race, Age (18 and older), National Origin, Color, Religion (unless there is a bona fide religious reason), Gender, Disability.

What Does Equal Opportunity Mean?

It guarantees the right of all persons to apply and be considered for job opportunities on the basis of a person’s ability to do the job.

What Should You Do If You Believe You’ve Been Discriminated Against?

You should immediately contact:


Iowa Civil Rights Commission


211 East Maple St., 2nd Floor


Des Moines, IA 50309

515-281-4121/1-800-477-4416

You may contact the Commission by telephone or mail for assistance in filing a complaint. The Commission’s office hours are 8:0 a.m. to 4:30 p.m., Monday through Friday. Your complaint must be filed within 180 days of the date of the discriminatory act.

B. Job Safety and Health Protection (OSHA)
The Occupational Safety and Health Act of 1970 (OSHA) provides job safety and health protection for workers by promoting safe and healthful working conditions throughout the nation. Requirements of the Act include the following:

Employers

All employers must furnish to employees employment and a place of employment free from recognized hazards that are causing or are likely to cause death or serious harm to employees. Employers must comply with occupational safety and health standards issued under the Act. 

Employees

Employees must comply with all occupational safety and health standards, rules, regulations and orders issued under the Act that apply to their own actions and conduct on the job. Safety violations will result in disciplinary action up to and including termination of employment.

The Occupational Safety and Health Administration (OSHA) of the U.S. Department of Labor has the primary responsibility for administering the Act. OSHA issues occupational safety and health standards, and its Compliance Safety and Health Offers conduct jobsite inspections to help ensure compliance with the Act.

Complaint

Employees or their representatives have the right to file a complaint with the nearest OSHA office requesting an inspection if they believe unsafe or unhealthy conditions exist in their workplace. OSHA will withhold, on request, names of employees complaining.

The act provides that employees may not be discharged or discriminated against in any way for filing safety and health complaints or for otherwise exercising their rights under the Act.

Employees who believe they have been discriminated against may file a complaint with their nearest OSHA office within 30 days of the alleged discrimination. 

C. Employee Polygraph Protection Act
The Employee Polygraph Protection Act prohibits employers from using lie detector tests either for pre-employment screening or during the course of employment.

Prohibitions

Employers are prohibited from requiring or requesting any employee or job applicant to take a lie detector test, and from discharging, disciplining, or discriminating against an employee or prospective employee for refusing to take a test or for exercising other rights under the Act. 
Appendix A
DIOCESE OF DAVENPORT

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

Policy Adopted: March 15, 1989

Policy Revised: June 5, 2002

DIOCESE OF DAVENPORT

Contract for an Administrator of a Faith Formation or Youth Ministry Program

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 predominately for the religious education program __________ days of service. Specifically, the agreement is for services rendered from with payments from ____________      to ____________.

3. DUTIES.  The employee shall be engaged as the administrator and promises to support and model the Catholic mission and philosophy of the parish, 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 administrator 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 (if applicable and with the understanding that when applicable the Diocesan Faith Formation 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. *See page 2 for pay scale
5. BENEFITS.  The following benefits shall be provided by the employer: _____ personal days, _____ sick days accumulated up to _____ days, $
___ per month for 12 months toward purchase of medical, health, dental and/or vision benefits, paid mileage at IRS rate for required on the job travel out of town. Note: dates of service are predominately the ________________ months as provided above. (If using an attachment note that here e.g. See Attachment A). *See page 2 for pay scale.
6. DISCHARGE.  The employer shall have the right to discharge, or temporarily suspend the employee during the term of this contract, for just causes as defined and provided for in the Diocesan policy 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 the employment contract (which would include Diocesan Faith Handbook, Local Parish Employee Handbook, which must be approved by and on file with the diocesan office, 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 Catholic parishes and schools. The employee shall be entitled to earn salary calculated on a per diem basis from dates of service   _________________ to _________________.
7. BREACH OF CONTRACT. If C/DFF (Coordinator/Director Faith Formation) or C/DYM (Coordinator/Director Youth Ministry) terminates this agreement prior to the expiration date, the administrator maybe required to pay an amount not to exceed $500 for associated costs.  Administrator 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)
Administrator
            


Date

Attached is the


Job Description



Parish/School Handbook

See appendix B, pp 70-99 of Passing on the Faith Task Force Report for wage scales, etc.
http://www.davenportdiocese.org/ddo-ministrys/TaskForces.html, click on “Passing on the Faith Task Force Report” and you will get a PDF version. Go to Appendix B on the left side of screen should be pg 70 – 99. 
Policy Adopted: March 15, 1989

Policy Revised: June 5, 2002

DIOCESE OF DAVENPORT

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





Date

Title of Corporate Officer

(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

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

Policy Revised: June 5, 2002

DIOCESE of DAVENPORT

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 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. 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





Date

Title of Corporate Officer

(Pastor or Canonical Administrator)

__________________________________________________
___________________
 
(Signature)
Board of Education President


Date

__________________________________________________
___________________
 
(Signature)
Employee


            


Date

Policy Adopted: March 15, 1989

Policy Revised: June 5, 2002

Appendix B
NONINSTRUCTIONAL STAFF INFORMATION
Noninstructional1 Staff: Dismissal


Continuous improvement, development and growth are an expected way of life in our educational system. The board of education or faith formation committee seeks to foster the growth of the staff to the end that both the students and the staff members benefit to the maximum. Ongoing staff appraisal is required annually. The processes for staff improvement are based on an assumption of honest communication between administration and staff.


In all relations with staff, the primary concern of the board or committee is the welfare of the learners.


Dismissal of personnel is properly a board function in our Catholic educational system and is a matter of deep concern to be carried out in justice and charity. In a parish, dismissal is a function of the pastor, with the recommendation of the faith formation committee and the parish council.


Evaluation and professional recommendations are functions appropriate to the administration.


The local board or committee exercise control of the school or faith formation program and represents the rights of the Catholic community, parents and the students through delegated authority by the diocesan board and appropriately approved election procedures.

The board, with the recommendation of its administration, is responsible for corrective action with staff members. Procedures for due process should be adhered to in a spirit of justice and charity. Due process guidelines established by the Diocesan Board of Education and promulgated in the Handbook of Policies for Diocesan Faith Formation Programs by the bishop may be advisory to non-instructional staff. However, non instructional staff are covered as at will employees and nothing in this handbook shall grant rights or responsibilities beyond employment at will.

1Included are bus drivers, food services workers, custodians, clerical personnel, teacher aides, etc.

PROCEDURE FOR IDENTIFYING AND REPORTING CHILD ABUSE

Any certified staff or administration member who has a reasonable belief that a child enrolled in the school has suffered abuse by a person responsible for the care of that child shall observe the following procedures:

Contact the Department of Human Services (DHS) by telephone or in person to make an oral report of suspected abuse within 24 hours of the suspected abuse.

Follow up the oral report with a written report on forms provided by the DHS within 48 hours of the oral report.

Cooperate with DHS personnel in conducting their investigation.

Maintain a copy of the school employee’s written report in the employee’s personal file at home for the sole purpose of documenting the fact that the employee reported the suspected abuse. If a written report is received by the employee from the DHS following the investigation, such report shall be also filled with the employee’s copy of the suspected abuse report, or destroyed.

The employee shall maintain the confidentiality of the report at all stages following the oral report of suspected abuse.

Administrators of parish faith formation and youth ministry programs have a moral and ethical responsibility to report incidents of child abuse to proper authorities following the guidelines provide above.

The employee shall receive training for mandatory reporters within six months of employment and every five years thereafter. The training is to be two hours in length.

PROCEDURES FOR INVESTIGATIN ALLEGATIONS OF ABUSE OF STUDENTS BY SCHOOL EMPLOYEES

Policies and procedures for investigating allegations of abuses of students by school employees are required to be adopted by all schools. (Iowa Code 280.17 (1989). It is based on administrative rules adopted by the State Board of Education and found at Iowa Administrative Code 281-102.
The Diocesan School Office and Diocesan School Committee has 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 School Office. The names of these investigators need to be published annually.

March 1990

Appendix C

*Please note that if it deals with child sexual abuse you need to refer to Policy 754
COMPLAINT OF INJURTY 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 name: 















Student 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 students as a result of the incident?


□ Yes




□ No

□ Unknown

If yes, please list by name(s) and address(es) 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


Appendix D
*Please note that if it deals with child sexual abuse you need to refer to Policy 754
REPORT OF LEVEL ONE INVESTIGATION

Do not conduct a Level One investigation when an incident involves child sexual abuse. In such cases, the principal must be immediately notified. The principal then will immediately notify the Superintendent of Schools. The Scott County Attorney will then be notified.
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 video 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 a witness in a sexual abuses investigation?

□ 
Yes
□  No

Was the right excused?
□ 
Yes
□  No

Was any action taken to protect the student during or as a result of the ?
□ 
Yes
□  No

If yes, 
student excused from school? 
□ 
Yes
□  No



student assigned to a different class?
 □ 
Yes
□  No



school employee placed on administrator or other  
□ 
Yes
□  No



other 
□ 
Yes
□  No 











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 evident of physical 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 personal matter.

□      Deferred to law enforcement. 

□      Turned over to level two.




Comment: 

















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 of 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

APPENDIX E
NATIONAL CERTIFICATION STANDARDS FOR LAY ECCLESIAL MINISTERS

These standards were developed by the NALM, NCCL, and NFCYM and approved by the United States Conference of Catholic Bishops Commission on Certification and Accreditation in April 2003. The entire document is available in a bi-lingual edition from any of these groups. The ISBN is 0-9712975-6-8.

STANDARD ONE – PERSONAL AND SPIRITUAL MATURITY

A lay ecclesial minister demonstrates personal and spiritual maturity in ministry with the people of God.

Vision Statement: A lay ecclesial minister exhibits personal maturity through a balanced lifestyle, a positive self-image, and appropriate relationships. The minister develops a spiritual maturity formed in theological reflection. The minister views God, church, and the world in a holistic manner and engages in communal worship and social justice.
STANDARD TWO – LAY ECCLESIAL MINISTRY IDENTITY

A lay ecclesial minister identifies the call to formal and public ministry as a vocation rooted in baptism.

Vision Statement: A lay ecclesial minister accepts ministerial vocation as a baptismal  call from Christ mediated through the people of God. The minister acknowledges this call as affirmed, recognized an nurtured by the church and the local community, as well as in ministerial and personal relationships.

STANDARD THREE – CATHOLIC THEOLOGY

A lay ecclesial minister integrates knowledge of Catholic faith within ministry.

Vision Statement: A lay ecclesial minister’s faith is formed in the Catholic theological tradition. Theological formation includes ongoing foundational education in revelation and sacred Scripture, Christology, Christian anthropology, sacramental theology, ecclesiology, pastoral theology and inculturation, moral theology, Catholic social teaching, spirituality, ecumenism, liturgy and worship. A minister articulates and interprets a Catholic understanding of Scripture, tradition, and doctrine, and uses this knowledge to form a community of disciples engaged in the mission of the church.

STANDARD FOUR – PASTORAL PRAXIS

A lay ecclesial minister engages in pastoral activity that promotes evangelization, faith formation, community, and pastoral care with sensitivity to diverse situations.

Vision Statement: A lay ecclesial minister applies the process of pastoral praxis in building community of disciples engaged in the transformation of society. The minister incorporates the dimensions of evangelization, faith formation, worship, inculturation, community, justice and service within pastoral activities. The minister is an effective listener who fosters respect and compassionate care within diverse family, community and cultural settings in the spirit of Gospel values.

STANDARD FIVE – PROFESSIONAL PRACTICE
A lay ecclesial minister provides effective leadership, administrative and service, in the spirit of collaboration.

Vision Statement: A lay ecclesial minister understands leadership theory and applies it in a ministerial setting. The minister demonstrates a knowledge of the ability to work with parish and (arch) diocesan systems and structures. The minister recognizes the importance of administration of parish programs and uses appropriate resources. The minister lives by the code of ethics applicable to ministry and abides by civil and church law.

Diocese of Davenport

Form I (white)

School/Parish Catechist Certification Record

INTRODUCTORY LEVEL

This record is to be kept in the personnel file of the individual located in the parish/school where they catechize by the Catholic School Principal, or C/DFF (Coordinator/Director Faith Formation), or C/DYM (Coordinator/Directory Youth Ministry), or Pastoral/Parish Life Administrator.

Name 










Email: 










Address: 










Mailing Address: 








City: 





State: 


Zip: 



Parish/School 













City 






	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience   (0-1 yr)
	Personal & Spiritual         (4 hrs)
	Theology        (4 hrs)
	Methodology (5 hrs)
	Pastoral Leadership & Mgt. (2 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL HOURS (15)
	
	
	
	
	


Certification Level: INTRODUCTORY 0-1 yr in ministry, video-assisted program titles – Getting Started As A Catechist (video & booklet), The Person of the Catechist (video & booklet), Roles of the Catechist (video & booklet), Introduction to the Learner (video & booklet), Methodology (age you teach) (video & booklet or other approved reference), and Retreat. Document other training sources. Five hours annually to renew. 
Signature 












Date Certificate Issued 





Diocese of Davenport

Form B (yellow)

School/Parish Catechist Certification Record

BASIC LEVEL

This record is to be kept in the personnel file of the individual located in the parish/school where they catechize by the Catholic School Principal, or C/DFF (Coordinator/Director Faith Formation), or C/DYM (Coordinator/Directory Youth Ministry), or Pastoral/Parish Life Administrator.

Name 










Email: 










Address: 










Mailing Address: 








City: 





State: 


Zip: 



Parish/School 













City 






	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (1 + yr)
	Personal & Spiritual 

 (4 hrs)
	Theology        (16 hrs)
	Methodology (5 hrs)
	Pastoral Leadership & Mgt. (5 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL HOURS (30)
	
	
	
	
	


Certification Level: BASIC 1+ yr in ministry, 16 hrs in Theology (video-assisted: Creed. Liturgy/Sacraments, Morality, & Introduction to Scripture),  5 hrs in Methodology, 4 hrs in Personal and Spiritual Formation (video-assisted: Spirituality & prayer), 5 hrs in Pastoral Leadership. Document other training sources. Renewal: (5 hrs per year)
Signature 












Date Certificate Issued 





Date Certificate Renewed 



Diocese of Davenport

Form A (green)

School/Parish Catechist Certification Record

ADVANCED LEVEL

This record is to be kept in the personnel file of the individual located in the parish/school where they catechize by the Catholic School Principal, or C/DFF (Coordinator/Director Faith Formation), or C/DYM (Coordinator/Director Youth Ministry), or Pastoral/Parish Life Administrator.

Name 










Email: 










Address: 










Mailing Address: 








City: 





State: 


Zip: 



Parish/School 













City 






	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (2 + yr)
	Personal & Spiritual 

 (8 hrs)
	Theology        (32 hrs)
	Methodology (10 hrs)
	Pastoral Leadership & Mgt. (10 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (2 + yr)
	Personal & Spiritual 

 (8 hrs)
	Theology        (32 hrs)
	Methodology (10 hrs)
	Pastoral Leadership & Mgt. (10 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	If applicable, date completed yr 1 MFP (Ministry Formation Program)

	If applicable, graduation d ate of degree program (attach documentation)

	TOTAL HOURS (60)


	
	
	
	
	


Certification Level: ADVANCED 2+ yr in ministry, 8 hrs in Personal & Spirituality Formation, 32 hrs in Theology, 10 hrs in Methodology, 10 hrs in Pastoral Leadership & Management. May have completed yr I in the diocesan Ministry Formation Program or completed a BA in Religious Studies or Theology. Document other training sources. Renewal: (5 hrs per year)
Signature 












Date Certificate Issued 





Date Certificate Renewed 




Diocese of Davenport

Form M (blue)

School/Parish Catechist Certification Record

MASTER LEVEL

This record is to be kept in the personnel file of the individual located in the Office of Pastoral Services in the Diocese of Davenport. A copy may also be kept at the parish/school where they catechize by the Catholic School Principal, or C/DFF (Coordinator/Director Faith Formation), or C/DYM (Coordinator/Director Youth Ministry), or Pastoral/Parish Life Administrator.

Name 










Email: 










Address: 










Mailing Address: 








City: 





State: 


Zip: 



Parish/School 













City 






	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (3 + yr)
	Personal & Spiritual 

 (10 hrs)
	Theology        (30 hrs)
	Methodology (10 hrs)
	Pastoral Leadership & Mgt. (40 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (3 + yr)
	Personal & Spiritual 

 (10 hrs)
	Theology        (30 hrs)
	Methodology (10 hrs)
	Pastoral Leadership & Mgt. (40 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	If applicable, date completed yrs I and II in MFP (Ministry Formation Program)

	If applicable, graduation date of degree program (attach documentation)

	TOTAL HOURS (90)
	
	
	
	
	


Certification Level: ADVANCED 3+ yr in ministry, 10 hrs in Personal and Spiritual Formation, 30 hrs in Theology, 10 hrs in Methodology, 40 hrs in Pastoral Leadership & Management. May have completed yrs I & II in the diocesan Ministry Formation Program or completed a BA in Religious Studies or Theology. Document other training sources. Renewal: (5 hrs per year)
Signature 












Date Certificate Issued 





Date Certificate Renewed 




Diocese of Davenport

Form P (violet)

School/Parish Catechist Certification Record

PROFESSIONAL LEVEL
This record is to be kept in the personnel file of the individual located in the Office of Pastoral Services in the Diocese of Davenport. A copy may also be kept at the parish/school where they catechize by the Catholic School Principal, or C/DFF (Coordinator/Director Faith Formation), or C/DYM (Coordinator/Director Youth Ministry), or Pastoral/Parish Life Administrator.

Name 










Email: 










Address: 










Mailing Address: 








City: 





State: 


Zip: 



Parish/School 













City 






	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (5 + yr)
	Personal & Spiritual 

 (30 hrs)
	Theology        (60 hrs)
	Methodology (30 hrs)
	Pastoral Leadership & Mgt. (60 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	DATE/S
	TITLE
	TEACHER/FACILATOR
	CLOCK HOURS

	
	
	
	Teaching Experience     (5 + yr)
	Personal & Spiritual 

 (30 hrs)
	Theology        (60 hrs)
	Methodology (30 hrs)
	Pastoral Leadership & Mgt. (60 hrs)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	If applicable, date completed yrs I and II in MFP (Ministry Formation Program)

	If applicable, date completed MFP (Ministry Formation Program Specialization for Catechetical

	If applicable, graduation date of degree program (attach documentation)

	TOTAL HOURS (180)
	
	
	
	
	


Certification Level: ADVANCED 5+ yr in ministry, 30 hrs in Personal and Spiritual Formation, 60 hrs in Theology, 30 hrs in Methodology, 60 hrs in Pastoral Leadership & Management. May have completed yrs I & II and specialization for Catechetical in the diocesan Ministry Formation Program or completed a BA or MA in Religious Studies or Theology. Document other training sources. Renewal: 5 hrs per year.
Signature 












Date Certificate Issued 





Date Certificate Renewed 
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Diocese of Davenport

Pastoral Services

2706 N. Gaines St.

Davenport, Iowa 52804

To: Board of Education Presidents/Faith Formation Chairs, Pastors

From:  Mary Wieser, Director of Faith Formation and Education

RE:  Catechetical Administrator Evaluation

Date:  
The Diocesan Board of Education has established an evaluation procedure for Catechetical Administrators.    

Enclosed is the Board's evaluation tool to be given to all Board Members for their input.  It will be your responsibility to summarize the result on the attached Professional Growth Summary Form and return to the Diocese of Davenport.  

Please distribute these evaluations to all Board Members/Faith Formation Chairs at least one week before your next board meeting (March) so they can be collected and returned shortly after.  The forms are to be filled out individually and should be based on the interactions, Board Reports, and observations you have had during the course of the past year.  It is imperative that you study Board Reports prior to filling out the evaluation.  If you check the below minimum level (1 = needs improvement), please comment on any of the item(s) and include supporting evidence.  The Professional Growth Summary Form should be returned no later than April 15, 20___ to Virginia Trujillo, Diocese of Davenport.
Please attach a copy of the administrator’s job description and contract.
Respectively yours,

[image: image2.jpg]



Mary M. Wieser

Director of Faith Formation and Education/

Superintendent of Schools

Enclosure

Catechetical Administrators Evaluation

Date: __________________________

Name of Catechetical Administrator: 

      (C/DFF or C/DYM))

Parish:   

City:  


1. Faith Community Facilitator  - How well does the catechetical administrator model faith values and 


help 
to create the faith community? 




2. Planning Faith Formation/processes/programs/ events- How well does the catechetical administrator make the 


necessary preparations to insure an effective and smoothly operating program in religious education?












3.  Effectiveness in Administration - How well does the catechetical administrator schedule regular work 

with the proper sense of priorities, in order to meet the religious education needs of the parish community? 


How well are special or emergency needs handled?













4.  Finalizing Programming Duties - How  proficient is the catechetical administrator in maintaining 

     records, supplies and equipment?         

 



5.  Collaboration - How well does the catechetical administrator coordinate work with the work performed 


by others in the parish?




OVER


6.  Handling Relations with Others - How well does the catechetical administrator relate with others, both  



     within the parish and in the various diocesan communities?        
                
                



7.  Handling Communications - How well does the catechetical administrator keep parents, catechists, 


students and staff informed?

 




8. Handling Confidentiality – How well does the catechist handle and maintain sensitive or confidential 


    information. 


9.  Problem Solving - How effective has the catechetical administrator been in identifying, evaluating and 



planning timely responses to problems?                          






10.  Keeping Informed - How well does the catechetical administrator keep up to date on current events 


    and developments in the field of parish catechesis?





11.Diocesan Catechist Certification - How conscientious is the catechetical administrator in achieving and 
        

       maintaining the diocesan catechist certification requirements for himself/herself and in leading parish 


catechists to do the same?




12. Vision - How well does the vision of the catechetical administrator carry out the goals and objectives of the  
      

                   parish  community?  




 



13.  Safety - How effective is the catechetical administrator in the area of safety of students and care of 



property?         
 

                          




 



14. Cost - How effective is the catechetical administrator in controlling costs and following the budget?                   
 



Pastor/Parish Life Administrator Signature 



Date 





or

Board Member Signature





Date 



 


 PROFESSIONAL GROWTH SUMMARY

Date:                                               

Name of Catechetical Administrator:                                                                                                           

Parish:                                                                                   City:  

A.
Catechetical Administrator’s Performance Strengths:




B.
Areas of performance needing improvement:




C.
Areas of performance showing improvement during the past year:



 

Administrator Signature __________________________________________________ Date 



Pastor/PLA Signature ____________________________________________________ Date 


Board President/Faith Formation Chair Signature 



            Date 


Appendix G
Diocese of Davenport

Exit Interview Questionnaire

This exit interview questionnaire is designed to gather your opinions about the experience you had working for the ​​





.  Your responses will provide the parish/school with input for the consideration of change, as well as lending support for areas where changes are not needed.  This questionnaire will not become part of you work record.

We are grateful for you help, and we wish you the best success in your future endeavors.

Name:
__________________________________________________   Date:  _________

Employment Date:  _______________________________    Termination Date:  _________

Department:  _________________________
Present Position:  ______________________

Why are you leaving?  ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What was the main factor that initially made you consider pursuing another opportunity?

__________________________________________________________________________________________________________________________________________________________________________

What made you finally decide to accept the new position offer?

__________________________________________________________________________________________________________________________________________________________________________

Would you consider:

Working for the _________________ again?
Yes
No

Working in the same position?


Yes
No

Working in the same parish/school/grade?

Yes
No

Working for the same pastor/administrator?

Yes
No

If not, please comment:

__________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________

What have you liked most about your ministry/teaching position?

__________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

What did you like least?

__________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

What major problems did you encounter while working for the parish/school?

__________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

In what ways could your pastor/administrator have provided more direction and / or assistance to you?

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How were you kept informed of changes in policies and practices?

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

For the position you held, did you receive a fair rate of pay?
Yes
No

If not, in your opinion, what do you consider to be a fair amount?  ________________________

Why? _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How can we make the parish/school a better place to work? _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Are there any particular practices or working conditions that either led to your decision to resign or that you feel have been detrimental to a satisfactory working relationship?  If so, have you any suggestions on how to eliminate them?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Are there any practices or working conditions that you feel are particularly beneficial to an effective working relationship and that should be implemented or maintained?

_____________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How would you rate the parish/school on each of the following points?

	Comments
	Excellent
	Good
	Fair
	Poor
	No Opinion

	Fair and equal treatment by pastor/administrator
	
	
	
	
	

	Position recognition
	
	
	
	
	

	Overall communication
	
	
	
	
	

	Communication within your parish/school
	
	
	
	
	

	Equipment provided
	
	
	
	
	

	Employee benefits
	
	
	
	
	


Any other comments?

______________________________________________________________________________ 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

APPENDIX H
Authorization of Catechetical Ministers

Authorization is the process by which properly prepared lay men and women are given responsibilities for ecclesial ministry by competent Church authority.  This process includes the following elements:

· Acknowledgement of the competence of an individual for a specific ministerial role (often called “certification”)

· Appointment of an individual to a specific position (in some dioceses called “commissioning”), along with a delineation of the obligation, responsibilities, and authority of that position

· Announcement of the appointment to the community that will be served by the lay ecclesial minister.    

Co-Workers in the Vineyard of the Lord-A Resource for Guiding the 
Development of Lay Ecclesial Ministry, USCCB, 2005

Public prayer and ritual are important for the person who is ministering and the faith community.  It is an opportunity for the catechetical minister to be strengthened spiritually and the faith community to be instructed about their role in catechesis.

Within the following resources are models for a commissioning ritual which may be adapted for specific faith communities:

Book of Blessings, Part VI, United States Conference of Catholic Bishops (USCCB) 3211 Fourth St NE; Washington, DC 20017  www.usccbpublishing.org 

Catechetical Sunday Kit, National Conference for Catechetical Leadership (NCCL) 125 Michigan Ave NE; Washington, DC 20017  www.nccl.org
ACKNOWLEDGEMENT FOR PROFESSIONAL STAFF – DIOCESAN FAITH FORMATION HANDBOOK

The DIOCESAN FAITH FORMATION 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/faith formation system of the Diocese of Davenport. This acknowledgement of receipt of the HANDBOOK will be maintained on file.
I have received a copy of the DIOCESAN FAITH FORMATION HANDBOOK and am aware of its contents.

Name: 










  Date: 




ACKNOWLEDGEMENT FOR NON INSTRUCTIONAL STAFF – DIOCESAN FAITH FORMATION HANDBOOK

The DIOCESAN FAITH FORMATION HANDBOOK is an extension of your letter of agreement/compensation of employment. I understand that I am an employee at will. 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/faith formation system of the Diocese of Davenport. This acknowledgement of receipt of the HANDBOOK will be maintained on file.
I have received a copy of the DIOCESAN FAITH FORMATION HANDBOOK and am aware of its contents.

Name: 










  Date: 




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 Investigators’ Report within fifteen calendar days of the filing of this report, unless the investigation is turned over to law enforcement.








DIRECTIONS:  


Evaluate the catechetical administrator's performance on each of the following factors.  


These ratings should reflect the work and results attained most of the time by the catechetical administrator.





APPRAISAL SCALE:


3 = FINE PERFORMANCE: 		highest quality of work and results


2 = AVERAGE PERFORMANCE: 	acceptable level of work and results


1 = NEEDS IMPROVEMENT: 	below minimum acceptable level of work and results 


0 = UNABLE TO RATE: 		lack of information
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