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Administration 2004

Accreditation

All schools in the Diocese are to be appropriately accredited.
High schools are to be accredited by Diocesan-approved accrediting agencies.

Elementary schools are to be accredited through the Michigan Non-public Schools
Accrediting Agency.

A school may not eliminate accreditation.

A school that cannot meet accreditation standards must notify the Office of Catholic
Schools, to review the situation.

Continued failure to achieve accreditation may result in intervention or action by the
Diocese.
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Administration 2010

Media Relations and Promotion

The principal may approve promotional activities that utilize students to further the work
of the school, or a non-profit community-wide service agency, or promote activities in
the general public interest.

Such activities and promotions shall be consistent with the tenets of the Catholic faith and
shall not be used to for personal promotion or exploitation of students or staff. Such
promotional activities shall not be engaged in on behalf of for-profit organizations, or
non-profit organizations that are not focused on charitable service to the community.

The appropriate media relations/promotions release form must be provided by the school
and completed by the parent before the promotional activity takes place.
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Administration 2011

Political Advertising and Campaigning

School buildings, property, and resources are not to be used to endorse candidates for
political office or for partisan political purposes. Nothing should be done that could be
construed as an endorsement of a particular candidate.
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Administration 2014

Vehicle Inspection and Insurance

Vehicles shall not be used to transport students unless they conform to all appropriate
state laws and meet appropriate insurance requirements and liability limits as outline by
the Michigan Catholic Conference. Where applicable, supplemental child restraint
systems (car seats, etc.) must be used in accordance with state law.

The state law on school bus transportation can be found at MCL 257.1801 et segq.
Passenger vehicles rated for 11 or more (including the driver) may not be used unless
contracted for through an outside entity on an occasional basis for transporting students
to extra-curricular events. They may not be used for transportation to and from school.

Students shall not be assigned or authorized to transport other students to school
sanctioned or related events, regardless of the insurance coverage or permission of
parents. The school shall not authorize car-pooling by students to school events. Such
car-pooling is a purely private decision of the students and should be done only with full
knowledge and consent of all students' parents. The school assumes no responsibility for
such personal transportation decisions.

Staff who have any careless or reckless driving citations or convictions, or any citations
or convictions relating to alcohol or controlled substance use or possession while driving
shall not transport any students (other than their own children).

Students shall not be transported in any vehicle which is known by the owner or driver to
have equipment which is broken or in poor repair which might affect the safety of the
passengers.

No individual shall be allowed to drive who is on the Sexual Offenders Registry, or has
pending felony charges related to child abuse or criminal sexual conduct.

If vehicles are used to transport students on a field trip the vehicle must have a valid
registration and be insured for minimum limits of $300,000 or $500,000 combined single
limits (CSL). The driver of the vehicle must be at least 21 years of age, hold a valid non-
probationary driver’s license, and have no physical disability that may impair their ability
to drive safely.
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Administration 2017

Administrative Forms/Reports

Each school shall submit all reports required by the state and/or the Diocese on the
appropriate report form and, in a timely manner, to the State of Michigan (if required by
the state) and the Diocese of Grand Rapids.
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Administration 2018

Standardized Testing

All schools will participate in a standardized testing program as determined by the
Diocese.

All students will participate in the testing for their grade level unless excused by the
Diocese, based on written application and explanation by the building principal as to why

testing would not be appropriate.

Reports of the testing will be submitted to the Diocese.
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Administration 2020
Calendar

The principal has the responsibility of adhering to the Diocesan school calendar. If there
is a need to deviate from this calendar, the principal must request a variance from the
Office of Catholic Schools.
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Administration 2021
Patriotism/Holidays

Patriotism is to be encouraged in each school through the recitation of the Pledge of
Allegiance and the display of the American flag.

Schools are to conduct an educational program to commemorate and teach the
significance of the following days, on the date indicated or on the immediately preceding
or following school day, if school is not in session on the designated day.

Constitution Day (federal) September 17
Columbus Day 2d Monday in October
Veteran's Day November 11

Martin Luther King Day 3d Monday in January
Lincoln's Birthday February 12
Washington's Birthday 3d Monday in February
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Administration 2026

Crisis Intervention

All schools will develop crisis intervention policies and procedures to respond
systematically and appropriately to the crisis situation. These procedures should be
developed in conjunction with local law enforcement and health department personnel,
as appropriate to the nature of the crisis planning.

The policies and procedures should be reviewed annually.
Parents and students shall be informed of the crisis response policy and procedures to the

extent that disclosure would not impair the effectiveness of the plan, or potentially
endanger students during an emergency situation.
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Administration 2030

Code of Conduct

Each school will have a written code of conduct that reflects the Catholic philosophy of
the school.

The code of conduct shall include, at a minimum, prohibitions on harassment, hazing and
bullying of and by students and staff.

This code of conduct shall be disseminated to parents and students at the start of each
school year or upon enrollment for those students entering after the start of the school

year.

The Code of Conduct shall be reviewed with the students at or near the beginning of the
school year.
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Administration 2062

Emergency Closing

School principals or designee are responsible for the decisions regarding the closing of
school in case of emergency, in consultation with the pastor and/or diocesan
superintendent.

The principal shall be responsible for having in place an effective communication system
for notifying the students, parents and staff when the school is being closed for weather
or other emergencies.

In the event that school is closed because of weather or sickness sporting events,
practices, and other school activities will be cancelled and rescheduled when and as

possible.

In certain circumstances, the diocesan superintendent may deem it necessary to close all
diocesan schools.
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Administration 2063

Severe Weather

In the event that school is cancelled due to severe or inclement weather, sporting events,
practices, and all other school activities will be cancelled and rescheduled when and as
possible.
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Administration 2070

Fire Safety, Tornado, and Lock Down

Schools must have policies and procedures in place to ensure that all of the federal, state,
and local law requirements are met for fire safety, tornado, and lock downs.

Drills on the procedures shall be held to familiarize the students with the procedures on
the following schedule:

Fire: 6 per school year (at least four in the fall of the school year)

Tornado: 2 per school year

Lock Down: 2 per school year (shall be held with participation of local law
enforcement or other appropriate local safety personnel appropriate to the
nature of the drill, i.e. hazardous chemical, armed intruder, etc.)

At least some of these drills shall be done during recess, lunch or other times when
significant numbers of students are gathered outside of the classroom.
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Administration 2086
Field Trips

Class visits, retreats and other learning experiences to places of cultural, educational and religious
significance give enrichment to the lessons of the classroom. To ensure the desired outcomes of
such trips, teachers, catechists and adult supervisors should prepare the children for the place that
is to be visited and the things that are to be seen. A discussion should be held regarding the
purpose(s) and goal(s) of the trip. An advance trip by the teacher is suggested. Elementary
schools should not conduct field trips out of state. Such trips should be discouraged and not
promoted by the faculty or administration.

The written consent of parents must be obtained for every child participating in a field trip.
Permission slips must inform parents of the following:

Name, location, and date(s) of the event

Cost to the child

Mode of transportation to be used

Name of supervisor overseeing the activity

Parent’s responsibility

Any known risks or exposures that might be harmful to the student or others

AN

No child may participate unless a signed parent permission slip for the specific event is on file
with the principal.

Medical information, contact persons and authorization for emergency medical treatment must be
with the chaperones.

Whenever possible, bus transportation should be provided. The use of private vehicles is
discouraged. If a private passenger vehicle must be used, the following must be verified by the
driver.

1. The driver must be 21 years of age or older.

2 The driver must have a valid, non-probationary driver’s license and no physical
disability that may impair the ability to drive safely.

3. The vehicle must have a valid registration.

4, The vehicle must have valid state inspection sticker (if this is applicable to your
area).

5. The vehicle must be insured for minimum limits of $300,000, or $500,000

Combined Single Limit (CSL).

A signed Volunteer Driver Information Sheet must be submitted to the principal for each vehicle
used.

A criminal background check will be performed annually on each chaperone before they are
allowed to chaperone a field trip. Persons who intend on chaperoning field trips will be expected
to complete the Virtus child safety program.

Each driver and/or chaperone should be given a copy of the approved itinerary including the
route(s) to be followed and a summary of their responsibilities. For trips other than interschool
athletics, supervision of one (1) adult per ten (10) children is required.
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Administration 2090

Grievance Procedure

When controversies arise in the school, solutions should be determined as close to the
persons involved, as possible. Each school is to determine how that is to take place.

The procedure for resolving discrimination, harassment, access and other such complaints

shall be written and readily available to parents and others using the school facilities and
programs.
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Administration 2100
Inventories

The principal shall maintain an accurate and complete inventory of equipment, furniture,
instructional materials, and textbooks.

The principal shall put in place procedures and safeguards to assure that the school's
inventory is used for appropriate school purposes, and is not taken or used for personal

purposes.

This inventory is to be reviewed and updated each year and kept in a safe place.
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Administration 2101

Copyright

The principal is responsible for the observance of copyright laws in their building.
Copyright laws concerning the use of licensed software, obtained through the school for
professional use, must be observed.

Staff shall be advised of and provided with information on appropriate use of copyrighted
and licensed materials.
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Administration 2110

Interrogation and/or Arrest of Students by Law Enforcement

All schools of the Diocese will cooperate with law enforcement agencies whenever and
wherever possible.

If requests are received from police officers or other governmental investigative agents to
have students released into custody and/or interrogated, permission must be secured,
unless prohibited by law, from the custodial parent/guardian. In most cases, only the
Child Protection Agency has the right to access students without prior parental
permission and without school personnel being present.

If the custodial parent/guardian consent to an interrogation, any such interrogation within
the school building should be in the presence of the school principal or other assigned
staff member.

Information about a student shall not be released without the written permission of the
custodial parent/guardian, except in emergency situations where the safety of the student
or others is in immediate danger.

Private investigators, lawyers, or representatives of insurance agencies are not
governmental agents and shall not be allowed, under any circumstances, to interrogate or
obtain information about students. Staff should likewise not discuss any student
information with such individuals without prior written consent from the parent/guardian.
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Administration 2120

Parent Handbook

At the beginning of each school year, all parents shall be provided with and sign for a
Parent/Student Handbook, which will be amended as needed.

Revised September 2009



Administration 2130

Custodial and Non-Custodial Parents

Unless a court order provided to school administration specifies otherwise, divorced or
legally separated parents have equal access to their child’s school records. Educational
decisions are to be determined by both parents.

Schools of the Diocese will follow what is specified in the divorce decree, to the extent

possible. However, it is not the Schools responsibility to enforce the divorce decree
provisions, which will remain the responsibility of the aggrieved parent.
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Administration 2140

Registration Procedure

Each school will develop a detailed written procedure for registration. Appropriate forms
are to be developed to secure the necessary student and family data. Tuition
arrangements need to be clearly defined. All parents/guardians registering students with
the school need to be made aware that they will be asked to identify if they have been
convicted of any sex crime or are listed on any sex offender registry.
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Administration 2141
Tuition

Each school will develop a tuition policy. This policy will require the signing of a tuition
contract/agreement by a financially responsible parent/guardian or guarantor. Student
tuition payments must be current. If tuition payments are not current, students are subject
to removal from school or not eligible to be reenrolled. Records will not be released to
another school until tuition is paid.

Revised September 2009



Administration 2142

Cumulative Records

Each school will maintain a cumulative record for each student enrolled. Records will not
be released to other schools unless tuition is current and written permission is received
from the parent.

Exceptions can only be made by the Diocese's Superintendent of Schools.
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Administration 2149
Money Handling Procedures

Each school will develop procedures for handling money in school. These procedures
will include, but are not limited to, tuition, accounts payable, scrip, and petty cash.

The procedures shall include a requirement for counter signatures on all checks
exceeding a pre-determined amount set by the school.

Someone other than school personnel need to review and check accounts, invoices,
inventories, and receipts on a regular basis.
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Administration 2150

Security

It is the responsibility of the principal to provide for the security of the school facilities.

All schools must provide a security system and be locked to the outside during school
hours, unless the entrance is being monitored by staff.

In no event shall doors be locked in such a manner that it impedes or restricts exiting the
building in the event of an emergency.
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Administration 2151

Weapons

All students are prohibited from bringing a weapon to school or possessing a weapon in
school, on school premises or at school-sponsored activities.

Although a weapon includes such things as firearms, air guns, knives, box cutters, ice
picks, razor blades, sling shots and explosives, for purposes of this policy a weapon can
also include any object possessed and or used with the intent to threaten or injure another.
This would include, for example, look-a-like weapons or items such as bike chains,
baseball bats, hockey sticks, tools, etc.

If there is a legitimate, educational purpose to have an item at school that could be
considered a weapon (such as an antique firearm and saber when studying the Civil War
or to cut a birthday cake at a room party), then written permission from the building
principal must be obtained in advance, specifying when the object may be brought to
school and under what circumstances.

A student found in violation of this policy is subject to disciplinary action as prescribed
in the local parent/student handbook, up to and including expulsion from school.
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Administration 2152
Student Safety

The principal shall develop appropriate procedures to ensure adequate supervision of the
students in the buildings and on the playground.

Staff shall be familiarized with the student safety/supervision policy annually at the
beginning of the school year.
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Administration 2153

Traffic Safety

The principal shall develop appropriate traffic procedures for the school.

The principal shall make sure that the school property is properly marked in accordance
with the procedures developed. The principal shall also take measures to inform all those
who drive or are transported to or from school of the procedures in place to assure the
safety and smooth flow of traffic for all involved.
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Administration 2154

Neglect or Abuse of Minors

Suspected neglect or abuse of minors must be reported to the proper authorities.

All state guidelines will be followed. This includes an immediate verbal report to the
state's Child Protection Agency upon having reason to suspect abuse and follow-up
written reporting within 72 hours thereafter.

"Child abuse" means harm or threatened harm to a child's health or welfare that occurs
through non-accidental physical or mental injury, sexual abuse, sexual exploitation, or
maltreatment, by a parent, a legal guardian, or any other person responsible for the child's
health or welfare or by a teacher, a teacher's aide, or a member of the clergy.

"Child neglect" means harm or threatened harm to a child's health or welfare by a parent,
legal guardian, or any other person responsible for the child's health or welfare that
occurs through either of the following:

(1) Negligent treatment, including the failure to provide adequate food, clothing, shelter,
or medical care.

(i1) Placing a child at an unreasonable risk to the child's health or welfare by failure of the
parent, legal guardian, or other person responsible for the child's health or welfare to
intervene to eliminate that risk when that person is able to do so and has, or should have,
knowledge of the risk.
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Administration 2155

Safe Environment/Registered Sex Offender

Michigan law (MCL 28.734, 771.2a) prohibits registered sex offenders from residing,
working, or loitering within 1,000 feet of school property.

To provide a safe environment for the students of our schools, further restrictions are
placed on registered sex offenders. Restrictions may also be implemented by the school
for any person seeking to access school grounds or facilities when deemed necessary by
school administration or the sponsoring parish to provide for a safe environment for
students.

Persons who are registered sex offenders (in any state or jurisdiction) are subject to the
following restrictions and conditions:

1. Access to school property, facilities or activities is prohibited without prior written
permission from the principal and pastor. Unless otherwise stated in the permission,

separate permission will be required for each time that the person desires to access the
property or an event.

2. Except under compelling circumstances, access during normal school days or other
times when students are present will be denied. If a parent/guardian is the only available
transportation for the student(s), then permission may allowed upon such conditions as
are deemed appropriate by the principal and pastor to assure student safety (e.g.,
restricted times, restricted areas, remain in car, not initiate contact or engage in contact
with other students).

3. Access may be allowed when deemed appropriate to non-student events (e.g.,
parent/teacher conferences).

4. Volunteering for any school activity (e.g., room parent, field trip chaperone, coach)
is prohibited.

5. While on the school property or at school activities the individual shall be escorted by
either a designated responsible adult selected by the school or a responsible adult
approved by the school. This person shall have knowledge of the individual's offender
status and have the individual within sight during the entire time the individual is on the
school property. The escort shall be responsible for immediately reporting any
suspicious behavior to the principal, pastor or person in charge of the activity or event.

6. Teachers and others determined by the principal or pastor to have a need to know will
be advised of the restrictions placed on access and participation by the subject
individual(s). School staff will attempt to assure that restrictions placed on a
parent/guardian do not have a negative impact on the student(s) in the school
environment. The principal or pastor may, if they deem it appropriate, advise other
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parents of the individual's conviction status, where it appears that contact with other
students is occurring outside the school environment (e.g. visiting the home, arranging
after-school activities, etc.)

7. Individuals subject to restrictions must carry the written authorization when present
on school property or at school activities and present it upon request of any school or
parish administrator or security personnel.

All parents/guardians registering students with the school will be asked to identify if they
have been convicted of any sex crime, are listed on any sex offender registry, or have
been convicted of a "listed offense" as that is defined under Michigan law. Any person
with knowledge of such status with regard to a parent/guardian, volunteer, employee or
other person accessing school property or activities should advise the principal or pastor
immediately. Staff members must report any known or suspected status as a sex
offender or as a "listed offense" violator immediately to the principal.

Schools of the Diocese will conduct regular background checks of school volunteers and
staff and may conduct background checks for parents or others accessing the school
facilities as it determines appropriate. When a school becomes aware that a person is a
registered sex offender, that person will be notified immediately of the provisions of the
law and this policy.

The school principal and the pastor have full discretion to grant or deny access as they
determine appropriate to assure the safety of the students. Exceptions may be made to
the restrictions listed above, but only when compelling reasons are presented. Such
reasons and the restrictions/conditions on any access allowed shall be recorded in the file
of the student. The Diocese will be consulted for advice on specific situations.
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Administration 2172

Public Access

All buildings and programs shall provide for access for those with disabilities. The
building principal shall be responsible for assuring that proper signage is in place to
direct the public to accessible entrances, routes and facilities (bathrooms, etc) within the
school building and other facilities.

The building principal shall also be responsible for adequately notifying those who use
the facilities or attend school events or programs on how to request accommodation for
specific disabilities, such as visual or hearing impairments or wheel chair seating
providing adequate lines of sight. The building principal shall be responsible for
coordinating or delegating the accommodation request.

Accommodations do not need to be made which would alter the basic nature of the
program or service, or which would be an undue burden on the school.

Concerns or complaints about lack of access or accommodation should be filed through

the schools grievance policy, and may be appealed to the Diocese if not resolved at the
school level.
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Administration 2173

Student Dignity - No Discrimination/No Harassment

Schools of the Diocese of Grand Rapids expect all students to conduct themselves with
dignity and respect for fellow students, faculty and others. Discriminating against or
harassing anyone, including harassment based on sex, race or other legally protected
status, will not be tolerated.

Sexual harassment is a violation of Title VII of the Civil Rights of 1964, Title IX of the
Education Amendments Act of 1972, and the Michigan Elliot-Larsen Civil Rights Act.
Sexual harassment is a form of sexual discrimination. It is against the policy of the
Diocese for any student, teacher, or volunteer, male or female, to sexually harass another
person.

Sexual Harassment includes:

1. Making submission to unwelcome sexual advances, submission to request for
sexual favors, or submission to other verbal or physical conduct of a sexual
nature, a condition of any persons association with a diocesan school.

2. Making submission to, or rejection of, such conduct, the basis for decisions
affecting any person with the school.

3. Creating an intimidating, hostile or offensive classroom environment, through
such conduct.

Racial Harassment includes:

1. Making negative references to a persons’ cultural or racial background.
2. Creating a hostile or offensive classroom environment through such conduct.

Other harassment of any nature includes any conduct which may reasonably be offensive
to others in an educational setting. Such conduct would include bullying, hazing, and
initiation procedures that involve physical or psychological abuse.

The Diocese of Grand Rapids does not condone or allow harassment of others, whether
engaged in by fellow students, teachers, administrators, or others having business within

a school of the diocese.

All schools must develop procedures to promptly investigate any complaint and take
appropriate action as necessary.

Anyone observing discrimination or harassment should immediately report it to the
building principal. If the principal is the one engaging in the behaviors, the report should

be made to the parish pastor or the Diocese's Superintendent for Schools.

Complaints may be made through the Grievance Policy of the school.
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Administration 2174
Vandalism

All incidents of illegal entry, theft of property, vandalism, or damage to school property,
must be reported to the principal as soon as it is discovered.

It is the responsibility of the principal to notify the pastor and take appropriate action to
limit the chance of future loss, and to procure restitution from those involved.
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Administration 2175

Wellness

In conformity with the Child Nutrition and Women, Infant and Children (WIC)
Reauthorization Act of 2004, each school will develop a policy that includes goals for
nutrition education, physical activity, and other school-based activities that are designed
to promote student wellness. Included in this policy will be a means to measure
implementation.
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Administration 2176
Blood Borne Pathogens

In compliance with federal regulations, each school will develop and have on file a
control plan for exposure to bodily fluids.

All school employees will be trained each year in the use of universal health care
precautions to prevent and control such exposure. This training will be recorded and kept
on file by the school. Records will be kept that document compliance with federal
regulations and demonstrate that the control plan is being followed.

The school will also maintain adequate supplies of latex gloves, puncture-resistant
containers, and antiseptics, available to and for all employees.
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Administration 2177

Lice

Each school will develop a plan for identifying and containing head lice. This plan will

include criteria for student exclusion due to head lice and nit infestation which should be
developed in accordance with Michigan Department of Education (MDE) and Michigan
Department of Community Health (MDCH) recommendations.

Communications should be developed to inform parents of the schools procedures and
when exposure to head lice may have occurred in the school.
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Administration 2178

Pesticide Use

Parents must be notified of their right to be advised when pesticide and other chemical
treatments will be used on school property.

The school will send a notice to parents when requested, when pesticides and chemical
treatments are used. The school must keep a record of these notifications.

Every attempt shall be made to do treatments at times when students are not scheduled to

be using the building and preferably during school breaks or on weekends when there
will be time for any chemicals to dissipate before the return of the students.
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Administration 2179

Administration of Medication

Each school must develop procedures for the distribution of medication. All schools
must follow state guidelines regarding the storing and dispensing of medication.
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Administration 2180

Student Substance Abuse

The use of or possession of alcohol, tobacco, or any illegal or controlled substance, as
well as, the abuse of any legal substance is prohibited. The above substances cannot be
possessed, bought, sold or consumed on the property of the schools, or at any student-
oriented event. Parents will be notified immediately if use of these substances is
suspected.

Penalties may be incurred which could include students be suspended or expelled from
school. In certain circumstances, appropriate law enforcement agencies may be

contacted.

Each school is required to formulate appropriate procedures to address violations of this
policy.

The school should be encouraged to make appropriate use of substance abuse information
and similar materials from federal, state and local health departments and other agencies.
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Administration 2181

Adult Substance Abuse

Adult use of alcohol or controlled substances at student events or activities is prohibited.
Adults are expected not to be under the influence of substances (drugs/alcohol) when
attending schools activities and events; including sporting events.

Disruptive or inappropriate behavior at school functions, whether or not related to
substance abuse, may result in removal from school property, restriction or prohibition
from coming on school property in the future and/or referral to law enforcement
authorities.
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Administration 2190

Professional in Charge

The principal is responsible for adequate supervision of students, employees and building
operations. In the absence of the principal, he/she will designate a professional educator
to be in charge, subject to the approval of the pastor.

The staff will be made aware of the person in charge in the principal absence. If the

absence will be for an extended period of time, the parents and students shall also be
notified of the person in charge.
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Administration 2192

Marketing

All Catholic schools in the Diocese of Grand Rapids will develop a marketing plan
designed to increase enrollment and further the mission of Catholic education. Catholic
schools are encouraged to work together in this endeavor.

Use of students or student pictures in any marketing efforts shall only occur with written
consent of the student's parent.

The marketing plan shall not include efforts to market the sports programs at the high

school level to attract students based on their participation in sports which is prohibited
by Michigan High School Athletic Association (MHSAA) rules.
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Administration 2193
Admissions

Each Catholic school in the Diocese will develop an admissions policy that defines:

Whom they are to serve

What the needs are of those whom they serve

How the school plans to meet the needs of those whom they serve
Conditions for enrollment
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The admissions policy shall prohibit the recruitment of students based on their
participation in sports at the high school level, in accordance with MHSAA rules.
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