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Series 2000 
 

ADMINISTRATION 
 
2000 ADMINISTRATION: DIOCESE 
 
“Under the leadership of the Ordinary and his priests, planning and implementing the 
educational mission of the Church involves the entire Catholic Community.” 
(To Teach as Jesus Did, #139) 
 
“Jesus must be translated from the ideal into the real. The Gospel Spirit should be evident in a 
Christian way of thought and life which permeates all facets of the education climate.” 
(The Religious Dimension of Education in a Catholic School, p. 13) 
 
BISHOP 
The Bishop, as chief pastor of the Diocese of Fresno, is officially responsible for all Catholic 
educational programs.  This responsibility includes all elements that contribute to the 
development of the total Christian community.  Under the revised Code of Canon Law, he has 
the full authority to regulate all that pertains to Catholic religious formation and education. 
  
 For his own diocese, the local ordinary has the right of vigilance over and visitation of 
 the Catholic schools located in his territory, even those schools which have been 
 established or are being directed by members of religious institutes:  he is likewise 
 competent to issue prescriptions dealing with the general regulation of Catholic schools:  
 such prescriptions are also operative for those schools which are directed by religious, 
 with due regard for their autonomy regarding the internal management of their schools.                          
           (Canon 806) 
 
The Bishop of Fresno delegates the administration of Catholic schools to the following: 
 A.  The Superintendent of Catholic Schools 
 B. The Pastor/Administrator of parish schools 
 C. The Rector of diocesan high schools 
 D. School Principals 
 
2100 EDUCATIONAL DECISIONS RESERVED TO THE BISHOP 
 
The opening, expansion (i.e. adding grade levels), consolidation (i.e. joining two or more schools 
into one school), reduction (i.e. closing grade levels), or closing of a Catholic school is a decision 
that is reserved to the Bishop of the Diocese of Fresno in consultation with the Superintendent 
of Catholic Schools and the Diocesan Advisory Board of Education. 
 
To submit recommendations to the Bishop regarding reserved decisions, the following steps 
should be taken; 



2   2000-Administration   October 2020 
 

 A. When in the opinion of the school, parish, or other initiating group, there is  
  cause to study and possibly recommend a decision that is     
  reserved to the Bishop, the initialing group will meet with the    
  Superintendent of Catholic Education to discuss this matter. 
 B. The Superintendent of Catholic Education will assist the local initialing group to  
  design a comprehensive study of the proposed reserved decision. 
 C. This self-study, the recommendation of the local initialing group, and the   
  recommendation of all other parties affected by the proposed change will  
  be submitted to the Superintendent of Catholic Education for review. 
 D. The Diocesan Advisory Board of Education will review, in Executive Session, all  
  materials submitted and will make its own recommendation to the Bishop. 
 E. The Bishop, after considering all information available to him, including the self- 
  study and all recommendations submitted, will render a decision on the matter. 
 
2200 SCHOOL AFFILIATION WITH THE DIOCESE 
 
All Catholic elementary and secondary schools in the Diocese of Fresno are canonically 
responsible to the Bishop.  The Bishop of the Diocese of Fresno has sole authority to recognize 
and designate a school as “Catholic.” 
 
All Catholic schools within the Diocese of Fresno must be affiliated with the diocese in one of 
three ways: 
 A. Schools which are owned and operated by the Diocese of Fresno Education  
  Corporation; 
 B. Schools which are owned and/or operated by a Religious Community; or 
 C. Private schools which are formally recognized by the Bishop as “Catholic.” 
 
All affiliated Catholic schools shall meet the following Standards of Affiliation.  They shall: 
 A. Conform to the authority of the Bishop in all matters related to religious   
  education and liturgical practice.  With regard to religious education, each school 
  shall: 
  1. Ensure that the religious education program reflects the content of major 
   Church documents (e.g. Basic teachings of Religious Education, The  
   National Catechetical Directory, To Teach as Jesus Did, The Catholic  
   School, To Teach Them, The Religious Dimension of Education in a   
   Catholic School, Catechism of the Catholic Church). 
  2. Ensure that all teachers of religion meet the requirements of the Religion  
   Teacher Certification Program of the Diocese of Fresno. 
 B. Have a written school philosophy in accord with the “Mission Statement” and  
  “Philosophy of Education” of the Diocese of Fresno. 
 C. Employ competent teachers who are supportive of the teachings of the Catholic  
  Church. 
 D. Adhere to diocesan policies regarding the opening, expansion, reduction, or  
  closing of a school program. 
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 E. Pay an annual assessment to the Office of Catholic Education as determined by  
  the Bishop. 
 F. Seek and maintain the school’s WCEA and WASC accreditations through the  
  Office of Catholic Education. 
 G. Adhere to the standards for private schools as established by the State of   
  California. 
 
2250 DIOCESAN STUDENT INFORMATION (DSIS) 
In order to provide a comprehensive Diocesan Student Information System (DSIS), all schools 
will be required to use a Student Information System (SIS) selected by the Diocese. The annual 
per pupil fee for this system will be paid by the Office of Catholic Education annually. 
 
Required features of the DSIS for all schools are: 

• Comprehensive Reporting 
• Health Management 
• Human Resource Reporting 
• Staff Information Management 
• Student & Family Information Management 

 
School administrators may choose to implement additional software features at their discretion 
and cost. 
 
2300 CENTRAL ADMINISTRATIVE AND SUPERVISORY PERSONNEL 
 
PASTOR 
The pastor is the spiritual, as well as administrative, leader of the parish and is responsible for 
its total mission.  As the Bishop delegates the responsibility of schools to the Superintendent, so 
the pastor delegates the administration of the parish school to the principal under the guidance 
of the Superintendent. 
 
While the ordinary administration and supervision of the education program belongs to the 
principal, the pastor is the ex-officio chief administrative officer of the parish school and is 
delegated by the Bishop to: 
 A. Establish and maintain a Christian atmosphere in the school always making  
  certain that the students are receiving religious instruction according to the  
  diocesan guidelines; 
 B. Appoint a principal in accordance with diocesan guidelines; 
 C. Evaluate the performance of the principal in cooperation with the    
  Superintendent; 
 D. Establish a local advisory school board in accordance with the diocesan policy; 
 E. Collaborate with the principal and local advisory school board in formulating its  
  constitution and by-laws to conform to the diocesan guidelines; 
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 F. Approve a school budget through consultation with the principal and the   
  advisory school board in accordance with the financial policies and procedures  
  established by the diocese; 
 G. Provide for the adequate maintenance and repair of the school and convent  
  where applicable; 
 H. Maintain public liability and other insurance, including health, fire, and safety for 
  the school and the convent according to the regulations of the diocese; and 
 I. Participate in school programs and activities through attendance at student  
  gatherings, parent meetings, and classroom visits. 
 
The rights of the Pastor include the right: 
 A. To be consulted prior to the expulsion of any student; 
 B. To approve or disapprove the employment, non-renewal, or termination of all  
  school  employees; 
 C. To be consulted before the school undertakes any activity which may involve  
  publicity or fund raising; and 
 D. To be an ex-officio member of the school’s advisory board and its finance   
  committee, parent-teacher organization, and any groups organized for the  
  support of the school. 
 
2400 OFFICE OF CATHOLIC EDUCATION 
 
There shall be an Office of Catholic Education (OCE) for the schools in the Diocese of Fresno.  
 
2410 SUPERINTENDENT OF CATHOLIC SCHOOLS 
 
The Superintendent is appointed by the Bishop to be the Chief Executive Officer of the Diocese 
of Fresno Education Corporation and is responsible to the Bishop for the organization, 
administration, and supervision of the elementary and secondary schools of the diocese. 
 
The Superintendent, in consultation with the Bishop, appoints qualified personnel for the OCE.  
The staff of the OCE forms an administrative team that is responsible to the Superintendent to 
devise the best methods for ensuring professional and instructional excellence in the Catholic 
schools of the diocese. 
 
The Superintendent will report directly to the Bishop and the Diocesan Advisory Board of 
Education in all matters affecting the schools in the diocese.  The Superintendent is also 
responsible for the dissemination and execution of all diocesan policies in the Catholic schools 
of the diocese. 
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2415 RESPONSIBILITIES OF THE SUPERINTENDENT 
  
The Superintendent is responsible to: 
 A. Develop and clarify the aims and goals of Catholic schools within the total  
  teaching ministry of the Diocese of Fresno; and 
 B. Provide for qualified, professional personnel in the schools. 
 
2425 ADMINISTRATIVE LEEWAY IN ABSENCE OF POLICY 
 
In cases where emergency action must be taken within the schools and where the Diocese of 
Fresno has provided no guidelines for administrative action, the Superintendent of Catholic 
Schools shall have authority to act. 
 
2450 ASSISTANT SUPERINTENDENT  
 
The Office of Catholic Education receives consultative guidance through the collective wisdom, 
experience and talents of the Assistant Superintendents in matters of elementary and high 
school education, curriculum, instruction, and financial management.  
 
2500 ADMINISTRATION: SCHOOL 
 
2510 DIOCESAN ADVISORY BOARD OF EDUCATION 
 
The Diocesan Advisory Board of Education (DABE) members are appointed by the Bishop to 
serve as a source of counsel and advice in matters related to the elementary and secondary 
schools in the diocese.  The DABE shall act in this advisory capacity to the Bishop and 
Superintendent of Catholic Schools.  The body is governed by a constitution approved by the 
Bishop.  All board decisions, when ratified by the Bishop, are binding upon the Superintendent, 
all parish and other school boards, the pastors, school principals, and all personnel associated 
with the Catholic school system. 
 
2511 RESPONSIBILITES OF THE DABE 
 
The responsibilities of the DABE include, but are not limited to, discussion of any major changes 
in the operation or organization of a school; recommendation of policies affecting the 
standards of education; and promotion of effective public relations on behalf of Catholic 
education. 
 
2515 OFFICE OF CATHOLIC EDUCATION 
 
The Office of Catholic Education shall consist of a Superintendent who shall be the Chief 
Executive Officer.  All staff positions will be designated as the Superintendent may deem 
appropriate for the efficient operation of the office.  The Superintendent shall have a term of 
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office as determined by the Bishop.  All employees of the OCE shall receive salary and benefits 
in keeping with diocesan policy. 
 
2520 EDUCATION SERVICE FEES 
 
To partially fund the services of the Office of Catholic Education, an annual per capita tax based 
on the year’s fall enrollment at each school, both elementary and secondary, will be set and 
payable to the Office no later than October first of each school year. 
 
2530 RELIGIOUS COMMUNITIES 
 
All Religious Communities staffing schools are to sign a contract with the diocese.  The clauses, 
conditions, and benefits of the contract are approved by the Bishop of the Diocese of Fresno 
and mutually agreed upon by the Diocese of Fresno and the religious community.  The religious 
community, in collaboration with the Superintendent, is responsible for providing religious 
personnel to the school.  Superiors of the religious community are to consult annually with the 
Superintendent regarding the personnel of the schools. 
 
2540 ADMINISTRATIVE CHANGES 
 
The Superintendent is always to be consulted prior to any administrative changes in the school. 
 
2550 THE PRINCIPAL 
 
The school principal serves as the educational leader, responsible for managing the policies, 
regulations, and procedures to ensure that all students are supervised in a safe, traditional 
Catholic learning environment that meets the diocesan approved curricula and mission of the 
school. 
 
2551 PRINCIPAL’S JOB DESCRIPTION 
 
Each principal shall have a written job description.  
 
The responsibilities of the Principal include, but are not limited to:  
 
Responsibilities as a Religious Leader: 
 A. Ensures quality Catholic religious instruction of all students  
 B. Creates and maintains the Catholic Identity of the school through prayer,   
  sacraments, symbols, traditions, and practices of Christian Service 
 C. Are persons of faith who model the teaching of the Catholic Church 
 D. Demonstrates and implements the Diocesan mission for Catholic Education 
 E. Encourages, expects and records progress of Religious Certification for self and  
  all teachers 
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Responsibilities as an Instructional Leader: 
 A. Shapes a culture in which high expectations are the norm for each teacher and  
  student as evident in rigorous, standards based academic work 
 B. Develops, reviews, implements and fosters the School-wide learning   
  expectations and the mission of the school 
 C. Demonstrates knowledge of the standards-based curriculum and the ability to  
  integrate and articulate programs throughout the grades  
 D. Demonstrates an understanding of a variety of educational and pedagogical skills 
 E. Guides and supports the long-term professional development of all staff   
  consistent with the ongoing effort to improve the learning of all students 
 F. Utilizes multiple assessments to evaluate student learning in an ongoing process  
  focused on improving the academic performance of each student 
 G. Utilizes multiple data sources to inform curricular decisions and intervention  
  programs  
 E. Engages in personal and professional ethics, respect, integrity, justice, and  
  fairness. 
 
Responsibilities as Administrator: 
 A. Models personal and professional ethics, respect, integrity, justice, and fairness. 
 B. Sustains a safe, efficient, clean, well maintained, and productive school   
  environment that nurtures student learning  
 C. Aligns fiscal, human, and material resources to support the learning of all   
  students 
 D. Supervises and documents evaluations of personnel in a professional, thorough  
  and consistent manner. 
 E. Demonstrates skills in decision-making, problem solving, change management,  
  planning, conflict management and evaluation.  
 F. Attends and participates in diocesan principal and committee meetings and  
  ensures school participates in a variety of diocesan sponsored student events. 
 G. Assures prompt submission of reports and information as required by the OCE 
 H. Prepares and submits the school budget in a timely manner to the OCE, as well  
  as reviews monthly financial reports  
 I. Maintains up-to-date personnel files 
 J. Works with the OCE in order to create an effective talent and succession plan for 
  all teachers  
 K. Represents the school to the Diocese of Fresno, accrediting agencies and   
  associated shareholders 
 
Responsibilities as Communicator: 
 A. Communicates openly and regularly with the school and parish community 
 B. Makes and communicate decisions based upon relevant data and research about 
  effective teaching and learning, leadership, and management practices. 
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 C. Strengthens the school through the establishment of community, business,  
  institutional and civic  partnerships 
 D. Utilizes surveys to ensure parent, student and staff satisfaction  
 E. Works with the Catholic School Department to influence policies that benefit  
  students and support the improvement of teaching and learning. 
 F. Continues to utilize effective marketing strategies to maximize exposure of  
  school program 
 G. Evidences rapport and availability with pastor, staff, students and parents 
 H. Provides regular scheduled faculty and curriculum meetings 
 I. Works collaboratively to make decisions in a timely manner 
 J. Manages conflict effectively 
 
2560 ASSISTANT PRINCIPAL 
 
Principals are encouraged to appoint and train an assistant principal to operate the school in 
the absence of the principal, and to assist the principal in the supervision and administration of 
the school in areas delegated by the principal. 
 
The assistant principal works closely with the principal, supporting his/her educational 
leadership, helping in the management of the policies, regulations, and procedures to ensure 
that all students are supervised in a safe traditional Catholic learning environment that meets 
the approved diocesan curricula and mission of the school. 
  
Essential Functions:   
Applies the professional skills and knowledge of specialized field and follows the specific 
responsibilities to perform work using considerable judgment. 
                      
General Responsibilities: 
 A. Is available and visible 
 B. Assumes principal responsibilities in the principal’s absence 
 C. Supports the principal in any capacity (day to day, leadership, ideas, etc.) 
 D. Assumes daily duties assigned by principal (extension or school) 
 
Complete job description located in On-line Principal Guidebook 
 
2570 PRINCIPAL’S ADMINISTRATIVE TEAM 
 
The principal is encouraged to form a team of teachers, counselors, deans, or other academic 
staff as appropriate, to aid in the administration of the school.  
 
One teacher from each of the following divisions should be a member of the elementary school 
administrative team: 
 A.  Primary 
 B.  Intermediate 
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 C. Junior High 
 
The Diocesan high school administrative team may include vice principals, deans, department 
chairpersons, counselors, campus minister and/or chaplain.  
 
The functions of the administrative team should include: 
 A.  To assist the principal in specific delegated functions. 
 B.  To receive suggestions from teachers in their divisions and present them at  
  regular administrative or faculty meetings. 
 C.  To assist the principal in planning and arranging in-service programs. 
 D.  To stimulate creativity in the areas of instruction. 
 E.  To evaluate educational materials. 
 
2580 LOCAL ADVISORY SCHOOL BOARD 
 
The role of the local school board is defined in the Diocese of Fresno as advisory in character.  
Its judgments are subject to the approval of the pastor, superintendent, and principal.  The 
effectiveness of a board greatly depends on the structure of its organization and the orderly 
conduct of its business.  The board shall always understand and respect its relationship to the 
school administration and to the organizational and corporate structure of the diocese of which 
the school is an integral part. 
 
2600 ADMINISTRATIVE PUBLICATIONS 
 
2610 ADMINISTRATIVE HANDBOOK, DIOCESE OF FRESNO 
 
The Administrative Handbook contains the majority of diocesan-approved school policies and 
regulations.  It is to be readily available to all pastors with schools, principals, teachers, local 
boards, and members of the Diocesan Advisory Board of Education (DABE). 
 
Prior to signing a contract, teachers shall have access to the Administrative Handbook.  In the 
course of the annual faculty orientation process, the principal shall further acquaint teachers 
with the existence, scope, and character of the handbook. 
 
2611 PRINCIPALS’ GUIDEBOOK 
The Principals Guidebook is an on-line resource and information tool for administrators, 
updated throughout the year by the Office of Catholic Education.  It includes but is not limited 
to, guidelines, procedures, and regulations that change yearly.  It is a companion to the 
Administrative Handbook in which cross-references are indicated. 
 
2620 LOCAL SCHOOL HANDBOOK 
 
The principal, with participation from the diocese, faculty, prepares the local school handbook 
annually.  It should be published well in advance of the school term.  The Administrative 
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Handbook sets general policy while requesting specifically that local handbooks provide details 
for items to be addressed in the local school handbook. 
 
The following matters should be included in the local school handbook: 
 A. The school’s Philosophy 
 B. Authority and responsibilities of administrators (pastor and principal),   
  committees, boards, and other school related organizations 
 C. Responsibilities of teachers 
 D. Admission policies (prerequisites and priorities; non-discrimination) 
 E. Disciplinary procedures and rules 
 F. Suspension, expulsion, and transfer procedures 
 G. Conflict resolution procedures 
 H. Parental obligations (financial, participatory, attitudinal) 
 I. Homework 
 J. Schedule (calendar, hours) 
 K. Uniforms and dress code 
 L. Attendance 
 M. Grading and reporting system 
 N. Release of student records to parents – procedures 
 O. Safety (traffic patrol, bicycle and automobile traffic plans, etc.) 
 P. Emergency procedures 
 Q. Health regulations, including child abuse procedures 
 R. Other school policies, regulations, and practices 
 
2630 OFFICE OF CATHOLIC EDUCATION AND/OR SUPERINTENDENT BULLETINS 
 
Newsletters are issued weekly by the Office of Catholic Education to the schools.  Copies shall 
be made available to all faculty members if relevant. 
 
2700 OTHER ADMINISTRATION 
 
2720 ORGANIZATIONAL CHART 
 
Each elementary and secondary school should have an organization chart which represents the 
current practice of the school and reflects the applicable structure. The organizational chart 
should show lines of primary responsibility. It is designed to be used when needed to clarify 
relationships in case some question arises. 
   
2750 PARENT AND STUDENT DISPUTE RESOLUTION PROCESS 
 
Disputes often arise in schools due to misunderstandings, differences in judgment, opposing 
interpretations of school policy, or alleged inequalities in the relationship between and among 
students, parents, teachers, and the principal.  All parties involved in a dispute are expected to 
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manifest good faith in their efforts to resolve disputes by maintaining an atmosphere of mutual 
understanding, confidentiality, and Christian charity. 
 
This policy and process does NOT apply to: 
 1. Disputes between a school employee and employer; and 
 2. Disputes involving illegal harassment (including sexual harassment), safe  
  environment, retaliation, reporting suspected child abuse, or hostile work place 
    
 


