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Personnel 
 

Introduction: 
 
Administrators, faculty and staff members are partners in the spiritual formation and 
educational mission of the Catholic church and the Diocese of Fresno. This section contains the 
policies that apply to all employees within our schools. These policies apply to and are to be 
followed by all within schools subject to the administrative authority of the Diocesan Bishop. 
They are designed to acquaint all personnel with both the teachings and traditions of the 
Catholic church and to give criteria on how to efficiently operate as a member of the school 
community. 
 
Respecting the dignity and value of each individual, both employer and employee will strive to 
live out the principles of the social teachings of the Church and to integrate pastoral, legal and 
managerial needs in the context of an ecclesiastical and educational community. 
 
The term “law” used within this section generally refers to laws of the United States, the State 
of California, and other applicable civil laws. The Diocese also operates under the Canon Law of 
the Roman Catholic Church. In case of conflict of the above laws, Canon Law shall prevail in all 
matters within the competency of such Canon Law. 
 
This personnel section replaces all earlier policies and procedures. The Diocesan Bishop of 
Fresno and the Office of Catholic Education promulgate this section, and its policies have the 
force of diocesan prescription. 
 
These policies and procedures cannot anticipate every situation that may arise in the work 
place or answer every question about employment. These policies and procedures are not an 
employment contract and are not intended to create any contractual rights or obligations. 
 
The Diocesan Bishop may change any policy at any time without prior notice. All changes will be 
communicated as soon as possible. 
 
3003 FINGERPRINT CLEARANCE FOR APPLICANTS FOR SCHOOL EMPLOYMENT 
 
Catholic schools require all applicants for contracted or classified employment to submit their 
fingerprints to the California Department of Justice (DOJ) for the purpose of obtaining a 
criminal record summary from the DOJ and the FBI.  No school shall employ or offer 
employment to an applicant until receiving written notice from the Diocesan Fingerprint 
Coordinator that the applicant’s fingerprints have been successfully cleared by the DOJ.  The 
Catholic schools of the Diocese of Fresno shall not employ any applicant who has been 
convicted or has been arrested pending final adjudication for a sex offense, crime of violence, 
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or serious or violent felony as determined by the Superintendent of Catholic Schools in 
consultation with the hiring school principal.  All school employees must have a clear criminal 
record summary on record with the Diocese to qualify for and maintain eligibility for continued 
employment.  This requirement is not applicable to a secondary school student working at the 
school he or she attends. 
 
3005 SAFETY, HARASSMENT, AND CHILD ABUSE STATEMENT 
Prior to beginning employment, and every year thereafter, all school employees must sign the 
diocesan approved Annual Employee Responsibility Form attesting to their knowledge and 
commitment to comply with: 
  The diocesan policy against harassment 
  The provisions of section 11166 of the California Child Abuse Reporting Law 
 
All administrators must also complete the online course on harassment provided by The Law 
Room through the Diocesan HR Department. 
 
3006 REPORTING OF SUSPECTED CHILD ABUSE OR NEGLECT 
 
As a condition of employment, all school employees will comply with the suspected child abuse  
reporting laws of the State of California (see PGB and Section 11166 of the California Penal 
Code).  Any school employee who has knowledge of or observes a child in his/her professional 
capacity (or within the scope of his/her employment) whom he/she knows or reasonably 
suspects has been the victim of child abuse or neglect shall report immediately (or as soon as 
practically possible) by telephone the known or suspected instance of child abuse or neglect to 
a child protective agency.  The employee shall also prepare and send a written report on DOJ 
form SS-8572 to the child protective agency within thirty-six (36) hours of receiving the 
information concerning the incident. 
 
The employee shall report suspected child abuse or neglect to the school principal or delegate.  
If possible, the employee shall make the required telephone report with the principal and 
complete the mandatory written report with the principal. 
 
All school employees shall annually sign the Diocese of Fresno Annual Employee Responsibility 
Form certifying that they understand their responsibility to report suspected child abuse or 
neglect and that they will comply with this policy. 
 
3010 EXEMPT AND NON-EXEMPT STATUS 
 
All employees are classified as either exempt or non-exempt based upon criteria set forth in the 
federal Fair Labor Standards Act (FLSA) and applicable California IWC Wage Orders.  
 
Non-exempt employees include all regular full-time or part-time employees who are covered by 
the overtime provisions of the FLSA or applicable state laws.  Employees in this category are 
entitled to premium pay for work in excess of 40 hours in a workweek or eight hours in a 
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workday.  Such employees include, but are not limited to, clerical, secretarial, maintenance, 
and janitorial workers. 
 
Exempt status refers to employees who are in professional, managerial, and administrative 
positions that are not subject to overtime premium pay.  The determination is made upon 
examination of the employee’s job duties, including but not to be limited to, number of 
employees supervised, compensation level, educational requirements, the amount of discretion 
within the job, duties, and responsibilities.  Determination of exemption status is based on the 
employee's duties and responsibilities and as defined by the employer.  Employees classified as 
exempt are not entitled to overtime premium pay for hours worked in excess of 40 hours in a 
workweek or 8 hours in a workday.   
 
The School shall determine which regular employment positions are exempt or non-exempt 
based upon the provisions of the Federal Fair Labor Standards Act and the California Labor 
Code, case law, and the guidance of Director of Human Resources of the Diocese of Fresno.  
 
Exempt Employees 
All those who are classified by the employer as exempt from overtime pay under relevant state 
and federal law. Typically, full-time, contracted teachers and administrators are exempt 
employees. Exempt employees fill out the Exempt Timesheet. 
 
Non-Exempt Employees  
All those who are covered by the overtime provisions of state and federal law.  Employees in 
this category are entitled to overtime pay for work in excess of 40 hours in a workweek or eight 
hours in a workday.  Non-exempt employees fill out the non-exempt timesheet on a daily basis.  
Overtime hours may only be worked with the approval of the principal.  
 
Regular Full-Time Employees 
Regularly scheduled to work 30 or more hours per workweek.  Regular full-time employees are 
entitled to fringe benefits, unless otherwise agreed to in writing, subject to the eligibility 
requirements for any particular plan or program.  All employee benefits available to the 
employee are subject to the 30-day waiting period; with the exception of the pension plan. 
 
Regular Part-Time Employees  
Regularly scheduled to work fewer than 30 hours per workweek and are considered Classified, 
non-exempt.  They are not eligible for fringe benefits, other than those required by law.    
 
Contracted Employees (teachers and administrators) 
Full-time, exempt employees who work pursuant to the terms and conditions of a written 
contract.  Such employees are entitled to employee fringe benefits as set forth in the terms of 
their agreements, but all matters not addressed by those documents are governed by the 
provisions of the Administrative Handbook.    
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Temporary Employees  
Hired for a limited duration, generally not to exceed three months, for a special project or in an 
emergency situation.  Temporary employees may be eligible for fringe benefits under certain 
circumstances, depending on their schedule.  Supervisors are required to contact the Human 
Resource Director or Benefits Manager to obtain additional information regarding such 
potential benefits eligibility.  
 
3020 TEMPORARY AND PART-TIME PERSONNEL 
 
At times, schools may need the services of temporary and/or part-time personnel.  These 
employees receive their assignments from the principal.  An Employment Letter Request Form-
Schools must be generated by the school for all temporary or part-time personnel.  This form is 
submitted to the Office of Catholic Education for review then the Office of Catholic Education 
will submit it to the Human Resources Department where they will generate an Offer Letter of 
Employment.  The schools must make the best effort to submit the request forms to the Office 
of Catholic Education at least two weeks prior to the employee’s start date.  All temporary and 
part-time employees must obtain FBI and DOJ fingerprint clearance though the Diocese of 
Fresno before beginning work. 
 
3030 CONTRACTED/EXEMPT PERSONNEL 
 
The Office of Catholic Education will assist local schools in recruiting teachers, but selection and 
hiring will be the responsibility of the principal, in consultation with the Pastor or 
Superintendent for Diocesan Administered Schools. 
 
3035 RECRUITEMENT AND SELECTION REGULATIONS:  FULL AND PART-TIME 
 
 A. A Request for Contract for a New Full-Time Teacher form is to be filled out by the 
  school  principal for each newly hired full-time teacher, or an Employment Letter  
  Request Form–Schools for each newly hired part-time teacher and sent to  
  the Office of Catholic  Education. 
 B. Teachers who are hired must comply with all requirements and qualifications  
  determined by the Office of Catholic Education including attendance at the New  
  Teacher Orientation. 
 C. All new teachers must comply with the provisions of the Catechist Certification  
  Program. 
 D. All teachers hired must fall under one of the hiring requirements listed below: 
  1. Hold a Bachelor’s Degree from an accredited four-year university 
  2. Hold a valid teaching credential (CA or out-of-state) 
  3. Hold a Master’s Degree 
  4. Is enrolled in a credential or Master’s program with a completion date of  
   5 years from date of hire.  Completion of a Professional Qualification Plan 
   form is required annually. 
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 E. The following documentation is required by the OCE prior to the new teacher’s  
  first day of work (Full-Time AND Part-Time): 
  1. Completed Teacher Application 
  2. Statement of Intent answering the question, “Why Do I Want to Teach in  
   a Catholic School?” 
  3. Proof of credential (certificate or print out from the state credentialing  
   website), if applicable 
  4. Official, sealed transcripts from all colleges and universities attended 
  5. Reference letter from their last employer 
  6. Reference letter from a professional colleague 
  7. Reference letter from their pastor or minister attesting to their faith 
  8. Fingerprint Clearance Letter from the Diocesan Fingerprint Coordinator  
   (the OCE is cc’d this document) 
 F. The Principal must submit the following documents along with the teacher’s  
  signed contract to the OCE: 
  1. Completed Professional Qualification Plan (if the teacher does not have a  
   credential or Master’s Degree) 
  2. Signed Code of Conduct 
  3. Signed Annual Employee Responsibility Form 
  4. Signed Acknowledgement of Receipt of Faculty/Staff Handbook  
 G. The new teacher, full-time or part-time has 90 days from the date of hire to  
  submit the following documents to the OCE: 
  1. Safe Environment training certificate 
  2. Completed TB Questionnaire  
 H. The employee must submit an Adult Tuberculosis Risk Assessment Questionnaire  
  and a Certificate of Completion within sixty (60) days of hire.  This Questionnaire  
  must be completed by a physician, physician assistant, nurse practitioner, or a  
  registered nurse.  If determined by the licensed health care provider that a risk  
  exists, that provider will administer a TB test.  The employee agrees to submit  
  aforementioned paperwork at least once every four (4) years as required by  
  State guidelines. 
 I. Religion teachers must be an active, practicing Catholic and possess a valid  
  Catechist Certification according to Diocesan guidelines. 
 J. Teachers, in both elementary and high schools, who are not active, practicing  
  Catholics may not teach Religion.  All religion teachers have four years to   
  complete the diocesan Catechist Certification Program from their date of hire. 
 
3040 PROFESSIONAL QUALIFICATIONS FOR TEACHING PERSONNEL 
 
Minimum Requirements:  As a condition of employment, all Catholic school teacher applicants 
and current teachers are required to hold: 
 A. A Bachelor’s degree in a field relevant to education; 
 B. A signed copy on file at the school of the Safe Environment Code of Conduct  
 C. A clear criminal history record as determined by Diocese of Fresno 
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There are no exceptions to these minimum requirements.  
 
Additional Credential or MA Requirement:  As a condition of employment, all Catholic school 
teachers applicants and current teachers are also required to hold a current California teaching 
credential or a Master’s degree in their teaching area or in education if they wish to progress on 
the pay scale. 
 
Exceptions to Credential or MA Requirement:  On a case-by-case basis, the Superintendent of 
Catholic Schools may grant an exception to this requirement for teacher applicants or current 
teachers as follows: 
 
 A. Credential Plan:  A teacher applicant or current teacher must submit for approval 
  to the Superintendent of Catholic Schools one of the following Credential Plans  
  that has been approved by the school’s principal: 
  1. College/University Credential Plan:  to obtain the Superintendent’s  
   approval of a College/university Credential Plan, the teacher applicant or  
   current teacher must: 
   a. By the end of the first year of the approved Credential Plan, have  
    been formally admitted to a state approved credential program at 
    an accredited college/university; 
   b. By the end of each of the second-fifth years of the approved  
    Credential Plan, have successfully completed at least six semester  
    units (or nine quarter units) annually; 
   c. Each year required a positive performance evaluation from the  
    teacher’s principal for continued employment. 
  2. SB 57 Credential Plan:  To obtain the Superintendent’s approval of a SB  
   57 Credential Plan, the teacher applicant or current teacher must: 
   a. By the end of the second year of an approved SB 57 Credential  
    Plan have successfully passed the following two courses from an  
    accredited college or university:  Developing English Language  
    Skills and US Constitution (either by taking the course or by  
    exam); 
   b. By the end of the third year of an approved SB 57 Credential Plan,  
    have successfully completed the state-required Subject Matter  
    Competence by achieving a passing score on the appropriate  
    “California Subject Examination for Teachers” (CSET) or an   
    approved subject-matter competence program of study; 
   c. By the end of the fourth year of an approved SB 57 Credential  
    Plan, have successfully passed the Reading Instruction   
    Competence Assessment (RICA) if seeking a Multiple Subject  
    Credential; 
   d. Each year requires a positive performance evaluation from the  
    teacher’s principal for continued employment. 
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  3. CalState TEACH Credential Plan:  To obtain the Superintendent’s approval 
   of a CalState TEACH Credential Plan, the teacher applicant or current  
   teacher must: 
   a. By the end of the first year of an approved CalState TEACH   
    Credential Plan, have been formally admitted to the four-  
    semester CalState TEACH program; 
   b. By the end of each of the second-third years of an approved  
    CalState TEACH Credential Plan, have successfully completed at  
    least two semesters annually; 
   c. By the end of the fourth year, have successfully completed the  
    program which includes passing the appropriate CSET and, if  
    applicable, RICA exams; 
   d. Each year requires a positive performance evaluation from the  
    teacher’s principal for continued employment. 
  4. Reciprocity (Out-of-State) Credential Plan:  A current out-of-state   
   teaching credential will be considered equivalent to a current California  
   credential.  Before the out of state teaching credential expires, the  
   teacher must obtain a California Teaching Credential or a Master’s  
   Degree in Education or in their relevant teaching field in order to advance 
   on the pay scale. 
 B. Master’s Degree Plan:  A teacher applicant or current teacher must submit for  
  approval to the Superintendent of Catholic School a Master’s Degree Plan for a  
  degree in his/her teaching field or an MA in education that has been approved  
  by the school’s principal.  To obtain the Superintendent’s approval of an MA  
  Degree Plan, the teacher must: 
  1. By the end of the first year of an approved MA Degree Plan, have been  
   formally admitted to an MA degree program at an accredited   
   college/university; 
  2. By the end of each of the second-fifth years of the approved MA Degree  
   Plan, have successfully completed at least six semester units (or nine  
   quarter units) annually; 
  3. Each year requires a positive performance evaluation from the teacher’s  
   principal for continued employment. 
 
3050 HIRING PREFERENCE FOR PRACTICING CATHOLICS 
 
To support the religious mission and purpose of Catholic schools and to build a strong Catholic 
culture on each campus, Catholic schools shall give preference in hiring to those individuals 
who are active and practicing Roman Catholics.  These candidates give evidence of an 
understanding of the Catholic faith and have a commitment to the living out that faith. 
Definition:  The phrase, “active and practicing Roman Catholic,” is applicable to any individual 
or any family whose member generally meet the following criteria: 
 A. Be baptized in the Roman Catholic faith; 
 B. Regularly participates in the worship and life of the Church; and 
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 C. Lives a lifestyle that is not contrary to the teachings of the church and the moral  
  demands of the Gospel. 
 
All applicants for the positions of school president or principal must be active and practicing 
Roman Catholics.  There are no exceptions to this policy. 
 
3055 EMPLOYEE/APPLICANT NONDISCRIMINATION POLICY 
 
The Catholic schools of the Diocese of Fresno do not discriminate against any employee or 
applicant for employment on the basis of gender, age, disability, race, color, and national 
and/or ethnic origin.  The school shall take care to provide equal in-service opportunities solely 
on the basis of professional need, to offer equal opportunities for promotion, and to establish a 
rate of pay that is based on criteria other than race, gender, age, disability, color, or national 
and/or ethnic origin.  The Diocese of Fresno reserves the right to give a preference in hiring to 
“active and practicing” Roman Catholics. 
 
Relationships with Students and Families 
General Guidelines 
 A. All those employed by Catholic schools must recognize that while on campus or  
  at any school-related event they are role models who are called to treat each  
  student and family member with Christian respect and care.  Faculty and staff  
  members must maintain professional relationships with students and families  
  both on and off the campus. 
 B. Students should be viewed as “restricted individuals,” that is they are not  
  independent persons or adults, but need guidance from parents/guardians and  
  other responsible adults in their decision-making.  All involvements or   
  interactions should be approached from this premise. 
 C. Faculty and staff should never exploit their authority in their dealings with  
  students.  Caution, caring, and professional attitudes are to be observed in all  
  interactions with students and family members. 
 
Specific guidelines 
 A. Faculty/staff must not meet informally with a student outside of school without  
  the knowledge and permission of the student’s parent/guardian.  Students are  
  never allowed to go to a faculty/staff member’s residence unless it is a student’s  
  family or school-sponsored activity.  Any school-sponsored activity at a   
  faculty/staff member’s home would require the permission of the parents, the  
  presence of other adult chaperones, and the knowledge and permission of the  
  school administration. 
 B. The school administration should discourage the use of a faculty or staff   
  member’s personal vehicle to transport students.  Driving students by a   
  faculty/staff member is prohibited unless it is to or from a school-sponsored  
  activity, which requires parental permission slips that indicate that a faculty/staff 
  member is providing transportation. 
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 C. All school-sponsored student trips should have a sufficient number of adult  
  chaperones to preclude the appearance of inappropriate personal involvement  
  with students. 
 D. Faculty/staff should avoid being alone with one or even a few students in a room 
  where the door is closed or where visibility from outside the room is limited.   
  Faculty/staff should only engage in playing games or sports activities with  
  students in the presence of others and in a place accessible/visible to others. 
 E. Faculty/staff members must respect the physical boundaries of their students.   
  Faculty/staff must never put their hands on students in a manner that a   
  reasonable person could interpret as inappropriate.  School employees must  
  avoid tickling, wrestling, poking, punching, spanking, or allowing a student to sit  
  in his/her lap.  Students must never be touched in anger, nor should they be  
  touched in any way that could be construed as inappropriately affectionate. 
 F. A faculty or staff member must never date a student.  A breach of this code will  
  result in immediate dismissal. 
 G. Faculty and staff members must always consider the risk in discussing personal  
  matters with students.  If they believe that a student is in some kind of trouble,  
  they should refer the student to a school counselor or administrator. 
 H. Discussions of a romantic or sexual topic must only take place in an appropriate  
  educational context.  Faculty and staff members should never discuss their own  
  romantic/sexual activities with students.  Topics or vocabulary that could not  
  comfortably be used in the presence of parents or the school principal should  
  not be employed with students.  Sexual jokes, slang, or innuendos, and   
  comments about a student’s body must be avoided when interacting with  
  students. 
 I. Unless approved by the school principal, the consumption of alcoholic beverages 
  should be avoided in the presence of students at all school events.  Alcohol  
  should never be used irresponsibly prior to attending school events. 
 
The established due process procedure shall be accessible to employees or applicants who 
charge that they have been subjected to discrimination. 
 
3065 RELIGIOUS PERSONNEL 
 
The stipends and fringe benefits for religious personnel acting in administrative, teacher, or 
other capacities in parochial or diocesan schools will be set by the Bishop of the Diocese of 
Fresno in consultation with the California Catholic Conference of Bishops. 
For the purpose of residence, remuneration, and insurance, all religious school personnel will 
be considered as employed by the parish on the first day of August of the year in which they are 
assigned.  Normally the assignment will be considered as continuing for twelve months, in spite 
of the fact that the religious may actually be absent from the school for part of the summer.   
Members of religious congregations are engaged according to approved procedures upon 
receipt of a personnel file in the Office of Catholic Education. 
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3065.1 SERVICE AGREEMENTS 
Religious staff is assigned by the proper major superior under an agreement approved by the 
Bishop.  No Pastor shall engage or dismiss a religious teaching community without the written 
consent of the Bishop of the Diocese. 
 
3075 QUALIFICATIONS FOR PRINCIPALSHIP 
 
All principal candidates must be approved by the Diocesan Superintendent of Catholic Schools 
and the school’s parish pastor before they can be hired. 
 
Candidates for principalship in the Diocese of Fresno must possess the following qualifications:  
 A. Education:  Bachelor’s degree with leadership experience, or Master’s degree  
  with an education focus and teaching credential preferred, or Administrative  
  credential preferred  
 B. Experience:  Five years of instructional experience.  
 C. Skills / Knowledge:  
  1. Practicing Catholic with general knowledge and understanding of the  
   Catholic Church  
  2. Confirms knowledge of the Church’s mission in the Diocese of Fresno 
  3. Provides proof of existing Basic Catechist Certification or completes Basic  
   Catechist training within four years of hire  
  4. Complies with guidelines established for blood borne pathogen, CPR, and  
   first aid training  
  5. Complies with all workplace policies contained in the Diocese, including  
   but not limited to, employee standards of conduct, policy against   
   harassment, electronic communications policy, and social media policy  
  6. Displays excellent written and verbal communication skills  
  7. Demonstrates proficiency in Microsoft Word, Excel, computerized  
   software, and in technology usage and applications  
  8. Shows aptitude for effectively analyzing information  
  9. Quickly establishes rapport, relates to a variety of personalities and  
   cultures, works independently, and maintains strict confidentiality and  
   professional ethics  
  10. Possesses professional temperament and appearance must submit  
   evidence of freedom from active tuberculosis prior to initial employment, 
   and submit evidence every four years thereafter prior to reemployment 
 
Prior to each school year, the principal will conduct a faculty orientation for all on-site 
personnel.  Well-planned faculty meetings are vital to professional growth, the implementation 
of policies, the instructional program, and faculty relationships.  These meetings are normally to 
be held monthly, or more often if necessary.  The school day may be shortened in accordance 
with the regulations governing early dismissal.  In addition to the “required number of school 
days in session”, all school calendars shall include at least two additional teacher in-service 
days. 
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3080 PROCEDURE FOR THE SELECTION OF A LAY PRINCIPAL 
 
The school pastor (rector) shall notify the Office of Catholic Education when a change in school 
administration may occur.  The Superintendent shall meet with the pastor and assist him in: 
 A. Announcing the administrative change; 
 B. Establishing and preparing a Search Committee composed of representatives  
  from the school board and parish community; 
 C. Obtaining a diocesan evaluation of an individual candidate’s qualifications  
  measured against diocesan policy; and 
 D. Selecting and hiring a new administrator. 
 E. In Diocesan Administered Schools, items A-D are carried out by the OCE. 
 
3085 APPOINTMENT OF PRINCIPAL 
                             
A religious or lay principal at the elementary level is appointed by the Superintendent of 
Catholic Schools and the school’s parish pastor, with the recommendation of the local search 
committee.  A religious or lay principal at the high school level is appointed by the Diocesan 
Bishop with the recommendation of the local search committee and Superintendent of Catholic 
Schools. The process for the selection of a principal, as approved by the Office of Catholic  
Education, must be used. Those religious communities which appoint a principal should do so in 
consultation with the pastor and the Superintendent of Catholic Schools. 
 
3090 THE LAY PRINCIPAL SALARY SCALE 
 
SALARY INDEX:  The Salary Index is a permanent scale adopted by the Diocese of Fresno that 
lists the yearly increments for experience and possession of a California Administrative Services 
Credential as a percentage of a base salary. 
 
 A. Base Salary:  It is the salary given to a full-time lay principal who has no previous  
  full-time principal experience in the Diocese of Fresno. 
 B. Salary:  The Salary Scale is based on a contract length of 215 days.  The   
  principal’s salary shall be prorated if the principal is actually contracted for more  
  than 215 days per contract year.  The normal work year begins August 1st and  
  ends June 30th.   
 C. Level:  Level on the Salary Scale gives a principal’s years of full-time principal  
  experience as determined by the school’s pastor or Superintendent. 
 D. Annual Salary Level Advancement:  To qualify for the annual salary level   
  increment, a principal is required to serve as a principal in the diocese of Fresno  
  for at least the equivalency of 75% of a full-year contract. 
 E. Placement Frozen on the Scale:  A principal who has advanced as far as the Scale  
  lists shall be frozen at that last level on the salary scale.  No level advancement is  
  gained by a principal while frozen on the scale. 
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 F. Credential Status:  Credential Status placement on the salary scale indicates a  
  principal’s professional educational development.  Principals who do not hold a  
  valid California Administrative Services Credential are placed in the left hand  
  column.  Principals who hold valid California Administrative Services Credentials  
  are placed in the right hand column.  Valid administrative credentials from other  
  states qualify a principal to be placed in the right hand column.  Official   
  transcripts and original credential documents must be presented by the principal 
  to the Diocese of Fresno on or before August 1st to be used for advancement to  
  the right hand column for that academic year.  Credentials submitted after  
  August 1st may only be used for salary advancement in the following contract  
  school year.  Pastors may request an exception to this rule from the   
  Superintendent of Catholic Schools. 
 G. Doctorate in Educational Administration Increment:  Principals who gain a  
  doctoral degree in Educational Administration from an accredited university are  
  given an additional $1,000.00.  An official transcript must be presented by the  
  principal to the Office of Catholic Education before August 1st to be applied to  
  that year’s salary. 
 H. Part-Year/Part-Time Principals:  Part-year and part-time principals shall be paid  
  on an hourly basis of a proportionate percentage of the appropriate annual gross 
  salary.   
 
3095 PROCEDURE FOR EXECUTING A CONTRACT FOR NEW PRINCIPALS 
 A. Application File:  A person seeking employment as a principal in the Diocese of  
  Fresno must complete a School Administrator Application.  The applicant must  
  submit the transcripts, recommendations, credentials, and other information  
  requested in the application.  No contract will be fully executed until the   
  applicant’s file is complete including the fingerprint requirements. 
 B. Minimum Requirements:  Applicants for a principal’s position in the Diocese of  
  Fresno are required to meet the following minimum requirements: 
   1. Have a BA or BS degree from an accredited college or university  
   2. Hold or be in the process of completing a Master’s Degree in  
    Education or have a valid California Administrative Services  
    Credential 
   3. Have a valid teaching credential   
   4. Have a clear criminal history as required by law 
   5. Be a practicing Catholic in good standing as required by Canon  
    Law   
   6. Have at least three (3) years teaching experience, preferably in a  
    Catholic school 
   7. Be committed to the ministry, philosophy, and goals for Catholic  
    school education 
 C. Fingerprints:  An applicant may only be offered an administrative position if  
  his/her fingerprints have been cleared by the California Department of Justice  
  and the school has been formally notified by the Diocese of Fresno Fingerprint  
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  Coordinator that the applicant may be employed.  The pastor shall then submit a 
  Request for a Principal Contract form to the Office of Catholic Education. 
 D. Religious Certification:  All full-time school administrators are required, as a  
  condition of employment, to obtain Diocese of Fresno Basic Catechist   
  Certification within four years of hire date. 
 
3100 FIDELITY TO THE FAITH 
 
Since members of the faculty and staff represent the school and its mission and philosophy, 
they are not to express their dissent or objections to Catholic teaching with students, 
colleagues, and/or parents or use any public means, including social media and the internet, to 
express, disseminate, or publish their concerns or dissent.  If a faculty or staff member can no 
longer publically support the church teaching or practice, and finds it impossible to not share 
his/her personal dissent or objections with church teaching with students, colleagues, and/or 
parents, this employee then does not support the school’s primary mission and philosophy and 
is not eligible for continued employment.  Any violation of this policy would be a breach of the 
terms and conditions of employment in a Catholic school. 
 
3110 PERSONNEL RECORDS FOR TEACHERS AND PRINCIPALS 
 
Each school shall maintain confidential personnel files for all employees.  Failure on the part of 
an applicant for employment or an employee to provide accurate information for inclusion in 
his/her personnel file shall be sufficient cause for non-selections, termination of employment, 
or non-renewal. 
3120 MEDICAL INFORMATION 
 
Medical information shall be maintained in a separate confidential personnel medical file.  This 
file shall contain information pertaining to the medical or mental health status of the employee 
(e.g., TB skin test results, workers compensation files and reports, employee reports of illness, 
employee medically related Family Medical leave requests, physician notes and reports, 
requests for employee medical leave, health and life insurance applications, disability insurance 
claims, requests for medical or mental health job accommodations, etc.). 
 
3125 PERSONNEL DOCUMENTS RETAINED FOR PERSONNEL 
 
1. As a condition of employment, the following employee’s personnel documents shall be 
 retained by the school with these documents kept in the employee’s personnel file 
 unless indicated below: 
 A. Completed and signed Teacher Application 
 B.  Resume 
 C. Copies of transcripts for salary placement, the OCE keeps originals 
 D. Signed teacher’s contract 
 E. Catechist certification certificates 
 F. Diocesan Safe Environment training completed certificate 
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 G. TB test clearance (kept in a separate medical file, not the general employee file) 
 H. Mandatory Reporter certificate (AB1432); Preschool employees need additional  
             certificate for AB1207 
 I. W4 original 
 J. Evaluations and/or performance reviews 
 K. Disciplinary notices or documents 
 L. Signed Acknowledgement of receipt of Faculty/Staff Handbook 
 M. Signed Annual Employee Responsibility Form 
 N. Proof of valid credential 
 O. Completed Professional Qualification Plan (for teachers who don’t have a  
  credential or Master’s Degree) 
 P. Employee fingerprint clearance letter from the Diocesan Fingerprint Coordinator 
 Q. Statement of Intent answering the question, “Why Do I Want to Teach in a  
  Catholic  School?” 
 R. Reference letter from their last employer 
 S. Reference letter from a professional colleague 
 T. Reference letter from their pastor or minister attesting to their faith 
 U. Signed Code of Conduct 
 
2. The principal shall keep separate files of: 
 A. Employment eligibility verification (I-9) 
 B. Record of any leave taken (sick, maternity/paternity, family medical leave,  
  bereavement, etc.) 
 C. Worker’s Compensation information 
  3. The school will keep personnel files private. However, there are certain times when 
 information may be given to persons outside the school. These are: 
 A. In response to a subpoena, court order, or order of an administrative agency.   
  Contract the Diocesan Risk Manager. 
 B. To a governmental agency as a part of an investigation by that agency of the  
  school’s compliance with applicable law 
 C. On a workers’ compensation claim 
 D. To administer employee benefit plans 
 E. To first aid or safety personnel, when necessary 
 F. To a prospective employer or other person requesting verification of   
  employment, but only if the school is providing only the dates of employment,  
  last or present job title, or the fact of the employee’s employment                                         
 
4. An official personnel file will be maintained for each employee.  The file may be 
 examined by the employee and copies of documents given to the employee as provided 
 by law.  Employees may review their personnel files provided that they arrange for an 
 appointment with the principal.  All documents in the personnel file may be reviewed 
 with the exception of references and original investigations.  Employee personnel files 
 and documents may not be removed from the school.  Employees will be provided 
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 copies of personnel records upon written and signed request at the employee’s 
 expense. 
 
5. What employees have the right to copy:  
 A. Employment applications 
 B. Employment contracts 
 C. Performance evaluations 
 D. Warning notices and records of employee discipline 
 E. Benefits enrollment applications 
 F. Beneficiary forms 
 G. Any document or form signed by the employee 
 
6. Release of current or past employee information 
 Any calls, questions, or forms concerning confidential information on a current or past 
 employee including reference or credit checks, unemployment claims, employment and 
 salary histories, home addresses and phone numbers, the location of employees who 
 are not at work, the employee’s social security number, or any other confidential 
 matters shall be referred to the school Pastor, principal, or Superintendent. 
 A. Requests WITHOUT a diocesan “Release Authorization Form”: 
  Only dates of employment and job title may be released without the explicit,  
  written authorization of the employee. 
 B. Requests with a diocesan Release Authorization Form: 
  If the requesting party has provided the school or diocese with an employee  
  signed written authorization using the diocesan Release Authorization Form,  
  additional written information may also be released.  The purpose for the  
  requested information and any limitations to the information to be released  
  should be stated on the Release Authorization Form.  Unless medical records  
  or files are specifically authorized on the diocesan form, they shall not be   
  included in the files released.  Care should be taken to give references based on  
  documented items in an employee’s file. 
 
The Diocese of Fresno Education Corporation reserves the right to refuse to provide a current 
or past employee a letter of reference. 
 
 7. Change of Employee Information 
  It is the responsibility of each employee to inform the Principal of any changes in 
  employee information (e.g., name, address, telephone number, updated units,  
  etc.). 
 
3130 EMPLOYMENT AGREEMENTS 
 
All contracts for principals shall be approved and signed by the Pastor and Superintendent.  All 
principals shall have a contract to define the terms of employment and shall be bound by those 
terms. 
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 A. Employment   
  Upon the approval of the pastor, or Superintendent, the principal shall be on a  
  one-year contract from August 1 to July 30 by the Diocese of Fresno Education  
  Corporation.  The first contract year is considered probationary. 
 B. Contract Offer for the Next School Year 
  If the principal’s performance meets the requirements of the contract and is  
  judged to be a continuing asset to the philosophical and educational   
  environment of the school and parish by the pastor (rector) or Superintendent in 
  a Diocesan Administered School, he/she may be offered another one-year  
  contract. 
  1. The principal shall be given a letter of intent not later than March 15  
   asking for their intent to return as principal or not for the coming year.  A  
   principal receiving a contract for the coming school year shall receive the  
   contract no later than April 1.  If the principal fails to sign and return this  
   contract within 15 calendar days following the tendering of the contract  
   to the principal by the pastor or Superintendent, it shall be presumed  
   that the principal is not returning to the position and the position is now  
   vacant.  The pastor or Superintendent may now begin the hiring process.  
   All terms and conditions of the contract are now null and void. 
 
  2. In the case of a pastor or Superintendent’s decision to not offer the  
   current principal a contact for the next school year, the pastor or   
   Superintendent shall inform the principal in general terms the reasons for 
   that decision.  Nothing herein shall imply that cause is necessary for not  
   offering a contract of employment because either the school or the  
   employee has the right to decline an offer of a contact of employment for 
   any reason or no reason. 
 C. Immediate Termination 
  If the performance of a principal does not meet the requirements of the   
  contract, he/she may be terminated.  The established diocesan guidelines for  
  termination shall be followed. 
 
3140 JOB DESCRIPTION FOR TEACHERS  
 
A teacher is subject to the principal in all school related matters and is obliged to observe 
conscientiously all regulations of the Office of Catholic Education as well as of the particular 
school of assignment.  
 
JOB SUMMARY: The school teacher respects Catholic values and aids students in Christian 
formation by exemplifying Catholic living, both in and out of the classroom. The teacher is 
accountable to the principal and expected to provide education to the grades and/or subjects 
assigned, to implement the school mission and philosophy, to follow the policies of the Diocese 
of Fresno, policies of the staff and parent handbooks, and adhere to the directives set by school 
administration. 
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ESSENTIAL FUNCTIONS:  The teacher establishes a faith-filled environment, demonstrates 
leadership and knowledge of content, and facilitates learning for students without specific 
direction using considerable judgment. 
  
General Responsibilities: 
 A. Knowing, teaching, and acting consistently in accordance with the mission,  
  philosophy, objectives, and policies of the school; 
 B. As part of the educational ministry of the Diocese of Fresno, leads daily prayer,  
  plans and participates in school liturgies  
 C. All teachers shall develop lesson plans with clearly instructional objectives.  They  
  will be reviewed weekly. 
 D. Maintains effective classroom management and cultivates an atmosphere  
  conducive to learning 
 E. Performs teaching duties in a competent, professional, and Christian manner 
 F. Develops a sound instructional program to ensure for students an    
  environment conducive to academic, social, and moral growth. 
 G. Communicates regularly with the principal and staff in the spirit of building faith  
  community 
 H. Strives to promote an awareness and appreciation of varied ethnic backgrounds 
 I. Secures the principal’s approval for all communications and/or correspondence  
  sent from the school; 
 J. Confers with principal and staff in the planning and development of curriculum  
  and pedagogy 
 K. Actively participates in teacher collaboration and articulation 
 L. Plans instruction carefully and implements content effectively  
 M. Organizes and prepares resources for students 
 N. Participates in ongoing training and maintains the appropriate Catechist   
  Certification  
 O. Incorporates technology into the learning environment within the classroom  
 P. Teaches assigned subjects and assists students as needed  
 Q. Evaluates and grades students’ work  
 R. Exhibits flexibility in the day-to-day school environment  
 S. Communicates professionally and in a timely manner with pastor, principal,  
  colleagues, parents, and students  
 T. Supervises and accepts responsibility for the safety and well-being of each child  
  as assigned 
 U. Adheres to Code of Conduct  
 V. Complies with all workplace policies contained in the Faculty/Staff Handbook  
  including but not limited to, employee standards of conduct, policy against  
  harassment, electronic communications policy, and social media policy 
 W. Completes background checks, Safe Environment training, and provides proof of  
  a negative TB test prior to employment 
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 X. Provides a readily accessible file for substitute teacher use which includes  
  current and complete plans, activities, and information which can be accurately  
  and easily followed by personnel assigned to the class. 
 Y. Participates in ongoing evaluation for accreditation of their school 
 Z. Acts responsibly with respect to children’s and family and legal guardian’s rights 
 AA. Confers with the principal on all serious disciplinary problems 
 BB. Communicates regularly with the principal and staff in the spirit of building faith  
  community 
 CC. Strives to promote an awareness and appreciation of varied ethnic backgrounds 
 DD. Secures the principal’s approval for all communications and/or correspondence  
  sent from the school 
 EE. Performs additional duties as requested by the principal  
 
Record Keeping Responsibilities: 
 A. Maintains grading records and updates computer grading system at least weekly 
 B. Prepares report cards for distribution at the end of each grading period 
 C. Records daily attendance of students  
 D. Completes all required forms and reports as designated by administration 
 
Meeting Responsibilities: 
 A. Attends all school events as listed in the Faculty/Staff handbook, as well as, all  
  faculty, professional development, ongoing catechesis, and other meetings as  
  established and scheduled by the principal and the Office of Catholic Education 
 B. In order to facilitate the purchase of necessary incidental teaching supplies, it is  
  recommended that each elementary school principal budget, under classroom  
  supplies, a specified amount for each classroom teacher.  Its use shall be subject  
  to local procedures. 
 
3143 INSTRUCTIONAL DAY REQUIREMENTS FOR TEACHERS 
 
On all days listed in the school calendar, teachers shall be present for the full time of service as 
scheduled by the principal.  In addition, teachers are responsible for normal supervisory 
services and moderator duties assigned by the school administration.  Teachers who must leave 
the school grounds at any time during the scheduled day shall obtain the approval of the 
principal in advance. 
 
Elementary school teachers shall report for duty not later than 30 minutes before the beginning 
of each school day.  They shall be available for a minimum of 30 minutes after regular dismissal 
for assistance or conference with students, parents, and school officials. 
 
3145 STANDARDS FOR ELECTRONIC CONTACT WITH STUDETNS 
 
To remain competitive, provide better service to the faithful, and give our workforce the best 
tools to do their jobs, Catholic schools will use various means of communication and 
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technology.  Our employees have access to one or more forms of electronic media and services, 
including computers, e-mail, telephones, voice mail, facsimile machines, external electronic 
bulletin boards, wire services, on-line services, the Internet, and the World Wide Web.  Social 
media can take many different forms, including internet forums, blogs and microblogs, on-line 
profiles, wikis, podcasts, pictures and video, e-mail, instant messaging, music-sharing, and 
Wikipedia.  YouTube, Twitter, Yelp, Flickr, Second Life, Yahoo groups, WordPress, ZoomInfo – 
and others.  The Catholic schools encourage the use of this media to make communication 
more efficient and effective and to serve as a valuable source of information for our priests, 
religious, deacons and lay persons, and operations. 
 
Electronic media and services provided by the Catholic schools are considered the Catholic 
school’s property and their purpose is to facilitate and support the school.  The following 
procedures apply to all electronic media and services that are: 
 A. Accessed on or from Catholic schools property; 
 B. Accessed using Catholic schools computer equipment or via Catholic school’s  
  paid access methods; 
 C. Used in a manner that identifies the individual with the Catholic Schools; and 
 D. Used to build or maintain positive professional relations with priests, parishes,  
  parishioners, schools, volunteers, employees, and visitors. 
 
Social Networking 
The Catholic schools believe social networking is a very valuable tool and continue to advocate 
the responsible involvement of all school’s employees and volunteers in this space.  While we 
encourage this on-line collaboration, below are the policies and set of guidelines for 
appropriate on-line conduct to avoid the misuse of this communication medium. 
 A. Do not post any financial, confidential, sensitive or proprietary information  
  about Catholic schools or any of our students, parents, volunteers, employees,  
  clients, and candidates. 
 B. Speak respectfully about our current, former, and potential customers, partners,  
  students, parents, volunteers, employees, and clients.  Do not engage in name- 
  calling or behavior that will reflect negatively on your or the Catholic school’s  
  reputation.  The same guidelines hold true for school vendors and business  
  partners. 
 C. Beware of comments that could reflect poorly on you and the Catholic schools.   
  Social media sites are not the forum for venting personal complaints about  
  supervisors, students, co-workers, parents, or the Catholic schools.  As a Catholic 
  school employee, be aware that you are responsible for the content you post  
  and that information remains in cyberspace forever. 
 D. Use privacy settings when appropriate.  Remember, the internet is immediate  
  and nothing posted is ever truly private nor does it expire. 
 E. If you see unfavorable opinions, negative comments, or criticism about yourself  
  or Catholic schools, do not try to have the post removed or send a written reply  
  that will escalate the situation.  Forward this information to the principal or the  
  designee. 



20  3000 – Personnel  October 2020 
 

 F. If you are posting to personal networking sites and are speaking about job  
  related content or about Catholic schools, identify yourself as a Catholic School’s  
  employee and use a disclaimer to make it clear that these views are not   
  reflective of the views of Catholic schools.  “The opinions expressed on this site  
  are my own and do not necessarily represent the views of Catholic schools.” 
 G. Many sites like Facebook and Twitter blur the lines between work related and  
  personal.  Keep this in mind and make sure to have a balance of information that 
  shows both your professional and personal sides.  Always balance the negative  
  with positive comments. We do not allow you to use your personal Facebook  
  account to communicate with any students, parents, customers, vendors, etc. 
 H. Be respectful of others.  Think of what you say online in the same way a   
  statement you might make to the media, or e-mails you might send to people  
  you don’t know.  Stick to the facts, try to give accurate information, and correct  
  mistakes right away. 
 I. Do not post obscenities, slurs, or personal attacks that can damage both your  
  reputation as well as the reputation of the Catholic schools. 
 J. When posting to social media sites, be knowledgeable, interesting, honest, and  
  add value.  The Catholic schools’ outstanding reputation is a direct result of our  
  employees and their commitment to uphold our core values of integrity, faith,  
  dedication, and excellence. 
 K. Do not infringe on copyrights or trademarks.  Do not use images without   
  permission and remember to cite where you saw information if it’s not your own 
  thoughts. 
 L. Be aware that you are not anonymous when you make on-line comments.   
  Information on your networking profiles is published in a very public place.  Even 
  if you post anonymously or under a pseudonym, your identity can still be   
  revealed. 
 M. If contacted by the media about a school related matter, refer them to the  
  principal. 
 N. If an employee violates the social networking procedures/policies, it can lead to  
  disciplinary action up to and including termination. 
 O. TECHERS SHALL NOT FRIEND STUDENTS ON SOCIAL MEDIA TO WHOM THEY  
  ARE NOT RELATED. 
 
3150 ELECTRONIC USE – POLICY VIOLATION 
 
Abuse of the Catholic schools’ facilitated access to electronic media or services or social 
networking could result in the risk of having the privilege removed for themselves and other 
employees and corrective action, up to and including termination.  This also includes employees 
who witness this abuse of electronic media and services or are formally or informally informed 
of such use. Anyone who knowingly violates this policy is subject to disciplinary action up to and 
including discharge. 
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3155 ELECTRONIC COMMUNICATION 
 
 A. School Use  
  Electronic media cannot be used for knowingly transmitting retrieving, or storing 
  any communication for personal or professional use that is: 
  1. Discriminatory or harassing; 
  2. Derogatory to any individual or group; 
  3. Obscene or pornographic; 
  4. Defamatory or threatening; 
  5. Engaged in for any purpose that is illegal or contrary to Catholic schools’  
   mission or the faith and moral teachings of the Roman Catholic church. 
 B. Personal Use 
  Electronic media and services are provided by the Catholic schools primarily for  
  employee’s business use.  Limited, occasional, and incidental use of electronic  
  media (sending or receiving), is permitted on the employee’s own time, unless it  
  interferes with the expected productivity of the workday and/or creates   
  disruption to fellow employees. 
 
  The sending, receiving, or forwarding of inappropriate or non-business related  
  materials, e-mails, or voice messages is to be avoided.  Such conduct may result  
  in the suspension of access to the medium and/or disciplinary action up to and  
  including termination. 
 C. Access to Employee Communications 
  The Catholic schools do not routinely access or monitor employee    
  communications directly.  However, individual use patterns for example,   
  telephone numbers dialed, sites accessed, call length and time, are monitored  
  for the following purposes: 
  1. Cost analysis; 
  2. Resource allocation; 
  3. Optimum technical management of information resources; and 
  4. Detecting patters of use that indicate employees are violating policies or  
   engaging in illegal activities. 
 
The Catholic schools reserve the right, at its discretion, to review an employee’s electronic files 
and messages to the extent necessary to ensure electronic media and services are being used in 
compliance with the law, the policy, and other policies.  You should be aware that you have no 
right of privacy in anything posted through school communication or website. 
 
Electronic communications should not be assumed to be completely private.  If sensitive data 
needs to be transmitted, alternative means should be selected.  All data should follow federal 
and state rules on encryption, especially when sharing information that could be used for 
purposes other than what was originally intended. 
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The Catholic schools will follow all federal and state guidelines when monitoring electronic 
communications. 
  
 D. Security/Appropriate Use 
  Employees must respect the confidentiality of other individuals’ electronic  
  communications.  Except in cases in which explicit authorization has been  
  granted by Catholic schools’ management, employees are prohibit from   
  engaging in, or attempting to engage in: 
  1. Monitoring or intercepting the files or electronic communications of  
   other employees or third parties; 
  2. Hacking or obtaining access to systems or accounts without appropriate  
   authorization; 
  3. Unauthorized use of log-in codes or passwords, other than their own; and 
  4. Breaching, testing, or monitoring computer or network security   
   measures. 
 
No e-mail or other electronic communications can be sent that attempts to hide the identity of 
the sender or represent the sender as someone else. 
Electronic media and services should not be used in a manner that is likely to cause network 
congestion or significantly hamper the ability of others to access and use the system.  Any 
employee that obtains electronic access to other companies’ or individual’ materials, must 
respect all copyrights and cannot copy, retrieve, modify, or forward copyrighted materials, 
except as permitted by the copyright owner.   
 
Network-connected systems must employ hardware and software controls approved by the 
Catholic school principal, pastor, and/or superintendent that prevent unauthorized access 
including a screen blanker trigged by a certain period of no keyboard activity.  A password 
should be established for protection of all data and usage. 
 
 E. Participation in On-line Forums 
  Messages of information sent on the Catholic school’s provided facilities to one  
  or more individuals via an electronic network, (i.e.: internet mailing lists, bulletin  
  boards, and on-line services) are statements identifiable and attributable to the  
  Catholic schools. 
 
Although it is recognized that participation in such forums might be important to job function, 
discretion should be used to determine the appropriateness of the communication within the 
guidelines of the position.  Employees should be aware that even the use of a disclaimer does 
not insulate the Catholic schools from the comments and opinions that may be contributed to 
forums.  Instead, communications should be limited to matters of fact and avoid expressing 
opinions while using the Catholic schools’ systems or Catholic schools’ paid account.  These 
communications should not reveal information about the Catholic school’s processes, 
techniques, or confidential information. 
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3160 NO RIGHT OF PRIVACY OR CONFIDENTIALITY FOR ELECTRONIC SYSTEMS 
 
Catholic schools do not grant any employee or student any right of privacy or confidentiality 
regarding the use of all electronic mail or messaging systems (“E-mail Systems”), all computer 
systems (“Computer Systems”), to include but not be limited to desktop computers, laptop or 
tablet computers, PDA’s, computer network, software programs and connections to the World 
Wide Web (“Internet”), and all telecommunications systems, (“Telecom Systems”), including 
but not limited to telephone, intercom, voice mail, fax, pager, cell phone, photocopiers, and 
two-way radio telecommunications, while on campus or at a school-sponsored event or 
activity.  This policy includes the use of all “Electronic Systems” (which is defined as but is not 
limited to any E-mail Systems, Computer Systems, and Telecom Systems) whether owned or 
operated by the school, a school employee, or a student. 
 
The school has the right to have access to and disclose in its discretion all information 
generated or created on, retrieved from, stored on, sent or received on, or otherwise 
communicated in any manner over employee-, student-, or school-owned Electronic Systems 
operated at school or at any school-sponsored activity.  This policy shall be placed in employee 
and student handbooks. 
 
3165 PROHIBITED USE OF ELECTRONICS SYSTEMS 
 
Catholic schools prohibit the use of all Electronic Systems to create, generate, retrieve, receive, 
or send any offensive information or any information contrary to the teachings or beliefs of the 
Catholic Church, including, but not by way of limitation, any information which contains items 
of an offensive sexual nature, racial slurs, derogatory gender-specific comments, or any other 
communications that are disrespectful or discriminatory towards a person’s age, sex, sexual 
orientation, marital status, religious or political beliefs, national origin, ancestry, disability, or 
any characteristic protected by federal or California law.  See policy 3710 and following.  This 
policy shall be placed in employee and student handbooks. 
 
3170 PART-TIME TEACHERS  
 
Regular Part-time teachers   
Regularly scheduled to work fewer than 30 hours per workweek and are considered classified, 
non-exempt employee.  They are not eligible for fringe benefits, other than those required by 
law.   They must fulfill the duties and responsibilities of regular teachers. Part-time teachers 
(except short-term substitutes) shall participate in all regular faculty and departmental 
meetings.   
 
3175 SUBSTITUTE TEACHERS   
 
When a regular teacher is absent, the principal is required to make every reasonable effort to 
obtain a qualified substitute teacher. 
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Substitute teachers are not required to participate in regular faculty and departmental 
meetings.  All substitute teachers must have a completed a New Hire Checklist.  
 
Send copies to principal, and have on file the following: 
 A. Completed Substitute Teacher Application     
 B. Transcripts and letters of reference (3 minimum) 
 C. Evidence of TB test within the past 4 years 
 D. Background clearance and all safe environment requirements 
 
Long Term Substitute Teachers  
Substitute teachers are regular, daily, substitute teachers until they have completed one 
complete month of consecutive substitute teaching at the same school site.  Beginning with the 
second month of substitute teaching at the same school site, they are considered a Long Term 
Substitute teacher and are given an increase in their hourly rate (see Diocesan Substitute 
Teacher Salary Scale published by the Office of Catholic Education).  Long Term Substitute 
Teachers require an Offer Letter of Employment.  Please submit the Employment Request 
Letter Form – Schools to the OCE at least 2 weeks prior to the teacher becoming Long Term 
status.  
 
3200 SAFE ENVIRONMENT REQUIREMENTS 
 
Fingerprinting takes place at time of hire for employees and for volunteers prior to any 
volunteer service.  In all cases, no one without clearance may be allowed to work with students. 
 
Safe and Sacred online child abuse recognition and reporting program training is required of all 
school employees and volunteers.  The training module must be renewed every 5 years.  
Certificates of completion must be presented to the principal.  
 
Assembly bill AB 1432 requires all employees who work with children to be certified as a 
Mandated Reporter each year.  Employees may view the course as a staff or individually, but 
each staff member must take the online test independently.  The course may be accessed 
online at http://mandatedreporterca.com/; click on the AB1432. Each staff member must print 
out the certificate of completion and provide it to the principal for placement in his/her 
personnel file. 
 
Assembly Bill AB 1207 requires additional training for all staff of licensed preschools only.  The 
training may be accessed online at http://mandatedreporterca.com/ ; click on AB1207.  Each 
staff member must view this course and take the test individually. This training is to be done 
every two years.  Each staff member must print out the certificate of completion and provide it 
to the Preschool Director for placement in his/her personnel file.  Certificates of completion for 
all preschool employees must be available for state preschool licensing auditor visits 
 
3205 FINGERPRINT CLEARANCE FOR LICENSED CHILD CARE PROGRAMS 
 

http://mandatedreporterca.com/
http://mandatedreporterca.com/
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Fingerprint Clearance by Community Care Licensing:   
All diocesan licensed child care programs shall require all program staff (both compensated 
employees and non-compensated volunteers) to show evidence of fingerprint clearance 
through Community Care licensing prior to being present at the facility or to having any contact 
with children in the program.  This requirement is not applicable to: 
 
 A. Supervised non-facility personnel 
 B. Supervised recreational leaders and assistants 
 C. Certain staff from educational and placement agencies 
 D. Visiting relatives and friends of the person in care 
 E. Volunteers who are relatives of the person in care 
 
Fingerprint Clearance by the Diocese of Fresno:   
Effective July 2010, besides being fingerprint cleared by Community Care Licensing, all 
employees of diocesan licensed child care programs shall be fingerprint cleared through the 
Diocese of Fresno before beginning employment at a diocesan child care program.  Child care 
program volunteers shall also be fingerprint cleared through the Diocese of Fresno. 
 
3210 FINGERPRINT CLEARANCE 
 
All schools and licensed child care programs will comply with the fingerprinting requirements 
established by the State of California. 
 
 
3220 TEACHER EVALUATION 
 
The principal shall submit to the Office of Catholic Education, teacher evaluations and/or 
observation forms for teachers once year by March 15th.  Introductory teachers require twice a 
year evaluations submitted to the OCE on January 15th and March 15th. 
 
The Office of Catholic Education shall maintain and regularly review a system-wide program for 
evaluating a teacher’s classroom performance. 
 
The purpose of the teacher evaluation required in schools are as follows: 
 
 A. To assure support for the goals of Catholic education and of the school program; 
 B. To assist in the professional growth of the teacher; 
 C. To improve the instructional program; and 
 D. To identify and retain effective teachers. 
 
3240 TEACHING ASSIGNMENT  
 
The principal has authority and is responsible for making all subject/grade level assignments 
and non-teaching appointments. 
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3245 CONTRACTS 
 
Teaching contracts between the Diocese of Fresno Education Corporation (hereinafter 
“DOFEC”) and elementary school teachers shall be executed by the principal of the school, the 
Pastor of a Parish school, and the Superintendent.  Teaching contracts between DOFEC and high 
school teachers shall be executed by the Rector, principal of the high school and the 
Superintendent.  Only the principal and the Superintendent sign all contracts for Diocesan 
Administered elementary schools. 
 
3250 TERM OF TEACHER CONTRACT 
 
The term of all elementary and secondary teacher contracts shall be 185 days from August 1st 
through May 31st, and the contract salary shall be paid over twelve (12) months commencing 
on August 1st and continuing until July 31st of the following year.  The Diocese of Fresno utilizes 
a semi-monthly pay cycle.  Paydays are the 15th and the last workday of the month.  The 
Employee has the option of receiving their paychecks by direct deposit by the Diocese of Fresno 
in a financial institution of the employee’s choice, which accepts direct deposits.  If the 
employee declines or fails to designate, at the time of employment, a financial institution to 
receive deposit of their paychecks, the employee shall receive a “live” paycheck at his/her 
worksite. 
 
It shall be the responsibility of each teacher to be aware of and understand all terms of the 
proposed teacher contract between DOFEC and him or her prior to executing such contract.  A 
faculty handbook shall be given to each teacher at the time contracts are issued and the 
signature page must be signed and returned to the OCE before contract is complete. 
 
Written contracts shall not be offered to day-to-day or substitute teachers. 
 
3252 TEACHER INTRODUCTORY PERIOD STATUS 
 
All new teachers in a school shall be required to serve a one-year introductory probationary 
period.  The introductory period status will be noted on the face page of each contract. 
At the end of the first semester and at the end of the introductory period, the school principal 
will complete the Teacher Evaluation Form.  A copy of each evaluation shall be forwarded to 
the Superintendent. 
 
At the end of the introductory period, one of the following actions shall be taken with a teacher 
with an introductory period contract: 
 
 A. The teacher may be offered a contract for the next school year on a non-  
  introductory, regular basis; 
 B. The teacher may be offered a continued introductory period contract for the  
  next school year; or 
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 C. The teacher may not be offered a contract for the next school year 
 
The Employee understands and agrees that his/her employment with the diocese is “at-will” 
and can be terminated by the employee or the diocese at any time, with or without cause and 
with or without notice.  Nothing in this contract or in any Diocese policy, rule, procedure, or 
administrative order shall limit the right to terminate employment “at-will”.  Furthermore, no 
tenure is provided by the school or the Diocese in this contract.  This is the entire agreement 
between the employee and the Diocese with respect to “at-will” employment. 
 
3293 CONTRACT OFFER FOR THE NEXT SCHOOL YEAR – SUCCESSOR CONTRACTS 
 
Nothing in a contract shall bind either party to enter into a successor contract.  The decision of 
the school and the Diocese to offer or not offer a successor contract to the Employee shall be 
solely within the discretion of the school and the diocese.  Nothing herein shall imply that cause 
is necessary for not offering a successor contract of employment.  All notices of a non-renewal 
status will come to the employee from the OCE no later than June 1st. 
 
The teacher shall be given a letter of intent not later than March 15 asking for their intent to 
return or not for the coming year. 
 
A teacher receiving a contract for the coming school year shall receive the contract no later 
than April 1.  If the teacher fails to sign and return this contract within 15 calendar days 
following the tendering of the contract to the teacher by the principal, it shall be presumed that 
the teacher is not returning to the position and the principal shall proceed accordingly. 
3295 IMMEDIATE TERMINATION 
 
An employee may be dismissed at any time, if in view of the gravity of the particular situation, 
the Pastor and principal of the school in Parish schools, or the principal and Superintendent of 
Diocesan Administered Schools, the Superintendent, and the Director or Human Resources 
determine that continued employment of the employee is detrimental to the school, to the 
students, or to the employee him/herself. 
 
Notification of such dismissal shall be sent by certified mail by the principal, to the employee.  
The Pastor, the Superintendent, and the Director of Human Resources will also receive a copy.  
A copy of this letter will remain in the employees personnel file.  Such notice of dismissal shall 
contain documentation related to the cause of dismissal. 
 
3296 EMPLOYEE PETITION TO RESIGN FROM CONTRCTED EMPLOYMENT 
 
After an employee has signed the Offer of Contract, both parties to the contract have a legal 
and professional obligation to fulfill it.  However, any employee who desires to resign from 
employment must petition the school’s principal in writing not less than two (2) weeks prior to 
the desired resignation date.  We may ask the employee to provide the reason for the 
resignation but may not require them to do so. 
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If an employee resigns from employment prior to the beginning of the new contract year, the 
school shall accept a letter of resignation from the employee, attach it to the front of the 
contract and write VOID across the face page of the contract.  If the employee resigns after the 
start date of the contract, the school must fill out a Salary Worksheet for Uncompleted Contract 
which is obtained from the OCE. This addendum must be signed by the employee, the school’s 
principal and Pastor (Rector), and the Superintendent of Catholic Education.  This addendum 
shall state the last day of employment, the reason for the early termination of the contract 
(optional), and the amount of the final paycheck. 
 
An employee who violates these provisions and unilaterally abandons his/her employment 
contract shall be considered as demonstrating unprofessional conduct and may be formally 
dismissed from employment for breach of contract.  Documentation of same will be placed in 
the employee’s personnel file in the Office of Catholic Education and may be reported to the 
California Commission on Teacher Credentialing Office. 
 
3297 DETERMINATION OF EARLY TERMINATION PAY 
 
If a school has to close for any reason, or if a class, schedule, or program in which the teacher is 
teaching is terminated or consolidated, the teacher’s contract ends on the actual date of the 
closure, termination or consolidation, and the teacher shall be entitled to no further benefits 
under his or her contract, except that upon early termination as described in this paragraph, 
the teacher shall receive one month additional compensation beyond any prorated 
compensation to the date of termination and received benefits through the end of the month 
that the employee is terminated. 
 
3300 COMPENSATION / UNIFORMITY OF PAY 
 
3301 COMPENSATION: LAY  
The compensation for lay teachers and principals shall be in accordance with the Diocesan and 
OCE salary schedules. 
 
Salary Scale  
The salary scale is a permanent scale adopted by the Diocese of Fresno that lists the yearly 
increments for experience, education, and possession of a California credential or Master’s 
degree in education or their teaching area as a percentage of a base salary. The salary schedule 
is the actual diocesan annual listing of teacher salaries formulated by applying the annual base 
salary to the salary index and approved by the Bishop. The salary schedule is valid for only one 
academic/contract year.  The Bishop reserves the right to approve a different salary scale for 
high schools on a year-to-year basis. 
  
Base Salary  
It is the salary given to a full-time, lay teacher who holds either a valid California teaching 
credential or a Master’s Degree in education or their teaching area and has no previous full-
time teaching experience. 
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Annual Base Salary  
The Annual Base Salary is determined yearly by state requirements. 
 
Definitions & Applications  
The following definitions explain the terms used on the Salary Scale 
 
Level = Level indicates a teachers recognized years of prior teaching experience. 
 
Prior Teaching Experience = The Diocese of Fresno gives new teachers one year of teaching 
experience for each year of prior elementary and/or secondary teaching experience.  The 
maximum allowable prior professional experience is six (6) years.  Before granting prior 
professional experience, the Diocese of Fresno shall verify prior teaching experience.  No 
previous experience is granted for student teaching or substitute teaching. 
Annual Salary Level Advancement = To qualify for the annual salary level increment, a teacher is 
required to serve as a teacher in the Diocese of Fresno for at least the equivalency of 75% of a 
full-time, full-year contract. The Superintendent may grant an exception to this procedure upon 
receiving a written request from the school principal to do so. 
 
Placement Frozen on the Salary Scale = At the end of classes on the scale, annual level 
increments are ended.  A teacher on Class X is frozen at the end of Level 5, a teacher on Class A 
is frozen at the end of Level 10, and teachers at Classes B-E are frozen at Level 24.  
Longevity Increments = At levels 18, 21, and 24 for Classes B through E, teachers are awarded 
additional compensation for longevity. 
 
Class Placement = Class placement on the Salary Scale indicates a teacher’s professional 
educational development after completion of a bachelor’s degree.  Teachers who do not hold a 
valid California Preliminary, Professional Clear, Life Credential, or a Master’s Degree in 
education or their teaching area are placed in Class X.  Teachers who hold valid California 
Preliminary, Clear, Life Credential, or a Master’s Degree in education or their teaching area are 
placed on Classes A through E based upon the number of upper division or graduate level 
semester units gained after obtaining their BA or BS degree.  Continuing Education Units do not 
count toward the units completed after obtaining a BA or BS degree.  Official college or 
university transcripts and verification from the California Commission on Teacher Credentialing 
must be submitted to verify class placement by August 1st.  
 
Out-Of-State Teaching Credentials = new teachers who hold a valid teaching credential from 
another state will be placed on the credentialed class of the salary scale. 
 
Advancement to the Next Class = Official transcripts and verification from the California 
commission on Teacher Credentialing must be submitted by the teacher to the Office of 
Catholic Education on or before August 1st to be used for advancement to the next class for 
that academic year.  Earned units, degrees, and credentials submitted after August 1st may only 
be used for salary advancement in following years.   
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Graduate Degree Increment = Teachers who gain a Master or Doctorate Degree from an 
accredited college or university are given an additional $500.00 to their placement  
level on the Salary Schedule.  Official college or university transcripts must be submitted to the 
Office of Catholic Education on or before August 1st to be applied for the academic year.  
Transcripts submitted after August 1st may only be used for salary advancement in following 
years. 
 
3302 PROCEDURE FOR EXECUTING A CONTRACT FOR NEW TEACHERS 
 
Application File  
A teacher seeking employment must complete a Diocese of Fresno Education Corporation 
Teacher Application.  All required documents are listed on the application.  The Superintendent 
will withhold the contract until all required documents have been received by the Office of 
Catholic Education. 
  
3302.1 FULL-TIME TEACHERS 
 
An applicant may only be offered a teaching position if his/her fingerprints have been cleared 
by the Federal Bureau of Investigations, the California Department of Justice and the school has 
been formally notified by the Diocese of Fresno Fingerprint coordinator that the applicant may 
be employed.  When a school decides to hire an applicant, the school’s principal will submit to 
the Office of Catholic Education a Request for a New Teacher Contract form.   
 
3302.2 TEACHING CREDENTIAL, MA, or PROFESSIONAL QUALIFICATION PLAN (PQP) 
 
All teachers are required, as a condition of employment, to possess or be working toward a 
valid California teaching credential, or a Master’s Degree in Education in their teaching area.  
Exceptions to this policy may be made by the Superintendent of Catholic Schools on a case by 
case basis.  To gain an exception for a teacher applicant who does not hold a valid California 
teaching credential or a Master’s Degree, the principal must submit to the Office of Catholic 
Education a Professional Qualification Plan.   
 
If an exception is granted by the Superintendent, the applicant is required, as a condition of 
employment, to annually submit a completed Professional Qualification Plan.  This plan shall 
clearly outline how the non-credentialed teacher will gain his/her credential or Master’s Degree 
within five (5) years.  The Superintendent of Catholic Schools, in consultation with the school 
principal, has the sole right to approve or disapprove a teacher’s proposed Professional 
Qualification Plan.  A teacher’s approved Professional Qualification Plan may be amended, 
extended beyond five years, or waived for special circumstances on a case by case basis by the 
Superintendent of Catholic Schools in consultation with the principal. 
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3303 EXCEPTION FOR TEACHERS WHO ONLY TEACH RELIGION 
 
If the teacher will be assigned to teach only Religion, he/she is not required to hold or gain a 
California teaching credential, but must obtain a Master’s Degree in Theology or other 
appropriate ministry area.  The teacher must also obtain a clear Criminal History Record and 
gain a Basic Catechist Certificate. 
  
3304 FORMATION IN THE CATHOLIC FAITH 
 
All full-time or part-time teachers of Religion, in addition to being Catholics in good standing 
with the church, are required, as a condition of employment, to gain and hold a current Diocese 
of Fresno Basic Catechist Certificate within four years of first hire.  The Basic Catechist 
Certificate must be renewed every four years.  If a teacher fails to renew their certification by 
the deadline, they will not advance on the pay scale until their certification is renewed.  If the 
certification does not take place before August 1st, the teacher will not advance on the pay 
scale until the following contract year. 
 
All other full-time teachers who do not teach religion, as a condition of employment, must gain 
and hold a Diocese of Fresno Certificate in the Catholic Faith within four years of first hire.  This 
is a “once and done” certification that requires no renewal.  If the teacher becomes a religion 
teacher after the Certificate in the Catholic Faith is obtained, they are converted to the basic 
catechist requirements and will have to abide by those specific requirements. 
 
3310 TUITION BENEFIT FOR EMPLOYEES  
 
Diocese of Fresno employees (includes parish, school and pastoral center employees) are 
eligible for a tuition benefit as set forth below.  
 
Eligibility Requirements:  In order to qualify for this benefit, the following requirements must 
first be satisfied: 
 
 A.  The employee must either be employed by the individual school employed by  
  the parish in which the school is associated. 
 B. The employee must be full-time (at least 30 hours per workweek) or part-time  
  (at least 20-29 hours per work week). 
  
Tuition Benefit Details:  Provided the employee satisfies all the above eligibility requirements, 
the employee may receive the tuition benefit, as follows: 
 
 A. Full-time employees should receive the lowest tuition rate offered (e.g.,   
  parishioner rate, even if not a parishioner). 
 B. The tuition benefit is in addition to any other discounts the child would normally  
  receive (e.g., multi-child).  
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 C. Employees who accept the tuition benefit will still be allowed to submit an  
  application through FACTS for additional tuition assistance. 
 D. The tuition benefit applies only to tuition for grades TK through 12th, and may  
  not be applied to registration; extended care; preschool tuition; or any other  
  fees charged by the school. 
 E. The benefit must be given equally to all full-time or part-time employees by  
  class. Definitions of “class” are as follows: 
  1. All full-time teachers are a class 
  2. All part-time teachers are a class 
  3. All full-time support staff is a class 
  4. All part-time support staff is a class 
  5. Administrators at your school are a class. 
AND/OR 
 F. The discount may be administered per child – for example:  a teacher with three  
  children in your school can either get a discount for the first child or for each  
  child.  Be consistent. 
 G. Employees without children in your schools must not be given the discount  
  amount as a bonus or either pay increase. 
 H. You must have a policy in place that applies to all employees by classification.   
 
If you give the discount to one teacher and not all teachers in the same class, the discount now 
becomes taxable income. 
 
3315 SUBSTITUTE TEACHERS SALARY SCALE 
 
Each school shall determine whether it shall adopt the recommended diocesan salary scale for 
substitute teachers. 
 
3320 SALARY ADVANCEMENT  
 
Teachers are required to maintain current Catechist Certification in order to advance on the 
salary schedule. Continuing Education Units do not count towards salary advancement.   
Teachers without a valid teaching credential or master’s degree remain on the X salary scale 
until one or the other is complete. 
 
3330 OFFER OF CONTRACT  
   
Elementary School 
Nothing contained in the contract shall be construed as entitling the teacher to a renewal 
contract for any subsequent year.  The contract shall terminate at the end of the period stated, 
or upon the dismissal or resignation of the teacher during the one-term contract. 
 
Nothing in this contract shall bind either party to enter into a successor contract.  The decision 
of the school and the diocese to offer or not offer a successor contract to the Employee shall be 
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solely within the discretion of the school and the Diocese.  Nothing herein shall imply that cause 
is necessary for not offering a successor contract of employment.  Notification regarding a 
decision by the Diocese to offer or not offer the Employee a successor contract shall be 
administered pursuant to 2019 Edition of the Administrative Handbook. 
 
3335 PART-TIME OR PART-YEAR TEACHERS 
  
Part-time or part-year teachers are hourly employees.  A teacher must hold a bachelor’s degree 
and shall be paid on an hourly basis for the number of hours a day they teach.  
  
3350 PROFESSIONAL GROWTH REQUIREMENTS 
 
Teachers with California Teaching Credentials 
 Teachers who hold valid California teaching credentials are responsible for taking the necessary 
steps to keep their credentials current and to provide to their schools, and the Office of Catholic 
Education copies of their current teaching credentials.  Teachers who fail to maintain a valid 
California credential do not advance on the pay scale until their credential is renewed. 
  
When a teacher regains his/her California Credential and submits the necessary documentation 
before August 1st of a current contract year, he/she shall be returned to his/her actual class 
and level on the Salary Scale.  If it is received after August 1st, the teacher will be returned to 
their actual class level beginning the following contract school year. 
  
General Salary Provisions 
All lay teachers are subject to the salary scale adopted by the Diocese of Fresno for each 
academic year.  The Bishop may approve an amended salary scale for a particular school for a 
period of one academic year.  Changes in the Diocese of Fresno salary policies or procedures 
are not retroactive.  All changes in salary placement on the salary scale shall only be allowed at 
the beginning of the school year.  No advancement shall be granted after August 1st of the 
current contract year.  All full-year teachers are paid in twenty-four (24) semi-monthly salary 
payments over twelve (12) months from August 1st- July 31st.  The annual teacher salary 
amount as given in the Salary Scale is based on a work year of 185 days.  Failure to work 185 
days shall result in a per diem deduction from the teacher’s salary at the rate of 1/185 of 
his/her annual salary for each day of unpaid absence. 
 
3351 RELIGIOUS STAFF  
 
The following policies apply to women and men religious in parish elementary and middle 
schools, and in Diocesan high schools. 
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3352 COMPENSATION AND BENEFITS FOR WOMEN/MEN RELIGIOUS PERSONNEL 
 
The stipends and fringe benefits for religious personnel acting in administrative, teacher, or 
other capacities in parochial or diocesan schools will be set by the Bishop of the Diocese of 
Fresno in consultation with the California Catholic Conference of Bishops. 
 
For the purpose of residence, remuneration, and insurance, all religious school personnel will 
be considered as employed by the parish on the first day of August of the year in which they are 
assigned.  Normally the assignment will be considered as continuing for twelve months, in spite 
of the fact that the religious may actually be absent from the school for part of the summer. 
 
3400 CLASSIFIED PERSONNEL POLICIES 
 
The Diocese of Fresno Classified Personnel Manual for Catholic Schools (hereafter, CPM) as 
approved by the Bishop of the Diocese of Fresno contains the personnel policies for classified 
employees working in diocesan Catholic schools is included in this handbook. 
 
3410 RECRUITMENT AND SELECTION OF NON-EXEMPT CLASSIFIED STAFF  
 
3415 SELECTION OF CLASSIFIED PERSONNEL 
 
The school provides equal treatment to all employees and applicants for employment, 
promotion, transfer, layoff, and termination.  All aspects of employment with the School are 
based on merit, competence, and qualifications and will not be influenced by race, color, sex, 
gender, national origin, handicap, or veteran status.  The School reserves the right to be the 
sole judge of merit, competence, and qualifications, and to consider applicants who are 
practicing Catholics when making decisions about hiring or promotion.  Every effort will be 
made to hire employees for positions which best utilize their abilities, and in which they will be 
able to achieve both personal satisfaction and opportunity for growth. 
 
3420 REQUIREMENTS FOR EMPLOYMENT 
 
The following are requirements for employment: 
 A. The applicant must have a valid Social Security Number. 
 B. The applicant must complete a W-4. 
 C. The applicant must have completed a Diocese of Fresno employment   
  application (any other application e.g. EdJoin is not an accepted application) 
 D. The applicant must be free from active tuberculosis. 
 E. The applicant must assure the Diocese of Fresno that he/she is in physical  
  condition to perform the essential functions of the position with or without  
  reasonable accommodation. 
 F. Written notification from the Diocesan Fingerprint Coordinator that the   
  applicant’s fingerprints have been successfully processed and cleared. 
 G. I-9 Employment Eligibility Verification.  
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 H. The applicant must be and all employees must remain insurable under the  
  Diocese of Fresno’s general insurance liability policy.  Notice of uninsurability  
  from the Diocese of Fresno’s insurance company will immediately cause the  
  employee to be considered ineligible for further employment. 
 I. Signed Safe Environment Code of Conduct. 
 J. An annually signed copy of the Annual Employee Responsibility Form regarding  
  child abuse reporting, harassment, and school safety. 
 K. Current Safe Environment Training Certificate of Completion. 
 
3425 HIRING PROCEDURES 
 
At no time will hiring of classified employees be considered as creating a contractual 
relationship between the employee and the School; and, unless otherwise documented, this 
relationship will be defined as employment where either the employee or the school can 
terminate the employment at any time with or without cause or reasons. 
 
3426 SELECTION PROCESS 
 
All applicants must complete a diocesan-approved job application and will be screened. The 
principal and/or supervisor will call those applicants selected for a preliminary interview.  Pre-
employment tests may be used at any step in the employment process and may be 
administered either to all or to none of the applicants. 
 
3427 REFERENCES  
 
Reference checks are required before making any offer of employment.  The most recent 
employment listed on the application must be contacted, verified, and documented.  
Verification of any job required training, certification, or education beyond high school or a GED 
must also be completed before hire.   
 
3428 CRIMINAL RECORD SUMMARY 
 
Prior to being given a job offer, the finalist(s) being considered for the position will be required 
to provide the school a clear Criminal Record Summary from the California Department of 
Justice (DOJ) and the Federal Bureau of Investigation (FBI) as a condition of employment.   
 
3430 JOB OFFER 
The principal, with the concurrence of the pastor, makes the official job offer to the prospective 
employee.  The principal will also confirm the job offer in writing using the diocesan-approved 
job offer letter which states the position title, employment status, work week and hours of 
employment, salary, benefits, name of the immediate supervisor, effective date of hire, and 
that the employee has met the requirements of employment.  The candidate will be required to 
sign and date an acceptance of the written offer. 
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3431 RECRUITMENT FILE 
 
Copies of applications and/or resumes will be retained in the school’s recruitment file for a 
period of three years from the date the position was filled. 
 
3432 FAITH COMMITMENT 
 
The effective Catholic school classified employee witnesses support of Catholic gospel values 
and tradition. 
 
3433 EMPLOYMENT OF IMMEDIATE FAMILY 
 
If an applicant's immediate family member is employed by the school, employment is not 
restricted unless there would be a conflict of interest, such as when one family member 
supervises another or when one monitors and/or distributes the work of the other.  Immediate 
family member is defined as parents, sons, daughters, siblings, and spouse. 
 
3440 TUBERCULIN TEST FOR NON EXEMPT CLASSIFIED STAFF  
 
All school personnel are required to submit evidence of freedom from active tuberculosis. This 
evidence for new employees shall be based on results from an approved intradermal negative 
tuberculin test or an X-ray of the lungs taken within the past four years. Current employees will 
follow the rules of Assembly Bill (AB) 1667, which allows them to fill out the TB Risk Assessment 
Questionnaire. This assessment must be administered by a licensed health care provider 
(physician, physician assistant, nurse practitioner, or registered nurse.) 
 
3445 HEALTH REQUIREMENT 
 
Applicants must assure the Diocese of Fresno of their ability to perform the essential functions 
of the position with or without reasonable accommodation. 
 
All employment is conditional upon receipt of proof of freedom from active tuberculosis.  All 
employees have 90 days from the date of employment to complete a TB Risk Assessment 
Questionnaire from a health care provider indicating that the applicant has been examined and 
determined to be free of active tuberculosis.  All employees must submit the questionnaire at 
least once every four years as required by law to remain eligible for employment.   
 
3450 PERSONNEL FILE FOR NON EXEMPT CLASSIFIED STAFF  
 
The principal will maintain a personnel file for all nonexempt employees. The file may be 
examined by the employee at a mutually agreeable time and copies of signed documents will 
be given to the employee upon request and as provided by law. At the time of termination, an 
employee may review his/her file. Any requests for references are to be referred to the 
principal.  
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As a condition of employment, the following classified employee’s personnel documents shall 
be retained by the school with these documents kept in the employee’s personnel file unless 
indicated below: 
 
 A. Pre-employment documents 
  1. The employee’s application, references, forms, and/or other application  
   documents (not released to the employee); 
  2. I-9 Employment Eligibility Verification (school file); 
  3. TB Risk Assessment Questionnaire (renewed every 4 years – medical file); 
  4. Written notification from the Diocesan Fingerprint Coordinator that the  
   applicant’s fingerprints have been successfully processed and cleared  
  5. Signed Safe Environment Code of Conduct (school or personnel file). 
 B. Employment Documents 
  1. All job offer letters or letters of assignment or employment; 
  2. A signed copy of the Annual Employee Responsibility Form: regarding  
   child abuse reporting, harassment, and school safety; 
  3. Current Safe Environment training Certificate of Completion (due before  
   60 days of hire – school or personnel file); 
  4. Performance evaluations conducted at the school; 
  5. School generated letters of recommendation with accompanying Release  
   Authorization Form; 
  6. Records of absences, tardiness, personal days, leaves, safety, paid   
   holidays, and vacations, etc. (school or personnel file); 
  7. Health, injury, worker compensation, and other medical information  
   (medical file); 
  8. Correspondence and records of a disciplinary nature; 
  9. Any other documents as determined by the school administrator. 
 C. The following documents must be forwarded to the Office of Catholic Education,  
  Diocesan Human Resources Department, and Diocesan Accounting Department: 
  1. Dated and Signed Department of Human Resources Prepared Offer Letter 
   of Employment 
  2. Completed Federal I-9 Form and copies of Required Identification 
  3. Completed Diocesan Payroll Form “A” 
  4. Completed W-4 
  5. Completed diocesan employment application 
  6. Signed Code of Conduct 
  7. Signed Annual Employee Responsibility Form 
  8. Signed back page of Classified Employee Manual 
  9. Signed receipt of faculty/staff handbook page 
 D. What employees have the right to copy  
  1. Employment applications 
  2. Letters of Employment  
  3. Performance evaluations 
  4. Warning notices and records of employee discipline  
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  5. Benefits enrollment applications 
  6. Beneficiary forms 
  7. Any document or form signed by the employee 
  8. At the termination of employment, the classified employee’s personnel  
   records will remain at the school. 
 
3460 JOB DESCRIPTION FOR NONEXEMPT CLASSIFIED STAFF  
 
Every position has a job description or explanation of duties, essential functions and 
requirements. This description is the basis for completing the expected tasks of the job and 
serves as a reference point for training and performance review. Sample job descriptions for 
nonexempt personnel are produced by the Diocesan Human Resources Department. Schools 
should customize and update the sample job description as necessary. 
 
3500 GENERAL POLICIES FOR SCHOOL EMPLOYEES  
 
In the event of conflicts that may arise between people who work together, the problem 
resolution procedure adopted by the Office of Catholic Education and approved by the 
Diocesan Bishop is to be followed. 
                                  
3510 CONFIDENTIALITY OF EMPLOYEE INFORMATION 
 
The school respects the privacy of its employees and strives to ensure that confidential 
information on employees and former employees is not improperly released either within the 
school or to external sources. 
No employee is authorized to provide any information of any kind regarding current or former 
employees or volunteers unless the principal, pastor, chief administrator, the Diocesan Bishop 
or his designee provides specific written authorization to that employee to do so. Any violation 
of this policy may result in disciplinary action up to and including dismissal. 
 
3515 FORMAL AND INFORMAL APPRAISAL 
 
The principal or other supervisors on a continuing basis evaluate each employee’s performance 
informally.  In addition, a formal written performance appraisal may be prepared at any time, 
but at least annually, in order to: 
 A. Document and clarify the employee's performance in relation to reasonable  
  expectations and standards for the position; 
 B. Determine how the employee may improve work performance; 
 C. Achieve a more effective working relationship between the supervisor and the  
  employee; and 
 D. Encourage good work performance and discourage poor performance. 
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3520 APPRAISAL PROCESS 
 
There are three parts of the appraisal process: 
 A. There will be a mutual understanding between the supervisor and the employee  
  of the work to be performed and the quality and quantity of work expected by  
  the School.  The job description will partially achieve this objective.  In addition  
  to the job description, there may be additional requirements for the employee's  
  job as determined by the Principal or delegate. 
 B. Throughout the school year the Principal or the supervisor is expected to   
  evaluate and communicate performance levels to the employees on a continuing 
  basis.  In turn, employees will communicate any problems, results, and items  
  that relate to their own performance. 
 C. By the end of the school year, there must be a written appraisal.  The results of  
  this appraisal will be communicated to the employee and placed in the   
  employee’s personnel file. 
 
The principal or supervisor is required to prepare a formal, written performance review for 
regular full-time and regular part-time employees prior to the end of each fiscal year. 
 
3530 RENEWAL/TERMINATION OF EMPLOYMENT 
 
Decisions concerning termination or re-employment for non-teaching personnel are the 
responsibility of the principal after appropriate consultation with the Pastor, the 
Superintendent, and the Director of Human Resources. 
 
3550 SAFETY  
 
The Diocese recognizes its duty to exercise reasonable care to provide a safe workplace for its 
employees. In accordance with California law, the Diocese has established a Diocesan-wide 
Illness and Injury Prevention Program (IIPP), implementing safety rules and practices consistent 
with the Occupational Safety and Health Act (OSHA). 
 
 A. Each school within the Diocese will furnish necessary equipment for employees  
  performing work requiring personal protective equipment. All employees must  
  obey every safety rule and must report any safety hazards they observe to their  
  principal immediately. Failure to comply with safety regulations or reporting  
  requirements can be a reason for dismissal. 
 B.    Any employee injured on a job-related duty should report the injury and its  
  cause immediately to the principal. Accident Injury Form and worker   
  compensation forms must be filled out by the employee and the principal. 
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3560 NO SMOKING, VAPING, AND CHEWING POLICY  
 
The Diocese of Fresno is committed to the well-being of children and the wider health of our 
community.  The Office of Catholic Education, as part of the Diocese of Fresno, believes that 
everyone connected with us has a responsibility to be actively involved in the implementation 
of our NO Smoking Policy, and to assist in taking all necessary and appropriate steps to ensure 
its full implementation.  The purpose of this No Smoking Policy is to provide a healthy and safe 
working environment for all employees, pupils, parents, contractors and other visitors.    
 
It is the policy of the Diocese of Fresno’s Office of Catholic Education that our school campuses 
be smoke and smokeless tobacco free. This policy applies to: 
 A. All school buildings 
 B. All school grounds (including the school playing fields) 
 C. All school-sponsored off-site activities 
 
The policy applies to EVERYONE involved with the school community in any way: 
 A. Employees 
 B. Students 
 C. Voluntary helpers 
 D. Visitors 
 E. Outside contractors working on-site 
 F. Anyone attending a school function or activity 
 
3570 RELATIONS WITH VENDORS 
 
Visits and interviews with representatives of textbook companies, suppliers, and commercial 
enterprises are left to the discretion of the principal or business agent.  Ordinarily, good 
administration demands that agents be interviewed by appointment only, in order not to 
interfere with the planned activities of the school personnel. 
 
3575 FINGERPRINT CLEARANCE FOR EMPLOPYEES OF INDEPENDENT CONTRACTORS 
 
 A. Contractors for Certain School Services:  If any non-school entity’s employees are 
  assigned to provide any of the following services which may involve contact  
  with students, the entity or contractor must certify in writing to the school that  
  all his/her employees have submitted fingerprints to the DOJ and have   
  been successfully screened for employment by the DOJ.  Services requiring  
  fingerprint clearance are: 
 
  1. Schoolsite janitorial; 
  2. Schoolsite administration and instructional personnel; 
  3. Schoolsite security; 
  4. Schoolsite grounds and landscape maintenance; 
  5. Pupil transportation;  
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  6. Schoolsite food-related. 
 
This requirement is not applicable in an emergency or exceptional situation (such as when pupil 
health or safety is endangered or when repairs are needed to make the school’s facilities safe 
and habitable).  This requirement is also not applicable if the school has determined that the 
employees of the entity or independent contractor will have limited contact with students.  In 
determining limited contact with students, the school shall consider the totality of 
circumstances, including factors such as length of time the contractors are on the school 
grounds, whether students will be in proximity with the site where contractors will be working, 
and whether the contractors will be working by themselves or with others.  If the school has 
made this determination, the school shall take appropriate steps to protect the safety of any 
students who may encounter these employees. 
 
 B. Contractors for Construction or Repair of School Facilities:  If any non-school  
  entity’s employees assigned to construct or repair school facilities will   
  have contact, other than limited contact, with students, the contractor must  
  certify in writing to the school that all his/her employees have submitted   
  fingerprints to the DOJ and have bene successfully screened for employment  
  by the DOJ, unless the school can ensure the safety of students by one or more  
  of the following methods: 
  1. The installation of a physical barrier at the worksite to limit contact with  
   students; 
  2. Continual supervision and monitoring of all employees of the entity by an 
   employee of the entity whose fingerprints have been cleared by the DOJ; 
  3. Surveillance of employees of the entity by a school employee. 
 
3580 PROFESSIONAL DEVELOPMENT  
 
All principals and professional staff are expected to avail themselves of opportunities for 
professional reading, school visitation, conventions, workshops, and other aids for professional 
development. All principals and appropriate staff are required to attend all diocesan-wide 
professional development days. 
 
3590 CATECHIST CERTIFICATION  
 
All teachers and principals in Catholic elementary and secondary schools are required to 
participate in the Diocesan Catechist Certification Program. Current catechist Certification is 
required for advancement on the salary schedule. 
 
The employee agrees to witness support of Catholic gospel values and tradition.  The employee 
also agrees to grow in their understanding of the Catholic faith and to obtain a Basic Catechist 
Certificate or Certificate in the Catholic Faith.  The employee has four years from the date of 
hire to obtain their Catechist Certification.  Basic Certification must be renewed every four 
years. 
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The main goal of Catechist Certification is to: 1) help prepare teachers to have a deeper 
understanding of their (the) Catholic faith, 2) insure that all Catechists have the same basic 
understanding of the Catholic Faith, 3) help teachers become comfortable and competent with 
both the content and the methodology of teaching Religion and 4) help Catholic school teachers 
infuse the Catholic faith throughout the curriculum. 
 
 A. Any teacher or principal holding or in the process of obtaining, a valid Basic  
  Catechist Certificate or a Certification in the Catholic Faith Certificate may  
  advance on the salary schedule. Those with an expired Basic Catechist Certificate 
  or who have not completed the requirements to obtain the Basic Catechist  
  Certificate or a Certificate in the Catholic Faith  within the four-year time frame,  
  will not advance.  
 B.  Basic catechist certification may be obtained through petitioning under the  
  following condition: 
  1. Presentation of official college transcripts showing recent completion of a 
   degree program or college-level course work in religious education from  
   a Catholic College.  Official transcripts must be presented to the Office of  
   Catholic Education.  Depending on the courses taken, some or all of the  
   modules may be waived, with final determination decided by the   
   Superintendent.  
 C. Any teacher or principal who has a current California Catechist Certificate issued  
  by another Diocese will be certified by the Diocese of Fresno, upon verification  
  of the existing Certificate.  Certification from a Diocese outside of California may  
  also be accepted if their requirements are similar to the Diocese of Fresno  
  guidelines. 
 D. The following criteria must be followed to obtain a Basic Catechist Certification: 
  1.  For All Full- and Part-time teachers of religion, School Presidents, and  
   School Principals:  they must obtain within four years of first hire a  
   current Diocese of Fresno Basic Catechist Certificate.  This certificate will  
   expire and must be renewed every four years to retain employment  
   eligibility.  The components of the Basic Catechist Certificate are: 
   a. Completion of the Echoes of Faith Program 
   b. Completion of eight (8) hours of spiritual development 
   c. Full-day attendance at a Diocese of Fresno or Los Angeles   
    Congress 
   d. Observation of a catechist teaching religion 
   e. Observation of teaching religion by a catechist  
 E. To renew your Basic Catechist Certificate every four years, you must complete  
  the following: 
  1. Completion of forty (40) hours of spiritual development 
  2. Full-day attendance at a Diocese of Fresno or Los Angeles Congress 
  3. Observation of a catechist teaching religion 
  4. Observation of teaching religion by a catechist 
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 F. For all other full-time school personnel who do not teach religion, they must  
  obtain within four years of first hire a Diocese of Fresno Certificate in the   
  Catholic Faith.  This certificate is a one-time requirement and does not expire.  If  
  the employee who has obtained a Certificate in the Catholic Faith begins   
  teaching religion, they must convert the certification to a Basic Catechist   
  Certificate within four years of beginning teaching religion fulfilling all   
  requirements of a Basic Catechist Certificate.  The following criteria must be  
  followed to obtain a Certification in the Catholic Faith certificate: 
  1. Completion of the Echoes of Faith Program 
  2. Completion of eight (8) hours of spiritual development 
 G. Each teacher is responsible for keeping track of his/her progress toward   
  certification.  Each principal at the individual school site will verify the accuracy  
  and completeness of the Certification Report form submitted by the teacher and  
  send it to the Office of Catholic Education by the due date each year. 
 
3600 DISCIPLINARY ACTION 
 
Whenever an employee has a performance or conduct problem, the school may take 
disciplinary action.  Disciplinary actions include Oral Reprimand, Written Reprimand, 
Disciplinary Suspension, Disciplinary Probation, Dismissal, or other actions deemed appropriate 
by the school at its sole discretion. 
 
Appeal of Disciplinary Action:  An employee may appeal a Disciplinary Suspension, Disciplinary  
Probation, or Dismissal according to the terms of the Employee Due Process Procedure 
 
3610 ORAL REPRIMAND 
 
An oral reprimand is a formal discussion with an employee about a performance or conduct 
problem.  It is recommended that the principal or other administrative officer summarize the 
oral reprimand in writing and keep it for further reference. 
 
3615 WRITTEN REPRIMAND 
 
A written reprimand is a document presented to an employee regarding a performance or 
conduct problem.  A copy of the reprimand shall be filed in the employee’s personnel file.  
Within five (5) working days following receipt of the written reprimand, the employee shall be 
permitted to file a written response, the original being submitted to the school administrator 
and a copy filed in the employee’s personnel file. 
 
3620 DISCIPLINARY SUSPENSION 
 
After conducting a formal investigation of the employee’s performance or disciplinary problem, 
the school may decide to impose a disciplinary suspension.  A disciplinary suspension is an 
involuntary absence from all employment responsibility without pay.  This suspension must be 
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presented to the employee in writing and must explain the reasons for imposing the unpaid 
suspension.  An exempt employee must be paid for any workweek during which they work.  
Therefore, a disciplinary suspension should be for at least the entire workweek. 
 
3625 DISCIPLINARY PROBATION 
 
An employee may be placed on disciplinary probation for not meeting the performance 
standards or expectations of either the diocese or the school.  To place an employee on 
disciplinary probation, the school shall complete the following procedures: 
 A. Before disciplinary probation is given, a conference with the employee and the  
  principal shall be held. 
 B. After the conference and if disciplinary probation is judged necessary by the  
  principal who has obtained the concurrence of the Pastor (Rector) of the school  
  (if a parish School) or the Superintendent (of a Diocesan Administered School),  
  the employee shall be informed in writing of the reason for the disciplinary  
  probation status, the length of the probation period, and the conditions under  
  which the probation will be lifted. 
 C. While on disciplinary probation, the employee’s supervisor will provide the  
  employee on-going performance review and guidance. 
 D. A written record of the employee’s disciplinary probation shall be kept for  
  reference should more serious employment actions become necessary. 
 
3630 ADMINISTRATIVE LEAVE 
 
When an employee is charged with or accused of committing an act that is unprofessional, 
immoral, illegal, contrary to Diocesan educational policy, or at variance with Catholic doctrine 
or the moral precepts of the Catholic Church which, if true, would warrant Disciplinary 
Suspension, Probation, or Dismissal, the school administrator and pastor/rector (if a Parish 
School), or Superintendent, should immediately place the employee on “Paid Administrative 
Leave” pending the conclusion of the investigation and the resolution of the charge to the 
satisfaction of the school administrator and pastor/rector (if a Parish School), or the 
Superintendent, and in consultation with the Superintendent of Schools and the Director of 
Human Resources. 
 
3640 EMPLOYEE DUE PROCESS PROCEDURE 
 
 A. Purpose:  The purpose of this procedure is to secure a just and equitable   
  resolution of all employee grievances.  All parties involved in a grievance are  
  expected to manifest good faith in their efforts to resolve dispute by maintaining 
  an atmosphere of mutual understanding, confidentiality, and Christian charity. 
 B. Definitions: 
  1. Employee:  An Employee is any person on the payroll of a Catholic school  
   operated by the Diocese of Fresno Education Corporation. 
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  2. Grievance:  A grievance is defined as a claim by an Employee alleging  
   action by the school in violation of: 
   a. A published diocesan or local school policy or procedure 
   b. The written terms and conditions of the employment agreement 
   c. Provisions of federal, state, and/or local law that are applicable to  
    Catholic schools 
A grievance shall not be a question regarding an interpretation whether the lifestyle, personal 
time activity, or professional conduct of the Employee is at variance with Catholic doctrine or 
the moral precepts of the Catholic Church.  All parties agree that the interpretation whether the 
lifestyle, personal time activities, or professional conduct of the employee is a variance with the 
Catholic doctrine or the moral precepts of the Catholic Church shall be determined solely and 
finally by the Bishop of the Diocese of Fresno and his authorized delegates. 
  3. Respondent:  The Respondent is the authorized representative(s) of the  
   school. 
  4. Superintendent:  The Superintendent is the diocesan Superintendent of  
   Catholic Schools.  The Superintendent may authorize a delegate to fulfill  
   all or part of the duties assigned to the Superintendent throughout the  
   due process procedure. 
  5. Day:  A day shall be deemed Monday through Friday excluding federal  
   postal holidays. 
  6. Time Limits and Withdrawal of Grievance:  Failure by the employee to  
   comply with the time limits set forth in this due process procedure  
   and/or failure to comply with the other terms of this due process   
   procedure shall result in the grievance being deemed permanently  
   withdrawn and having been settled on the basis of the last response  
   given by the respondent.  The time limits and other provisions of the  
   grievance procedure may be extended or altered by mutual written  
   agreement of the employee, respondent, and Superintendent.  A   
   grievance not answered by the respondent within the time limit of the  
   appropriate level may be advanced to the next higher level by the   
   employee. 
  7. Due Process Procedure (Grievance Procedure):  This procedure is the sole 
   and exclusive final remedy to any and all grievances arising out of or  
   related to employment. 
 C. Grievance Levels:  An employee having a grievance as defined above shall  
  present the grievance as follows: 
  1. Level One:  When an Employee knows or suspects that a grievance exists, 
   the employee shall confidentially: 
   a. Meet with the appropriate school respondent; 
   b. Declare that he/she is presenting a grievance according to   
    procedures; 
   c. Describe the incident that caused the grievance; 
   d. Identify what policy, procedure, employment agreement, or law  
    was violated; 
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   e. Describe how this grievance can be best resolved; and 
   f. Attempt to mutually resolve the grievance. 
Within five (5) days after the oral presentation of the grievance, the respondent shall orally 
respond to the employee. 
  2. Level Two:  If a mutually agreeable resolution to the grievance is not  
   achieved at Level One, the employee shall have five (5) days from the oral 
   response of the respondent or five (5) days from when the oral response  
   from the respondent was due to submit a written appeal to the   
   respondent and the school’s Pastor/Rector (for Parish Schools), or the  
   Superintendent (for Diocesan Administered Schools).  This written appeal 
   shall be submitted using the Diocese of Fresno, Grievance Petition form.   
   Within five (5) days after receiving the Grievance Petition form, the  
   respondent and the Pastor/Rector or Superintendent shall provide the  
   employee a written response. 
  3. Level Three:  If a mutually agreeable resolution to the grievance is not  
   achieved at Level Two, the Employee shall have ten (10) days from  
   receipt of the written response of the Respondent and Pastor/Rector or  
   Superintendent or within ten (10) days from the date the written   
   response was to be provided to submit a written appeal to the   
   Superintendent.  This written appeal shall be mailed by registered mail to 
   the Superintendent and shall include the following: 
   a. The dates all appropriate levels were satisfied; 
   b. The facts giving rise to the grievance in Level One; 
   c. The Grievance Petition form and, if applicable, the response  
    provided by the respondent and Pastor/Rector or Superintendent  
    at Level Two; 
   d. The specific policy, procedure, agreement, or law alleged to have  
    been violated; 
   e. Any relevant supporting documentation; and 
   f. The resolution desired. 
Within ten (10) days after the Superintendent is in receipt of the written appeal that meets the 
criteria contained in this due process procedure, he/she shall; 
 A. Notify the Employee and the Respondent that a level three grievance procedure  
  has been initiated; 
 B. Request that the employee and/or respondent submit to the Superintendent a  
  written response to issues raised in the written appeal; and 
 C. Appoint an impartial three (3) member Diocesan Reconciliation Committee  
  whose responsibility shall be to: 
  1. Conduct a hearing to determine whether the actions of the Respondent  
   or Employee are in accordance with diocesan or local school policy and  
   procedures, the employment agreement, and/or federal, state and local  
   law; and 
  2. Make a written recommendation to the Superintendent on how to  
   resolve the grievance. 
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The rules for conducting a Diocesan Reconciliation Committee hearing are available upon 
request from the Superintendent.  Within ten (10) days from the date the Diocesan 
Reconciliation Committee hearing has been concluded, the Superintendent shall mail his/her 
written decision to all parties. 
 
3650 EMPLOYEE TERMINATION 
 
If any employee is convicted of a sex offense, controlled substance offense, crime of violence, 
or serious or violent felony, the employee shall be dismissed from employment. 
 
3655 CAUSES FOR DISCIPLINARY ACTION 
 
Examples of acts that may lead to disciplinary action are listed below.  This list is not an 
exhaustive list of types of conduct that may result in disciplinary actions up to and including 
termination.   
 A. Insubordination 
 B. Violation of local, state, or federal law 
 C. Dishonesty 
 D. Falsification of records or information 
 E. Falsification of job application or reference 
 F. Working under the influence of intoxicants or illegal drugs, including legal drugs  
  that are used in an unauthorized manner or by an unauthorized person 
 G. Unlawful harassment including sexual harassment 
 H. Unsatisfactory job performance 
 I. Unprofessional conduct in relation to parents, students, other staff, or visitors to 
  the School or school event  
 J. Breach of professional ethics 
 K. Inability to work co-operatively with supervisors, peers, or subordinates 
 L. Violation of employer rules 
 M. Habitual tardiness, excessive tardiness, or absence from work or from   
  employee's work area 
 N. Disclosure of confidential information 
 
The School may, in its sole discretion, utilize whatever form of discipline is deemed appropriate 
under the circumstances, up to, and including, termination of employment for employee 
violations of these conduct guidelines. The policy of progressive discipline in no way limits or 
alters the at-will employment relationship. 
 
3660 NOTIFICATIONS OF ABSENCE 
 
There may be legitimate reasons for an employee’s absence from work or being late for work.  
All school employees should protect their employment record by avoiding absences except in 
the case of strong or compelling reasons which are defined as real, substantial, or reasonable 
circumstances beyond the control of the employee. 
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All school employees who must be absent from work shall: 
 A. As early as possible, promptly and directly notify the principal or designated  
  delegate before the absence or as soon as possible, thereafter; 
 B. Estimate the amount of time he/she shall be absent from work for the principal  
  or designated delegate; 
 C. Preferably before the absence or as soon as possible, meet with the principal to  
  discuss the reason for this absence and seek the principal’s permission for the  
  absence; and 
 D. Notify the principal or designated delegate every day of absence unless the  
  principal approves other arrangements. 
 
If the employee fails to report for his/her scheduled assignment without compelling reasons as 
determined by the principal, the employee shall be subject to disciplinary action including 
discharge. 
 
If any employee fails to report to work or notify the principal about an absence for a period of 
three (3) working days, the school shall assume that the employee has abandoned the job and 
resigned his/her position. 
 
The principal must keep accurate records of employee absences. 
 
3670 ABSENCE OF PRINCIPAL 
 
If the principal must be absent from work, he/she shall promptly and directly notify the school’s 
Pastor/Rector or the Superintendent of Catholic Schools. 
 
In the case of a principal’s absence, the rights and responsibilities reserved to the principal in 
diocesan policies are transferred to the school’s Pastor/Rector or Superintendent in 
consultation with the Superintendent of Catholic Schools. 
 
3680 PAID LEAVES 
 
3681 FAMILY/SCHOOL PAID OR UNPAID LEAVE 
 
State law specifies that parents, grandparents having custody, and guardians shall be allowed to 
take up to 40 hours a school year of time off from work to participate in their children’s 
activities at any Kindergarten through 12th grade school.  This leave shall not exceed more than 
eight (8) hours per calendar month.  A minimum of seven (7) calendar days of advanced notice 
is required.  Employees shall first utilize accrued personal leave, vacation time, compensatory 
time, or unpaid time off.  The principal may request written documentation of attendance. 
 
 
3682 PAID LEAVE FOR ILLNESS OR INJURY 
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Use of Accrued Paid Leave for Illness, Injury, or Medical Care:  The employee may use all or a 
portion of his or her accrued paid leave during the school year for: 
 A. The personal illness, injury, or medical care of the employee; 
 B. The birth of a child and to care for a new child; 
 C. The personal illness, injury, or medical care of a spouse, son, daughter, parent,  
  grandparent, grandchild, or sibling of the employee; and 
 D. Time off as necessary if the employee is a victim of domestic violence, sexual  
  abuse, or stalking. 
Definitions: 
 A. “Spouse” means husband or wife as defined or recognized under State law for  
  purposes of marriage in the State where the employee resides; 
 B. “Parent” means a biological parent or an individual who stands or stood in loco  
  parentis to an employee when the employee was a son or daughter as defined in 
  (C) below.  This term does not include parents “in-law”; and 
 C. “Child, son, or daughter” means a biological, adopted, or foster child, a stepchild, 
  a legal ward, or a child of a person standing in loco parentis, who is either under  
  age 18, or age 18 or older and incapable of self-care because of a mental or  
  physical disability.” 
Accrual of Paid Leave for Illness, Injury, or Medical Care:  Full-time employees shall accrue leave 
for illness, injury, or medical care with full pay at the rate of one (1) day per month to a 
maximum of ten (10) days during the school year.  Each employee may accrue up to 30 days of 
paid leave; however, once an employee has earned 30 days of accrued leave, the employee will 
accrue no additional paid leave until he/she uses some of the accrued leave.  Accumulated 
leave for illness, injury, or medical care shall be transferred if an employee moves from one 
Catholic school to another Catholic school in the Diocese of Fresno.  Since this paid leave is 
established to ensure an employee’s income during illness, injury, or medical care, no payment 
of unused paid leave for illness or injury shall be given upon termination of employment. 
Part-time Employee Accrual:  Part-time and temporary employees will receive 24 hours of paid 
leave at the start of the school year or the beginning of employment (which ever applies).  
Employees may not use the paid leave until they have completed 90 days of employment.  Part-
time employees who work the full calendar year will receive 24 hours of paid sick leave at the 
beginning of each calendar year.  The employer needs to make sure that employees get notice 
of the paid sick leave policy, in writing, by July 1st or the start of the new school year for school-
year employees.  Also, pay stubs (or other written document received every pay period) must 
show the amount of paid leave available to the employee. 
Insufficient Accrued Paid Leave:  In cases of major illness, injury, or medical care necessitating  
hospitalization, therapy, and/or convalescence beyond an employee’s total days of accrued 
paid leave for illness, injury, or medical care. 
 
3683 CERTIFICATION OF ILLNESS, INJURY, OR MEDICAL CARE 
 
The principal may require from the employee medical certification by a licensed health care 
provider verifying the illness, injury, or medical care.  See Policy 3384 concerning medical 
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certification necessary to return to work after an extended leave for illness, injury, or medical 
care. 
 
3684 MEDICAL CERTIFICATION OF FITNESS TO RETURN TO WORK 
 
If an employee is absent because of personal illness or injury for more than ten (10) working 
days, the principal shall request from the employee written notification from the employee’s 
licensed health care provider stating that the employee is able to perform all the normal duties 
of the employee’s position upon return. 
 
3685 PAID PERSONAL LEAVE FOR FULL-TIME EMPLOYEES 
 
An employee may use all or a portion of his/her accrued paid Personal Leave during the school 
year for personal reasons.  Employees seeking to use their accrued Paid Personal Leave shall 
present to the principal a written request at least five days before the proposed leave.  The 
principal may accept or deny the request at his/her sole discretion based on the staffing needs 
of the school.  In case of an emergency, the principal may also waive the requirement for an 
advanced request. 
Accrual Procedures: 
 A. When an employee has accrued Paid Personal Leave up to the maximum annual  
  accrual cap (see below), no additional Paid Personal Leave will be accrued until  
  the employee has used and reduced his/her accrued Paid Personal Leave to  
  under the annual accrual cap. 
 B. Full-time employees, who have worked less than ten consecutive years at the  
  same Catholic School in the Diocese of Fresno, shall accrue two (2) days of Paid  
  Personal Leave each academic year up to a maximum annual accrual cap of three 
  (3) days. 
 C. Full-time employees, who have worked ten or more consecutive years at the  
  same Catholic school in the Diocese of Fresno shall accrue three (3) days of Paid  
  Personal Leave each academic year up to a maximum accrual cap of four (4)  
  days. 
 
Payment of unused, accrued Paid Personal Leave shall be made up on termination of 
employment at the employee’s regular salary rate at the time of termination. 
 
3686 PAID LEAVE FOR BEREAVEMENT 
 
Every full-time employee is entitled to a paid leave of absence, not to exceed three (3) days 
because of the death of any member of his/her immediate family.  For this policy, “immediate 
family” is defined as an employee’s spouse, children, mother, father, brothers, or sisters. 
 
Bereavement leave shall not affect the number of sick leave or personal leave days accrued by  
employees. 
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3687 PAID LEAVE FOR JURY DUTY 
 
The school shall grant up to five (5) days per year of paid leave of absence to any employee 
called to serve on jury duty.  The employee is required to submit a written request for an 
approved absence as soon as the summons is received.  This paid leave shall be granted with 
pay up to the amount of the difference between the employee’s regular earnings and any 
amount received for jury duty excluding travel reimbursement. 
 
3688 WITNESS DUTY 
 
An employee who is required by law to appear in court as a witness may take accrued paid 
personal time off or unpaid time off for such purposes provided he/she give the Principal 
reasonable advance notice in writing. 
 
If the reason to appear in court is job-related, the school shall pay the time off spent in court.  
In this case, the employee shall pay over to the school any compensation awarded by the court. 
 
3690 UNPAID LEAVES 
 
3691 UNPAID LEAVE FOR EMPLOYEE ILLNESS OR INJURY 
Employees unable to work because of illness or injury, after having availed themselves of all  
accumulated paid sick leave, vacation days (if applicable), and FMLA leave, may request in 
writing an unpaid medical leave of absence up to a period of thirty (30) calendar days within a 
school or contract year.  Medical certification by a licensed health care provider must be 
submitted with the request for unpaid medical leave.  Unpaid medical leave shall only be 
granted upon the written approval of the principal in consultation with the schools’ Pastor and 
the Superintendent of Catholic Schools.  Unpaid medical leave shall not be granted beyond the 
end of a school or contract year. 
 
Unpaid medical leave does not guarantee reemployment at the same or comparable position.  
Employment will end if the employee fails to return to work at the end of the unpaid medical 
leave. 
 
If the employee is unable to return to work at the end of the initial unpaid medical leave, the 
employee may request in writing an additional unpaid medical leave up to a period of thirty 
(30) calendar days within the same school or contract year.  Updated medical certification by a 
licensed health care provider must be provided with the request.  Any extension of unpaid 
medical leave shall only be approved by the principal in consultation with the school’s pastor 
and the Superintendent of Catholic Schools. 
 
Employees granted an unpaid medical leave are entitled to participate in the diocesan benefit 
plans during the period of this leave, except that (1) the employee shall not accrue any paid sick 
leave or vacation days during the unpaid medical leave and (2) in order to continue health 
benefit coverage for 90 days of unpaid medical leave, the employee, if eligible, must elect 
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continuation Coverage within 30 days of the Continuation Coverage notice date.  The cost of 
Continuation Coverage is 100% of the premium cost plus an administrative fee. 
 
3692 UNPAID LEAVE AS PROVIDED BY LAW 
 
Federal and state law specifies that certain “eligible” employees shall be granted up to 12 
weeks of unpaid, job-protected leave for certain family and medical reasons.  Reasons for 
taking this unpaid leave are: 
 A. To care for the employee’s child after birth, or placement for adoption or foster  
  care 
 B. To care for the employee’s spouse, son or daughter, or parent, who has a serious 
  health condition (as defined under the law) 
 C. For a serious health condition that makes the employee unable to perform the  
  employee’s job 
 
Employees who are disabled because of pregnancy, childbirth, or related medical conditions, if 
otherwise eligible, are entitled to take an unpaid leave up to four months. 
 
All employees who desire such leave should request it in writing using the Application Form for 
Unpaid Leave available from the Office of Catholic Education.  If possible, the employee shall 
provide at least 30 days advance notice when this leave is “foreseeable.”  For those employees 
seeking this leave for medical reasons for themselves, spouse, parent, or child, medical 
certification by a licensed health care provider is required.   
 
This unpaid leave shall be granted in writing after review by the principal in consultation with 
the school’s pastor and the Superintendent of Catholic Schools to ensure eligibility for the 
unpaid leave and agreement by the employee to any conditions which may apply.  Employees 
granted this leave are entitled to participate in the diocesan benefit plans during the period of 
the leave. 
 
At the end of this leave within a contract year, the employee shall be restored to his/her 
original or equivalent position.   
 
3693 GENERAL UNPAID LEAVES OF ABSENCE 
 
General unpaid leaves of absence may be granted without pay, subject to the written approval 
of the principal in consultation with the school’s Pastor and the Superintendent of Catholic 
Schools.  Request for such leaves may be made by full-time, non-introductory personnel only.  
Such requests are to be submitted in writing and, if approved, shall not be granted beyond the 
length of a school year nor employment contract.  Participation in diocesan benefit plans is 
suspended during the period of such leave.  A general unpaid leave of absence does not 
guarantee reemployment. 
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3694 EMPLOYEE REIMBURSEMENT 
 
For an employee’s absence from work not covered by paid time off, other than those paid and 
unpaid leaves mentioned above, the employee shall need to have the number of hours lost 
deducted from a pay period or across several pay periods depending on the wishes of the 
employee. 
 
3700 PERSONAL APPEARANCE 
  
The school’s employees are representatives of the school’s community and are expected to act 
accordingly, particularly when on the school’s premises or when attending any school event or 
acting on behalf of the school. Employees are expected to use common sense and good 
judgment with regard to their dress and appearance and to maintain an appropriate image 
consistent with the school’s purpose and their own job responsibilities. If employees have any 
questions as to what constitutes proper attire within the school, they should consult the 
principal.  
 
To present a professional image to students, parents, and the larger community, all employees 
are to observe good habits of grooming and personal hygiene.  
Customary dress for employees at a minimum should be business casual, that is, dress shirts 
and dress trousers, non-athletic, dress shoes for men; and dresses, slacks, or skirts, blouses, 
sweaters, and non-athletic, dress footwear for women. Women’s blouses and sweaters should 
not be low-cut or immodest.   
 
Maintenance staff and physical education teachers should wear standard work clothes as 
defined by the principal.   
 
Reasonable accommodation will be made by the principal for health reasons.   
 
Employees’ overall appearance should be professional. Employees’ dress should not be in 
conflict with the school’s student dress code policy in terms of appropriateness. Specific 
events may require more formal attire, in which case the administration will announce such 
changes.  
 
The following guidelines must be adhered to by ALL faculty and staff: 
 A. Political pins/buttons or signage may not be worn. 
 B. Informal clothing, such as t-shirts, tank-tops, sweatshirts, sweatpants, jogging  
  suits, and indoor hats are not permitted.   
 C. Cut-outs and holes in clothing are not permitted. 
 D. Miniskirts, casual shorts, jean overalls, tight clothing, neon or fluorescent colors,  
  and camouflage or military fatigues are not acceptable. 
 E. Skirts and dresses should not be shorter than 2 inches above the knees.   
 F. Spaghetti straps or revealing dresses/tops are not appropriate. 
 G. Tattoos should be covered. 
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 H. Piercings of the ear should be moderate. 
 I. No facial piercings are allowed. 
 
3710 BENEFITS AND ELIGIBILITY 
 
3711 HEALTH INSURANCE BENEFIT 
 
Basic Insurance Coverage:  Full-time school employees who qualify for health insurance as 
determined by the provisions of the diocesan plan may elect single only medical, vision, and 
dental insurance coverage at no charge to the employee.  Employees who elect employee and 
spouse, or family medical, vision, and dental insurance coverage will pay a diocesan determined 
cost on a pre-tax basis. 
 
Premium Insurance Coverage:  Full-time school employees who qualify for health insurance as 
determined by the provision of the diocesan plan may elect single, employee and spouse, or 
family medical, vision, and dental insurance coverage at a diocesan determined cost to the 
employee on a pre-tax basis. 
 
Employee Cost:  While benefited employees will be responsible for a portion of the cost of their 
coverage on a pre-tax basis as determined by the Diocese, no employee shall be requested to 
pay any additional amount to the school for any portion of the school’s allocated costs. 
 
3712 RETIREMENT BENEFIT 
 
Full-time school employees who qualify for the retirement program as determined by the 
provisions of the diocesan plan shall be enrolled in the program. 
 
3713 SOCIAL SECURITY BENEFIT 
 
All school employees shall participate in the federal social security program.  Both the employer 
and employee shall contribute to the program as required by law. 
 
3714 LIFE INSURANCE BENEFIT 
 
Full-time school employees who qualify for life insurance as determined by the provisions of 
the diocesan plan shall be offered life insurance. 
 
3715 DISABILITY INSURANCE BENFIT 
 
Full-time school employees who qualify for long-time disability insurance plan as determined by 
the provisions of the diocesan plan shall be provided long-term disability insurance.  
Elementary school employees may elect to “buy up” or enhance the benefit formula for long-
term disability insurance coverage as determined by the provisions of the diocesan plan by 
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completing a registration form and authorize a payroll deduction.  Secondary school employees 
already receive the maximum coverage available. 
 
Full-time school employees are eligible to participate in the voluntary short-term disability 
insurance plan as determined by the provisions of the diocesan plan.  Employees electing to 
participate in the diocesan voluntary short-term disability insurance plan must complete a 
registration form and authorize a payroll deduction. 
 
3716 WORKER’S COMPENSATION BENEFIT 
 
All school employees shall participate in the Worker’s Compensation program. 
 
3717 CONTINUATION OF HEALTH INSURANCE AFTER EMPLOYMENT ENDS 
 
In consideration for the well-being of its full-time employees whose employment has ended 
and their covered dependents, the Diocese of Fresno voluntarily provides its former full-time 
employees an opportunity to purchase and participate in a limited continuation of health, 
dental, and vision coverage in force at the time of the employee’s departure from employment.  
The employee shall be responsible for the full cost of the premium plus any administrative fees 
associated with the continuation coverage plan.  Continuation insurance is available for a 
limited period of time as determined by the provisions of the plan.  The employee is responsible 
to notify the diocesan Director or Human Resources of any qualifying events if continuation of 
coverage is to be initiated. 
 
3718 BENEFITS NOT PROVIDED 
 
The Diocese of Fresno is exempt from and does not participate in certain benefit programs, 
including but not limited to the following:  State Unemployment Insurance, COBRA, California 
State Disability Insurance (SDI), and California Paid Family Temporary Disability Leave Insurance 
(FTDDI). 
 
3720 INSTRUCTIONAL AIDES  
 
3730 INSTRUCTIONAL ASSISTANTS/AIDES 
 
School administrators should establish an organized instructional assistant/aide program. These 
instructional assistants/aides may be persons who directly assist teachers in their work with 
students, or persons who assist in extracurricular activities, office work, lunchroom, and 
playground management.  
 A. Instructional assistants/Aides are expected to comply with all Diocesan and  
  school policies. 
 B. An in service program is recommended for aides before and during their time of  
  service in the school.   
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 C. Completed and have in personnel file the requirements from the Non-Exempt  
  Classified Personnel Guidelines 
 
3740 STUDENT TEACHERS  
 
Student teachers, if available, shall be assigned by the principal to a classroom teacher for 
guidance and supervision. A student teacher is expected to abide by Diocesan and school 
policies and procedures during his/her term as a student teacher. 
 
3750 TRANSPORTING STUDENTS 
 
Schools are encouraged to reduce diocesan vehicle use and the transportation of students to a 
minimum.  Whenever possible, schools should use chartered transportation for field trips and 
student activities. 
 
3760 SCREENING OF DRIVERS 
 
 A. Employee Drivers:  Before a school directs an employee to use a school-owned  
  or personal vehicle for any reason including driving alone or transporting   
  students, employees, or volunteers, the schools shall screen that driver and have 
  the driver annually complete the Diocese of Fresno Employee Driver Statement  
  which can be found in the Diocese of Fresno HR and Risk Manual.  All employee  
  drivers must meet the requirements listed in this statement. 
 B. Volunteer Drivers:  Before a school allows a volunteer to use a personal vehicle  
  for transporting students, employees or other volunteers, the school shall screen 
  that driver and have the driver annually complete the Diocese of Fresno   
  Volunteer Driver Statement which can be found on the Diocese of Fresno   
  website.  All volunteer drivers must meet the requirements listed in this   
  statement. 
 
3770  EXTRACURRICULAR ACTIVITY SUPERVISION 
 
 A. Teachers who supervise students before or after school for club meetings,  
  academic or speech teams, student council, athletics, performing arts, or any  
  other extra-curricular activity must inform parents as far ahead of time as  
  possible about the times and requirements for students involved in these  
  activities. 
 B. Attendance must be kept. 
 C. Adherence to published times must be observed (avoid extending practice or  
  ending early). 
 D. If an activity must be cancelled, notification to parents, teachers, and Extension  
  personnel must be communicated as soon as possible. 
 E. Supervisors must be in the assigned meeting place on time to receive students.  
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 F. Students may never be left unsupervised in the gym, classrooms, or any part of  
  the school facility. 
 G. At the end of an activity, students may not wait for their parents outside the  
  building or off-campus. Parents must come to the place of practice or meeting  
  and sign the student out with the supervisor or supply the supervisor with a note 
  from the parent if the child is to leave with another family.  Identification should  
  be checked against emergency cards if the adult picking up the child is not  
  recognized.  
 
Volunteers 
Volunteer personnel are expected to comply with all Diocesan and school policies. Volunteers 
who have contact with children, or who work with children without direct and immediate 
supervision of a paid staff member, must receive DOJ fingerprint clearance and be compliant 
with diocesan Safe Environment training before beginning their volunteer duties.  
 
3775 VOLUNTEER POLICIES 
 
The president and/or principal or his /her designee is responsible for the recruitment, selection, 
orientation, in-service, and supervision of all school volunteers.  The service of a volunteer may 
be discontinued at any time as determined only by the president or principal who will notify the 
Pastor/Rector or Superintendent.  The orientation of all volunteers shall include a review of the 
school’s Safe Environment Program and its safety rules and procedures. 
 
Volunteers who whose work assignment brings them into contact with students (e.g. classroom 
aide, sports and extracurricular activity coordinator or assistant, office assistant, lunch room, 
playground, or traffic safety supervisor, etc.) shall be fingerprint cleared as required by 
diocesan policy and periodically monitored by a school employee. 
 
3780 PERSONNEL DOCUMENTS REQUIRED FOR VOLUNTEERS 
 
As a condition for school volunteer status, the following volunteer personnel documents shall 
be retained by the school: 
 A. Basic information and data on the volunteer (e.g. parent school registration  
  information, an application form, or resume); 
 B. For those volunteers required to be fingerprint cleared by diocesan policy,  
  written notification from the diocesan Fingerprint Coordinator that the   
  volunteer’s fingerprints have been successfully processed and cleared; 
 C. Signed Safe Environment Code of Conduct and within 60 days of beginning  
  service, current Safe Environment training Certificate of Completion; 
 D. A completed TB Risk Assessment Questionnaire, renewed every four years, 
 E. Any other documents as determined by the school administrator. 
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3800 HARASSMENT 
The Diocese of Fresno is committed to creating a school environment that fosters inclusion and 
is free from illegal harassment.  The Catholic schools and licensed preschools of the diocese of 
Fresno do not tolerate verbal, physical, visual, or electronic conduct that unlawfully harasses 
another employee, volunteer, or student.  Illegal harassment may occur between employees, 
between employees and volunteers and/or students, between volunteers, between volunteers 
and students, or between students. 
 
Discrimination:   The Diocese prohibits unlawful harassment because of race, religious creed, 
color, national origin, ancestry, physical handicap, mental condition, age, or any other basis 
protected under federal, state or local laws. 
Sexual Harassment:  The Diocese specifically prohibits unlawful sexual harassment.  Types of 
conduct which may constitute unlawful sexual harassment include, but are not limited to 
unwelcome sexual advances, requests for sexual favors, harassment due to sexual orientation, 
and/or other verbal, physical, or visual conduct of a sexual nature when any or all of the 
following occurs: 
 A. Submission to such conduct is made either explicitly or implicitly a term or  
  condition of a person’s employment, advancement, or 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 of effect of unreasonably interfering with an  
  employee, volunteer, or student’s performance or creating what a reasonable  
  person would consider an intimidating, hostile, or offensive working or learning  
  environment. 
 
Sexual harassment that involves a child may fall into the category of child abuse. 
 
Violation of this policy will result in disciplinary action, up to and including the discharge or 
expulsion of the harassing person.  Disciplinary action will also be taken against administrators 
and/or supervisors who are aware of harassment and fail to act to prevent or remedy this 
situation. 
 
3810 HARASSMENT PROCEDURES 
 
 A. Notification of Suspected Illegal Harassment 
  1. Any employee or volunteer who experiences or observes harassing  
   behavior should: 
   a. When possible, confront the harasser and ask him/her to stop.   
    The harasser may not realize that his/her behaviors are offensive.  
    Sometimes a simple confrontation will end the situation. 
   b. Advise the school site supervisor, file an oral and written   
    complaint or grievance with the school administrator, file an oral  
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    and written complaint with the Superintendent of Catholic  
    Schools, or any combination of the above.  Employees or   
    volunteers should report observed harassment even though they  
    were not the subject of the harassment. 
  2. Any student who experiences or observes harassing behavior should  
   contact any school administrator, teacher, or counselor. 
 B. School Response 
  1. Upon receipt of a notification of suspected illegal harassment, the school  
   administrator shall either promptly, thoroughly, and confidentially  
   investigate the complaint and submit documentation of his/her   
   investigation to the Superintendent of Catholic Schools or direct the  
   complaint to the Superintendent for his/her response.  The school  
   administrator shall carefully follow the “Response Actions” listed below. 
  2. If the notification of suspected illegal harassment is directed towards the  
   actions of the school administrator, the complaint shall be directed to the 
   Superintendent. 
 C. Diocesan Response 
  Upon receipt of a notification of suspected illegal harassment, the   
  Superintendent shall entirely, promptly, thoroughly, and confidentially   
  investigate the complaint and submit documentation of his/her investigation to  
  the Vicar General of the diocese of Fresno or direct the complaint to the   
  diocesan Sensitive Claim Team for its response. 
 D. Response Actions 
  All allegations of harassment shall be taken seriously and promptly investigated.  
  If child abuse is suspected, the reporting requirements of state law shall be  
  followed. 
 
  The local or diocesan investigating agent upon receiving notification of   
  suspected illegal harassment shall take the following steps: 
  1. The investigating agent shall confer with the complainant in order to  
   obtain a clear understanding of the complaint. 
  2. The complainant alleging harassment shall be asked to complete a  
   formal, written complaint by the investigating agent. 
  3. The claim shall be investigated thoroughly by the investigating agent.   
   The investigating agent shall meet with any person reasonably   
   believed to have relevant knowledge concerning the complaint. 
  4. Confidentiality shall be maintained as much as possible. 
  5. The investigating agent shall meet with the charged party in order to  
   obtain a response to the complaint. 
  6. The charged party shall be directed: 
   a. Not to communicate with the complainant with regard to any of  
    the charges; 
   b. Not to associate with the complainant at any time without   
    supervision until the complaint is resolved; and 
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   c. Not to take any actions that may be interpreted to be retaliation. 
  7. If deemed appropriate, the investigating agent may suspend or place on  
   administrative leave the alleged harasser during the course of the   
   investigation in accordance with diocesan policies. 
  8. During investigations of sexual harassment, at the request of any person  
   interviewed, an adult of the same gender shall be present and conduct  
   the interview. 
  9. Giving due and reasonable consideration of all factual information and  
   the circumstances (including the nature of the complaint and the context  
   in which the alleged conduct occurred), the investigating agent may: 
   a. Attempt to resolve the matter informally through conciliation; 
   b. Impose any disciplinary action deemed appropriate, up to and  
    including termination of employment or volunteer service, or  
    expulsion in accordance with. 
  10. If harassment occurred, the investigating agent shall: 
   a. Take reasonable steps to protect the complainant and others  
    from retaliation or further harassment; 
   b. Notify the complainant or, in the case of the harassment of a  
    minor student, the parent or guardian of the minor student that  
    disciplinary action has been imposed. 
 E. Dissemination of Policy 
  These harassment policies shall be displayed in a prominent place and   
  circulated to all school programs and notice of these policies shall be   
  incorporated in existing employee, volunteer, and student handbooks.  All  
  employees shall be instructed on these policies and shall be required to sign a  
  statement that they have been instructed in their professional responsibilities  
  regarding unlawful harassment.  Age appropriate training on these harassment  
  policies and on the prevention of unlawful harassment shall periodically be held  
  for employees, volunteers, and students. 


