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SERIES 6000 
 

BUSINESS & OPERATIONS 
 
6000 BUSINESS 
 
Canon 1284, from the revised Code of Canon Law, effective November 27, 1983, states that all 
administrators are to perform their duties with the diligence of a “good householder.” Schools 
will need good internal accounting controls to assist our “good householders” in their role. A 
paper on Diocesan internal controls, issued by the United States Catholic Conference in 1995 
recognizes that people, not policies, determine whether a system of internal controls will 
function properly. Therefore, it is important that our people be properly trained in their 
responsibilities and limits of authority. 
 
6010 INCORPORATION  
 
Schools are parish property and, therefore, belong to the “corporation sole.” No school group, 
board, club, etc. can incorporate as a separate entity. They may not incur any debt or make a 
contractual agreement in the name of the school. 
 
The tax identification number for all school or school organization accounts is 94-1347028.  No 
other tax identification number may be used.  This tax identification number may not be used 
for any other accounts without the expressed written permission of the Bishop. 
 
Each school group, commission, club, etc. operates for the sole benefit of the school under the 
authority and supervision of the Principal, Pastor, Office of Catholic Education (OCE), and a 
finance committee. Each school group, commission or club should use the Federal Employer 
Identification Number (FEIN) of the parish, and is not allowed to apply for its own FEIN.  
 
6011 BORROWING  
 
Since the Diocese is a “corporation sole,” borrowing depends on the signature of the Diocesan 
Bishop.  No school shall borrow money except through the processes established by the 
Diocese. 
 
6020 DIOCESAN ASSESSMENTS  
 
To support the mission of the Office of Catholic Education (OCE), a per-pupil assessment is 
levied on each student for all preschools, elementary schools, and high schools in the Diocese 
of Fresno.  The assessment is recommended by the Superintendent of Catholic Schools and 
approved by the Diocesan Finance Council and Diocesan Bishop. This assessment provides 
compensation for executive management services performed by the OCE.  This tax is based on 
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the current year’s fall enrollment as of the second week of school.  It is payable to the OCE no 
later than October 1st. 
 
6050 BUDGET PREPARATION  
 
The budget is the school’s annual plan presented in dollars.  It is a financial plan showing where 
the school is headed during the next year. Schools are required to develop and implement an 
annual budget, which must be submitted to the OCE for review and approval. The budget must 
also be reviewed and formally approved by Parish Finance Council and Pastor in a Parish 
Administered School, or to the parish Finance Council and Superintendent for a Diocesan 
Administered School.  The school is a parish ministry owned by the parish and for which parish 
is financially responsible. 
 
Guidelines for the preparation of the annual budget are through in-service training programs, 
and in other literature presented by the OCE.   
 A. Schools must use a Diocesan-approved chart of accounts for budgeting and  
  accounting.  
  1. School accounting is to be performed using QuickBooks Pro software. 
  2. The Assistant Superintendent helps bookkeepers establish the chart of  
   accounts and provides training in its use. 
 B. The budgeting process for the new school year will begin in the February-March  
  timeframe.  
  1. The school’s fiscal year is from July 1 through June 30 
  2. The bookkeeper, along with principal and advisory board input,   
   completes the budgeting process and develops tuition rates for the new  
   school year. Both principal and pastor sign the approval form for next  
   year’s tuition rates and submit to the OCE. 
 C. The OCE is responsible for reviewing and approving (i) tuition rates and (ii) the  
  budget before it is presented to pastor and parish finance council for review and  
  approval. 
 D. The pastor and parish finance council must review and formally approve the  
  budget, with note to the amount and types of financial support requested of  
  parish by school. Any subsequent pastor and parish finance council-directed  
  budget changes must be reviewed and approved by the OCE. 
 E. Teacher contracts will not be issued for the upcoming school year unless and  
  until the budget is approved by the Superintendent. 
 F. The school shall review and amend its school’s budget by September 30 if the  
  school’s projected enrollment and tuition income estimates were significantly  
  below the school’s actual enrollment or tuition income.  All adjusted budgets  
  must be submitted to the OCE for review by October 15th. 
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6100 REVENUE - SCHOOL INCOME 
 
The normal sources of school income are tuition and fees.  It is the responsibility of each school 
to generate the income necessary to operate and maintain the school.  The pastor/rector has 
the final responsibility to comply with diocesan policies, regulations, and practices.  The major 
supplementary source of income for elementary schools is parish subsidy according to the 
resources of the parish together with fundraising and other advancement or development 
activities. 
 
6110 INCOME REPORTING  
 
All tuition revenue, registration fees, and accounts receivable shall be properly presented in the 
financial statements of the school using the accrual method of accounting.   
 A. All revenue and receivables should include all services rendered or items sold,  
  and be complete and properly recorded as to account, amount, and period  
  earned.   
 B. All donations and grants received by the school are recorded as unconditional  
  support unless there are relevant restrictions and/or requirements related to the 
  time or manner of use as imposed by donors.  In which case, donations and  
  grants should be recorded as either temporarily restricted or permanently  
  restricted as to use. 
 C. All grants are based upon requirements of each grant agreement.  The specific  
  items for each grant will be itemized and be complete and properly recorded  
  using the period received and when fund are allocated. 
 
6120 TUITION RATES  
 
Given the geographic diversity amongst Catholic schools, uniform tuition rates across all schools 
are not required by the Diocese.  Tuition rates are developed by the principal and their School 
Advisory Board based on each school’s budget.  The pastor/rector and the school’s financial 
administrator, in consultation with the local school advisory board, shall establish the school’s 
tuition schedule in conformity with diocesan policy. 
 
The determination of the school’s rates should be guided by the following principles: 
 A. Within the limits imposed by the socio-economic character of the school’s  
  attendance area, serious effort shall be made to defray the actual per pupil cost  
  of instruction by way of income from tuition, fees, gifts, bequests,    
  endowments, foundation grants, alumni activities, and parent/student fund- 
  raising. 
 B. The actual per pupil tuition should be charged for each child in the family;  
  however, the school may set discounted tuition rates for additional children  
  from the same family. 
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6130 DONATIONS, GRANTS AND BEQUESTS  
 
The pastor and principal may accept on behalf of, and for the school, any bequest or gift of 
money or property for a purpose deemed to be suitable, and to utilize such money or property 
so designated. Real estate may not be accepted without prior approval of the CFO and Diocesan 
Bishop. 
 A. To be acceptable, donations, grants and bequests must satisfy the following  
  criteria: 
  1. Place no restrictions on the school program. 
  2. Not be a liability for the school. 
  3. Not be in conflict with any provision of the Diocesan or local school  
   policies. 
  4. Not begin a program which the school would be unwilling to take over  
   when gift or grant funds are exhausted. 
  5. Not imply endorsement of any business or product. 
  6. Except for real property, all donations, grants, and bequests shall become 
   the school’s property. 
  7. Real property, vehicles, and any other property requiring title and/or  
   registration must be held in the name of “The Roman Catholic Bishop of  
   Fresno, a Corporation Sole.”  Title to real estate and vehicles must be  
   held by an individual for a transfer to be valid, and the corporation is  
   recognized as a separate legal entity, whereas, parishes and schools are  
   not separate legal entities. 
  8. Financial instruments such as stocks and mutual funds can be accepted  
   with the assistance of the CFO. 
  9. The fact and concept of restriction of funds is absolute, whether that  
   restriction is specific or general.  In rare and unusual cases, relief from an  
   unrealistic restriction may be obtained through the diocesan Vicar  
   General and the diocesan attorney. 
  10.  When funds are made available to the parish or to the school and those  
   funds have been designed by the donor for a specific use or purpose, the  
   funds are considered restricted and may not be used for any other  
   purpose without the donor’s written permission. 
   Funds given to the school or parish with the requirement that they be  
   used at the discretion of the pastor or principal are to be considered as  
   restricted.  It is the responsibility of the recipient to specify the purpose  
   for which the funds are to be used, to obtain the donor’s consent, if  
   possible, and to determine that the funds are expended for the designed  
   purpose.  This designation may be changed at a later date, but the  
   donor’s consent should again be solicited.  Specific gifts shall not be  
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   channeled into ordinary operation budgets, except for special programs  
   or facilities. 
  11.  The restriction on any fund-raising can be implied as well as explicit.  If  
   the school, school-related organization, or the parish undertakes to raise  
   funds for a specific purpose, then the announcement of that purpose at  
   the time of solicitation establishes a restriction on the fund.  Accordingly,  
   in setting fund-raising goals, officials of school related organizations shall  
   consult with the pastor and principal to avoid restricting major funds to  
   purposes that do not merit priority in the school’s special needs.  Funds  
   raised in excess of what is needed to accomplish the restricted purposes  
   are still obliged to be spent for those restricted purposes unless sufficient 
   amounts of donated funds are released for another purpose by the  
   donors. 
  12.  When funds are received through estates, wills, bequests, and probate  
   distributions, any legal restrictions are to be met.  Upon notification that  
   the school has been named the beneficiary of an estate, an estate file is  
   to be opened in the Chancery Office and all distribution papers are to be  
   signed in the Chancery Office. 
 
6200 SALES TAX 
 
Whenever the school sells books, supplies, uniforms, or any other tangible personal property 
for profit, it is necessary for the school to obtain a seller’s permit from the nearest local office 
of the State Board of Equalization.  Before a school applies for a seller’s permit, the Office of 
Catholic Education must be consulted. 
 
Each and every school engaged in sales for profit shall have on file at the Office of Catholic 
Education, a statement and description of any operation conducted for profit run by the school 
itself. 
 
Accurate records of taxable sales must be maintained and are subject to audit by the State.  
Reports are to be made and sales taxes on school sales income remitted to the State in accord 
with regulations of the Board of Equalization. 
 
6210 TAXABLE AND NON-TAXABLE FOOD ITEMS 
 
Schools do not need a permit to sell meals or food products for human consumption except 
under the following conditions: 
 A. When the school owns vending machines, part of the gross receipts is subject to  
  tax.  The amount is determined by current state sales and use tax regulations. 
 B. When schools or student organizations sell food products to students or to both  
  student and non-students within a place, the entrance to which is subject to an  
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  admission charge, such as a place where school athletic events are held, the  
  sales to both groups are taxable. 
 
 
 
 
6220 EXEMPTIONS FOR NON-PROFIT PARENT ORGANIZATIONS 
 
Non-profit parent/teacher associations and equivalent organizations are consumers of tangible 
personal property which they sell, provided the profits are used exclusively in furtherance of 
the purposes of the organization.  Consequently, sales of tangible personal property (rummage 
sales, cook books, etc.) and food products for the purpose mentioned above are exempt from 
sales tax. 
 
6300 EXPENDITURES  
 
Any purchases on behalf of the school need prior approval from the Administrator.  Purchases 
are to be made in the most efficient and cost-effective manner.  The purchase of goods and 
services from outside vendors is to begin with the initiation of a purchase order through the 
school which shall occur at the time the product or service needs to be ordered, not when it is 
time to pay for the product or service.  A Check Request Form must be submitted for payment 
requests after goods and services are received and for any petty cash reimbursement requests.  
All check requests must have attached documentation to support expenditure, i.e., invoice, 
order form, completed work invoice, receipts, etc.  Sub Fund spending is only possible with the 
advanced consent of the Administrator. 
 
All recorded expenses and cash disbursements should be for goods or services that are 
authorized and received. All expenses incurred for goods or services (and the related accounts 
payable) should be disclosed in the financial statements and properly recorded as to account, 
program, period, and amount.  School purchases are to be made by the principal, or with prior 
principal approval. Purchases are to be within budgetary provisions. Reimbursement for petty 
cash shall be based on receipts or vouchers.  Payments in excess of more than fifty dollars ($50) 
shall be made by check through the regular accounts.  All petty cash funds shall be kept in a 
secure, private place under exclusive control of no more than two responsible persons. 
Expenditures greater than $10,000 must be approved by the Diocesan Bishop prior to vendor 
commitment or deposit.  Expenditures greater than $10,000 require at least three bids or 
quotes before the expenditure can be approved. School improvements and / or repairs must be 
managed through the Diocesan Properties Manager. 
 
6315 CONTRACTUAL OBLIGATIONS  
 
In order to insure a uniformity of action, legal protection and satisfactory workmanship, the 
Bishop has appointed and authorized the Diocesan Building Committee to pass upon all 
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proposals relating to the purchase or sale of property, and the construction or rehabilitation of 
buildings pertaining to the Diocese. 
 
 
 
 
 
6320 PURCHASE AND SALE OF PROPERTY 
 
Before any arrangement shall be made to purchase or sell any property, applications should be 
made, in writing, to the Diocesan Building Committee and the permission of the Bishop, also in 
writing, must be received. 
 
6330 SALE OF PROPERTY 
 
In the case of the sale of property, the following information should accompany the request: 
 A. Location of property; 
 B. Dimensions of property; 
 C. Improved or unimproved property; 
 D. Proximity of property to church, rectory, school, or convent; 
 E. Possible need of property in future for parish expansion; 
 F. Name in whom property is vested; 
 G. Original cost of property; 
 H. Present value of property; and 
 I. Complete details of property. 
 
6340 PURCHASE OF PROPERTY 
 
In the case of the purchase of property, the following information should be submitted: 
 A. Location of property; 
 B. Improved or unimproved property; 
 C. Proximity of property to church, rectory, school, or convent; 
 D. Need of property; 
 E. Name in whom property is vested; 
 F. Value of property; 
 G. Selling price; 
 H. Annual taxes; 
 I. How much insurance is carried at present; 
 J. Present restrictions on property; 
 K. Complete details of property. 
 
6350 CONSTRUCTION, REMODELING, RENOVATION, FURNISHING 
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No project of any size over an estimated cost of $5,000.00 may be initiated without prior 
presentation to the Diocesan Building committee.  This refers to site work, building, 
remodeling, renovation, furnishings, or major maintenance. 
 
When there is proposed an expenditure of $5,000.00 or more, the following procedures must 
be followed: 
 A. A request, in writing, must be sent to the Diocesan Building Committee briefly  
  describing the  situation with proposals for the choice of an architect, or   
  contractor, or engineer, etc., according to the nature of the work to be   
  done. 
 B. When upon the recommendation of the Diocesan Building Committee, the  
  permission of the Bishop has been obtained in writing, the pastor may notify the  
  architect, contractor, or engineer who has been approved for the project. 
 C. Preliminary Plans - The architect (etc.) is to present to the Diocesan Building  
  Committee a preliminary sketch (that is a pencil sketch and not the completed  
  plan) together with an estimate of the cost of construction.  The Diocesan  
  Building Committee will, if necessary, consult with the Office of Catholic   
  Education regarding plans for schools and convents and with the Liturgical  
  Commission regarding plans for places of worship. 
 D. Working Drawings – After the preliminary sketch has been approved by the  
  Diocesan Building Committee, the architect will be authorized in writing to  
  proceed with the final working drawings and specifications.  The architect is to  
  present the final working drawings to the Diocesan Building committee for final  
  approval.  When the Diocesan Building Committee has approved these final  
  working drawings, the architect will then submit them for bids to contactors who 
  have been approved by the Diocesan Building Committee.  The policy of the  
  Diocese will favor competitive bidding.  Negotiated contracts will be by way of  
  exceptions. 
 
6360 GENERAL 
 
Special grants, donations, or fund-raising for capital expenditure are subject to the general 
criteria for its, grants, bequests, listed in 6230. 
 
6400 ACCOUNTS  
 
6410 STUDENT ACTIVITY FUND 
 
The collection of money for a Student Activity Fund always requires prior approval by the 
principal.  The distribution of funds requires the authorization of the appointed moderator.  
This fund may be maintained in a separate account. 
 
6420 GENERAL LEDGER  
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The uniform accounting system developed by the Diocese of Fresno shall be used in all 
Diocesan and Parish Administered schools. 
 A. The school will use a general ledger with an approved chart of accounts to  
  record the financial activity of the school.   
 B. The accounting records shall be accurate and prepared and presented to the  
  school advisory and parish finance board on a monthly basis.  
  C.   All bank accounts of any organization, group, or club affiliated with the school  
  must be incorporated into, and be a part of, the school’s accounting system.  All  
  transactions associated with each of these accounts must be individually posted  
  to the school’s accounting system, and become a part of the school’s financial  
  statements.  All supporting documentation; such as check and reimbursement  
  requests, receipts, and invoices must be forwarded to the school bookkeeper bi- 
  monthly, and kept at the school site for the applicable document retention  
  period. The bank statements associated with each of these accounts must be  
  mailed directly to the school address, reconciled by the school bookkeeper on a  
  monthly basis, and be kept in the school office.  
 
6430 FINANCIAL RECORDS 
 
Schools shall keep records of all financial transactions related to the school and keep them 
distinct from all other parish financial records.  They are required to preserve the following 
records in a safe place for five (5) years: 
 A. Payroll records 
 B. Income tax W-2 forms 
 C. Canceled checks 
 D. Bank statements 
 E. Invoices 
 F. Purchase orders 
 G. Tuition and fee ledgers 
 
Bank accounts and all financial records should be balanced monthly.  They should be ready and 
available for inspection at any time. 
 
All government programs (i.e. lunch, milk) require the keeping of special records which are kept 
on file for three (3) years. 
 
Schools shall keep their ledgers permanently.  They shall keep other financial records and 
receipts for the current year and the five previous years.  These records include: 
 A. Monthly financial reports 
 B. Record of checks cashed 
 C. Accounting ledgers 
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6440 BANKING   
 
6441 BANKINGS/SAVINGS ACCOUNTS 
 
All monies raised by Catholic schools and school organizations are raised in the name of the 
church, and, therefore, the Bishop and school pastors (rectors) as the Bishop’s delegates are 
legally and canonically responsible to ensure that these funds are secure and are used for the 
intention for which they were raised. 
 
As approved by the pastor, separate banking and savings accounts shall be established 
exclusively for the schools and its organizations’ funds according to the guidelines established 
by the Diocese of Fresno and the Diocese of Fresno Education Corporation.  These guidelines 
require that: 
 A. All checking and savings accounts established for a school and its organizations  
  shall be under  the name of “The Diocese of Fresno Education Corporation” and  
  shall have added the name of the school and the school organization if   
  applicable.  No school or school organization accounts shall be established in  
  the name of any individual, in the name of the principal in the name of the  
  school or school organization alone, or in the name of the pastor of the school  
  parish.  A corporate resolution authorizing the establishment of these   
  accounts is available from the Bishop’s office. 
 B. All checking and savings accounts established for a school or its organizations  
  shall include the following persons as authorized signers on the account:  the  
  Bishop of the Roman Catholic Diocese of Fresno, the Vicar General of the Roman  
  Catholic Diocese of Fresno, and the pastor (or Superintendent if it’s a Diocesan  
  Administered school). 
 C. All accounts related to the school, including the bank accounts of all school  
  organizations and all the transactions in those accounts, must be reported on the 
  financial statements of the school. 
 D. Bank signature authority and the signing of checks must be independent of the  
  initiator of purchases, receiving, shipping, preparer of checks, cash receipts, and  
  accounts payable. 
 E. Principals may request disbursement from their Deposit and Loan savings  
  account by sending a written request via e-mail signed by principal and pastor of  
  the school to the Superintendent who then makes the request to the diocesan  
  CFO for disbursement.  
 
6442 SCHOOL SUPPORT GROUP FINANCES  
 
A club or organization that operates for the benefit of the school operates under the 
jurisdiction of the principal.   
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 A. The principal, in conjunction with the club or organization, determines the  
  budget for each fund-raising activity.   
 B. All fund-raising events must secure monies daily either in the school’s safe,  
  deposited in a school bank account, or in the school night deposit.  In no case  
  shall monies be left overnight in schools except in a safe provided for   
  safekeeping of valuables. Funds may never be taken home by an individual. This  
  is for the protection of the individual. 
 C. Only the pastor, superintendent, and the principal can be authorized to sign on  
  any and all bank accounts related to the school. If separate bank accounts are  
  maintained for fund raising activities, parent club, or booster club, the principal,  
  along with pastor, are the only authorized signers on the account. Parents,  
  bookkeepers or other faculty members cannot have signature authority (i.e., sign 
  checks) on any of the school’s bank accounts. 
 D. Ideally, certain administrative duties should be segregated as much as possible.  
  For example, the signing of checks should be independent of the initiator of  
  purchases, and individuals performing bookkeeping functions and bank   
  reconciliations. Similarly, bookkeepers should not be responsible for preparing  
  and making bank deposits. 
 E. All bank accounts related to the school must be reported on the financial   
  statements of the school (e.g., PayPal). 
 F. Only Diocese of Fresno employees can collect money. 
 
6443 MONIES IN SCHOOL BUILDINGS  
 
Monies collected by school employees and students shall be handled with prudent business 
procedures.  Under no circumstances should money be left in classrooms overnight. Where 
possible, funds should be collected from students via the school’s tuition management system.  
This could be done either through the school’s annual registration process or incidental billing.   
 
All monies collected at the school shall be receipted (sequentially numbered cash receipt slips) 
and accounted for (in a cash receipts journal) and directed without delay to the school office. 
 
6444 ENDOWMENT FUNDS  
 
Each endowment account using the school’s name must be set up with the Diocese of Fresno.  
Only funds that have been restricted by the donor for a specific purpose may be placed in an 
endowment account. Schools or parishes may transfer money from savings into an endowment 
with the assistance of the Superintendent, Pastor, and the Diocesan CFO. 
 
An endowment account preserves the corpus while allowing schools to use the earnings for 
scholarships, operations, etc. The use of the earnings is restricted to the purpose for which the 
endowment was established.  
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 A. All endowment monies are to be invested with the Diocesan financial   
  management company. No endowments may be established outside the   
  Diocesan financial management company using the school name.  
 B. Quarterly and annual reports are sent from the Diocesan CFO to the pastor of  
  each school and the Superintendent.  This information should be included in the  
  school’s financial statements. 
 C. Schools may request disbursement of their earnings by sending a written request 
  to the OCE via e-mail that has been authorized by the school’s principal and  
  pastor. The OCE will submit the disbursement request to the Diocesan CFO.  
 D. Information on the administration of endowment funds can be obtained from  
  the CFO. 
 
 
6445 FUND-RAISING EVENTS 
 
Schools traditionally help defray expenses and supplement basic school programs by fund-
raising in the school community, parish community, and general community.  The most 
common forms of fund-raising activities are:  festivals and carnivals, programs, dinners, 
auctions, raffles, book fairs, product sales, etc.  These fund-raising events are typically 
sponsored by parent groups and organizations, booster clubs, youth clubs, teachers, students, 
and members of the general school or parish community.  If students will be involved in a 
particular fund-raising activity, the activity must be conducted in accord with Diocesan Safe 
Environment guidelines. 
 
No fund-raising activity or event shall be conducted without formal approval by the school’s 
administrator and pastor/rector.  To obtain the school’s written authorization for a major fund-
raising activity, the sponsor must submit a written fund-raising proposal to the school 
administrator using the Fund-Raising Proposal form that includes the following needed 
information: 
 A. The specific purpose for the fund-raising activity 
 B. An outline and timeline of the proposed fund-raising activity 
 C. The desired fund-raising monetary goal 
 D. An initial working budget for the activity 
 E. The checks and balances methods to be used to safeguard the funds  
 F. A specific plan for using the funds to achieve the purpose of the activity 
 
6450 CONDUCT AND METHODS 
 
In all cases, the sponsoring group and its event exist only for the benefit of the school. 
 A. The conduct of the event and the methods employed by the sponsoring groups  
  should conform to the fund-raising policies of the diocese and tasteful and moral 
  standards appropriate for church activities. 
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 B. When questions of taste, judgment, or the image of the church are involved, it is  
  incumbent on  the sponsors of the event to consult the pastor. 
 C. It is expected that all fund-raising activities shall comply with any and all federal,  
  state, and local laws and regulations including any tax filings and special   
  licenses.  Compliance to the diocesan insurance liability regulations is   
  mandatory. 
 D. Officials of private, diocesan, or inter-parochial schools planning to solicit funds  
  through some  special event or personal appeal should consult and inform the  
  local pastor regarding the event.  When there is no conflict with parish events  
  or appeals, pastors are encouraged to support and  accommodate schools  
  through appropriate announcements, etc. 
 
 
 
 
6452 STATUS 
 
The sponsoring group at all times derives its tax-exempt status because it is a member of the 
Diocese of Fresno Education Corporation and is subject to diocesan policies and regulations.  
Therefore, the pastor is ultimately in charge and responsible for whatever occurs at any of 
these events, whether held on parish premises or away from the parish plant. 
 
Parent or other support groups that lend financial assistance to the school are not to be 
separately incorporated. 
 
6455 SCHOLARSHIP FUND 
 
Each school shall establish a scholarship fund.  The school should have published criteria and 
procedures for obtaining scholarships and should apply them consistently and equitably to all 
qualified recipients. 
 
While the size of such a scholarship fund and its disbursements will vary from school to school, 
the funds shall be distributed on the basis of need only and shall be posted to the tuition 
accounts of grantees. 
 
6460 MONTHLY FINANCIAL REPORTING PACKAGE: SCHOOL  
 
The school bookkeeper must distribute a monthly financial reporting package to the principal, 
pastor, and parish finance council. The monthly reporting package is due before the monthly 
Parish Finance and Advisory Board meetings. The monthly reporting package consists of the 
following documents: 
 A. Monthly income statement compared to budget 
 B. Year-to-date income statement compared to budget variance analysis  
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 C. Monthly balance sheet compared to prior year 
 D. Outstanding accounts receivable balances from the school’s tuition management 
  service provider. 
 E. Parent Club Financial Report  
 F. Monthly financial report from any organization using the school’s name 
 
6470 ANNUAL SCHOOL REPORT CARD  
 
The OCE shall send an Annual School Report Card consisting of enrollment and tuition 
information for all Diocesan schools to each principal. The Annual School Report Card is based 
on each school’s submission of data to the OCE at the beginning of each school year.  
 
6480 INVENTORY  
 
A current inventory of operational and maintenance equipment shall be maintained.  An 
inventory of instructional equipment for each classroom (i.e., iPads, chrome books and other 
technology-related items) shall be maintained. This inventory list must be updated with 
additions and deletions annually. Inventory reports shall be presented to the OCE upon request. 
Reports should include the date of acquisition, the cost or approximate value on the date of 
acquisition and the estimated useful life of the equipment.  Serial numbers, where appropriate, 
must be included. All school equipment must contain identification by marking it with the 
school name.   
 
6500 SALARY AND BENEFITS EXPENDITURES 
 
6510 PAYROLL 
 
It is the policy of the diocese that all salaries shall be paid by check to the school staff on the 
15th and the last working day of each month or period in which payment is due. 
 
6520 LEGAL AND BENEFIT OBLIGATIONS 
 
In parish schools, it is the responsibility of the pastor to observe the legal and financial 
requirements related to employee compensation according to the timeline and directives of the 
government and the diocese. 
 
6600 BUSINESS MANAGEMENT  
 
6610 DEVELOPMENT  
 
Fund raising, development, and long-range planning are necessary operations for the long-term 
sustainability of our schools. The OCE encourages all schools to develop and implement a 
formal, five-year strategic plan.  
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6611 AT RISK SCHOOLS 
  
Upon request from the OCE, those schools with financial challenges must submit a strategic, 
long-range action plan to the OCE. This strategic, long-range action plan must include the 
following: 
 A. An assessment of the current state of the school including Catholic identity,  
  enrollment, test scores, finances, staffing, and facilities. 
 B. A five-year projection based on past trends.  
 C. Five-year goals developed by the school and parish community(ies) describing  
  the desired future of the school. 
 D. Annual objectives and action plans describing a strategy to accomplish the goals. 
 
Annually, these at risk schools must complete the following: 
 A. An annual review/assessment of the accomplished objectives.  
 B. An annual update to the objectives and action plans. 
 
6620 NON-INSTRUCTINAL OPERATIONS 
 
6621 RESPONSIBILITY FOR CLEANING, MAINTENANCE, AND SECURITY OF PLANT 
 
An effective educational program requires clean, safe, business-like, and attractive physical 
facilities. 
 A. The principal is responsible for directing and supervising the custodial staff.   
  He/she shall provide each custodian with a work schedule and shall carry on a  
  continuous inspection of all buildings, equipment, playgrounds, and playground  
  apparatus to discover conditions which might be dangerous to the health, safety, 
  and comfort of the students or personnel.  The principal shall make   
  arrangements for the annual programs of safety inspection, renewal,   
  replacement, and refurnishing for the school and its grounds. 
 B. All personnel shall be responsible for the proper use of buildings, grounds, and  
  equipment in the school. 
 C. All personnel shall immediately report to the principal any defects in building,  
  furniture, or equipment which might prove injurious to the comfort, health, or  
  safety of teachers, students, or other persons. 
 D. All personnel shall assume responsibility for ensuring that the plant is secure  
  from vandalism, burglary, fire, hazard, and faulty equipment. 
 E. It is recommended that all schools have both burglar and fire alarms and, if  
  possible, tied into local fire and police departments. 
 
6622 MAINTENANCE 
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Anyone retained to perform school repairs must provide status as an independent contractor 
by giving the license number and showing the certificate of liability insurance to the 
administrator in charge.  Additionally, the independent contractor must provide a federal 
identification or social security number to facilitate reporting at year-end on form 1099. 
 
Maintenance work done by paid or volunteer help is under the jurisdiction of the pastor who is 
responsible for compliance with the regulations of the diocesan Building Commission and all 
local codes and regulations. 
 
6623 USE OF SCHOOL FACILITIES 
 
To guarantee the proper use of all school facilities, guidelines and procedures which respect 
both the primary character of the school as an educational institution, and the legitimate needs 
of the local Catholic community, shall be developed by the principal in conjunction with the  
local board/education committee and the pastor. 
 
6624 POSTING OF SCHOOL FACILITIES 
 
All school facilities must be clearly and visibly posted as private property to limit civil liability. 
6625 SECURITY OF BUILDINGS AND GROUNDS 
 
Buildings constitute one of the greatest investments of the parish and diocese.  It is in the best 
interest of pupils and parishioners to protect that investment adequately.  Security means more 
than having locks and being sure that they are locked at the proper times.  Security also means: 
 A. Minimizing fire hazards 
 B. Reducing the probability of faulty equipment 
 C. Guarding against the chance of electrical shock 
 D. Protecting from natural hazards and elements 
 E. Protecting from community elements such as traffic 
 F. Keeping records and funds in a safe place 
 G. Protecting against vandalism and burglary 
 H. Protecting from intrusion by unauthorized persons 
 I. Maintaining safe conditions in student traffic areas 
 
The principal, in consultation with the pastor, is directed to establish such rules and regulations 
as may be needed to provide for security in the sense outlined above.  In addition, the pastor 
and principal must acquaint themselves with all local fire regulations relating to security.  The 
use, in buildings and on grounds, padlocks, chains, and other security measure must be in 
accordance with safety and fire regulations. 
 
6626 KEYS 
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All keys used in a school shall be the responsibility of the principal.  Requests for permanent 
issuance of the keys shall be granted only when the employee regularly needs the key to carry 
out normal work activities.  When need for a key is temporary, the key shall be issued on that 
basis.  Keys shall be used only by authorized employees and shall never be lent to pupils.  Keys 
need to be turned in at the end of employment. 
 
The greatest care shall be given to master and sub-master keys.  Master keys shall never be 
lent. 
 
6627 VANDALISM AND THEFT 
 
In the event of illegal entry, theft, vandalism, or damage to school property for which insurance 
claims in excess of $100 will be filed, school administrators shall follow these procedures: 
 A. Call the police to investigate the incident and to file a police report.  A copy of  
  the report must accompany all claims. 
 B. In the event of significant damage or loss, call the Diocesan Risk Manager  
  immediately.  The Diocesan Risk Manager may wish to visit the school during the 
  police investigation. 
 C. Report other losses as soon as possible. 
 D. File the claim and report as directed by the Diocesan Risk Manager. 
 
6628 TELEPHONE 
 
Every school should have a telephone in the school with a listed number.  The principal shall see 
that the telephone is responsibly attended during all times that the school is in session, recess 
and noon periods included, and for a reasonable period of time before the opening and after 
the closing of class sessions. 
 
6629 GENERAL SAFETY 
 
All personnel shall report to the principal any defects in building, furniture or equipment which 
might prove injurious to the comfort, health or safety of teachers, students or other persons. 
 
All directives issued by the Occupational Safety and Health Administration (OSHA) which apply 
to local parish schools must be followed.  Difficulties in implementing this policy should be 
brought to the attention of the pastor.  In the case of secondary schools, such compliance with 
OSHA directives shall be the responsibility of the principal. 
 
Interior and exterior walking surfaces and school parking lots shall be illuminated and 
maintained in order to ensure the safety of school employees, students, and parents.  Seating 
stands and all furniture shall be inspected and maintained in a safe condition. 
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When guard services are hired, it shall be determined that they have public liability insurance 
and that verification of coverage be given to the Diocesan Risk Management Office.  Festival 
companies or other third parties hired to perform a service for the school shall provide similar 
verification of insurance. 
 
6630 INSURANCE 
 
The school principal and pastor shall be responsible for adequate insurance coverage for all 
buildings and their contents through the insurance program administered by the diocese.  Any 
damage to property should be reported to the Diocesan Risk Manager. 
 
The school shall inform the Diocesan Risk Manager of substantial additions to or deletions from 
insured property. 
 
6631 LIABILITY 
 
All activities sponsored by schools, whether on or off the premises, are covered by the diocesan 
liability insurance policy.  All off premises activities must be properly supervised, clearly 
explained to parents, and written permission slips obtained for each field trip. 
 
 
 
 
6632 VEHICLES 
 
The diocese of Fresno shall be responsible for adequate coverage for all school vehicles through 
the authorized diocesan insurance agent.  The school shall inform the Diocesan Risk Manager of 
any change in the vehicular inventory.  Each school shall develop procedures by which it verifies 
that private vehicles, used in transporting students to and from school-sponsored activities or 
in school-sponsored car pools, have sufficient liability coverage in accord with the diocesan 
regulations. 
 
6633 STUDENTS 
 
The Office of Catholic Education shall be responsible for accident insurance coverage for all 
students through the Diocesan Risk Manager. 
 
6634 PERSONNEL 
 
Health Insurance Coverage for all eligible personnel is the responsibility of the Diocesan 
Benefits Coordinator. 
 
6635 CLAIMS 
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All automobile accidents, and other accidents involving serious injury and damage to buildings 
and contents of school, must be reported immediately to the Diocesan Risk Manager. 
 
6640 SCHOOL BUSES  
 
Schools that have bus service shall make sure that all buses are insured and maintained in 
accordance with the directions of the diocesan insurance plan. 
 
The operation of school buses and the licensing of drivers are subject to the regulatory powers 
of the California State Highway Patrol. No school shall operate buses without approved 
equipment and approved drivers. 
 A. School-Owned Vehicles and Busses:  Only screened and designated diocesan  
  employees may drive school-owned vehicles.  No volunteers   
 may drive school-owned vehicles.  Schools that provide school-owned bus   
 service must have written permission from the diocese to do so.  To gain this   
 permission, the school shall certify that it has met all of the regulations, laws,   
 and licensing requirements of the State of California for transporting students.    
 Under no circumstances shall a school operate a bus that is not in good    
 operating condition, has not met all state requirements, and is not driven by a   
 properly trained, screened, and licensed driver. 
 B. Chartered or Public School Busses:  The diocesan preferred method of   
  transporting students for field trips and student activities is a properly certified  
  chartered or public school system’s bus.  Only chartered school bus companies  
  (common carriers) who have a current “Certificate of Insurance” on file   
  with the diocese shall be used.  Under no circumstances shall a school rent or  
  borrow a bus and provide a driver. 
 C. Personally-Owned Vehicles:  When a school must use personally owned vehicles  
  to provide transportation, the school shall require all drivers to be screened  
  according to the requirements of diocesan policies. 
 
6641 FOOD SERVICE 
  
It is the responsibility of the principal and pastor, in consultation with the local school board, to 
determine the type and extent of the local food service. 
 
Under the National School Lunch Act of 1946, any school may be reimbursed for each pupil 
having a Type A lunch, providing the school is operated on a nonprofit basis and a free lunch is 
given to students who cannot pay for it.  The benefits of the National School Lunch Program are 
that they are available to all children from transitional kindergarten through twelfth grade 
attending public and nonprofit schools. 
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Authorization for lunches to be served to eligible students at less than cost may be granted only 
after application from the Federal Lunch Program is made and filed in the principal’s office. 
 
An annual agreement must be made between the State Education Department and the school. 
Claims for reimbursement and a report of all receipts and expenditures must be submitted 
every month. An account of daily meal counts, and all financial transactions involved in the 
program must be maintained and kept on file for audit. 
 
Schools must maintain a separate bank account for the milk/lunch program. This account is 
under the direct supervision of the principal. The state may initiate an audit at any time.  In 
addition, the OCE or the principal may request the state to audit the account. 
 
Each school shall comply with applicable health and safety code regulations regarding the 
operation of a food service.  The local health department has a right to inspect the premises 
and to  make a consumer protection Food Inspection Report.  Reported violations should be 
corrected as indicated. 
 
6650 OTHER RECIEPTS 
 
6651 MISCELLANEOUS COLLECTIONS AND CAMPAIGNS 
 
Any solicitation or collection of money from students is subject to the regulations and 
provisions of this handbook.  Funds collected shall be used for the purposes publicized in 
advance of or at the time of solicitation. 
 
 
6652 COMMERCIAL ENTERPRISES 
 
Commercial enterprises may never promote merchandise directly to students.  Students may 
not act as carriers of brochures or promotional literature on behalf of such merchandise, 
especially literature with attached response cards requesting home addresses.  Schools shall 
neither accept premiums nor permit agents to present lessons or mini-educational programs in 
exchange for the promotion of commercial goods. 
 
Book cover publishers do not, strictly speaking, sell a product to be purchased by the school or 
the parents.  Nevertheless, the principal should scrutinize carefully the business practices or 
any such publisher with whom the school contracts. 
 
6653 PARENT GROUPS’ AND OTHER SCHOOL ORGAINZATIONS’ FUNDS 
 
All major fund-raising activities must be approved by the school’s administrator and pastor 
(rector).  To obtain school approval, the sponsoring group or organization shall submit a written 
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proposal to the school administrator.  The school administrator and school advisory board shall 
review this proposal and shall make their recommendations to the pastor. 
 
The management of all school approved fund-raising activities is an administrative function of 
the school.  The school administrator shall work with the school’s pastor to coordinate and 
integrate the fund-raising activities of the school and its organizations with those of the parish.   
 
All funds raised by a local parent group or other school organization shall be used only for the 
purpose(s) approved by the pastor and principal.  Every groups’ or organizations’ funds shall be 
managed according to diocesan policy and the group or organization’s by-laws that must be 
approved by the pastor and Bishop.   
 
 


