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1 ADMINISTRATION

1.1 Mission Statement

Approved 02/96
Revised 04/98, 02/03, 01/11

Corpus Christi Catholic School welcomes all chifdrenriches their knowledge, nurtures their
faith, and builds their character in a Catholic i€ten environment.
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1.2 Enrollment Guidelines

Approved 2/96
Revised 4/98, 02/03

All families who are parishioners of St. Francis®es or Our Lady of the Lake are expected toelgti
participate in weekend liturgies and participate tire stewardship program. A minimum weekly
contribution will be established by the CounciRa#stors.

Registration dates will be established annuallyetiag to the following priorities:

» Families of students currently enrolled ie orpus Christi Catholic School will be given fipsiority.

*  Families whose older children have completetir education at CCCS and now have a younged chil
that is school-aged will be given second priority.

*  Children of parishioners of St. Francis déeSand Our Lady of the Lake will be given thirdopity.
Within this parameter, families who have been tegesl longest will receive priority.

» Catholics who are not parishioners of eitdeland parish will be given fourth priority.
* Enroliment will then be open to the genenablc.

These are registration deadline priorities. Regfisin requests received after their respectivelldea has
expired will be considered in the order in whichyttare received.



CORPUSCHRISTI CATHOLIC SCHOOL POLICY MANUAL
Section 1 Administration Page 5 of 65

1.3 Age Requirements

Approved 2/96
Revised 2/02, 02/03
Preschool

Children should be three years old by Septembdrthheoyear entering school to be admitted intottiree-
year old preschool program.

Children should be four years old by September thefyear entering school be admitted into the
four-year old preschool program.

The preschool director may make exceptions to tlaege guidelines based upon a child's physical and
emotional development, class sizes, and physichleamotional development of other children enrolled
the program

Kindergarten

Children should be five years old by December 1ltle# year entering school to be admitted into
kindergarten. This is in accordance with statMwhigan guidelines.
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1.4 Vice Principal/Teacher in Charge

Approved 02/96
Revised 02/03

The principal will be required to be absent frormei to time in order to attend scheduled meetings,
workshops, seminars, or for illness, etc. It is essary periodically that decisions or judgments be
promulgated when the principal is absent and cabneotadily reached.

The principal shall be authorized to appoint orseler to serve as an authority to act in his/hecgwhen
not present on site during the course of a regghool day when school is in session. This isanptid
position. However, a stipend may be provided atespoint as determined by the Board of Education.
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1.5 Fundraising by School Organizations

Approved 2/96
Revised 5/01, 02/03

I.  While the primary goal of fundraising is toreaas much as possible for school related reasoiss,
imperative that a high degree of ethics and condremaintained during the course of each project.
II. Goals of our fundraising efforts:
A. Raise money to support school projects, evenitsal uniform purchases, or equipment, as wesll a
development items included in the annual operdiundget.
B. Raise an amount of money that will at leasttniee costs of annual requirements of the approved
fundraising plan.
C. Build parental and student ownership of theosth
D. When student participation in fundraising iguieed, structure fundraisers to promote schoaeyri
stewardship and commitment.
Increase parish and community interest in theal.
Maintain an annual fundraising schedule thditlva distributed to parents prior to the beginnafg
the school year.
G. Project requirements for a rolling three-yaaetframe.
H. Coordinate efforts as much as possible witlerogarish wide fundraising efforts.
lll. The following groups may lead fundraising et
A. Development office of the school.
B. School organizations — Home and School assonijafthletic Boosters, and Band Boosters (when
formalized and approved by BOE)
C. Classroom Teachers and Principal

mm

Note: School clubs such as drama club, ski clubnat permitted to engage in fund raising actisitie

D. Development Office of the School
1. Annual Tuition Assistance Drive
2. Parents & Friends Corporate Annual Appeal
3. Magazine sales
4. Spring Campaign for the General Fund

Note: Students will not engage in development farsihg.

E. School Organizations
1. Major Fund Raising Activities
a. Total of three activities for the year
b. Maximum of two fundraisers may include studentsirggl‘commercial” items
c. Annual raffle event

2. Other Fund Raising Activities
a. Sweats/Spirit Clothes and School Store Items
b. Book Fair
c. Pop Cans for Science
d. Concessions at Sporting Events
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F. Classroom Teachers/Principal

(These activities should not involve the sellingcommercial goods.)

1. Stewardship Projects — These activities endhgestudents in raising money for a charitable
cause. As an outcome of this activity, student$ learn to be good stewards. Stewardship
projects may be sponsored by a classroom teackiempwor approval by the principal or may be
sponsored by the principal. (Examples- bake saégathon, “Jesus money”)

2. Eighth grade class trip — Sponsored by the laiddhool classroom teachers and approved in
advance by the principal.

IV. Scheduling of fundraisers and determinationisdge:

A. A representative from each organization willdssigned to the fundraising committee each yedr an
will be expected to provide all necessary inputbahalf of their respective organization. The
development committee chairman will chair the faising subcommittee.

B. The development committee of the BOE will bgpansible to submit a plan to the BOE by its April
meeting of each year, including proposed usageheffunds raised. Usage for large capital
expenditures will be determined in consultationhwibe Council of Pastors. The development
committee is charged with developing a coordingikech for each year and the rolling three-year
plan.

C. The annual plan will need to be approved byB®& no later than the Board’'s May meeting.

D. Should changes in the priorities arise throuwghthe year, the fundraising committee must
reassemble and revise plans as required. Dewafiiom the plan must be reported to the BOE.

E. Approval of the plan serves as authorizatiodisburse funds; however, any capital expendituer o
$1500 will need approval from BOE prior to spendirig the event funds are raised in excess of or
fall short of the annual plan needs; the orgaroratiesponsible for the fund raising efforts will
determine appropriate action. All funds remainittighe end of the year will be carried forward for
use in the following year.

F. The annual plan will be mailed to parents befire beginning of the school year, as well as, any
revision to the plan throughout the year. Thernm@tion should provide details that allow parents
to understand intended usage of funds, fundrayper, and timing.
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1.6 Collection of Money

Approved 2/96
Revised 6/00, 02/03

Only the school principal may authorize the coltmttof money from students/parents. A request for
“Collection of Money” form must be completed atde&wo weeks prior to the collection. The principall
provide written notice of authorization to pareim®ach case that a collection is approved.

Appropriate purposes include lunch, class tripg,'@pecial” collections; e.g., aid for disasterntis.
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1.7 Dress Code

Approved 2/96
Revised 6/00, 02/03

Corpus Christi Catholic School will have a unifocode. This code ensures that the social presstieggre
and its implications upon young people will notegtfthe educational process. The code will streagness
and cleanliness. The uniform code will be establisby the principal, in consultation with the Ho&e
School Board and the Executive Committee of ther@o& Education. It will be published annuallytire
Parent-Student Handbook.
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1.8 Tuition Schedule

Approved 5/98
Revised: 9/99, 6/00, 02/03/M4,
11/06

The Corpus Christi Catholic School Board of Edumatiupon consultation with the Corpus Christi Ctho
School Finance committee, will establish an annbailtion Schedule. This Schedule will include a
parishioner tuition rate and a non-parishioneiduaitate.

To qualify for parishioner tuition, a family muse la registered member of St. Francis de Sales ot &y
of the Lake parishes, actively participate in weekkturgies, and participate in the stewardshipgpam. A
minimum contribution will be established by the @oll of Pastors. A signed voucher from the pastor
required to achieve the parishioner tuition raddesser tithe may be arranged with the approppator.

1. Procedures and methods for collection and cefomtuition will be included in the Annual Tuition
Schedule as follows:

Tuition rates for the upcoming school year willdat no later than February 20

The registration process will begin March 1.

A reduction in the tuition rate will be grantest Student tuition paid in full prior to June 1

Tuition must be paid in full or the student mustdmeolled in FACTSs prior to August 1 to guarantee

enrollment.

e. Tuition must be paid in full or enrollment in FAGTmust occur in order to attend school unless
written approval from their parish priest has beecured

f. Past year tuition must be paid in full to guaramemliment.

g. Payments more than 30 days past due may be retertid Principal.

h. Continued payment delinquency may render the studehgible for continued enrollment and may

result in referral of the account to third partylection agencies.

oo oW

2. Tuition assistance may be requested by anylyiaanid will be based upon financial need. Forms to
request tuition assistance will be available dunegistration or through the school office. Tuitio
assistance will be distributed and monitored dsvia:

a. The total tuition assistance allotted will be ira#al on the Corpus Christi Catholic (CCCS) School
budget

b. Parents may request tuition assistance by submaétiArivate School and Service (PSAS) Request
Form. Tuition assistance will be awarded basedupmed and availability of funding.

c. All tuition assistance requests will be reviewedam individual basis by the CCCS principal and
BOE president or designee with the pastor’s input.

d. Families will be notified in writing of the awardéuition assistance by May 15.

e. Parish finance councils must be notified in adeaifithe total tuition granted exceeds the approved
amount in the budget prior to awarding the tuiti@yond the budgeted amount

3. Upon written notification to the principal dusglent withdrawal, families will be responsible taition
according to the following schedule:

a. Perior to the first day of school, 10%.
b. Prior to October 1st, 25%.

c. Prior to December 31st, 50%.

d. After December 31st, 100%.
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1.9 School Organizations

Approved 06/01
Revised 02/03

All organizations which involve students or existeénhance the school’'s program and curriculum rnast
sponsored by the school and receive approval poigheir formation. The goals and activities oégh
organizations must be consistent with the teachaighe Roman Catholic Church and serve to advémee
spiritual, academic, and/or social developmentusfstudents.

Two types of organizations will be considered fpprval.

(1) A club primarily involves students and focusesa specific program or activity; e.g., ski clutd drama
club. This type of organization must be sponsdrgdh teacher or parent/guardian. The principahef
school has the authority to approve a club andimfitirm the Board of Education of club activities @art of
his/her monthly written report. Each club mustipproved annually even if it was in existence ttevjous
year. To be approved, the sponsor should provideitteen description of the goals and activitiestioé
organization to the principal; constitution anddws$ are not necessary. Once approved, the spsinsoid
provide written updates to the principal quarterdyclub may not engage in any fund raising agtsit

(2) An association primarily involves parents/glians of students and exists to enhance the school
program; e.g., Athletic Boosters Association andmdoand School Association. Formation of these
organizations must be approved by the Board of Biitut, and requires that a constitution and bylaws
governing the association’s structure, purpose,satigtities be created and approved by the mendfeise
organization and the Board of Education. The Ba#rBducation has a responsibility to annually egwi
and approve each association’s plan and budgeisiore that all activities are supportive of andsistent

with the Corpus Christi Catholic School’'s missiordastrategic directives. The association shoutdide
written reports to the Board of Education as regpliin the respective association’s constitution layldws.

This type of organization may engage in fund ragsactivities with prior approval of the Board of
Education.
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1.10 Resolution for Conflict of Interest

Approved 08/02
Revised 02/03
Definition:

Conflict of interest is a situation in which an ividual has an interest sufficient to appear tduiehce the
objective exercise of his or her official duties.

Conflicts of interest interfere with profession@sponsibilities in a specific way -- by interferingth
objective professional judgment. We expect prodesds to be objective and independent. Factaa$ th
either interfere or are likely to interfere withjettivity are a matter of legitimate concern toseavho rely
on professionals.

It is important to avoid apparent and potentialal as actual conflicts of interest. An appareonflict of
interest is one which a reasonable person wouldktkiat the professional’s judgment is likely to be
compromised. A potential conflict of interest itwes a situation that may develop into an actuaflab of
interest.

Policy:

The Board of Education has a responsibility to emsbat appointments to its Board as well as trerdo
and executive committees of approved organizaijasglefined in CCCS Policy 1.9--School Organizatjon
do not pose an apparent, potential, or actual icowfl interest.

The following relationships, while not conclusivepse circumstances that should be evaluated by the
executive committee of the Board of Education @ #pproved organization for apparent, potential, or
actual conflict of interest.

. Employee of the school or the supporpagshes

. Consultant to the school or the supporpagishes or someone who receives a stipend forcssrv
from them

. Spouse, parent, sibling or child of areothoard or executive committee member

. Spouse, parent, sibling or child of arptayee or consultant to the school or parish

The key is to determine if the situation being aa#td is likely to interfere or appear to interferigh the
independent judgment of the individual in perforgitiis or her duties.
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1.11 Student Records Release Policy
Approved 02/03

Upon receipt of a records request from anotheradioowhich a student has applied for admissiowloich

a former student is attending, all academic regoodsstanding tuition notices and documented beinavi
records will be forwarded to the requesting schadtudent records will not be released until a estjdior

records form has been received.
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1.12 Alcohol Policy
Approved 02/03

The intent of school sponsored student-orientechtsvis to foster the development of our childrdhis
expected that adults participating or supportirgséhevents will model good behavior and not comg®m
the health and safety of students. The use ohalcloy adults at any of these events such as figd,
sporting events, etc. is prohibited.
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1.13 Technology Standards Policy
Approved 08/03

A. Guidelines for Software use:

All software used in the school, on individual wstdtions or on the server, is licensed property of
Corpus Christi Catholic School. Use of licensettveare off-site is at the discretion of the Priradip
and/or Technology Coordinator, and within the Isrspecified in the license agreement. Only mtipl
user licensed software may be installed on computetside the building. The Technology Coordinator
keeps records of user and site installations. sidé-users must understand that the licensed saftwa
belonging to the school and installed on their hanaehines must be removed at such time that their
involvement or employment by Corpus Christi Cath@&@chool comes to an end. Furthermore, if usage
within the building increases, outside users magdked to remove software from other locationdao t
those licenses may be used in the school buildifigis will be done at the discretion of the priradip
and/or Technology Coordinator.

B. Policies for Internet Access Accounts provitledugh Corpus Christi Catholic School’s Internet\ice
Provider(s) (ISPs)

Internet access accounts will be provided to scleoployees as appropriate. Use of the Internet
accounts within the school building will be throutiie Local Area Network (LAN) Exchange Server.
Accounts will be set up on individual computerstbg Technology Coordinator to access both internal
and external e-mail. Our Internet Service Provfdirs Internet access through the LAN.

Staff members with Internet accounts through th®etmay use these accounts as dial-up accounts on
home computers for purposes related to school bssior function. The current Internet filters
provided by the ISP work only on the direct conimmcthrough the school LAN. Home dial-up access
to the Internet through the school ISP (REMCT7)lisred. Staff members may retain their accousts a
long as the school employs them.

Special cases for volunteers to be given Interoebants will be considered and such accounts peovid
when deemed appropriate. The same limitationsyajgplolunteers as apply to staff. The principal
and/or technology coordinator reserve the rigttawee such accounts terminated.

The Technology Coordinator will maintain data otelnet access accounts obtained through the school,
including usernames and passwords. Contact withriternet Service Provider (REMC7) Help Desk is
to be made only by the Technology Coordinator beotlesignated staff member.

A. Overall usage policies (staff)

e Staff members must sign a Usage Agreement annudlys Usage Agreement will be kept on file
in the school office.

e Use of e-mail and Internet access follows the dinds of Acceptable Use
e Use of licensed software obtained through the dcfongrofessional use and will be deleted from
home computer(s) upon leaving employment at Cofussti Catholic School



CORPUSCHRISTI CATHOLIC SCHOOL POLICY MANUAL

Section 1 Administration Page 17 of 65

D.

Overall usage policies (volunteers)

Volunteers with Internet and/or e-mail accaeutitrough the school must sign a Usage Agreement
annually. This Usage Agreement will be kept oa fiil the school office

Use of e-mail and Internet access follows the dinds of Acceptable Use

Use of licensed software obtained through the dcfoogrofessional use and will be deleted from
home computer(s) when they are no longer neededolonteer duties at Corpus Christi Catholic
School.

. Overall usage policies (students)

No student will be permitted access to Internebueses without first reading, understanding and
signing the Student Guidelines for Acceptable mteUse.

Parents must sign the Parent/Guardian InternetiBgion Letter and, along with each student, must
sign the statement that they have read and unddrste agreement. These letters and forms are
normally included with the final registration patkkat goes to families in August of each school
year.

Students may not bring laptops or palms toosthvith the intention of connecting them to the
school's Local Area Network (LAN).

Students may not load programs onto any schooiputer unless under the supervision of the
Technology Coordinator.

Students may not listen to music CD’s whilerkitag on school computers.

No e-mail or access to e-mail accounts overitkernet is permitted.

No chatting under any circumstances.

Internet games/information resources requireggstration or login information of a personatura
require permission of a teacher or the Technologgr@inator. Full names, addresses and/or
telephone numbers, or school name or location naybe included in registrations under any
circumstances.

Use of the printers is at the discretion otteas/administrators. Teachers may establishgorirge
policies in rooms equipped with classroom printers.

Software in any form may not go home with thedent. This policy is subject to change if wereve
establish a software library.

Website policies

The website of the Corpus Christi Catholic &dhand Center provides information to students,
families, prospective students and families, anthéocommunity at large. Content includes general
policies, relevant educational/organizational linikéormation on organizations that operate within
the school (Home and School, Boosters, sports teaomlits, etc.), information from the Parent
Handbook, calendars, and pages for each of théeeac It is not the purpose of this website to
provide entertainment. Advertising in any formlwibt be allowed.

The Corpus Christi Catholic School Web Pagelesigned and maintained by the Technology
Coordinator unless designated otherwise by thejpdh

Volunteers and/or students may be involved @bsite design. Volunteers and students will not be
given direct access to ISP accounts to which tieacwebsite is posted. All volunteer and/or
student efforts will be uploaded by the Technol@pordinator or other staff member designated as
Webmaster.

At the present time, the policy is to NOT u$miographs of students on the website. If it isnded
appropriate in the future, inclusion of student gekowill require the signature of the student and
parent on a permission form prior to being includedthe website. This policy is included in the
interest of privacy and safety.

Teacher and other staff photos may be includethe website only with the written permissiorilo#
specific teacher or staff member. Staff memberg ginae permission (or not) at their own
discretion.

Any additional policies put forth by the Regabfeducational Media Center (REMC7) will be

adhered to.
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1.14 Miscellaneous Administrative Policies
Approved 04/05

A. Computer Back-up:
The business manager will complete a back-up disth® computer system at the end of each day
providing the system has been used. These diskbenkept in the safe in the event of a fire. eparate
year-end disk will be made at the end of each ffigear and kept in the safe as well.

B. Distribution of Mail:
Mail is delivered Monday-Friday by the U.S. Pos$arvice except for holidays and summer months.
Upon receipt of the mail during the months of Augiisne, the school secretary will sort and distebu
the mail. The business manager will not handlenthé unless the school secretary is absent. Quhe
summer months, the business manager may sort sinibdie the mail if the school secretary or prpadi
are not available.
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2 STUDENT

2.1 Student Dignity

Approved 2/96
Revised 02/03

Statement of Student Dignity

Corpus Christi Catholic School expects all studeatsonduct themselves with dignity and respect for

fellow students, faculty, and others. Harassingpar, including sexual or racial harassment, voll ine

tolerated.

Sexual harassment is a violation of Title VIl oet&ivil Rights Act of 1964, Title IX of the Educati

Amendments Act of 1972 and the Michigan Elliott-tem Civil Rights Act. Sexual harassment is a form

of sexual discrimination. Corpus Christi Cathdlichool will not condone or allow harassment of oghe

whether engaged in by fellow students, teachensirastrators, or others having business with Corpus

Christi Catholic School.

Sexual harassment includes:

. Making submission to unwelcome sexual advansabmission to request for sexual favors, or
submission to other verbal or physical conduct ofexual nature a condition of any student's
association with Corpus Christi Catholic School.

» Making submission to or rejection of such castdtie basis for decisions affecting any student.

» Creating an intimidating, hostile, or offensa&hool environment through such conduct.

Racial harassment includes:

» Making negative references to a person's allrracial background.

» Creating a hostile or offensive school envirenirthrough such conduct.

Other forms of harassment include:

» Any conduct which may reasonably be consideféehsive to others.

* Any conduct which creates an intimidating ostile school environment.
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2.2 Student Dignity Complaint Procedure

Approved 2/96
Revised 02/03

Any student who believes he/she has been subj¢stédrassment should report it immediately to the
principal. If for some reason a student is uncotatde discussing this with his/her principal, it yriae
discussed with a counselor, teacher, or admin@trdf the complaint is against the principaklitould be
reported to a counselor, teacher, Board of Educatiember, or pastor. Parents may report harassment
behalf of their child. If a student is accuseds/ter parents will be notified and involved as dedm
appropriate by the investigator.

Each report will be given serious consideration anekstigated promptly. Appropriate action will be
taken.

» Action taken on behalf of the complainant caudslult in penalties ranging from an oral or writte
reprimand, mandatory counseling, or expulsion.

» The complainant is not held to any specifiagl®f authority in making his/her initial complain

» Complaints will be investigated and followeddyvritten report within 30 calendar days. Thisare
will be distributed to those directly involved inet complaint and others deemed appropriate by the
investigator.

* Retaliation against complainants is absolutetipidden. The penalties for retaliation couldulegm
expulsion.

+ If the investigator's determination is not sgictory, it may be appealed in writing to the BExee
Committee of the Board of Education.

* If the determination of the Executive Committéehe Board of Education still is not satisfagtan
final appeal may be made to the Superintendentiot&ion of the Diocese of Grand Rapids.

* Records of the proceedings will be kept in@asate file rather than in the student’s file. Hwer, if
requested by the student or his/her parent, aropppate reference may be included in the student's
file.

Investigator's Course of Action on Student Digiiiymplaints

Unless the complaint is against the principal, Ineisill conduct an investigation immediately, eviethe
complainant delayed in coming forward. If the cdanpt is against the principal, the Superintendsnt
Education of the Diocese of Grand Rapids or hisflesignee will conduct the investigation.

All complaints will be investigated. The investigawill make no decision regarding the believapibf
an accusation and will investigate each complaint.

The complainant is required to produce any physwalence, which supports his/her claim; e.g.geistt
notes, photographs, etc.

The investigator will have separate, private inm@mg with the complainant, the accused, and any
witnesses named by the complainant or the accused.
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If a complainant wishes to withdraw his/her compiaat some point in the investigative process, the
investigator should:

» Ascertain if retaliation against the complainbas occurred.

* If retaliation has not occurred, document tssons the complaint is being withdrawn.



CORPUSCHRISTI CATHOLIC SCHOOL POLICY MANUAL
Section 2 Student Page 22 of 65

2.3 Student Behavior/Detention Policy

Approved 2/96
Revised 6/00, 02/03

The primary goal of this policy is to promote muttespect among students.

Disciplinary Problems
When disciplinary problems arise, the following gedures will be followed.

Minor difficulties should be settled betweerppand teacher.

Teachers may discuss a problem situation whrecipal, followed by a teacher/pupil discussion.
Serious offenses will be referred to the ppati

Parents will be notified when serious offensesur.

The teacher and/or the principal determineesidsis offense”.

Detention Policy
A detention will be given to those who do not coynpith school policies and guidelines at the ditore
of a teacher or principal.

At the discretion of the administration, parentd e required to attend a parent conference hiéh t
teacher and/or principal to discuss the circum&suat the detentions and possible suspension from
school.

Physical force of any kind will not be used whemreoting students.
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2.4 Suspension and Expulsion

Approved 2/96
Revised 6/00, 02/03, 01/06

Consideration must always be given to the welfaige @hristian development of the individual student
and the practical, common good of the entire studedy.

Suspension
Suspension is defined as a temporary dismissakafdent from school.
The following, though not an exhaustive list, affelmses, which may involve suspension.

» Four or more detentions in one semester

» Possession of a knife or other weapon

* Truancy

e Sexual, racial, or other forms of harassment

» Disrespectful actions, comments, or behavigeetening the well being and safety of studentstatff

Procedure for Suspension

» Parents shall be notified directly of the surgpen and must attend a conference among stucsnents,
school principal, and involved faculty member(s).

* In no instance shall a student be asked tcel&a school and proceed home without prior nattifo
to and consent of his/her parent.

» The decision to require a student to proceedehalone or to await the arrival of a parent ohauzed
party shall be made jointly by the parent and ttes| administrator.

» Immediately following the suspension, notificatin writing, with details, will be given to thgarents.
A copy will be kept on file in the school office.

The duration of suspension shall be determinedhéyptincipal.
Expulsion

Expulsion is defined as the permanent dismissalsitident from school. The principal should ussev
means available to discover the cause of the prebénd should exhaust all appropriate remedies asich
referral to a guidance clinic, physician, or priest

The following, though not an exhaustive list, affelmses which may involve expulsion.

» Actions gravely detrimental to the moral andisml welfare of other pupils or staff.

» Assault, battery, or any threat of force orlenze.

» Open persistent defiance of authority.

» Continued willful disobedience.

» Use, sale, or possession of narcotics on sqireahises.

* Use, sale, or possession of alcoholic beveragesshool premises.

»  Willful cutting, defacing, or otherwise injudrproperty in any way.

* Habitual truancy as outlined by the Ottawa Afegermediate School District 2005-2006 Truancy
Process. Absences will be excused for medical iappents, personal illness, serious illness of an
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immediate family member, death of an immediate fammember, funeral, family vacation, and other
circumstances as determined by the principal.
Two or more suspensions in a semester.

Procedure for Expulsion

The principal and teacher must hold a confezemith the parents to advise that expulsion is entin

If a decision to expel is made, parents willnmgified in writing of the action. The Board of &xhtion
and Council of Pastors will also be informed.

The parents have the right to appeal to thedo&Education, and will be notified of this right

In the event that after consultation with tleegons directly involved, the expulsion is found&unfair

or inappropriate by the Board of Education, theagpal will be advised and action to reinstate the
student will be undertaken. In this case, all negfiees to the expulsion shall be removed from the
student's cumulative file.
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2.5 Grievance Procedure

Approved 2/96, 6/00
Revised 6/01, 02/03, 01/06

A grievance is not a routine disciplinary mattest tather a circumstance thought to be unjustjarious,
involving a consequent element of resentment. uWchsit is destructive of community. A grievance
procedure is an orderly process to heal the patignserious wounds of the community.

Most grievances can and should be settled betwaecetned individuals at the local level. Usualiist
would postulate a meeting between the parents, staff allegedly aggrieved student. As the sitmatio
requires, this process eventually may involve thecgpal.

Matters that cannot be resolved or those of a semature should be brought to the Board of Edokati
The Board will follow the following guidelines.

* The grievance must be submitted in writinghte President of the Board of Education. Grievamncag
be submitted by a student, parent, employee, ocipal. The President will confer with the prirgip
no later than five days after the complaint isdile

* The administrator in turn confers with the gagainst whom the complaint is being registeretiwi
another five days, recommending that the complaibampresent for a hearing.

* A hearing before the Board will be scheduledthe grievance filed. Involved parties are tanbgfied
at least three days in advance of the hearing date.

» A determination will be made by the Board aftex hearing, and the involved parties will be finedi in
writing.

+ If the determination is not satisfactory to toenplainant, it may be appealed in writing to @wincil
of Pastors after receiving the disputed decision.

+ If the determination of the Council of Pastsiifl is not satisfactory, a final appeal may beden¢o the
Superintendent of Education of the Diocese of GiRapids. Diocesan procedures in force at that time
will govern the appeals process at that level. Ubuentation describing this process is availabaén
principal’s office.

* Records of the proceedings will be kept in@asate file rather than in the student's file. ldoer, if
requested by the student or his/her parent, aropppate reference may be included in the studélg's
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2.6 Students With Identified Special Needs
Approved 08/03

Although a religious institution, the Catholic Cbhris subject to applicable civil laws, and Corglsisti
Catholic School of the Diocese of Grand Rapidsommitted to complying fully with all laws applicabl
to faith-based educational institutions. As pdrthe Diocesan educational community, it is ourlgoa
provide a Catholic education to all students degitd have one.

Students with special needs deserve our @pettention and we are committed to progdinese
students all accommodations that we can reasopatiyde without an undue hardship.

The following materials must be completed dodwarded to Corpus Christi Catholic Schddiis
information needs to be provided before formallyistering. Please do not send original documents.

1. School records, transcripts, work samplegheacomments

2. Results of all previous educational ibgst current levels of academic functioningrrent
achievement test scores.

3. Any student who has gone through timelividual Education Planning and Placement
process or who participated in 504 accommodaticrsughentation will provide a current
(within the last 3 years) psychological edimel evaluation report.

4. If there is no active IEP or 504 dwoeumt, but there are still special needs ptesi is
suggested that parents investigate the fd&gilmf having the public school district mide
appropriate testing. (This is an option yorif the child’s difficulties are apparent in the
educational setting). Another option is to obtasting privately.

5. ltis the parents’ responsibility to discl@s®y pertinent information regarding current or poas
special services or concerns.

Please Note:

As a non-publicly funded Catholic school we havaititions in our ability to support students with
special needs. These limitations include levelsstaffing, staff training, the provision of speczad
settings, to name but a few.

As stated above, “Students with special nedéserve our special attention.” We arerodtad,
with honesty and integrity, to answer this callingt the same time, we will be forthright on whag wan
provide, without creating undue hardship for thelstt, the family, and the school community.

An undue hardship may include any accommodathat is unduly costly, or difficult, dignive to
the provision of services to other students, oemtise fundamentally alters the nature of Corpus
Christi Catholic School's educational focus. Corpus Christi Catholic School will take into
consideration the size and resources of the faehd the ability of the classroom’s teacher provide
the requested accommodation. Corpus Christhdla School reserves the right to select the
accommodation provided if more than one accommonrdasi available that will meet the student’s needs.
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3 CURRICULUM

3.1 Preschool Program

Approved 2/96
Revised 6/00, 02/03

The Corpus Christi Catholic School preschool progshall meet the regulations required by the
Michigan Department of Social Services. A handbdeg&cribing preschool policies will be maintained,
reviewed annually, and updated as necessary yrésehool director.
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3.2 Class Size Guidelines

Approved 2/96

Revised 6/00, 2/01, 02/03

Kindergarten

The number of students in a classroom shall noeex@2. When the class size reaches 19 students, a
teacher aide will be assigned full time to the slasm. When the maximum class size is reached, a
waiting list will be created, and the Board of Edftion must take action; e.g., expand class sizé, ad
another class, or take other appropriate action.

Grades 1-3

The number of students in a classroom shall noeex@6. When the class size reaches 24 students, a
teacher aide will be assigned to the classrooreast lthree hours a day. When the maximum classssiz
reached, a waiting list will be created, and thamlof Education must take action; e.g., expanskcize,

split classes, add another class, or take otheopppte action.

Grades 4-8
The number of students in a classroom shall noeek@6. When the maximum class size is reached, a

waiting list will be created, and the Board of Edtion must take action; e.g., expand class siZé, sp
classes, add another class, or take other appt@picéiion.
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3.3 Homework

Approved 2/96
Revised 02/03

Homework is generally given by teachers to reirdoconcepts that have been learned or to extend or
deepen knowledge. It is also a valuable prachcide development of responsibility and the exerof
initiative.

The parent's role is primarily that of insuringwtable place for study and helping the child dedide
best time for study. Finally, parental directiennieeded to help the child maintain a study plahtan
make certain that the homework is completed.

Generally speaking, parents should supervise homkewot not actually do the work. If the child
encounters difficulty in doing the assigned workfdhe length of time required to do the work &using
frustration, the parent should contact the teaeimer explain the problem being observed. In thig,wa
both teacher and student can begin to look foabl&isolution to specific homework problems.

Students are responsible for preparation, input, fatiow-up for every learning activity. Assignnisn
provide basic reinforcement and/or challenging amment of the learning experience in the classroom.
They need not always be uniform or must they betewi Students are expected to do a reasonable
amount of homework regularly. The following serassan appropriate guideline for the average studen

Kindergarten .......cccccccvvevivevenenenn.. 16520 minutes daily
Gradesland 2 ......ccccocoeeeeniiinnnnnn. @60 minutes daily
Grades3and 4 .....occcvvvvevevevevevennnnn. (803 minutes daily
Grades5-8.....oooiiiiiii td®0 minutes daily

If the child consistently says he/she has no homewmarents should check with the teacher as homlewo
is usually given each school night--Monday throdgiursday.

The school encourages parents to arrange fanply &t the scheduled vacation times. Written roatifon
must be given to the teacher and principal at leastweeks in advance when withdrawing a childdor
family trip.

Students have two options with homework assocmaittdvacation, which are as follows:

* If students/parents receive or request homevadréad of vacation, it is due upon return. « If
students/parents choose to receive homework whesrréturn, they will be
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3.4 Field Trip Guidelines

Approved 2/96
Revised 6/00, 02/03

All classroom teachers will be encouraged to userttedium of a field trip in order to enhance the
learning experiences of the children within thectea's classroom. Teachers should keep in mind tha
field trips are to be primarily educational in na&u However, specific, once-a-year recreatioretl firips

are also recognized as being worthwhile and sgadraditructive.

Guidelines:
» Do not limit field experiences to occur at ted of the year.

* A “Request for Field Trip” form must be commdtand approved at least two weeks prior to the
proposed outing and be approved by the principal.

» Excursions, which necessitate the use of comialetransportation, must sometimes be funded by
means other than the approved budget.

* Unless special permission is granted by theggal, all field trips must have a maximum puilé
ratio of ten to one. Kindergarten classes shos&laipupil/adult ratio of five to one.

*  Preschool classes will meet Michigan DepartmeintSocial Services regulations which address
pupil/adult ratio, permission forms, notificatiof parent, and all other requirements relating &dfi
trips.

» Prior to the date scheduled for the excursibe,teacher must obtain a signed Parent Permifsion
for Field Trip Participation from the parent or &guardian.

» Drivers must have a good driving record anditensed by the state. AVolunteer Driver Inforroati
Sheet must be completed and on file in the schiickeqorior to the field trip.
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3.5 Curriculum Guidelines

Approved 5/97
Revised 02/03

The curriculum of Corpus Christi Catholic Schoollwe based upon the Curriculum Guidelines provided
by the Office of the Diocese of Grand Rapids. Thecesan guidelines represent a minimum level of
performance. Enhancements to the curriculum mawdude with the approval of the principal.

However, nothing may be eliminated and no exceptioay be made.
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4 PERSONNEL

4.1 Schedule of Benefits: Principal and Faculty

Approved 2/96
Revised 4/98, 4/99, 6/00, 02/03

Full time employees (defined as working 20 or mborirs weekly for five consecutive months) are
entitled to the following benefits.

Part time employees are entitled to Unemploymestifance, Social Security and Medicare Withholding.
Sick leave, bereavement leave, tuition waiver, ggsional growth/education assistance will be peorat
based upon the number of hours worked.

Benefit Employer Contribution

Retirement (MCC) 6.6% of annual salary

Unemployment (MCC) 1.0% of annual salary

Social Security (FICA) 7.65% of annual salary

Medical Insurance (MCC) 100% for employee only$500.00

stipend (Per MCC) in lieu of insurance

Dental Insurance Paid by employee

Dependent Coverage Insurance Paid by employee

Life Insurance*(MCC) 100%

Tuition Waiver A waiver for the first child’s twon for full time CCCS

employees will be provided. (Fees, registratiors, betc.
are not waived.) Current employees who have receiv
100% discount prior to 1999-2000 and have more tman
student attending CCCS will be provided a discowttto
exceed $5000.00.

Sick Leave ** 10 days annually
Short Term Disability (MCC) 24 pay weeks at 66.8%osalary (see personnel policy
4.3).
Personal Leave 2 days annually
Bereavement Leave *** Up to 5 days for the deatha member of employee’s
immediate family
Contracted Work Days 220 days annually — Priricipa
200 days annually - Teachers
Holidays**** 7 days annually - Principal
6 days annually - Teachers
Professional Growth/Education Assist. See RergloPolicy 4.4
Extended Medical Absence Applies to personnesictaned full time
* Equal to one time annual salary.
*x Faculty may “roll over” unused sick tinfieom year to year accruing up to a maximum of 3gsda
xkx Immediate family includes mother, fathanother-in-law, father-in-law, spouse, children, thes,

sister, grandparents, or any other relative livmthe same household.

****  New Year's Day, Memorial Day, Fourth of Jul(principal only), Labor Day, Thanksgiving Day,
Day after Thanksgiving, Christmas.
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4.2 Schedule of Benefits: Para-Professionals

Approved
Revised

Para-professionals assist the school in its dailgration and performance of various duties.

2/96
4/98, 4/99, 6/00, 02/03

These

positions include teacher aide, secretary, coo&,dviver, and librarian.

Full time employees (defined as working 20 or mborirs weekly for five consecutive months) are

entitled to the following benefits.
Benefit

Retirement (MCC)
Unemployment (MCC)

Social Security (FICA)

Medical Insurance (MCC)
insurance (per MCC)
Dependent Coverage Insurance
Life Insurance*(MCC)

Sick Leave

Short Term Disability Insurance (MCC)
policy 4.3)

Personal Leave

Bereavement Leave**

Employer Contribution

6.6% of annual salary
1.0% of annual salary
7.65% of annual salary
100% or $500.00 stipentieu of
Dental Insurance Paid by eygsd
Paid by employee
100%
10 days annually
66.3% ofasyp for 24 weeks (see personnel

2 days annually

Up to 5 days for the death nfember of
mployee’s immediate family
Tuition waiver A waiver for the first child’s
tuition for full time CCCS employees will be
provided. (Fees, registration, bus, etc. are not
waived.) Current employees who have received
100% discount prior to 1999-2000 and have more
than one student attending CCCS will be
provided a discount not to exceed $5000.00

Paid Holidays Labor Day, Thanksgiving Day and Day after,
Christmas Day, New Years Day, Memorial Day.
(6 days)

* Equal to one time annual salary

xk Immediate family includes mother, fathemnpther-in-law, father-in-law, spouse, childremptber,

sister, grandparents, or any other relative livmthe same household.

Part time employees (defined as working less ti&ihdurs weekly) are eligible for unemployment and

social security benefits.
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4.3 Extended Medical Absence

Approved 2/96
Revised 4/96, 5/98,6/00, 02/03

This policy applies to permanent, full time, lay moyees who have completed one year or more of
employment.

For absences due to illness, maternity, or accicentinuing beyond 10 days, full time employees fay
compensated at the rate of two-thirds of their phyamount up to a maximum of 24 additional weeks.
Stipulations of this benefit include:

» This benefit applies only to a situation, whettends beyond the normal 10 days of illness aime.
It does not apply to intermittent days of absemd@ch occur after the initial 10 days of absence.

» Arequest for extended medical absence muatbempanied by a physician's certification detgitime
date the serious health condition began, probabtatidn, appropriate medical facts regarding the
condition, and a statement that the serious heaitfdition prevents the employee from performing
his/her job.

* A physician's certification that the employess lrecuperated satisfactorily and may return tthéis
normal duties must be submitted prior to returrimgrork.

» Employees are expected to schedule non-emergemgeries or hospitalizations during summer
months when school is not in session.

» Salary payments will be reduced by the amofiang workers compensation payments.

» Approval of salary continuance is not automatgproval decisions may include a review of the
employee's prior absence record. Principal mayavepup to six weeks of absence (two weeks "sick
leave" plus four weeks "extended"). Situationerging beyond six weeks should be reviewed and
approved by the Board of Education in consultatiith the Membership/ Personnel Committee of the
Board of Education.
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4.4 Professional Development/Education Assistance

Approved 2/96
Revised 6/00, 02/03

Corpus Christi Catholic School will pay 100 percaftthe cost of all courses/workshops when an
employee is requested by management to participage program. This includes tuition, textbooks,
registration fees, travel costs, and wages for amay from work.

Corpus Christi Catholic School will also pay 50qeat of the cost of tuition, textbooks, and otheurse-
related fees for employee-initiated courses thatagproved by the principal. Courses must be gfaat
planned program in the area of elementary or middleool education. Courses that are required to
validate a provisional teaching certificate are elaible for reimbursement. A maximum of two cees

per calendar year will be eligible for reimbursemen

To apply for educational assistance, the employesstnsubmit a “Request for Professional
Development/Education Assistance” form to the ppatat least two weeks prior to the beginningha# t
course. Upon completion of the course, receipiiph statement, copy of grade should be submitbed
the principal for approval and processing. Thedgrenust be a “B” or better or “credit” for a crédi
credit course to be eligible for reimbursement.
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4.5 Unpaid Leave of Absence

Approved 2/96
Revised 4/96, 02/03

This policy applies to full time employees who has@mpleted one year or more of employment. An
unpaid leave of absence constitutes a continuatiaine employer/employee relationship. No benefits
will accrue to an employee during a leave of abseagcept as otherwise stated herein. Upon rétam
leave, the employee’s unused sick leave benefisiosty, and salary increments will be restored to
him/her. The principal may approve up to six weekabsence. Situations extending beyond six weeks
should be reviewed and approved by the Membershipdanel Committee of the Board of Education.
Diocesan policies will be applied in areas not cedean this policy.

Employees may request an unpaid leave of absentiesféollowing reasons:

To care for the employee’s child after birthptacement for adoption or foster care

To care for the employee’s spouse, son or daugbr parent, who has a serious health condition.
For a serious health condition that makes thpleyee unable to perform the employee’s job

To pursue an educational program related thériscurrent responsibilities

A minimum of thirty days’ advance notice is requinéneed is foreseeable (birth, adoption, fosteecor
planned medical treatment for serious health camdf employee or family member, or education).

Child Care

» The duration of a childcare leave cannot exagezischool year.

» The employee will return to the position oc@gprior to the beginning of the leave provided tha
leave of absence is completed within the same $gfean.

* A teacher will return at the beginning of a dag unless changed by mutual agreement between th

teacher and the principal.

A teacher returning from leave of absence dtmlplaced on that step of the salary schedul&éédérsid
when he/she went on leave unless he/she was woitdirey least 50% of his/her last teaching year, in
which case, he/she shall be advanced to the regxt st
* The employee cannot be employed full time elsre during the period covered by the leave of

absence. If so, the leave is void and employmet loe terminated.

Personal Serious Health Condition

» After an employee has exhausted sick leaveeatehded medical leave, where applicable, he/she ma
request a leave of absence for up to one schoaol yea

* The request must be accompanied by a physgc@atification detailing the date the serious theal
condition began, probable duration, appropriateica¢dacts regarding the condition, and a statement
that the serious health condition prevents the eyaa from performing his/her job.

* A physician’s certification that the employessirecuperated satisfactorily and may return théxis

normal duties must be submitted prior to returrimgrork.

The employee will return to the position oc@gpprior to the beginning of the leave provided tha

leave of absence is completed within the same $gfean.

» Ateacher returning from leave of absence dialblaced on that step of the salary schedul&édisid
when he/she went on leave unless he/she was wdiddrag least 50% of his/her last teaching year, in
which case, he/she shall be advanced to the regxt st
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Serious Health Condition of Family Member

The duration of a leave to care for a familynmber cannot exceed one school year.

The request must be accompanied by a physgc@ertification detailing the date the serious theal
condition began, probable duration, appropriateica¢dacts regarding the condition, and a statement
that the employee is needed to care for the faméynber.

The employee will return to the position oc@gpprior to the beginning of the leave provided tha
leave of absence is completed within the same $gfean.

A teacher returning from leave of absence d¥®|placed on that step of the salary schedulé&édisld
when he/she went on leave unless he/she was wdiddrag least 50% of his/her last teaching year, in
which case, he/she shall be advanced to the regxt st

The employee cannot be employed full time else during the period covered by the leave of
absence. If so, the leave is void and employmet lbe terminated.

Educational

The duration of an educational leave shallexateed one school year.

The employee returning from a leave shall lae@d on the next step, providing that person has
completed at least 50% or more of the school yeamn fwhich he/she left.

The employee cannot be employed full time else during the period covered by the leave of
absence. If so, the leave is void and employmet loe terminated.



CORPUSCHRISTI CATHOLIC SCHOOL POLICY MANUAL
Section 4 Personnel Page 38 of 65

4.6 Reimbursement for Use of Employee Automobile

Approved 2/96
Revised 6/00, 02/03

When employees use their personal automobile favadusiness, mileage will be reimbursed following
the current IRS guidelines. Employees must cora@eBusiness Mileage Form, and submit it to the
principal for approval and processing.
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4.7 Employee Dignity

Approved 2/96

Revised 02/03

Statement of Employee Dignity

Corpus Christi Catholic School expects all empleyeconduct themselves with dignity and respect fo

fellow employees, students, and others. Harassiygne, including sexual or racial harassment, muitl

be tolerated.

Sexual harassment is a violation of Title VIl oet&ivil Rights Act of 1964, Title IX of the Educati

Amendments Act of 1972 and the Michigan Elliott-tem Civil Rights Act. Sexual harassment is a form

of sexual discrimination. Corpus Christi Cathdlichool will not condone or allow harassment of oghe

whether engaged in by fellow employees, supervisorsmanagers, or by vendors or others having

business with Corpus Christi Catholic School.

Sexual harassment includes:

. Making submission to unwelcome sexual advansabmission to request for sexual favors, or
submission to other verbal or physical conduct o$exual nature, a condition of any person’s
continued employment or association with CorpussiinCatholic School.

* Making submission to or rejection of such caetdilhe basis for employment decisions affecting any
person.

» Creating an intimidating, hostile, or offensiwerking environment through such conduct.

Racial harassment includes:

» Making negative references to a person’s caltar racial background.

» Creating a hostile or offensive working envineent through such conduct.

Other forms of harassment include:

» Any conduct which may reasonably be consideféehsive to others.

* Any conduct which creates an intimidating ostile school environment.

Employee Dignity Complaint Procedure

Any person who believes he/she has been subjeotédrassment should report it immediately to the
principal or his/her supervisor. If for some reasbe employee is uncomfortable discussing thid wit
either of these individuals, then it may be disedswith any member of the diocese administration or
Board of Education or pastors. Each report wilgben serious consideration and

investigated promptly. Appropriate action will ta&en.

» Action taken on behalf of the complainant cotddult in penalties ranging from an oral reprimand
mandatory counseling as deemed necessary, or demis
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» The complainant is not held to any specifiagl®f authority in making his/her initial complain
» Complaints will be investigated and followeddyvritten report within 30 calendar days.

* Retaliation against complainants is absolutetpidden. The penalties for retaliation coulduiesn
dismissal.

» If the investigator's determination is not sé&ctory, it may be appealed in writing to the Exee
Committee of the Board of Education.

» If the determination of the Executive Committgfethe Board of Education still is not satisfagtoa
final appeal may be made to the Superintendentiot&ion of the Diocese of Grand Rapids.

Support counseling may be recommended for the cngoit as necessary.

Investigator’s Course of Action on Employee Digri@gmplaints

Unless the complaint is against the principal, Ieisill conduct an investigation immediately, eviethe
complainant delayed in coming forward. If the cdanpt is against the principal, the Superintendant

Education of the Diocese of Grand Rapids or hisflesignee will conduct the investigation.

All complaints will be investigated. The investigawill make no decision upon the believability af
accusation and will investigate each complaint.

The complainant is required to produce any physwadence, which support his/her claim; e.qg., fsfte
notes, photographs, etc.

The investigator will have separate, private inm@mg with the complainant, the accused, and any
witnesses named by the complainant or the accused.

If a complainant wishes to withdraw his/her compiaat some point in the investigative process, the
investigator should:

» Ascertain if retaliation against the complainbas occurred.

* If retaliation has not occurred, document tssons the complaint is being Withdrawn.
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4.8 Principal’s Evaluation

Approved 2/96
Revised 4/96, 6/00, 02/03

The Board of Education has the responsibility f@ordinating the evaluation of the school princip@he
following guidelines will assist the board in camy out this responsibility.

The principal will be reviewed annually, begme with his/her first year. Every three years the
principal will be evaluated by the SuperintendehtEducation of the Diocese of Grand Rapids.
During this year the Board will not conduct a separevaluation, but rather will support the
superintendent in his/her evaluation.

The review will begin in January and conclugeHebruary 15.

The instrument for Board of Education and tleeil of Pastors input is the Performance Review,
and other instruments as deemed appropriate byahel.

The principal will prepare a self-evaluatiom the Personnel/Membership committee of the Boérd o
Education’s and Council of Pastors’ considerationrdy the course of the review process.

The Personnel/Membership Committee of the Bahr@ducation will keep all information relating
to the principal’s evaluation confidential.

The Personnel/Membership Committee of the Badifducation will provide a written evaluation
of principal’s performance to him/her.

The Personnel/Membership Committee of the Bad@ifducation will provide a written evaluation
of principal’s evaluation and a recommendation reigeg contract renewal to the Council of Pastors.
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4.9 Notification of Intent

Approved 2/96
Revised 4/96, 02/03

School Principal/Administrator

On or before March 1 of the current academic yemr school principal/administrator shall inform the
President of the Board of Education of his/herntfer the coming academic year.

On or before March 15 of the current academic yisar President of the Board of Education with the
approval of the Council of Pastors will respondhe school principal/administrator in writing as to
whether or not the position will be offered to hiver for the coming academic year.

Classroom Teacher/Certified Staff

On or before March 15, the school principal will@ieach teacher/staff member a Notification of
Intent form. (This form is not a contract or afeofof a contract.)

This is an opportunity for each teacher to makeeadation of intent for the coming academic year.
This form is to be returned to the principal orbefore April 1.

On or before April 15, the principal will respond éach teacher in writing as to whether or not a
position will be offered for the next academic year
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5 POSITION DESCRIPTIONS

Principal/Director of Development

Approved 2/96
Revised 6/00, 6/01, 02/03, 5/10

Purpose: Provide overall leadership to the total schoshownity and develop the highest

guality Catholic educational experience in accocgawith the Corpus Christi Catholic School
mission, goals, and policies. Direct and champiencause of development under the umbrella of
the Catholic parishes of Holland, Corpus Christitoic School, community leaders, and the
Holland/Zeeland community at large.

Reportsto: Council of Pastors, Corpus Christi Catholic ScHéohrd of Education, and Diocesan
Superintendent.

Specific Duties of the Principal

1. Demonstrate a commitment to Catholic educationudjinche development and
implementation of a learning environment which pobes Catholic faith education and
formation, ethical decision making, social justiaed leadership. Guide the spiritual
development and prayer opportunities of studentisfaculty.

2. Oversee day-to-day administration of the schoa@gpmmming, student discipline, health
and safety requirements, transportation, and fiesinédmplement and adhere to Diocesan
and Board of Education policies, regulations, art@dures.

3. Maintain accreditation of the school.

4. Assure the development, implementation, and evialuatf a comprehensive curriculum
program which complies with standards of curriculeguirements for the Diocese and
State. Continuously review and monitor programeetoain updated on technology and
current trends in education. Coordinate SharedeTpnogramming.

5. Establish and promote high standards and expegtadiball students for academic
performance and responsibility for behavior.

6. Locate and recruit the best-qualified staff memlastealable. Continuously review and
monitor personnel to discover, develop, and engrithe talents of all staff members.

7. Maintain regular communications with staff membansan informal as well as a formal

(regularly scheduled staff meetings) basis. Retyulee visible to staff in the classrooms,
lunchroom, and hallways.

8. Evaluate OAISD meetings and in-service opportusifee teachers and support staff.
Attend and/or provide for teacher/support staémadance at the appropriate OAISD
opportunities.

9. Develop with staff a set of annual and long-rangglg)and objectives for each grade;
evaluating current curriculum to determine streagthd weaknesses and collaborating
with staff in selecting supplementary programs.

10. Provide and guide student testing and interpretatfcscores.

11. Conduct formal evaluations of all staff membersaarannual basis. Consult with the
Council of Pastors to make and carry out the praceifor hire, rehire, and termination
decisions.

12. Maintain contacts in and with the Diocese of Gr&agbids school office by attending
Diocesan principal meetings and DSAA principal riregs.
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15.

16.
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18.

19.

20.
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Maintain appropriate relations with the Corpus &inCatholic School Board of
Education and facilitate long range planning. Glirection to the Board by identifying
school needs for the Board's attention.

Develop the annual operating budget for the schmoboperation with the Board of
Education Finance Committee. Monitor adherendbeapproved budget. Ensure that
financial controls are in place to protect thegniiy of funds. Ensure that monthly
statements are prepared in accordance with acdetedtounting principles.

Serve as a member of the Education Committee @eddatommittee meetings.
Encourage and embrace the culturally diverse stusteaty and promote cultural
sensitivity and awareness.

Maintain parental communications and encouragengarparticipation in the total
educational effort. Regularly be visible and aaalié to the parent community.

Develop a plan to implement a volunteer programchkvincludes parents, seniors, and
others wishing to assist at the school.

Maintain positive relations between the parishes ool through ongoing dialogue
with parish priests and leaders as well as bewgible presence in both parish
communities.

Prepare and present “Principal Report” at the Boafeducation monthly meetings.
Include: additional Development, Finance, Educatidarketing updates not included in
committee reports, Foundation update, enrolimedatey non-confidential personnel
issues, school or parish updates and events, stsclemol accomplishments.

Supervise the Corpus Christi Catholic School andt€@éacility manager. Ensure, along
with the facility manager, that the school andligcare in compliance with federal and
state laws and regulations. Serve as a liaistimetéacility team for the Corpus Christi
Center.

Specific Duties of Development

1.

w N

Develop the annual Development Plan for the schiooboperation with the Board of
Education development committee and assist in impigation of that plan as
appropriate. Support the efforts of the Board ddi¢ation development committee.
Keep in personal contact minimally once a year withschool's benefactors.
Develop and implement a tuition assistance policydoperation with the Board of
Education Finance Committee.

Develop and implement a tuition assistance appearam targeted to the Catholic
parishes of Holland and the surrounding areas. TS

Support the efforts of the Board of Education depelent committee in the coordination
of alumni relations.

Serve as a member of the Board of Directors oCitygus Christi Foundation and
actively participates in the affairs of the Founolat
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5.2 Classroom Teacher

Approved 2/96
Revised 02/03

Purpose: Facilitate the intellectual, spirituamational, physical and social growth of students by
providing them with the instruction/guidance neeegdo meet these needs.

Specific Duties
Instruct students on a daily basis in the subjpettsl grade designated by the school principal.

1.
2. Contribute to a unified, sequential school-widpraach to education by coordinating individual
teaching goals and curriculum with those of theostlas a whole.

3. Prepare and submit to the principal measurablailegobjectives for various subjects taught, and
design instructions toward the goal of meeting¢hagjectives.

4. Prepare lesson plans regularly, at least one weallvance.

5. Attend all faculty meetings and school events athfaculty attendance is required.

6. Prepare and submit required student records armdtseps scheduled.

7. Provide detailed emergency lesson plans for substid follow in case of teacher’s absence.

8. Gear instruction to student ability, providing assnce for those needing remedial work or
enrichment.

9. Maintain professional growth and teaching credéstiay attending college courses and/or

professional seminars related to area of speci@tgssroom teachers of religion must earn twelve
clock hours yearly. These clock hours can be egpin the areas of sacraments, religious
education, doctrine, morality, liturgy, prayer ascripture. These clock hours will qualify as
credit toward teacher certification for religiorbuch certification requires a total of sixty clock
hours under current diocesan policy.

10. Prepare referrals of special students and subrthietproper authority, agency, or principal.

11. Maintain effective communications with parents tidents.

12. Note any significant school problem or potentiadigems and refer to the proper authority.

13. Perform school-related responsibilities as desidnethe principal.

14. Since the distinctive and unique purpose of then@at school is to create a Christian education
community enlivened by shared faith among admiaists, teachers, students, and parents, the
teachers employed in the school of the diocese ragsé knowledge of and respect for the
Catholic faith and a commitment to Christian living
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5.3 Vice Principal/Teacher in Charge

Approved 2/96
Revised 6/00, 02/03

Purpose: Assist in the smooth functioning of slsbool by carrying out administrative functions and
enforcing school policies and regulations in theemize of the principal.

Reports to: Principal or pastors when principalbsent.

Specific Duties

In the absence of the principal:

apwdE
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11.
12.

13.

14.

15.

Carry out administrative functions except for cantual matters

Monitor the administration of discipline.

Be aware of the total school atmosphere.

Provide continuity of communication.

Meet with the principal when he/she returns or viitle pastors twice a week in case of an
extended absence of the principal.

Record in writing any matters deemed noteworthy.

Keep any administrative discussions confidential.

Hire substitute teachers as needed.

Delegate duties among teachers when an emergergiyt tause a sudden shortage of teachers
during the course of the school day; e.g., illn&asily emergency, etc.

Make decisions regarding evacuation of the classsoor the building if safety of children is
threatened; e.g., fire, bomb threat, tornado, gison of utility services.

Direct the secretary to contact the proper autlesrin the event of an emergency evacuation.
Contact the principal, or pastor if the principal not on school grounds, in the event of an
emergency evacuation.

Contact the principal, pastors, and proper autiesriin the event of serious illness or injury to
student or staff. Provide follow-up report to threncipal (or pastors during extended absence),
which describes incident and action taken

Provide emergency intervention in teacher-studempasse. Provide follow-up report to the
principal (or pastors during extended absence)chvbiescribes incident and action taken.

Perform other reasonable duties as directed bgriheipal.

During absence of more than one week:

1.

2.
3.

Meet with staff as necessary and conduct facultgtings (once every two weeks) in consultation
with the principal (or pastors if absence was umpds).

Receive and review diocesan communications.

Monitor supplies and textbooks and see that apjai@pmaterials are ordered for the teacher-
learner process.



CORPUSCHRISTI CATHOLIC SCHOOL POLICY MANUAL
Section 5 Position Descriptions Page 47 of 65

5.4 Teacher Aide

Approved 12/95
Revised 2/96, 6/00, 02/03

Teacher aides need not be certified.
Teacher aide may be assigned to:

. Perform non-instructional duties, or
Assist in instructional related activitie

Responsibility for day-to-day instructional actig& shall rest with classroom teachers.

School districts may employ non-certified persorfoel

a. Non-instructional duties:

b. Maintenance and disciplinary activities in lunchmeand on playgrounds and in other school
settings.

c. Traffic control to protect children crossing steen the way to and from school.

d. Many others as judged by employing school districts

3. Instructional related duties

a. Complementing instruction; i.e., assisting theckes during the lesson by helping pupils
who may be having difficulty in understanding okeeping up with the class.

b. Supplementing instruction; i.e., assisting the heady working with individuals or small
groups of pupils on follow-up activities specifieg the teacher.

c. Reinforcing instruction i.e. assisting the teachgradministering under supervision and
direction, remedial or drill activities for indivighls or small groups.

4. All non-certified personnel engaged in complemamtsupplementing, or reinforcing instruction shall
be under the meaningful direction and supervisioam certified teacher.

5. Teacher aides may not be given full responsibiityinstruction. A certified teacher must assigml a
must supervise activities performed by teachersaidead must provide meaningful direction. For
example:

a. A certified teacher must be present during insional activities each and every school
day.

b. A certified teacher may sometimes be temporarilyeab during the school day, but may
not always, nor even usually be absent.

c. A certified teacher always must be responsiblaHerassigned instruction of a classroom.

6. All non-certified personnel engaged in non-instiar@l duties shall be under the meaningful directio
and supervision of a school administrator or hisffesignate.

7. Employment may be terminated at the option ofdhwgployee or the parish/school provided that 10
working days written notice is provided prior t@texpected final working day.

8. The employee/employer will abide by personnel pedic guidelines, rules and regulations that have

been approved for use in this institution and ocdse.

N

Taken from the Michigan Department of Educationtifieation Code
Added 1967

Amended 1973

Published 1977

Verified 1982
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5.5 Administrative Assistant for Business & Devel opment

Approved 6/01
Revised 02/03

Purpose: Provide for the administrative suppoittiuginess and development functions for the scimoal
spirit of service and hospitality while maintainiadhigh standard of professionalism and skill.

Reports To: Principal
Specific Duties

1. Act as purchasing agent of all school supplieshtoks and equipment.

2. Maintain records for receipts and disbursementslficactivities of CCCS, excluding school clubs
and organizations

3. Attend CCCS Finance Committee meetings and prawfdemation about the financial activities
of Corpus Christi Catholic School.

4. Confer with the principal, parish business manag#frse managers and offices, diocesan
financial office and others when needed for probéetving, requests, and suggestions.

5. Process communication for development program

6. Organize development activities, databases, calendad financial accounts for CCCS

7. Prepare monthly, quarterly and annual financiabrepfor all financial activities of CCCS

8. Establish and implement procedures for purchasinglf employees of CCCS

9. Maintain tuition databases, billing, and collecion

10. Process applications, monitor and maintain Drug fehool, Eisenhower, Title and chapter grants
and process applications

11. Maintain confidentiality regarding records of inival or families.

12. Provide basic first aid to any student needingnétia.

13. Maintain a friendly and helpful attitude with theheol and parish staff, parents and students.

14. Continue professional growth by attending coursesarkshops related to this position.

15. Utilize the school computer system to prepare ane snformation as needed.
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5.6 School Secretary

Approved 2/96
Revised 6/00, 6/01, 02/03

Purpose: Provide for the overall management af@fiunctions for the total school community inparis
of service and hospitality while maintaining a hgghndard of professionalism and skill.

Specific Duties

Oversee day-to day office functions.

Manage and maintain all student records.

Maintain an accurate account of absentees bydegpparental phone messages or soliciting
reasons for absenteeism from parents in a timehnea

4. Operate and oversee the maintenance of office mesfind maintains supplies.

5. Maintain an accurate record of correspondencepaneht and teacher bulletins.

6. Act as receptionist for the school.

7

8

9

whN e

Update computer records of students, families,samdial campaign records.
Maintain confidentiality regarding records of intival or families.
. Provide basic first aid to any student needinghéitia.
10. Answer phone in a cordial and friendly manner as@brds messages accurately.
11. Confer with the principal when needed for problatvisig, requests, and suggestions.
12. Maintain a friendly and helpful attitude with theheol and parish staff, parents and students.
13. Maintain a working relationship with the parish dfaith Formation secretaries.
14. Continue professional growth by attending coursesarkshops related to this position.
15. Assist teachers in office functions if time is dahle to do so.
16. Publish the school newsletter.
17. Sort and distribute mail.
18. Maintain administration and family files.
19. Prepare and collect materials for registrationew fiamilies.
20. Utilize the school computer system to prepare aweé snformation as needed.
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5.7 Librarian — Technology Coordinator Assistant

Approved 6/00
Revised 6/01, 02/03

Purpose: Manage school library and assist in $leeofi the computer technology laboratory. Thisuides
but is not limited to maintaining a proper libraagd computer laboratory atmosphere and helping the
teachers pass on correct use and function of thdbe students.

Reports To: Principal
Specific Duties

1. Carry out all functions pertaining to the libranydeassist in the operation of the computer
laboratory.

Maintain books, information systems and equipmerthe library.

Develop library collection, adding and deleting en&tls as needed

Record in writing any matters deemed noteworthy.

Monitor and maintain supplies and instructionaiiseneeded for the continued operation of the
school library.

Perform other reasonable duties as directed bpgriheipal

Teach library skills classes as needed.

arown
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5.8 Technology Coordinator

Approved 06/01
Revised 02/03

Purpose: Manage school computer system. Thigdeslbut is not limited to maintaining a proper
computer learning center atmosphere and helpintgd@hers pass on correct use and function of the
computers to the students utilizing diocesan aatd gfuidelines.

Reports To: Principal
Specific Duties

Carry out all functions pertaining to the compuéarning center.

Maintain inventory of hardware and software.

Maintain computer lab, CCC tech equipment and @eetusers

Maintain and oversee schedules for the computer lab

Schedule network sever maintenance and adminigtrateetwork.

Serve as liaison with WOPS technology director faeditate use of debit cards for student and
staff.

Serve as liaison with WOPS shared time staff fohmelogy component.

Recommend purchasing needs and develop an anmigetyian for the technology component
and network at Corpus Christi Center.

9. Develop and maintain an up to date a three-yeantdogy plan for Corpus Christi Center and

School in consultation with the CCCS Education Caitre®.

10. Schedule and implement preventative maintenanceébmnology hardware throughout CCC.

11. Train teachers in the use of the school's compmistem.

12. Maintain the school’s Internet web page.

13. Record in writing any matters deemed noteworthy.

14. Perform other reasonable duties as directed bgriheipal.

ogakrwnNpE
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5.9 Athletic Director

Approved 6/00
Revised 6/01, 02/03

Purpose: Manage the school athletic facilities @ndgrams. This includes but is not limited to
maintaining a proper athletic functions and helpihg teachers pass on correct use and functioheof t
athletic facilities to the students.

Reports To: Principal
Specific Duties

Administer functions of an athletic nature thateglace as part of the school’s program.

Establish annual budget for athletic program aaggpound requirements.

Maintain the athletic facilities utilizing volunteeand staff.

Serve as liaison with GRACEAC.

Serve as a member of the Athletic Boosters Assooigand provide direction to the association

by identifying activities and planning needs treduire the Athletic Boosters board’s attention

Encourage student participation in athletic program

Interview and appoint coaches for all sports.

Inform faculty, staff, and parents regarding atblptrogram.

Serve as liaison with facility coordinator for afit events and programs.

10. Maintain student information regarding physicald avolvement in various programs.

11. Acquire and distribute schedules for athletic esent

12. Monitor and maintain supplies and instructionaimseneeded for the continued operation of the
athletic facilities and program.

13. Be aware of the total school atmosphere.

14. Record in writing any matters deemed noteworthy.

15. Perform other reasonable duties as directed bgriheipal.

apwdE
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5.10 Transportation Coordinator / Bus Driver

Approved 6/00
Revised 6/01, 02/03

Purpose: Administer the school transportationesysand operate the school bus that is used tgpimains
the students to and from school and for fieldtrip$us includes but is not limited to maintainingr@per
bus atmosphere and helping the teachers passmattcose and function of the school bus to theestted

Reports To: Principal
Specific Duties

Serve as liaison with WOPS & HPS transportationadepents.

Coordinate and supervise all transportation program

Establish routes for CCCS buses.

Hire, evaluate, and dismiss bus drivers.

Maintain driver database and information as reguimgMDOT and MD of Ed.

Establish budget for transportation program in atiaion with the administrative assistant for

business and development and CCCS Finance Committee
Recommend, oversee future planning and expansidanafiassportation services, including
purchasing of buses and services for bus/vehiclater@ance

. Drive the school bus.

9. Insure the bus in operated using State of MichgaRupil Transportation Act” (Act 187 of 1990)
or any other guidelines that apply with respecdieool bus operation.

10. Maintain a chauffeur’s license, with a minimum df8i endorsement.

11. Maintain the appearance of the school bus, andtrepyg needed maintenance for the bus to the
principal.

12. Be aware of the total school atmosphere.

13. Record in writing any matters deemed noteworthy.

14. Monitor and maintain supplies needed for the camthoperation of the school bus.

15. Establish and maintain the school bus scheduleaendination with any other existing school bus
schedules.

16. Perform other reasonable duties as directed bgriheipal.

17. Maintain discipline records for students

18. Review bus policies and procedures annually anohnerend revisions to principal and

Membership / Personnel committee of the Board afdaton.

ogkwnNpE
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5.11 Early Childhood / Pre-school Director

Approved 6/01
Revised 02/03

Purpose: Manage all early childhood programs:-dehmol, daycare, after and before school care.

Reports To: Principal

Specific Duties:

1.

2.

Nouo,rw
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Recruit and hire pre-school, daycare, and latciskaff. Conduct annual performance evaluations
of staff members. Make rehire and termination sleos and carry out necessary procedures.

Develop an annual budget and establish fees feethegrams, and present to the CCCS Board
of Education for approval.

Recommend future curriculum and program enhancesment

Consult with the finance office regarding budged parchasing.

Be aware of the total school atmosphere.

Record in writing any matters deemed noteworthy.

Monitor and maintain supplies and instructionaiiseneeded for the continued operation of early
childhood / pre-school.

Perform other reasonable duties as directed bgriheipal.

Ensure early childhood programs are in compliamtie all local and state regulations.
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5.12 Non-Parochial Instructor

Approved 6/01
Revised 02/03

Purpose: The local public school provides Corphadgfl Catholic School with instructors as listesldow.
These instructors provide instruction in the Corgisisti Catholic School classrooms following local
curriculum and state guidelines.

Reports To: Principal
Specific Instructors:

Music

Art

Library

Computer

Physical Education

arwpdE
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5.13 Playground Supervisor

Approved 6/01
Revised 02/03

Purpose: The playground supervisor is respondimestudent safety and behavior during noontime
recess. The playground supervisor will be presarnthe playground during noontime recess.

Reports To: Principal
Specific Duties

Administer playground rules in support of the sdisoprogram.

Administer light first aid such as Band-Aids ane ifor bumps and bruises. In case of more
serious injury, bring the injured student to thkad office for treatment and further assistance
Monitor the school’s playground equipment and repmintenance needs to principal.

Be aware of the total school atmosphere.

Record in writing any matters deemed noteworthy.

Perform other reasonable duties as directed bygriheipal.

N
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5.14 Lunchroom Aide

Approved 6/01
Revised 02/03

Purpose: The lunchroom aide is responsible fatesit safety and behavior
during lunch.

Reports To: Principal
Specific Duties:

1. Follow time schedules for student lunches, outsédess, and return to classrooms

2. Escort students to playground for noontime recesisescort them back to the building following
recess

3. In case of an emergency, a major discipline problemstudent illness, notify the principal or
his/her designee

4. Follow written guidelines for lunch helpers, walgi students, and supervision during lunch and
indoor recess

5. Be aware of the total school atmosphere.

6. Perform other reasonable duties as directed bgriheipal.
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5.15 Volunteer

Approved 6/00
Revised 6/01, 02/03

Purpose: Assist in the day-to-day operation of $bbool. This must be done at the direction of
administration, faculty, or staff. All volunteersust register in the school office and wear a vidan
badge.
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6 BUDGET AND FINANCE

6.1 Transportation Budget

Approved 6/01
Revised 3/02, 02/03

The Corpus Christi Catholic School Board of Edumgtiupon consultation with the Corpus Christi
Catholic School Finance Committee, will establidbua transportation budget annually.

This budget will include the calculation of useedewhich could be charged to students / familiesgus
school-provided transportation. These user feddwicalculated to recover up to 50% of the totadt of
transportation. This calculation will be based mpotal costs associated with transportation, iclg,

but not limited to, driver salary and benefits, ,gawintenance, insurance and replacement cost of
equipment, and the average number of students wld school provided transportation in the previous
school year.

The fee schedule will be established by March fer toming school year, and will be included in the
annual tuition schedule.

Fees charged are per student, with a family capvofstudents. All fees charged will be eligible fo
tuition assistance.
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6.2 Transportation Routes and Student Conduct Rul  es

Approved 6/01
Revised 02/03

The principal, upon consultation with the Corpusi§hCatholic School Finance Committee, Bus Driver
and Transportation Coordinator, will establish bustes and student conduct rules and regulations
necessary for the safe and efficient operatiometitansportation system.
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6.3 Financial Controls

Approved 6/01
Revised 02/03

An audit of all financial records of the Corpus StirCatholic School, including Board of Education

sanctioned organizations, will be performed evérg fears or whenever there is a change in theadcho
administrator. A certified public accountant wdbnduct these audits, following generally accepted
accounting principles.

The principal and Finance Committee will review tfiadings of the audit. Following these
recommendations, they will establish and / or a8y policies and / or procedures necessary wrens
the integrity of all financial accounts.
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6.4 Financial Administrative Policies

Approved 04/05

A. Receipt of Money:
Money coming into the school is typically receiwed U.S. mail or in person. Money received via the
mail is in the form of checks or money orders madeto the school. These checks are given directly
to the business manager for processing. Moneydbtoio the school office is given to the school
secretary
who issues a receipt and forwards the money tbdis;ness manager with an explanation of what the
money was for. The business manager verifies tii@uat of money and the receipt written to insure
accuracy. All checks are immediately stamped wuiith schools “For Deposit Only” stamp. The
business manager will not handle any cash with@#cand person verifying the amount.

B. Deposits:
The business manager will never have more than.$806ft overnight unless a special circumstance
arises and arrangement have been made ahead ofAinyemoney left overnight must be locked in the
safe.

Deposits are processed using the ACS software @magoreprinted bank deposit slips, and recording
book. The deposit shall be recorded as follows:
ACS system — Deposit is recorded in detail (pagesunt, explanation of check)
Recording book — Deposit is grouped by item amal ie recorded.
Deposit slip — Pre-printed deposit slips must sedushowing the schools name and
account number. The cash and checks are brokemarmltrecorded. If less than 20
checks, the payee name and amount must be shotie atip. If more, a calculator tape
may be used and submitted to the bank.

C. Bank Statements:
At no time shall the business manager open the Ilstaements. All statements must go to the
principal first. They will be opened, revieweditieled and then given to the business managenkBa
statements must be reconciled to the ACS finarsatiivare within 1 week of receipt. A reconciliatio
report will be printed and attached to the bankest@nt each month.

D. Check Signing:
The business manager does not have check signingray per Diocesan policy. Any checks that need
to be signed prior to the normal accounts payaldekwwill be presented to the principal with the
proper documentation (see accounts payable). drevient the principal is not available, a priestrir
Our Lady of the Lake or St. Francis de Sales mawy #ie check.

E. Accounts Payable:
All invoices must be approved by the principal (fmgests in her/his absence) prior to payment. A
check request form will accompany all invoices amast be signed by the person requesting payment.
All payables must be entered into the ACS finansysdtem. Payables are processed bi-weekly (same
week as payroll) and no checks should be writtéwden these times except in emergencies or school
field trips.
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F. Tuition Payments:
The principal and priests are the only authorizegpnnel to waive tuition or award tuition assis&n
The business manager has no authority to make deghkions. In the event a family makes contact

with the business manager regarding tuition matteetshe will refer them to the principal or consul
with the principal on their behalf.

G. Financial Reports:

The business manager will provide the principal acigbol board finance committee chairperson with
monthly financial reports. These reports will heedy the 5th of each month and include the balance
sheet, income statement, and monthly summary rep&ach quarter will include a quarterly summary
report. The principal and finance chairperson nemyest other reports at any time.
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6.5 Budget Development and Approval

Approved

11/04
09/05
03/06

The Corpus Christi Catholic School Board of Edumafrinance committee will establish and monitor the
annual school budget. This budget will includejgeted revenues and expenditures.

1. In preparing the upcoming school year budget, t6€8 BOE Finance Committee is responsible
for the following:

a.

b
C.
d.
e

Meet the requirements outlined in Article 8, Settioof the CCCS Bylaws
Develop an initial proposal for review with the CEBOE.

Revise the budget as required.

Gain budget approval from the CCCS BOE.

Submit the CCCS BOE approved budget to the pastors.

2. The following is the timeline for the budget deymizent and approval process for the following
school year’s budget:

a.

b.
c.
d

Submit a draft budget for the CCCS BOE Novembertimge

Present the proposed budget for'agading during the CCCS BOE ecember meeting.
Present the proposed budget for a 2nd readingglthenCCCS BOE January meeting.
Present a written budget for approval by the pas2atays after the January BOE meeting
and present it to a joint meeting which includesL@ind SFD finance council members.
The projected student headcount will be part af fnesentation.

Coordinate with the finance councils and pastoreteive approval within 30 days of the
January BOE meeting.

Provide monthly Income and Expenses updates tgalséors and finance chairs by the
15" day of each month

Provide budget revisions to the CCCS BOE and tistops by October 1 for the current
and/or upcoming school year to reflect active dmeht. Provide additional budget
revisions if extraordinary events occur.



