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CATHOLIC SCHOOLS OVERVIEW AND HANDBOOK

Catholic schools operate under the auspices of the Diocese of Joliet. Therefore, Catholic 
schools in the Diocese adopt in whole all policies and addendums set forth in the Employee 
Policy Handbook and Operational Handbook for Catholic School Administration published by the 
Diocese of Joliet. School leadership is required to follow all policies of the Diocese. Additional 
local policies may be developed to govern the operation of the school but may not be contrary to 
those policies and procedures established by the Diocese of Joliet. 
 
The Catholic schools in the Diocese of Joliet, under the direction, guidance and service of the 
Catholic Schools Office, are dedicated to providing faith formation, academic excellence, and 
appropriate developmental personal growth opportunities for all Catholic school students.  
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FROM THE SUPERINTENDENT 

This Handbook is the culmination of the effort and knowledge of several departments in the 

Diocese of Joliet. The Office of Child and Youth Protection, Human Resources, Legal and 

Catholic Schools Office all contributed to this new edition. Every effort has been made to create 

a complete and thorough Handbook that is a user friendly and a valuable resource. 

Please review this Handbook, acquaint yourself with those areas unique to your school, refer to 

this tool often to ensure that you are in compliance with Diocesan guidelines and know that the 

Catholic Schools Office staff is available to clarify policy or respond to your inquiries. 

 

It is through this cohesive union that we will make choices that are in the best interest of all 

involved to create a safe and secure environment for the Catholic education of the students 

entrusted to us.    

 

Knowing these policies and procedures is one of the best defenses for an administrator. If you 

need to make a decision that is not covered, start by considering what a reasonable and faith-

filled person would do.  

 
 
Blessings, 
 
James Quaid, Ph.D. 
Superintendent 
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GOVERNANCE

Canonical Authority 
 
All Diocesan Catholic schools must have a canonical leader appointed by the bishop. These 
appointed leaders have the duty to see that the spirit and teachings of the Catholic Church are 
clearly and accurately presented. Appointed leaders may be the following: 

 The Pastor of a parish school. 
 The Pastors of a school co-sponsored by more than one parish. 
 Lay Boards (or Associations) of the Catholic Faithful. 
 Religious congregations. 

 
A Catholic school’s identity and mission is constituted by authority of the bishop and may not be 
delegated by Canon Law. 
 
Levels of Affiliation 
 
All Catholic schools must be recognized by the bishop and shall be identified as Level I or Level 
II Affiliates of the Diocese of Joliet. 
 
Level I Affiliation: Diocesan Owned and Operated Schools 
 
Level I Affiliation shall be assigned to a diocesan owned and operated school approved by the 
bishop as a “Catholic school.” 
 
Catholic Identity 
 
Level I Affiliate Catholic schools shall adhere to the Catholic identity standards for all Catholic 
schools. 
 
Accountability 
 
Level I Affiliate Catholic schools shall be accountable to the Catholic Schools Office in accord 
with all diocesan policies for Catholic schools, including the areas of academic excellence, 
affordability, accessibility, governance and community. 
 
Types of Schools 
 
Level I Affiliates include the following types of Catholic schools: 
 

 Parish School: Parish-based school is one school designated for, and managed by, one 
parish. 

 Regional School: Parish-based regional school is one school designated for, and 
supported by, multiple parishes according to a formal written agreement with an 
appointed canonical administrator. 

 Incorporated Regional School: Incorporated regional school is a school serving multiple 
parishes and incorporated as a separate diocesan corporation with an appointed board 
of limited jurisdiction. 
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 Consolidated School: Consolidated schools are comprised of schools that once operated 

separately but have since been combined into a single institution. 
 Diocesan High Schools: A diocesan high school is one that is owned and operated by 

the diocese with leadership and guidance provided by the Superintendent and an 
appointed advisory board. 

 
Level II Affiliation: Independent Schools 
 
Level II affiliation shall be assigned to an independent school recognized by the bishop as a 
“Catholic school.” 
 
Catholic Identity 
 
Level II Affiliate schools shall adhere to the Catholic identity standards for all Catholic schools. 
 
Communion 
 
Level II Affiliate schools shall participate in appropriate associations that assist in ensuring 
effective ecclesial communion, such as the Diocesan High School Principals’ Association and 
the Joliet Diocese Principals’ Association. 
 
Governance 
 
Level II Affiliate schools shall be responsible for their own internal governance, particularly in the 
areas of management, affordability and accessibility. 
 
Accountability 
 
Level II Affiliate schools shall be responsible for ensuring the academic excellence of their 
programming and qualifications of their faculties as certified by appropriate agencies (i.e., state 
registration, state recognition and teacher licensure). 
 
 

NON-PUBLIC STATE RECOGNITION OF DIOCESAN SCHOOLS

All Catholic elementary and secondary schools of the Diocese of Joliet shall be registered and 
recognized by the Illinois State Board of Education. To maintain Illinois State Board of Education 
recognition principals must annually comply with requirements which include meeting 
administrative deadlines as determined by Illinois State Board of Education thus ensuring 
compliance and recognition. 

Illinois State Board of Education Non-Public School Recognition Guidelines and Resources 

Compliance 
 
All Diocesan schools must adhere to any and all applicable Diocesan policies and procedures, 
as well as applicable state and federal laws and regulations to the extent such laws do not 
conflict with Catholic teaching, divine, or Canon Law. 
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Additional Affiliations 
 
Every school is strongly encouraged to hold institutional membership in the National Catholic 
Education Association (NCEA). Individual memberships in educational organizations are 
encouraged. The cost of individual membership may be the responsibility of the 
administrator/teacher. 
 

LEADERSHIP

Bishop of the Diocese 

The bishop, as chief representative of the Church’s teaching authority, has full responsibility for 
the educational apostolate in the Diocese of Joliet. He delegates individuals and agencies, 
including the Catholic Schools Office to assist him. The bishop exercises authority in accord with 
Cannon law and has the final authority in all school matters both temporal and spiritual. 
The bishop serves as an ex-officio member of the Joliet Diocesan Board of Education. 
 
Diocesan Board of Education 
 
The Joliet Diocesan Board of Education is an organization constituted by the bishop. This board 
is consultative to him and functions under his jurisdiction. The superintendent appoints its 
members, and the bishop annually commissions them. The Board’s mission is to foster and 
promote the ministry of the Catholic schools of the Diocese through authority defined by its 
bylaws. 
 
Board members individually refer complaints, suggestions and constructive criticism about 
operational matters directly to the superintendent of schools for appropriate consideration and 
action. Comments affecting policy are routed through regular channels to the board meeting 
agenda for consideration by the board as a whole. 
 
No board member individually speaks for, or in the name of, the total board, unless authorized in 
advance by the superintendent and board to do so. 
 
Superintendent of Catholic Schools 
 
The Superintendent of Catholic schools, as the chief administrative officer of the Diocesan 
school system, is appointed by the bishop and is accountable to him. The superintendent of 
schools represents the Joliet Diocesan School System in all matters that concern Catholic 
schools. The superintendent acts as an ex-officio member of the board. The superintendent is 
responsible for the implementation of board policies. 
 
The superintendent is charged with the general administration and supervision of all elementary, 
secondary and approved independent preschools within the Diocese. 
 
In the absence of policy and procedures, the superintendent has the power to act when 
immediate action is needed. The superintendent informs the board of such action when 
appropriate. 
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Catholic Schools Office  
 
The Catholic Schools Office, under the authority of the superintendent, assists Catholic schools 
of the diocese in designing, implementing and evaluating quality programs. The Catholic 
Schools Office provides administrative, consultative and supportive services and programs in 
the areas of personnel, leadership, curriculum, instruction and assessment, planning, 
accreditation, technology, program development, faith formation, student services, evaluation, 
marketing and enrollment. 
 
Pastor 
 
The pastor is the primary spiritual leader of the parish. He has responsibility for fostering, 
guiding and coordinating the educational ministry in the parish. The pastor is subject to 
Diocesan policy as well as the policies of the Diocesan Board of Education. The pastor 
considers policy recommendations by the local school board in his decision-making.  
 
The pastor hires and evaluates the principal. The pastor delegates to the principal the operation 
of the school. The pastor confirms the principal’s selection of the faculty. The principal consults 
the pastor on personnel issues. 
 
The pastor has primary responsibility for those matters within the school which affect worship as 
well as the spiritual formation of the students. In cooperation with the Catholic Schools Office, 
he assures that the school provides effective religious formation for students. 
 
The pastor is an ex-officio member of the local school board. His status is defined in the board’s 
constitution. The pastor attends board meetings whenever possible. In situations where the 
principal requests his presence at a specific meeting(s), attendance by the pastor is imperative. 
The pastor promotes good public relations by encouraging interest and support of the school 
within the parish community. 
 
The pastor, in collaboration with the superintendent of schools, works to identify solutions if 
there is concern about the job performance of the principal. This collaboration is a first step for 
performance improvement. If termination or non-renewal of the contract is seriously considered, 
prompt consultation is imperative. 
 
Principal 
 
Each Diocesan school is to have an appointed principal. The principal bears the chief 
responsibility for organizing and implementing local school community relations. The principal 
serves as the day-to-day administrator of the school, executive officer of the local board, and 
leads the school’s religious, academic and operational programs. The principal is responsible for 
implementing Diocesan and local policies.  
 
Assistant Principal 
 
The appointment of an assistant principal is made by the principal with the approval of the local 
governing authority. Specific areas of responsibility shall be designated by the principal. 
Assistant principals shall be certified educators. It is preferable that assistant principals be 
Catholic, but is not required.   
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Local School Board 
 
Every school has a local board of education or school board. The local school board is a 
consultative body. As a consultative body, the board works with the principal to develop and 
support policy. The board recommends policy to the pastor who approves/vetoes it. The 
principal implements and enforces approved policy.  
 
 

DIOCESAN FINANCE PROCEDURES

Financial Governance 
 
The day-to-day financial operations must be viewed in the light of Christian values and the 
teachings of the Church.  
 
The bishop holds in trust the assets of the Church within his diocese but shares the 
administration of these temporal goods with the appointed pastors/administrators, and duly 
authorized lay representatives of the parish. The pastor, with the assistance of the finance 
council, assumes responsibility for the management of the resources for the local church. 

Finance Council 
 
Every parish is required by Canon Law to have a Parish Finance Council that is advisory and 
consultative to the pastor. The Finance Council is to assist the pastor in the administration of the 
temporal goods of the parish.   

As Catholic schools often represent significant financial commitments on the part of sponsoring 
parishes, special effort should be made to include persons who are knowledgeable about school 
finance/operations. It is also recommended that the school principal be an ex-officio member of 
the Finance Council. 
 
At the discretion of the school’s governing authority, a school may establish a Finance 
Committee of the School Board.  
 
 

BUDGETING

Budget Planning 
 
Each parish, together with their ministries, shall prepare a budget of anticipated income, 
expenses and capital improvements prior to each fiscal year. The parish budget shall be 
prepared in accordance with the goals and objectives, priorities and plan of action, as 
determined jointly by the pastor in collaboration with the school administration, finance 
committee of the school board and with approval of the Parish Finance Council. 

The annual budget is planned to accurately reflect the needs of the school in relation to the 
financial ability of the parish to support its educational program. 
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Budget Preparation and Adoption 
 
The principal, in collaboration with the parish business or finance manager, prepares the annual 
school budget. After consultation with the pastor, the budget is presented to the parish school 
board for additional advisement. It is then submitted to the parish finance committee for final 
approval and inclusion in the general parish budget.  
 
Budget Management 
 
The principal, in collaboration with the parish business or finance manager monitors whether 
expenditures are being made in accord with its budget decisions, and whether there is 
overspending/underspending in various areas. The parish council and/or parish finance 
committee approves the school budget but has no direct responsibility regarding educational 
programs. It does not substitute for or supersede the local school board, principal or pastor in its 
responsibility for the school. 
 
 

INCOME 

Tuition is set as part of the budgeting processes and endorsed by the local school board and 
approved by the finance committee and pastor. 
 
Parish Investment in Catholic Education 
 
It is the responsibility of the parish to determine the amount of investment the school receives. 
The following guidelines are presented to pastors, principals and local board members to assist 
in determining sources of revenue for school.  
 
It is recommended: 
 

 That tuition be set at each school so that, at a minimum, 50% of the total school cost is 
covered by tuition. 

 No more than 25% of the operating budget is covered by parish investment. 
 Tuition and third source funding cover at least 75% of operating budget. 

 
Refunds 
 
Each school develops tuition, registration and instructional materials fee policies which permit 
refunds only under certain circumstances, such as, but not restricted to, an unexpected family 
move, a family crisis, job loss, etc. The decision regarding a refund is made by the principal in 
consultation with the pastor, as well as the business manager, if appropriate. 
 
Student Activity Funds 
 
The collection, allocation and disbursement of all monies obtained through drives, fees and 
other school-related enterprises are subject to the authorization of the principal. The 
management of student activity funds is in accordance with Diocesan accounting procedures. 
The principal or her/his designee has the responsibility and authority to implement all policies 
and rules pertaining to the supervision and administration of student activity funds. 
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Selling or Soliciting by Students 
 
Using elementary school students for door-to-door selling, soliciting subscriptions, etc., is 
strongly discouraged. 
 
Soliciting Funds from Students 
 
Unless specifically authorized and endorsed by the principal, all monetary collections among 
school children are prohibited. 
 
Third Source Funding 
 
Grants, government assistance and fundraising may be part of the school budget. Acceptance 
of state or federal money may require the school to comply with certain state or federal acts. 
 
Development Programs 
 
A development program is an important component for sound financial management of Catholic 
schools. Each school designs a program appropriate for its community. 
 
Federal or State Monies 
 
When monies are received in connection with federal or state programs, the school complies 
with federal and/or state accounting regulations. All documentation for such programs is 
maintained in the local school office. 
 
Gifts, Grants and Bequests 
 
On behalf of the school, the pastor or principal may accept a bequest or gift of money or 
property for a suitable purpose and utilize such money or property so designated. Anonymous 
gifts may be accepted only when the principal and pastor are advised of the donor. 
 
The principal informs the pastor of any significant gift or bequest. The definition of significant is 
determined at the local level. 
 
All gifts are given to the school or school system as a whole. The pastor or principal accept gifts 
that are reasonable to the needs of the school. 
 
Borrowing 
 
Since the Diocese of Joliet is a legal trust, borrowing depends on the signature of the Diocesan 
bishop. No school or school board borrows money except through the processes established by 
the Diocese.  
 
Investing/Fund Management 
 
The investing of funds for school or school-related purposes is in accord with procedures 
established by the Diocese. 
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ACCOUNTS

System of Accounts 
 
School funds are accounted for separately from parish funds. All schools shall maintain a 
complete record of financial transitions. 
 
Individual accounts and/or activity funds are not held separately by any member of the faculty or 
school board or school-related organization.  
 
Designated Funds 
 
A designated fund is money set aside for specific activities of a school. Because funds introduce 
an element of inflexibility in the financial system, as few separate funds as possible should be 
established. Funds are classified and recorded in a school’s budget document and in its 
financial reports with the knowledge and direction of the principal and business manager. 
 
Endowment or Trust Funds 
 
Endowment funds are earmarked for education/school purposes and set aside in a trust 
account, bank account or similar vehicle. Only proceeds and distributions are allowed based on 
the endowment agreement.  
 
Annual Financial Statements 
 
School authorities/business managers make an annual financial report available to the local 
school board and to the Diocesan Finance Office as well as the Catholic Schools Office. A copy 
of this report is retained in the local school file. 
 
The report is a summary version and is published and/or made available to parishioners. 
 
Inventories 
 
In every school at the end of the school year an inventory of equipment is taken. Inventory 
reports are available to local boards for budget planning purposes. 
 
Monies In School Buildings 
 
Monies collected by school employees, by student treasurers or by volunteers are handled in 
accord with accepted business procedures set forth by the Diocesan Finance Office.  
 
All monies collected are receipted, accounted for and deposited with the general funds of the 
school as a specific credit balance for the purpose for which they were collected.  
 
Collected money is not left overnight in classrooms. Collected money is kept in a locked safe.  
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LOCAL SCHOOL BOARD

Establishment 
 
Every school has a local board of education or school board. In conjunction with the Catholic 
Schools Office, the mission of the Catholic School Board in the Diocese of Joliet is to advance 
quality Catholic education for students by providing leadership, direction and support to pastors, 
principals, chief administrators and members of the school community. The School Board 
adopts the school’s mission statement and the periodic review of its operational vitality and 
Catholic identity. 
 
Consultative Nature 
 
The local school board is a consultative body. As a consultative body, the board works with the 
principal to develop and support policy. The board recommends policy to the pastor for 
consideration in his decision-making. The principal implements and enforces approved policy. 
Exceptions to this may occur in various governance models as approved by the superintendent. 
 
Membership and Code of Ethics 
 
The board is representative of the Catholic community it serves. The Code of Ethics for School 
Board Members delineates the expectations inherent in the purpose of the Board. Members, by 
accepting the position to serve on the Board, subscribe to this code. Periodic review of the code 
reminds members that they are working together for the common goal: to promote the mission 
and purpose of Catholic school education. Refer to the full Code of Ethics in the Board 
Leadership Manual.  

The pastor is an ex-officio non-voting member of the board. The principal is an executive officer 
of the board and has a voice in its discussions.  
 
Current school parents should not comprise more than one third of the Board. Decisions 
regarding the number, composition, method of selection, etc., of the board are the prerogatives 
of the individual school and require pastor approval. No board member individually has authority 
to speak for, or in the name of, the total board or the school, unless authorized in advance by 
the board to do so. 
 
Conflict of Interest 
 
Paid employees of the parish/school, and their spouse or blood relative, are not eligible for 
membership on a local school board. 
 
School board members shall avoid situations that present actual, perceived or potential conflict 
between their interest and that of the school. Board members must never use their board 
position to benefit themselves or any other individual or agency apart from the total interest of 
the system or school. 
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Responsibilities 
 
The policies of the Joliet Diocesan Board of Education are the policies of the local board. Each 
board develops such additional policies necessary to govern the operation of the school. These 
policies are in accord with and do not contradict Diocesan policies or regulations of the Catholic 
Schools Office. The local board has the responsibility of evaluating the adequacy of its policies 
and the effectiveness of their implementation. Any conflict between local board policies and 
Diocesan policies or regulations of the Catholic Schools Office is resolved in favor of the 
appropriate Diocesan policies or regulations of the Catholic Schools Office. 
 
School Budget 
 
The local school board endorses the annual school budget that has been prepared by the 
principal and finance committee of the school board following consultation with the pastor or his 
financial consultants. While final approval of the school budget is needed from the pastor, 
various methods may be used in obtaining this approval. The pastor determines which method 
is appropriate for his parish.  
 
Board Committees 
 
Boards are encouraged to create committees to help support the mission and vision of the 
school. Committees such as finance (budget development), nominating (recommending new 
board members), political advocacy (contacting local and state legislators and promoting 
legislation to benefit the school), strategic planning (development and updates), and 
advancement (public relations, marketing and fundraising) are committees that have been 
successful for many local boards.  
 
Meetings 
 
The local school board has regular meetings that are open to members of the parish/school 
community. The board meets only with the pastor and/or principal in attendance. The board 
meets in executive session only when warranted. The board establishes rules for the conduct of 
a meeting or, in the absence of it, uses the latest version of Robert’s Rules of Order. 
 
Records 
 
Official written records of all acts of the local school board are kept in the office of the principal. 
Each local school board addresses in their constitution by-laws or their standing rules how these 
records are developed and maintained. Records to be kept include but are not limited to: 
 

 Agendas and minutes of the board. 
 Policies that are approved for recommendation. 
 Contact information for board members. 
 Written committee reports. 
 Diocesan handbooks. 
 Local school handbooks (i.e., faculty, parent/student, athletic, etc.). 
 Communication from the principal to the board and from the board to the principal. 
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 As appropriate, records are marked confidential. 
 
Relationships 
 
The parish council and/or parish finance committee approves the school budget but has no 
direct responsibility regarding educational programs. It does not substitute for or supersede the 
local school board, principal or pastor in its responsibility for the 
school.  
 
Administrative decisions are the responsibility of the principal who seeks to conduct the 
educational programs in terms of established policy. All communications between faculty and 
the board are facilitated through the principal. The pastor has final approval in all matters. In 
matters of dispute any party may appeal to the Catholic Schools Office.  
 
A more detailed outline of the functions of the local board is found in the Diocesan Leadership 
Manual for Catholic School Boards.

PERSONNEL 

Ministerial Expectations 

It is understood and expected that the work of the Catholic Church, its agencies and institutions, 
has characteristics that differentiate it from the work of other secular and non-Catholic agencies 
and institutions as a specifically religious institution performing a religious function and mission.  
 
Employees working in a Catholic school agree to work diligently to support and strengthen the 
Catholic Church and its value system. By word and example Catholic school employees support 
all the official religious teachings of the Catholic Church throughout their personal and 
professional lives. Employees agree to play a substantial role in conveying the Catholic 
Church’s message and carrying out its mission.  
 
Confidentiality Expectations for all Faculty and Staff 
 
Employees are not to disclose without proper authorization, or outside the normal execution of 
their job responsibilities, any confidential matters which come to their attention because of their 
employment with the Parish. Disclosure to anyone of such information without proper 
authorization, or outside the normal context of one’s job, may be cause for disciplinary action, 
including discharge and legal action. 
 
Faith’s Law Compliance 
 
Faith's Law aims to address the responsibilities of schools and school employees to prevent 
and appropriately respond to reports of student sexual assault and abuse. Faith's Law requires 
Illinois schools to provide training on sexual abuse prevention, appropriate relationships 
between school personnel and students, and how to respond to a student's report of sexual 
abuse or misconduct. It also expands legal protections for reporters of abuse or misconduct.   
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Under the law, schools are also required to implement comprehensive policies and procedures 
to prevent sexual abuse/misconduct and respond promptly and effectively to reports of such 
conduct. Under Faith's Law, Illinois schools must ensure that all students are aware of how to 
report incidents of sexual abuse or misconduct, anonymously if desired, and that they will not be 
retaliated against for doing so. Faith’s Law Resources are available for ready reference.  

Faith’s Law compliance is in addition to the annual completion of sexual harassment prevention 
training and continued training through Virtus. 
 
Diocesan Human Resources 
 
Schools, in conjunction with the Catholic Schools Office, communicate all personnel issues and 
concerns to Diocesan Human Resources. Human Resources documents are the product of 
collaboration between Diocesan agencies in support of Diocesan Catholic schools.  
 
Contracts 
 
Employment and salary is based upon an annual contractual agreement made at the time of the 
hiring of each teacher according to the Diocesan Salary Schedule currently in effect. Annual 
contractual agreements are to be made in writing. The contracts are to be signed by the pastor 
as the chief hiring agent and the teacher involved, and is to be attested to by signature of the 
principal. 
 
No later than April 1 of each year, each teacher receives a Teacher Performance Appraisal and 
is given written notice of the principal’s intent to renew or not renew his/her contract. Contracts 
are ordinarily offered by that same date. Contracts are of a one-year duration with no assurance 
of renewal.  

Any teachers not returning a signed contract within two weeks of the contract offer are 
considered to have declined their offer of contract unless the school principal approves an 
extension in writing.
 
Probationary Status of First- and Second-Year Teachers 
 
First and second year teachers are considered probationary employees for their first and 
second years of employment in each Diocese of Joliet Catholic school. During the probationary 
period, a teacher may be discharged at the discretion of the principal and/or pastor, in 
collaboration with the Catholic Schools Office and Diocesan Human Resources. 
 
Honoring Contracts 
 
Catholic schools in the Diocese of Joliet will honor contracts of other Catholic schools within the 
Diocese of Joliet. A contract will not be signed with a teacher who is already under a contract 
with another Diocese of Joliet Catholic school for a given term without a written release from the 
school the teacher has a signed contract. 
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Personal Leave Day Records 
 
All schools retain in their personnel files a record of cumulative personal leave days for each 
teacher by utilizing the Personal Leave Day Record Form. Upon termination, this record is 
forwarded to Diocesan Human Resources. 
 
Personnel File 
 
A personnel file is maintained at the school for each employee. In addition to the items required 
by the Diocese of Joliet Employee Policy Handbook, personnel files should also include 
documents as mandated by the Illinois State Board of Education. Additional information in the 
file includes (but is not limited to):   
 

 Freedom from Communicable Disease, TB, Fitness to Perform Duties.                                   
 Safe Environment Requirements. 
 Mandated Reporter Notification.     
 Staff Training for Diabetes, Asthma, Allergies, Opioid Antagonist. 

 
Evaluation 
 
Evaluation of teachers is regulated by the Catholic Schools Office. The process is updated 
regularly and communicated to principals who share the specific parameters of the process with 
their teachers. 
 

TERMINATION/NON-RENEWAL

Contract Termination by Mutual Consent 

Contracts are of a one-year duration with no assurance of renewal. A contract may be 
terminated at any time during the period of a contract upon mutual agreement of the employer 
and employee. 
 
If a teacher is released by mutual agreement before the completion of the academic school year 
contract, final settlement shall be made at a time determined by each local school. 

Involuntary Termination During the Contract Year 

Contracts of teachers or principals may be terminated at any time for good cause. Reasons 
include, but are not limited to: 
 

 Failure to discharge one’s professional responsibilities. 
 Failure to continually maintain professional licensure. 
 Failure to comply with written policies of the school in which s/he is employed. 
 Conduct unbecoming a professional person. 
 Incompetence, negligence, inability to perform assigned duties, insubordination, 

intimidation. 
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 Altering, removing or destroying records and/or information; failure to respect 
confidentiality of records and information. 

 Theft or misappropriation of funds belonging to the school, employees or students. 
 Accepting bribes for services rendered. 
 Conduct contrary or detrimental to the religious and professional character of the 

diocesan schools. 
 Immorality or any public act (or the publication of any act) not consistent with the 

philosophy of the school and/or the religious and moral teachings of the Roman Catholic 
Church. * 
 

*The Diocesan bishop or his designee will be the final interpreter of what constitutes such 
religious moral teaching and philosophy. 
 
Separation Records 
 
The Separation of Employment Form and Personal Leave Days Record are completed by the 
principal and forwarded within the week to the Diocesan Human Resources Office whenever a 
part-time or full-time teacher ceases to be employed. 
 
 

GENERAL GUIDELINES

Dress Code/Uniform 

All schools shall define and utilize a dress code and/or student uniform. The principal is 
responsible for the establishment and enforcement of the uniform policy/dress code for all 
students. The socioeconomic needs of school families should be considered in devising this 
policy.

The dress code/uniform policy shall not prohibit hairstyles historically associated with race, 
ethnicity, or hair texture, including, but not limited to, protective hairstyles such as braids, locks 
and twists. 
 
The principal may designate infrequent “dress-down” days for students. The principal shall 
develop and promulgate policies for appropriate attire during dress-down days. 
 
Program Design 
 
The principal is responsible for the organization of instruction within the school in accordance 
with Diocesan educational policies and the educational program requirements applicable to non-
public schools recognized by the Illinois State Board of Education (ISBE). 
 
Class Size 
 
The principal is responsible for determining the size of each class and the student to teacher 
ratio for that class. The educational needs of the students and the overall instructional quality of 
the class shall be considered when determining class size.  
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For preschool classes (of all ages), class size shall not exceed 20 students, with a maximum 
student to staff ratio of 10 to 1 (which may include a teacher assistant). The maximum 
enrollment and student-to-staff ratios for preschool and pre-kindergarten (early childhood) are 
non-negotiable. These requirements come from the Department of Children and Family 
Services (DCFS).  
 
 
Illinois State Board of Education (ISBE) Maximum Class Sizes    
Grade Max Enrollment Max Student: Staff Ratio
Preschool 20 10:1
Kindergarten 18 18:1
Grades 1- 5 22 22:1
Grades 6-8 25 25:1

The Catholic Schools Office recognizes that these class sizes, though, are often difficult to 
achieve from a budgetary standpoint. Therefore, the Catholic Schools Office has created a set 
of Maximum Class Size recommendations that reflect the many benefits of smaller class sizes 
developmentally for students while not straying far from the state guidance.  
 
Diocesan Recommended Maximum Class Sizes  
Grade Max Enrollment  Max Student: Staff Ratio  
Preschool 20 10:1
Kindergarten  25 18:1

Grades 1- 5  30  
Grades 1-2 22:1
Grades 3-5 30:1

Grades 6-8 30 30:1

Any exceptions to these maximums must be approved by the superintendent.  

Combined Classes 

Principals may opt to combine grades together into a single class, provided that the class sizes 
do not exceed the maximums. In such cases, the principal should consider the class size, the 
instructional and developmental needs of the students, and the capabilities of the assigned 
teacher(s). Grades shall be combined only after consultation with the pastor and 
superintendent.  
 

INSTRUCTIONAL SERVICES

Copyright 

Teachers and staff members must comply with existing copyright laws relating to print, software, 
internet, video, music, etc. The Federal Copyright Law makes it illegal to duplicate copyrighted 
materials without the expressed authorization of the holder of the copyright, except for certain 
exempt purposes. This law applies to unauthorized use or duplication of print and digital 
resources including (but not limited to) software, audio-visual materials, music, 
videotapes/DVDs, web pages and digital files. 
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Equipment, Books and Materials 
 
Adequate and appropriate types of teaching/learning materials and equipment are provided for 
all areas of local school programs. 
 
In adopting a new curriculum or text, a request in writing must be made to the Catholic Schools 
Office before consideration will be given for a local school to adopt the new curriculum or text. 
 
Photos and Videos of Students  
 
School employees may take pictures of students with personal cell phones or cameras provided 
photos are not posted on social media until obtaining approval from administration. Photos with 
school-owned devices are permissible for official reasons, and if the permission of the 
parent/guardian has been granted through a Photo/Video Release Form. Parents/guardians 
have the right to object to the use of the child’s /children’s name, picture, or voice in social 
media or publications and may do so by completing the Objection to Publication Form. 

Community Resources 

The principal must be cognizant of the services of social and cultural agencies in the local 
community. Through the Diocese of Joliet Teacher Assistance Teams process, a collaborative 
effort is made by the principal and appropriate staff team members to assess the social 
emotional needs of all students and recommend supportive resources to parents. This process 
includes documentation for the referral to and consultation with outside resources. Parental 
consent is obtained before referring students to appropriate agencies when needed services are 
unavailable in the school. 
 
Library/Learning Center 
 
The library/learning center is organized as a resource center of instructional materials for the 
entire educational program. Each local school in the Diocese maintains a sufficient and up-to-
date collection of print and non-print materials and equipment. 
 
If a local school does not have room for a library/resource center, provisions are made within the 
individual classrooms. These small centers contain learning aids and books adequate for the 
number of students and the needs of the instructional program. Utilization of public library 
services in the local community is strongly recommended. 
 
Technology 
 
Schools are encouraged to utilize the latest instructional technology to benefit student learning. 
Each school shall develop a local technology plan that details how technology is purchased, 
maintained, upgraded and leveraged to support instruction. No software or technological 
materials shall be used unless licensed in accordance with manufacturer and provider 
requirements. 
 
The use of technology and the internet in education carries both great promise and great 
responsibility. Therefore: 
 

 Students have access to and practical experience with technology, including the internet. 



32 
 

 Technology is integrated into areas of the school curriculum. 
 Social justice implications of an increasingly technological society are taught; and 
 Moral and legal issues concerning internet access and related technology use are taught 

to students and respected by each school community. 
 
The Diocesan document Acceptable Use Agreement must be utilized by each local school. Each 
student and parent(s)/guardian(s) sign the document annually. Students and their parents or 
guardians are advised that the Diocese of Joliet Catholic schools may not request or require a 
student to provide a password or other related account information in order to gain access to a 
student’s account or profile on a social networking website. The school principal may conduct an 
investigation if there is reasonable cause to believe the content of a student’s social media 
account has violated a disciplinary rule or policy of the school. The law allows that in the course 
of an investigation, the student may be required to share the content that is reported in order to 
make a factual determination. 
 
Diocesan schools may be required to submit their technology plans for approval, as requested 
by the superintendent or Catholic Schools Office. 
 
 

CHANGES IN SCHOOL PROGRAMS 

Changes in Diocesan Schools 

Changes in programs for Diocesan schools should be made in the best interests of the school’s 
mission, service to the students and long-term viability. Changes of particular significance 
should emerge from a comprehensive planning and consultation process and require the 
approval of the superintendent. These changes include:  
 

 Adding grades not currently served by the school. 
 Eliminating grades currently served by the school. 
 Adding or eliminating preschool programs. 
 Adding or eliminating e-learning instructional program that includes students not in 

regular attendance at the school. 
 Changes in the physical address of the school. 
 Changes to the official name of the school. 

 
Changes of less significance do not require superintendent approval, although consultations 
with the superintendent and/or Catholic Schools Office are advised. 
 
Recognition of Preschool Programs 
 
Diocesan schools that also offer a preschool program (including pre-kindergarten and other 
early childhood programs) must be recognized as part of the school’s program by the Illinois 
State Board of Education. Schools that wish to add or eliminate a preschool program must 
receive prior approval from the superintendent. 
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SCHEDULING THE SCHOOL YEAR AND DAY

School Calendar 
 
The Catholic Schools Office annually issues calendar regulations and an official school calendar 
template following its approval by the Diocesan Board of Education. Schools throughout the 
system are expected to conform to this calendar, deviating only where practical necessity 
dictates. The calendar shall reflect sensitivity to the needs of the population being served by the 
school, as well as the school’s Catholic mission. 
 
Each school submits its calendar to the Catholic Schools Office by March 15 for review. The 
Catholic Schools Office shall review each calendar and ensure that calendars satisfy Diocesan 
policies and state requirements. 

Schools are not authorized to make changes to the submitted calendar after the school year has 
begun, except in cases of emergency or unusual circumstances. 

School calendars shall be provided by the principal to the local law enforcement agency and fire 
department/district. 
 
Number of Instructional Days 
 
The school day and school calendars shall be scheduled by the administration, within the 
requirements of state law and regulations to offer the greatest educational advantage and reflect 
at least 180 full instructional days. Of the 180 full instructional days, four (4) days can be used 
for local Staff Development. A school calendar should have at least 176 total student attendance 
days. This may also be counted as 968 hours. Hours are allowed per Illinois School Code. 
 
A full day of instruction for grades 1-8 shall consist of at least five- and one-half hours (5 ½) 
hours per day, excluding time for lunch, recess periods, class bathroom breaks, 
announcements, etc. In the Diocese of Joliet this accounts for the five (5) hour requirement from 
the Illinois State Board of Education plus an additional one half (½) hour for daily religion 
instruction.  
 
All members of the professional staff shall be expected to be on duty before and after regular 
school hours to plan and to carry out their individual professional responsibilities. 
 
Student attendance days totaling less than five- and one-half hours (5 ½) hours may be taken 
but will only count for a half day of the 176-day student attendance total.   
 
By state law, students younger than the age of six (6) are not required to attend school. 
Preschool, pre-kindergarten and kindergarten classes may be half days [or at least two- and 
one-half (2 ½) hours of instruction] or full days [five- and one-half hours (5 ½)], excluding time 
for lunch, recess periods, bathroom breaks, announcements, etc.  
 
Kindergarten students shall begin and end the instructional year on the same days as students 
in grades 1-8. 
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E-Learning Days 
 
The health and safety of students and staff is a primary concern for every school principal. 
Occasionally conditions beyond the control of the principal that pose a hazardous threat to the 
health and safety of students and staff, including adverse weather such as snow, ice, extreme 
heart or extreme cold, etc. may result in a school closure.   
 
Principals who choose to close for any reason need to email Catholic Schools Office program 
coordinator as soon as the decision is made.  
 
Principals have two options when it comes to closure, a not-in-attendance day (a traditional 
snow day) or an e-learning day. With a not in attendance day, that instructional day needs to be 
made up elsewhere in the school calendar. If the school calendar only has the minimum number 
of days required to fulfill the calendar requirements, then schools must use the Emergency Days 
designated at the end of the approved school calendar.  
 
If schools are able to provide e-learning instruction for students, then that day can count as a 
day of instruction and does not need to be made up. In accordance with the Illinois State Board 
of Education, the Catholic Schools Office will allow up to five (5) e-learning days to be used per 
school year.  
 
E-Learning Guidelines 

5 ½ Hours Total 
Must Include 4 Major Subject Areas (Including Religion) 

PreK - Grade 2 Grades 3- 5 Grades 6- 12 

2 ½ Hours of Screen 
Time/Check-In Time with 
Teachers

3 hours of Screen 
Time/Check-In Time with 
Teachers  

3 ½ Hours of Screen 
Time/Check-In Time with 
Teachers

3 Hours of Off-Screen 
Activities 

2 ½ Hours of Off-Screen 
Activities

2 Hours of Off-Screen 
Activities  

Emergency Days 
 
Diocesan schools shall include at least five (5) Emergency Days in the school calendar at or 
near the end of the instructional year. This will be in excess of the 180 required days. Students 
are required to report on these days only if the school has had earlier in-person learning 
cancellations due to an emergency or weather. 
 
Staff Development Days 
 
Staff development days are professional development days organized at the local school level. 
All Diocesan schools shall allocate at least four (4) full days for local staff development. 
Teachers must be in session for a minimum of five (5) hours on this day for it to count toward 
the four (4) day requirement. Catholic Schools Office professional development days are also 
required professional development days and do NOT count toward your 180-day total, nor do 
they count as local staff development days. 
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Parent Teacher Conference Days 
 
Diocesan schools shall allocate at least one (1) day for parent-teacher conferences. A maximum 
of two (2) parent teacher conference days may be counted toward the 176 student attendance 
days. Principals may dismiss students after at least three- and one-half (3 ½) hours of 
instruction on these days (with conferences occurring after), and still allow these days to be 
counted as a full instructional school day. 
 
Holidays and Breaks 
 
Schools may choose not to offer classes on certain days for holidays, extended breaks (e.g. 
Christmas Break, Spring Break) and other valid dates. Such days shall be clearly noted on the 
School Calendar. Schools may be closed on Holy Days of Obligation at the discretion of the 
principal, with the support of the pastor. 
 
School Breaks shall not exceed more than 10 consecutive school days (excluding Federal 
Holidays) without the permission of the Catholic Schools Office.  
 
Principals may require designated school employees to report to work when school is not open. 
In doing so, principals shall abide by all Diocesan employee policies, as well as applicable local, 
state and federal laws. 
 
Summer Break 
 
Schools shall schedule an extended Summer Break of at least seven weeks in length during the 
months of June, July and/or August. School offices shall remain open regularly during Summer 
Break based upon a schedule set by the principal in agreement with the pastor and the Catholic 
Schools Office. This schedule shall be communicated with school stakeholders, referenced on 
the school’s website and voicemail, and provided to the Catholic Schools Office. School officials 
shall regularly monitor school voicemail and email while school is closed and respond to 
requests by current/prospective parents on a timely basis. Principals may require designated 
school employees to report to work during Summer Break. In doing so, principals shall abide by 
all Diocesan employee policies, as well as applicable local, state and federal laws. 
 
Preschool Day 
 
Preschool classes may be full- or part-day at the discretion of the principal. Preschool classes 
shall be offered at least two days per week (part- or full-time). Part-day preschool classes must 
be offered for at least two- and one-half (2 ½) hours per day. Lunch, recess periods, class 
bathroom breaks, announcements, snack times and nap times do not count toward this time. 
 
Instruction in language arts and mathematics/numeracy shall occur daily in preschool. Regular 
instruction shall also occur in science and social studies. Religion shall be offered as a daily 
subject. 
 
Length of School Day - Kindergarten  
 
Kindergarten classes may be full- or part-day at the discretion of the principal. Kindergarten 
classes shall be offered all days in which the school is in session (five days in a typical week). 
Part-Day Kindergarten classes must be offered for at least two- and one-half (2 ½) hours per 
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day, and Full-Day Kindergarten classes shall be offered for at least five- and one-half (5 ½) 
hours per day. Lunch, recess periods, class bathroom breaks, announcements, snack times and 
nap times do not count toward this time.  
 
In designing the daily schedule, schools should consider the following recommended time 
allocations: 
 
 
Preschool/Kindergarten Recommended Time Allocations 
SUBJECT MINUTES PER WEEKMINUTES PER DAY 

Organization/Circle Time 40 8

Religion 60 20  

Reading Readiness 150 30

Language Development 75 15

Writing 30 10 (3 days only) 

Mathematics 150 30

Science 20 10 (2 days only) or 20 (1 day) 

Social Studies 20 10 (2 days only) or 20 (1 day) 

Health 20 10 (2 days only) or 20 (1 day) 

Music 50 10

Art 50 10

Physical Education 75 15

Schedule assumes a full-day Kindergarten program. 
 
Length Of School Day - Grades 1-8  
 
A full day of instruction shall include at least five- and one-half (5 ½) hours of school per day. 
Lunch, recess periods, class bathroom breaks and announcements do not count toward this 
time. Students in grades 1-8 are required to attend for the full school day. 
 
Schools may not enroll students for more than eight instructional hours per day (not counting 
lunch, recess, bathroom breaks and announcements, as well as optional after-hours 
programs/activities) without the permission of the Catholic Schools Office. Students in grades 1-
8 shall regularly participate in Masses and other Sacramental opportunities.  
 
In designing the daily schedule, schools shall consider the following recommended time 
allocations: 
 
Grade 1-8 Recommended Time Allocations (Minutes Per Week) 
CORE CLASSES GRADES MINUTES PER WEEK

Religion 1-8 200

English/Language Arts1-3 900*
 

4-8 450
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Mathematics 1-8 300

Social Studies 1-2 60
 

3 90
 

4-8 200

Science 1-2 60

3 90

4-8 (labs are encouraged) 200

Technology 1-3 60
 

4-8 Integration with all core classes is 
recommended

Minutes for special area subjects (e.g. art, physical education, foreign language, music, etc.) 
should be established at the discretion of the principal. 

* = More minutes are provided to ELA in grades 1-3 to allow teachers to address the 
foundational skills required by the Reading Standards. Literacy is not the sole responsibility of 
ELA teachers but should be developed and assessed across the curriculum. 
 
Weekly Mass is an expectation at all schools and is in addition to the religion minutes noted 
above. Religion is a curricular subject which is taught daily in our elementary schools following 
the suggested minutes. Minutes spent in weekly Mass do not count toward the yearly 968-hour 
total requirement.  
 
Technology instruction, as part of the school day, should be integrated throughout the 
curriculum. It may also be a separate class that incorporates and reinforces subject matter, 
content and skills. 
 
Recess and lunch are not included in the instructional minutes. 
 
This schedule is based on a daily time allocation of five (5) hours and forty-five (45) minutes. 
 
Daily Schedule 
 
The principal (or designee) is responsible for developing the daily schedule for students and 
faculty members. A copy of the daily schedule shall be available in each classroom and on file in 
the school office. 
 
Intrusions on the School Day 
 
Activities (including announcements) which intrude excessively upon the instructional program 
of the school are discouraged during school hours. School staff shall strive to balance intrusions 
so that no single class is continually shortened or missed. 
 



38 
 

 

 

Assemblies 
 
All Diocesan schools are encouraged to provide assemblies and opportunities to promote 
religious, civic, patriotic and/or cultural awareness. 
 
End of the School Day 
 
To ensure the safety of students at release time, schools must develop a written policy and 
implement procedures concerning the orderly dismissal of students at the end of the school day, 
school program or school extracurricular activity. The written procedures should, at a minimum, 
require that students are appropriately monitored by designated school employee(s) at the end 
of the school day school program or school extracurricular activity until the student leaves the 
school campus. 
 
Early Dismissal  
 
Local school authorities are responsible for formulating and promulgating a policy regarding the 
release of students during the school day. The principal is authorized to grant dismissal to a 
student provided the parent or guardian makes the request. These requests will usually be 
made for dental or medical appointments but requests for other valid reasons are also honored. 
Students shall not be permitted to leave school during hours without the written consent of their 
parents/guardians. 
 
 

EMERGENCY SCHOOL CLOSINGS

Authority To Close 
 
Principals are empowered to close school temporarily for unforeseen circumstances (e.g. 
inclement weather, facilities issues, excessive illnesses, etc.). Principals shall carefully consider 
the needs of their students, staff and facilities when deciding whether to close school. If school 
is closed for reasons other than inclement weather, principals shall first seek permission from 
the pastor and Catholic Schools Office. 
 
In extreme circumstances, the superintendent is empowered to close all Diocesan schools 
(across the Diocese or in defined geographic areas). Local and state agencies (e.g. health 
department, law enforcement agency, etc.) are also empowered to close schools for a variety of 
reasons. Principals shall contact the Catholic Schools Office if told to close by a local or state 
agency. 

School Closures 
 
Principals shall develop a local plan to be followed in the event of a school closure due to 
inclement weather or another calamity (i.e., facilities problems, excessive illnesses, etc.). This 
plan should include how students, families, staff and other necessary parties are informed of the 
school’s closure. It is recommended that schools utilize an emergency notification system to 
efficiently notify stakeholders. 
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In the case of a school closure, principals are asked to contact the Catholic Schools Office 
program coordinator to notify of the closure.  Principals shall also notify local media.  The 
Catholic Schools Office recommends using the Emergency Closing Center to do so. By the first 
day of school, principals shall update their facility information for the Emergency Closing Center.

Excessive Illness 

If schools experience excessive student illnesses (defined as more than 25% of the total student 
body) or excessive faculty/staff absences (defined as more than 50% of the faculty/staff), the 
principal shall consult with the Catholic Schools Office. Further consultation may take place with 
the local health agency. The school shall only be closed for excessive illnesses with the 
permission of the Catholic Schools Office. 
 
Excessive Heat and Cold 
 
Schools shall generally not cancel classes for excessive heat or cold. Principals are encouraged 
to make modifications to the instructional environment so that positive student learning can still 
occur (such as moving students to different areas of the building, conducting indoor recess, 
etc.). Principals who feel that there are legitimate reasons for the school to close due to 
excessive heat or cold shall first receive permission from the Catholic Schools Office before 
announcing a closure. 
 
 

PARENT/COMMUNITY 

School Directories 
 
Names and addresses of the school community are confidential and are not disclosed by the 
school unless such disclosure is authorized in writing by such member of the school community 
or otherwise allowed by law. Special care is taken if an email, a website or the internet is used. 
 
Parent Organizations 
 
Schools are encouraged to establish a parent organization (i.e., Home and School, PTA, PAC, 
etc.) for the purpose of building community and generating support. If the school has a parent 
organization, it functions according to local guidelines. Each parent organization shall develop 
and implement a set of bylaws that describe the purpose of the parent organization and how it 
functions. Bylaws, including any changes/amendments, require the approval of the principal and 
pastor/local governing authority.   
 
Unlike school boards, parent organizations shall not debate or recommend school policy. Parent 
organizations shall never discuss individual parent concerns or personnel issues.  
 
Loitering or Causing Disturbance 
 
Any person who is not a member of the school staff or student body and loiters on or about any 
school building or grounds without express permission or causes disturbances, may be guilty of 
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loitering. The principal or designee will determine if and when law enforcement personnel are 
contacted, and charges pursued. 
 
Parent Sex Offenders  
 
When the parent/guardian of a student is a convicted sex offender, it is necessary to clearly 
outline the parameters of that parent’s/guardian’s presence on school property. It is necessary 
to have these parameters formally written and then reviewed by the Diocesan attorney and then 
agreed upon by the parents, principal and pastor. Failure to comply with the agreement may 
result in denial of enrollment or withdrawal of the child/children. 
 
 

STUDENTS

Student Code of Conduct 

Students are expected, whether inside or outside of the school, to act in a manner befitting a 
Catholic school student. All students recognize their individual responsibilities and obligations 
and discharge them in accordance with school policy, rules and regulations. Emphasis is placed 
on the growth of the student in self-discipline. Each school determines the extent to, and the 
manner in, which it will respond to student conduct outside the school. 

When inappropriate behavior occurs, the corrective response is a logical consequence of the 
student’s behavior and is appropriate to the nature and degree of the offense. 

All behavior consequences shall be educational in nature; schools should seek to educate the 
student as to their inappropriate choices and encourage the student to make better choices in 
the future. When possible, teachers and administrators should highlight the positive behavior of 
students (i.e., utilize positive reinforcement). 
 
The standards of conduct below apply to all schools. Individual schools may choose to expand 
the code of conduct as deemed necessary. 
 
Anti-Bullying Policy 
 
All elementary and secondary schools in the Diocese of Joliet shall actively seek to provide a 
supportive, caring environment in which all persons are safe from all forms of intimidation 
including bullying, which is unacceptable, unchristian and strictly prohibited. 
 
For the purpose of this policy, bullying is defined in conformity with Illinois law as follows: “Any 
severe or pervasive physical or verbal act or conduct, including communications made in writing 
or electronically, directed toward a student or students that has or can be reasonably predicted 
to have the effect of one or more of the following: 

 Placing the student or students in reasonable fear of harm to the student’s or students’ 
person or property. 

 Causing a substantially detrimental effect on the student’s or students’ physical or 
mental health. 

 Substantially interfering with the student’s or students’ academic performance; or 
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 Substantially interfering with the student’s or students’ ability to participate in or benefit 
from the services, activities or privileges provided by a school. 

 
Bullying Conduct 
 
Bullying conduct covered by this policy is conduct that occurs on school property or at school 
sponsored activities or events; while students are being transported or walking to or from school 
or school sponsored activities or events; while students are waiting at school bus stops; or cyber 
bullying as defined hereinafter. 
 
Cyber Bullying 
 
This policy prohibits bullying and intimidation of students through the use of internet and social 
media sites on any electronic device (private, public or school-owned), whether on or off the 
school campus, or during non-school hours. 
 
Any student who engages in bullying will be subject to appropriate discipline, up to and including 
suspension or expulsion and referral to local law enforcement. Behavioral interventions may be 
included as a component of the disciplinary actions. This may include but is not limited to 
mandatory counseling. 
 
Retaliatory behavior by a student accused of bullying will also incur consequences. False 
accusations of bullying will result in disciplinary action taken against the accuser. 
 
Any reported bullying issue will be promptly brought to the attention of the appropriate party (the 
pastor or the principal or designee) and thereafter investigated. 
 
Threats and/or Acts of Violence 
 
The principal takes every threat and/or act of violence, including violence toward self, seriously. 
In the case of a threat, the principal determines whether or not a statement was made. It is not 
the role of the principal to assess the credibility of the statement. Students who make threats, 
use threatening language or engage in a violent act may be removed from school and may be 
required to receive psychological assessment. Written recommendation by a licensed medical 
professional that states the student is not a danger to themselves or others is a requirement for 
re-admittance. Parents of the offending child are informed in writing that further offense may 
result in expulsion. The Catholic Schools Office and the pastor are informed of the incident. 
Care is taken to protect the privacy of those involved. Information shared may include general 
facts regarding the situation, consultation procedures and precautions taken to ensure the 
safety of their children. If the media becomes involved, special care is taken to protect the 
privacy of those involved. School Safety and Crisis Resources are available for ready reference.  

Gang Activity 

Gang activity shall be considered a violation of school rules and cannot be tolerated in Catholic 
schools. School personnel should monitor student behavior and the school environment for 
signs of gang activity. In cases where gang activity occurs, the school should address the 
situation through its defined Code of Conduct, and appropriate disciplinary actions shall be 
taken. The principal should contact local law enforcement when, in his/her opinion, the safety 
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and welfare of students and/or staff are threatened by illegal gang activity, the illegal use of 
drugs/alcohol or use or possession of weapons. 
 
Hazing 
 
Hazing is defined as an instance in which a person knowingly requires the performance of any 
act by a student or other person in a school for the purpose of induction or admission into any 
group, organization or society associated with the school where the act is not sanctioned or 
authorized by the school, and the act can result in bodily harm. 
 
Hazing is not tolerated in Catholic schools and shall be explicitly listed as a violation of the Code 
of Conduct in all policies. If any school administrators, teachers, support staff and/or volunteer 
coaches observe hazing at a Catholic school, they are obligated to report it to the principal and 
the principal shall notify Catholic Schools Office as well as local law enforcement if the act of 
hazing results in great bodily harm or death.  
 
Vandalism 
 
Students and their parent(s)/guardian(s) are responsible for damage to any school equipment 
and/or property both on and off-site during school-related events. 
 
Search And Seizure 
 
The principal has the right and responsibility to conduct searches of lockers and personal 
property of students and seize items of personal property posing health or safety threats or that 
are illegal or immoral. The principal or designee is present when a search and/or seizure takes 
place. Concern for student privacy is exercised. 
 
 

DISCIPLINE

Each school has a written discipline code developed by the principal and staff and shared with 
parents. 

Discipline is developed in a positive manner. This discipline code meets the commonly accepted 
standards of good faith and fair dealing. The following disciplinary procedures are forbidden: 

 Corporal punishment. 
 Personal indignities. 
 Use of physical force. 
 Sarcasm, ridicule or public humiliation. 
 Indiscriminate punishment of all students in a class for the bad conduct of some. 
 Imposition of a fine as a means of punishment. 
 The requiring of repetitive written exercises. 
 Excessive academic assignments.  

 

Acceptable disciplinary procedures include but are not limited to: 
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 Conference with the student. The purpose is to build an understanding between the 
teacher and student. Our commitment to fairness means that the student is told what he 
or she did that was wrong and is given a chance to be heard. 
 

 Reprimand the student. A reprimand may be given privately or in public depending 
upon the nature of the offense. It is given in a kind manner but with sincerity, firmness 
and directness. The reprimand is given only once; then, the offense is forgotten. 

 
 Isolation. In this case, the student forfeits her/his right to be with the other students. 

Students are never placed outside a staff member’s range of vision. 
 

 Loss of Privileges. This includes but is not limited to those privileges associated with 
athletics, band, choir, class officers, members or officers of school clubs, etc. The 
principal determines the duration of such loss of privileges. 

 
 Detention. Detention is a period of time either before, after, during school or on a non-

school day, during which a student is detained because of behavior. 
Parent(s)/guardian(s) are notified when students are to serve a detention. 

 
 Suspension. Suspension is the isolation of the student from some or all school activities 

because of behavior. Offenses and length of suspension is determined by the local 
administration. Personal or written notification of impending suspension, with the 
reason(s) indicated, is always communicated to the child’s parent(s)/guardian(s). In 
general, suspensions should be reserved for serious or chronic behavior infractions. 

 
Suspension may occur away from the school or within the school. Students who serve 
in-school suspensions must always be monitored by a qualified staff member. Students 
are not permitted to participate in school-sponsored extra and co-curricular activities for 
the duration of their suspension. 
 

 Expulsion. The reasons justifying expulsion from a Catholic school are serious. Even 
when such reasons exist, other avenues are explored before the decision to expel is 
reached. Any student may be expelled for serious or chronic violations of the Code of 
Conduct that include, but are not limited to, physical, verbal or sexual threats; substance 
abuse; possession of weapons or illegal drugs; chronic or serious bullying; serious and 
chronic lack of respect for school authorities; serious damage to school or student 
property; theft; or physical harm to student/staff. 

 
As soon as it becomes evident that expulsion of a particular child is necessary, the 
principal confers with the pastor, and has a meeting with the parent(s)/guardian(s) of the 
child. Every effort is made to enlist the cooperation of the parent(s)/guardian(s) in order 
to avoid invoking this extreme penalty. 

 
When a child has been expelled, the Catholic Schools Office is notified immediately. In 
the absence of a specific discipline code, the principal makes disciplinary decisions.  

 
The expulsion or withdrawal of a student does not necessarily impact the registration of 
any siblings in the school. 
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Discipline Recourse 
 
Disciplinary consequences are determined according to Diocesan and local school policy. They 
follow local school administrative regulations, discipline codes, school handbooks, classroom 
rules, etc. The principal is allowed discretion in administering discipline. 
 
In the interest of fairness, students are given the opportunity to present their recollection of any 
serious incident to the person assigning the discipline before discipline is determined. Students 
are expected to comply with discipline imposed. Parents are expected to cooperate to see that 
the student does so. If further communication is necessary, the person assigning the discipline 
is to be contacted. If this does not resolve the situation, that person’s supervisor is contacted.  
Students who do not comply with discipline measures may be denied participation in 
extracurricular activities, special school or classroom activities, i.e., field trips, parties, reward 
videos, etc. As a last resort, the student may be asked to withdraw or may be expelled. 
 
 

MARKETING AND ENROLLMENT 

Diocesan Marketing Plan 

The Catholic Schools Office shall establish and maintain a Diocesan Marketing Planning 
Guidelines for Catholic schools. This plan shall guide marketing on behalf of all Catholic 
schools, as well as provide guidance to schools in initiating their own local marketing plans. 

School Marketing Plans 

Catholic school leaders shall initiate and implement a strategic marketing plan on behalf of their 
school. School marketing plans shall reflect the Catholic mission of the school as well as the 
Diocesan Marketing Plan for Catholic Schools. Each school marketing plan should include 
specific marketing strategies as well as associated timelines and responsible parties. 
The marketing plan shall be directed toward the following goals: 

 Recruiting new students to the school. 
 Building good will, recognition and positive public relations amongst current school 

families, other stakeholders and the broader community. 
 

In all marketing, school/parish leaders, staff and volunteers shall refrain from defaming or 
speaking negatively about other Catholic schools, school/parish leaders and staff. 
School/parish leaders should seek out opportunities to speak favorably about Catholic 
education (as a common mission) when possible. 
 
Diocesan schools may be required to submit their marketing plans for approval, as requested by 
the superintendent or Catholic Schools Office. 
 
Use of School Data in Marketing Plans  
 
Schools shall refrain from publishing or otherwise communicating specific data related to other 
Catholic schools in all marketing efforts. This includes (but is not limited to) comparative test 
score data, enrollment data, and demographic data. Schools may publish their own data and 
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compare this data against Diocesan-level school data as well as reliable comparisons to non-
Catholic competitors. 
 
School Websites 
 
Each school shall design and maintain an attractive, high-quality website. Each website shall 
include easily visible links for prospective families who are interested in learning more or 
enrolling. The school’s admissions criteria shall be posted on the website. The website shall be 
updated regularly. 
 
Student Recruitment 
 
Elementary school leaders shall actively seek out potential new students for their school. In 
seeking out students, parish-sponsored schools shall prioritize families within the boundaries of 
the sponsoring parish(es) (i.e., the immediate neighborhood of the school). As a secondary 
priority, school leaders should also consider families within the boundaries of parishes that do 
not sponsor Catholic schools. 
 
Elementary schools shall refrain from directly contacting families from other Catholic elementary 
schools for the purposes of recruitment. Such contact includes phone calls, emails, direct mail 
marketing campaigns, etc. 
 
Admissions Policies 
 
The bishop of the Diocese of Joliet and the Diocesan Board of Education, in collaboration with 
the Catholic Schools Office, are committed to promoting equal educational opportunities for all 
children in diocesan schools. Schools shall have a written statement of the school’s admissions 
policy. The admissions policies of the school should be consistent with the mission, goals and 
objectives of the specific school and the Diocese of Joliet. The following admission policies are 
adhered to throughout the Diocese: 
 

 The school respects the dignity of the child. No student shall be denied admission to any 
Catholic school solely on the basis of race, religion, sex, color, national/ethnic origin, 
citizenship status. 

 Religious formation is the primary purpose of Catholic education. Students cannot be 
admitted to Catholic schools if their parent(s)/guardian(s) do not accept this concept. 

 Catholic schools are established and maintained by the personal sacrifices of the 
Catholic community and may justly give preference in admissions to children of families 
who support their local Catholic parish. 

 Appropriateness of educational programs and/or availability of space are legitimate 
factors affecting admissions. 

 Catholic schools, like other privately supported institutions, may charge reasonable 
tuition and fees for the maintenance of their educational endeavors. Rates are 
determined locally. 

 The pastor/principal is the final authority on the admission of a student into the school. 
 All students are on probation during the first calendar year of their attendance at a 

Catholic school. Schools are to develop a screening process for all new students 
entering the school. The principal shall make the final decision regarding continued 
enrollment of the student. The decision is not subject to appeal to the School Board. 
Notification of the probation period shall be placed in the student/parent handbook. 
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 Students who enter the Catholic school from a home-school program shall be placed in 
a grade level following an academic assessment determined by the administration. 

 Each local board establishes written spiritual/academic/financial/participative 
requirements of parent(s)/guardian(s) as conditions for the continued enrollment of their 
children. 

 
Non-Discrimination 
 
Schools operated under the auspices of the Diocese of Joliet admit students of any race, 
religion, sex, color, national/ethnic origin, citizenship status, physical or mental disability to all 
the rights, privileges, programs, and activities generally available to students at the school in 
accordance with applicable local, state, and federal anti-discrimination statues to the extent that 
such antidiscrimination statues do not conflict with the teachings of the Roman Catholic 
Church.  
 
 
Non-Catholic Students 
 
Schools may admit students who are not Catholic provided that these students will not displace 
Catholic students and that both students and parents clearly understand that participation in 
Catholic religious instruction and school activities, related to the Catholic identity of the school, 
are required. 
 
Schools may find using a Covenant of Trust helpful when enrolling non-Catholic families.  

Inclusion 

Admissions shall not be denied to students with documented or specialized learning needs 
based solely on ability or achievement. Such admissions decisions shall be made on a case-by-
case basis and shall take into account the school’s ability to meet the child’s diagnosed or 
apparent special learning or social emotional needs based upon its available resources. If the 
school determines that it does not have the resources to meet the student’s learning needs that 
will enable the child to succeed even at the minimum proficiency level, admissions may be 
denied.   
 
Should a school accept a student with a documented learning need, Public Act 103-197 requires 
that 504 Plans and IEP’s/ISP’s account for accommodations that students may need during 
emergencies, including natural disasters or an active shooter situation. 
 
Enrollment of Non-Citizens 
  
Catholic schools shall admit students regardless of their citizenship status, provided that the 
student(s) meet all other admissions requirements in accordance with applicable state and 
federal laws to the extent that such anti-discrimination statutes do not conflict with the 
teaching of the Roman Catholic Church. 
 
Enrollment of Students Whose Parents/Guardians Are Not Married  
 
Catholic schools shall admit students whose parents are not married (including cases of 
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divorce), provided that the student(s) meet all other admissions criteria. Catholic schools must 
abide by court decisions regarding the student’s custody, exposure and communication with 
each parent. Copies of any active restraining orders (or other relevant court document) 
should be requested from parents and kept on file at the school. 
 
Admission of Transfer Student 
 
When a student who is transferring from one Catholic school in the Joliet Diocese applies for 
admission to another Catholic school (either during or at the end of the academic year) in the 
Joliet Diocese a Student Transfer Form must be completed.  

Principals are advised to review the Diocesan Transfer Process Guidance when transferring a 
student. During the process of completing this form, contact between the two principals is 
advisable. This communication should occur before the family is permitted to enroll in the 
school. Such contact with the former principal of any school may be needed to clarify reasons 
for student transfer, i.e., suspension/expulsion or unpaid tuition. Families who are transferring 
between Catholic schools shall meet any/all financial obligations with their school of origin 
before being allowed to attend a new Catholic school. 
 
Transfers are at the discretion of the pastor, principal and superintendent. Transfers are 
approved if deemed to be in the best interest of the student(s), academic and/or 
social/emotional wellbeing. 
 
Transfer students may be admitted following receipt from the transferring school of attendance, 
health and academic records, etc. Until such records have been received and analyzed, the 
child’s admission status is probationary. Certified copies of transfer students’ records must be 
requested within fourteen (14) days of enrollment.  
 
Admission of Students Without Records 
 
No student shall be admitted to a Diocesan Catholic school as a transfer student unless a 
record of accomplished work in schools previously attended is presented (except for students 
entering preschool, pre-kindergarten or Kindergarten). If an investigation should reveal records 
are being withheld for a valid reason, the student may be admitted at the discretion of the 
principal. 
 
For the placement of a student without records, an educational history shall be compiled in 
cooperation with the parents/guardians and the student. Based upon the information received, 
the student shall be placed at the grade level best suited to his/her achievement. The principal 
may, if deemed desirable, require the student to be tested to help in the determination of grade 
level. The final decision as to placement shall be made by the principal. 
 
In the case of homeschooling, if records are requested by the district office, they are sent. 
Otherwise, records are released to parents/guardians according to the release of records act. 
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WITHDRAWAL OF STUDENTS 

Transfers and Withdrawals 

When a student transfers to another school, the student’s permanent record card is retained. 
Records are transferred according to Illinois School Code. Parents/guardians should be made 
aware of any financial obligations to the school prior to a transfer or withdrawal.  
In general, no official student records are transferred until all financial accounts with the school 
have been settled. Unofficial school records are transferred within ten (10) days of request. 
Unofficial records are minimally defined as copies of the last report card. Health records are 
transferred along with unofficial records.  
 
Withdrawal of Student for Academic Reasons 
 
A school may ask a student to voluntarily withdraw for academic reasons if the school is unable 
to meet the student’s academic/instructional needs, given its available resources. If such a 
request is made, the following conditions shall have been fulfilled: 
 

 The school has first placed the student in an intervention plan that includes wrap-around 
support, as appropriate and feasible by the school. Specific academic goals shall be 
identified in this plan. 

 The school has met with the parents/guardians to discuss this plan and provided written 
evidence of student performance. 

 The intervention plan has not succeeded in achieving the academic goals in a 
reasonable amount of time. 

 The school has provided documented evidence to the parents that the plan has not 
succeeded and that it does not have the resources to serve the child’s academic needs. 

 The parent is given the opportunity to voluntarily withdraw the student from the school.
 The school agrees to cooperate with any receiving school in providing academic and 

attendance records. 
 

If the family refuses to voluntarily withdraw, the principal must contact the Catholic Schools 
Office. The school shall only complete the withdrawal with the permission of the Catholic 
Schools Office. 
 
Withdrawal of Students Based Upon the Conduct of Parents/Guardians 
 
Parents/guardians are expected to demonstrate behavior consistent with the Catholic values at 
all times with faculty, administration, support staff, students and volunteers, whether on or off 
school grounds or at school-related events. 

Unacceptable behaviors include but are not limited to:  

 Acts/behavior that is not aligned with the Catholic values and mission of the school. 
 Disrespectful, threatening, harassing, abusive behaviors/language. 
 Acts of intimidation, battery, assault or other threats to the faculty, administration, staff, 

students and volunteers of the school. 
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When a parent/guardian engages in any of the behaviors outlined above or in the school’s 
parent code of conduct and, in the judgment of the principal and of the pastor, such behavior 
negatively impacts the teaching, learning or school environment, he/she may, after consulting 
with the Catholic Schools Office: 
 

 Inform parents that the right of the parent/guardian to be present on school grounds is 
temporarily or permanently suspended. 

 Dismiss the child(ren) of the parent/guardian temporarily or permanently from the local 
Catholic School. 

 
Withdrawal of Students Based Upon Financial Delinquency 
 
Students may be withdrawn if their parent/guardian fails to fulfill their financial/tuition obligations 
to the school. Before withdrawal occurs, the principal (or designee) shall attempt to formulate a 
payment plan with the family. The principal (or designee) should attempt to be sensitive to the 
unique circumstances of the family, while ensuring that the family is able to fulfill their financial 
obligations. It is recommended that the principal establish “Exclusion Days” in which families are 
told that they may not send their child to school unless a plan for tuition payment is formulated 
or followed. Such days should be announced ahead of time so that the family and teachers can 
make appropriate plans. 
 

SCHOOL AGE REQUIREMENTS

Schools who fail to comply with the school age requirements set forth by the Illinois State Board 
of Education (ISBE) and The Department of Children and Family Services (DCFS) risk their 
accreditation status.  
 
Elementary schools in the Diocese of Joliet are currently exempt from DCFS daycare licensure 
for their three (3) and four (4) year-old preschool programs because these preschools are a part 
of accredited schools that are recognized by Illinois State Board of Education and subject to all 
Illinois State Board of Education requirements. This is why age requirements for three (3) year-
old students must be followed. Our free-standing preschools have a different designation with 
Illinois State Board of Education.  
 
Schools interested in offering programming to students younger than three (3) years old must 
contact the Catholic Schools Office for guidance with Virtus and DCFS as students under the 
age of three (3) have different needs that require their facility and personnel to have different 
licensing requirements.  
 
School Age - Preschool 
 
For three (3) year-old preschool programs, children must be three (3) years of age on or before 
September 1 of the current school year with no exceptions. Under no circumstances may 
children younger than three (3) years of age be accepted into a preschool program. Schools 
may not accept children as they turn three (3) years of age during the school year if the child 
was not three (3) years old by the September 1 deadline.  
 
For Four (4) year-old pre-kindergarten programs, children must be four (4) years of age on or 
before September 1 of the current school year. At the discretion of the principal, a child who 
turns four (4) years of age after the September 1 deadline may be accepted into the preschool 
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with the understanding that the child will remain in the preschool program until they are age-
eligible for kindergarten.  
 
School Age - Kindergarten 
 
Kindergarten students must be five (5) years of age on or before September 1 of their 
kindergarten year. Based upon an assessment of a child’s school readiness, a school may 
choose to permit a child to attend school prior to that date, or it may choose not to do so. If a 
school chooses the option of early entrance, the school shall develop the criteria to determine a 
child’s readiness for early age admission to kindergarten. Criteria shall include the child’s 
assessed social, emotional and academic readiness.  
 
School Age - First Grade 
 
First grade students must be six (6) years of age on or before September 1 of their 1st grade 
year. Students who turn six (6) years old between September 2 and December 31 of their 1st 
grade year may be eligible for early entrance to first grade based upon the school’s assessment 
of the child’s readiness by the school’s criteria, provided that:  
 

1. The child must have attended preschool, pre-kindergarten and attended school 
continuously through kindergarten, and  

2. The child was taught by an appropriately licensed kindergarten teacher. The school shall 
make the ultimate determination of admission of the child to first grade.  

 
The verification of age with a birth certificate is presented at application time. The school 
maintains copies of certified birth certificates for each student attending upon enrollment. These 
documents must be provided within thirty (30) days of enrolling the student.  
 
Underage Admission – Kindergarten and First Grade 
 
After objective testing indicating the child is mature enough to begin work at the respective level, 
a principal may accept into kindergarten a child who will be five years of age after September 1. 
Objective testing may include individual psychological testing. 

A principal is authorized to grant probationary acceptance into first grade to a child who will be 
six years of age after September 1 of that year if, after objective testing, the child appears 
capable of mastering regular classroom work. 

Ordinarily, any child, even though underage, who has satisfactorily completed a recognized 
kindergarten program, is accepted into grade one. 

 

ATTENDANCE 

Daily Attendance 

A daily student attendance record must be kept in each school. 
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Compulsory Attendance 
 
Attendance in class is an essential aspect of our educational program. Illinois law requires that 
whoever has custody or control of any child between the ages of six (6) and nineteen (19) (and 
in high school) must ensure that the child attends school the entire time school is in session 
during the regular school term, except as otherwise provided by law. Parents and/or guardians 
having legal custody of school-age children are responsible for ensuring the regular attendance 
of their children in school.  
 
The Catholic Schools Office requires that parents/guardians ensure the regular attendance of 
their children, consistent with Illinois School Code, and inform the school of any absences and 
the causes of such absences. A telephone call by the parent or guardian is required on the first 
day and each subsequent day of absence or tardiness. A written excuse signed by the 
parent/guardian may also be required upon the child’s return to school.   
 
Absenteeism 
 
Each building principal is responsible for maintaining an effective system for recording student 
absences and for encouraging students to be prompt and to attend class on a regular basis. 
Absences are categorized as excused or unexcused. Valid causes of absenteeism (excused), 
as listed in Illinois School Code are:  
 

 Illness (including mental or behavioral health of the student). 
 Observance of a religious holiday. 
 Death in the immediate family.  
 Family emergency.  
 Circumstances that cause reasonable concern to the parent or guardian for the student’s 

mental, emotional, or physical health or safety. 
 Other situations beyond the control of the student as determined by the principal and 

pastor. 
 

Additionally, a student will be excused for up to five (5) days in cases where the student’s 
parent/guardian is an active-duty member of the uniformed services and has been called to duty 
for, is on leave from, or has immediately returned from deployment to a combat zone or combat-
support postings. The principal and pastor, in their discretion, may excuse a student for 
additional days relative to such leave or deployment.  
 
A student and the student’s parent/guardian are responsible for obtaining assignments from the 
student's teachers prior to any excused absences and for ensuring that such assignments are 
completed by the student prior to his or her return to school.  
 
Students who are excused from school will be given a reasonable timeframe to make up missed 
homework and classwork assignments. 
 
All other absences will be considered unexcused. Pre-arranged excused absences must be 
approved by the building principal.  
 
Absences from school may result in failing grades, withdrawal from classes and/or other 
disciplinary actions. It is imperative that parents/guardians attempt to plan family trips/vacations 
to coincide with scheduled school vacations and to plan professional visits to doctors, dentists, 
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orthodontists, etc. during non-school hours. Attendance is a vital part of a successful education 
experience. It is the parent/guardian’s responsibility to substantiate an excused absence.   
  
Notification of Absence 
 
In the event of any absence, the student’s parent/guardian is required to call the school before 8 
a.m. to explain the reason for the absence. If a call has not been made to the school by 10 a.m. 
on the day of a student’s absence, a school official will call the home to inquire why the student 
is not at school. If the parent/guardian cannot be contacted, the student will be required to 
submit a signed note from the parent/guardian explaining the reason for the absence. Failure to 
do so shall result in an unexcused absence. Upon request of the parent/guardian, the reason for 
an absence will be kept confidential.  
  
Diagnostic Procedures for Identifying Student Absences and Support Services to Truant 
or Chronically Truant Students   
 
State law requires every nonpublic school that receives public funds to collect and review its 
chronic absence data and determine what systems of support and resources are needed to 
engage chronically absent students and their families to encourage the habit of daily attendance 
and promote success. 
 
Furthermore, state law provides that schools are encouraged to provide a system of support to 
students who are at risk of reaching or exceeding chronic absence levels with strategies and are 
also encouraged to make resources available to families to support and engage students and 
their families to encourage heightened school engagement and improved daily school 
attendance. 
   
Chronic absence is defined as absences that total 10% or more of school days of the most 
recent academic school year, including absences with and without valid cause, and out-of-
school suspensions.  
   
The Catholic Schools Office considers absenteeism excessive when it significantly interferes 
with a student’s learning, as reflected in academic performance or social development. 
Excessive absenteeism includes excessive tardiness.  
 
The school will use diagnostic procedures for identifying the causes of unexcused student 
absences, such as Interviews with the student, his or her parent/guardian, any school officials or 
others who may have information about the reasons for the student absences.  
 
To reduce or prevent excessive absenteeism, the school maintains a procedure to:   
 

 Track and provide early identification of potentially harmful attendance practices.   
 Provide a progressive, multi-level plan toward remediation of the problem. 
 Provide supportive services to truant or chronically truant students including parent 

conferences, student counseling, family counseling and information about existing 
community services.  
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Tardiness  
 
Each school is responsible for keeping an accurate written record of the number of times a 
student is tardy to school. The school is also responsible for making provisions for notifying the 
parents of those students who are tardy. A student is tardy if s/he arrives after the time fixed by 
local school policy/procedure for the beginning of the morning or afternoon session. 
 
Recording Suspension and Expulsion 
 
Notation on the attendance record is made for suspension and expulsion. 
 
 

TRUANCY 
 
Excessive Absenteeism 
 
The Catholic Schools Office considers absenteeism excessive when it significantly interferes 
with a student’s learning, as reflected in academic performance or social development. 
Excessive absenteeism includes excessive tardiness.  
 
In order to reduce or prevent excessive absenteeism, the Catholic Schools Office maintains a 
procedure to:   
 

 Track and provide early identification of potentially harmful attendance practices; and   
 Provide a progressive, multi-level plan toward remediation of the problem.  

 
This procedure includes, but is not limited to, interviews with the student, his/her 
parents/guardians, any school officials or others who may have information.  
  
Truancy   
 
The Catholic Schools Office considers a student who is subject to compulsory school 
attendance truant if he/she is absent for the school day or a portion of the school day without an 
excused absence. Illinois State Board of Education provides additional resources and guidelines 
for truancy.

Chronic Truancy 
 
The Catholic Schools Office considers a student who is subject to compulsory school 
attendance a chronic or habitual truant if he/she is absent for 10% or more of regular 
attendance days without proper permission. Students who are chronic truants will be offered 
support services and resources aimed at correcting the truancy issue. 
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Resources and Supportive Services   
 
The following resources and supportive services, as determined appropriate, are available to 
truants and chronic or habitual truants with unexcused absences, and their parents/guardians:   
 

 Conferences with school personnel. 
 Counseling services or school social worker. 
 Special education assessment and placement.   
 Referral to community agencies.  

 
Chronic Truant Minor 
 
The Catholic Schools Office, in accordance with Illinois School Code, considers a truant minor 
to be a chronic truant when the above resources and supportive services have been provided 
and have failed to result in the remediation of chronic truancy, or have been offered and refused 
by the parent/guardian and/or student.  
  
Referral of Chronic Truants   
 
The respective building principal will initiate the first action to handle the problem of truancy by 
notifying the parents. The principal will also initiate proper counseling and actions to secure 
resources to find a solution to the problem. 
 
If the truancy continues, the principal will notify the superintendent or his designee of the 
problem. The local truancy officer will also be notified.  
Punitive Action   
 
If chronic truancy persists after support services and other resources are made available, the 
school and Catholic Schools Office may take further action, including: 
 

 Reporting to officials under the Juvenile Court Act.  
 Referral to the State’s Attorney.  
 Appropriate school discipline. 

 
Pursuant to Illinois School Code (105 ILCS 5/26-12), schools will take no punitive action, 
including out-of-school suspensions, alternatives to suspension, expulsion or court action, 
against chronic truants for such truancy unless the above resources and supportive services 
have been provided to the student and parents/guardians.   
 
 

STUDENT ACADEMIC PROGRESS

Evaluation of Student Progress  

The progress of each student toward goals adopted by the school will be of central concern to 
the principal and staff. A written report citing the progress of each child (K-8) is issued each 
quarter/trimester to the parent/guardian.  
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Parent-teacher conferences are held at least once a year. 
 
Retaining Lesson Plans and Grade Books 
 
Lesson plans and student grades are the property of the local school and are annually archived 
for a minimum of ten (10) years. These are subject to periodic review by local administration 
and Catholic Schools Office staff. Lesson plans and student grades must be released when 
subpoenaed. 
 
Standardized Testing 
 
All local schools participate in the Diocesan standardized testing program. Tests are 
mandated in grades K-8. Parent(s)/guardian(s) are informed of test results. Test results 
are used to improve the instructional program and to meet students’ educational needs. 
 
Information gleaned from standardized tests is used in conjunction with other evaluative data. 
The Catholic Schools Office approved tests are administered according to norms. 
 
Standardized Testing Controls 
 
In administering standardized tests, school officials shall carefully read and follow the published 
testing procedures. Printed testing materials (if applicable) shall be collected by the principal (or 
designee) immediately after administration and locked in a secure location. Standardized tests 
shall be administered only by licensed educators employed by the school. 
 
Following published testing controls is vital in maintaining the integrity of the testing process and 
ultimate results. 
 
Utilizing Standardized Testing Results 
 
The principal (or designee) shall compile and analyze test scores and share scores to relevant 
personnel. Scores shall be used in defining school and student academic goals. Standardized 
test scores shall not be the only factor when determining whether to advance a student to the 
next grade. Standardized test scores shall not be used as the primary factor in assessing 
teacher performance. 
 
Local Assessment Programs 
 
Each school shall formulate and utilize a local assessment program designed to generate data 
on student learning. This assessment program shall include multiple assessment methods that 
are tied to the school’s curriculum and provide for a variety of forms of data.  
 
Each school shall develop and implement a policy regarding the use of assessment results for 
instruction, intervention, guidance, grade-promotion decisions and evaluation. Each school shall 
develop and implement a policy that clearly defines how assessment results will be 
communicated to students and parents/guardians. These policies shall be published in the 
Student/Parent Handbook of the school. 
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Publishing Test Scores 
 
Individual student test scores (whether from standardized or local assessments) are considered 
confidential and shall not be published publicly. Class, grade and school-level assessment 
results (without individual student names or scores) may be published at the discretion of the 
principal for the purposes of displaying the impact of the school’s academic program. Scores 
shall not be published for the purposes of providing comparisons between Catholic schools. 
 
 

REPORTING STUDENT PROGRESS

Student Information System 

Diocesan elementary schools are required to utilize the FACTS Student Information System 
(SIS) for the purposes of reporting student progress and communicating student progress to 
parents/guardians.

Report Cards 
 
The Report Card identifies key standards and grade level descriptors that align with Diocesan 
Catholic Standards Curricula. These standards and descriptors identify the knowledge and skills 
students need within each subject area. The report card evaluates student performance in terms 
of what the child knows and can do relative to our grade level standards. 
 
Schools shall regularly distribute report cards to apprise parents/guardians of student 
performance in all academic subjects. Report cards shall be distributed at the end of every 
grading period (quarters or trimesters). Schools may distribute interim progress reports midway 
through each grading period at the discretion of the principal. 
 
Schools shall utilize the Diocesan Elementary Report Card through FACTS. A grade must be 
assigned in all subjects offered.  
 
Schools are encouraged to reference the Diocesan Report Card and Gradebook Standards and 
Expectations for guidance regarding grades.  

Report Card Grading Codes for Grades Kindergarten Through Third Grade 

All work that is assessed should reflect the same codes as the report card. Electronic grade 
books should be used consistently to record marks. The following codes are officially approved 
by the Diocese of Joliet Catholic Schools Office: 
 
4 (Exceeds Expectation), 3 (Meets Expectations), 2 (Approaches Expectations), 1 (Needs 
Improvement), NG (Not Graded), and * (Not Offered). 
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Report Card Grading Codes for Grades 4-5 and 6-8 
 

 

Accommodations for Learning Differences 

Accommodations made for students with learning needs may not be noted on the report card 
since the report card is a legal document. The accommodations are documented in the 
student’s temporary file as part of the Teacher Assistance Team and Response to Intervention 
(TAT/RtI) process. Accommodations require a written letter to parent documenting the 
accommodations. 
 
Comments on Report Card 
 
Since the report card becomes a part of the permanent record, no personal comments are 
included. Teachers may write professional and specific comments that can be supported with 
verifiable information on a separate paper and enclosed with the report card. These comments 
are not a part of the permanent record. A printed copy of the final report card is retained with 
the student file. 
 
Assessment Categories for Term Grades  
 
Grades K-3 Grading 
 

 Independent Class Work/Products – 50% 
 Quizzes/Tests/Products – 50% 
 Homework – 0% 

 
Grades 4-5 and 6-8 Grading 
 

 Independent Class Work/Products/Collaborative Work – 40% 
 Quizzes/Tests/Products – 50% 
 Homework – a maximum of 10% 

o If a school decision is made to not count homework as part of the grade, then 
Quizzes/Tests/Products would count as 60%. 

 

PROMOTION AND GRADUATION

Students in schools are promoted to the next grade in accordance with the stated policies and 
curriculum of the school. Promotion relates to students matriculating to their second (or third) 
year of preschool or advancing to kindergarten through 8th grade. 
 
Graduation relates to students who are advancing beyond 8th grade. Students may not be 
promoted or graduate unless they have successfully completed the curricular and behavioral 

Outstanding Very Good Good Needs to Improve Little/No Progress
A+ = 100% (100-99.5) B+ = 92-91% (92.4-90.5) C+ = 84-83% (84.4-82.5) D+ = 76-75% (76.4-74.5) F   = 69-0% (69.4-0)
A   =  99-96% (99.4-95.5) B   = 90-88% (90.4-87.5) C   = 82-79% (82.4-78.5) D   = 74-72% (74.4-71.5)
A- = 95-93% (95.4-92.5) B- = 87-85% (87.4-84.5) C- = 78-77% (78.4-76.5) D-  = 71-70% (71.4-69.5)
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expectations of the school. Curricular expectations must reflect the required curricular time 
allotments of the Diocese. 
 
No graduation or other exercise that signifies the termination of school sessions may take place 
earlier than a week before the closing date of the school year. 
 
Promotion and Graduation Ceremonies 
 
Schools may wish to recognize students who are advancing to the next grade or are graduating 
from eighth grade. Such events shall be simple, and generally should be in conjunction with a 
school Mass. 
 
Student Advancement Out of Sequence  
 
While double promotions are not encouraged, administrators and teachers have the 
responsibility to recognize students with exceptional abilities and to make provisions within the 
school’s academic program to sufficiently challenge them. Promotion is generally not 
recommended, as schools are encouraged to meet the needs of advanced students through 
differentiation and enrichment in their regular class. 
 
Each school shall formulate and share policies that stipulate whether/how students may be 
advanced beyond the next grade out of sequence (i.e., “skipping grades”). Such policies shall 
consider the unique academic, behavioral and social needs of the student. 
 
Students shall not be advanced out of sequence more than once during their elementary 
education without the permission of the Catholic Schools Office. 
 
Student Retention Out of Sequence 
 
To retain a child in the same grade level for another year, the teacher must demonstrate that 
such retention is warranted and would benefit the student. Such demonstrations should detail 
the unique academic, behavioral and social needs of the student, as well as the presence of a 
student support plan. When it is probable that a student will not be promoted, a conference with 
the parent(s)/guardian(s) is held no later than the beginning of the second trimester/semester to 
discuss this probability. A written summary of this conference is sent to the parents and kept on 
file. The conference and the summary should include a timeline for monitoring student progress 
regarding the retention decision. Ordinarily, this decision is made when final grades are 
calculated; however, some decisions are dependent on attendance at and performance in 
summer school. 
 
When parent(s)/guardian(s) refuse to have the child retained, the school may acquiesce. In 
such instances, however, the parent(s)/guardian(s) affix their signature(s) to the form describing 
the school’s reasons for its recommendation and their reason for refusing to accept it.  
The principal makes the final decision on all promotion, acceleration or retention matters. 
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RECORDS

School Records 
 
Collection of data for maintenance and release of student records follow state and federal law. 
Specifications are found in Illinois School Code. 

The school is required to keep a full and accurate record of each student’s attendance and 
academic progress. 
 
A student’s permanent record contains the minimum personal information specified by Illinois 
School Code. Catholic school records ordinarily contain sacramental information. The school 
retains permanent records for sixty (60) years. 
 
A student’s temporary record contains the information specified by Illinois School Code. 
Temporary files are not maintained longer than five (5) years after the student has transferred, 
graduated or otherwise permanently withdrawn from the school.  
 
Privacy of Records 
 
Education records are to be secured and treated as confidential. The principal shall be the 
custodian of all education records. Access to education records must be limited to people 
authorized by the principal. Parents and students older than eighteen (18) years of age have the 
right of access to their records unless specifically prohibited by court order. 
 
Transfer of School Records 
 
When a student transfers to another school, the student’s permanent record card is retained. A 
duplicate of the student’s permanent record file shall be sent to the school that the 
student is entering. Records are transferred within ten (10) days of request according to Illinois 
School Code with a signed release from a parent using the Release of Records Form. Prior to 
any records being transferred, it is imperative that the school have the signed 
permission of the parents/guardians.  
 
In general, no official student records are transferred until all financial accounts with the school 
have been settled. Unofficial school records must be transferred within ten (10) days of request. 
Unofficial records are minimally defined as copies of the last report card. Health records are 
transferred along with unofficial records.  
 
In the case of homeschooling, if records are requested by the district office, they are sent. 
Otherwise, records are released to parents/guardians according to the Release of Records Act.   
 
Release of School Records 
 
A parent, or any person specifically designated as a representative by a parent or guardian, may 
inspect and copy all student permanent and temporary records of that parent/guardian’s child. 
All rights and privileges accorded to a parent or guardian in this regard become exclusively 
those of the student upon his/her 18th birthday, graduation from secondary school, marriage or 
entrance into military service, whichever occurs first. 
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Because student records contain confidential information, they are not to be released to any 
individuals other than the parent(s)/guardian(s) or the student, if the student is eighteen (18) 
years of age or older. 
 
Requests from attorneys for a student’s attendance or academic records are granted provided: 
 

 The attorney submits a release signed by the student’s parent(s)/guardian(s) for the 
student [nineteen (19) years of age or younger] OR 

 The attorney submits a Court Order which states the records to be released and 
provided that PRIOR TO SUCH RELEASE OF RECORDS a copy of the Court Order 
and the records that are proposed to be released to the attorney are provided to the 
student’s parent(s)/guardian(s) or student, if the student is eighteen (18) years of age or 
older, at least seven (7) days prior to such release in order to give parent(s)/guardian(s) 
or student, if the student is eighteen (18) years of age or older, an opportunity to 
challenge the release of such records. 

 
Records From Other Schools 
 
Any records forwarded to a school from another Catholic elementary or high school in the 
Diocese must be accepted and made a part of the student’s permanent record in the school of 
entry.  
 
Students who transfer to a Catholic school from another type of school (e.g. public school, 
charter school, non-Catholic private school, Catholic school outside the Diocese, etc.) shall be 
placed in the appropriate courses or grades according to their education records and any data 
generated from the admissions screening process. 
 
Birth Certificates 
 
In accordance with the Illinois Missing Children Records Act 325 ILCS 50/5(b), schools are 
required to notify parents/guardians enrolling a child that they must provide a certified copy of 
the child’s birth certificate or other reliable proof (in accordance with the law) of the child’s 
identity and age, and an affidavit explaining the inability to produce a copy of the birth certificate 
within thirty (30) days. When a certified copy of the birth certificate is provided, the school or 
other entity shall promptly make a copy of the certified copy for its records and return the 
original certified copy to the person enrolling the child. 
 
“Other reliable proof” of the child's identity and age shall include a passport, visa or other 
governmental documentation of the child's identity. 
 
Upon failure to provide this record, the school shall immediately notify the Illinois State Police or 
local law enforcement of such failure and shall notify the person enrolling the child in writing that 
they have ten (10) additional days to comply. 
 
Missing Person and His/Her School Record 
 
Each school shall follow the provisions of Section 5(a) of the Missing Children Records Act, 325 
ILCS 50/5, which requires each school to have a system in place that flags records requests for 
any current or former student reported as a missing person by the Illinois State Police. 
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The procedure is as follows: 
 

 Upon notification by the Illinois State Police of a child's disappearance, a school in which 
the child is currently (or was previously enrolled) shall flag the record of that child by 
placing it in an orange file folder so that whenever a copy of or information regarding the 
record is requested, the school or other entity shall be alerted to the fact that the record 
is that of a missing child.  

 The school or other entity shall immediately report to the Illinois State Police any request 
concerning flagged records or knowledge as to the whereabouts of any missing person.  

 Upon notification by the Illinois State Police that the missing child has been recovered, 
the school or other entity shall remove the flag from the child's record. 

 
Retention of Records 
 
Student permanent records must be maintained in the school for sixty (60) years after 
graduation, transfer or any other permanent withdrawal from the school. 
 
The class or grade books used in elementary or high schools shall be retained by the school (in 
electronic or hard copy form) for as long as the student is enrolled by the school and for at least 
ten years after the student leaves the school. 
 
Storage of Records 
 
The records of students currently enrolled shall be kept separate from the records of former 
students. Permanent Records shall be stored in a fireproof metal file and kept under lock and 
key in the office of the principal or other suitably secured area. 
 
Destruction of Records 
 
No school/parish person shall destroy a student permanent record from a Diocesan school 
without approval from the Catholic Schools Office. 
 
Education records may not be destroyed if there is a pending request by the parent/guardian or 
eligible student to inspect the records. 
 
Student temporary records shall be purged five (5) years after graduation (or expected 
graduation date) by the local school/parish authority. 
 
Records For Closing Schools 
 
The Diocese of Joliet dictates that all school records of a closed school shall remain archived at 
the parish until such that parish should close. 
 
Records For Consolidating Schools 
 
If a school is consolidating (per Level I Affiliates), education records shall be transferred to the 
new school being formed by the consolidation. 
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STUDENT ACTIVITIES

Student Activities refer to all co-curricular and extracurricular activities officially sponsored by 
the school. These include (but are not limited to): athletics, student organizations, arts programs 
(e.g. drama, band, etc.), publications, social activities (e.g. dances), clubs, etc. 

Catholic Mission and Student Activities 
 
All Student Activities shall be reflective of the Catholic mission of the school and the teachings 
of the Church. Activity sponsors, participants and attendees shall reflect and uphold these 
values, regardless of their personal religious affiliation. 
 
Scheduling of Activities 
 
Student Activities shall not be scheduled on Sundays before 12 p.m. or on Holy Days of 
Obligation without the permission of the Catholic Schools Office. In scheduling of activities, 
principals should be mindful of the school’s academic calendar and prominent events within the 
parish(es). 
 
Bus Services/Transportation 
 
Schools are required to have a School Bus Safety Curriculum in place as part of State 
Recognition. 

If a school operates its own bus, the fares and rules are regulated by school administration in 
cooperation with the pastor. If students are transported by public or Diocesan school buses, the 
school and students must cooperate with the rules established by the local public school district 
or Catholic school.   
 
Responsibility for Student Activities 
 
The principal shall be responsible for the coordination of all Student Activities. When this 
responsibility is delegated by the principal, it shall be clearly stated to whom the task is 
delegated. 
 
Moderator of Student Activities 
 
Official recognition shall be given to a Student Activity only if it operates under the supervision of 
a paid school employee approved by the principal of the school in accordance with the stated 
policies of the school. This employee shall be designated as the moderator. If the moderator is a 
teacher, the supervision of an activity shall not infringe upon the moderator’s regular 
instructional duties. In some cases, the principal may appoint multiple moderators, provided that 
the delineation of duties is made clear. 
 
Athletics shall be moderated by an appointed athletic director. 
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Supervision of Student Activities 
 
Each school shall develop a list of professional guidelines for employees when interacting with 
students. These guidelines shall reflect the Standards of Behavior for Those Working with 
Minors and Vulnerable Adults.  

Student Activities must be properly supervised by at least one employed school staff member at 
all times, in accordance with the Child Protection policies of the Diocese. This includes all 
gatherings, practices and rehearsals for student activities. The moderator serves as the primary 
supervisor of their designated student activity, although some supervision may be delegated by 
the moderator to other employees. Volunteers must be compliant with the Diocesan Safe 
Environment Compliance Requirements and Policies. Volunteers are permitted to assist with the 
student activity, with the approval, and under the supervision, of the moderator.
 
Athletics 
 
Athletics are a part of the educational process and are consistent with the philosophy and goals 
of the Diocese and local school. 
 
The athletic program is an outgrowth of a sound physical education program and emphasizes 
good sportsmanship, teamwork and personal development. (See Athletic Guidelines) 

HEALTH AND WELLNESS 

Local Health and Wellness Policy 

Each school shall formulate a local policy that conveys the school’s commitment to the health 
and wellness of its students and outlines procedural and instructional procedures. This policy 
shall promote good student health throughout the school. References should be made to 
appropriate community resources when possible. The local health and wellness policy must 
include a mental health protocol.  Principals are encouraged to visit Illinois State Board of 
Education Health and Wellness Resources for more information.  

Comprehensive Health Education Program 
 
Each school shall implement a Comprehensive Health Education Program, as required by 
Illinois state law, and integrate this program into all applicable curricula. 
 
Medical Examinations 
 
As required by Illinois state law, all children in Catholic schools shall present proof of having had 
a medical examination and received such immunizations against preventable communicable 
diseases. These records are to be presented to the school before the first day of school by 
producing a Certificate of Health Examination form completed by a physician.  

If a child is not in compliance with the health and immunizations requirements by the first day of 
school, the principal shall exclude the child from school until the child presents proof of having 
had the medical examination and presents proof of having received required immunizations. 
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State law requires medical examinations: 
 

 Prior to entrance into any public, private or parochial preschool or transferring from 
outside of the State of Illinois. 

 Within one year prior to entering preschool, pre-kindergarten, kindergarten or 1st grade, 
and upon entering sixth and ninth grades. 

 
All students are immunized according to Illinois School Code and Department of Public Health 
regulations. Students are excluded from school (by October 15) for noncompliance with this law. 
 
Vision Examinations 
 
Illinois state law requires that all children (except preschool students) enrolling in public, private 
or parochial schools for the first time and/or entering kindergarten receive a vision screening. 
Parents/guardians shall be notified of this requirement at registration. 
 
Proof by a physician licensed to practice medicine in all its branches or a licensed optometrist 
shall be submitted to the school. Report cards may be held if the student is not in compliance 
with this regulation. This requirement may be waived for those families who show an undue 
burden or a lack of access to a physician licensed to practice medicine or to a licensed 
optometrist (at the discretion of the principal). 
 
Illinois Department of Public Health Vision/Hearing Requirements and Forms 

Hearing Examinations 

Illinois state law requires that, once a child begins school, hearing screenings are required at 
kindergarten and grades 1, 2 and 3, and with teacher or parent referrals. 
 
Illinois Department of Public Health Vision/Hearing Requirements 

Dental Examinations 

Illinois state law requires that all children in kindergarten, grades 2 and 6, complete a dental 
examination by a licensed dentist. Schools shall remind parents/guardians of this requirement at 
least sixty (60) days before May 15 of each school year. 
 
If a student in 2nd or 6th grade fails to present proof of a dental exam by May 15, the school may 
hold the child’s report card until the student presents proof of the School Dental Examination 
form or a Dental Examination Waiver Form. School dental examinations must have been 
completed within the eighteen (18) months prior to May 15 of the grade 2 or grade 6 school 
year. 
 
Illinois Department of Public Health Oral Health Resources and Forms 

Medical and Religious Exemptions 
 
Parents/guardians are able to exempt their child from state-required medical examinations in 
two ways: through either a medical or a religious exemption. 
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Medical immunization Exemption Guidelines can be found at the Illinois Department of Public 
Health website. 
 
If the physical condition of the child is such that any immunization should not be administered, 
the examining physician, advanced practice registered nurse or physicians’ assistant 
responsible for performing the health examination shall endorse this fact on the student’s 
Certificate of Health Examination form.  
 
Religious objections to immunizations shall be provided to the school from the parent/guardian 
in writing and must set forth the specific religious belief which conflicts with each immunization. 
The parent’s statement of religious objection should be attached to the student’s Certificate of 
Health Examination form. The principal shall determine whether to accept or deny the 
immunization exemption request. As required by Illinois state law, parents/guardians must be 
informed by the local school authority of a measles outbreak control exclusion procedure with 
the Illinois Department of Public Health Guidance and Control of Communicable Diseases at the 
time such an objection is presented. 

MEDICAL TREATMENT OF STUDENTS

Health Services 
 
Each principal is knowledgeable concerning directives and services available from local public 
health authorities. Each principal cooperates with public health personnel and follows directives 
as they apply to non-public schools. 

Where the local school does not have the services of a public health nurse, a volunteer 
designated by the principal is available to aid in keeping student health records current. 

The Illinois State Board of Education has several Resources, Health Requirements and 
Guidelines for schools that must be taken into account when planning for health services on 
campus. 

Dispensation of Medicine 
 
The administration of medication to students during school hours and during school-related 
activities is discouraged unless necessary for the critical health and well-being of the student. 
Ordinarily, local school personnel do not administer medication to students. Parents sign the 
Parental Consent form for student self-medication. Doctor authorization is attached to this 
parental consent form. 
 
Prescription Medication 
 
Students should not be permitted to possess or take prescription medication on school grounds 
or at any school-sponsored activities. If it is medically necessary for a student to ingest non-
prescription or prescription medication during the school day or at any school-sponsored 
activities in the opinion of his/her authorized/treating physician, the student may be permitted to  
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do so at the discretion of the principal. The parents/guardians must request that the school 
dispense the medication to the child and follow the procedures for dispensing medication. 
Parents/guardians shall provide documentation from a licensed medical practitioner on the type, 
dosage and frequency of the prescription or treatment, and emergency action plan, if required. It 
is recommended that all prescriptions be kept in a secure, central area of the school (rather than 
retained by the individual student or their teacher). The principal shall ensure that appropriate, 
approved school personnel are properly trained in administering the prescription or medical 
treatment. This policy should not prohibit any school employee from providing emergency 
assistance to students. 
 
Sunscreen Usage 
 
A student may possess and use a topical sunscreen product while on school property or at a 
school-sponsored event if the product is approved by the United States Food and Drug 
Administration for over-the-counter use. 
 
Allergies 
 
Parents/guardians shall notify the school in writing of any diagnosed allergies and the necessity 
to self-administer and to self-carry an epinephrine auto-injector. A signed parent permission 
notification and a signed physician authorization must be provided to the local Catholic school 
either at the start of a new school year, upon enrollment or immediately following diagnosis of 
such requirement. Both the parental permission and physician authorization will be held on file 
at the school where the student attends. 
 
For serious allergies, the principal (or designee) shall meet with the parent/guardian to develop 
a written set of procedures, as well as an allergy emergency action plan, to ensure a safe 
environment for the child. A template Individual Health Care Plan can be found through the 
Illinois State Board of Education. School personnel may administer epinephrine auto-injectors 
(“epi- pens”) with the approval of the parent/guardian, and with proper authorization from the 
principal and training. 
 
Accommodation requests are initiated by a parent/guardian to the local Catholic school and 
include a physician’s report outlining the severity of the allergy and the recommended actions by 
the physician that are medically necessary to avoid any reaction. Administration explains to 
parents/guardians what reasonable accommodations they can make. Allergy-free is not a 
credible accommodation that schools make, however, effective practices to reduce the chance 
of exposure to allergens may include, but are not limited to: 
 

 Designating a separate table/area for students with an allergy. 
 Allowing the allergic student to eat at his/her own desk, keeping the same desk year- 

round to reduce possible contaminants if there is no common lunchroom. 
 Limiting/prohibiting food in classrooms. 
 Removing food as a reward in classrooms or for celebrations. 
 Regular cleaning of classrooms and lunchroom. 
 Educating school personnel on the management of students with allergies. 
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Asthma 
 
A school, whether public or nonpublic, must permit the self-administration of medication by a 
pupil with asthma or the use of an epinephrine auto-injector by a pupil, provided that: 
 

 The parents/guardians of the pupil provide to the school written authorization for the 
student to self-administer medication or for use of an epinephrine auto-injector. 

 Written authorization from the pupil’s physician, physician assistant or advanced practice 
registered nurse. 

 The parents/guardians of the pupil provide to the school the prescription label, (which 
must contain the name of the medication, the prescribed dosage, and the time at which 
or circumstances under which the medication is administered). 

 
If a student has been diagnosed by a physician to have asthma and is required due to this 
diagnosis to self-administer and to self-carry asthma medication of any type, a signed parent 
permission notification and a copy of the prescription must be provided to the local Catholic 
school either at the start of a new school year, upon enrollment or immediately following 
diagnosis of such requirement. Both the parent permission and the copy of the prescription will 
be held on file at the school where the student attends. Parents/guardians should be informed 
that the school and its employees and agents incur no liability, except for willful and wanton 
conduct, as a result of any injury arising from the self-administration of medication or the use of 
an epinephrine auto-injector by the student. 
 
Diabetes 
 
Students are allowed to self-manage their diabetes in the school setting if they are authorized to 
do so by their diabetes care plan. The diabetes care plan should specify the nature of the 
student’s self-management and may include:  
 

 Allowing students to check blood glucose levels when and wherever needed.  
 Self-administration of insulin.  
 Self-treatment of hyperglycemia or hypoglycemia; and  
 Allowing the student to possess, at all times, supplies and equipment necessary for 

diabetes management including, but not limited to, syringes, food and drink. 
 

If a student has been diagnosed by a physician to have diabetes, to self-administer and self-
carry diabetes medication, a signed parent permission notification and a signed physician 
diabetes care plan must be provided to the local Catholic school either at the start of a new 
school year, upon enrollment or immediately following diagnosis. Both the signed parent 
notification and the physician diabetes care plan will be held on file at the school where the 
student attends. 
 
Diabetes Care Plan Requirements 
 
It is the responsibility of the parent/guardian to share health care provider instructions 
concerning the student’s diabetes management during the school day. 
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The diabetes care plan shall include the treating health care provider’s instructions concerning 
the student’s diabetes management during the school day, including a copy of the signed 
prescription and the methods of insulin administration. 
 
The services and accommodations specified in the diabetes care plan shall be reasonable, 
reflect the current standard of diabetes care, include appropriate safeguards to ensure that 
syringes and lancets are disposed of properly, and include requirements for diet, glucose 
testing, insulin administration, and treatment for hypoglycemia, hyperglycemia and emergency 
situations. 
 
A diabetes care plan shall include a uniform record of glucometer readings and insulin 
administered by the school nurse or delegated care aide during the school day using a 
standardized format. The Illinois State Board of Education Nursing Division has several 
resources regarding diabetes care on a school campus.  

A diabetes care plan shall include procedures regarding when a delegated care aide shall 
consult with the parent or legal guardian, school nurse, where available, or health care provider 
to confirm that an insulin dosage is appropriate. 
 
A diabetes care plan shall be submitted to the local Catholic school at the beginning of the 
school year, upon enrollment, immediately after a student’s diagnosis or when a student’s care 
needs change during any given school year. Parents shall be responsible for informing the local 
Catholic school in a timely manner of any changes to the diabetes care plan and their 
emergency contact numbers. 
 
A school or a school employee is not subject to discipline and not liable for civil or other 
damages as a result of conduct, other than willful or wanton misconduct, related to the care of a 
student with diabetes.  
 
Administration of Medical Cannabis 
 
Students are not to be permitted to use or possess medical cannabis infused products in our 
schools except in accordance with the law and school policy. School policy should provide that if 
a parent/guardian of an elementary/secondary student demonstrates his/her son or daughter is 
a “registered qualifying patient,” has an individual who is a “registered designated caregiver,” 
and both of whom hold medical cannabis registry identification cards, then the parent/guardian 
or registered designated caregiver must be permitted to administer a medical cannabis infused 
product to the student (non-smoking/non-vaping form) at school. The school may not deny a 
student attendance solely because he or she requires administration of medical cannabis during 
school hours. 
 
A parent/guardian or other individual may not administer a medical cannabis product in a 
manner that, in the opinion of the school, would create a disruption to the school's educational 
environment or would cause exposure of the product to other students. 
 
Opioid Antagonist 
 
Public Act 103-348 requires schools to maintain a supply of an opioid antagonist on campus. An 
opioid antagonist such as over-the-counter Narcan will suffice. A training video and information 
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regarding the opioid antagonist Narcan can be found on their website: OTC NARCAN® 
(naloxone HCl) Nasal Spray. 

CONCUSSION PROTOCOL AND MANAGEMENT 

Concussion Management 

The purpose of this policy is to safeguard students and student athletes by (1) educating school 
personnel, parents/guardians, students and student athletes about concussions, (2) requiring 
that a student (student athlete) be removed from play when a concussion is suspected and 
requiring a licensed health care professional to provide clearance for the student (student 
athlete) to return to play or practice, and (3) implementing the concussion management 
requirements specified by the Illinois High School Association and Illinois Elementary School 
Association. 

While much of this policy applies to athletic play occurring in Diocese-sponsored sports 
programs provided by elementary, middle and high schools regardless of whether the sports 
program is intramural, interscholastic, after school or provided during the summer (e.g., summer 
sports camp), this policy also applies in the case of head injuries during the school day.  
(See Concussion Management) 

SAFETY AND SECURITY

Each school shall comply with all applicable local, state and federal laws, as well as Diocesan 
policies, that pertain to school, student, safety and security.  
(See School Safety and Crisis Resources) 

The principal is responsible for ensuring adequate supervision of children during the entire time 
they are on school premises during the school day and while participating in school sponsored 
events both on and off site. All members of the staff share this responsibility with the principal. 
 
Emergency Procedures 
 
Cooperation is given to Civil Defense and Disaster Preparedness Programs of the local, state 
and federal government. It is the principal’s responsibility to ensure that all school personnel 
know what to do in an emergency. Each school is responsible for developing and implementing 
a crisis management plan. 
 
This plan should include: 
 

 A warning system different from the fire alarm. 
 The designation of places to which children will be taken. 
 The supervision of practice drills at frequent but irregular intervals as specified by Illinois 

School Code and other statutes, laws and regulations. 
 
Schools may find the Emergency Operations Guidelines for Schools a helpful resource when 
creating emergency procedures.  
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Tornado 
 
Age-appropriate procedures followed in the event of a tornado warning are prominently 
displayed in each classroom. Children are not sent home while a tornado warning is in effect. 
Tornado drills are conducted regularly and recorded on the same Diocesan form used for 
recording fire drills. 
 
Crisis 
 
If an emergency of any kind occurs, the school immediately implements its Crisis Management 
Plan. 
 
Procedures for tornado and fire evacuation are brief, clearly written and posted in a conspicuous 
place in each room of the school. 
 
Student Insurance 
 
Student accident insurance covering children during school hours and when going to and from 
home and school is available from a number of reputable companies on a group basis. It is 
recommended that the availability of such insurance be brought to the attention of the 
parent(s)/guardian(s). All students who engage in athletic competition sponsored by the school 
must be adequately covered by insurance. 
 
 

SAFETY DRILLS

Compliance (School Safety Drill Act) 
 
All Catholic schools (of all governance models) are required to comply with the School Safety 
Drill Act (105 ILCS 128) which outlines the schedule of Safety Drills and reporting for public and 
non-public schools. Each school shall submit an Annual Review Report to Illinois State Board of 
Education and the Catholic Schools Office and Catholic Mutual by June 1 of the current school 
year. Proper documentation of each Safety Drill shall be kept by the principal and may be 
accessed at any time by Catholic Schools Office personnel. 

The school shall publish Safety Drill procedures within its local Teacher/Staff Handbook and 
ensure that all school employees receive proper training on Safety Drill procedures. 

Evacuation Drills (Fire Drills) 
 
Local schools must comply with the directives regarding fire drills as stated in Illinois School 
Code and other statutes, laws and regulations. At least three Evacuation Drills shall be 
conducted each school year, in compliance with the School Safety Drill Act (105 ILCS 128). The 
first recorded drill is held as soon as possible but no later than two weeks after school begins. 
 
The date of drills and the amount of time necessary to evacuate the building is recorded on the 
Approved Diocesan Form and kept on file at the local school. All drills require the participation of 
the local fire department/district. The three drills must occur during the following time periods: 
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 Before September 1: The school’s local fire department/district is required to contact the 
principal no later than September 1 of each year to arrange for the first Evacuation Drill 
(which shall include fire department/district participation). If the local fire 
department/district does not make contact by September 1, the principal shall make 
appropriate contact. 
 

 October: The principal shall contact the local fire department/district no later than 
September 15 to arrange for an Evacuation Drill date to take place within the month of 
October. 
 

 Additional Date: The school shall conduct a final Evacuation Drill after the month of 
October, on a date of mutual agreement between the principal and the local fire 
department/district. 
 

 Age-appropriate visual directions for emergency exits are posted in each classroom. 
 
In order to ensure no fire hazards are present in the building, the principal makes regular 
inspections of the premises. Fire alarm pull boxes, sprinkling systems, heat or smoke detectors, 
emergency lighting systems and fire extinguishers are checked regularly. 
 
Additional Evacuation Drills may be conducted at the discretion of the principal. 
 
Bus Evacuation Drills 
 
All schools that provide transportation services to students shall conduct at least one Bus 
Evacuation Drill per school year, in compliance with the School Safety Drill Act (105 ILCS 128). 
The Bus Evacuation Drill shall be conducted on a date of the principal’s choosing before 
December 31 of the school year and recorded on the Approved Diocesan Form. The Bus 
Evacuation Drill shall include every bus in use and must be conducted on the site of the school. 
If the school does not utilize buses for daily transportation to/from school, the school may 
instead conduct this drill before or after a field trip in which buses are used. 
 
Law Enforcement Drills (Lockdown Drills) 
 
Each school shall conduct at least one Law Enforcement Drill per school year, in compliance 
with the School Safety Drill Act (105 ILCS 128). Law Enforcement Drills shall include specific 
procedures for handling intruders, school shootings, bomb threats and similar incidents in the 
school building. Law Enforcement Drills must include the participation of the local law 
enforcement agency. Principals should contact the local agency prior to a Law Enforcement 
Drill. The law enforcement agency shall certify the drill once it is complete. Schools may 
complete additional law enforcement drills at the discretion of the principal. Completed drills 
must be recorded on the Approved Diocesan Form.  

Schools shall also have written procedures for handling a safety incident in the neighborhood of 
the school, but not within the school building. In most cases, this shall involve not permitting 
children to leave the building (also known as a “soft lockdown”). It is recommended (but not 
required) that principals conduct a soft lockdown drill at least once per year.  
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Severe Weather Drills 
 
Schools shall complete at least one Severe Weather Drill per school year, in compliance with 
the School Safety Drill Act (105 ILCS 128). Severe Weather Drills shall include specific 
procedures for managing earthquakes, tornadoes and similar “shelter-in-place” incidents and 
recorded on the Approved Diocesan Form.  

Inclement Weather 
 
Each principal determines if school is in session during severe weather conditions. 

Emergency Closing Reporting Procedure

In the case of a school closure, principals are asked to contact the Catholic Schools Office 
program coordinator to notify of the closure.  Principals shall also notify local media.  The 
Catholic Schools Office recommends using the Emergency Closing Center to do so. By the first 
day of school, principals shall update their facility information for the Emergency Closing Center. 

BUILDINGS AND FACILITIES

Operation and Maintenance of Plant 

The parish and parish school is expected to provide a school that is safe and sanitary. The 
school is to be properly equipped, lighted, ventilated and aesthetically suited to promoting the 
goals of quality education. The principal of each school is responsible for (1) the care and 
maintenance of the buildings and (2) the supervision of the custodial staff of the school in 
maintaining an adequate program for such care and maintenance. 
 
All school facilities (including buildings, grounds, athletic centers, etc.) shall adhere to relevant 
state and local regulations and policies. Recommendations by building inspectors, fire safety 
engineers, sanitation experts etc., are given prompt and serious attention. These 
recommendations are implemented as soon as possible. 
 
Inspection of School Property 
 
The school building(s) and properties shall comply with the requirements of the Illinois Building 
Code, the State Fire Marshal's Office, the Illinois State Department of Public Health, and the 
policies of the Diocese of Joliet. The building(s) and properties shall be regularly inspected by 
local parish/parish school personnel to ensure that they are safe and in good repair. 
 
School properties are regularly inspected by Diocesan representatives, along with the local 
health and fire departments/districts, in compliance with applicable local or Illinois state law. 
School employees shall fully cooperate with all inspections and shall work to remediate any 
violations. Local parish/parish school personnel shall regularly inspect school property to ensure 
that it complies with legal requirements. 
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Property Damage 
 
Parents/guardians of students are held responsible for the replacement of property damaged, 
and materials damaged or lost through the negligence of their children. 
 
 

APPROVALS

Local Construction Approval Guidelines 
 
Non-construction items such as automobile, computer or telephone equipment do not require 
Diocesan approval at any dollar amount. Construction projects less than $40,000 require local 
approval only. In these cases, the pastor should consult with the parish business manager and 
Finance Council. 
 
Diocesan Approval Guidelines 
 
All projects related to construction and/or real-estate more than $40,000 require the bishop’s 
signature. In these cases, projects are submitted to the Department of Buildings and Properties 
for review. Submissions must include a Capital Project Summary (CPS) form. 

The CPS form requires signatures of the Parish Council and Finance Committee chairs to show 
that their respective groups are aware of the work and have reviewed the project. 

If a project is made up of smaller contracts that are each less than $40,000, it is still considered 
one project and requires the bishop's signature. 
 
Even if the work is spread out over a period of time, the work is viewed as a single project. 
Additionally, any plans for the construction of a school or religious education center must be 
approved by the Catholic Schools Office prior to submission to the bishop and the Department 
of Buildings and Properties.  
 
Please review the Buildings and Grounds Presentation for more information regarding approvals 
and guidelines. 
 
Capital Campaigns 
 
Capital Campaigns require Department of Buildings and Properties approval. A parish or parish 
school may conduct a readiness assessment and feasibility study prior to the meeting to gauge 
the community’s support of a campaign. The assessment needs to clearly define the need, not 
just the goal of the campaign.   
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OUTSIDE SERVICES

Vendors 

Schools may engage the services of a third-party contractor for educational or non-educational 
purposes. In all cases, principals (or designees) shall thoroughly vet the backgrounds of all 
potential vendors. Sales representatives are interviewed by appointment only. The Catholic 
Schools Office does not give letters of endorsement to agents, book bidders, salespersons or 
other solicitors. All third-party contractors who have regular contact with children are required to 
follow the Child Protection Policies as well as Faith’s Law policies of the Diocese and state 
respectively. 
 
Soliciting Prices, Bids and Quotations 
 
The local parish/school authorities have the right to determine solicitation within the school. The 
local parish/school authorities shall select organizations that conform with the mission and 
teachings of the Catholic Church and fit the mission and philosophy of the school. Criteria for 
competitive bidding are determined at the local level. 
 
All open-market orders or contracts are awarded to the lowest responsible qualified bidder, with 
consideration to the quality of the articles to be supplied, their conformity with the specifications, 
their suitability to the requirements of the school, the delivery terms and the past performance of 
the vendor(s). 
 
Ordering Goods and Services 
 
Ordinary expenses within designated budget limitations as defined at the local level, need 
approval of the principal. Approval of extraordinary expenditures requires pastor approval. 
 
Paying For Goods and Services 
 
Payment of bills is withheld pending receipt of an invoice. All bills are paid by check or electronic 
payment. 
 
 

CLOSING SCHOOLS 

Closing a Diocesan School 

Existing schools are not dissolved without the express and explicit permission of the bishop and 
the Diocesan Board of Education. The local school board contacts the Catholic Schools Office 
for procedural guidelines.  
 
In all cases of closure, extensive study and consultation shall take place with the local 
leadership, stakeholders and the Catholic Schools Office. If a local school authority believes that 
a school should close at the end of the school year or mid-year, the Catholic Schools Office 
should be contacted as early as possible so that study and consultation may begin. 
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Communication with local stakeholders about the potential closure should not occur until 
authorized by the Catholic Schools Office. 
 
Once the bishop has approved a school closure, the Catholic Schools Office will work closely 
with the school to manage the closure in a smooth and peaceable manner. The school should 
be provided and use the School Closure Manual developed by Catholic Schools Office in 
conducting the closure. The school shall be officially closed on July 1 of a given year unless 
special permission is granted by the bishop. 
 
Records for Closing Schools 
 
The Diocese of Joliet dictates that all school records of a closed school shall remain archived at 
the parish until such that parish should close. 
 
Records for Consolidating Schools  
 
If a school is consolidating, education records shall be transferred to the new school being 
formed. 
  
 

ATHLETIC GUIDELINES

Athletic Belief Statements and Philosophy 

Catholic schools provide for the development of the whole child. This includes 
education/formation in mind, body and spirit. The athletic program is designed to complement 
these aspects of Catholic schooling while providing opportunities for students to be involved in 
physical and social activity contributing to a student’s overall wellbeing.  When scheduling 
games, tournaments or practices, the school needs to be aware of the time needed for 
homework, religious practice, family time or other worthy pursuits. Balance must be maintained. 
 
Athletics can teach the student good sportsmanship, including respect for self, team members, 
opposing teams, officials, spectators, etc. Athletics can also build self-confidence and increase 
school spirit, foster cooperation, and encourage team loyalty and individual self- discipline. 
Participation in the athletic program can bring structure and team discipline into the lives of 
students who may not find it elsewhere.  
 
Athletics provide an avenue for participation or a chance to excel for students who might 
otherwise be denied such opportunities. Care should be taken so that excessive competition, 
individualism, or disruptive behavior does not detract from the positive influence it can have on 
the life of a student. 
 
Interscholastic athletics involves more than students; parents, other family members, coaches, 
and school administrators are also an integral part of a good program. Consideration of the time 
devoted to athletics must include all parties and represent a balance between family time, 
school time, and other worthy pursuits. 
 
Athletics encourages parent involvement. Parents, who serve as coaches, athletic 
board/committee members, boosters, supporters, or spectators are asked to embrace the 
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school's athletic philosophy and serve as role models by exhibiting Christian behavior in all their 
contact with teams and students. 
 
Authority/Accountability 
 
Diocesan policies, guidelines, regulations, rules, practices, and procedures apply to school 
athletics. Local school, parish or league policies, guidelines, regulations, rules, practices, and 
procedures should be in accord with diocesan norms and expectations. 
 
Implementation and enforcement take place at the local level by local personnel. If a problem 
arises, and a local solution cannot be reached, the matter is referred to the Diocesan Athletic 
Liaison. 
 
Interscholastic Athletics  
 
Interscholastic Athletics are a part of the educational process and are consistent with the 
philosophy and goals of the Diocese and local school. The athletic program is an outgrowth of a 
sound physical education program and emphasizes good sportsmanship, teamwork, and 
personal development.  
 
Each local school develops its own specific athletic philosophy, rules, regulations and eligibility 
standards for interscholastic sports for boys and girls in accordance with direction provided by 
the Catholic Schools Office. This philosophy and its accompanying policies, rules, regulations, 
are developed under the direction of the principal in collaboration with local school board and 
athletic personnel. 
 
Eligibility standards are developed in accord with a school’s athletic philosophy. When possible, 
regional consultation is sought before enacting such standards. Behavioral and academic 
criteria are considered in setting standards. Students who play on school teams should be 
students of the school, so that other eligibility standards can be maintained. 
 
Every effort should be made to schedule athletic events so that they do not interfere with a 
family’s attendance at liturgy. No games or practices are scheduled in a parish facility before the 
last Sunday morning or early afternoon liturgy has been completed. 
 
The superintendent, in collaboration with the principals, develops administrative regulations 
general to the interscholastic athletic program and specific to the various sports.  
 
Schools comply with these regulations or discontinue sports programs which repeatedly do not 
comply. 
 
All athletes in grades 4-8 must show proof of an annual sport physical. 6th grade physicals, as 
well as sports physicals, are a state requirement. Students will not participate in practices or 
games if the physical requirement has not been met.  
 
This information is required by law on the first day of school, with an extension time of October 
1st for students who begin school on the first day. Any students entering school after the first 
day will be allowed 30 days from their entrance date to comply with this policy. Children may be 
excluded from school if they are not in compliance with the requirements. 
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In consideration of the philosophy outlined above, the following regulations shall govern 
participation in interscholastic athletics in the Catholic elementary schools: 
 
Administrative Control 
 
The school administrator has the primary responsibility for all programs associated with the 
school, all aspects of a school’s interscholastic athletic program are subject to the school 
administrator, as regulated by the Diocese of Joliet Catholic Schools Office. 
 
Finance 
 
The finances regarding the athletic program of the school follow diocesan policies regarding all 
financial concerns. The principal is involved in athletic accounts in the same way as they are 
involved in other financial matters. No funds are spent without input and approval of the 
principal. There are to be no autonomous individual or athletic group accounts. Athletic funds 
must be budgeted and spent as budgeted.  
 
Specific Interscholastic Athletic Programs 
 
Each school should establish its own interscholastic athletic policy, crafted within the framework 
of diocesan athletic and educational philosophy. Local policy should give consideration to the 
following: 
 

 The content should be based on discussions involving school and athletic personnel. 
 The policy should be reviewed at a preseason meeting with coaches, the athletic 

director, and school administrators. 
 The policy should be written (perhaps in a parent/student handbook) and communicated 

to parents and student athletes. 
 The policy should be reviewed at least annually by the school administrator for ongoing 

applicability and compliance with diocesan policy and Catholic Schools Office regulation. 
 
Regulations 
 
Students below the 5th grade level may not participate in interscholastic competition. 
Interscholastic sports should be a blend of games and practices and should be balanced with 
study time, rest time, and family and social activities. Game and practice schedules should be 
prepared accordingly and approved by the school administrator. Schedules should not exceed 
the following: 
 

 Gatherings 
A game, practice, team meeting or a group viewing of game films is considered a 
gathering. No team should gather more than four times per week. In cases where sports 
seasons overlap an individual involved in both sports may participate in up to 6 
gatherings during the overlap. 

 

 Practices 
Practices may not exceed two hours in duration. 
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 Games/Matches/Meets/Tournaments 
Games/Matches/Meets are defined as any competition between two or more teams in 
which a running score is kept, and referees are present. In sports, where tournaments 
are played, tournaments shall count for only the number of games guaranteed (e.g., 
double elimination bracketing would count as two games, even if the team advances and 
actually plays more than two games). 

 
The maximum number of games, matches or meets is specific for each sport. The specifics are 
listed below: 
 
Sport Grade Number of 

Games/Matches/Meets/Tournaments  
Are Limited To:

Track and 
Cross Country

5 7 Meets 

6 7 Meets

7 8 Meets 

8 8 Meets 
  

Football 5 12 Games

6 12 Games

7 12 Games

8 12 Games
  

Volleyball 5 15 Matches

6 15 Matches

7 20 Matches

8 20 Matches
  

Basketball 5 15 Games

6 20 Games

7 26 Games

8 26 Games
  

Softball 5 15 Games

6 20 Games

7 20 Games

8 20 Games
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Baseball 5 15 Games

6 20 Games

7 26 Games

8 26 Games

Cheerleading 5 **The number of games cheered is 
limited to the same number of games 
allowed for the respective sport.**

6 **The number of games cheered is 
limited to the same number of games 
allowed for the respective sport.**

7 **The number of games cheered is 
limited to the same number of games 
allowed for the respective sport.**

8 **The number of games cheered is 
limited to the same number of games 
allowed for the respective sport.**

 Curfew 
Curfews are set so students are not out too late, especially on school nights. The 
general rule is that all sports activities end by 9:30 p.m. on school nights and 10:00 p.m. 
on nights when there is no school the next day. Fourth through Sixth grade sports should 
be scheduled to end at 8:30 p.m. on school nights and 9:00 p.m. when there is no school 
the next day. 

 
Practices should always end on time. On rare occasions games can be given a 10-
minute extension. 

 
Because travel time can be a factor, parents and each school must be vigilant to assure 
that students are not kept up so late that it interferes with sleep. 

Some sports have specific rules regarding curfews. These rules are listed below: 

o Track  
 For grades 7 and 8, meets should start no later than 5:30 p.m. and 

practices should end no later than 9:30 p.m. (times may be extended by 
½ hour when there is no school the next day).  
 

 For grades 5 and 6, meets should start no later than 4:30 p.m. and 
practices should end no later than 8:30 p.m. (times may be extended by 
½ hour when there is no school the next day). 

 
o Cross Country 

 For grades 7 and 8, meets should start no later than5:30 p.m. and 
practices should end no later than 9:30 p.m. (times may be extended by 
½ hour when there is no school the next day).  
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 For grades 5 and 6, meets should start no later than 4:30 p.m. and 
practices should end no later than 8:30 p.m. (times may be extended by 
½ hour when there is no school the next day). 

 
Season 
 
Some sports seasons follow IESA rules for length. Some sports have specific season lengths as 
listed below. 
 

 Volleyball 
o For grades six through eight, the time elapsed between the first gathering of the 

season (which can occur no earlier than three weeks prior to a team’s first 
scheduled league game) and the last gathering may not exceed 12 weeks.  
 

o For fifth grade, due to the need for additional time to be spent on initial volleyball 
fundamentals, a 14-week season beginning five weeks prior to the team’s first 
scheduled league game will be permitted. 

 

 Cross Country 
o For grades five through eight, the season is no longer than 10 weeks including 

conference/championship meets. Practice meets can occur no earlier than three 
weeks prior to a team's first scheduled meet. 

 

 Cheerleading 
o The first gathering date of a team and the time elapsed between the first 

gathering of the season and the last gathering must not be earlier than nor 
exceed that of the underlying sport. 

 

 Track  
o The time elapsed between the first gathering of the season (which can occur no 

earlier than the third full week of March) and the last gathering may not exceed 
10 weeks. 

 

 Basketball 
o Eighteen weeks beginning with the first gathering and ending with the last 

tournament game. Preseason practice is allowed three weeks prior to the first 
game for grades 6 through 8 and four weeks for grade 5. This extra week for 
Grade 5 allows additional time to be spent on initial basketball fundamentals. 

 

 Softball  
o For grades 6 through 8, the first practice should be scheduled no more than three 

weeks prior to the first scheduled game. For Grade 5, one extra week of practice 
is allowed. 

 

 Baseball 
o For grades 6 through 8, the first practice should be scheduled no more than two 

weeks prior to the first scheduled game. For Grade 5, one extra week of practice 
is allowed. 
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Other Matters 
 
In addition to regulations, there are certain other matters that should be addressed by the 
school administrator, as follows: 
 
Players 
 
From time to time it may be desirable to allow players to participate in games of school teams 
other than the one on which they are rostered (typically a higher grade or a “B” player going to 
an “A” team). This would normally occur when a team is short of players due to illness, injury, or 
other causes of absence. School administrators should establish rules to cover these situations. 
These rules should: 
 

 Recognize such situations are temporary. 
 Reflect the diocesan and local athletic philosophies. 
 Adhere to the rules of the Diocese. 

 
Club Teams 
 
A potential problem exists with school student athletes who desire to play with non-school 
affiliated club teams. Almost by definition, the student’s time dedicated to a specific sport would 
increase when playing with more than one team. As the Joliet Diocesan Catholic Schools Office 
Belief Statement focuses on balance between athletics and other activities, we would naturally 
discourage club team participation. However, decisions by students and their parents to play on 
club teams fall outside of the jurisdiction of the school, so the responsibility of the school is 
limited to establishing a consistently applied policy regarding this situation. The policy might 
include expectations of student attendance at school team practices and games, limitations on 
playing time, or even whether a player will be eligible to play on both a club team and a school 
team. In addition, the school administrator should always be satisfied that club teams are not 
just disguised extensions of school teams (i.e., substantially the same players or same coach 
using school facilities, uniforms, or names). This would be an issue more with the coaches 
rather than players. Finally, school administrators are encouraged to have an open dialogue 
with club team administrators in order to develop the most cooperative relationship possible in 
light of each other’s philosophies and objectives. 
 
League Participation and Relations  
 
Schools in the Joliet Diocese will join or play only in a league or sports association, which works 
in cooperation with the Catholic Schools Office to promote the athletic philosophy of the 
diocese. Schools may join or play only in leagues or sports associations which have policies, 
guidelines, rules, regulations, procedures, or practices which do not cause or encourage school 
or individual team members to be in noncompliance with Joliet Diocesan or local athletic 
philosophy, policies, guidelines, regulations, rules, procedures, or practices. All leagues wishing 
to operate in the Diocese of Joliet do so in cooperation with the Catholic Schools Office. The 
Catholic Schools Office reserves the right to appoint an Ex-officio member to the governing 
board of all leagues operating within schools of the Joliet Diocese. Good management practices 
are expected. Both the Catholic Schools Office and local principal should be afforded access to 
any communication and materials that will make the relationship with leagues or organizations 
one reflecting the Catholic identity fostered in all schools. 
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Participation in only one league is virtually dictated at the 5th through 6th grade levels as a 
result of the game limitations and recommended for 7th and 8th grade teams for the following 
reasons: 
 

 Scheduling conflicts between leagues. 
 Confusion caused by rule differences between leagues. 
 Conflict between varying starting/ending dates of leagues and the Joliet Diocesan 

Catholic Schools Office “Season” rules. 
 
The Catholic Schools Office should be offered copies of league constitution, rules, or bylaws. 
Local principals should have copies of annual league budgets at the beginning of each season 
and financial audits no later than thirty (30) days following the end of the season. 
 
Schedules of all games in which diocesan students would be involved must adhere to the 
limitations outlined by Catholic Schools Office. 
 
A plan for insurance coverage provided by the participating schools and/or the league must be 
in place prior to the beginning of a season. 
 
Personnel Responsibilities 
 
This list of responsibilities has been formulated with input from principals, athletic directors, and 
athletic board members. It is to be reviewed and/or modified before being adopted at the local 
level. This list can then become the basis for the job description. In some schools the 
governance for athletic events calls for the tasks of the athletic director to be divided among 
members of the Athletic Board with the President maintaining overall responsibility. If this 
structure is used it should be clearly described in the local school handbook. 
 
Principal 
 
The athletic program is under the jurisdiction of the principal. He/she may delegate certain tasks 
to an athletic director, an athletic board or committee, club, or council. 
 
The principal retains overall responsibility for the local athletic program, policies, guidelines, 
regulations, rules, practices, procedures, schedules, personnel, and finances. They are 
accountable for implementation. Just as the principal works with the pastor in other areas, they 
do so in athletics.  Before appointing an athletic director, the principal will ascertain that the 
candidate understands and adheres to and is willing to implement the diocesan and local 
school's educational and athletic philosophy as well as the local policies, guidelines, regulations, 
rules, practices, and procedures.  
 
Athletic Director 
 
Whether the athletic director is paid or is a volunteer, he/she is appointed by the principal in 
concert with the pastor and is directed, supervised, and evaluated by the principal. In some 
schools, this responsibility is shared by an athletic board or committee.  A job description is to 
be drawn up for the athletic director. This job description will be specific to each school and 
serves as the basis for evaluation of the athletic director.  If termination becomes necessary, it 
takes place in concert with the pastor. 
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The athletic director is responsible for supervision at athletic events. In schools where the 
athletic director cannot attend all events, it must be clear who oversees the event.  
 
Coaches/Assistant Coaches 
 
The athletic director appoints coaches and assistant coaches after consultation with the 
principal and the pastor. The principal and pastor retain final authority concerning the 
appointment and termination of coaches or assistant coaches. Expectations of coaches and 
assistant coaches are clearly defined, and their performance is reviewed regularly. Coaches 
generally have a powerful influence on the young people they coach. They are carefully chosen 
and whenever possible, given training in directing the lives of students. It is essential that 
Christian behavior be the norm and expectation of every coach. 
 
Players 
 
Taking part in athletics is a privilege rather than a right. Schools following diocesan policies, 
guidelines, regulations, rules, practices, and procedures, determine who is eligible to play in any 
given game or sports activity. Local standards are to be set that may include academic and 
behavior standards as factors for participation. The principal will be given discretionary power in 
implementing local policies, guidelines, regulations, rules, practices, and procedures. Students 
must be aware that they are representing the school and parish at athletic events and behavior 
that does not well represent the school will not be allowed. Removal of the student from the 
program will be the remedy of last resort. 
 
Parents 
 
Standards may be established for the behavior of parents at games and in other contacts 
regarding athletics. Agreement with policies, guidelines, regulations, rules, practices, and 
procedures by parents should be a major criterion for allowing a student's initial participation in 
a given athletic activity. Parents whose children participate in athletics should clearly understand 
these standards and agree to abide by them. Respect for the athletic personnel, players, 
officials, and spectators involved in school athletics is a major expectation of parents of student 
athletes. When the actions of parents at games, or in dealing with athletic matters do not model 
Christian behavior, appropriate steps will be taken. They will be asked to change their behavior 
or leave the gym, playing field or premises. 
 
 

CONCUSSION MANAGEMENT 

Concussion Signs and Symptoms 

A concussion is a traumatic brain injury that interferes with normal brain function. A student 
athlete does not have to lose consciousness to have suffered a concussion. Signs and 
symptoms of a concussion include the following: 

Signs Observed by Others Symptoms Reported by Athlete 
Appears dazed or stunned Headache or “pressure in head’ 
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Appears confused Nausea

Forgets sports plays Balance problems or dizziness
Is unsure of game, score, 
opponent

Sensitivity to light or noise

Moves clumsily Double or fuzzy vision 

Answers questions slowly Feeling sluggish or slowed down
Loses consciousness (even
briefly) 

Feeling foggy or groggy

Shows behavior or personality
changes

Does not “feel right”

Can’t recall events prior to hit or
fall

Concentration or memory 
problems 

Can’t recall events after hit or fall Confusion

Removal and Return to Play 

Any player who exhibits signs, symptoms, or behaviors consistent with a concussion shall be 
immediately removed from the game or practice and shall not return to play until cleared in 
writing by a licensed healthcare professional. If a healthcare professional is not immediately 
available at the athletic event or practice and an injured student athlete has any of the described 
signs, symptoms, or behaviors of a concussion, s/he shall be promptly taken to a facility for 
appropriate medical evaluation and care.

A player must be removed from an interscholastic athletics practice or competition immediately 
if one of the following persons believes the player might have sustained a concussion during the 
practice or competition: a coach, a physician, a game official, an athletic trainer, the student's 
parent/guardian (or another person with legal authority to make medical decisions for the 
student), the student or any other person deemed appropriate under the school's return-to-play 
protocol. 
 
A student removed from an interscholastic athletics practice or competition may not be 
permitted to practice or compete again following the force or impact believed to have caused the 
concussion until: 
 

 the student has been evaluated by a treating physician (chosen by the student or the 
student's parent or guardian) or an athletic trainer working under the supervision of a 
physician; 

 the student has successfully completed each requirement of the "return-to-play" and 
"return to learn" protocols established for the student to return to play; 

 the treating physician or athletic trainer working under the supervision of a physician has 
provided a written statement indicating that, in the physician's professional judgment, it is 
safe for the student to return to play and return to learn; and 

 the student and the student's parent or guardian have acknowledged that the student 
has completed the requirements of the "return-to-play" and "return-to- learn" protocols 
necessary for the student to return to play; have provided the treating physician's or 
athletic trainer's written statement and have signed a consent form indicating that the 
person signing has been informed and consents to the student participating in returning 
to play in accordance with the "return-to-play" and "return-to-learn" protocols and 
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understands the risks associated with the student returning to play and returning to learn 
and will comply with any ongoing requirements in the "return-to-play" and "return-to-
learn" protocols. A sample acknowledgement is found in the link below: Post-concussion 
Consent Form (RPT-RTL).pdf (ihsa.org) 

A coach of an interscholastic athletics team may not authorize a student's return to play or 
return to learn. 

Licensed Healthcare Professional 

For purposes of this policy, licensed healthcare professional means physicians licensed to 
practice medicine in all its branches in Illinois and certified athletic trainers. 

Concussion Policy/Fact Sheet 

Information on the school's concussion and head injury policy must be a part of any agreement, 
contract, code, or other written instrument that a school requires a student- athlete and his/her 
parents or guardian to sign before participating in practice or interscholastic competition.  
 
The parent/guardian of each student athlete and the student athlete shall receive annually a 
concussion information sheet and they shall submit written verification(s) that they have read 
the information. A student athlete may not participate in practice or competition prior to the 
school’s receipt of this written verification. 
 
Each school shall also use education materials provided by the Illinois High School Association, 
and Illinois Elementary School Association see links below, to educate coaches, student-
athletes, and parents/guardians of student-athletes about the nature and risk of concussions 
and head injuries, including continuing play after a concussion or head injury.  

Concussion Oversight Teams (COT) 
 
Each school shall form a Concussion Oversight Team (COT). The COT’s primary function will be 
to develop return-to-play and return-to-learn protocols for students believed to have experienced 
a concussion. The protocols should be based on peer-reviewed scientific evidence consistent 
with guidelines from the Center for Disease Control and Prevention. These teams can contain a 
range of individuals based on the resources available to the school in their community or 
neighborhood but must include one person who is responsible for implementing and complying 
with the return-to-play and return-to-learn protocols. 
 
Per the law, each concussion oversight team must include to the extent practicable at least one 
physician. If a school employs an athletic trainer, the athletic trainer must be a member of the 
school concussion oversight team to the extent practicable. If a school employs a nurse, the 
nurse must be a member of the school concussion oversight team to the extent practicable. At a 
minimum, a school shall appoint a person who is responsible for implementing and complying 
with the return-to-play and return-to-learn protocols adopted by the concussion oversight team. 
A school may appoint other licensed healthcare professionals to serve on the concussion 
oversight team. 
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Coaches Training 
 
Coaches are required to participate in concussion management training every year at the local 
level per the requirements outlined in the State of Illinois SB 07 (Public Act 99-245). Schools are 
no longer required, however, to attain membership from the Illinois Elementary Schools 
Association (IESA) to satisfy the concussion management training requirements. Schools may 
elect to provide concussion awareness training to their coaches via platforms such as the 
Global Compliance Network (GCN), the National Federation of State High School Associations 
(NFHS) Learning Center or the Centers for Disease Control and Prevention (CDC). If you 
choose to utilize one of these platforms, please make sure to keep an accurate record of the 
completed training certificates for all coaches in the event of a state audit. 
 
Emergency Action Plan 
 
Each school must also develop a school-specific Emergency Action Plan for interscholastic 
athletic activities to address the serious injuries and acute medical conditions in which the 
condition of the student may deteriorate rapidly. There are certain provisions the plan must 
include, and it must be reviewed by the Concussion Oversight Team before being approved by 
the school. The plan must be distributed to appropriate personnel, posted at the school, and 
reviewed annually.  

Guidelines 

The superintendent or designee is authorized to issue guidelines for the effective 
implementation of the requirements of this Policy. 
 
Compliance 
 
Failure to abide by this Policy or Guidelines will subject employees to discipline up to and 
including dismissal. 
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