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in 1975 NCEA publishedsa collection of essays under the title

The Principal’s Toolbox: A Manual for Catholic Adminigtrators,

- edited by Fr. Emmet Harrington and Mary Glenzinski. It applied
. certain principles and aspects of general school administration to .
the Cathplic school context. Much has changed, and been, learned
since then on this topic. ‘It is with this change in mind that

" “NCEA recognized the need to publish a néw text for this audience
written in such a manner so that it could be ufed in many diverse
Jearning contexts --" e.g., 3 new or experienced principal s in-
service progrem, a personal study program of profession development
undertaken by g principal, a college or university training program

- for these interested in becoming principals #n Cathelic schools, etc.

»

The Catholic School Principal: An Outline for Action 15 such a .
publication. It suggests those broad administrative contourg with .
which all Catholic school principals need to concern themselves.

The use of a checklist formit along with issues that may be used for
digcussion with many different groups suggests its practical nature.

it is not exhaustive, but certainly offers an overview of, all those
basic areas whﬁ\h*must be consideredl. It 1s produced in cooperation
‘'with the NCEA Department of In-Service Programs. .

.~ The text is written by someone who has broad experience in the
area -- Brothér Theodore Drahmann, F.S5.C., President of Christian .
Brgthers College in Memphis, Tennessee. His Catholic school experi-~
. énce includes the positions 'of teacher, guidance counselgET}and
\ principal in Chicago and Minnesota, as well as\director student
Christian Brothers and supervisor of schools fdy the Christian
Brothers. For six years he served as superintendent of elementary
and secondary schools for the Archdiocese of St. Paul and Minneapolis.
He was the..first toordinator for the graduate program in nonpublic
schdol administratiog at the College of St. Thomas, St. Paul,
Minnesota. As the person who served as NCEA llaison with him and
cooxdinated—this project, I want to express to-him the appreciation
. of NCEA and.all thos¢ who will use this manual for the work he has
* . done., ' . —

l" r
/ S ~

I am also grateful to Kathleen T. Stief who typed the manuscript,
asststed with pubyishing details and to the Communications Committee

<. of NCEA who reViefed the material and made suggestions i
l" . ’ = ' [ ~
) ~ Bruno V. Mannog Ph.D.
. . pDirector, In-SerVice Programs and Data Bank
June, 1981 t

- -~
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. 1. INTRODUCTION- - o
7 N

. - F

«The Principal's Toolbox, edited by Fr. Emmet Hartington and Mary

Glenzinski, and published by NCEA" in 1975, has been a significant help in

the renewal of leadership in Catholic schools,and the revival of confidence
. * . ’
among 1t administrators. The valuable articles‘}n that publication

» -

* touched on pany of the principal areas of concern and interest for

» »

' . ‘ hd .
principals in the post-Vatican II Church, ang helped to guige them through

this difficult area of transition, A great debt of gratitude 1s due to

.
»

.the editors apd to the authors who.contributed the articles in the Toolbox.

. \
But much has happened to Catholic schools*since 1975. The present
- M 7 - ]

[

N »
author's experience as-a principal, as a supervisor for his religibus

community, as ‘a diocesan superintendent of schools, and as a teacher of

administratign in a program designed for training private school adminiétrgr

»

tors has led him to form @ collection of "basics", that is, a‘liptiﬂé of

fundamental tasks which are the concern and responsibility of the leader of
<

Catholjic secondary and elemehtary‘schools. These were deveioped in coqjunc—

tion with the principél§ of the archdiocesan schools in St. Paul and

Minneapoliskw3§ well as with his students in administration clas:gs at the

~ L]

College of St. Thomas 1n.St.‘Pau1, Minnesota. Hopefully, they thus pass the .

- - 3

test of reality and practicality, and possess the distinctiveness which

characterizes the Catholic school system in the United States., -0

The Principal’'s Toolbox 1s a book of background reading, with genérous

) v

helpings of "how:to—doTit" advice added to 1t ' The preseit work, The K

» n

. \ - - -~ -
Catholic S¢hool Principal: An Outline for Action, gives a specific overview

of the tasks of the head of a Catholic elementary -ex secondary school in the,

4

.form of checklists of items in the principal areas of responsibility.

N

)

L4

i




. A few words of explandtion of the various sections of the.following

-
1]
- -

chapters may be useful to the readers.

} -

7 Each section is introducted by a brief definition of the area and a ‘

. N

description of the responsilzility of the principal in that arei. This is
"followed by a listing of the administrative actions to be taken:by the

principal, together with the seasoh of the year in which that task.is best .
} " . . . .
done. In this section, as in the following, an astesisk (*) points out the

priority items, actions that even the busiest teaching principal should not
'] N
neglect. This is not to say that the remaining tasks are not importapt,”

' " but it merely recognized the fact ‘that in the press of the school year,

there is a*limit to the time and energy of the p}incipalg and choices must

-

be made.

. -

The second section (BOARD POLICIES AND ACTIbﬁS) points out the specific

4 ¢

.+ decisions which belong to the board of education which helps to lead the
. { :

L)

school, and the recommended time for these a:tions. Sincé boards dlffer
widely across the country, this section’must be interpeted according to the
: deéree of poli;y-mak}ng authority residing in the board.

The following divisi;ns (FACULTY HANDBOQK and PARENT/STUDENT HANDBOOK)
suggest copigstwyich should be included in those publications for the -
information of the two groups ind}cated. - .
= Section V (HELPFUL REgbURCES) attempts to list a’'few selected references

‘ which would be helpful for principals to gain further 2aformation in that

€& area. Undoubtedly, there are many other publications availabi?, but these

[

have proved to be genulnely Jielpful aids to Catholic school principals; most

of them are readily available through NCEA or ofher convenient sources.

Write to NCEA for a camplete list of NCEA publications as well as NCEA

b

s

2 & _ )




- )
Conventior cassettes. IR
. .
- ) The final sgction'(ISSUES)‘departs,from the precise format of the .

-

. foregoing sections, éhd points out the broad areas where Catholic school

Y - a

administration is indeed an art! These are broad questions of policy and
' - .

action where there afe no definite answers, eddcators will always be seeking
. to work out practical solutions to the problems they pose. However, princi-

. . . &£

pals should be aware of these issues and should try, in conjunction with
?

-

v

their boards and/or staffs, to hammer out workable - if only tentative -
solutions to guiderthem in.the performance of their duties. Any one of

these issues can well be.the subject of workshops, faculty meetings, and
'
board ihsérvice bqésions. )

Readers will note that this publication is written in a chécklist
format. This is intended to help reduce the frustration level which often
is the lot of a school principal. Hanifgld responsibilities tend to weigh -
upon thg admiqistrator, with Ehe feeling that one's, work is never done.
Perhaps the opportunity to see a listing of specific tasks lo be done, to
decide which are to be done, and to have the satisfactipn of checking them

‘ off when completed will serve to reduce his frustration. THe checklist

. format is also intended to be an aid to beginning principals, so that they

. can have some assurance that they are covering the essential tasks included

® - S

in thei} responsibilities, kxpeﬁienced ddministrators,may also fiqd it
useful as -an "e;amination of conscience” to be sure that they are‘"cévering
alf the bases', even thougﬁ the author makes no claim to be complete and
exhaustive in this publication. '

o~

. " e’
Many,indeidusls have contributed to this publjication, and it would be

impossible to name them all. The adﬁ%or is particularly indebted to his
/ ) . 1

.




colleagués in the Natiqnal'Catholic Educational Association, especially, the
Washington staff and his fellow administrators in tha departmenffef Chief
Administrators of Catholic Education (CACE),"EO his conferreres on the

National Education Couﬂéil of the Christian Brothers, and to his student and
\ .

faculty colleagues in the NEW DESIGN FOR SCHOOL LEADERSHIP program in non-
4 N ] .

*

public school administration at the College of St._Tﬂbmas in St. Paul with
. . ) .

whom he served before acce%ting his position ain Memphis. A special word of
tribute is due to the warm and. supportive group of principals of Catholic
v F - - .

grade and high schools in the Archd*qcese of St. Paul and Minneapolis, whom

he had the p}ivilege of serving for six years as superintendent.

8 '

_Brother Theddore Drahmann, FSC
Presiddnt
, s Christian Brothers College
. N Memphis, Tennessee

-




o 2. THE PRINCIPAL AS LEADER .

The principal is the key to a ﬁuality,school. The quality of a

rl 1
-~ -

principal's leadership 1s affected by the vision, knowledge, competence, and
personal qualities of the person who ﬁolds that positioﬁ. The prihc;gal'su
leadership is a blend of manageriai skill and the dynamism which is able to
move others to perform well and to grow. These qualities.m;y be -as diverse
as are the huﬁan.beings whorpogsess them; however, the following items ;

provide a listing of basic tééké'énd responsibilities which should be carried

out by all principals. .

»
]

I. 'Administrative Actions to Take . Season
) * 1. Has a clear, specific Job description .
Lk 2. Knows and communié;tes with superior; and other educa- WT -
. _ tional leaders in the area : . . '
3. 1Is aware of one's leaderslip style < Y
4. Seeks regular evaluation from board and staff winte;

5. Has an annual program of- personal and professional i

improvement (retreats, courses, workshops, conven-

tions, etc.)
-, 4 . ‘

6. Is a member of a professional administrator's

organization; attends its meetings ~

» 7. Reads some professional literature regularly . ?

*I1."Board Policies and Decisions

* 1. Hires principal . Winter
. * 2. Clar;fies relgtionship witthrinéipal Winter
~7 ) * ) 3. Approves principal'é'job deséription Winter )
4 Evalhaées principal annually - wintér
\ .
. .




I{I. Faculty Handbook .

* 1. Contains administrators' job describtion ° .
* %. States the educatdonal and Church authorities to |
which the school is“accountable (Board, Supt., I |
Bishop, etc.) . . . |
a ' - /
| > ) * . .3, Clarifies decision-making procedures in the school - v, |
[ ] b *
-, Contains appropriate excerpts from and references .
. to major statements by educational and Ghurch leaders,
. 5. Refers to major sources of reseanch regarding current -

educational practice

S r
IV. Parent/Student Handbook
' !
* 1. Outlines authority structure in the school
(Board, Supt., principal, ‘etc.) T, ’

¥

* 2. Notes the educational and Church authorities to
wh}ch the school 1is accountable

3. -Contains excerpts from and references to appropriate
major statements qf educational and Church leaders

. /.

V. Helpful Resources .

1. State Department of Education publications ard

personnel . /// .

2. District supervisors
3. . Journals and publications from: .
’ American Association of School Administrators
- Association for Supervision and Curriculum Developuent
. . . National and State Elementary Principals Assvciations
| \ . Phi Delta Kappa o y v .
[

4. Eleim, Stanley (ed). A Decade of Gallup Polls of Attitudes
: Toward Education, Bloomington, IN: Phi Delta Kappa, 1978.

* (See also annual surveys published each yvear in Phi Delta

hggan )

5. Administrator Perceiver (Selection Research Inc y 2546 .
South 48th, P.0. Box 6438, Lincoln, NE 68506} s

t ' 6. Diocesan Principals' Handbooks

- | o e :

i - 6




70 'Doctoral Dissertations on Catholic Education 1968~1975. .
,Washington,.DC: Natiopa] Catholic Educational AsSociation, ¥975

. . 8. Glenzinski,'Mary.and derington, Ermet, The Principal'’s . -

, . ‘ - _ Toolbox. Washington, b.C.: National Catholic Educational ’
/. . L .~ Asgsociation, 1975, - -~ .
D 9. Greeley, Andrew, pathoﬁfc,é;;lols in a Declifing Church.
o . s Kansas Ci€y: Sheed and Ward, 1976 . A '
. T - 1 ot Tt v P H h - .
T L . 10. Media and Catechetics Today. Wasghington, D.C.: National:
L e T ‘Catholfb Educétional Assoq&ation, 1980 LR )
Lo e R .
.Y - 11, Publtcations of the National Cathaqlic Educat ional Asgpciation ] ”
P e (Momentum, Alive, NCEA Notes, etc.) v, .
,
. 12. . National Confe%ence of Cathol{c Bishope- To Teach as Jesus g
., v .Dbid’ Waqhington, D, C United States Chigolic ‘Conference, 1973
, jih\EZEred Congregations for Cabholic Education.'-The Catholic
o School. Washington, D.C. United ﬁtates Catholic Conferencez
- * 1977 S > . _ o
.ot . ! : .
. - * 14, Staring the Lightof Faitht Natiomsl C . e
. it ; Washington, D.C.: United States Catholic Conference, 1979 J
n > : . '
_ 15. ¥hould We EE’HOre Assertive About’Our Christian Values? -
- - Washington, D.C.: National Catholic EQucational Association, ~
L e o
: 16. Today's Catholic Teacher. (Monthly). Dayton, Ohio} Peter Li, Inc. ~
“ . s ’
.ot VI.- Issués - . ) . * . ay ‘
» —e—— - .
..‘ . » v . + \_‘ .
) ’ ' 1, iIs the ﬁrincipal a manager or leader? ) '
. ’ o
2. What. shoulq a principal read? . W
. « . 3. How much freedom of action should a principal have?
: ‘ TS :
) ' 4, How should a principal be accpuntable? To whom?, N *
. L - .
“r s 5. To what extent dre leaders "born , to what extent are they .
. ¢ Vmade"?
¥l . . 6. What is the idealarelagionéhip betwgen principal *and board?
o 7. What are the essentiagl qualities of an effective principal?
-~ 2 d :
M- ¥ ,...- . M > . o.
> “ ’ g
' .

'9 - L
) - -
ERIC Y~ y : o




o~ -, '
3. THE PRINCIPAL AS RELIGIOUS LEADER

! ’. : -
The principal of a religious schoq;‘ﬁas unique leadership respdhsibilites
. . -
with regard to the life and growth of ‘the faculty and stud®nts of that school. % *

» PN x

The principal must be a pgrson of faith and attachment to Christ, loyal to

. P
the Church, and possess a general understanding of the process of religlous . ,
) ’
growth. There must be a grasp of the conteni,and methods of religlous instrue-
"f . /\‘.\’ ‘

tion, together with a knowledge of current resources for teachergand students.
L] . * N r' . -
The ability to inspire and unify the faculty with r to the religioys
y f e y \ y }L_/ega-rd h¢ religioy
mission of the school-must also be present.

o

4 R .\
I.. Administrative Actions to Take v X Season . |
B . .’ . ,r‘
. Prepares (or revises) a school philosophy . ‘ J
“ "““‘*with specifig;religfous*elements . g —Faki—ﬁf ii
- K 2. ‘Hires teachers who“can contribute to the . ‘ . _:‘
religiou$ mission of the schogl , " | Spring r
3.  Provides teacher iﬁgzrvicefzsr\égith growth T N
* 4. Supervises religion curriculum and texts . o *
: . N : ¢
* ‘5, Sch e'les liturgy, retreats, and prayer . .
' expl K es for staff and students . Fall
f - ] ‘ L N -
* 6. Himed eligion teachers who are adequately ,
. prepared S + Spring s
' 7. Schedules the parish clergy ‘into the 1ife ’ .
. of the school * . . B | Fall '
- . .
: 8. Publicizﬁg and expldins the reljgion program Fall
. 9. ’Schedules‘the special components of at,
o7 religious growth program: .| Fall
ok - a. Sacramental preparation
b.. Chrkst{an service.program
. c. Fumily life program * ) ..




| -~
| -
|
I * ' e ¢ ,,.,_,hsa-*""""- )
' . d. Vocations program .
. . # -
e. Social justice
’ a_‘ o
. ,.,' 10., Seclects appropriate evaluation tools
11. Has a process for aiding teachers to integrate
religious principles into the,curriculum )
. . . ‘ "
I1. Board Policies and Decisions
« - '
* I. Sets faculty religlous qualificatiohs
* 2, Sets policy for non-Catholic teachers and students
it N .
* 3. . Approves familky life program
* ] - — * ) ] ‘
I1I. Faculty Handbook |
. * 1. Religious expectations of faculty
. » . ‘ .
. . ¥ 2. Calendar Jf religious activities and inservice
3., Class prayer policy -
° __4.% Summary of.religion program \
L4
‘ -IV. Parent/Student Handbook
- 1. Summary of religion program .
2., Summary of special programs:
. a.. Sacramental preparation
: t. ,Family life . .
s ¥ 4 \\.J
Qﬂ c. Christian sérvice ) .
\ . -
s a d. Liturgles,and pra)rer's
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Helpful Resources - . .

% . |

1. Barrett stgr Francis X., and Olsen, Bro. Joh® D. Guidelines |
for Sellected Personnel Practices in Catholic Schools: Parts, I

and II. Washington, D.C.: National Catholic Educational ‘ |

Association, 1975

. ' v, »
2. ﬁatechists Never Stop Learning. Washington, D.C.: National
\ Catholic Eddcational Association, 1972 I ;

v L% »
3. " Cathodic Education: An Overall View. Washington, D.C.: National

_|Catho§ic Educational Association, cassette,

-7 ’
4. (Cdntemporary Issues in_Catholic High Schools.: Washington, D.C.:

National Catholic Educational Association, 1981

C e M

-

5. |Catholdic Sclhools in'hmerica Washington, D.C.: National Catholic

./ |Educational Association and Englewood, CO: Fisher Publishing Co.,

published yearly

6. Faith Communitw. Washington, D.C.: National Catholic Educational

]Press,« 19'78 .
8

IAssociation, cassette
I -

7. Gilmoura Péter. Praying Together. Winona, MN: St. Mary's College

- -
-

+

Giving Form"tu_fhe Vision: The Pastoral in Practice. Washington,

'D. .C.3 National Catholic Educational Agsociation, 1974 (Available
/ in four sectiong: Adult, Elementary, Secondary, Policy—Making) ‘

9.? Hear the Word, Snara/the Word, Guide Your People. Washington,

LY

D.C. Natignal Catholic Educational Association, 1978

10. Hennessy, Sidter Rose Marie, OP, The Principal as Prophet.
Waéhington, D.C.: National Catholic Educational Association, 1978
‘»
11. 1 ﬁelieve in God. Washington, D.q.: National Catholic Educational
- Association, 1975 :

12. McBride, Rev. Alfred.” Evangelization: The Misslgn and Ministry
of Catholic Educators. Washingfon, D.C.: National Conference of
Directors of Religious Education, 1978

13. Natjonal Confqrence of Catholic Bishops. To Teach As Jesus Did.
_Waahington, D.Cy: UnitedsStates Catholic Conference, 1973

14. Qualit!tsland Competencies of the Religion Teacher. Washington,

D.C.: Nationalgganference of Directors of Religious Education,
1973 .

-
-

o
S
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——— . . . N - ' [] - ’::
. ’ r B ’
, 15. Publications of the National Catholic EgucatioﬁaI'Aseociation
. - . (Momentum, Alive, NCEA Notes, etc.) ~
. 16., Sacred Congrega;ipn,for‘Catholic Education. ' The Catholif 'School,
\ . v Washingtom, D:C.¢ Unfted States Catholic Conference, 1977
. 17. Sharing the Light of Faith: National Catechétical Directory.
. . . .Waéyinﬁton, D.C.: United States Catholic Conference, 1979
/’ -
Rt J18. Smith, Thomas. Religious Education Requirements and Recommenda-
tions for Teaching Personnel in Catholic Elementary Schools.
N Washington, D.C.: National Catholic Educational Association, 1978
; * . 19.. Today's Catholic Teacher. (Monthly). Daytdon, Ohio: Peter L1, Tne.
20. Van Merriéhﬁoer, Edward, et al. Seeking a Just Soclety: An.- -
Educational Design. ° Washington, D.C.: Nétional Latholic
. y Educational Asseclation, 1978 .
21. What Makes A Catholic School Catholic? Washingtan, D.C.: National
« Catholic Educational Association, cassette P
" ~ -
= 4 VI, Issues - - \
issues .
_ 1. How "holy¥ must a principal be? J -
. . 2. Should a parish schéol'principal belong to'that parish? “
' 3. Should non-CathoRics be hired to teach in a Catholic school?
‘ 4. What 1s elationship between a teacher's }ersonal
religious life and his/her role in a religious school?
a " L *
[
. 5." How does one balance content and exp%rience in the
. , \‘;eligious instruction program? S . .
> <) 6. Should Mass atténdance be required?
- x‘ . . .
. Ly -
7. What ts an effective pragram in Christian gexuality which .
is acceptable to parents? ’ }
. . . “
) 8. How can Christian social principles be properly incfluded (J
in the'life and the curriculum of the school? U
: <9, How does one develop a consensus among faculty of varying
. ' ' . religioys philosophies (e.g., liberal, conservative)? .

I

. .
’ * ~
A . ~ . . . -
» . - '} . "
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4. THE P.RIN'CIEAL AS LEADER OF FAGULTY'AND 'STAFF $ ”

. " . R N - =
’ . . [ . . . .
The;priqpipal is the leader of the adult community of faculty and °
- \’ ’
staff which serves the student body of the school. " This 1s in many respects
: ' . o
the most significant aspect of the role of the principai, since it 1s the
L - 1 .

adults.in the school who most directly affect the students and are responsible -

3
-

for the growth of thesg young folk for whom the school exists. As leader, the

- ’ , p)

principal has respodsibilities for, employmept,procqgures,_faculty'and g}aff

comdunigation and morafe, as éell as in-service. The principal also acts as

the iiaison between the faculty’and staff with the beard, pastor, parents,

[}

and the community outside the school. 7\ "

1. Adufhistative Actions to Take ‘ ‘Season
. ﬁ_____l: Recruits, intervie;;,Agire;ﬁge;ch;rb . - ‘ Spring
] * 2. Orients new faculty t; Summer
* 3. Sypervisgs ;;d evaluates Eeachers and staff
* 4. Recommends contrdct renewals and dismissals Spring '
‘. * 5. Publishes (revise;) faculty haggbook ’ SummFF'
* q. Scitedules faculty meetings , - Fall
. * * 7. Provides faculty inservice .. - . .
. il. Boarq Policies and Actions . | “ﬁ r
™ - * 1. Sets-teacher qualifications’ * - -
* 2. Publishes an ﬁFﬁeal process for grievances
: - . ., \/
* 3. Adopts personnel policies \
. * %. Sets salary schedule and fringe benefits . ’Hinter
- *_'___5 Apprczvga:‘contracra, d.ismisfsa'ls n . ~ | Spring
_ . . o .




III. Faculty Handbook *

- - '
* 1. Personnel policies . N ,
* 2. Salary schedule and fringe benefits . ’
’ . *, ' 3. Evaluation procedures ' ¢ ’

* 4. Grievance procedures - . - -

. *
- 5. Contract dates e T .
\ - - .
IVt Parept/StGdent Handbook .
e
1. List of teachers ] .
- . o :
* 2.~ Procedure for contacting teachers \J)
P . ’ { i v (
. V. Helpful Resources . <. <
- ) N .
L 4— 1. Angenstein, John J, A Collaborative Approach to
‘Personnel Relations. Washington, D.C.: National
Catholic Educationrml Association, 1980 ) . '\
‘ 2., Barrett, Msgr. Francis X., Olsen, Bro. John D. Guidelines

for Selected Personnel Practices in Catholic Schools, Part 1.
Washington, D.C.: National Catholic Educati¢nal Association,
1975 (- -

3. 'Harringtotw Rev, Emmet, and Glenzinski, Mary. The Principal's
~— Toolbox. "Washington, D.C.: Nagional Catholﬁf Educational °
1Y Association, 1975

.

4, Quality Selection'?rocess; a guide for recruitment, interviews,:
hiring and orientation of teachers for Catholic schools
. ’ (Toledo Catholic Educational Services, 436 W. Delawaré Toledo,
. OH 43610) .,

/ 5. "Sharing the Light of Faith: Mational Catechetical Directory.
Washington, D.C.: United Statey Catholic Conference, 1979.
. ‘ Chapter 9 1
Tt ‘ l 4 ?-‘
6. Selection Research, Int. (2546 South 68th P.0. Box 643 ' R
‘dl . . Lincoln, NE 68506) has developed a Btructured interview $rocess *©

. . of identifying applicants with desirable teacher qualities.
- ¢ 4 ' ~ -
- o s 7. Teacher Ags Minigter Daily Plan Book. WBshington, D.C. : National
. . Catholic Educatienal Assotiatior, published yearly ,
.. ( ./ - . v
:o . J' '] = . . - . l
13-
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,u . ‘h.: -
“ N k Y , : . .
. 8. Unlonism it Catholic Schools. 'Washington, D.C.: National .
) ‘ Catholic Educational Association, 1976 .
: '. . - ‘_ ' n . N ’_ , L ‘ ]
s - VI. IssueS| . - * - - »
. ¢y & - .
oL v. 1., How can good teachers’be identified? :
.'n , 3 [ . * . '
. ’ 2. What is a fair process for dismissing a teacher?® .

' -3 What is the point where a poor teacher-must be dismissed
to assure the Tight of students to good education?

4 4. How can a grievance proc?dure be ‘best carried out?

F *
5. What should a principal.do about teachers involved

B a—] h
' _ '+ jin objectionable life styles or practices: invalid
. marriages, gay, abortion,, drugs,‘etc.?
6. What is the place of ynions in Catholdc schools? ' 4

+ L] L4
. -~ [
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5. THE PRINCIPAL AS CURRICULUM

4

LEADER |

The principal’s role as educational leader is the key to the syccessful
L M ‘

opé’ration of the’school. Along wi his/her work in the areas of selection,

”

s'upervision, and inservice of: faéu];.:g, the.)management of the, school curricu~

lum is crucial to the task of edugaiifonal leadership ag such. Although the

L)

principal may delegate curriculum matters to other administrators, department

'chairpersons, and individual facul'ty members, it remains true that final

1 ., Tesponsibility for the instructional process remains with the head of the,
school. : ¢
. , . i
* a e » \ *
o I. Administrative Actions to Take' . ¢ * Season
. ! . "
“% [, Knows the scope and sequﬁ of the present
curriculum . ) - 2
% 2.1 R‘eviews cur‘ri,culum in relation to school ., -
- philosophy and nee.ds of present students Spritg .
. * 3. Reviews curriculum in terms of faculty -
. ' expertise and present schedule . Spring

4. Appoints curriculum coordinators and °

., cormittees as needed and suitable to*
M the school . . Sunmmer -
» . . - . L]
VX 5. Involves faculty f(matgr{als selected .
and purchased -, . | Spring

- " 6. Coordinates curriculum wtth hi.gh schopls to .
' , be attended by present students (or) by . e
* feeder grade schvols

. . L. Reviews teacher lesson plans as needed N .

' . Provides for continual curriculum evaluation N
and revision ) .
HY d -

9. Keeps abreast of general Q‘u'rriculum'tre'nds

Tk 10. Provides f_o}\igs.gration of Christian ~ . v
© . Principles into~the curriculum .

i5 .

-
§ 21, ‘ >




i

L ]
X 'e‘w‘
-

. ‘
II. Board Policies and Decisioms

Is informed by B}incipal of school curriculum -

- 1.
) in general . . .
«__ 2. May be agked to approvk significant
\ curriculum changes ¥
* 3, May be asked to approve curriculum in
sensitive areas: religion program, .
Christian gexuality .
] r
JIII. Faculty Handbook . a
* 1 Responsibilities for implementing presént ‘
curriculum '
+ 2. Responsibilities for evaluation, revision, T
and development of curriculum
3. Philosophy and general 5ut1in€ of the school' ' ]
curriculum
* 4. Recommended regources and professional
nemberships “
* 5. Procedures for selection and purchase of . .
curriculum materials . , <
. .
. + 6. Inventories of equipment, AV materials, etc.)
——— . .
c, > f‘ * - f -
IV. Parent/Student Handbook - )
e o r
____1. Philosophy, purposes, scope, and sequence
of schoal curriculum y
/0 .
* 2. Ligfing of textbooks in use . '
3., Procedure for parent involvement and input . s
into curriculum -
. VN Helpful Reéources . o L .
- N \J n-- .
1. Vision and Values in the Catholic School (entitled Toward A

Catholic Value-Orienmted Curriculum during the pilot of the

project). Information available through NCEA or Grolier
Educational Services, 707 Westchester Avenue, White Plains,
NY 10604 4

L] - '

ié £2£? o,
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~J

5.

4.

6

7.

8.

Diocesan curriculum guid

Periodicals:

./
a. Momentum
\I

7

€s

" b, Today's Catholic Tea

Locai’college curriculum
supervisors

Textbook publisher repre
Stase departments of edu
schopl curriculum specia
Journals and other pu
Association for Supe

State and National Pyincipals'

American Associatio
Phi Delfa Kappa

Coping with Doctrinal Development.

cher - .

specialists and diocesan .

sentatives . >

cation and local public.
lists . «

cations of “the following associations:
ision and Curriculum Development

Associations

of School Administrators

’ '

i

Washington, D.C.: National

9.

Catholic Educational Association, cassettes

1

Curriculum Guide for Health Education: Nutrition. Washington,

10.

D.C.: National Catholic Educational Association, 1975

Differentiated Patterns of Educationr in Catholic Elementary

11.

Association, 1973

Schools. Washington, D.C.: National Catholic Educational

Directory of Catholic Special Facilities and Programs in the

s

12.

13.

‘14,

15.

16.

US for Handicapped Children and Adults. Washington, D.C.: L
National Chtholic Educational Association, 1979 _

v 4
Focus on American Catechetics: A Commentary on the General
Catechetical Directory. Washington, D.C.: National Cathvolic
Educational Association, 1972

How to Teach Christian Morality. Washington, D.C.: National
Catholic Educational Association and Catholic Televigion

Network TV Video Cdssettes

Individualized Instruction faor What? Washington D.C.
Catholic Educational Association,!gassette

: National

Recognizing and Helping the Learnfng Disabled Child in Your
Classroom/ Washingtont\D.C.: National Catholic Educational,
Association, 1978 ° '

Sharing the Light of Faitﬂ - The National Catechetical Directory.

Washington, D.C.: NCEA and Catholic Television Network Video
Cassettes £

23~ : y




N
Hqw can Catholic Christian. principles be truly integrated
into the entire curriculum? . -

» \t (

To what degreé should schools go "back to the basics"? . w

How broadly should we understand the term "curriculum"?
R
- Should curriculum be tightly planned and structured in
the form of gpé%ific activities, or should it be laid out
as a framework from which many types of experiences are
possible?

N

How much should a principal "control" the curriculum?
Is integration between the curriculum of grade schools
and high schools possible? >

What, is a "quality currfculum"?

How can a principal be_both the building administrator
and the curriculum manager? .
When cutting curriculum programs, how are priorities

detiig}ned? . '




. I. Administrative Actions to Take ' ~;

!

+ +6. /THE PRINCIPAL AS PUPIL MANAGER "(

Ihg

’

The principal has overall responsibility for the 1ife of the sghool
w * -

and for the general welfare of the students who attend. \These responsibili-

tigz include traditional matters such as attendance, discipline, health,

’,

safety, and playground supervision, as well as more contemporary problems

. -

resulting from family disorders, drug abuse, and giowing legal restrictions.

A

’

\

-
®

* 1. Set absence and tardiness procedures

2. Establish and-review a discipline policy
L%

3. Establish and treview a homework policy
N '.
* 4. Select grading and reporting procedures
F

5. Establish and maintain drésg guidelines

* 6. .Provide for hallway, lunchroom, and play-
. ground sypervision

7. Provide’a policy on drug abuse and smoking

8. Provide counseling and guidance services
L}

* 9. Provide health services and procédures

* 10. Know referral agencies for problems which
the school cannot solve

* l11. Maintain adequate records

12. *Establish procedures for suspension,
. expulsion, promotion and non-promotion

-
] hY

-~ .

II. Board Policies and Actions v/

]

. 1. Sets age of admfgsion

* 2. Adopts a policy of non-discrimination in
admission . ~ .

s&ason

Fall
Fall

Fall

| spring

Sprdng

Fall

Fall

Fall




. . Co ,“
\ -.‘ ’1\X ’ . ' s P ,"
' 3. Sets policy on dress guidelines . ¢

, ” - " . » ,

‘ ‘4. Approves a grievance f)tocess for students I

¢ _ ‘
I11. Faculty Handbook . ot

X! 1. Discipline policy and procedures - .

* 2. Homework policy

* 3. Tardiness and absence procedures ‘ -,

* 4. 'ﬁiayground and lunchroom duties

x 5. Policy on-drugs, aleohol, and smoking .

‘6. Uniform regulations, enforcement - .
Iv. Parent/Student Handbook ~ .
‘. L]

* 1. Attendance procedures . . .

x 2. Discipline policy and procedures

¥ 3. Ho:iig;k'expecgations' : )

* 4. Spécial regulations:_ drugs, alcohol, smoking® ) ot

* 5. Uniform regulations o T i

/‘ { ~ . LI ‘
- 6._ Promotion and non-promotion policies - . - l

-
-

V. Helpfiul Resources

. .

- Ll L]
\\\i:\\Student As Diciple Complete Kit. Washington, D.C.: National
. Catholic Educational Associagion, 1980 .

2. - Creating an' Early Learning Center in an Unused Building.
Washington, D.C.: National Catholic Educagipnal Assoc%acion,

) 1973 r r . . .
’ . . . - /“
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iY VI, Issues < L e . 0 .
. T . . . : - .
4 b . ' PR . »
» N . ~ 1. What fs a fgfr and.effective policy on: * . : N\
-, N [ -t v * ’ -
. - 2 o . . 3
o . , o 8. hs;ne:work. - . . 7 . . .
N . . b.+ digcipline? - - Co- T
- Y L - [} - -
ot © , c. attendance? J o
pe 2. How long should a Catholtc school retain students l’ . '
. . who are-serious discipline problems? -
- )
3. When can conduct outside school affect’ a student's
- status in a Catholic school? .
. . . ' - =
. : . 4. How can students with drug and alcohol problems .
. _ best be helped? .
. . . < -
" _h. Should the teachers or the principal handle d \
- ‘% discipline problems? > . :
. ”» . 2 — - r] .
f s_6. “Is corporal punishment suitable in Catbglica schools?
, .
/7. can teacheérs-with poor contol ®ver their
- ) classrooms be ajded? >
- . 1l ~ -
’ 8. mw can a principal ensure the enforcement of
! * school rules by all-teachers? - .
e . ,‘. . ? .
. . E; ( : ) )
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THE-PRINCIPAL AS FINANCTAL LEADER
HE

" -~

In all .schools the Principal has specific finar’l responsibility, B

-

* -

alzhough the scope may differ according to the extent to which othet ghare

that reSponsibility, i.e., board, pastor, parish finance commiq;ee. The

&

I

1isfing below 1ndicates a rather complete 1listing of the financial duties
~

of the heah a Catholic school, the principal must at least be aware that

these are to Be done b; others if not by )him/hei'self.

.

It is w.evlident that

v . -
there be a wise use of financial resources and an accurate, clear accounting -

for them. « . ’ ,
‘il
I., Addinistrative Actions to Take - . .
/_ 1. Initiate the budget-planning proces;
Tk 2. See that tuition, salary, and oth;r bl;déet .
. i decisions are made .
#_____35' Prdvide regular financial reports to board
x4, Ens;ré carefu@ financial record-keeping
* 5. Ensure prompt tuition colleltions .
k. 6. Ehsure prompt payment of outstanding bills ‘
'7.. Arrarge for investment of surplus school
-~ funds on a short-term or long-term basis
__ B, Organize fund-raisilng program . had
________9=. Provide for budget revision ~ . - i
v
*  10. Control'the budget e
., - __;_ll;_mdiyeggqpuai¢£1nancial::eport;tn_paxen:s e
~..12., Provide scholagghip funds to ai&‘néed} students .
___‘13.- Involve staff 1n_budget:-p'lanninhg .
— Puf:licize‘echolaéship opportunities !

Season

Winter

Winter

Sprngi ,

2y
Spring, Fqbl_
. e

-

Fdll

Winter

Spring .

|_Spring (or)

L

at

b
'

-t

-n

22 .

T




@ .
15. Develop a long~range financial plan

+ * ‘
. E 4

“ IX. Board Policies and:Decisions

-

. . ST Approve tuitgpn, salaries, benefits, and
. A budget

2. Approve collection policy of overdue tuition

3. Approve fund-raising progran

* 4, Approve final financial statement for -
.. previous-year <~ S )
s . * 5. WorK with principal (through financg committee)
T * in development of budget
- / .
III. Faculty Handbook =~ . & - -
L - F o
/ * ;> l. Salary schedule, benefits, pay periods, .
deductions . ,
- » . ,‘5
L 2. Purchase authorization and purchase
. procedures . . 4
3. Summary of school budget and financial
report -

4, -Staff involvement in budget-~planning process

5. Tuition policy for children of faculty and
staff

* 6. Policy on classroom collectiong and sale of ~

materials to children

. * 7. Process for approwing the impositiOn of

> additional financial requirements on students
by individual teacher$) e.g., requiring‘the

——- — ¢ - - purchagse-of speCial-materia133madditiona1

books

Season

Spring
.

Spring

]

Fall

Winter,

—

Spring -



1V. Parent/Student Handbook T +

* . " 1) Tuftion and fee 3chedule ané payment plans

- 2,7 Séhpol financial report .

3t Scholarship opportunities

C—

i ﬁ. Schobl fund-raf%ing program . ) R
. A }‘II; ) .
" =<V. Resources |, . ) e ‘
Sesources .

n -
1. NCEA Data Bank. Catholic Elementary Schools and-Their

Finances 1980. Washington, D.C.: National Catholic Educational

Association, 1980, Issued annually or bi-annually

L]

2. .NCEA'Data Bank. Catholic Secondary Schools and Their
Finances 1980. Washington, D.C.: National Catholic Educatfonal
- Association, 1980. Issued annually’ or bi+annually

3. Harrington, Rev. Emmet, and Glenzinski, Mary. .The Principal's
Toolbox. Washington, D.C,: National Catholic Educational
Association, 1975 .

* -

. Z. Ndtional Conference on CathsYic School Finance. (Proceedings
et of the 1974, 1975, and 197% conferences) Washington, D.C.:
< a*National Catholic Educational Association, ) ~
5. Accounting Manual for Catholic Elementary and Secondary Schools.
Washington, D C.: National Catholic Educational Association*
L7 1969

6. Moroni, Bro..J. Alfred, FSC. An Accounting Manual for
LY Elementary and’ Secondary Schools. Washington, D.C.: Nationdl
p) Catholic Educational Assaciation, 1969 ’

P .77. Catholic School Management Newsletter. 24 Cornfield Lane,
.. . Madison, Connecticut 06443 : ’

-~ »8, Accoudting for Independent Schools. Boston, MA: National
*Assogiation of, Independent Schools, 1969

., -
. ! . !

.




VI.

‘What are effective and appropriate fund=-raising

How much tuition can Catholic parents, affordtto.pay@

Hhat 1s the ideal "mix" of parish subsidy and : ’ :

student tuition?
r ’ Ve

projects for Catholic schools?
Should Catholic schools have development directors?

Should Cathoiic schools be completely self-supporting . .

(no parish or diocesan subsidy)? "y

How can and should inner city Catholic schools be

financed? . a -

What is'a "just wage" for Catholic school teachers?, ‘
!

What will be the effect of contimuing high inflation .

on the future of Catholic schools? .

How are priofities establighed when budget cuts are 4

to be made? . - , .

How should parish funds for education bé divided between : i

the &chool-and the non-school programs? Lt

What 1s the best working relationship between the

principal and the board’s finance committee? Between the

board and the parish.finance committee and/or parish .
council in budgetary matters? ’ ﬂ

I'l
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: Al . 8. THE PRINCIPAL AND THE SCHOOL PHILOSOPHY
¢

Each school should have a written statement. of its philosophy, including

the beliefs, values, goals, and objectives that inspir& its educational pto-~
L] - .

grams. .The statement shéulg express the identity of the réligious school

»

P FY .
+ and the views of the staff and parents regarding the means which help human.

and religious growth, the natute of'learning, the setting for learning, and

s

-

- citizenship in our pation. - i T .
o ! > * .
I. Administrative Actions to Teke Season
A 1. Adopt a process-for formulating (or updating) ’ .
t the school philosophy T Spring ,
. -
R 2. Use the philosophy when hiring, orienting,
' and evaluating staff .
" 4 . - » . '
zﬂ * 3. -qulish the philogophy to the pastor, staff;
board, pdrents, parish, and students Fall
. - . o, -
4. Review the philosophy yearly with the faculty * Fall
: , . . ; .
II. Board Policies and Actions \ ’
L] ) ‘ ) - '
’ X 1. Requ!te a philespphy statement . .
.- . ‘y .
. * Z. Approve the philosophy statement Fth“\ . \
. . - . :
" 3. Review the phiIOSOth statement annually Fall
. * \x . - . .
L4 ¢ 4 ' - 1’ .
L » B \‘ " -
III. Paculty Handbook : .
. wr ” . * ! +
, * 1. Statement of philosophy - -
— - _—— — . - - - - - —— N -
é . Expectations: ding the philosophy ~
p 2 pectations- regarding philo op‘y . ,

( . . - » . L] . . . . -« . . ,
] . . ® v .J ’ "
- H




_ 1 ™ ;
.-
% «
. N k] b
‘ B Ve T
!
¢ IV. Parent/Student Handbook ’ - :
L] , -
. R .
* 1. Brief, simple vétsion of philogophy'statgpent .

A} X k4 .

*
L]

V.. Helpful Resources
\ R * ’! [ L] LY
y . The following publicationsswill be of helpiin the process of formulatling

a school philogophy statement.

T ‘' “ .‘ ’
For assistance jn deternining éhe content, it is recommenged that the .
- . . . ' .

Jor contemporary doCuments on Catholic education be consulted:- To

"

3 - rd
¥ Teach As Jesus Did, The Catholic School, Sharing the Light of Faith.

. . . - [

’ ]
-

“L v

L4 1, Harrington, Rev, Emmét, and Glenzinski, Mary. The Principal's /)
- S Toolbox. Washington, D.C.: National Catholic Egucatignal-
Association,-fggs . s

. * - ‘ >
2. Giving Form to the Vision. Washington, D.C.: National Catholic
. Educational Association, 1974. Ayailable in four sections:
‘ Adult, Elementary, Secondary, Policy-Making

L -
.

Vi. Issues

- - ',
- -~
- . * -

1. ‘Does a philosophy statement make a difference? Can 1it? .

—~r

Zf/ How much consensus s needéd among a staff regarding the
philosophy statement? -

[y
~ L)

3. Should a philosophy statement include goals,'objeécives, and
programs? v

.
[T B

. i
$ ?
4, How much should parents, board, and/or students be involved in

the process of forming (or revising) -a phifosophy statement?

5., How can the philosophy statement be helpful when hiring new
. teachers? - . v




warwrn - . Ll -
9. THE PRINCIPAL AND ‘BOARDS OF, EDUCATION
3 &

It has been said that one of tﬁé prime duties of a Catholic school’
- ! e ! .
“principal todaytis the "care and feeding" of the bdoard of education. Because
boards are rather new in the opergtion of Catholic schools, this responsib*lity

is not alwa&ﬂ_;ctbgnizedﬁ Yet it is increasingly true that the leadership of 'j
\ L]

Catholic education must be shared with parents and the broader community

¢ ~
through the medium of boards of education. Such would be an autheptic living

* .

out of the Eeachings of Vatican/II regarding collegiality and s arg@bgéfision—

making.

The respective roles of principal and board members are often not clearly

¢
defined, and there must®be continuing .effort to spell out the areas proper to

each. In this regard, it may pe helpful to note that the principal is the

leader of the board (initiat&;'of educational policy); the teacher of the
) . . N\
board (guides board development and furnishes necessary information); the

hétivator of the board (inspires and chalienges board members to growth in a

»
., - ]
v

L] v .;{ -
gsense o{\the mission of Catholic education); and - where the board has final

policy decisions - the emglgiee of the board. .
. . . \
. *‘._,“ .

.
- .
x R “

I. ‘Administrative Actiong to Take - ’ ggéggﬂ
b;; 1. éegin a board if.one is lacking
: 2. Provide in-service for the board . o
* 3. Present policy matters foE gcri;n by the board .
"tk 4. Péovide.reguiar inforiation on school matters - 1 -
to the board ! ’

* 5. Assist in agenda prebaration for boatd meetings

. o Tooa
* 6. Present regular financial statements to the board




Assist in the preparation of the annual
board calendar - v

—

.8. Provide for orientation of fiew board members

LA

. , . e

Recommend school personnel-for hir}ng‘

Y —

. . ~ -
. LY
II. Board Policies and Decisions \\S

1. Review constitution and policies annually

2. Adopt regular program of board Jn-service

3. Consider membership in the National Association
of Boards of Education (NABE) - NCEA

* 4. Hire and evaluate the principal . -
* 5, Clarify relationship to parish councfl, to
parent association, to pastor, to diocesan
education office, and to diocesan board of
education * N
. - —6. <{onduct annual evaluation of itself

III. Faculty Handbook ~
* 1. Nature, authority, and membership of bpard
(* 2, Relationship of faculty to the board
(teacher observer)
. % 3. Board policies which affect the faculty
* 4. Grievance procedure for appeal to the board
. .
IV. Parent/Student Handbook ’ b

:tﬁi‘ ~o e T

* 1, Nature, authofity, and membership of the board"

* 2. Procedure for parent communication fwith the

b:;ﬁ} i_
. ".

Fall

Fall

Fall >

Winter,

Sbring;
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% 3. Election procedures .
. ‘f 4. Date, time, location of board ;eetiggs
. .
. * 5. Distinctive roles ofﬁbggtqr, principat;

council, board, and parents association

v L]

V. Resources )

1. Achieving Shared Reponsibility in the American Church.
g Rﬁbhington, D.C.: National Catholic Educational Association, 1977

2. An In-Service Program for Catholic Education Boardé. Audiotapes
w-and videotapes, narrated by Sr. Mary Benet McKinney, 0SB.

~ Washington, D.C.: Natipnal Association of Boards of Education
(NCEA)

3 Board Manual for Catholic Schools and Religioud Education Programs”

T ., Spokane, Washington: Office of Education and Religious Education
4. Givid& Form to the Vigion: BEducation Policy-Making. Hashinglon,
D.C.: National Catholic Educational Association. Available in
four sections: Adult, Elementary, Secondary, Policy-Making R
5. Glenzins&i, Mary, and Harrington, Rev. Emmet. The Principal's
. . Tooltrox. Washington, D.C.: National Catholic Educational
Association, 1975 .
6. Harper, yar§ Angela: Agcent to Excéilenceuin Catholic Education:
A Guide to Effective Decision-Making. Washington, D.C.: Rational
Association of Boards gf Education, 1980 ’ .
] 7. Harper, Mary Angela. ‘Putting It All Together. Washington, D.C.:
National Association of Boards of Education, 1979
- ’ “ . *
- 8. Let Peace and Justice Prevail. Washington, D.C.: National '
’ Catholic Educational Association, 1980 .

9. McKinney, Sr. Mary Benet, 0SB. Shared Decision-Making Revisited.a |,
Chicago: Archdiocese of Chicago School Office, 1977 ’ .
. ]
10. Murdick, 0lin, and Meyers, John F. Boards of Education: A Primer.
Washington,,D.C.:, National Association of Boards of Education
oo .,.{NCEA)_ .

11. 0O'Brien, Rev. J. Stephpn, ed. The Parish: What Makes It Work?
Huntington, IN: Our Sunday Visitor. and Washington, D.C.,
National Catholic Educational Association, 1980 :
. F-] ' . »

’ E]

. ' 30 3 6 :
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12. Policy~Makér. Newsletter published by the Natf¥nal Association
of Boards of Education, One Dupont Circle, Suije 350 Washington,

D.C. 20036
<. - '
- , . |
‘Issues - T\\\\ . |
. ' 1
1. -How can the distinction between policy and administration
be clearly understood?’ ‘. |
L
.Z. How can a board attract quality members? g
3. "How can factions within a board be avoided? o

4. How can a trusting, open relationship between board and
'principaL be built? ,

¥

5. How can a boﬁhave effective meetings? ‘ N

6. What is the p@stor's relationship with the board?

7. Should boards be appointed or elected?
v+8. How can a sense of Christian community be developed in
a board?

9. How can a good relationshipbetween the board and the
parish council, and with the parent association, be best
developed? . .. - 7 !
10. How can a board develop a sense of mission regarding
Catholic' education?

»
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10. THE PRINCIPAL AND PARENTS

It 1s*dn accepted fatt in both Church teaching ané American law that

" parents are the "primary educators" of their children, and that the school
and other educational agencies exist to assist them in their Fask. For this
reason, it 1s important that princ%pals of Catholic schools have a clear
idea of tﬂe extent to which parents are.to be involved in the operation of

the school, through communication, consultation, activities, and decision-

making. The more this collaboration takes place, the more both fam{}y and

mnme = mm———

school will develop a helping relationship characterized by mutual support

and invitations to each other to grow.

-

I~
I. Administrative Actidns to Take i Season
' 1. Encourage the organization and maintenance of
a parent association
* 2. Plan regular parent communication procedures '
(newsletters, letters, open house, parent-téacher -
°  conferences) Spring
3. Organize a‘;olunteer program to invite parent
assistance and involvement in the school .
4. Produce a Parent Handbook with the assistance of
parents ' Fall
5. Publicly recognize parent volunteers on a regular ., .
. .basis Spring

II. Board, Policies énd Decigions

* 1. Provide for on-going communication and ~liaison with

parent association

* 2. Provide for representation from parent association, -
officers at board meetings

¥ i




~

* 2.
* 3.
* 4,

5.

III:- Faculty Handbook

Polié& regarding the role of parents in this
gchool educational program

A
Parent-teacher conferences schedule and procedures

Policy on handling parent complaints

Nature, role, and schedule of parent association:
teacher involvement and expetctations

Teacher involvement with parent volunteers:
duties, limitations

gg
SN
.

IV. Parent/Student Handbook

ok 1.
* 2-
3-

V. Resources

1.

|

3.

|

l‘c

s

Nature, organization, schedule of parent association

Schedule of parent-teacher conferences and report
cards

*

Description of parent volunteer program

Diocesan officé .
Local parent association

National Forum for Catholic Parent Organizations

(Suite 350, One Dupont Circle, Washington, P.C. 20036)

Catholic Parent Organizations Program Guidebook and

V1. Issues

*

L d
»

Catholic Parent Organizations Handbook. Washington, D.C.:

National Catholic Educational Association, 1976

S

1,

e a e ek e R e - ———

How can parents be genuinely involved in the education of
their children without infringing upon the proper’perogatives

of professional educators?

1

~

39
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- i ’ .

L 2. Nhat are effebtive programs for parent as ?ciatio
' ]
) . 3. To what extent should Catholic schools try to sery
. the needs of families as such,.over and beyond the $
educatfon of .their children? .

* -
4. How can volunteers be utilized for maximum benefitq\ﬁk;\
to school ‘and faculty, avoiding interference by, them
in the internal affairs of the school while prowiding
for suggestions and insights from them?- - - '

-
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’ S 11. THE“PRINCIPAL AND CHURCH AUTHORITIES . "
' # [ .”% - ‘ '. ! )
The Catholic scho@l princlpal is a "minister” of 1 thg;uh rch He/she

serves as one of the most important leaders of the Church's entefprise and

must work in cordial colIaboratiqn with hierarchical Church leaders and with -
5 » 1 -

leaders of other ministries. ,The nature of relationships nay differ accorqdngu

to the type of school served, e.g., parish, diocesan, regional, or private...

e 'di,. . . _‘ '\‘“.

. I, Administrative Actions to Take ' 19 Season 0
D : ' ) * Q i " 9
. * 1. Clarify the Jjob escription of the principal %" .
. . +» as a member offthe staff v Fall
9
‘& 2. q;arify the policies for use of school g T
% ’ f4€ilities by other parish groups "Q& Summer
- - L] b *
‘3. Determine the involvemént of the principal ;
in other parish activities v ,
} o, *_4. Schedule the involvement of the parish ) y
. . clergy in the activities of the school .- .{ Falil
YA
* 5, ‘Set up regllar patterns of communjcation
with pastor(s) and other church’ ahthorities '
‘ " 6. Include parish and diocesan events in the '
yearly school galendar A Sugmer, .

IT.. Board Folicies

LN ¥ . - »
' * 1. u’p of school facilities by parish and . .
R . - n-parish groups . . .- Summer
¢ N . LY - L]
I 2. Relationship to appropriate parish and * -
.. ) - diocesan authorities '
- R . . o
. \. o 4 T Lo . ! \T\. Yoo . ’
I11. Yaculty Han@book . n ‘ ’
2 \ ' y\.‘ ] .0 . - . .
) % / l.- Relationghip to the.parish, the diocese, . .
T oe the Chuych . . » .
] . * » - ] b
—— » v - ; J ’ #
o . . 35 . e, t e s
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i . . -

2.. Faculty responsibilities to tHe lccai,pff
parish(es) . . ’

3. Use of school facilities by other parish .o

groups . . . . .

Iv. Parent/Studént Handbook

- ¢

M . Relationship of the school to the parish,

f_ 3 the diocese, the Church -
E} ‘ - . ‘

2. Participation of students in parish activities

[N

* " v, Helpful Resources . LI

+ . P
- - . )

, s °
1. Directory/Depq;tment of Chief Administrators of

« * ' - Catholic Education (CACE). Washifigton, D.C.: National
) Catholic Educational Association, published yearly

2. Harrington, Rev, Emmet, and Glenzinski, Mary. Thc Principal's
Toolbox. Washington, D.C.: National Catholic Educational
Association, 1975

. 3. 0'Brien, Rev. J. Stephen, ed. The Parish: What Makes It Hork?
. Huntington, IN: Ouyr Sunday Visitor and Washington, D C.,
Natdonal Catholic Educational Association, 1980

- L
I3

*

4. Sharing the Light of Faith: National Catechetical Directory.
Washingtpn, D.C.: United grates Catholic Conference, 1979

. ., »
[ . ‘
VI. 1ssues . .
e
}. To what extent should a principal be involved in parish
. activities? . .
™
- ’ w o -
2. How can the parish clergy’be best involved in the,school?

3. How can the principal minimizé the ppoblemé which often
. aris& when school fadilities are used for other parish

N activities? ) i
;g} 4, How gan significant parish and‘diocesan events be included
in the school program? . ’ .
$§ ‘ -




H

How can tension between the school and non—school personnel
in the parish be eliminated? °

To what extent is the concept of "total Catholic education"
in a parish feasible?

. ] R
How can Catholic high schools maintain good relations with
the parishes which supply them with students?

p t
- / \
.
1
.
-
-
L 4
. &
L
2
.
- ~
.
»
» . .
Py ] o ‘ N
.
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‘ " 12. THE PRINGIPAL AND RELIGIOUS ORDERS

-
<
"

4 ;
Most Catholic schools include members of religious orders among their
N . bt I \f
staff andlor in administrative positions. The contiﬁuing Value 0 \religious
teachers, as well as the unique contributions they make to Catholic 'schools,

should be recognized by the principal, whether helsherbe religious or lay.

I "
There should be an awareness of the responsibility of the principal regarding

the dembers of religious orders who serve on the staff of the school.

’

-

I. Administrative Actions ‘to Take sedson
R 1. Clarffy contractual agreements and/or
. piacemeﬂt poiicies . Spring

l2.,‘Communica¢e with community leaders regularly,
. visit hé@ﬁqﬁarters

’. -

H)

'3.¢-Invit 3 unity 1@aders/supervisors to ] ’
- vigit 8ne ool . . : ‘
L oA .
&v; Plan recruftfhg efforts . Winter

L)
b 1]

Skﬁﬁﬁb&@cl T cognize the contribution (past
,pres fit) of 'the religipus community(ies)

L. L itd- theg hool .
«i 3 4 .
e v 3
11.” Board Policies . : ’
- T * r ! 4
AN 1.' Clarify contractual arrangements-with the .
gommunity or with individual religious . . Spring
* 2. Approve jop conditions for religious personnel :
s €salary, benefits, housing, auto, insurance, etc:) - Springy
- ]
’ L I > : ' M - - )
i ) ¥
III. Faculty Handbook .o, ( o o0
L o \'
~ - .

1. Recognize the history and traditions of. the
" religious-community(fes) serving in the 'school
p — - -

. N " v
- - ¢ w
% . . L

.
¥




IV. Parent/Student Handbook .

L} 1
.

1.

¥ 1

Describe the history and tradition of the
religious community -

£

3 *i:""' )

-+ . ’
’

V. Helpful Resources

¥ L

e

Planning for Catholic Education. NCEA Papers, Series II;.

National Tatholic Educational

" " 1. Religious community newsletter and publications
2.
No. 2.* Washington, D.C.:
Association N .
3.

Retirement Programs for Religious in the U.S.

VIi. 1ssues

National Catholic Educational Association, 1977
f [

N

To what degree can we plan on religiéus peréonnel in
Catholic schools.in the future?

What are the distinctive &ontributions made by religious’
to Catholic thools?

L
el

What is the special chal%;nge facing a lay principal of,

a sthool where' there are “religious on the staff?
‘ LY A .

Shoulid religiotis receive salaries equivalent to those of -

lay teachers?

How can a Catholic.échool play a significant role in
'fosteripg religious vocations? i

A S -

L 4

Washington, D.C.:
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13. TH;E;PRINCI?!;L AND THE LAW - .

L)
.

-

~ . LN .
Although the legal requirements binding Catholic schools differ from

] . e

i
stasﬁ to state, all schools.are subject to state law in'some way, as well as \

tojfederéi regulations affecting all Amerdican schools., It is up to the

\ school principal to keep him/herself informed on current school law as it

{

affects local Catholic‘s;hools, and to be the pq?me source of information for

) faculty and board members. Foi'specific matters, it is reconmended that a
'; Y & . .
principal consult appropriate officials in the diocesan education office, the

.

state Catholic conference, pri&ate school administrator assoclations, as well
as local lawyers who are knowledgeable about legal matters affecting private
___jf schools. It is also incumbent upon Catholic school administrators to be 2

model of respect for existing law, and, active in efforts to remove legal

requirements which are unncecessary or unreasonable.

" 1. Administrative Actions torTake Season ...
. - —_—
% 1. +*Know and carry out federal, state, and local -
L

laws which apply to’ Catholic schools

2. Reyiew pertinent laws with faculty at the
beginning of school year . Fell

L] e

3. Be aware of the laws and regulations
applicable to local publice schools

)

L 4. Keep accurdte records as required by law’
. . . »
4 o R 5. ‘Keep the board informed of applicable

. legal requirements




41 )
. . 47 “r

. . -
//II: tBoard Policies and Decisions . ' Season .
. \ \ \ - ;
* 1. Have npn-discrimination poficy renewed yearly Fall
¥+ ] : . . ‘x i _—J
/ o 2. Secure knowledgeable legal advisor -~ - i ‘
’ ¥ .
* 3. Fulfill other local legal requirements -
applicable to boards
[ - .
NS
III. Faculty Handbook i :
/‘ ) '. b .
* 1. Summary of legal requireménts applicable
’ to faculty — - ]
» LI
. 2. Philosophy statement, regarding the teacher . .
as citizen role-model for ther students
. ) /
\\\ .
\—] 3 .
V. Parent/Student Handbook .
’ \QS )
* 1. Lisiting of applicable laws regarding student ~ ~
conduct, , student r{ghts, student records,
medications, absences, drug, tobacco, and
. .alcohol, etc, ‘
- . —
* ke 2, yccess to and privacy of student records ’
i
V. Helpful Resources -
\, e . . ’ - -
1. Diocesan offices .
2. State Catholic conferences ~\“\
|
3. Bulletins and publications of: HNational Catholic Educational
Association, Council for Americad Private Education, local and |
state associations of private school administratorg; United
States Catholiq Conference, Representative for'Federal Assist-
ance, 1312 Massachusetts Avenue, NW, Washington, BC 20005 .
L 4
- - - - "
(N
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‘. ) v )”
LY

4. Publications on school law intended fox p@)lic school ’
.1 use may-be helpful, but must be used with care because ’
. . of the important differences in legal requirements on
* ' public and private schools

5. Legal Educational Services Report. AMashington, D.C.: tional
Catholic Educational Association, Secondary Deparment, sued
6 times a year

- »

6. Manno, Bruno V. How to Sefvice Students with Federal Educaéﬁon

R » Program Benefits. Washington, D.®.: National Catholic Educa-

' tional Association, 1980 ) .
7. Permuth, Steve, Mawdsley, Ralph, and Daly, Joseph. School Law, '

_ Students, and Catholic Education. Washington, D.C.: National

. - .Catholic Educational Association, 1981 - —

8. Private School Law Digest(’ Dayton, ©H: University of Dayton,
issued 6 times a year
O‘_ . )
.VI. 1Issues P

hd -

4 L
-

What tawd definitely .apply tE/private schools? Which ones do

not? Which are ambiguous? How is a Catholic school principal

“to act in the case where &ppdication to the Catholic school is
+ unclead?

- "
L4

How can liability suits bé avoided in our present "sue-crazed"
society? . -

How do we observe copyright laws with fairness to authors and
publishers? .

How are faculty and student rights protected and the common
welfare of the school served at the same time? . \\\

*

What are effective grievance procedures for fétulty, parents,
and students?

What gte censorship rights of a school principal with regard
to school publications? . . 1

|




=

* . - -

. . .
14. THE PRINCIPAL AND GOVERNMENT AID TO NONPUBLIC STUDENTS

~ s
The principal of a private school has the responsiblity for knowing and

A o
administering the programs of aid available to nonpublic students from governs
ment sources. The principal is also an important leader for informing and
* . . v .
motivating parents in the campaign for suth programs.

/4 * =
. . - . -l , Wy
I. Administrative Actions to Take Season
. N F
* 1. Knows all current programs 1pich are available !
* 2 Fulfills-requirements (records, reports, etc.).
* 3. Maintains contact with diocesan and local
gublic school coordinators of nonpublic aid -
programs
4. Reviews programs for the coming year P Spring
|
N 5. Sets procedure for resolving questions and
problems regarding aid Summer
\ — .
6. .Is an active membez of Citizens for Educationél ' .
Freedom and/or othér parent advocacy groups '
. s7. Informs parents of current efforts to expand- )
(or deny) aid to nonpublic studepts — N
II. Board Policies and Actions {
- . i
* 1. Approves the extent of _the school's‘participation .
in aid programs B
L] " i . haad
2, Supports efforts to expand a;ﬁ .

A

III. Faculty Handbook

* 1. Teacher responsibilibites regarding govermnment —
aid programs.

L

43




' - 2. Encouragement to participate in advocacy efforts (CEF) .

Iv. Parent/SEudent Handbook A

Lo .
gdl 4 .

1. Summary of government aid programs available in the schools

L%
2. Encouragement to be involved in advocacy groups {(CEF)’ -

. v ‘.

/. - \

v. Hglpful Resources

. ( (:.
3 1. Blum, Rev. Virgil, §.J. Catholic Parents: Political Eunchs.
' St. Cloud, MN: Media Materials, 1972

e 2. Manno, Bruno V. How to Service Students with Federal Education
Program Benefits. Washington, D.C.: National Catholic Educational
. Association, 19%9 .

/

3. Private Schools: Fact and Future. Washifdgton, D.C.: Council
- for American Privaﬁf Education, 1976

4. Tavel, David. Church-State Issues in Education. Bloomington,
g IN: Phi Delta Kappa, 1979

5. also, consult the following: .
Citizens for Educational Freedom, Washington Building; Suite 854, 15th
& New York Avenue, NW, Washington, DC 20005 .
. Council for American Private Education (ékPE), 1625 Eye St., NW,
- Washington, D&* 20006 . )
Diocesan Education Office~ .
State‘Cﬁtholic Conferences

i

4 VI. Issues . -

I'. At what point are the benefits of an aid.program outweighed by
the time, work, and controls it brings?
|

. 2. Do private schools surrender their independence by accepting
o aid& for their students?
g '4

3. Can a principal delegate the responsibility for administhing -
Abvernment programs? )




to éttrgct students.

- program has become clear.

N s “
- .

15. THE PRINCIPAL AND PUBLIC RELATIONS

N

tions outnumbered available spaces, to the present'"buyer s market”, when

L3 ’ .

financial resources needed for the operation of Catholic schools.

I. Adminisirative Actions to Take

» »
Plan external communication tools:
newsletter, brochure, parish bulletin
inserts, handbooks -

Plan-ghnual public relations program .
Plan-recruiting program

Make contact with local media personnel
and maintain communie&i:on ith them *

Plan American Education Week and Catholic

School Week observances
f

Place school {fgistration information
with local rgaltors

—

Appoint Public Relations Coordinator /

-

II. Board Policies and becisions

Assist gs appropriate in school public

relations program - hd
- ?

Approve policy for recruitment and admission
of children of non-parishioners and of
non-Catholic children

’

-

Cﬂtholic schools have shifted from a “seller’'s market", where applica-

decliniqg births and greater parent selectivity have forced Catholic sch?ol
principals into the realm of "marketing" their institutions so as to continue
The need for a definite informational .and promotional

Such activities are also necesgary to attract the

Season

Spring and
Sumper

Summer

Fall

- r
Fall and

Winter

Fall

¥




. L
Ve
I11. Faculty Handbook
t -~ . 1. Summary of faculty involvement in ;ublic
relations program :
)
—_— 2. PFaculty assistance in recruiting program

* 3. List of public relations. and recuriting .
\ events planned for the year . .
4. Encouragement to suggest publicity items

to school public relations coordinator -

IV. Parent/Student Handbook

-

: 1. Appeal-to assist in school recruiting N
‘ « program v

.
.

~—2. Name of radio station which will carry
* school-closing announcemehts and other
emergency information ’ ’

L4

V. Resources
4 -

1. Glenzinski, Mary, and Harringtpn, Rev. Emmit. The Principal's
Toolbox. Washington, D.C.: Natienal Catholic Educational
Association, 1975 .

) 2. Hillman, Sheflah. Public Relations for Private Schools.
San Francisco: Institute for Gatholic Educational Leadership,
University of San Prancisco School of Education, 1976

LS
-

3. Byrne, Robert, and Powell, Edward. Strengthening School and .
Community Relations.) Reston, Virginia: National Association
& . af Secondary School Principals, 1976

4. Catholic School Week kits, available from NCEA. (These are
published each year with emphasis upon the theme of the year;
howevetr, much of the material is helpful for a continuing public
relations Program for Catholic schools.) . e
Ve

S. National Schocl Public.Relations Association publications
(1801 North Moore Street, Washington, D.C. 22209)

: P
\; . 46 . 5322 '.
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VI. 1Issues

1.

8.

,-
To what extent do principles of commercial marketing apply to
‘public relations and recruiting for Catholic schools?

¥ [

How can effective public relations rectify, false expectations
which the public may have of Catholic schools? -

.

What 1s the best way tp find out what the public thinks of
ydur school?

’

How should a principal respond*to negative publicity for his/her

school?
Is 1t possible to have too much public relations?
» [} <
bd
What percent of the principal s-time should be apent on public
relations?

How cah parents and students be involved in recruiting? -

Should Catholic.schools_ccmpete with each other for students?

9,/}ﬁcw can recruiting be gffective without reflecting unfavorably
upon "competing" Catholic and public schools?
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- r
. 16. THE PRINCIPAL AND EVALUATION .

Education is often said to be a process which can be carried on as it

has been in the past, with no real regard for the results achieved. For
i -
this reason, school administrators are unfavorably compared with business

people; the latter are always concerned with the "Bottog,line" and are Able
to see svery tangible results of their‘ efforts in terms of profit or loss. )
However?f education deals with the 'intangible, and results cannct be describea
with the accura;:y of monetary loss and gain; nevertheless, it belong:; to the
integrity of school administrators that they use all the means possible to
measure what they are doing and how they are doing it - for the maximum
benefit of the pupils they serve, as well as to be accountable to the public

whose resources they are using for the operation of Catholic schools. The

limited funds available to Catholic school leaders make this Eccountability

]
all the more necessary. .
‘ -
It is important that evaluation deals with (1) students, (2) faculty,
(3) the administrator him/herself, and (4) the school in general as an
organization. This evaluation must deal both with process (how things are
done) and with product (what is the result). |
t ) ’ ) ‘ T
I. Administrative' Actions to Take . . Season
* + 1. Select tools to evaluate: . ) Spring and
S . + | Summer
- a. students "
" * \ ]
b. teachers - b - i :
. Co p;:incipa;
d. school | ' v
Lol h/
. e. board . . r




h T
M S e ! of the vdrious evaluations T
« - . 4. Publicize testing results with discretion
— ]
ar ,f - . ik -
'\H * 5. Initiate.or. continue accredition of the
&

« school if desirable

- % "_6. Work out a schedule for:the various '

~3, evaluation activities

-

Sﬁring'and

Sg&mer

' .~ .
. ok 7. TInvolve staff and, board in the evaluation. *
@ ., process.as may be appropriate, e e
- _ 8. Informiboard of evaluation results of * {
o - . students, teachers, school ’ .
. v . . - a ‘. ‘ 'f;, ' » .

II. -%aard Paolicies and Decisions
. ° A -

RN R ~ ' - .

» e "‘f;.“”Acc.-redimu:\mn reciu‘irements ' P- -

o Lo .
JIV. Pareat/Stiddent Handbook v ’

*r * ) .
. . ¥ . . . -
e . vk ]}. l}_eci'gié on prineipal  evaluation process . Winter
»' 4 . P Ly
» , 2. Decide on application for accreditation *
. y  —t—— - . -
- . . - 1 .
E s * 3. ,Approve policy oh.prombtion and . .
i : graduation | - " / . \; Spring
) . . ' ‘:' : ‘e ' ’.
- ! v ' ~ * ‘ L
IJI. Faculty Handbook , ) .
- 5 . ’ « Lt ") ~ , ]
’ * ° - 1., Teacher evaluation protess . . A 8 !
R 2. Student testing and reporting procedures .
’ _ ] ’ :
. ’ . 3. School evaluation process ’ : e ! |
. . 4 M
C . "

[

] Vi . .

" N * * l.

Nature of school's acc#editation

S XY




% 2.

\

X x 3.
x. ' 4.

Student’ testing program . f
Schedule of, parent-teacher conferences . '
and report cards - . ) .
]
. ' - ! . p ~ / -
Requirements for promoti n and graduation ’
’ >

. ' "

V. Resources » '

13
o k [ 1
.

3.

1 . .
¢ 4.
YL.—Issues

»

. - 1.

) . 2.
Y 3,
Rt ¥

’ ) S.
6.

-

Publications of the National Catholic Educational Association:

The Qualities and Compgtencies of the Religion Teacher
Criteria for the Evaluation of Religious Education Programs
The Religious Education Qutccomes Inventory

Religious Education Knowledge, Attitudes, and Practice

The Principal’'s Toolbox .

Guidelines for Selected Personnel Practices in Cathelic Schools (I)

Giving Form to the Vision (available ift four sections: Adult,
Elementary, ‘Secogdary, Policy-Making) .

Evaluation of Religious Formation Programs .

Publications of the regional accrediting associations, of the

Independent Schools Association of the Central States, and of

the Jesuit Secondary Education Association

.

——

Evaluation plans published by diocesan offices
® | .

Elford, Geofge.” The Catholic School in Theory and Practiﬁzf//’:]
Washington, D.C.: National Catholic Educational Association, 1973
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To what degree is it possible to gyaluate the results of
education?

i M . " »
What are the uses and abuses of standardized tests?’. )

¥
What is the principal's responsibility regarding evaluation
of teachers?

What information from student and*%eacher evaluation should be
released to the board, to parents, to faculty, to the public?

b}
How should administrators be evaluated?

Should nonprofessionalsg (1 e., the board) evaluate the principal?
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How?
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